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Pull Reports 
from eSERS

HOW TO

The Export to Excel button is useful to verify reporting information submitted to SERS. This button can 
be found under the following applications in eSERS:

•	 Contribution File Correction and Manual Contribution Entry

•	 Employer Reporting Detail Lookup

When a school district uploads a contribution file or manually enters a file, it will appear under 
Contribution File Correction and Manual Contribution Entry Application. The file will either be in Review 
or Posted status.

To export a contribution file, complete the following steps:
1.	 Go to Contribution File Correction and Manual Contribution Entry in eSERS.

2.	 For an unposted file, click the Header ID number under Unposted Employer Reporting Header.

or
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3.	 For a posted file, click the Header ID number under Posted Employer Reporting Header.

4.	 You will be taken to the Header Maintenance screen. In the Contribution Information panel, click 
the Record Status dropdown to select “All,” and then hit Filter.
•	 The record status dropdown offers different statuses. If you only want to pull files in a certain 

status other than “All,” select the specific status.

All employees who are on the file will appear in the Contribution Information panel. If you select “All” 
as your filtered record status, all records, including Void, will appear.

5.	 Click Export to Excel.
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6.	 This exports the information to Excel. You can remove columns by unchecking the boxes next to the 
information that isn’t needed. Click Export Excel again to generate the excel sheet.

7.	 The Excel sheet will be labeled “Employer Reporting Header Maintenance” and be available as a 
pop up under Downloads. Click Open File to retrieve the Excel sheet.
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Exporting Payroll Information from Employer Reporting Detail Lookup
The Employer Reporting Detail Lookup application allows the employer to extract enrollment and/or 
payroll information that has been submitted to SERS.

Steps:

1.	 Click on Employer Reporting Detail Lookup.

2.	 In the Criteria panel, enter the information that you want to pull from eSERS. In this example, we 
are pulling employee payroll reporting.
•	 Type the Last Name and First Name or Social Security number.

3.	 Click Search.

4.	 Under the Search Results panel, all the payroll information for that specific employee is provided.

5.	 Mark the box next to any payroll line to add to the Excel file.

6.	 Click Export to Excel.
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This will export the information to Excel. You can remove columns by unchecking the boxes next to the 
information that isn’t needed. 

7.	 Click Export Excel again to generate the Excel sheet. The Excel sheet will be labeled “Employer 
Reporting Detail Lookup” and be available as a pop up under Downloads. Click Open File to 
retrieve the Excel sheet.
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Printing an Enrollment from Employer Reporting Detail Lookup
1.	 Click on Employer Reporting Detail Lookup.

2.	 In the Criteria panel, enter the Last Name and First Name or the Social Security number.

3.	 Chose Enrollment from the Header Type dropdown.

4.	 Click Search.

5.	 Under Search Results, click on the Detail Record ID number.
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6.	 The enrollment details screen will open.

7.	 Click the Print button on the upper right-hand side of your screen for a copy of the enrollment.

Tip: Enrollments entered prior to February 2017 will not be available on eSERS. Please 
contact Employer Services for assistance.


