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Accessing the Employer Self Service (ESS) Portal

The Employer Self Service (ESS) system is the online reporting system used to enroll
employees, update contract records and to submit work reporting to PSERS for every
PSERS eligible employee. Membership classes T-G and T-H and the DC membership
class have the DC contributions reported to a Third-Party Administrator. The third-party
administrator reporting is not explained in this procedure manual. The third-party
administrators reporting manual may be found on the Employers section of PSERS public
Web.

The Employer Self Service (ESS) is also where important account transaction information
can be found, employer reports can be generated, and PSERS documents to you are
stored. To access ESS, navigate to www.psers.pa.gov in your web browser. Please
keep browsers up to date.



e Desktop Versions of Google Chrome, Microsoft Edge and Morzilla Firefox, and
Apple Safari released in the period spanning fourteen (14) months prior to the
then present date through two (2) months prior to the then present date.

¢ Mobile Versions of Google Chrome, and Apple Safari released in the period
spanning fourteen (14) months prior to the then present date through two (2)
months prior to the then present date.

From the PSERS website shown below, select "EMPLOYER LOGIN" located within the
gray banner, which will take you directly to the ESS log in screen.

- Public School Employees’ Retirement System About Active Members Leaving Employment Retired Members Employers
PSERS

e

Fraud, Waste and FFYF Education Processing Time i Member Login
Abuse Reporting Programs Frames , (MSS)

Or click the “EMPLOYERS” tab on the website, located on the far right, then select
“EMPLOYER SELF SERVICE" from the dropdown menu. Once on the Employer Self-Service
page, scroll to the bottom where the Terms and Conditions are shown. To reach the ESS
login screen, you must click ACCEPT.



School Employees’ Retirernent System About Active Members Leaving Employment Retired Members

Please remember, for your own personal protection, do not keep your
password written down, do not give your password to anyone, even to
employees of PSERS. It is important that you keep your email address current
with PSERS. We advise that the email address you supply to PSERS is an account
to which you have exclusive access. All Commonwealth systems and usage are
monitored for security purposes. Violations of PSERS' security policy will result in

the termination of your account.

If you ACCEPT the above Terms and Conditions, please indicate below:

Cancel

Clicking Accept will take you to the PSERS' Employer Self-Service Portal.

Clicking Cancel will return you to the PSERS' Home Page.

Below is the ESS log in page:

Ve

PSERS
o<,

@  EmployerTab Resources >

= PSERS Public Website >

S ™
' -

' Forgat Usermame Reset Password

N

Enter Username provided by PSERS and your Password to log in to the homepage. If
you are a new user and do not have Employer Self-Service (ESS) access, see Setting Up
Your Online Usernames and Passwords for more information.




MFA — Multi Factor Authentication

Multi-Factor Authentication (MFA) is one of the most effective ways to prevent security
threats and protect sensitive data. MFA is an authentication method where a user is
granted access only after successfully presenting two or more pieces of information
(factors).

MFA is required when a user logs into ESS for the first time. MFA is also required when a
user changes their password, uses a new device for accessing ESS, was unsuccessful on
their last log in, or has selected “Always” as the MFA option. ESS users are required to
update their ESS password every 120 days but may update-their password more
frequently.

Users are prompted to choose a method for receiving the verification code to
complete the MFA transaction. All verification information such as your email address
and phone number are pulled from the contact information currently on file in the
employer contact section. If information in your contact record is incorrect or outdated
the verification code will not reach you.

Employers are responsible for maintaining employer contact information. Any change
in staff, phone number or email address should be entered immediately by the
employer to avoid MFA errors and lack of access to ESS.

*NOTE: It is recommended employers use email to receive their verification code. If you
are electing to use Voice phone message for your verification code, the number must
be a direct line because MFA will not work with main numbers using extensions.

Below is the screen where users may select how to receive the verification code. After
selecting the verification method; click “Next”.



Multi-Factor Authentication

Choose Delivery Method Enter Verification Code

In order to protect access to your account, we require you to enter a verification code that we will
send you. How would you like to receive your cade?

Delivery Method

@ Email - lw*****@pa.gov
(O Text- +#(*r%)=**.3627

(O Voice - +¥(¥¥¥)*+* 3627

Cancel Next

The verification code is sent giving the user 15-minutes to enter the code on the next
screen.

If receiving the verification code by email, it will look like this:

Verification Code for Your PSERS Employer Self-Serv...
Verification Code for Your PSERS Employe... 7:47 AM
The Public School Employees’ Retirement System

(PSERS) received your request for a verification code

The Public School Employees’ Retirement System (PSERS) received your request for a
verification code to access your Employer Self-Service (ESS) account.

Your Verification Code is: 843797
Enter this code in the ESS window. This code is only valid for the next 15 minutes.

Didn’t request this?

Once the code has been received, move your cursor to the gray line under Verification
Code and enter the code. Click “Confirm.”

If a different verification method is preferred while on this screen, click Cancel and
restart the login process. If time has expired on the verification code or it was never
received click Resend Code. Employers will also want to ensure the email address
no_reply_psers_security@ pa.gov has been whitelisted so it is able to be delivered
through employer’s security or firewall.



Multi-Factor Authentication

Choose Delivery Method Enter Verification Code

A verification code has been sent to you. This code will be valid for 15 minutes. Please enter the code
below.

Verification Code

137002

Resend Code

Cancel ‘ Previous

New users will be able to elect MFA Preferences for entering the ESS portal during the
account set up process. Users may select “Always” or “Only when needed” as
recommended by using the dropdown menu.

Account Setup

o o - ©

Identificstion Security Setup Wulti-Factor Authentication Registration Successfu
All fields are required. The password is case sensitive.

s Password must have & minimum of 8 characters

= Password must have a maximum of 255 characters

= Password must have & minimum of 1 numeric characters

= Password must have & minimum of 1 non alphanumeric characters

s Password must have @ minimum of 1 capital letters

» Password must have a minimum of 1 lower case letters

= The password should not contain a continuous string of four characters from the first name, last name, or username.

Marne
TESTUSER3, LYNN

Multi-Factar Authentication Preferences

Only when needed

Current users may select their MFA preference by clicking on their profile page button
on the top right-hand side of the banner.

Help Cente User Profile Logouwt

Click on the Update Multi-Factor Authentication and select new method of delivery.

10



User Profile Update Password  Update Mult-Factor Authentication  Login History T o

1P Address

820654

LLLLLLLL

LTESTUSER1

Evert Name
sers Ful Nams Applicatien Login Successful
TESTUSER!, LYNN o3rz372071 or:z6 ot [ Y - =

Email

LWADLEY@!

PA.GOV

Cybersecurity Best Practices

Protect your PSERS Employer Self-Service (ESS) Account A

Keep in mind that cybercriminals can creste email addresses and websites that look legitimate. Scammers can fake caller ID information. Hackers can

Chrome 92 on Windows 10, Computer

send seemingly legitimate messages. If something doesn't look right, be cautious - don't fall for & potential scam.
Locstion

Harrisburg, Pennsylvania, United States
1. Avoid pop-ups, unknown emails, and links

1P Address

nse to an email, pop-up webpage, ar any other form of communicatio hishing 820654

n you didn't niciate
Evert Name
Application Logout
P
2. Use strong password protection for your PSERS ESS account Device
& 92 on Windows 10 uter
Strong, complex passwords can help stop cyberthieves from accessing your information. One of the best and easiest ways to remember complex Chrome 82 on Windows 10, Computer

Location
lacic Llcicad Scacas

passwords s to use passphrases. A passphrase is a sequence of words or ather text and is similer to @ password in usage, but it is generelly longer for

What do | do if my verification code does not work?
Time Limit expires: If you do not enter the code within the 15-minute time limit, a pop-up

message will appear stating that your verification code has expired. Click “Resend
Code” to receive a new code.

Verification code is not received: If you cannof retrieve your code, it is not received, or
if the code expires, click “Resend Code” to send a new code via the selected
verification method. The 15-minute countdown restarts when this new code is sent.

e Check your spam/junk email folder in case verification code got stuck there.
e Verifying that your phone number or email address is correct.

e Your main office number may have an extension - MFA outreach does not
handle extensions.

System will not accept verification code: The verification code is looking for a 6-digit
number. If you receive your verification code by text or email and double-click on it to
copy and paste, an extra space is sometimes also brought forward. If the system seems
to be rejecting your verification code, look to see if there is an extra space behind the
last number.

Requesting to be a PSERS Employer Reporting System User
Work reporting is done through different systems, depending on the membership classes
assigned to your employees. The PSERS ESS System is where demographic and contract
record changes are made, in addition to reporting the defined benefit component.
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(AKA DB Work Reports). For members who are part of Classes TG, TH, and DC, work
reporting is also submitted to the DC Plan Third Party Administrator for their defined
contribution component. Generally, most users will need access to both reporting
systemes.

To gain access to either or both systems, you must complete a PSERS Employer
Reporting System User (PSRS-1270) form and submit it to PSERS. The form can be found
under the Employer Forms tab on the PSERS public website.

Please checkmark the boxes for the system(s) (PSERS--ESS system &/or Voya--Sponsor
Web access is being requested. Your employer code and email address must be
clearly written or typed on the form. Two live signatures are required, one for the staff
member requesting access and one for the supervisor approving the request for
access. Electronic signatures will not be accepted. This form can be located on the
PSERS website, under the Employer tab, under Forms.

Pensyheia - Putiic Sthoel Employees’ Retrement Systern

1270
nnnnnn ™

PSERS Employer Reporting
Systems User Access PSERS
LEG.

register as a PSERS Employer Reporting Systems User for the PSERS Employer Self-
Service (ESS) Reporting System and Voya's Sponsor Web.

PSERS [ ] Create ESS Reporting System Access [[] Delete ESS Reporting System Access

[] Groate Sponsor Web Access (] Delste Sponsor Web Access #5

PSERS Employer Reporting Systems User Requ Access
Employer Name. Ervpioyes Nt

uuuuuuuuu

PSERS Employor Reporting Systems User Access Fagetolt ]

PSERS Employer Reporting Systems User Access (PSRS-1270)

The PSERS Employer Reporting Systems User Access (PSRS-1270) form must be returned
to PSERS within one month of the employer entering the contact and the contact
accepting a role requiring reporting access. Timely submission enables new reporting
staff to begin submitting PSERS reports as soon as possible.

Once processed, the new contact person will receive an email containing Username as
shown below:
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PSERS Employer Self Service Registration Tue 11...
Welcome to the PSERS Employer Self Service
application. In order to complete registration,

Welcome to the PSERS Employer Self Service application. In order to complete registration, you will be required to enter both your User ID and Usermame. If you are an Employer
Administrator, you will receive your User 1D in the mail within 3-5 business days. Otherwise, the Administrator that created your account will provide you with your User ID.

Your Username for your Employer Self Service (ESS) account is: LTESTUSER1.

Please use the link below to create a password for your account and complete the registration process by Oct 21, 2021

Click Here

Note: You have 30 days to complete the registration process. The link for registration will expire after 11:59 p.m. on Oct 21, 2021.
Please contact your Employer Service Center representative if you have any questions.

Thank you.

Public School Employees’ Retirement System

Employer Service Center

5 N 5 Street | Harrisburg, PA 17101-1805

Toll-free: 1.866.353.1844

Email: ContactESC@pa.gov
WWW. pSers.pa. gov

A letter - via U.S. mail - containing your PSERS ID will be sent to the address on file in the
Contacts of the Employer Information Page.

Click on the “Click Here" link in the email and follow the wizard to create a password
and complete the initial log in process. Further New Registration information is available
on the PSERS Public Web in the Employer Self Service tab. For step-by-step instructions
see ESS New Contact Registration found later in this manual.

ESS passwords must be reset every 120 days. Each fime users change their password
MFA will be required.

PSERS recommends each employer has at least two or more system users with access to
both systems for business continuity in the event the primary staff member suddenly
becomes unavailable.

Forgot Username
When a user forgets their Username, the user should click the “Forgot User” link on the
Login Page.
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LZ&rname

Itastuserd

Passweord

Sign In
Forgot Username | Reser Password

Clicking the link will begin the Forgot Username process. There are four screens within
this process. After entering either user email address or phone if it is a direct dial phone
number Click “Next”

Account Lookup

o o o

Account Lookup Mult-Factor Authentication
To help us locate your account, please enter your email or phone number below.

Email/Phone Number *

lwadley@pa.gov

In the second screen select the delivery method for a verification code and click
HNexiH
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Account Lookup

Account Lookup Multi-Factor Authentication Done

Choose delivery method to receive a verification code

In order to protect access to your account, we require you to enter a verification code that we will send
you. How would you like to receive your code?

® Email - LWHE££5@PA.GOV

Cancel

Upon receipt of the verification code, click on the grey line that says Verification Code
and enter the 6- digit code you received. Click “Next”

Account Lookup

o o o

Account Lookup Multi-Factor Authentication

,_|

Choose delivery method to receive a verification code

In order to protect access to your account, we require you to enter a verification code that we will send
you. How would you like to receive your code?

@® Email- LWH*@PAGOV

Enter Code

Averification code has been sent to the selected delivery method. This code will be valid for 15 minutes.
Please enter the code below.

verification

Resend Code

Cancel

Username will show on the next screen. Click “Log In”
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Account Lookup

Account Lookup Multi-Factor Authentication Done

Your username is: LTESTUSER1.

Please use your username to log in.

|

Reset Password

When an employer forgets their password, the user should click the “Reset Password”
link on the Login Page. Clicking the link will begin the password reset process. There are
four screens within this process.

PSERS
sl

LiZ&rname

Itestusert

Pasgword

Sign In

Forgot Username JReser Pazsword

ﬁ
In the Account Lookup screen, the user enters their ESS Username and clicks “Next”. If
the Username exists, the process continues to the next screen.
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Password Reset

Account Lookup

| =

\—

User selects delivery method of a verification code. If voice phone is selected it must
be a direct dial phone or MFA will not work. Click “Next”

Password Reset

o e o o

Account Lookup Verification dew Password Success

Choose delivery method to receive a verification code

Inorder to protect aCCess T your 3CCount, we require you to enter & verification code that we will send you. How would you like
to receive your code?

Delivery Method *
@ Email - LW=**+*=@PA GOV

Q) Voice - () -###.3627

() Text- [(k+#)+#.3627

Cancel

Enter verification code on the grey line of the window and click “Next”

Enter Code

A verification code has been sent to the selected delivery method. This code will be valid for 15 minutes. Please enter the code
below.

Verification Code *

219959

Resend Code

Create and verify new password based on the criteria provided. Click “*NEXT”
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Password Reset

Account Lookup Verification Mew Password

Please update your password.

Password must have & minimum of 8 characters

Password must have & minimum of 1 numeric characters

Password must have & minimum of 1 non alphanumeric characters

Password must have & minimumn of 1 capital letters

Password must have & minimum of 1 lower case letters

The password should not contain 3 continuous string of four characters from the first name, 12st name, or username.
Password cannot be set to any of the previous 24 passwords

P

Password* ®

Confirm Password* (o)

Cancel ‘ Previous

The Complete screen indicates that the user has successfully finished resetting their
password. The user can then click “Complete” to return to the Login Page or can simply
wait to be returned to that page.

Password Reset

Verification New Password

Account Loskup

You have successfully reset your password! Click the "Complete”
button to go to the Login page.

Complete

For security an email will be sent to the email address on file in ESS contacts box .

Confirming a Recent Change to Your PSERS Account
o V3UAT-ALERT@pa.gov € Repy | € ReplyAll | —> Forward

To @ Wadley, Lynn Fri 9/24/2021 1:24 PM

Lynn Testuser1

Your Public School Employees’ Retirement System (PSERS) Member Self-Service (MSS) or Employer Self-Service (ESS) account has been updated succesfully. A change was.
made to your password and/or security questions.

If you did not make a change to your account recently, please contact PSERS as soon as possible.
Sincerely,

Public School Employees' Retirement System
5N 5th Street | Harrisburg, PA 17101-1905
WWWw.psers.pa. gov

PSERS Member Contact:
Toll-free: 1.888.773.7748
Email: ConfactPSERS@pa.gov

PSERS Employer Contact:
Toll-free. 1.866.353.1844
Email: ContactE SC@pa.gov
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Pages on ESS and what Information is found on Each Page

The Employer Self Service system has 10 different pages identified on the side menu.
Each Page is used for different functions of PSERS Reports.

HOME Page
ESS HOME Page provides employers with Important Account information and shortcuts
to preforming reporting functions and research.

The Reporting Unit Number for the district is found in the Upper Right Corner of the
HOME Page.

in Employer Info
B pocuments
E Roster

1 Work Reports
& Import Fles

B Transactions

£ Forms and Reports

FAQs

M Contact Us
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Under the Reporting Number a new Monthly Reporter can find the name of their ESC
Representative. The district ESC Representative is the primary contact for the district.
The ESC Representative will be able to answer reporting questions or direct the
employer to the appropriate area.

In the Upper left side of the Title bar is the name of the ESS User, The Help Center action
Button, the user’s profile settings and the Log Out action button.

.PSERS  1001- ABC School LYNN o = 8
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= S - o
e e b [t e

Help Center Action Button
The ESS Help Center Action button may be clicked to assist employers in finding answers
to common reporting or ESS system questions.

20



LYNN Help Center %

Help Conter  User Profile

4= Backtoarticles zearch

What is the order that files should be processed?

Member Demographic and Contract Record changes must be
loaded prior to submitting the PSERS monthly Work Report.
Demagraphic and Contract Record files may be processed
multiple times in a month. A PSERS (DE) Work Report can only
be submitted once a month.

jon Available >

™ Help Center
te

e}

Select an article below, or search:

B When are Work Reports Due?

eIz Q, Search Help Cente !

Em ! Work reports should be uploaded via ESS by the 10th of each
month and then processed no |ater than the 20th of the month

ESS Documents R ; L

=l = for the prior month's activity.

ESS Employer Info

How do | know if rows dropped off my report?

ESS Impaort Files

After an uploaded file is processed, any row that displays
“Processed with Errors” dropped off the report and was not
B33 Rester processed and the information was not sent to PSERS. The
information in these rows will need to be entered manually
through an adjustment or on the next monthly work report.

ESS Import Files & Work Report - Error Messages

ESS Transactions
ESS Work Reports

Can | process an adjustment the same day as a work report?

If there is & pending report either work report or adjustment
that includes a member. even if thev have been deleted from

USERS Profile Action button

Using the Profile Action Button, employers may choose to update their password at any
time of their choosing. For example, you are asked to update your payroll system
password, you can also update the ESS password at the same time. The profile action
button also allows employers to elect how often they are sent a Multi Factor
Authentication Code. Itis

User Profile Updste Password  Update Mult-Factor Authentication I
Login History
1P Address

Username 8.20.65.4

LSWEIGARD B

e e

Frmall Chrome 115 on Windows 10, Computer

Isweigara@pa.gov =

iz, United States
, , Update Multi-Factor Authentication X
Cybersecurity Best Practices
Protect your PSERS Employer Self-Service (ESS) Account Muiti-Factor Authentication s 10, Computer
Ke2o in mind that qyaercrimingls can create email addresses and websites that look legitimate. Scammers can fake @ Only when needed
legitimate messages. If something doesn't look right, be cautious - don't fall for 2 potential scam. is, United States
1. Avoid pop-ups, unknown emails, and links O Always require
Beware of phishing, Phishers try to trick you inte ciicking on a link that may contain viruses or malware or may direct
account being compromised. That's why IT's Important to be cautious of finks and anachments in emalls from sender
Information In response to an email, pop-Up WEBPAZE, or 3Ny Other form of communicstion you didn't initiate. Prisn
iz 10, Compurer
2. Use strong password protection for your PSERS ESS account Cancel Cave
Strong, complex passwords can nelp stap cyberthieves from accessing your nformation. One of the best and easies i, Unites States
passphrases. A passphrese I  sequence of wards Or ather text and is similar to 3 password In usage, bUt It is gener
memarable and secure, Use the lemers from & phrase/song, add digits, and use upper and lower case lemers (ex. | love Fars In
35 they do not contain actual words, making it mare difficult for hackers to guess them. Passphrases should be at least 10 characters and include numbers, symbols, and ;’_;:"6‘;4
capital and lowercase letters. N
oolication losio

recommended employers select “Only when needed.”
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The User Profile also provides Cyber Security best practice information and a log in

history for the user.

HOME Page Shortcuts

From the HOME Page employers may Generate reports, navigate to this Manual - The
Employer Reference Manual, PNC Cash Con, PSERS External Linking Policy, GASB Links,
VOYA's Employer Service Portal, and W-9 forms.

1001 — ABC School

1 En
B o
a-
oW
s by
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£

YT

Employers may generate one of six different reports from the Generate a Report
Shortcut. Below is a list of the reports, what available information is provided on each

Dabrquert Wark Aepert - Orw ar mar 'Werk Fapar soraus

2 rmethey S Fape s Fan e e apprros

report and a screenshot of the CSV version of the report.
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Scheduling a Report x

Report R

Plesse select & report from the following list

@ ESS-Employer POS NQ Refund Report

() ESS Employer summary report

() EsS Employer total service credit repart
Q) Employer Netification CROQ Report

(O Open and Past Due Employer Transactions

() Open and Past Due Member Transactions




Types of Reports Available and What Information is
Available on the Report

1- ESS- Employer POS NQ Refund Report: This report identifies all purchase of service for
past and present employees that has been approved by PSERS and district part fime
employees who had member confributions reported to PSERS for a Fiscal Year but did
not reach membership qualification for the Fiscal Year. PSERS has refunded these
members and the employer for the Fiscal Year. The report may only be run for dates
provided in the drop-down menu.

Employers can view Member social security number, member’s name, service begin
date, service end date, salary reported for FY, member's effective date, member’s
enrollment date, service year of purchase, if member is existing or new, employer
conftributions rate applied, and MV/PI AR.

Employer POS and NQ Refund Report
EMP

SSN Name Service From Date Service To Date Salary  Status Effective Date Enroliment Date Purchase Year Existor New Contribution Rate MV/PIAR &gt ARor 5 Reimbursement Transaction Type
123-45-6789 MOUSE, MICKEY 7/1/2016 6/30/2017 2393.22 7/28/2022 8/28/2006 2017 N 03003 0.7504 0.7504 5393 POS
234-56-7890  MOUSE, MINNIE 7/1/2004 6/30/2005 152818 10/17/2022 5/1/2000 2005 N 00423 06671 06671 431.23 POS
345-67-8901 DUCK, DONALD 7/1/2004 6/30/2005 6749.98 5/16/2022 7/1/2004 2005 N 00423 06671 06671 190.47 POS
456-78-9012 DUCK, DAISEY 7/1/2004 6/30/2005 2030 8/20/2022 7/1/2004 2005 N 00423 06671 0.5671 57.28 POS
567-89-0123 POPPINS, MARY 7/1/2012 6/30/2013 812 6/7/2022 7/1/2012 2013 N 01235 06847 0.6847 68.72 POS
678-90-1234  LONGSTOCKINGS, P 7/1/2010 6/30/2011 10156.6 9/7/2022 9/1/2010 2011 N 00564 07172 07172 410.84 POS
789-01-2345 POCH, WINNIE 7/1/2009 6/30/2010 4698 6/23/2022 7/1/2009 2010 N 00478 07182 0.7182 161.28 POS
890-12-3456 ROBIN,CHRISTOPHER 7/1/2010 6/30/2011 55825 6/23/2022 7/1/2009 2011 N 00564 07172 07172 225.81 POS

2- Employer Summary Report: This report should be run once a quarter and compared
to the employer’s payroll system for the same time frame. The report includes all
wages, service fime and contributions reported to PSERS for the requested Fiscal Year
up to and including any released work reports and adjustments completed by the
district requesting the report.

Employers may view member Name, Social Security number, member wage type, hours
of service, days of service, base wages, URCC wages, overtime wages, supplemental
wages, Total of all salary, wages no conftributions, contributions withheld, member
savings amount due, employer share and employer premium share.

Employer Summary Report
Emy ##2 Employer Name 5D Fiscal Year : 2023

Run Date : 7/31/2023
Member Mame SSN Wage Type Hours Days Base URCC OT SUPP Total Salary WNC Contributions POS Mem Savings EMP SH EMP PA
MOUSE, MICKEY 123-45-6789 Salary 0 188 75,908.82 C 0 188040 8178922 o 6,13422 o 6,134.20 27,922.83 654.32
MOUSE, MINNIE 234-56-7850 Per Diem 0 42 S5,28018 0 0 30128 958146 o 59885 o 598.84 3,271.12 76.66
DUCK, DONALD 345-67-8901 Salary 0 50 559872 0 0 19872 5,797 44 o 36233 o 362.33 1,979.25 46.38
DUCK, DAISEY 456-78-9012 salary 0 188 51,951.30 0 0103170 52,583.00 0 397372 o 3,973.74 18,088.40 423.85
POPPINS, MARY 567-89-0123 Heurly 731 0 12,639.00 o o 5187 12,690.87 0 1,015.26 o 1,015.28 4,332.67 101.53
LONGSTOCKINGS, P 678-90-1234 Salary 0 188 45,802.67 0 0 333288 5013535 0 401084 o 4,010.81 17,116.23 4011
POOH, WINNIE 789-01-2345 salary 3 151 45,622.11 00 6027 46,224.81 0 3,466.85 o 3,466.86 15,781.15 369.82
ROBIN,CHRISTOPHER 890-12-3456 salary 0 185 53,595.89 oo 0 53595.89 o 4,019.73 o 4,019.69 18,297.66 428.77

NOTE: Employer share and employer premium share equal the total employer amount
due.
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3- ESS Employer Total Service Credit Report: This report shows a cumulative total of an
employee’s service from all employers. Any employee who was reported for service or
wages within the Fiscal Year requested will appear on the Total Service Credit Report.

Employers may view the member's Social Security Number, Name, PSERS Credited
Service YTD (based on a fiscal year), DC Eligibility Points (1 point per year of
contributing), Member's DOB, member’s current work status (see below), Member’s
enrollment date, employee’'s membership class and if PSERS has a valid address on file
for the member.

Employer Tatal Service Credit Report
PunDate: | 7312023 Employer Code w4 Employer Name SCRANTON 50 FisoalYear : 2023

SEh Member Name PSERS Credited Sewvice  OC Eligibilty Points Bith Date Erroliment Date Cantribution Piate Member Valid Address
012-34-5678 TEST. HARRY z WM373 Active 4rz012022 EI5TG Y
123-54-6783 POPPINS, MARY 10 i RACHEGE] Terminated Vested 201l WETF Y
234-56-7890 MOUSE, MICKEY 027 1 32M380 Terminated Nor-Yested sr27iz02z EZ5TG Y
345-67-8301 DOMUT, DURKIN EH i 51231388 Inactive TR0 sTE ¥
456-75-9012 MEAL, HAPPY 1] (i 612511384 Pending Qualfication 3412023 EZ5TG Y
S67-89-0123 STREET, EASY 553 i 21241360 Fefunded THIZOI6 WETF Y
675-30-1234 LUCKY. LOUE 2143 [i] ACREE] Ratired 8112001 75D Y
783-01-2345 OVERWORKED, JOE 26,09 i BHBHIET Active B35 5T VY
§30-12-3458 DUCK, DONALD & [i] 2T Active SNI2016 STE ¥
830-12-3456 DUCK, DONALD & i H2IaTE Active 12016 8TE ¥

The status column will show the employee’s current status for the FY requested on the
report based on contract records.

ACTIVE: The employee currently has an open ACTIVE contract Record

INACTIVE: The employee is still employed by a PSERS eligible district but is
currently not actively working. i.e., employee is on a leave of absence.

TERMINATED VESTED: The employee is no longer working for a PSERS eligible
school but has enough time to Vest their pension. Vesting means they may
freeze their pension and earn interest on their account until they reach normal
retirement age for their membership class.

TERMINATED NON-VESTED: The employee is no longer working for a PSERS eligible
school and does not currently have enough service to freeze their pension. Their
account will not earn interest.

PENDING QUALIFICATION: The employee has not yet qualified for PSERS
membership by reaching the 500 hour or 80-day threshold.

REFUNDED: The employee has refunded all of their member paid contributions
and interest.

RETIRED: The employee has applied for or is actively receiving their retrement
benefit.

NOTE: If an employee has more than one contract record open, they will have one row
on the report for each open contract record.
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4- Employer Notification CROQ report: This report shows members who have changed
membership class, rate, or qualification. The report does not show all newly hired
employees, only employees who have had a change to their membership.

Employers may view Social Security, member’'s name, date change is effective, new
membership class, new DB contribution rate, New DC Contributions Rate, Voluntary
After-Tax contribution rate (if elected or changed) and the reason the member is
showing on this report.

SSN MName Updated On |Current DB DC Voluntary Reason For
Membership Contribution |Contribution |After Tax DC|Change
Class Rate Rate *
123-45-6789 | "3 | 017472003 ™ 75 0 Account
Lion Update
Heartless Member
124-56-7891 R 01/7/2023 TG 6.25 275 Qualified
Tinman e
this fiscal
125-57-8012 | BNESS | o1 v06 2023 TG 6.25 275 Membership
Scarecrow Waived
Member
126-78-9123 | D20 OT | 01062023 TG 6.25 275 Reported to
Kansas .
OC Admin
Wicked Change in
127-88-1234 Witch 01/08/2023 TG 6.25 275 5.00 After Tax
Defl
128-91-2345 |Toto the Dog| 01/05/2023 TH 5.25 3 TH Election
Glenda th
129-12-4567 | = S92 T 61 1062023 DC 0 75 DC Election
Good Witch

Employers should take the following action based on the Reason shown on the CROQ
report.

Account Update — no action for employer

Member Qualified this Fiscal year — begin withholding both DB and DC contributions on
the next payroll.

Membership Waived - Stop reporting member- PSERS will do adjustments to return
employer and member contributions — employer will need to refund member
conftributions.

Member Reported to DC Admin — employer may begin to report DC contributions to
VOYA on next payroll.

Change in After Tax def% - employer should begin to withhold after tax contributions —
calculate percentage of Net check after contributions and all required withholdings
have been taken.

TH Election — member has elected to move from TG to TH class — PSERS will do all
adjustments and refund any excess member savings directly to member- employer
should begin to withhold at the new class rate the next payroll.
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DC Election — member elected to move from TG to TH class — PSERS will do all
adjustments and refund any excess member savings directly to member — employer
should begin to withhold at the DC class rate and report wages to PSERS with a zero DB
percentage report new DC percentage to VOYA on the next payroll.

5 - Open and Past Due Employer Transactions: This report may be run on demand
allowing employers to make payments for amounts due at any time during the month
without waiting for the Statement of Account to be produced. The report will show all
amounts due for Employer share. Adjustments that begin with “Cor” are adjustments
the employer has requested PSERS complete on their behalf. There are two Employer
Share funds: the Employer Share for Monthly reporting and the Employer POS fund. It is
important employers direct payment to the correct Employer fund.

Open and Past Due Employer Transactions
ABC School
1002
Generated on: 8/2/2023
Posting Date Trans# Trans Type Identifier Status Emp Due Date Employer Cont.
1/15/2023 2605465 SCP Employer PQB, Lump POS: 55N Open 6/23/2023 $537.78
2/24/2023 2619191 SCP Employer Lump PQOS: SSN 123-45- Open 6/23/2023 $45.39
2/24/2023 2619344 WH Adj. Cor Poppins 9777 (FY14-15) Open 6/23/2023 51.29
3/7/2023 2622483 WH Adj. Donald Duck Adjustment Open 6/23/2023 563.47
3/7/2023 26224387 \WH Adj. Mouse BOC Open 6/23,/2023 $399.55
3/8/2023 2622830 WH Report Billing Rpt 2023-01 Open 6/23/2023 $1,835,484.30
3/9/2023 2623115 WH Adj. Billing Report 2/28/23 Open 6/23/2023 56,694.50
3/9/2023 2623117 WH Report Billing Rpt 2023-02 Open 6/23/2023 $1,880,246.39
3/10/2023 2623464 WH Adj. Billing Report 3/10/223 Open 6/23/2023 $423.17
7/21/2023 2639386 WH Report Billing Rpt 2023-03 Open 6/23/2023 $2,115.60
Totals: $3,731,465.03
3/27/2023 2629959 SCP Employer Lump POS: SSN 234-56- Open 6/25/2023 $522.08
Totals: $522.08
3/28/2023 2630171 SCP Employer Lump POS: SSN 345-67- Open 6/26/2023 $15.10
Totals: $15.10

Employers may make targeted payments using the Transaction # column or may do a
sort and direct payments to each fund with amounts due using “oldest Open
Receivable.”

From time to time the system may have a glitch in the posted due dates on the
tfransaction page, it is important employers are aware of payment due dates and
adhere to them. If an employer does not know or questions a due date posted in the
system, please reach out to your ESC Representative for an explanation on due dates
or download the current Planning Calendar from the PSERS Public Web.

The system assesses Interest charges automatically for all late payments.

6 - Open and Past Due Member Transactions: This report shows all member savings
(employee contributions) that are due to PSERS. Notice on the below example there
are credits for 1 cent due to rounding. The employer should be totaling these credits
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and applying them to the next member savings fund payment. This will clear the credit
amounts due and making reconciliation of accounts easier. Credits will carry unfil
employer subtracts them from the next payment in the fund.

Open and Past Due Member Transactions i
ABC School |
1002 i
Generated c 8/2/2023 i
Posting Date Trans# Trans Type Identifier Status Mbr Due Date | Member Savings  Mbr POS Installment
10,/19/2021 2451753 | WH Adj. Cor Mouse 3872 FY11-17 Open 7{10{2011i (20.01) $0.00
'Totals : (50.01) $0.00
1/12/2022 2482226 WH Adj. Cor DUcki 7738 FY 12-17 Open 7/10/2012] (50.01) $0.00
3/9/2022 2459705 WH Adj. Cor Poppins 9234 FY12-15 Open ?,(10/2012i (5624.25) 50.00
Totals: ”  ($1,800.26) $0.00
10/11/2021 2449451 WH Adj. DOMNALD DUCK YR 2021 Open 7/10/2021; ($64.57) $0.00
10/11/2021 2449454 WH Adj. Mickey Mouse YR 2021 Open 7;10;2021; ($32.25) $0.00
10/12/2021 2449688 WH Adj. Mary Poppins YR 2021 Open 7/10/2021 ($59.81) 50.00
Totals : (5289.42) $0.00
12/1/2022 2590874 WH Adj. Adjustment Rpt. - FY 2023 Open lf10f2023: [597.50) $0.00
12/1/2022 2590875 WH Adj. Adjustment Rpt. - FY 2023 Open 1/10/2023| {329.81) $0.00
Totals : ($566.61) $0.00
6,/20/2023 2636952 Estimated Work  Est WH Rpt 2023-05 Open 6/10/2023, $138,306.00 $281.04
iTOtaIs : $138,306.00 $281.04
7/20/2023 2638701 Estimated Work  Est WH Rpt 2023-06 Open 7/10/2023! $553,209.84 $464.60
|Totals : $553,209.84 5464.60
T

NOTE: In this example there are “Estimated Work” reports. This means the employer has
not submitted their monthly work report on time and the system has generated a place
holder for the work report. The estimated report will be reversed once reporting has
been completed.

How to Generate a Report
Employers may generate one of the above reports from the shortcut on the HOME

Page.

Your ESC Representative: Tapia-Ortiz, Daniel

ili Employer Info

Shortcuts

B Documents

B Roster B Generate a Report >
Run an Employer Self-Service report
[ Work Reports

Employer Reterence Manual >
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Or by using the “Run a Report” action button on the Forms and Reports Page.

A Home Your ESC Representative: Tapia-Ortiz, Daniel

ili Employer Info

v ‘
B Documents Forms o Reports RunaewReporr [T
B Roster Form Name

Filter: Submitted Date (08/02/2022t0...

O Work Reports Approved Leave of Absence - Employer Verification » Process Start
Previously-Run Reports Status Image Inserted Date Date

& Import Files Aurhorization Agreement for Restricred (ACH) Debirs >

B Transactions Charter School Employer Information > Open and Past Due N Processed =2 08/02/2023 08/02/2023
Member Transactions successfully = 08:28 AM 08:31 AM

# Forms and Reports Demographic Information Change Reguest >

A window will open to select the desired report.

Scheduling a Report X Click "Next"

Repart Report p

Plesse select a report rom the following I Select Schedule Type “One Time" or “Recurring”

(O ESS - Employer POS NQ Refund Report

Select Export Type “PDF" or “CSV"

(O ESS Employer summary report "
’ ’ Scheduling a Report X
@ E£55 Employer total service credit report

O Employer Notification CROQ Report

(O Open and Past Dus Employer Transactions
(O Open and Past Dus Member Transactions 0 e

Report Report parameters
Please enter the following details for this report request
Motify me when the report is done

Send a status notification to Isweigard@pa.gov

Expart Type
() POF (® Csv
A Fiscal Year must be entered Schedule Type
when running. ® OneTime () Recurring
ESS Employer Summary ‘tf;:pu;‘lust enter the "Fiscal Year" below if requested for this report
or
ESS Total Service Credit
report. If a FY is not entered the 2023
report will not process and a
new report may not be run until
the next day. Cancel \W\
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The Employer POS NQ Refund Report and the Employer Notification CROQ Report will
have a Drop-down menu to select a date when the report was run by the system.

You must enter the "Fiscal Year" below if requested for this report

ype.

Run Date

1142012022

05/17/2022

11/18/2021
—

05/25/2021

11/22/2020
05/24/2020
11/24/2019
05/25/2019
11/25/2018
08/25/2018
111972017
05/21/2017
11202016
05/22/2016
11/15/2015
05/12/2015
11/19/2014
05/22/2014
11/20/2013
05/16/2013

11/16/2012

05/22/2012

After all selections have been made and Fiscal Year
entered where require, select “Schedule.”

| Previous

Schedule

A green acknowledgment will open advising the report has been scheduled.

& "ESS - Employer POS NQ Refund Report” has been scheduled and will begin momentarily.  Close

On the Forms and Reports Page, in the Reports box all scheduled reports and their
status will show. The system will default to a date range, the filter may be removed by
clicking the “X" in the grey bubble.

Reports

Filter: Submitted Date (08/02/2022 to... )

Previausly-Run Reports

ESS - Employer POS NOQ

>
Refund Report
Open and Past Due
Member Transactions
Open and Past Dus N

Employer Transactions

ESS - Employer 0SNG
Refund Report

ESS Employer total

service credit report

ESS Employer summary
report

Status

Mot processed

Processed
successully

Proceszed

successfully

Processed

successfully

Processed
successfully

Processed
successfully

Image

el

[y

Run a New Report

Inserted Date

08/02/2023
09:39 AM

08/02/2023
08:28 AM

08/02/2023
08:28 AM

07/31/2023
01:32 PM

07/31/2023
01:31 PM

03/16/2023
09:08 AM

v

Process Start
Date

08/02/2023
0%:40 AM

08/02/2023
02:31 AM

08/02/2023
02:26 AM

07/31/2023
01:33 PM

07/31/2023
01:33 PM

03/16/2023
09:00 AM
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Reports showing “Processed Successfully” may be opened and exported by clicking on
the desired report Name in the Previously Run Reports Column.

NEWS and ALERTS

Periodically, PSERS may need to get a message to employers quickly. The News and
Alerts boxes will be where these messages will be displayed for employers.

—+ PSERS  1001- ABC School LYNN B

Pias B Reprumitases Tajon ©

Shortouts cﬂ \

Employer Info Page
The Employer Information page contains four boxes: Employer information, Main
Employer Address, Main Employer Contact and Contacts.

Employer Information provides the Employer’'s Name as listed with the Pennsylvania
Department of Education, the Employer’s Reporting Unit Number, and the Employer’s
status. This information may only be adjusted by PSERS.

Main Employer Address is the address filed with the Pennsylvania Department of
Education and may only be changed by PSERS. Address changes must be on file with
PDE before they will be updated in PSERS System. Correspondence addresses may be
changed without PDE acknowledgement within Individual contacts in the Contacts
Box.

Main Employer Contact is the person who should receive all PSERS correspondence for
the district. This main contact will be responsible to disburse information to the
appropriate staff in the district. The Main Contact information may only be changed by
PSERS. As district staff changes, the district should request the main contact be
updated by their ESC Representative.
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Contacts is a list of approved staff within the district who may communicate with PSERS
or has ESS System Access. PSERS must verify a staff member is listed on the contacts
page prior to giving district information over the phone or by email. It is the
responsibility of the district to maintain the contact information and keep staff listed
current.

Depicted below is the Employer Information Page. If you are not able to see the entire
page display settings may be adjusted by clicking the three dot in the upper right
corner.

A Employer Experience - Employer X + [-] -
< C @ pserspreprod2essv3locity.com/home/d5831655-44fd-4111-9eda-Be1afc858f5fZinstitution_id=2155991 o aQ A B

Hew tab
Mew window

New Incognito window
Your ESC Representative: WADLEY, LYNN

History
Employer Information Downloads
Bookmarks

Empioyer Name Emgioyer staes. .
ABC SCHOOL DISTRICT Participating @om

[ Wark Reports Print
Main Employer Address Main Employer Contact Informflf Cast..
& Import Files cindl

IE Transactions More tools

nesience
123 SCHOOL ST Wnrk’hnnf .
#. Forms and Reports HARRISBURG, PA 17101 US e (7175554817 cait

s . Settings
Help

M Contact Us
B

B2 Managed by your organization
Role Start Date Stop Date

TESTUSERD KATIE > Monthly Reports 03/0172021 KPATIS@PAGOV

TESTUSERT, LYNN > usiness Manager 03/0172021 \ LWADLEY@PA GOV

SMITH, CHARLES TEST > Healthcare 10/04/2021

SMITH, CHARLES TEST > Member Demographics/Contracts 097292021 Csmith@rest com

823 AM
11/19/2021

A& T

If an employer desires more viewing space the side menu
may be collapsed by clicking the arrow on the bottom of
the side menu.
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To ensure that PSERS communicates with the correct staff
members, employers are asked to keep all contact
information current including email, address, phone, and
“Role” in ESS.

Adding a Contact to Employer Reporting System Access on

Employer Info Page
When adding a new contact to ESS an Employer must first determine what “Role” the

staff member will be given in the ESS system. Every contact person must be assigned a
“Role” and each “Role” may only be assigned to one staff member.

The Business Manager Role, the Monthly Reporting Role and the Superintendent Role
must all have different individuals assigned. The assigned “Role” determines who
receives certain email notifications from PSERS based on the documents generated.
The Business Manage and Monthly Reporter will receive all email notifications from
PSERS. A school district email must also be on file. Some schools designate a resource
account, others select an individual to receives these notices. Resource accounts may
not be used for MFA and therefore should not be listed as an individual’s primary email
address on the contact page.

Contact Role Descriptions

Business Manager The person managing the business office and reporting/payment
operations. This should not be the same individual as Monthly
Reporter or Monthly Reporter 2 or Superintendent

DC Payments The person responsible for reviewing payments and reporting for/to the
PSERS defined contribution plan’s third-party administrator.

Employer Bulletin The person who receive the employer bulletin with information pertaining to
employer reporting.

Employer Statement of The person who receives Employer Statement of Accounts (billings) from
Accounts PSERS. This Employer Statement of Accounts shows the following activity:
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e  Member Savings
e Employer Share

¢ Member POS Payments
e Employer Share for POS Payments

Healthcare

The person who handles the health care program/insurance for your
employees

Information Technology

The person who can assist with IT froubleshooting

Monthly Reports

The person who submits monthly Work Reports to PSERS and/or DC plan.
This should not be the same individual as Monthly reporter 2,
Business Manager or Superintendent

Monthly Reports 2

The secondary person who submits work reports to PSERS and/or DC plan —
This should NOT be the same individual as Monthly Reporter,
Business Manager or Superintendent.

Member
Demographics/Contracts

The person who enters Member Demographic Records and Member
Conftract Records for employees

Member Newsletter

The person who should receive a copy of all newsletters that PSERS sends to
its members (your employees)

Purchase of Service (POS)

The person who coordinates the completion of forms and the payments of

Receivables Purchase of Service for the members (employees) and employer

Retirements The person who handles retirement application processing within your
district or entity

Superintendents The individual who oversees the activities of the entire entity. This should

not be the same individual as the Business Manager or Monthly
Reporter

e For a school district, this is the District Superintendent

e For a charter school, this is the Director, Principal, Board
Chairperson, or other relevant position.

e For a non-school entity, this is the CEO, President, or other relevant
position

IMPORTANT: If a “Role” already has a staff member assigned, a stop date must be

entered for the contact currently assigned a role before adding a new contact for that

role.
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EXAMPLE: Betty, a new staff person, will be taking the Monthly Reporting role. Sarah is
currently listed as the Monthly Reporting contact. The Employer must update Sarah'’s

contact information by entering a stop date before Betty may be
contact for this role.

A new contact may be added by selecting the “Add Contact”

entered as a new

button in the upper

right- hand corner of the Contacts box on the Employer Information Page.

Ermployer Status

Participating

Main Employer Contact Information

Wiork Phone

Us e (610) 370-B586

School Primary Email Address

psers@example.com

Add Contact

Email

Start Date Stop Date

Search Window will open - type in name of new contact in searc
button will appear, click “Search” once name has been entered.

h bar. The “SEARCH"

Add Contact

Select Contact

Enter Search Text

qQ

Please enter the contact's name in
search for this person.

tes]

the "Enter Search Text" field and then press the "Search” button (or the [EnterY

After searching, you should do the following to continue:

ur existing contacts, select the existing record and then click "Next” to add a new role to that record.

g contact), then click "Add & New Contact” to add the new

» If this person is already one of yo

» If no matching results are returned (i.e., the person is not already an existi

record.

Search Options

Person

Cancel

If the person
entered is in your
existing list of
contacts, they will
appear at the
bottom of the
window — you
should not be
adding a new
contact.
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Review Update/Edit Contact who has Employer Reporting System Access (ESS or Voya
Sponsor Web) in the next section of this manual for how to proceed.

If there are currently no ESS contacts with the name searched, a message will appear
at the top of the window.

Add Contact x
o Information
= Nosearch results found.
-
Select Contac Enter Comact Details Address Information Centact Information Confirm Details
Erter Search Text
Q est 9 Search
Please enter the contact's name in the "Enter Search Text” field and then press the "Search” button (or the [Enter] key on your keyboard)
to search for this person.
After searching, you should do the following to continue:
= Ifthis person is already one of your existing contacts, select the existing record and then click "Next” to add a new role to that record.
» [f no matching results are returned (i.e., the person is not already an existing contact), then click "Add & New Contact” to add the new
record.
Search Options
Person =
Cance ext
* 1 " H
Use Scroll bar to find "*Add a New Contact” button and click
Add Contact x
o Information
s No search results found.
-
rFY
Enter Search Text
Q est e Search
Please enter the contact's name in the "Enter Search Text" field and then press the "Search” button (or the [Enter] key on your keyboard)
to search for this person.
After searching, you should do the following to continue:
» |[fthis person is already one of your existing contacts, select the existing record and then click "Next” to add a new role to that record.
s |f no matching results are returned (i.e., the person is not already an existing contact), then dick "Add a New Contact” to add the new
record.
Search Options
Person
Add a New Contact
-
Cance ext
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Enter all pertinent Contact information. Required fields which are designated by an
asterisk. (*) — First Name, Last Name, Role, and Start Date are all required information.

Use Scroll bar if needed to enter all fields.

Add Contact *

o o o o ©

Select Contact Enter Contact Details Address Information Contact Information Confirm Dezails

Please enter the Contact's information.

Entity Type
Individual - Person

First Name*

Middle Name

Last Name*

Gender -

Raole* -

-

Cance | P'r:ui:lul |m l

Click *Next" to continue through each page, until you are asked to confirm.

Add Contact *
-
Select Contact Enter Contact Details Address Information Contact Information Confirm Details
First Name
Harry
Last Name
Test
Gender
Male
Addresses Diay Phone -
Residence Us e (717) 3531212
123 Any Street
CAMP HILL, PA 17011 -
Cance | F'Euiousl
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Using Scroll bars, review all entered information. Once all information has been entered
and verified as correct hit “Confirm.” The “Previous” or “Cancel” buttons may be
selected to either revise the information submitted or cancel the addition of the new
Contact’s information.

Editing/Stop dating a Contact with Employer Reporting
System Access

IMPORTANT: If a “Role” already has a staff member assigned, a stop date must be

entered for the contact currently assigned a role before adding a new contact for that
role.

If you are end dating a “Role” because the staff member no longer works for the district
or has moved to a new position that does not require access to ESS, you are required to
complete and submit a PSERS Employer Reporting Systems User Access (PSRS-1270) form
to delete access.

On the form, please specify which system(s) access you are requesting to be deleted
from the contact’'s access by checking the appropriate system box. The rest of the form
should be completed, ensuring the correct staff member is being deleted from system
access.

If there is a change regarding an existing contact, this information
should be updated as soon as possible.

Updating or editing a contact may be done through two methods.

Method #1

Locate the individual's name on the list of Contacts on the Employer Information Page.
Click on the contact’s to be updated/edited name.

! MRTEST, JOE } Moanthiy Reports 2 07/07/2023
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Click the "Edit” button or the pencil for “Edit This Address” in the box where information
needs to be changed.

Employer Info / Contact Info

MRTEST, JOE
— g—
Contact Details Edit Contact Info Edit Address
A— G

MRTEST, JOE e sz P

Role i CAMP HILL, PAT7012

Mol Reports2 ;:r:les:@tes:example.:om I_

SD!;:"DD;;UZS ’

G

Edit Contact Details X

Prefix -

First Name
JOE

Middle Name

Last Marme

MRTEST

Suffix _ | Contact Details Box allows these fields to be edited. Click “Save”
. when change is complete

Monthly Reports 2 -

Start Date

07/07/2023 o] . . . . "

Contact Info Box allows the below fields to be edited. Click “Save
Stop Date @ | when change is complete.
Cancel Save Edit Contact Info x
[Country Dary Phone
UNITED STATESO... = [717) 5551212 Ext

Primary Phone 1D

Country
UNITED STATES Q... »  Evening Phone Ext

Primary Phone _ 1B

Country
UNITED STATES Q... = Other Phone Ext

Primary Phone _ 1B

Fax

Ermnail

mrtest@testexample.com

Cance| Save
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Address Box allows the below fields to be edited. Click “Next” when change is
complete to review and confirm.

Update an Existing Address *

@ 2

Enter Details Confirm
Please fill in all the information and click "5ave” to update the address.
Type
Residence

Street*
123 ANY ST

AptJ/Suites

Care Of

Zip* Oty County
17012 CAMP HILL CUMBERLAND

State Country™
Pennsylvania = UNITED STATES OF AMERICA

Cancel I m
Method #2

If you have performed a search and found there is a listing with your contact
information already, you do not need to add a new contact, you can simply update
the current contact information by following the steps below.

There will be no search message and your contact’s name will appear below. Click on
the radio button next to the contact.

Add Contact x

Step 1: Select Contact

Entter Search Text
Q, mrtest © searen
Please enter the contact's name in the "Enter Search Text” field and then press the "Search” button (or the [Enter] key on your keyboard)
to search for this person
After searching, you should do the following to continue:
» Ifthis person is already one of your existing contacts, select the existing record and then dlick "Next” to add & new role to that record.
s If no matching results are returned (i.e., the person is not already an existing contact), then click "Add & New Contact” to add the new

record.

Search Options
Person

Type Alt Key Code Name

‘ ® Person 10091833 MRTEST, JOE

Add a New Contact

|
= )
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Select the “Next”. Enter all pertinent Updated Contact information. Required fields
which are designated by an asterisk. (*) — First Name, Last Name, Role, and Start Date
are all required information. Enter Required fields which are designated by an asterisk.
(*) Here you can add a Stop Date or new Role to update the contact.

Add Contact

Middle Name

Last Name®

MRTEST

Gender

Start Date*

Stop Date

Cancel

o]
o}
P’E‘-.-":nul m l

Click “Next” continue through each page, verify information is sfill correct (It will be pre-
populated) or make changes. Continue through each page by hitting “Next” until
asked to confirm. Use the two Scroll bars to review all information before confirming

your update.

Add Contact

Select Contact

First Name

JoE

Last Name
MRTEST

Gender
Male

Addresses

Residence
123 ANY 5T
CAMP HILL, PA 17012

Cancel

Enter Contact Details

Confirm Dezails

Address Information Contact Information

Day Phane

US e (717)555-1212

-

Once allinformation has been entered and verified as correct hit “Confirm.” The
“Previous” or “Cancel” buttons may be selected to either revise the information
submitted or cancel the update in the Contact’s information.
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Deleting Access for Employer Reporting System Users (ESS or
Voya Sponsor Web)

Deleting access for a staff member who is leaving the district or no longer requires
access is a two-step process.

When someone no longer works for an employer or no longer needs system access
employers must:

1. End date the contact’s “Role” in the contact box of the Employer Information Page
as in the instructions above for updating a contact.

2. the Employer is then required to send in a PSERS Employer Reporting Systems User
Access (PSRS-1270 form) to delete access. On the form, please specify which system(s)
access you are requesting to be deleted from the contact’s access by checking the
appropriate system box. The rest of the form should be completed, ensuring the correct
staff member is being deleted from system access.

ESS Registration for New Contact
Once PSERS has processed an employer’s 1270 form for a new ESS contact, the

member will receive an email in the email address provided. If staff has not received
the email, check the spam folder, and make sure that PSERS email address have been
whitelisted by the employer’s IT department.

V3UAT-ALERT@pa.gov
PSERS Employer Self Service Registration 12:48 PM

Welcome to the PSERS Employer Self Service

The email contains a link staff will follow to complete the registration process. Click the
link identified by “Click Here.”

Welcome to the PSERS Employer Self Service application. In order to complete registration, you will be required to enter both your User ID and Usemame. If you are an Employer Administrator, you will receive your User ID in
the mail within 3-5 business days. Otherwise, the Administrator that created your account will provide you with your User ID.

Your Username for your Employer Seff Service (ESS) account is: JMRTEST,

Please use the link below o create a password for your account and complete the registration process by Aug 13, 2023,

Click Here
Note: You have 30flays to complete the registration process. The link for registration will expire after 11:59 p.m. on Aug 13, 2023

Please contact your Employer Service Center representative if you have any questions
Thank you.

Public School Employees’ Retirement System
Employer Service Center

5 N 57 Sireet | Harisbura. PA 17101:1905
Tollfree: 1.866.353.1844

Email: GonfactESC@pa.gov

www.psers.pa gov
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A window will open with fields to complete. The PSERS ID may be obtained from your
ESC Representative or in a letter sent to the employer with the “Administrator ID” This is
the same number needed in the PSERS ID field of the registration.

Account Setup

o e o o

Identification Security Setup Multi-Factor Authentication Registration Successf

Please provide the required information below in order to verify your identity.

PSERS ID*
10091833

Joe

Last Name*

Mrtest

Employer Code™
1200

Cancel Next

| €

Click “Next" to create your password, confirm your password and elect the MFA
preference. It is suggested to elect “only when needed” from the drop down. You will
only be required to use MFA when you entfer from a new device or change your
password. Password change is required every 90 days.

Account Setup

o o o o

Identification Security Sswp
All fields are required. The password is case sensitive.

» Password must have & minimum of 8 characters

Password must have a minimum of 1 numeric characters

» Password must have & minimum aof 1 non alphanumeric characters

» Password must have a minimum of 1 capital letzers

» Password must have & minimum of 1 lower case letters

s The password should not contain a continuous string of four characters from the first name, last name, or username.

Narne

MRTEST, JOE

JMRTEST
Enter your new password* [c]
Please confirm your password* ®
Multi Factor Authenticstion Preferences
Only when needed

Cancel Previgus Next

[

Click “Next" to continue through the registration.
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Account Setup

o o -] o

|dentification Security Setup Multi-Factor Authentication Registration Successfu

Choose delivery method to receive a verification code

In order to protect access to your 8CCOUNt, we require you to enter a verification code that we will send you. How would you like
to receive your code?

Delivery Method

(® Email - [s****++*@pa.gov
O Teun- [Frx)snx1212

Q Voice - (F¥)++%1212

Cancel P’ea-'i-[s Next I

Now select how to receive the MFA code. It is suggested employers use their personal
employer provided email (not a resource account) for that reason email screenshots
have been provided in this manual. If an employer is using a business phone for MFA
code retrieval, it must be a direct line as MFA will not be able to dial an extension. If
using a “text” MFA retrieval you will be sent a text like the below emails.

Verification Code for Your PSERS Employer Self-5er... M
[External] Verification Code for Your PSE... 1:11 PM [j

ATTENTION: This email message is from an external

ATTENTION: This email message is from an external sender. Do nat open links or attachments from unknown senders. To report suspicious emal, use the Report Phishing button In Outiook.

The Public School Employees’ Retirement System (PSERS) received your request for a
i i -Service (ESS) account.

Your Verification Code is: 709574

Enter this code in the ESS window. This code is only valid for the next 15 minutes.
Didn’t request this?

We recommend that you sign into your ESS account and change your password under your
profife.

Sincerely,

Public School Employees’ Retirement System
Employer Service Center

Toll-free: 1.866.353.1844

Email: ContactESC@pa. gov

WWW.DSErs.pa.gov

Enter the six-digit verification code provided or request the code be resent using
another method in this new screen.
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Account Setup

o o o o

Identification Security Setup Multi-Factor Authentication Registration Successful

Choose delivery method to receive a verification code

In order to protect aCCess [ YOoUr 3CCOUNt, We require you to enter a verification code that we will send you. How would you like
to receive your code?

Delivery Method

® Email - Is****++*@pagov
O Text- (#re)snx1212

O Voice - [#*)++1212
Enter Code

Averification code has been sent to the selected delivery method. This code will be valid for 15 minutes. Please enter the code

Verification Code
709574
J
Resend Code
Cancel | Previous I Next

| @

Click "Next" to continue.

Account Setup

Identification Security Sstup Multi-Factor Authentication Registration Succes=fu

You hawve successfully registered for Emnployer Self-Service (EsS). Click "Complete” to begin using ES5.

(=3[

After hitting complete you will be on the ESS Home Page.

DOCUMENTS Page

PSERS uses electronic delivery for most of their day-to-day correspondence with
employers. Documents are created and sent to an employer’s account where they
are available for the employer to view, export and store. When documents are
created and sent an email will be sent to the Business Manager and the Monthly
Reporting contact listed in the contacts box of the Employer Information Page of ESS.
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Other topic specific documents may also have the staff member with the “Role”
identified to the document sent an email.

The email sent simply states there is a new document for review, it does not give
specific information included in the document.

It is important for employers to view their documents on a regular basis to ensure they
are not missing any important PSERS updates or information. Click “Download” to
download document, click on the Document Name to view document without
downloading.

Filter are defaulted to Documents within the past six months. If searching for a
document prior to that tfime the filter should be removed.

Documents © @ Filters Apply
oanza0zs) —— cezrenty —
e Filter by
Date »
= Lzt 90 Days
Menthly Summary of Member Transactiens > +” Last 6 Months
 Member Transaction Details > Last 12 Months
Custom Dates
Archive Status
. . . . Sortby
Other filters are available to make searching for a particular TEmmETEE
document easier. Click the Filter action button in the upper right | ssene
of the screen. After filter or Sort is selected click “Apply” e
Date »
+" Descending

Documents may also be sorted by name or date using the sort
action button by column Title

H
Document Nar{e ] D«le
1t 1t —j

ROSTER Page

The Roster Page is where employers can find information about an employee’s
membership in PSERS. To enter the Roster Page, you must enter an employee name or
social in the search field or complete a Manual New Hire to add a hew employee into
PESRS system.
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Your ESC Representative: Tapia-Ortiz, Daniel

Your Empl°yees [ Manual New Hire @

For more information on the Roster Page and how to enter member demographic and
Contract records see Member Demographic and Contract Descriptions and
Information section later in this manual.

WORK REPORTS Page

The Work Reports Page will show all manual or uploaded Work Reports and Adjustments
submitted to PSERS or waiting for processing. There is a default filter to limit the amount

of data displayed. If an employer is searching for a report prior to the filtered date, the

filter should be closed by clicking the “X" in the grey bubble.

Work Reports (including Adjustments) Manual Work Report  Manual Adjustment p
Filter- Activity Date (08/02/2022 to 0B.
O Posting Date Activity Date Trans # Type Identifier Status Report Status
O 07/24/2023 » 07/24/2023 2639396 WH Adj. Billing Repart 7/24/2023 Open Initia
O 07/21/2023 » 07/21/2023 2639391 WH Adj. adjustment Open Released
O 07/21/2023 » 05/01/2023 2639390 WH Report Billing Report 5/31/2023 Open Initia
O 07/21/2023 > 04/01/2023 2639387 WH Report Billing Report 4/30/2023 Open Released
O 07/21/2023 » 03/01/2023 2639386 WH Report Billing Rpt 2023-03 Open Released
O 03/24/2023 » 03/24/2023 2628021 WH Adj. Cor Vitris 0698 Open Released
O 03/20/2023 > 03/20/2023 2627142 WH Adj. Cor Batyke 3521 FY18-20 Open Relezzed
3/17/2023 > 03/17/202: 2682813 WH Adj. or Castaldi 247 2 ase elease!
03/17/2023 03/17/2023 2626131 VH Adj Cor Castaldi 2470 FY22 Closed Rel d
3/10/2023 > 03/10/202: 2843482 WH Adj. Adjustment Rpt. - FY 202 Jpen elease!
03/10/2023 02/10/2023 2623482 VH Adj Adj R FY 2023 Op Rel d
3/10/2023 > 03/10/202: 2823477 WH Adj. or Mcdeonald 3192 F Jpen elease!
03/10/2023 02/10/2023 2623477 VH Adj Cor Mcdenald 3192 FY 14 Op Rel d
O 03/10/2023 > 02/10/2023 2623476 WH Adj. Cor Mcdenald 3192 FY 14 Open Pending
O 03/10/2023 > 02/10/2023 2623464 WH Adj. Billing Report 3/10/223 CASALE February 2023 Open Releazed

Work Reports and Work History Adjustments have three different Report Status codes:
Initial, Pending and Released.

Reports in “Initial” status have not yet been submitted for processing and may still have
changes or edits completed. Reports in “Pending” status have been submitted for
processing and may no longer have changes or edits made. Reports in “Released”
status have been accepted by PSERS and may no longer be edited or deleted.

It is recommended Employers review the Work Reports Page after processing their
uploaded Work Report to verify the report has been successfully released to PSERS.
There are cases where an employer has processed a work report and then made
changes to a member contract, this can bounce the report out of pending status and
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back into “initial” status where errors are now present. Work Reports and Work History
Adjustments are released mid-day and overnight. Depending on when the employer
submits their report, they should verify late afternoon or in the morning, the report is
showing released on the Work Reports Page.

Columns Displayed on the Work Reports Page

Reports may be sorted by columns displaying the Sort action button. =l

(] Posting Date Activity Date Trans # Type Identifier Status Report Status

Posting Date: Displays the date a work report or adjustment was posted to PSERS system.
Activity Date: Displays when a file was uploaded into the PSERS system or the last date
of any activity on the report.

Trans #: Is the tfransaction number that will be used for the Transaction Page and
Statements.

Type: Is this a work report (WH Report) or an adjustment (WH Adj.)

Identifier: Is the system provided name (Billing Report XXFY-M) or the description given
when file was uploaded.

Status: This describes if there are additional funds due or to be credited to areport. An
“Open’ report has a debit or credit remaining. A “Closed” report has had all debits
and credits satisfied. A report showing “Hold"” has been placed on hold by Employer
Accounting or due to a Court Award approval process.

Report Status: Describes what stage of processing the report is currently. “Initial” status
means the report may be edited and has not been submitted to PSERS. It is important
for employers to check any reports left in “initial” status and finalize reports so they do
not interfere with other work reports that may contain the same members. “Pending”
means the report may no longer be edited and has been sent to PSERS but is waiting for
PSERS system to release the report. No contract changes for any employee on a report
in “Pending” status should occur, this will cause the report to bounce out of processing
and go back to “initial” status. “Released” means all information except for any rows
with errors has been transmitted to PSERS.

To open a work report or adjustment from the Work Reports Page click on the Posting
Date.

Work Reports
0 Work Repo Posting Date Activ

& Import Files 07/2142023 » 03/0

03/2

2023 > 0372

& Transactions

Ooogoo

03/20/2023 > 03/2

£ Forms and Reports
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The Work Report has three tabs, Work Report Details, Work Report Summary and Work
Report Transaction Details.

Work Report Details Tab

The report will open to Work Report Details where all rows reported will be displayed.
For Work Report Column descriptions see Import Details Box Displays found earlier in this
manual.

Work Reports / Work Report Details
Work Report Details ] Work Report Surmmary Work Report Transaction Details
J)
Work History
Wage
Errors S5N Name FY Work Statu
Type
WH-HA-5123 @ BERESNIEWICZ, TEST Salaried 2023 ACTIVE
A o ) ey L C_TCCT i PR oY atals] 0 4

Work Report Summary Tab
The Work History Summary has two boxes, Work History Summary and Financiall
Summary.

Wi Refidty | WK Repof Sufidaly

Wark History Summary Francial Sumrary
S, c s
Paming gl atl e Canatmed pant P ATeingte, Ovecd
- —
it o $ ¥
s . % - Yy ks ¥
..... -
il P
- a——
1o i L L SLABLED 0 o
Tt reazort bun Swean submidied aod’ can § b sciled Tolal of &l recards 149280 Lot $2L 06D
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Work History Summary displays pertinent upload information including the current
report status and Total due for combined member and Employer Share confributions.
Financial Summary displays a breakdown of contributions due any credits that may be
applied to the fransaction from previous overpayments or adjustments creating a credit
balance. This screen will separate all Fund types and may have more than one page.
Use the page arrows to scroll through all pages of the summary. If the totals on this
page do not agree with employer’s payroll totals, the employer should review and
reconcile reporting. Possibly a credit was applied as described above.

Work Report Transaction Details Tab

The Work Report Transaction Details Tab is broken into two boxes, Transaction
Information and Transaction Details.

A Home
# Work Reports /| Work Report Transaction Details Comments
i Employer Info

Work Report Transaction Details

B Documents

B Roster Transaction Information

Activity Date Transaction Number Status Identrfier

03/10/2023 2623454 Open Billing Report 3/10/223
& Import Files CASALE February 2023
Mbr Due Date Emp Due Date

IE Transactions 04/10/2023 06/23/2023

£ Forms and Reports

FAQs /__

) ContactUs
Transaction Details
Posting Date Activity Date Trans # Trans Type Identifier Employer Cont, Member Savings Contributions Member POS Installment
03/10/2023 03/10/2023 2623484 Original 2023-03 MASTER AGREEMENT 342317 575.01 $0.00
03/10/2023 02/17/2023 2623464 Credit In Payment Ref3# - 2617871 (Auto) $0.00 ($75.01) $0.00
Total of all records $42317 $0.00 $0.00

Transaction Information: provides identifying information for the tfransaction. Including
when Member and Employer amounts are due, the transaction number which may be
used to target payments on PNC Cash Con and the reports status of “Open”, “Closed”
or “Hold.”

Transaction Details: Displays the financial data for a report. The first line will show the
original amounts due for all released rows to PSERS. (Rows with errors will not be
included in amounts due as they were not submitted to PSERS) The following rows will
show any credits applied to the report from previous transactions. If the employer is not
expecting a credit, it is important to review and determine why a credit was applied to
the report.
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Import Files Page

The Import Files Page is where employers will upload all files from their payroll system or
from a manual template the produces a file for upload. This page is NOT where an
employer should check to see if PSERS has received the file! This page will hold all
imported files.

A Home Your ESC Representative: NOLLAU, CATHERINE |
% Emplayer Info ‘0
B Documeres Import History Exportimpartlist
B Roster Filter: Import Start Date (02/04/2023
Work Reports
R D Description Header Status Process Flag Impart Start Date Import Type RowsImported  Rows Processed  Submitted By
574632 > RO0D120 62023 Processed with Errars Processedwith Erars 07/06/2023 12:26:50 PM Work Repart 23 227 TECK
Tl —— 574691 >  C0001206/2023 Processed with Errors Processed with Errors 07/06/2023 12:21:03PM Contract Import s 1 TECK
> Processed Successfully  Completed 07/06/2023 12-15:03 PM Member Demographic Import B a TECK

# Forms and Reports

Processed w Processed with Errors 06/09/2023 B:09:: Work Report 4 237 TECK
(LS Frocessed w Brocessed with Errors 06/08/2023 8:03: Conmract Import 7 2 TECK
My Contact Us Processed 5 Completed Memiser Demagraphic Import 6 5 TECK
Processed w Processed with Errors Work Report 234 228 TECK
Processed w with Errors Contract Import 4 0 TECK
Processed w s 05/10/2023 Member Demographic Import 4 2 TECK
Processed w o5 04102023 Work Repart 240 223 TECK
Processed w s 04/10/2023 9:54: Contract Import 7 4 TECK
Processed w s 04/10/2023 9:417 Member Demographic Import " 9 TECK
Processed w s 03/09/2023 47 AM Work Report 235 227 TECK
Processed v s 03/09/2023 3:18:14 AM Contrac: Import 5 E TECK
Processed with Errors s 03/09/2023 3:07:49 AM Member Demagraphic Import s H TECK
1-150f ge 1 lorz > I

The Import Files Page has a default filter applied and should be removed if employers
are looking for a file not included within the filter date range. The filter may be
removed by clicking the “X" in the grey bubble.

This page will provide a quick reference for where an imported file stands in the
processing/validation of the file. Each column will provide valuable information.

Below are the columns on the Imports Page. Employers may identify reports and review
uploaded information by description, import start date, import type or submitted by

columns. Files may be sorted by columns displaying the sort action button.’ =l .

ID Description Header Status Process Flag Import Start Date Import Type Rows Imported Rows Processed Submitted By

Import ID - This will identify the exact file should an employer want to discus the
file with their ESC Representative or other staff members.

Description — The name given to the file when uploaded to the system, if an
employer does not create a new name, it will default to a system created name.
Header Status — This column describes the status of the header row it is important
to verify there are no errors in your header row or the file will not check for errors
or be sent to PSERS.
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Validated Successfully — File has not been processed and still may be
edited. The header row has no Errors.
Validated with Errors — File has not been processed and still may be
edited. The header row needs to be corrected. See Header Row Error
Correction later in this manual for how to correct errors.
Processed with Errors — File has been submitted to PSERS and may no
longer be edited. The header row was submitted with errors, this file did
not make it to PSERS and must be reloaded and the header row error
corrected. None of the rows were validated on this file. A new time stamp
date must be used to avoid duplicate file error. See Header Row Error
Correction later in this manual for how to correct errors.
Processed Successfully - File has been submitted to PSERS and may no
longer be edited. There were no errors on the header row, so file records
validated successfully.
Voided - This file has been deleted.

Process Flag — This column tells the employer if the file has been processed and if

5o, was it successful?
Validated - File has been successfully validated. The employer will want
to verify all records are valid to ensure no error exist on file before
processing file. Records with errors will not be submitted to PSERS and will
require an adjustment to report the dropped information. It is
recommended employers check the accuracy of any record with an
exception prior to processing the file to avoid corrections later.
Completed - File has been processed successfully. This file may contain
exceptions which will be sent to PSERS, but it does not have any error
records. It is recommended employers check the accuracy of any record
with an exception prior to processing the file to avoid corrections later.
Processed with Errors — File has been submitted to PSERS but not all records
were sent to PSERS. Rows showing as an error will need to be resubmitted
to PSERS in an adjustment.

Import Start Date: Provides the date and time of the initial file upload.

Import Type: Provides the file type, member demographic, contract, work report

or adjustment.

Rows Imported: States the number of rows on the uploaded file, this number will

be all the employees on the report plus one for the header row.

Rows Processed: States the number of valid rows on the file. If this number does

not match the Rows Imported less one, the employer should review the file to
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make sure all the intended reporting has been submitted. If not, a new file or
work history adjustment will need to be completed.
Submitted by: States the staff member who uploaded the file.

If a “Processed with Errors”

To open a file upload to review the file on the Import Files Page, click on the Import ID.

[ 497241 > ]R001 006

467239 > COD1006

467236 > DO01006

Once opened, details for the uploaded report appear in two boxes. The Import
Summary box gives the ID, Import Header Status, Rows Imported, Invalid Rows, Valid
Rows, Rows Deleted and Rows Added and the file description. For column descriptions
see How tfo Import /Upload Any Type File later in this manual.

Import Summary A

;;;;;;;

id Import Header Status Rows Imported Invalid Rows Valid Rows: Rows Deleted Rows Added Description
497241 Validated with Errors 16 5 10 RO01006

NOTE: Invalid Rows should be ZERO before processing a file. The above example
requires error correction before submitting for processing because it shows 5 invalid
rows.

The Import Details box shows a row-by-row description of the uploaded file including if
there are “Errors/Warnings” on a row. If the file has been processed these rows are no
longer available for corrections and will require an adjustment of new file. If the file is
validated errors should be corrected before submitting the report. For more information
on error correction see How to Import/Upload Any Type File- Error Correction later in this
Manual
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The Transaction Page

The Transaction Page is the resource for Employers in reconciliation of reporting. It is the
Employer’s responsibility to reconcile all transactions including the employer’s payroll
system, the Transactions Page and payments made to PSERS. Reports should be
reconciled each month to avoid any late payments or interest charges that may occur.

Examine records to determine if contributions withheld from employees shown on
payroll report match member savings amount due for work report submitted. Match
base wages, URCC, OT, and Supplemental totals from payroll system and released work
report from the Work Reports Page. If theses totals do not match the employer should
investigate why. Contact your ESC Representative if you need additional assistance.

Verify the correct rate and on all retirement covered compensation paid to all district
employees was entered on the work report correctly. If the employer withheld more
contributions than were due, the employer should return any excess contributions
withheld to the employee(s). If the total contributions due PSERS (member savings)
amount is more than what was withheld the employer is required to pay the correct
amount of member conftributions and recoup any difference from the affected
employee(s).

If wage columns on the released work report do not match employer’s payroll system,
wages may have under-reported or missed for one or more employees, or one or more
employees dropped from the processed work report. In either case, a Work Report
Adjustment must be submitted to correct the error(s).

Transaction Page column descriptions
The transaction page is used for all financial information and is updated in real time.

Each payment, report or adjustment will change an employer’s tfransaction page and
the total amount due for each fund. Before making payments, an employer should
understand how to read the fransaction page to ensure proper payment is made to
PSERS. Training is available through your ESC Representative.

Posting Date: The date a fransaction was received and posted to an employer’s
account. Employers may use this date to locate the statement of amount due in
documents.

Activity Date: The date a transaction was entered into the system. For file uploads this is
the date the employer uploaded the file into ESS.

Transaction Number: This is a system generated number that identifies a particular
transaction. This number may be used to target payments in PNC Cash Con.

Type: Will be one of the following:
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WH Report — work report submitted monthly by employer due date the 20" of
each month or the last business day prior to the 20t of the month.
WH Adj. — an adjustment submitted by either the employer or PSERS to correct
member reporting. Adjustments completed by PSERS Bureau of Benefit
Administration will begin with Cor followed by member’s last name, last four of
the social and the FY(s) Example: Cor Test 1234 FY22
POS Employer Contribution — This tfransaction may be created when a part tfime
employee qualifies within a FY. Any wages and contributions that were reported
as WNC will now require both the member and the employer to purchase
service back to the beginning of the FY. This transaction may also be created
when an existing or previous employee applies to purchase service from a
previous unqualified time frame of employment.
DC Payment -This transaction type is the partial employer share payment made
when an employer reports members from class TG, TH and DC to Voya.
Employers are required to pay a partial employer share payment immediately so
funds may be invested immediately on behalf of participants. That partial
payment is then credited to the Employer Share amount due.
Balance Adjustment - Interest charged to an employer’s account.
Payment: An ACH payment made through PNC Cash Con.
Estimated Work Report: A place holder for when an employer has not submitted
their monthly work report by the due date of the 20™. This report will auto
generate on the next day and use the work report from the previous year plus
5%. Once the regular monthly work report is submitted successfully the Estimated
Work Report will reverse out of the tfransaction Page.
Identifier: The description given to a Work Report, Adjustment, or payment by the
employer when uploading a file or by the system when a transaction is generated.
Status: Shows if a transaction has a debit or credit remaining. The Transaction page has
a default filter of “Open” that must be removed to see closed transactions. There are
three statuses.
Open - The transaction has a debit or credit remaining.
Closed - The transaction has been paid in full or the credit has been 100%
applied to other open transactions.
Hold - When an employer reports late or makes payments past the due date,
employer accounting will place a hold on the transaction until subsidy is
reconciled. When an adjustment is entered using the “CAWARD” reason code it
is placed on hold until the adjustment has been reviewed by ESC.
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Member Due Date: The date member savings is due to PSERS. All member conftributions
are due to PSERS by the 10" of the month or the last business day prior to the 10t of the
month. This includes all work reports and adjustments entered by the employer or
PSERS.

Employer Due Date: The date employer share contributions are due to PSERS. All
employer contributions are due to PSERS 5 days after subsidy payments are received for
the previous quarter. This includes all work reports and adjustments entered by the
employer or PSERS.

Employer Contributions: The current amount of employer share conftributions due to
PSERS. To see any activity or partial payments the employer must open the transaction
by clicking the posting date.

Member Savings Confributions: The current amount of member savings contributions
due to PSERS. To see any activity or partial payments the employer must open the
transaction by clicking the posting date.

Member POS Installment: The current amount of member purchase of service payments
withheld from employee’s wages and due to PSERS. To see any activity or partial
payments the employer must open the transaction by clicking the posting date.

How determine what is due to PSERS to
The system will automatically default to only the open transactions as seen by the grey

bubble notifying employers a filter is in place. To view open and closed fransactions,
click the “x" to remove the default filter.

Your ESC Representative: Fajtis, Kathleen

Account

Filzer: Status (Open)

Posting Activity
Date Date

O

O 0724020235 > 0702172023

With this filter in place an employer can easily determine what is due on any day by
totaling the fund group. PSERS has four funds: Member Savings Contributions, Member
POS, Employer Share, and Employer POS. When making payments it is essential to
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make the payment to the correct fund. See screenshot from PNC Cash Con Instructions
found on PSERS public web - https://www.psers.pa.gov/Employers/Pages/PNC.aspx

Different funds/units available for transactions:

RUn Tt Member Contributions (101)

Speoly reguested Information and oick Conlinue, of enber Fansactions for s pacilic units.

Unit Hame. : - S These are contributions
0016 Member Contributions withheld by the employer for
the individual employees.

p016 Employer Contributions

0016 Employer POS Member POS (102)

This is the member’s purchase
of service that is deducted from
the employee’s paychecks.

Employer Contributions (103)

The employer’s portion of
retirement contributions. Employer POS (104)

The employer’s portion of POS.

NOTE: The Employer Contributions Column does not separate the Employer POS
contributions from the Employer Share, the employer must add all Employer POS
transactions and make those payments in the correct fund Group on PNC Cash Con to
avoid having those transaction left unpaid and a credit in the Employer Share fund.

From time to time the system may have a glitch in the posted due dates on the
transaction page, it is important employers are aware of payment due dates and
adhere to them. If an employer does not know or questions a due date posted in the
system, please reach out to your ESC Representative for an explanation on due dates
or download the current Planning Calendar from the PSERS Public Web.

The system assesses Interest charges automatically for all late payments.

For more information on making payments to PSERS see Payments- Remitting to PSERS
later in this manual.

Interest for Late Contributions
PSERS may charge interest for the time between original due date and when

contribution payment is received by PSERS. It is important employers submit payment
for member savings (contributions) and all reporting by the required due dates. PSERS
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provides an annual Planning Calendar for employers on the PSERS Public Web in the
Employer Tab.

How to determine where a payment was applied from the
Transaction Page
From the Transaction Page search for payment in question by posting or activity date.
If the payment has been closed, the default filter of “open” will need to be closed to

view all fransactions. Close the filter by clicking the “x" in the grey bubble.
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Transactions may also be located by applying different filters.
Button located in the upper right corner.

e 407 A s

Clicking the Filter Action

Your ESC Representative: WADLEY, LYNN

A Home

i Employer Info
B Documents
B Roster

[ Work Reports
&% Import Files
B Transactions

£ Forms and Reports

FAQs

™ ContactUs

Account

Show Fund Groups  Show Fund Details

Posting Date

12/29/2021 >

12/27/2021 >

12/20/2021 >

12/20/2021 >

12/16/2021 >

12/13/2021 >

Taral in current view

Toral of all records

Activity Date

12/29/2021

12/27/2021

12/20/2021

1272012021

12/16/2021

12/13/2021

Trans #

2477030

2476892

2474759

2474758

2472981

2471803

Type

WH Adj.

WH Adj.

Payment

Payment

WH Adj.

Payment

Identifier

Cor Disciullo 6808 FY17-FY19

WH Adj Corr 6567

Dep. Date 12/20/2021

Dep. Dare 12/20/2021

WH Adj Carr 6567

Dep. Date 12/13/2021

Status

Ogen

Open

Closed

Closed

Closed

Closed

Due Date

07/10/2017

07/10/2012

07/10/2012

Employer Cont.

$260.71

$671.45

$0.00

£0.00

$0.00

£0.00

$932.16

$3467.24

Export Transacjen List

Member Savings

£0.00

521225

£0.00

£0.00

£0.00

£0.00

$212.25

$747.02

Mbr POS Installment

£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00

1-60f1031
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P—
Filters Apply J| Resat X
— Select filter or sort.
Search by
Q, Trans# = Use the drop-down menu for options.
Expand & . " "
Then click “Apply

Filter by

Status = R

Type hi

Activity Date ~

Report Status A

Emp Due Date v

Mir Due Date v

Trans Identifier W
Sort by

Trans % = w

Activity Date -

Mir Diue Date ~

Type hi

Emp Due Date w

The filter/sort is applied and displays in a grey bubble at the top of the Transaction Page

A Home Your ESC Representative: WADLEY, LYNN ‘

i Employer Info
Account Export Transaction List _" @

B Documents

Y Roster
oW Fund Details
[ Work Reports

& Import Fles Posting Date ActivityDate  Trans# Type Identifier Status  Due Date Employer Cont. Member Savings Mbr POS Installment
B Transactions 1212012021 > 1212072021 2474753 Payment  Dep.Date 12/20/2021 Closed $0.00 5000 50.00
£ Forms and Reports 12/20/2021 > 12/20/2021 2474758 Payment Dep. Date 12/20/2021 Closed $0.00 $0.00 $0.00
§ FAQs

1201312021 > 1211312021 2471803 Payment  Dep.Date 12/13/2021 Closed $0.00 5000 50.00
M) Contact Us.

To review the fransaction in question, click on the “Posting Date” of the fransaction.

NOTE: For closed transactions all amounts will be zero, only open transactions will have
an amount due or credited.
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The Payment Information will open in a new window. Verify this is the correct payment
for review as there may be more than one payment made on the Posting Date. To
help determine this is the correct payment look at The Payment Amount found in the
Payment Information box. Or view the first line of the Transaction Details box. This line is
Trans Type “Original” and will show the total payment amount in Red for a credit in
Fund column where the payment was directed. (This will be one of three funds
Employer Contributions which includes Employer POS, Member Savings or Member POS)

Transactions / Payment Details

Payment Information

Acthiity Date
12/20/2021

Status

Closed

Transaction Number

935868

Identifier
Dep. Date 12/20/2021

Transaction Type
Payment

Payment Type
ACH

Transaction Details

Payment Amount

$19 1.4

Posting Date Activity Date Trans # Trans Type Identifier Applied To Employer Cont. Member Savings Contributions Member POS Installment
1272012021 1272012021 2474759 Original Dep. Date 12/20/2021 £167,141.48) £0.00 £0.00
12/20/2021 1272012021 2474759 Transfer Fund Transfer (Auto) £0.00 $0.00 £0.00
Total of all records £0.00 50.00 £0.00
1-20f5 >

.

Review how the payment was applied by moving from record to record using the “>" in

the bottom right. This example has 5 records.

The payment was made on 12/20/2021 to the Employer Confributions for a total of

$197.141.46.

Review of records 3 and 4 shows

Transaction Details

Posting Date Activity Date  Trans # TransType  Identifier Applied To Employer Cont. Member Savings Contributiens Member POS Installment
12/20/2021 1272072021 2474738 Credit Our WH Adj. - 2472081 (Auto) 2472081 $2,532.20 $0.00 £0.00
1272072021 1272072021 2474759 Transfer Fund Transfer {Auta) §0.00 $0.00 £0.00
Total of all records $0.00 $0.00 £0.00

3-40f5 < b
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$2,532.30 of the payment was applied to an adjustment transaction # 2472981 and an
auto transfer of zero.

Review of record 5 shows

Transaction Details

Posting Date Activity Date  Trans # TransType  Identifier Applied To Emplayer Cont. Member Savings Contributions Member POS Installment

12/20/2021 1272072021 2474759 Credit Out WH Report - 2470770 {Auto) 2470770 $194,609.16 $0.00 50.00

Total of all records $0.00 $0.00 $0.00

$194,609.16 of the payment was applied to a work report tfransaction #2470770

This payment was not targeted and submitted using the “Oldest Open Receivable(s)”
election in PNC Cash Con.

Payment Amaunt”  Transaction Typa”

This meant the payment was first applied to an adjustment and then applied to the
work report because the adjustment was the oldest open receivable. This might mean
there is still an outstanding balance on the work report that needs to be addressed.

NOTE: The transaction number given by PNC Cash con when making payment through
PNC Cash Con is not the fransaction number listed on the transaction page.

Targeting a Payment on PNC Cash Con using the
Transaction Page

Some employers prefer to Target their payments to specific fransactions which
eliminates searching for where a payment was applied. By viewing the Transactions
Page and notating fransaction numbers and amounts due an employer may make the
exact amount due for a specific transaction.

From the list of Open transactions select the transaction to pay. Notate the fransaction
number from the tfrans # column and the amount due.
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I ;rans I Type \dentifier Status Mbr Due Emp Due [Empluyer Member Savings Member POS
| .

Date Date Cont. Contributions Instaliment
u >
From PNC Cash Con enter the amount due shown on the fransaction page in the
Payment Amount field, select the transaction type from the drop down menu (Work
Report, Adjustment, Balance adj, Interest) DO NOT SELECT “Oldest Open Receivables” .
In the tfrans# or WRMMYYYY field enter the transaction number from the transaction
page. Enter you effective pay date.
Initiate Transaction
Specity requested informaton and cick Continue, or enter ransactions for 5
UnitiD Unit Name Payment Amount”  Transaction Type" Trans # o WR MMYYYY"  Eflective Date
000000101 0000 Empioyee Contritutions | [FSeetavae- v
0000000302 0000 Member P0S 1 [~Selecta vave - v
DD0000103 0000 Empioyer Contributions - Select 2 valve - v
If payment is targeted to a transaction and the amount paid does not equal the exact
total due shown on the transaction page, it may leave an open debit or credit on the
transaction.
How to Export the Transaction Page
The Transaction Page defaults to filtering only the *Open” Transactions. If an employer
wants to export other transactions a filter or sort should be applied. If no filter or sort is
applied an export will pull all the employer transactions going back to 2004!
A Home Your ESC Representative: WADLEY, LYNN ‘
i Employer Info Account export Transactif st Y
B Documents e
E F— Show Fund Groups  Show Fund Details
[ Work Reports Posting Date Activity Date Trans # Type Identifier Status Due Date Employer Cont. Member Savings Mbr POS Instaliment
@ Import Files 12/09/2021 > 12/09/2021 2470399 Payment Dep. Date 12/09/2021 Open $0.00 $0.00 ($12.55)
E Transactions 12/09/2021 > 12/09/2021 2470398 Payment Dep. Date 12/09/2021 Open $0.00 ($25,713.42) $0.00
£ Forms and Reports
12/06/2021 > 11/01/2021 2468158 WH Report Billing Rpt 2021-11 Open 12/10/2021 $258,656.23 $0.00 $0.00
B FAQs
11/08/2021 > 11/08/2021 2459283 WH Adj May 2021 Adjust Closed 07/10/2021 $0.00 $0.00 $0.00
M Contact Us
11/03/2021 > 11/03/2021 2457068 Payment Dep. Date 11/03/2021 Open $0.00 $0.00 ($31.17)
11/03/2021 > 11/03/2021 2457067 Payment Dep. Date 11/03/2021 Closed $0.00 $0.00 $0.00
Total in current view $258,656.23 ($25,713.42) ($43.72)
Total of all records $1,069,016.28 ($25,713.42) ($399.14)

Click on “Filters” in the upper right corner of the page.
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Filters
Search by

Q, Trans =

Filter by

Siatus

Type

Activity Date
Report Status
Emp Due Date
Wir Due Date

Trans Identifier

§

Expand All

Select what to filter by.

Using the drop-down menu further define filter
category.

Click “Apply”

Once the filter has been applied it will be shown in a grey bubble in the upper

Right corner. The desired transactions may now be exported.

A Home

i Employer Info
B Documents
B Roster

£ Work Reports
© Import Files

B Transactions

£ Forms and Reports

B Fags

M Contact Us

Your ESC Representative: WADLEY, LYNN

Account

Filter: tatus (Open) )

Show Fund Groups  Show Fund Detals,

Posting Date

12/09/2021 >

12/09/2021 >

12/06/2021 >

11/03/2021 >

10/25/2021 >

10/25/2021 >

Total in current view

Total of all records

Activity Date

12/09/2021

12/09/2021

11/01/2021

11/03/2021

10/01/2021

10/25/2021

Trans #

2470399

2470398

2468158

2457068

2453870

2453829

Type

Payment

Payment

WH Report

Payment

WH Report

WH Ad.

Identifier

Dep. Date 12/09/2021

Dep. Date 12/09/2021

Billing Rpt 2021-11

Dep. Date 11/03/2021

Billing Rpt 2021-10

PSERS adjustment 10/2021

Status

Open

Open

Open

Open

Open

Open

Due Date

12/10/2021

11/10/2021

12/04/2021

Expo

Employer Cont. Member Savings
$0.00 $0.00
$0.00 ($25,713.42)

$258,656.23 $0.00
$0.00 $0.00
$254,039.05 $0.00
$5,879.14 $0.00
$518,574.42 ($25,713.42)
$1,069,016.28 ($25,713.42)

Mbr POS Installment

($12.55)

$0.00

$0.00

$0.00

$0.00

(843.72)

Click on “Export Transaction List”

Export will show at the bottom left of screen.

Click to open export. A CSV report will open. This may be
saved as an Excel Sheet.
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# Forms and Reports
FAQs

My Contact Us

@ Transaction List {11).csv

O 05/10/2023 §

O osn0/2023 §

O 4102023 ]

O  o4no/z023

Total in current view|

Total of all records
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Forms and Reports Page
The Forms and Reports page is divided into two boxes- Forms and Reports.

A Home Your ESC Representative: NOLLAU, CATHERINE

= Employer Info

©

Forms Reports

B Documents
B\ Roster Form Name Image -

iiver: Submitted Date (08/03/2022 to..

[ Wark Reparts

Previously-Run Reports Staws Image  Inserted Date Process Start Date

& Import Fles
Processed 7 0321202301112 03/21/2023 0115
lly

B Transactions Charter School Employer Information >

# Forms and Reports Demographic Information est >

Processed b 03720/

successfully M Fil
© rags rged Employer Salary and Service Agjustment >
B ComactUs Frocessed with 2 03/20/2023 02:03
errors M M
Processed

ESS Employer summary report >

rmine the pplicant’s eligibility for PSERS membership >

sczessfully

Tempiate Lewer >
. Processed

successfully

ESS Employer summary report >

Service Adjustments (PRIOR TQ FY 1977)

The Forms box lists employer forms in alphabetical order making it easy for an employer
to find a desired form. Click on the form name to download a printable version
including form instructions.

The Reports box lists all reports and their status. For more on generating and opening
reports see How to Generate a Report found earlier in this manual.
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Member Demographic and Coniract
Descriptions and Information

Member demographic and contract records must be submitted for new employees as
soon as a start date is established. An employee may already exist in PSERS’ system if
they are coming to you from another employer or have previously worked for a
Pennsylvania public school employer. If not, PSERS must send demographic and
contract information to the third-party administrator to create participant accounts for
employees in Class T-G, Class T-H and Class DC for reporting the defined contribution
component in these classes. If employees are full-time (salaried, hourly or per diem) or
part-time salaried, they are qualified members of PSERS, and it is mandatory
contributions be withheld from day 1 for both DB and DC reporting.

Member Demographic Information
Demographic Information is the school employee’s personal information. Member
Demographic Information includes the employee’s:

Name Social Security Number
Date of Birth Gender

Address Phone Number(s)
Email Address

PSERS uses the demographic information to create or update a member’s or potential
member’s record on file. PSERS shares original and updated demographic information with
Voya through weekly file fransfers to create participant accounts for qualified employees in
Class T-G, Class T-H and Class DC. Creating the Voya participant record enables reporting
of the defined contribution component for these classes. If employees are full-time or part-
time salaried, they are qualified members of PSERS, and it is mandatory that contributions be
withheld from day 1 for both DB and DC reporting.

Employers are also responsible for verifying demographic information prior to submitting
it o PSERS. Please also continue to update employee’s demographic information in ESS
when notified of changes by the employee.

You must see a copy of one of the following documents when verifying the school
employee’s social security number (SSN):

1. Social Security Card (issued by Social Security Administration)
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2. Medicare Card (issued by Social Security Administration)

3. Military Identification Card — DD Form 2 or its equivalent (issued by branch of
military service)

4. Certificate of Release or Discharge from Active Duty — DD Form 214 (available
from the National Archives and Records Administration’s National Personnel
Records Center)

5. Veterans Administration Identification (issued by the U.S. Department of Veterans
Affairs)

PSERS must be provided with the employee’s full legal name. Nicknames are not
acceptable. The following documents are acceptable proofs for verifying the date of
birth and name:

Birth Certificate Baptismal Record Select Service Record

Armed Forces discharge (DD 214 Passport (need not be School Record

Form) current)

Life Insurance Policy Naturalization Record Alien Registration Record
PennDOT-issued photo ID (need not | Current driver’s license or | Military ID (DD Form 2) or its
be current) non-driver photo ID issued | equivalent

by any of the 50 states or
US territories or
possessions

Court Order Marriage License Divorce Certification

Demographic Information Change Request (PSRS-1870)

If an error was made when entering a school employee’s SSN or date of birth after you
have initially submitted the member demographic information to PSERS, you will need
to use a Demographic Information Change Request (PSRS-1870) form to make the
correction instead of ESS. The school employee’s SSN and date of birth are considered
Personal Identification Information (Pll) and must be correct for each individual
employee retirement record. PSERS needs to ensure the record is unique to each
employee and the information does not become corrupted.

The Demographic Information Change Request is available under Employer Forms on
the Employer tab of the PSERS website. Use this form to change social security or date
of birth. Do not use this form to change any other information, employers mat change
employee information on the Employee details box for the employee in the Roster
Page.

NOTE: When submitting a Demographic Information Change Request (PSRS-1870) form,
write the member’'s name and SSN on the top of each page of the submission.
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Commonmwesth of Penngyhania - Public Schonl Employess’ Reliremant System

?‘.M:;fhﬁ:‘; 171011905

Tl hes: 1388 175 1738 Member Demographic

P T3 772080 Change Request nggs

PSRS- 1470 [07/2018)

A member's social security number and date of birth are critical factors used 1o establish the member 's account. report
service and salary, and/or calculate refirement benefits. Therefore, it is critical that the member’s corredt information is
on file and verified.

Complete Parts A and B, attach a legible copy of the appropriate proof, and retum this form at your earWest opportunity.

Mote: This form should not be used to request changes 1o the member's name, address, or gender_ Instsad, submit such changes
in & member demographic record on the PSERS Employer Web.

PART A - MEMBER DEMOGRAPHIC VERIFICATION

Marmber Full Name

Member Social Security Number on file with PSERS Carrected Sacial Security Number (if appicatie)

Member Date of Birth on Sle with PSERS Corrected Date of Birth (if ap plicable)

PART B - EMPLOYER CERTIFICATION

By my signature below, | hereby affirm that the foregaing information is tnue and correct to the best of my knowledge
and belief; said affirmaion is beng made subject o the penalies prescribed by 18 Pa. C.S. A. Section 4904 (unswom
falsifications to authorities ).

Authorized Signatire of Employer Printed Name Date

Thia/Position Employer Name

For proof of social security number, atlach a copy of the
member's social security card, For proof of the member's
date of birth, attach any of the following:

Birth certificate

Baplsmal recard i

Passport ! Altach copy of proof
PA Driver's Licanse i here or on a separate
Schaol record "’ 2

Life insurance palicy (listing Al date of birth) sheet of paper
Naralzation record

Selective Service record

Armed Forces discharge

Alien registration record

Upon completion, forward or fax this form to:

'SERS

Sth Street
PA 17101-0905
FAX: T17.772.3860

[[wembe Changs Reguest

Demographic Information Change Request (PSRS-1870)

NOTE: If there is an occasion when PSERS requires proof to certify a change in a
member’s demographic information by a new or existing employer, PSERS will send a
letter and form directly to the employee requesting proof. The employee will then
complete the form and return it directly to PSERS with the required proof.

What Are Member Contract Records?

Member Contract Records provide a way to define the position(s) in which each
employee works. You must provide at least one Member Contract Record for each
eligible school employee when you first hire the employee. Contract records will tell the
“story” of an employee’s work history over their career.
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Member Demographic Information must be submitted before you can add a Member
Contract Record, after a Member Contract Record is created, then that employee can
be reported on your Work Report file. (Or an employer may use the Manual New Hire
Wizard to enter both the employee demographic and contract record information in
one step.)

o Employer's Name and Employer Code

e Employee’s Job Title

e Employment Type (part-time or full-time)

e Wage Type (hourly, per diem, or salaried)

e Work Status (e.g., actively working, on leave of absence, terminated, deceased,
a membership waiver request, etc.)

o Start Date of the Work Status

e End Date of the Work Status for a previously submitted Member Contract Record

e Expected Months - full time equivalent for a standard school year.

e Expected Units (days or hours) —full time equivalent for a standard school year.

e Voting Status (certified or non-certified position)

e Itemsrelating to a terminated or deceased employee (Balance of Contract and
Outstanding Service Credit status)

An employee working in a salaried or full-time position is qualified from day 1 of service
and it is mandatory that member contributions are withheld and reported. Member
contract records must be created as soon as or close to the employee’s start date as
possible. PSERS fransfers newly qualified demographic and contract information to
Voya to establish a participant record. If the employer tries to submit a DC payroll file
for an employee who does not have a participant record, that employee’s record will
be rejected.

For employees who are part- time hourly or per diem and have not yet qualified for
PSERS membership, the employee will need to work 500 hours, 80 days or a
combination totaling .44 service credit to qualify. Contributions are not eligible to be
withheld for the defined conftribution component until after a part-time employee
qualifies.

Determining Membership Class and Rate/ Is an Employee
Already a Qualified PSERS Member
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To determine if a new employee or an existing employee has already qualified for
PSERS membership the employee must have an existing contract for the employer
inquiring. The employee must be a part of the employer’s Roster Page which occurs
when member demographic and contract records are entered into ESS. For more on
how to create a contract record see Manual New Hire or Importing/Uploading a File
explained later in this Manual.

It is important for an employer to know contract elements and the

descriptions of those contract elements BEFORE entering new
contract records to avoid errors in reporting.

Please review Member Confract Record Descriptions
BEFORE

attfemotina to enter contracts.

Once a confract record has been created, qualification and membership class may
be confirmed by going to the Roster Page of ESS. Search for the employee by name or
social security number.

Once the contracts are displayed, click on the employee’s name for whom
qualification and or membership class needs to be verified. If searching by social
security number, there should be only one name available. If searching by name, verify
the last four of the social security number to make sure you are selecting the correct
employee.
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A window with Employment Details will open. This window has four boxes: Employment
Details, Personal Details, Membership Class and Rates and Contact Information. Below
is the entire window.

ter | Empioyee Details

Employment Details

0.

The employer should review the Bottom Middle box Membership Class and Rates.

The employee’s Membership Class displayed first followed by the Contribution rates for
DB and DC for classes TG, TH and DC. Employer share for DC reporting is listed next if
the membership class has a DC component. After Tax percentage is also displayed on
this screen. (Classes TG, TH and DC may elect to have additional funds contributed to
their DC portion of the plan see PSERS Public Web for DC Reporting instructions to learn
more on After Tax)

The final piece of information determines and if withholding is Optional or Required
based on qualification. This example is “Optional DB/No DC" meaning the member is
not qualified and DC contributions should not be withheld.

Membership Class and Rates

i3
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NOTE: This information is also displayed on an uploaded and processed contract
record file. Employer will scroll o end of rows to see the below information and columns.

DE Contrib Rate DC Contrib Rate DC Employer Share After Tax Def% Current Class Withhold

8 Q Q 0 TE

6.25 275 225 0 TG Optional DB/Mo DC
635 2.75 2.25 0 TG

75 [ 0 0 i) Required

8 [ 0 0 TE Required

7.5 0 o

Member Contract Information Field Descriptions

e JobTitle: A JobTitle is arequired field for every Member Contract Record and is
used to determine if the position is a PSERS eligible position and if the position is a
certified or non-certified position. The Job Title should represent the position for
which the school employee is working. Job titles should be general such as
Teacher, Administrator, Custodial, Transportation, Aide, etc. Job titles should not
include excess information such as grade level, building, or other non-general,
individual specific information. This field has a maximum entry of 50 letters
and/or characters.

Independent contractors are not eligible for PSERS membership. If you are not
sure whether a position (Job Title) is an employee or an independent contractor,
search for the Membership Eligibility Questionnaire section.

¢ Employment Type: This is a required field and may be “Full Time" or “Part Time"
PSERS’ definition of full-time may be different from the employer’s definition.
Employment type for confract records is based on PSERS’ definition.

e Wage Type: This is a required field and may be “Hourly,” “Per Diem" or
“Salaried” depending on how this position is paid. Stipend employees are
Salaried wage type employees.

e Work Status: Work Status is reported in all monthly Work Reports and represents
the member’s status for the month. (Ex, ACTIVE, LEAVEN) That work status that
must also match an existing Member Contract Record for that employee.
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The various Work Status options are described in Work Status Descriptions
explained later in this chapter.

Work Status Start Date - MM/DD/YYYY: Enter the date the Work Status being
described in this Member Contract Record begins. For an actively working part-
time hourly or per diem employee, enter the first day for which the employee
was working, not the first day contributions were withheld from the employee’s
salary and reported to PSERS. If the Member Contract Record is for an employee
who went on leave, died, or terminated all employment with you, set the Work
Status Start Date with the date the leave began, or the date of death, or date of
termination.

EXAMPLE: A teacher is hired to begin work August 16, 2021. Enter the Work
Status as “ACTIVE - Actively Working” and enter the Start Date as 08/16/2021.
EXAMPLE: When an employee resigns, his last day of paid work will be the start
date of his termination contract. If the employee’s last paid day of service was
on June 15, 2022, and the resignation is received on August 1, 2022, the Work
Status Start Date is 06/15/2022 unless the employee is granted a leave after their
June 15, 2022, last day of work.

Work Status End Date - MM/DD/YYYY: Enter the date the Work Status described
in this Member Contract Record will end or has ended.

For an employee who is expected to work multiple years, the End Date should be
left blank. In this case, the Member Contract Record will automatically renew
each school year, remaining in effect until the employer enters an End Date
(such as when the employee ends work in this position or goes on leave).

If the school employee is initiating a leave of absence or terminating
employment, PSERS system will automatically enter the End Date on the Member
Confract Record that is being closed when an employer submits the new leave

or termination contract record. Employers do not need to submit two
transactions.

EXAMPLE: A teacheris hired. The teacher is expected to continue working for
multiple school years, so no End Date is enfered. In January, the teacher takes a
job as Principal, which requires leaving the teaching position. On the existing
teacher Member Contract Record, the End Date should be updated to be the
last day the employee works as a teacher. A new Member Contract Record
must be created for the principal position.

NOTE: In some cases, the End Date is modified automatically by PSERS. If an
employee goes on a non-conftributing leave, dies, or terminates all employment
with you, you do not need to set the End Date on the employee’s existing
Member Contract Records. Instead, create a single new Member Contract
Record for that employee with the new Work Status (e.g., the type of leave,
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“DECESD - Deceased,” or “TRMNTN - Termination”) and with the Work Status Start
Date set to the date the leave began or the date of death or the date of
termination. In response to this new Member Contract Record, PSERS will
change the End Date on the entire employee’s other Member Contract Records
appropriately. When the employee returns from leave, create a new Member
Contract Record for each position the employee resumes.

EXAMPLE: The school librarian currently has an open ACTIVE (Actively Working)
Conftract Record with a Start Date of 08/23/2015. The member is initiating an
unpaid leave on 10/01/2021 and you need to update the Member Contract
Record for her non-contributing leave. Enter a Member Contract Record with a
Work Status equal to LEAVEN (Any Other Leave that is not Listed) with a Work
Status Start Date of 10/01/2021. When the LEAVEN Contract Record is approved,
the ACTIVE (Actively Working) Contract Record automatically will be end dated
with a date of 09/30/2021. The employer does not need to enter an End Date in
the ACTIVE (Actively Working) Contract Record prior to submitting the LEAVEN
Contract Record.

Expected Months: Enter the number of months (i.e., 9, 10, 11, or 12) equivalent to
a full-time employee working in the position for an entire fiscal (school) year.
PSERS calculates the actual number of months worked for the school employee
based on the information provided in your monthly Work Report. This is based on
the position, not the employee.

EXAMPLE: If a full-time teacher is hired to work from September to June each
school year, enter 10" months. This field does not represent the number of
months this school employee will be scheduled to work this fiscal (school) year.
Work in July or August outside of this position is also not included in the expected
months.

Expected Units: Enter the number of days or hours equivalent to a full-time
employee working in the position for an entire fiscal (school) year. This field does
not represent the number of days or hours (units) this school employee will be
scheduled to work this fiscal (school) year. PSERS calculates the actual number
of units worked for the school employee based on the information provided in
your monthly Work Report.

Exception for some Full Time Hourly employees: When the Expected Months are
set to 9 or 10 months and the Expected Units (hours) are between 900-1100, you
must correctly enter the number of hours expected for that employee to work so
the service credit calculates correctly.

EXAMPLE: A full time hourly secretary works for ? months at 25 hours per week.
The Expected Units for this employee is 900 (? months x 100 hours). The employee
will receive credit for a full year of service if the employer reports 200 hours in the
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Monthly Work Reports. This only applies to full time hourly employees who works 9
to 10 months.

If an employee is hired partway through the school year, enter the Expected
Units that would apply if the position lasted an entire school year. The
employee’s service time will be determined from Work Reports, not from
Expected Units.

EXAMPLE: If a full-time teacher is hired for a 9- or 10-month school year, the
expected number of units would be 180 — 195 days. The range assumed there
are 18-22 workdays per month. Entering a value outside this range will generate
a Warning message. To determine expected units for a part-time, salaried
position, such as a coach, search for Reporting — Service Time.

It is extremely important to correctly reflect a
school employee’s Expected Months and
Expected Units.

This information is a component in the

calculation of the final average salary and full-

time hourly employee’s service credits as
stated above.

Voting Status: This field is required and should be set as “Certified” if this Member
Conftract Record describes a position that requires certification through the
Pennsylvania Department of Education or other licensing agency, such as a teacher
position. Otherwise, select “Non-Certified.” This classification is used to determine in
which election the employee will vote to fill a seat on the PSERS Board.

The job ftitles that shall be considered “Certified” as defined in the Public-School
Code, Section 1101, 24 PS 11-1101 are as follows:

v' Teachers v Principals

v Substitute teachers V' Assistant principals
v' Vocational instructors v" Vice-principals

v Supervisors (instructional)
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v Directors of Vocational v Visiting teachers
education v" Home and school visitors

v' Superintendents v' School counselors

v Assistant Superintendents v' Child nutrition program

v' |U Executive Directors specialists

v IU Assistant Executive Directors v' School librarians

v' Dental hygienists

v' School nurse

Even if a member’s certification has recently expired or they have not formally
aftained certification, PSERS looks af the position the member holds, not the
unigue status of the individual member’s certification. If the position does not
require certification, then the member’s voting status is “non-certified”.
Contract Status: The contract status will be Eligible for all new contracts except
for an Active Waiver Record, in which case the contract status should be set to
Pending Waiver or Waived.

BOC Flag: This field is fo be completed for a Termination or Deceased contract
record. Employers must select either “Yes” or “No”. Select “Yes" if additional
salary is to be reported in the month(s) following termination or death of the
employee; otherwise, select “No".

Outstanding Service Credit Flag: This field is to be for a Termination or Deceased
contract record. Only set this field to “Yes" if the employee has been terminated
or has died and has additional service time to be reported after the month of
termination or death; otherwise select “No.”

BOC/SVC End Date - MM/YYYY: If either the BOC Flag or the Outstanding
Service Credit Flag is set to “Yes,” enter the month in which the last piece of
information (e.g., salary, days, hours, etc.) will be reported to PSERS. After the
Work Report for that month entered in the BOC Flag date field has been
submitted, PSERS will assume that all information has been reported, and a Final
Benefit Calculation will take place for the member.

The BOC/SVC End Date cannot be more than three (3) months from the Work
Status Start Date.

EXAMPLE: If an employee terminates on June 39, the BOC/SVC End Date must
be September or earlier.

If an employee works more than one job, it may or may not be necessary to
enter multiple Member Contract Records for this employee. To determine this,
see the Employee Working Multiple Jobs for One Employer section.
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Work Status Descriptions
The School Code and the Retirement Code have very specific requirements regarding

leaves of absence and their return requirements. PSERS needs employers to select the
most accurate Work Status that explains the school employee’s current work activity.
Since school employees on a leave of absence may be eligible to select a contributing
or non-contributing leave of absence, PSERS has created separate codes for each
situation.

Work Statuses that describe leaves of absence are divided into two categories:
contributing and non-conftributing leave of absence. The final letter of the Work Status
code for any leave is either “C” for contributing or “N" for non-contributing, based on if
the employee is making retirement contributions while on leave or not. For employees
on leave, select the Work Status that matches the reason for the leave, as well as
whether the employee is contributing to their retirement account or not while on leave.
Some of the non-contributing leaves are eligible for Purchase of Service, while others
are not, as indicated for each.

o ACTIVE - Actively Working: This is the most common status. It is used when an
employee is actively working, whether the employee is making or not making
conftributions.

e ACTIVW - Waiver: Part-time employees may waive PSERS membership once they
reach qualification, provided they are able to certify they hold a qualified IRA.
Electing to waive through an enroliment waiver is included in the class election
process. After a part-tfime employee has successfully waived PSERS membership,
employers will be unable to enter an ACTIVE part-fime contract. ESS will provide
an alert that the only contract that can be entered is an ACTIVW. If the
employee begins a full-time position, then an Active full-time contract must be
entered, and the member will no longer be eligible to waive.

e ACTMLC - Activated Military Leave (Contributing): Employers must use this Work
Status for employees who make retirement conftributions while on a military leave
activated prior to July 1, 2013, to fulfill an obligation in the Armed Forces of the
United States in time of war or armed conflict. This leave also applies to a
reserve member of the armed forces pursuant to an order on or after July 1,
1990, to enter active military service for an order other than active duty to meet
periodic tfraining requirements.

An employee serving the regular 15 days of active duty for Reserves may be
reported as if in regular employment (with Work Status set to “ACTIVE - Actively
Working" as work status changes within one pay period do not require a
contfract change).
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Employees called to order on or after July 1, 2013 (this excludes military leaves re-
activated or extended), may not be reported on “ACTMLC - Activated Military
Conftributing Leave”. The passage of ACT 2013-120 (HEART Act) prohibits
individuals who were activated under the Uniformed Services Employment and
Reemployment Rights of 1994 (USERRA) Leave to make conftributions to PSERS
while on leave. The member may elect to purchase the leave at the time of
return to active service. PSERS will contact the member and provide them with
the requirements needed to make this purchase. When the member is billed for
the USERRA leave, PSERS will send the employer a Statement of Amount Due to
the employer contributions due for the period of leave. Members in class TG, TH
or DC will also be required to contribute the DC portion of their contributions to
the third-party administrator through payroll deduction.

ACTMLN - Activated Military Leave (Non-Contributing): This Work Status is used
for an employee who is on activated military leave and has decided to
discontinue making or is not eligible to make retirement contributions to PSERS
during the leave. The service time from this leave may be purchased later if the
employee chooses.

Military leaves initiated prior to July 1, 2013, are different from other leaves in that
the employer must continue to contribute the employer’s share of retirement
confributions whether the employee chooses to contribute or not contribute. In
limited situations, employers may receive a credit for these contributions.

For military leaves initiated on or after July 1, 2013, the employer may not make
employer conftributions while the school employee is on USERRA leave. When
the member returns to active contributing status with PSERS and elects to
purchase the USERRA leave, PSERS will send a Statement of Amount Due to the
employer. You should not remit any funds associated with the USERRA leave until
you receive the bill. Members in class TG, TH or DC will also be required to
conftribute the DC portion of their contributions to the third- party administrator
through payroll deduction.

When the employee returns to school employment, the employee must provide
a copy of the discharge documentation to their employer. The employer will
update the Member Contract Record accordingly. A copy of this
documentation must be submitted to PSERS.

DECESD - Deceased: Select if the employee died while in active, waived, or
leave status. Entering this status on any Member Contract Record automatically
ends ALL Member Contract Records for the employee. Please enter the DECESD
Contract Record within one day of the date in which you learn about the death.
Do not wait until the next file of Member Contract Records is being submitted
unless a file will be uploaded that day.
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EXCHGC - Exchange Teacher Leave (Contributing): This leave is granted to a
school employee who exchanges teaching positions with a teacher from
another country and wishes to make retirement contributions while on leave.
The foreign exchange teacher should not be added as a PSERS member and
should not be reported through monthly Work Reports.

EXCHGN - Exchange Teacher Leave (Non-Contributing): This Work Status is used
for an employee who exchanges teaching positions with a teacher from another
country and who does NOT wish to make retirement conftributions while on
leave. The employee may choose to purchase the service time from this leave
later.

LEAVEN - Any Other Leave Not Listed (Non-Contributing): Use this status when
the employee is on a leave of absence not defined as one of the contributing or
non-conftributing leave codes. This leave may last up to 24 months. The
employee may NOT purchase service time from this leave.

NOTE: Jury Duty is considered active employment rather than a leave. Report
employees on Jury Duty as if they were working normally with a Work Status of
“ACTIVE - Actively Working.” If you have a policy of paying employees on Jury
Duty the difference between their regular, full salary and the amount they are
paid for Jury Duty, see Reporting — Leaves of Absence.

SABTLC - Sabbatical Leave (Contributing): Select if the employee is on a
sabbatical leave as defined in the School Code. The employee must receive at
least one-half regular salary during the period of the sabbatical leave. Both you
and the employee must make retirement contributions on the full salary that
would have been earned had the employee been working.

To retain service credit for the period of the sabbatical, a member must return to
the employer that granted a sabbatical leave for a period equal to at least one
school tferm immediately following the end of the leave. PSERS defines the
school term as 180 days, regardless of the fiscal year or the number of days the
member is contracted to work.

SSLSSC - Special Sick Leave, School Sponsored (Contributing): This leave is
granted to an employee who is ill and wishes to receive credit towards
retirement. Granting of special sick leave is optional and must be approved by
the employer’s board of directors on an individual case by case basis. The leave
may not exceed one year.

To qualify for the leave, the employer must pay for disability insurance sufficient
to provide the employee with at least one-half regular salary. Both you and the
employee must be willing to contribute based on the employee's full contract
salary.

SSLSSN - Special Sick Leave, School Sponsored (Non-Contributing): This leave is
granted to an employee who is ill and who does not wish to make retirement
conftributions while on leave. The employee may choose to purchase the
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service time from this leave upon return to active PSERS membership. Granting
of special sick leave is optional and must be approved by the employer’'s board
of directors. The leave may not exceed one year.

To qualify for the leave, the employer must pay for disability insurance sufficient
to provide the employee with at least one-half- regular salary.

SSLWCC - Special Sick Leave, Worker's Compensation (Contributing): This leave
is granted to an employee who has been injured on the job and wishes to
receive credit fowards retirement. Granting of special sick leave is optional and
must be approved by the employer’s board of directors. The leave may not
exceed one year.

To qualify for the leave, the employee must receive at least one-half regular
salary through Worker's Compensation. Both you and the employee must be
willing to contribute based on the employee's full contract salary.

SSLWCN - Special Sick Leave, Worker's Compensation (Non-Contributing): This
leave is granted to an employee who has been injured on the job and who does
not wish to make retirement contributions while on leave. The employee may
choose to purchase the service time from this leave upon return to active PSERS
membership. Granting of special sick leave is optional and must be approved
by employer’s board of directors. The leave may not exceed one year.

To qualify for the leave, the employee must receive at least one-half regular
salary through Worker's Compensation.

STUDYC - Professional Study Leave (Contributing): This Work Status is used for an
employee who has been granted a leave for professional study as defined in the
School Code and who wishes to make retirement contributions while on leave.
When employer’s board of directors approves a Professional Study Leave, the
board minutes should contain a note that the leave is for professional study.
STUDYN - Professional Study Leave (Non-Contributing): This Work Status is used for
an employee who has been granted a leave for professional study and who
does NOT wish to make retirement conftributions while on leave. The employee
may choose to purchase the service time from this leave upon return to active
PSERS membership.

When employer’s board of directors approves a Professional Study Leave, the
board minutes should contain a note that the leave is for professional study.
TRMNTN - Termination: Select if the employee has ended ALL work for the
employer. Any other member Contract Records this employee has with the
employer will be end-dated automatically. If the employee has only ended one
position but is still working in another position, do not set the Work Status to
“TRMNTN - Termination.” Instead, set the Work Status End Date to indicate this
position has ended. If necessary, enter another member Contract Record to
describe the new contfinued employment.
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¢ UNIONC - Collective Bargaining Unit Leave (Contributing): Select if the
employee has been granted a leave for collective bargaining unit. Only full-time
work is permitted to use this leave type. Report the full confracted salary and
service the employee would have worked for employer, not the salary the
employee is earning from the collective bargaining unit.

¢ WKCMPN - Worker's Compensation Non-Contributing Leave: This leave is
granted to an employee who has been injured while on the job, is receiving
Worker's Compensation, is not making retirement contributions while on leave or
has exceeded the one-year time frame to contribute to PSERS and is NOT eligible
fo purchase service time from this leave. This leave may last up to two years.
The employee may NOT purchase service time from this leave. Use this Work
Status if the employer has not approved a special sick leave as a contributable
or purchasable leave.

Purchasable Work Status codes for Non-Contributing Leaves

v ACTMLN - Activated Military Leave (Non-Contributing)

v SSLSSN - Special Sick Leave, School Sponsored (Non-Contributing)

v" SSLWCN - Special Sick Leave, Worker's Compensation (Non-Contributing)

v' STUDYN - Professional Study Leave (Non-Contributing)
NOTE: To be eligible to purchase a non-contributing leave, the employee must meet the
eligibility criteria. See Policy Manual for requirements.

Non-Purchasable Work Status codes for Non-Contributing
Leaves

v' WKCMPN - Worker's Compensation Non-Conftributing Leave
v" LEAVEN - Any Other Leave Nof Listed (Non-Contributing)

Work Status Quick Reference Table

Work Status Description

ACTIVE - Actively Working The employee is actively working, whether contributing or
not based on qualification of member.

ACTIVW - Waiver Request A Waiver Request has been granted for a part time
member through the Member Portal.
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Work Status

Description

ACTMLC - Activated Military
Contributing Leave

The employee is contributing while on activated military
leave. This work Status is to be used only for military leave
which began before July 1, 2013.

This Work Status may not be used for any military leave
orders activated on or after July 1, 2013.

ACTMLN - Activated Military Leave
(Non-Confributing)

The employee is NOT contributing while on activated
military leave or the military leave. The employee may
choose to purchase the service time .

DECESD - Deceased

The employee has died.

EXCHGC - Exchange Teacher
Conftributing Leave

The employee is contributing while working in a foreign
teacher exchange program.

EXCHGN - Exchange Teacher
Leave (Non-Conftributing)

The employee is NOT contributing while working in a
foreign teacher exchange program. The employee may
choose to purchase the service time.

LEAVEN - Any Other Leave Not
Listed (Non-Contributing)

The employee is on a leave of absence not defined as
one of the contributing or non-contributing leave statuses.
The employee CANNOT purchase the service time.

SABTLC - Sabbatical Leave
(Contributing)

The employee is contributing while on sabbatical. The
employee must receive at least 1/2 regular salary during
this leave.

SSLSSC - Special Sick Leave, School
Sponsored (Contributing)

The employee is conftributing while on a special sick leave.
The board of directors must approve this leave. The
employer must pay for disability insurance sufficient to
provide the employee with atf least 1/2 regular salary.

SSLSSN - Special Sick Leave, School
Sponsored (Non-Contributing)

The employee is NOT contributing while on a special sick
leave. The board of directors must approve this leave.
The employer must pay for disability insurance sufficient to
provide the employee with at least 1/2 regular salary. The
employee may choose to purchase the service time.
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Work Status

Description

SSLWCC - Special Sick Leave,
Worker's Compensation
(Confributing)

The employee is conftributing while on a special sick leave.
The board of directors must approve this leave. The
employee must be receiving at least 1/2 regular salary
through Worker's Compensation.

SSLWCN - Special Sick Leave,
Worker's Compensation (Non-
Contributing)

The employee is NOT contributing while on a special sick
leave. The board of directors must approve this leave and
the employee must be receiving at least 1/2 regular salary
through Worker's Compensation. The employee may
choose to purchase the service tfime.

STUDYC - Professional Study Leave
(Contributing)

The employee is contributing while on a leave for
professional study.

STUDYN - Professional Study Leave
(Non-Confributing)

The employee is NOT contributing while on a leave for
professional study. The employee may choose to
purchase the service time.

TRMNTN - Termination

The employee has ended ALL employment with you. If
only some positions have ended, Do NOT ADD TRMNTN
work status instead set the Work Status End Date on the
Member Contract Record for the terminating position(s).

UNIONC - Collective Bargaining
Unit Leave (Contributing)

The employee is contributing while on a leave for
collective bargaining.

WKCMPN - Worker's Compensation
Leave (Non-Conftributing)

The employee is NOT contributing while on leave and
receiving partial salary from Worker's Compensation. The
employee CANNOT purchase the service fime.

What if an Employee is Working Multiple Positions for the

same Employer

It is not unusual for an employee to work multiple jobs for an employer. For example, a
teacher may coach a sports team or tutor students after school. In this case,
depending on the types of jobs worked, it may or may not be necessary to submit
multiple Member Contract Records for the employee.

One Member Contract Record is needed for each full-time position held. Enter a
Member Contract Record for the full-fime position(s). If the full-fime school employee
holds a part-time position(s), no additional Member Contract Record is required, but
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including the part-time contract will help explain supplemental wages that are
reported, saving additional research and questions when the employee requests a
benefit calculation.

EXAMPLE: A full-time teacher chaperones a school activity, takes tickets for an event,
and oversees the yearbook club. Enter a single Member Contract Record for the full-
time teaching position. Report the additional work on the employee’s monthly Work
Report as follows: Record the additional wages in the “Supplemental Wages” field.
Record the extra contributions in the “Contributions” field. Record the extra service in
the “Hours” or “Days"” field.

NOTE: PSERS processing does review supplemental income to determine if it is
retirement covered compensation. If there is not a contract that explains how the
salary is earned, PSERS will contact the district to inquire. It is beneficial to the district
to create contracts for each position the employee holds at the district.

What if Employee Works Multiple Part-Time Positions but NO
Full-Time Position

Each part-time SALARIED position requires its own Member Contract Record. All other
part-time positions require only one contract record per wage type (e.g., per diem or
hourly).

¢ Member Contract Record is required for each part-time SALARIED position the
employee works.

e Only one Member Contract Record is required for all part-time HOURLY positions
the employee works.

¢ Only one Member Contract Record is required for all part-fime PER DIEM
positions the employee works.

EXAMPLE #1: An employee works a part-time per diem job as a substitute teacher. She
also works a part-tfime hourly job in the cafeteria and another part-time hourly job
teaching a high school science class. You would need to create two Member
Conftract Records for this employee: one for her per diem position and one for the two
hourly positions.
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EXAMPLE #2: An employee works a part-time per diem job as a substitute teacher. He
also works a part-time salaried job teaching a high school English class and another
part-time salaried job coaching a football team. You would need to create three
Member Contract Records for this employee: one for his per diem position, one for his
salaried teaching position, and one for his salaried coaching position.

In general, there is no harm in creating a Member Contract Record even if it is not
required. If an employer finds it easier to create a Member Contract Record for every
position an employee works, this is fine.

NOTE: When submitting the associated wages on your monthly Work Report, employers
will need to report a separate record for each Member Contract Record/Wage Type
combination.

o If multiple Member Contract Records for an employee have the same Wage
Type (hourly, per diem, or salaried), earnings for these Member Contract Records
will be reported on the same Work Report Record in the monthly Work Reports.

e If multiple Member Contract Records for an employee have different Wage
Types (hourly, per diem, or salaried), earnings for these Member Contract
Records will be reported on a separate row within the monthly Work Reports.

EXAMPLE #1: A member has two part-time hourly positions. The wages from both
positions are reported on one line in the work report. The wage type for this member is
hourly.

EXAMPLE #2: A member has two part-time positions, one hourly and one per diem. The
wages from hourly positions are reported on one line within the work report. The wage
type for this Member Contract Record is hourly. The wages from per diem positions are
reported on another line within the work report. The wage type for this Member
Conftract Record is per diem.

How are Member Demographic Information and Contract
Records Sent to PSERS?

All Member Demographic Information and Contract Records are transmitted to PSERS
through the Employer Self-Service (ESS) portal. Demographic and confract information
for new employees in Class T-G, Class T-H and Class DC is needed as soon as possible,
so PSERS can transmit information for qualified members to Voya. This ensures a
partficipant account is set up and ready for DC payroll reporting to begin.

There are two ways to submit member demographic information and contract records
to PSERS using ESS:
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Upload File —-Reporting units are able to upload as many demographic and
confract record files during a month as needed. This is the best option when you
are frying to update a group of employees at the same time. The files can be
generated by the payroll/HR software system containing updated demographic
and contract changes.

Demographic files should be submitted before contract record files. The file
should only include new employees and any changes to existing employee
demographic information.

Contract files should be submitted after the demographic files are processed.
Conftract files contain contfract records for new employees who have already
had their demographic information successfully processed and/or changes to
existing member contract records. See Importing/Uploading a File section for
instructions on demographic and contract record file uploads.

. Manual New Hire — for an individual employee or a small group of employees,

less than 15-20, the manual new hire wizard will enter both the demographic and
contract records for each employee in one step. Information is entered manually
for everyone making for easy review.

Manual New Hire Instructions
Utilizing the Manual New Hire wizard is a great way to enter the demographic and

contract information for new employees in one easy process. Use the Roster Page of
ESS and select the “"Manual New Hire” button highlighted below.

‘ ‘Your ESC Representative: RAINEY, SCOTT |

Your Employees l Manual New Hire @l

After selecting “Manual New Hire"” button from the Roster Page, a new window
populates. Here you will enter the employee’s social security number (SSN), first and last
name and their Date of Birth. Once all information has been entered, select the “NEXT”
button.
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New Hire

The 9-digit social security number (SSN) may be entered with or without dashes; the
system will standardize it to include dashes following entry and immediately “X" out the
first five digits for security.

NOTE: The SSN must be entered correctly. You must see proof confirming the school
employee’s SSN. If the SSN was previously reported incorrectly, submit the Demographic
Information Change Request form (PSRS-1870) with both the incorrect and correct SSN
numbers. A copy of the employee’s valid proof must accompany the form. Continue
to submit PSERS monthly Work Report Records and Voya work orders for the employee
using the originally registered SSN until you have been notified by PSERS that the
correction has been made.

First and Last Name: Field is limited to 50 characters (valid characters include an
apostrophe and a hyphen). Make sure the employee has not changed their name.
Middle Name: Field may be left blank. Entries are limited to 50 characters (valid
characters include an apostrophe and a hyphen).

Date of Birth: Format MM/DD/YYYY or by using the date calendar. Employers must
verify employee’s date of birth by examining an acceptable proof document listed in
the What is Member Demographic Informatione section. If the birth date needs to be
changed after an employee’s record is already created, you must submit a
Demographic Information Change Request.

After selecting the “Next” button - if the employee is new to PSERS - the phrase “No
Match is found. Create New Member” will appear above the Entered Fields as below:
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Mew Hire x

© Information

» No match is found. Create & new member.

o 2] o o <] o

dentification Demographics Address Phone Mumbers Contract Record Confirmation

Prefix -

First Name

Randy

Middle Name

Last Name
Example

Suffix

Cancel

Using the scroll bar, complete additional fields for gender and Employer provided
email.

MNew Hire *
Step 2: Demographics

o Information

= No match is found. Create a new member.
Prefix - -

First Name

Randy

Middle Name

Last Name
Example

Suffix -

Birth Date

Emplayer-Provided Ermail*

Randy@test.net

Cancel

Gender: this field is required but may be altered if the wrong gender is currently on file.
PSERS only has a male and female gender option.

Employer-Provided Email: This is not the employee’s personal email address; it is the one
given to the employee by the employer for business use.
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Click the “"Next" button to continue the wizard.

New Hire X

Add Address
Type
Residence

Street®

Apt./Suite#

Care Of

Country*
UMITED STATES OF AMERICA

17011

CANP HILL

State County
Pennsylvania * CUMBERLAND

Cancel

Here you will be required to enter a Residence Address: By entering the ZIP code, the
system will populate the city, State and County. In addition to street name, post office
box or route number provide all information necessary to complete the applicable
fields, including apartment/suite number or “Care of”, required for accurate mail
delivery. Click “Next” to continue wizard.

New Hire *®

] ] ] 4] © <]

Identification Demographics Addrezz Phone Mumbers

Edit Contact Info

Cauntry Day Phane

UNITEDSTATES O... v  (717)555-1212 =
Cauntry Evening Phane
UNITEDSTATESO.. v  (_)_ - =
Country Other Phane
UNITEDSTATESO... v {_)_ - =
Country Fax

UNITEDSTATESO.. v  (_)_ -

Cance! F'e'.":l m

This screen is where phone number information is located. Day/Evening/Other Phone:
Parentheses and dashes are not required - but may be entered. Only one phone
number is required. Click “Next” to continue wizard.
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After completing all the necessary windows for the Demographic information, and
selecting the “Next” button, employers will be transitioned to entering the member’s
Contract Record. The beginning of the Contract Record Screens appears below:

Use Scroll bar to see all available fields.

New Hire *

—

After having entered all the information required to create a member's contract
record, you will need to select the “Next” button to move to the Confirmation page.
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Using the Scroll bar, review all the demographic and contract information entered for
the new employee. If the information is correct, select “Confirm” if there is any
information that is not correct select “Previous” to go back and correct the information.

New Hire x

|dentification De=magraphics Address Phone Mumbers Contract Record Confirmation

Please review your information.

Demaographic Information Address Phone Numbers
Masked SEN Prefis Residence Day Phone
122 123 ANY 5T US e [717)555-1212
First Marme Last Name CAMP HILL, PA 17011

Randy Example Evering Phone

Suffix Birth Diate Us

12/25M1 985

Gender Ernployer-Provided Ema Other Phone
Male Randy@testnet Us

Contract Record....

b Tigle: Employment Type Wage Type
Administrater Full-Time Salaried
‘Work Status Start Date End Date
ACTIVE - Actively Working 0771172023
Expected Months Expected Units
12 215
Voting Status Contract Status
Mon-Certified Eligible
BOC Rag Servicoe Flag BOC SWC Report
-
Cancel P’E’\-‘iclhsl Confirm

After clicking “Confirm”, the record has been saved. You may not make additional
changes to the contract except to enter a contract end date and changes to the
voting status.

View/Edit Demographic Information
To manually change demographic information or contract records for a member go to

the Roster Page.
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Use the Member Search bar and enter the employee’s name or social security number.

Your ESC Representative: RAINEY, 5COTT ‘

A Home
i Employer Info
. : Your Employees Manual New Hire (D)
B Documents
Q
[ Work Reports

& Import Files

B Transactions

ﬁ Forms and Reports

FAQs

My Contact Us

ESS Terms and Conditions - Desktop .

The Search criteria will show in the grey bubble and possible matches will appear
below. Click the eye to view full social security number.

A Home Your ESC Representative: RIDDLE, RACHAEL

= Employer Info

Manusl New H Y @

B Documents Your Employees Manusl NewHire ¥
[ Work Reparts

Masked SSN Start Date Stop Date Work Status Job Title
& Import Files
B Transactions MEMBER. EXAMPLE > HRKRX-9881 © 1040142019 ACTIVE - Actively Warking lunch zide
£ Forms and Reports )

MEMBER, EXAMPLE > XHK-KH-9EE1 © o — comcn
FAQs
@ 123-56-938 x

My Contact Us MEMBER EXAMPLE > 006X C Teacher

Full 55M for MEMBER, EXAMPLE.

You are required to conceal this sensitive information before

Conceal

proceeding.

Double click on the member’s name to view/edit employment details.

This section has five boxes of employee information. 1. Employment Details/Contract
Record - if member has more than one employment details/contract record user must
select contract to view/edit from the search, 2. Personal details contains Name, SS#,
gender, DOB and employer provided email address 3. Membership class and Rate is
where an employer will be able to determine if contributions are required for all
qualified members or optional for part time employees which will indicate pending
qualification 4. Contact Information is the member’s phone number and 5. Address
Information is the member’s address. Please scroll down to view the address box.
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To edit any of the demographic information select the “Edit” action button in the upper

Roster / Empioyee Detalls
"
Employment Details
Custodian Hourly
ACTIVE - Actively Working 2
1.
socre
g -
Us
Personal Details £t Membership Class and Rates @  ContactInformation ©=r (@
. e com i
S w (7175551212
Address
AN70
z

right of the box containing the information to be updated. NOTE: The address edit
button is the pencil located under the member address. Membership Class and Rate
information in Box 3 may not be adjusted; member class and rate are determined by
the qualification date of the member.

A new window will populate where changes may be completed. Below is an example
of the “Edit this Address” window. Entering the new zip will auto populate the US Post
Office preferred City and State for that zip.

Update an Existing Address X

o 2]

Enter Details

Please fill in all the information and click "Save" to update the address.

Swreer

123 ANY ST

Aptisuite#

APTE2

Zip* Ciy* County
17011 CAMP HILL CUMBERLAND -

_ Coumry®
Pennsylvania ~ UNITED STATES OF AMERICA -

Click “Next"”
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Update an Existing Address X

@ Information

s Address has been standardized

=

—

=

Review the new address and click “Confirm” to be taken back to the Employment
Details

When to Edit a Member Contract Record
As a member works for an employer there may be times when the contfract record

needs to be changed or edited. Once a confract record has been saved there are
only two edits that may occur meaning the employer may need to add a new
confract record to describe the member’s new work history.

e Employers can end date an employee’s position when the employee is not
terminating all employment with you. This should be done prior to submitting the
new position information in a new Member Contract Record.

e Employers can correct an employee’s Voting Status.

For this reason, employers should only approve contract record files approved if the
display indicates that ALL the records in the file are valid. and submit them for
processing after having made all the necessary changes. The number in the “Invalid
Rows” column of the Import Summary Box should be zero. If you approve the file but
some of the records still contain errors, those records will NOT be posted to the system
and may require a manual contract entry.

If the file contains any invalid records, those will be indicated in the “Invalid Rows”
column. In this case, follow the instructions for Error Correction under Importing Files.
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When to Change/Add a Member Contract for an
Employee...

When an Employee...

e goesonleave.

e ferminates all jobs with you.
e dies

e s furloughed.

Submit a single new Member Contract Record with Work Status set to the appropriate
leave, or “TRMNTN - Termination,” or “DECESD - Deceased.” Set the Work Status Start
Date to the date the leave began, or the date of termination or the date of death. In
the case of termination or death, also set the BOC Flag, Outstanding Service Credit
Flag, and BOC/Svc End Date fields to appropriate values. All the employee’s other
Member Contract Records will be end-dated automatically.

When an Employee...

e retfurns from aleave.
e begins a new job with you.

Submit a new Member Contract Record for each job the employee will be working for
the employer. If the employee is returning from leave, the Member Contract Record(s)
showing the leave will be end-dated automatically. If member furloughs, submit a
LEAVEN record.

When an Employee...
e terminates one job with the employer but continues working in another job.

End-date the Member Contract Record for the position being ended. Contact the
Employer Service Center for further assistance.
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Correcting an Error in a Member Contract Record
If an employer makes an error when submitting a Member Contract Record, and it has

been less than 24 hours since adding the contract record and there is no reporting
against the contract record, any field may be corrected by the employer. In most
cases, contract errors are not discovered until later and only the end date and voting
status may be changed. In this case the contract record should be voided by making
the start and end dates the same date. Then create the correct contract record for
the employee.

Member Contract Records cannot be changed
once they are created. Employers may only edit
the End Date and voting status of a contract.

If an error in an old contract record is discovered,
contact your ESC Representative

Examples of When Employee Contract Records Should be
Added and Existing Contracts Changed.

The following examples detail how to create Member Contract Records when an
employee’s work status changes.

EXAMPLE #1: A teacher takes on a job as Principal, which involves leaving the teaching
job. End-date the existing teacher Member Contract Record by setting Work Status End
Date to the last date the employee will work as a teacher. Then, create a new
Member Contract Record for the Principal position, with Work Status Start Date as the
following day. (The first day the employee works as a principal.)

EXAMPLE #2: An employee works multiple positions for an employer and goes on leave.
Submit a single new Member Contract Record with Work Status set to the appropriate
type of leave and Work Status Start Date set to the date the leave began. PSERS will
modify all the employee’s existing Member Contract Records automatically to reflect
the leave.
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If an employee works multiple positions and is only going on leave from one or some of
these positions, contact PSERS to set just the appropriate Member Contract Records to
leave and keep the others open. It is suggested employers review PSERS Leave policy
in the Policy Employer Reference Manual before adjusting to contracts.

When an employee returns from leave, submit new Member Contract Records for the
position(s) being resumed. PSERS will automatically end-date all the leave Contract
Records.

EXAMPLE #3: An employee dies. Submit a single new Member Contract Record with
Work Status set to "DECESD — Deceased” and Work Status Start Date set to the date of
death. Also set the BOC Flag, Outstanding Service Credit Flag, and BOC/Svc End Date
fields to appropriate values. PSERS will modify all the employee’s existing Member
Confract Records automatically.

Any Member Contfract Records the employee has with other employers will not be
affected, since the employee may have different Balance of Contract and
Outstanding Service values with each employer.

EXAMPLE #4: An employee terminates all employment. Submit a single new Member
Contract Record with Work Status set to “TRMNTN - Termination” and Work Status Start
Date set to the date of termination. Also set the BOC Flag, Outstanding Service Credit
Flag, and BOC/Svc End Date fields to appropriate values. PSERS will modify all the
employee’s existing Member Contract Records automatically.

If the employee is only terminating one or more positions and is still working another
position, do not set the Work Status to “TRMNTN - Termination.” Instead, change the
Work Status End Date for the positions that are ending.

EXAMPLE #5: A Full-Time employee will only be working half days for a period over two
weeks due to illiness or other circumstances. The employer will add a part time confract
and end date the Full-time confract the first day the employee reports to work under
part time hours/days. The employer should report all service for the Full-time contract
with the last work report including the FT service. All part time service should be
reported with each work report the employee is working part time until the employee is
able to return to FT service, when a new FT contract should be entered.
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View/Edit Existing Member Contract Record

It is important for an employer to know and understand contract elements and their
descriptions BEFORE editing or entering new contract records. To avoid errors in reporting
that may be difficult to correct, please review Member Contract Record Descriptions found

earlier in this manual BEFORE attempting to edit or add contracts for your employees.

From the Roster Page enter the member’'s name or social security number in the search
bar.

<+« PSERS 3 1006 - ABC SCHOOL DISTRICT

#A Home Your ESC Representative: WADLEY, LYNN

it Employer Info
Your Employees

B Documents
Q198620123 ]
[ Work Reports

€ Import Files

A list of matches will appear under the grey filter bubble. Double click on the member
to view or edit their contract record.

~+ PSERS E7 1006 - ABC SCHOOL DISTRICT

A Home Your ESC Representative: WADLEY, LYNN

-
i Employer Info
Your Employees

B Documents

Search: bell

[ Work Reports Name

& Import Files BELL, HARRY TEST >

& Transactions
BELL, HARRY TEST >

ﬁ Forms and Repor s

BELL, HARRY TEST »

FAQs

> 4

The Employee Details for the open contract will appear.
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[E3 1006 - ABC SCHOOL DISTRICT

Roster / Employee Detalls

A Hom:
B Employer Inf Employment Details
B Documents

JobTie mpoymencee  wegenee

Teacher Parc Time Per Diem
B Roster

Werk sttus swome . eom
O WorkReports ACTIVE - Actively Working 05/10/2021

Bpedmdlonts . epemites . ot
il 10 180 Cerfied
15 iormacus Cmmasans . sxeag Senvce g

Eligible

To edit the open contract, click “Edit” in the Employment Details box.

Employers may not make changes to the contract except to enter a contract end date

and/or change the voting status.

Edit Member Contract X
Job Title®
Teacher
Employment Type * Wage Type ®
Part-Time ~ Per Diem v
Work Status *
ACTIVE - Actively Working -

Start Date™

05/10/2021

Expectad Manths * l Expectad Units
A

Voting Status* Contract Statu

Certified ~ Eligible -
J

Cancel Save

If an employer needs to VOID a contract record for some reason, this may be

done by making the start date and the end date the same date.

Manually Add New Member Contract

From the Roster Page search the member as described above. Open any contract
record by clicking on the member’'s name. This will take you to the Employee Details.

In the Employment Details box in the upper right corner is the “Add Contract Record”

action button.
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Roster / Employee Details

Employment Details

Job Tide Employment Type

Wage Type
Teacher ParcTime Per Diem
Work szt d Date
ACTIVE - Actively Working 05/10/2021

Expectd Units Voeing Status

e

Add Contract Record

Click the "Add Contract Record” button.

The Add member Contract window will open. Complete all required fields (designated
with an *.) Field explanations may be found in Member Contract Field Information

Descriptions section of this manual.

Add Member Contract X
L] (2]
o o]
0CS m
Be sure to use the scroll bar on the left to enter all fields. Click “Next”
Add Member Contract X

Contract Record

Please review your information.

Job Titie Employment Type
ParaProffesional Full-Time
Work Status Start Date
ACTIVE - Actively Working 12/06/2021
Expected Months Expected Units
10 1

Contract Status BOC Fiag
Eligible

BOC Sve Report

Cancel

Confirmation

Wage Type
Salaried

End Date.

Voting Status
Neon-Certified

Service Flag
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Review contract information. Click “Previous” to make changes or “Confirm” to save.

To view the member’s new list of contracts, click “Roster” in the side menu bar, the
previous search will still be there, and the new contract will be listed.

A Home Your ESC Representative: WADLEY, LY

il
ii Employer Info
Your Employees

[ J LTSI S,

@ ImportFiles ELL_HARRY TEST »

& Transactions

[ea]

ELL, HARRY TEST >

L Forms and Reports

[ea]

ELL, HARRY TEST »

FAQs

ELL, HARRY TEST »

M| Contact Us

Employers will want to make sure they are end dating any contract records that no
longer apply to the member. Stop and Start dates are listed along with work status and
Job Title making it easy to determine which contracts are valid for the member.

Your ESC Representative: WADLEY, LYNN

Your Employees
Saarchball

Name Start Date Stop Date Work Status Job Title

BELL _HARRYTEST > 12/06/2021 ACTIVE - Actively Working ParaProffesional
BELL _HARRYTEST > 10/04/2021 11/26/2021 ACTIVE - Actively Working Custadian

BELL HARRYTEST > 05/10/2021 ACTIVE - Actively Working Teacher

BELL, HARRY TEST > 06/06/2019 06/06/2019 ACTIVE - Actively Werking Administrator

NOTE: Voided contracts will have the same start and end date. Once confracts are
entered, they cannot be deleted only voided. If assistance is needed in changing a
contract record, reach out to your ESC Representative.
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Importing/Uploading a File

All file types are uploaded through the Imports Files Page.

It is important to remember files must be loaded in the right order, this allows information
to be accurately read by the system. Below is the order files should be uploaded.

Member Demographic (D)
Member Contract Records (C)
Work Reports (R)

Adjustments (A) (only if needed).

Mo~

Each file must be processed and released prior to uploading and processing the next
file.

If an employer opts to use Manual New Hire to enter all member demographic and
contract information, there is no need to upload a demographic or contract record file
from the payroll system. The Manual New Hire wizard has added this information
already.

How to Import/Upload Any Type of File
From the Imports Page click on the “Add Import” button in the upper right-hand side of
the screen.
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# Home Your ESC Representative: RIDDLE, RACHAEL

i Employer Info ‘“
B Documents Import History .pm Import List e

B Roster Filter: Impare Stare Gaee (01132023

e Ao D Description Header Status Process Flag Import Start Date Import Type Rows Imported  Rows Processed  Submitted By
& Import Files 568035 > R0O01200 Voided Completed 06/02/2023 8:12:10 AM Work Report 2 0 RARIDDLE

[ R P— S68018 > Test152023 Processed witn Errors Frocessed witn Etors  05/31/202320702PM  Work Report 2 10 RARIDDLE

Select file type using the drop down in the File Type field.

Upload a File hd

@ 2

mport Selection Confrmation

File Type* -

Choose file for upload * BROWSE

Description™

There may only be one Work Report submitted and processed each month. If an
employer processes an Adjustment and incorrectly uses the Work Report file type, the
adjustment becomes the only work report allowed for that month. The employer will
then be required to report normal monthly reporting information as an adjustment for
the month the error occurred.

For this reason, it is important to make sure to select the correct file type when
uploading information to the system.
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Upload a File X

o @

mport Selection Confirmation

( File Type® .

Adjustment
Contract Impart
Member Demographic Import

Work Report

Cancel Mext I

Click “Next"” after selecting the file type to be uploaded.

Use the Browse button beside the “Chose File for Upload” field to look through files on
your computer for the file fo be imported.

Upload a File X

@ “

mport Selection Confirmation
File Type*
Work Report
Choose file for upload * BROWSE
Description™
ROO1200

()
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4 Bl ThisPC » Desktop w0 Search Desitop Bution_id= 1748936

Organize = Mew folder

A

B This PC Mamg i Date modified
2B 30 Obgects PSERS AnyConnect
6] _pshuatadmi.paclv3_Batch DataVIUA...
B Deskicp = =P P A .l
B oo B 10.doc
3 Denmicat & Board Room Streaming.xspl
b i DARTBundSe (126 1440 5ip
b usic ) debuging
=/ Pictures 35 E55 has & new Look doce
B videcs 7 ESS has a Mew Look.ppts
& Windawes (C) [=] Fire€ye.ban
= VipspacsiiledTih ? Genesys Cloud
#W Grest Dane VPN
PUBLIC \\pspac: -
= e 5 insarnmt Foninpas

wmp PUBLIC 2V\pzpa v <€

File name: '

When the file to import is located, Click “Open.” The file will show in the Chose file for
upload field. Employer will want to identify the file for late by changing the description.

Upload a File *

@ @

mport Selection Canfirmation

File Type*

L2 C

CThaase file for upload *

KP-RU1006 WORK REPORT TEST1 txt BROwEE

—

Work Report test

Cancel [ Mext ]

The Description entered in this step will be what appears on the Imports and Work
Reports page to quickly identify imported files.

Click the "Next" button at the bottom right of the screen to continue.
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Upload a File x
] o
mport Selection Confirmation . . . . .
- Review File Type, File Name and Description,
e then click “CONFIRM.”
KP-RU1006 WORK REPORT TEST1.txt
Work Report est User will receive a message “Your Import file has
been submitted.”
& Your Import file has been submitted »
Cancel | Previous| |

To view the file, Return to Import History and click on the ID# for the import. It should be
the first file listed on the page.

i Employer Info

) Frarmee Import History

B Roster Filzer: Impart Start Dare (01/13/2023

[ Work Reports

10 Description Header Status Process Flag
568118 >  Work Report test Walidated with Errors Validated
IB Transactions 568035 > ROOT 200 Voided Completed
568018 >  Test1 52023 Processed with Errors Processed with Errors

# Enrms and Benorts

Clicking ID will open the file which has two boxes to review before processing the file. If
you see the message below, your file is still being uploaded, please wait until the
process is complete.

id Import Header Status A
573503 Walidated with Exceptions E
Description U
demographic H

Your file is currently being processed. You will be notified when this has been completed.

Below are the two boxes for viewing and review your imported file. These boxes must
be reviewed prior to submitting your import to PSERS to avoid errors in reporting that will
require corrections later.
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The Import Summary box displays:

Import Summary

id mport Header Status Rows lmported Invaiid Fiows Valid Rows Rows Deleted Rows Added
566063 Processed with Exceptions 1892 15 [1]
Description Last Updsted By Last Updated On

RSD February 2023 Work Report DRODRIGUEZ2 03/15/2023 12:14:59 PM

NOTE: It is important to review and verify the Header Row processed successfully. See
Header Row Error Correction later in this manual for help in correcting header row.

Rows Imported, Valid Rows, Rows deleted, Rows added.

Rows imported Irvvalid Rows Walid Rowes Rows Deleted Rews Added
12 0 11

NOTE: The number of rows imported includes the header row and will be one number
higher than the combination of valid and invalid rows. Invalid rows will need to be
addressed. Please see Error Correction found later in this manual for how to correct
invalid rows.

The Import Details box displays:

A Home

Import Files / File Details

i Employerinfo

B Documents
B Roster
L Wark Reports
Ed v
; ber Member Wage
2. Forms and kepors e Member Name sl Fiscal Year Ending e WorkStatus © | BASE URec
B ros Actively
8 s 2 o 200620123 11041572 200 Hourly Cirr‘:‘ Eg'\m Y 100000 000
S ACTIVE - Activel
o 199724123 11111986 20m Salaried AEY 100000 000
Working
o 1sE7asis Tisiees 20m saaries  ACTVE-ACEY 150000 000
Working
ACTIVE - Activel
o 137583123 11031966 200 Saleried 100000 000
Working
ACTIVE - Activel
o 196605123 11221954 2m Salaried = 100000 000
rocesses Working
o 1s7EEIE a0 20m Hourly ACTIVE-Activell 000,09 000
rocesses Working

ACTIVE - Actively aan M

The following are descriptions of the Work Report’s columns prior to processing.

Actions: Indicates if an Error/Warning occurs on the row

Error: Indicates if the row has an error or a warning. ERRORS must be corrected prior to
submitting and processing file. If errors are not corrected the row containing the error
will drop from file and not be sent to PSERS. WARNINGS must be reviewed for accuracy.
If the information is correct, there is no need to change it will be submitted to PSERS.
Sequence: Signifies the order of information on the file

Detail Status: Validated Successfully — sequence is ready to process.
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Validated with Errors — sequence has errors to be corrected before
processing
Delete: "Yes" for row deleted or “No”
Social Security Number: Can be edited within the Work Report Record window. If this
information does not match, verify demographic information in ESS with employment
files.
Date of Birth: Can be edited within the Work Report Record window. If this information
does not match, verify demographic information in ESS with employment files.
YEAR (Fiscal Year Ending): A fiscal year starts July 1st and ends June 30t. Enter the
ending year of the fiscal year in which the salary and service was earned (not paid).
Enter the fiscal yearin YYYY format, with no spaces, dashes, or other characters.

o If an employee is getting paid for two different fiscal years on one monthly
work report, two records must be submitted. In July, August and
September the work report permits two fiscal year reporting. All other
months will require a work history adjustment be completed for the
second FY reporting.

o Contract seftlements must be reported in the correct fiscal year(s).
Therefore,

= [|f asettlementis for the current fiscal year, you can include it in
your current work report.

» |If the seftlement is for a prior fiscal year(s) and is paid in the
current/different fiscal year, a Work History Adjustment must be
submitted for the correct fiscal year(s) that the contract settlement
applies to so that the correct Employer Share cost is calculated.

Wage Type: Select “Hourly,” “Per Diem,” or “Salary” from the drop-down menu based
on how this position is paid. This information must match the current or most recent
open active contract record for the employee. If not an error of “No Contract Record
on file” will occur.

Work Status: Select the appropriate Work Status from the drop-down menu. This
information must match the current or most recent open active contract record for the
employee. If not an error of “No Contract Record on file"” will occur.

BASE: Enter the employee’s base salary earned during the period being reported. Do
not include any earnings above the IRS 401(a) (17) limitations (see EXSAL for more
information). Enter the earnings up to é6-dollar digits, a decimal point, and 2-cent digits.
Do not enter the dollar sign or any punctuation other than the single decimal point.

EXAMPLE: If the employee earned $1,233.00, enter: 1233.00.

URCC (Unpaid Retirement Covered Compensation): The Unpaid Retirement Covered
Compensation value equals the difference between the member’s contracted salary

106



and the actual wages paid to the school employee while on a contributing leave of
absence. Enter any salary/wages that were not paid due to a contributing leave of
absence, but on which conftributions were paid by the employee. Enter the amount up
to 6-dollar digits, a decimal point, and 2-cent digits. Do not enter the dollar sign or any
punctuation other than the single decimal point.

If you are paying partial salary to the employee during the leave, enter the
actual amount you pay into the BASE field. In the URCC field, enter the
difference between the actual amount you pay the employee and the full,
regular salary the employee would have earned if not on leave. Contributions
must be made on the employee'’s full, regular salary.

EXAMPLE: An employee with a 7.5%-member contribution rate who normally
earns $3,500 per month is earning $2,000 per month while on sabbatical. Enter
2000.00 in the BASE field and 1500.00 in the URCC field. Calculate contributions
based on $3,500 and enter the amount due (262.50) into the CONTRIB field.

OT (Overtime): Enter any compensation paid to the employee over and above the
regular salary for additional hours worked. Do not include any earnings above the IRS
401(a) (17) limitations (See EXSAL for more information). Enter the earnings up to é-
dollar digits, a decimal point, and 2-cent digits. Do not enter the dollar sign or any
punctuation other than the single decimal point.
SUP (Supplemental): Enter any compensation paid to the employee over and above
the regular salary, for additional duties performed. Service time over the employee’s
regular hours associated with the additional duties should also be entered when
entering any Supplemental wages. Enter the earnings up to é6-dollar digits, a decimal
point, and 2-cent digits. Do not enter the dollar sign or any punctuation other than the
single decimal point.
NOTE: Only enter earnings into this field if they are eligible for retirement
contributions.
EXAMPLE: Use this field to enter earnings from a part-time hourly or per diem
position who worked in addition to a salaried position. In this case, enter the
supplemental hours worked in the HRS (Hours) field or the supplemental days
worked in the DAYS field. Include contributions on the Supplemental wages in
the CONTRIB (Contributions) field.
CONTRIB (Contributions): This section does not apply to DC only employees. Their
contributions field will be left blank. Enter the contributions withheld from the
employee’s paycheck based on their DB member contribution rate for the member’s
class. Contributions must be calculated on the combined total amount entered in all
the following fields: BASE, SUP (Supplemental), OT (Overtime), and URCC (Unpaid
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Retirement Covered Compensation). Enter the amount up to é-dollar digits, a decimal
point, and 2-cent digits. Do not enter the dollar sign or any punctuation other than the
single decimal point.
HRS (Hours): Enter the number of hours the school employee worked during the
reporting month. If the employee is on an approved leave of absence, enter the
number of hours the school employee would have worked if the employee was not on
leave.
DAYS: Enter the number of days the school employee worked during the reporting
month. If the employee is on an approved leave of absence, enter the number of days
the school employee would have worked if the employee was not on leave. If reporting
for a salaried employee all days may be reported on the June work report. Terminating
salaried employees require their days to be reported on their final work report.
WNC (Wages No Contributions): Enter the employee’s base salary earned during the
period being reported. This field is used for nonqualified part fime employees,
noncontributing leaves, and uncredited school service reason code adjustments. Do
not include any earnings above the IRS 401(a) (17) limitations (see EXSAL for more
information). Enter the earnings up to é6-dollar digits, a decimal point, and 2-cent digits.
Do not enter the dollar sign or any punctuation other than the single decimal point.
EXAMPLE: If the employee earned $1,233.00, enter: 1233.00.
POS (Purchase of Service): Enter any payroll deductions from the member’s salary to
satisfy a purchase of service debt.
EXSAL (Excess Salary): Enter any compensation more than the IRS 401(a) (17)
limitations. The earnings limitation under 401(a)(17) is an annual limitation on what
PSERS can recognize as retirement-covered compensation. This limitation is set by the
IRS annually and is announced for the calendar year in which such fiscal year begins. If
an employee earns more in a fiscal year than the limit, all salary that exceeds this limit
should be reported in the EXSAL (Excess Salary) field on the employee’s Work Report
Records for the remainder of that fiscal year. No retirement contributions should be
made on this excess salary. Any member who was enrolled prior to July 1, 1996,
regardless of a break in service or membership, is not subject to the compensation limits
set forth by the Internal Revenue Service in IRC Section 401(a)(17).
NRCC (Non-Retirement Covered Compensation): This field is optional. Enter any
unqualified compensation as defined in the Reporting — Retirement Covered
Compensation section of the Policy Employer Reference Manual. If you want to ensure
that all salaries, qualified or unqualified, are mapped to a specific wage field within the
monthly work report, this field gives you the ability to capture the values paid, but not
eligible for retirement contribution deductions. See PSERS Policy Manual for Retirement
Covered Compensation.
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Each Column on imported files with the sort button

The sort may be removed by clicking the “X" in the grey bubble found under Import
Details title.

may be used to sort

in ascending or descending order by clicking on the column header.

Import Details

Sort: First Mame (Ascending)

Header Row Error Correction
Files are accepted into ESS even if there is a corrupted file header row. In this situation
the Import Summary box will show the header row has been Validated with Errors or
Warnings.

At this point, rows included in the file have not been reviewed against the rest of the
system validations. The header must be corrected to continue. If a file is processed with
a Header row error no records will be tfransmitted to PSERS.

To view Header row error, click “File Header” button.

mport Fles / File Header

Import Header

Actions

SeqUENCE el Status

0552500000601 01201 71401

Click “Error/Warnings" to view error.
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Import Detail Error

Foowi Tipe Seq Mo Excepticn Fiter Metsage Aczriute Name
1 Error 1 Import_Emror Employer code does not match record on file

Review error message in window and then “X" out to begin correction.

In order make a change the “Edit” button in the right-hand corner must be selected

Import Files / File Header e -.E
Foa Datais Fis Haazer
roertiesser
Sequence
Actions Number Detail Status Header
Warnings 1 0 i DO0SSI50000080101 20171401
3

A new window will open permitting the Header field correction. Sometimes this field will
have extra blank spaces behind the title that may interfere with the validation process.
These exira spaces should be deleted.

When corrected, click the “Apply” button wait for the system to validate your change.
Once the Header Detail Status shows as “Validated Successful.” click “Save” to save
changes. Employers should wait for the 2nd green message before attempting to make
additional changes to the file.

C\ﬁ Import "Work Report” (497154} Validation action completed. x
— e
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Remember to validate the entire file again after correcting the Header Row Error by

clicking “Validate” in the upper right corner.

Sequ Detail

Header
Num  Status

Validated

Successful

R005045032023000013000015000.00000000000.00000000000.00000000000.00000000000.00000000000.00000000000.00000000000.00101920231301

Import Files / File Header l Validate |
File Header
Import Header

The ESS system will check the specific file records to see if they validate.

Return to File Details to review individual row validations.

Import Files / File Detalls

Import Summary

File Error Correction

It is best to determine which error Correction method is beneficial. If there are only a
few errors the Row-by-Row correction would save time. If there are several errors with
the same error, the filter error correction Method would be optimal. See below for

instructions on each method of correction.

Row-by-Row File Error Correction

To complete error correction(s) row by row, locate the rows containing an error by using

the column sort feature in the Detail Status
column.

111

Import Details

Sort: Detail Status {Deg

Actions

Errors/Warnings Error

Error

Errors/Warnings
2

Errors/Warnings Error

Errds

ending)

Seque
Numb

13

14

16

Detail . 1
Status —

With No 19)
Errors

Walidated

With Ne 18
Erraors

Validated

With No 19)

Erraors




To determine why the row did not validate successfully, click the “Error/Warnings™ in the
Action Column.

Sort: Detail Status {Descending)

Seque|Detail .
Actions Errors - 1 = 1| Delet]
Mumb |Status

Validated
Errors/Warnings }rrc-r 132 With Mo
Errors

I [ r——

A new window will open displaying the error/warning.

Import Errors and Exceptions (for more information, click the "?")

Seq No Type Row Message

13 Error 1 Member Demographic Record File must be sent and processed prior to receiving and processing the Contract Record File

After determining the reason for the validation errors, close the window using the “X" in
the upper right-hand corner of the window.

To begin the correction(s), click the “Edit" action button in the upper right of the Import
Details box.

Import Details

Sort: Detail 5tatus (Descending)

Sex Detail . -
Actions Errors que De :T Delete SSN Last Name First Name Birth Date
Numb Status
Walidated
ErrarsfWarnings Error 13 With Mo 198524123 QLLY Test 11231986
Errars
Walidated
Errors/Warnings Error 14 With No 189237123 SCOTT TEST 11101978

—

The selected row will remain outlined. Proceed to edit the file and make corrections by
using the scroll bar to reach the column(s) where correction is required.
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Import Details Add Row ‘0 X
Sort: Detail Status (Descending)
; =
Actions Errors Seaue Detall = b p e ssh Last Name First Name Birth D
Mumb Status
Validated
: ErmorsiWarnings Error 13 With 198524123 OLLY Test 11231¢
Errars
Validated
! Errors/Warnings Error 14 With 189237123 SCOTT TEST 11101€
Errors
Validated
! Errors/Warnings Error 16 With 193682123 WAR Test 11071¢
Errars
2 ';a"dmfd ‘ 198620123 BATISTA Test 11041¢
uccessru -1
3 :a"da“fd ‘ 160724123 BELICK Test 11111€
uccessru -1
1 ga"da“fd ‘ 177745123 BERESNIEWICZ Test 11161¢
uccesstu ——
Validated
5 alere 172580123 GLAZE Test 11091¢
Successful —
4 »
Cancel Save Apply

If arow needs to be deleted, click the three dots next to the “Error/Warnings” in the
Actions Column to expose the “Delete” button.

Seque
Actlons Errors
Numb §
: ErrorsfWarnings Error 13 [
‘ B
L Delete

rrorsiWarnings Error 14

NOTE: It isimportant to “Apply” after deleting a row to
re-validate the Header Row Detail Count. If validation
does not occur, the Header Row will show with Errors
and the file will not process successfully.

To add a missed row, click “Add Row” in the upper right corner of the edit window.

g

NOTE: It isimportant to “Apply” after adding a row to
re-validate the Header Row Detail Count. If validation
does not occur, the Header Row will show with Errors
and the file will not process successfully.
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Click “Save” when all corrections are completed, or the user must leave the file and

finish corrections later.

11091¢

-

k

Clicking "“Save” will take the user back to
Imports Details.

Camcel [ Save Apply

]

Your selected Sort or Filter will still be applied. To remove the sort or filter click the “X" in

the grey bubble.

Actions

Import Details

Sort: Detail 5tatus (D ESCE"I:I'lg]

Seque Detail . 1

E =
rrors MNumb Status

Filtered Error Correction

It is recommended filtered error correction be used if there are several errors on the file
with the same error type. This allows an employer to research a specific error type all at
once. Click the “Filter” button in the upper right corner of the import details box.

ing

Edit

Wage Wi
Type

AL
Hourly -

W

A filter and sort menu will open. “Errors” followed by error types will be the default
selection. Only errors that occur on this report will be listed.
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Collapse Al *

Filter by

Errors/Warnings ~

Mone
Ariy
Arny Error

Any Bxcepton If you are looking for additional filters, use the

scroll bar. Below is the list of Filter Options.

Arny Informational

ERR- Member Demographic Record File must be
sent and processed prior

. 2 Numb. v v
ERR- Mo valid member contract found for the =quenes Hamber uRec
e
report period/fiscal year Detail Seatus “ o o
ERR- Wage type does not match member contract Deleted? - sup o
ERR- Contribution Rate Must Be different Member SSN v CONTRIB v
ERR- Hours must be greater than zero Member Name v Hours v
Member DOB ~ Days ~
Sequence Number ~
Fiscal Year Ending hd WNC hd
-
Wage Type ~ POS ~
Wark Status v EXSAL v
BASE v MRCC -

Select "Any” to display all Invalid (Errors) or Exception (Warning) messages within the
file. Or select a specific item to show only records with that type of error or warning.

Filters

Followed by the “Apply"” action button. Filter by

Errors/\Warnings ~

Mone
Any
Ay Error

Any Exception

Ay Informational
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The Import Details page will display the filter in a grey bubble letting the user know a
filter is in place.

Import Details

Filter: Errors/Warnings (Any)

Seque Detail Member
Actions Errors Delets Member Name
MNumhb Status S5N
Validated
Errors/Warnings Error 3 With No 160724123 BELICK, TEST

Click “Edit” to begin the correction process and continue with correcting the
errors/warnings as instructed above in the row-by-row instructions.

Import Details

Filter: Errors/\Warnings (Any)

Se Detail Memb Memb W,
Actions Errors Nuqr:; S:atuls Delete Ssilm er Member Name D;: er Fiscal Year Ending T::: Wo
Validated ;E’:
Errors/Warnings Error 3 With Mo 160724123 BELICK, TEST 11111988 2023 Salaried .

List,

Errors
Cor.

Validating and Processing a File

Once all corrections are complete, the file needs to be Validated ensuring the
corrections have eliminated all errors on the file. Validation checks that the records in
the uploaded file are in the correct format and that all necessary information is
included and matches the most recent open active contract for each employee. Any
records that do not pass the validation check should be reviewed and corrected
before the file can be submitted to PSERS.

Click “Validate” in the upper most right corner of the page.

LYNN | LT 8
User Profile  Logout
Import Files / File Details
File Details File Heade!
Import Summary 77
id impart Header Status Rows importad imvalid Rows valid Rows: Rows Deleted Rows Addad Destription
497241 Validated with Errars 18 5 10 ROO1008
Import Details Edit Y
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While the file is validating there will be a red message displayed as a reminder the
system is working and the file cannot be accessed until validation is completed.

Your file is currently being validated. You will be notified when this has been completed. Do not edit the file until the validation is complete.

A green message will appear acknowledging the validation is complete.

& Import "Work Report” (568127) Validation action completed. x*

NOTE: If records were added to or deleted from the report prior to saving, the validation
will stop at the Header Record row for a Detail Record Count error.

Import Summary The detail count within the header record
will need to be corrected as described

Id Import Header Status . . A e N

S Valideted with Errors earlier in this manual. The file will need
validated again so that the detail

Descnipbon

wmkpre port records re-validate.
To process the file and send it to PSERS

locate the three dots beside the Validation button in the upper right corner and click
on the dofts to reveal the “Process” action button.

Import Files / File Header

File Header

Import Header

Sequence i
Number ~ DeralSwms Hacer User Frafile  Logout

Error/Warnings alidates h Erors C001006008000006010120151034
PR
; validat) Process

NOTE: the “Void" action button is also found o
under the three dots. This can only be done
before a file has been approved for submission
to PSERS. The file will show as “Initial” status. Use
“Void” if a file contains too many errors to
correct oris blank and you want to delete it.

Actions

m
=N
N
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A green message will show while file is processing and a second one after the file has
successfully processed.

& Import Header Queued for Processing X

& Import "Work Report” (568127) Process action completed. x

Employers will also notice a red message advising the file has processed and no further
changes including voiding the file may occur.

This file can no longer be edited, since it has been submitted to PSERS.

If changes are required after a file has been submitted a work history adjustment will
need to be processed after this file shows “Released”. See How Are Work History
Adjustments Submitted to PSERS later in this manual.

After successfully processing the file upload, it will appear as “Processed Successfully”
in the Header Status of the Imports Summary box.

Import Header Status
Processed Successfully

When viewing the file on the Imports Page the Header Status Column and Process Flag
column should be reviewed to ensure the file shows “Processed Successfully” and
“Completed”. This indicates your file has been submitted and has no errors.

a T Impurt Histcry

Bl Roster Filzer Import Star Dars (01/22/2023 _ €3

[0 Woark Reports D Description Header Status Process Flag

& Import Files 575165 » Pracessed with Errors Processed with Errors

[G Transactions Processad Succassfully Complatad

Processed with Exceptions Completed

i Forms and Reports
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Uploads showing “Processed with Errors” in both the Header and Process Flag columns
have not been submitted to PSERS. Files will need to be reloaded and errors corrected,
or work history adjustments will need to be completed to have wages and service
reported for employees on this file.

Uploads showing “Processed with Exceptions” in the Header Status indicates an
exception or warning was successfully processed on this file. These exceptions should
be reviewed prior to processing as they are a possible typo or error in reporting.

Uploaded Work Reports and adjustments may also be viewed on the Work Reports
Page.

iu Employer Info

B Documents Work Reports (including Adjustments)

— Nter: Activity Date (07/21/2022 to 07...
.m Posting Date Activity Date Trans # Type Identifier
&% Imnnrt Flec v o7 L

TM2/2025 > 06/01/2023 26626381 WH Report Billing Rpt 2023-06

IE Transactions 05/01/2023 265038358 'WH Report Billing Rpt 2023-0%

O
" O 05/08/2023 2642401 WH Ad]. POS Adjustment
# Forms and Reports
O 05/01/2023 2640224 Wik Ad], POS Adjustment
?
[#es O 04/01/2023 2639619 WH Report Billing Rt 2023-04

It is important for an employer to verify reports have been successfully processed by
viewing the Report Status Column on the Work Reports Page after PSERS has released
files. PSERS releases files midday and overnight. Reports will appear as “Initial”,
“Pending” or “Released"”.

Posting Date Trans # Type Identifier Status Report Status

122812021 > 2476728 WH Adj. Cor Amans 2567 Open
12/28/2021 > 2476657 WH Adj COR Rutledge 0234 FY 2001 Open

1242712021 > 2476664 WH Adj. Cor Lancaster 7262 FY10-13 Closed

12/23/2021 > 2475817 WH Adj SDPADJNOYWR7915RS Open

Reports in “Initial” status have not yet been submitted for processing and may still have
changes or edits completed. Reports in “Pending” status have been submitted for
processing and may no longer have changes or edits made. Reports in “Released”
status have been accepted by PSERS and may no longer be edited or deleted.
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PSERS releases reports midday and overnight.

From time to fime an employer may make a change to a contract record
BEFORE verifying their work report has been released. This will bounce a
work report back into “Initial” status because the work report contract

information no longer matches for that employee. Contact your ESC
Representative for corrective actions.

Can | continue working on my file latere
Yes. If you are working within your file and realize that you can’t complete it during this

sitting be sure to “"Apply” all edits made, “Save”, and “X" out of the import details.

-

3

Cancel [ Save Apply ]
=
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PSERS Monthly Work Report (DB)

Member demographic and contract record changes must be entered and processed
in ESS prior to submitting the PSERS monthly work report. The PSERS Work Report includes
all members, even if an employee is part of Class DC or a part fime employee who has
not yet qualified for membership. However, only the defined benefit (DB) conftributions
are reported alongside the wages on the PSERS work report. For more information on
Defined Contribution (DC) reporting to Voya, please review the Voya PayCloud User
Guide, located on the PSERS website under the Employer tab, in the DC Plan/Voya
Resources section.

Each month employers are required to report all eligible school employees’ wages to
PSERS, including all part-time employees and any Class DC only employees.

Employers may exclude employees who have been approved to waive PSERS
membership, or PSERS retfirees working under one of the six Return to Service exceptions
under the provisions of Act 2004-63. More information on Return to Service can be
found in the Return to Service Exceptions publication found on the PSERS website under
Publications.

All eligible school employees’ retirement-covered compensation is needed for
calculating the blended employer rate, which is calculated across payroll for all
classes, and assists in reconciliation of information reported to Voya for the DC
component of membership classes TG, TH and DC.
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Work reports may be submitted through an upload process or by creating a manual
work report via Employer Self-Service (ESS) by the 10t of each month and then
approved/submitted to PSERS no later than the 20" of the month for the prior month’s
activity. PSERS recommends employers subbmit work reports prior to the due date for
Member (Employee) Contributions and Member (Employee) Purchase of Service
Installment amounts due. When a work report is submitted, PSERS calculates the
amount due charged to the Employer’s PSERS Account. This knowledge will aid with
timely and accurate payment submissions and will enable PSERS to apply the total
billed amounts accurately on the Transactions Page and the monthly Statement of
Account.

How are Work Reports Submitted to PSERS?

All work reports are submitted to PSERS through the ESS system in one of two methods.

1. Manual Report — created through the Work Reports Page by entering work history
data into the ESS system one row at a time. See below for instructions on entering
a Manual Work Report.

2. Upload File — created by employers HR/Payroll system and uploaded through the
Import Files Page. See Importing/Uploading a File found earlier in this manual for
instructions.

Creating a Manual Work Report:
Some employers prefer or need to enter their Work Report Records manually rather

than uploading a file to PSERS. Small employers, who do not have a payroll/HR
software system to create importable files, typically use this option. Creating a manual
work report means manually entering the work records for each member by keying the
data into the system.

From the Work Reports Page

[ 1006 - ABC SCHOOL DISTRICT

Work Reports (including Adjustments)

select the “Manual Work Report” Action button in the upper right corner of the screen.

The Create Manual Work Report window will open.
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Create Manual Work Report X

o [ 2]

Dates Confirmation
Important Note:

‘You are creating a Manual Work Report, not a Work History Adjustment. If you wish to create an Adjustment
instead, press Cancelbelow and dick the "Manual Adjustment” action.

Identifier
Billing Report 4/30/2023

Report Start Date
04/01/2023

Report Stop Date
04/30/2023

Last Report Date
March 2023

Agraement Name

MASTER AGREEMENT

CEHEE m

A Red message identifies the employer is creating a Manual Work Report and not an
Adjustment. The system auto fills the next monthly work report based on the date of the
last processed work report. Click “Next” to view Report Start Date, Report Stop Date,
and the last processed monthly report.

. . . . Create Manual Work Report x
Click “Previous” if this is ?
wrong or “Confirm” to ® o
move forword' Dates Confirmation
Report Start Date
04/01/2023
Report Stop Date
04/30/2023

Last Report Date
03/01/2023

Agreement Name

MASTER AGREEMENT

Cancel | Previous

f
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A green message will populate stating you have created a new Manual Work Report

& You have successfully generated a Manual Work Report %

The new work report will appear on the list of reports on the Work Reports Page and
show a report status of “Initial”. Click on the Posting date of the new report.

Posting Date Activity Date Trans # Type Identifier Statu Report Status
[ 07/21/2023 > | 04/01/2023 2639387 'WH Report Billing Report 4/30/2023 Opel Initial |
> 03/01/2023 2639386 'WH Report Billing Rpt 2023-03 COpen Pending

Work Report Details will open. A red alert message populate to advise you are creating
a manual work report and not an adjustment. This report will be used as the only
Monthly Work Report for this reporting period.

Work Reports / Work Report Details Validate

Work Report Details Work Report Summary Work Repart Transaction Details

Work History Exceptions Count Summary

Validation Type Count #

—
This Is a work report submission, not an adjustment. Please verify that you intend to submit a work report. If not, delete this report and create an adjustment Instead.

Work History Edi ) Y

Wage
Type

Errors SSN Name FY Work Status Base URCC or SUPP CONTI HRS DAYS WNC PO

There are no rows in this report.

Click “Edit” in the Work History box to begin entering data. /

A new window will open, click the three dots in top right corner. Select “Add Member”
to add a row or “Delete Selected” to remove a row

Edit Work History Details l lT X

Errors  Search/SSN Name  Wageindicator ~ WageType  WorkStatus  FY Base URCC ot SUPP  HRS DAYS WNC

Add Member

Add Ten Members

NOTE: EXPORT of a manual work report may also be completed Copy Selecte

through these three dofts by selecting “Export Work History Details” Delete Selects

Export Work History Details
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Do not select *Add Ten Members” unless you have fen members to add. This will cause
errors in your report.

Enter the Social Security number of your employee in the Search/SSN column.

Edit Work History Details

Wage Work
O Errors fearch,-'SSN Ilame g FY Base URCC ot
Type Status

o Il— I - T
Total for All Record\— $0.00 $0.00 $0.00

The search results will pop open a window.

Sort Name SSN Birth Date

(O SAPPHIRE JANE  X(X2000025  10/10/1980

Click the radio dot to add the member. The Name, SSN and Birth Date columns will
populate.

Continue completing each required field until all information to be reported for this
member has been added. The Tab Key may be used to move across the row quickly.
For field descriptions see Work Report Record Fields found later in this manual.

Edit Work History Details

W W
] Erors  Search/SSN Name age age Work Status

FY Base URCC ot SUPP  HRS DAYS WNC POS  CONTRIB EXSAL NRCC
Indicator  Type

SAPPHIRE,

[m] JO-KX-002! @ JANE Yes ~  Hourly~  ACTIVE-ActivelyWorking ~ 2021 $100.00

Total for All Records
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After adding each employee click “Apply”, this will validate all information before
moving on to the next row. Repeat the process to “Add Member” for the next
employee to be reported.

If after hitting Apply, you see an Exclamation Point in a Circle in the Error column, there
is an error on the file that requires correction before moving on to the next row. Click
the Exclamation point to see the error.

Work History Validations

Message Type Error/Exception Message

Error Wage type [HR] does not match member contract [SA]

Error Hours must be greater than zero if wage type is Hourly and either Contribution amount or WNC amount is greater than zero

For more information, click here.

After the error is determined close Work History Validation window and scroll to error
column and correct data.

If there is a triangle with an Exclamation point in the Error column, there is an Exception
or Warning on your record. Click the triangle to view the warning.

Work History Validations

Message Type Error/Exception Message

Warning Verify Days: January - June Work Reports can not report more than 280 days

For more information, click here.

After reviewing the warning, close the Work History Validations window, review data
and determine if information is correct. If correct, the information should remain, if it is
not correct, change the data to the correct information.

126



After each employee has been added and all errors have been corrected it is time to
save the report.

Edit Work History Details H Y

x

Sort: SearcVSSM fhscanding)

[ Erors  Search/SSN & Name WageType  FY Work Status Base URCC or SUPP  CONTRIB  HRS DAYS WNC POS EXSAL NRCC
st GUERRERO,

[m] 00005123 et

o Roooks1zs | DReNENC
i R——
o 00069123 GLAZE, TEST
o KOCXK0123 BATISTATEST  Salrede 2021 ACTVE-AcveyWorkng+ 5100000 552
Tota for All Records $3.00000 5000 5000 5000 5000 0 0 s000 5000 5000 50.00

Click “Save” to leave edit mode and return to Work Report Details

NOTE: If you have records that are marked as “Warnings,” these rows will still process
and be submitted to PSERS. If records are marked as “Errors,” the report will not be
available for processing. All errors must be corrected before the file may be submitted.

Work History Exceptions Count Summary will show all errors and exceptions on file.

Work Reports / Work Report Details Validate
Wark Report Details ork Report Summan,
Work History Exceptions Count Summary
Validation Type Count #
ERR- Hours must be greater than zero Errar
ERR- Wage type does not match member cantract Errar
This is a work report submission, not an adjustment. Please verify that you intend to submit a work report. If not, delete this report and create an adjustment instead.
Work History e ﬁ
Sort URCC {Ascending)
Errors SSN Name ‘\f;‘ﬂpg: FY Work Status Base urcc =zl or SUPP CONTRIB HRS DAYS

If an employer attempts to process a manual work report without correcting errors, they
will see the following message.
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Submit Work Report X

© Errors

» Please fix the error records before submitting the file.

Close

Window should be closed, by clicking “Close” and errors corrected.

If you have any questions regarding any error or warning messages, you can contact
your Employer Service Center Representative.

After completing and correcting all the manual entries, it is a good Idea to validate the
work report for one final error check. Click “Validate” in the upper right corner.

Work Reports / Work Report Details

Work Report Details

Work History Exceptions Count Summary

Validation Type Count #
Work History Edit Y
Wage Work Mem o8
SS5N Name & 24 Base URCC ot SupPP CONTRIB HRS DAYS WNC POS EXSAL NRCC Enroll Dt Contrib

Type Status Class

To process/submit the file click the three dots in the upper right corner above More

SeIeCT “Smeif" WValidate

Submit

Delete

Comments

You will be asked to confirm you are ready to process the manual work report.
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Submit Work Report X

Are you sure you want to submit this report?

Click “Confirm” followed by close when window goes blank. Click “Close”.

Work Report will appear on the Work Reports Page as “Pending” Report Status until
PSERS Releases the report over midday or overnight.

Work Reports (including Adjustments) Manual Wark Report  Manual Adjustment Y
Fikees

Posting Date Trans # Type Identifier Status Report Status

11/18/2021 > 2474406 WH Report Billing Report 11/30/2021 Open Pending

Deleting an Unsubmitted Report
Only Reports showing in “initial” status may be deleted. Reportsin a “Pending” or

“Released” status may not be deleted. If errors are found after submitting a work
report, an adjustment must be completed to correct the error after the original report
has been released.

Delete an “initial” status work report by clicking the three dots beside the Validate
action button.

Validare

Select “Delete” A confirmation window will open.

Delete

C ents
A Confirm s
Are you sure you want to delete?

- I

Click “Yes" a green message will confirm the report’s deletion.

& Report deleted successfully X
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Adding Comments to a Work Report

Comments may be added to a work report either before processing or after the report
has been submitted to PSERS. Comments gives an employer a place to make notes on
a work report or adjustment for future information. For example: making a note that a
certain employee was on LEAVE and had half pay reported in monthly work report and
half through an adjustment due to timing of the reporting might assist in account

reconciliation later.

Adding comments while the report is in Initial status is done by clicking the three dofs

next to Validate.

Select "Comments” type in any notes for future
reference or explanation.

Comments

employee name was on Special Sick Leave for half month, .
reported additional S5LC wages on an adjus:memi

Close

Yalidate

Submit

Delete

Caomments

Click Arrow to post the notes to report.

Once posted, notes may be edited or deleted by clicking “Edit" and “Delete” action

buttons.

Comments (1)

S5LC wages on an adjustment

J21/2022 =7 12.4 Y
[ Edit Delete '

employee name was on Special Sick Leave for half month, reported additional

Close
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Addifional comments may also be added and posted to the report. This feature may
be helpful for employers who have more than one staff member who works on reports.

To add comments for “Pending” or “Released” work reports click “comments” action
button in the top right corner of the report.

Work Reports / Work Report Detalls

Work Report Details

Work History Export Y

Work Report Record Fields

Each Work Report Record contains the following fields:

Social Security Number: Can be edited within the Work Report Record window. If this
information does not match, verify demographic information in ESS with employment
files.

Date of Birth: Can be edited within the Work Report Record window. If this information
does not match, verify demographic information in ESS with employment files.

YEAR (Fiscal Year Ending): A fiscal year starts July 15t and ends June 30, Enter the
ending year of the fiscal year in which the salary and service was earned (not paid).
Enter the fiscal yearin YYYY format, with no spaces, dashes, or other characters.

o If an employee is getting paid for two different fiscal years on one monthly
work report, two records must be submitted. In July, August and
September the work report permits two fiscal year reporting. All other
months will require a work history adjustment be completed for the
second FY reporting.

o Contract seftlements must be reported in the correct fiscal year(s).
Therefore,

» [|f asettlementis for the current fiscal year, you can include it in
your current work report.

» |If the seftlement is for a prior fiscal year(s) and is paid in the
current/different fiscal year, a Work History Adjustment must be
submitted for the correct fiscal year(s) that the contract settlement
applies to so that the correct Employer Share cost is calculated.

Wage Type: Select “Hourly,” “Per Diem,” or “Salary” from the drop-down menu based
on how this position is paid. This information must match the current or most recent
open active contract record for the employee. If not an error of “No Contract Record
on file” will occur.
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Work Status: Select the appropriate Work Status from the drop-down menu. This
information must match the current or most recent open active contract record for the
employee. If not an error of “No Confract Record on file” will occur.

BASE: Enter the employee’s base salary earned during the period being reported. Do
not include any earnings above the IRS 401(a) (17) limitations (see EXSAL for more
information). Enter the earnings up to é6-dollar digits, a decimal point, and 2-cent digits.
Do not enter the dollar sign or any punctuation other than the single decimal point.

EXAMPLE: If the employee earned $1,233.00, enter: 1233.00.
This field must be higher than zero if any of the following is true:

URCC (Unpaid Retirement Covered Compensation): The Unpaid Retirement Covered
Compensation value equals the difference between the member’s contracted salary
and the actual wages paid to the school employee while on a contributing leave of
absence. Enter any salary/wages that were not paid due to a contributing leave of
absence, but on which conftributions were paid by the employee. Enter the amount up
to é-dollar digits, a decimal point, and 2-cent digits. Do not enter the dollar sign or any
punctuation other than the single decimal point.

If you are paying partial salary to the employee during the leave, enter the
actual amount you pay into the BASE field. In the URCC field, enter the
difference between the actual amount you pay the employee and the full,
regular salary the employee would have earned if not on leave. Contributions
must be made on the employee'’s full, regular salary.

EXAMPLE: An employee with a 7.5%-member contribution rate who normally
earns $3,500 per month is earning $2,000 per month while on sabbatical. Enter
2000.00 in the BASE field and 1500.00 in the URCC field. Calculate contributions
based on $3,500 and enter the amount due (262.50) into the CONTRIB field.

OT (Overtime): Enter any compensation paid to the employee over and above the
regular salary for additional hours worked. Do not include any earnings above the IRS
401(a) (17) limitations (See EXSAL for more information). Enter the earnings up to é-
dollar digits, a decimal point, and 2-cent digits. Do not enter the dollar sign or any
punctuation other than the single decimal point.

SUP (Supplemental): Enter any compensation paid to the employee over and above
the regular salary, for additional duties performed. Service time over the employee’s
regular hours associated with the additional duties should also be entered when
entering any Supplemental wages. Enter the earnings up to é6-dollar digits, a decimal
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point, and 2-cent digits. Do not enter the dollar sign or any punctuation other than the
single decimal point.
NOTE: Only enter earnings into this field if they are eligible for retirement
contributions.
EXAMPLE: Use this field to enter earnings from a part-time hourly or per diem
position who worked in addition to a salaried position. In this case, enter the
supplemental hours worked in the HRS (Hours) field or the supplemental days
worked in the DAYS field. Include contributions on the Supplemental wages in
the CONTRIB (Contributions) field.
CONTRIB (Contributions): This section does not apply to DC only employees. Their
contributions field will be left blank. Enter the contributions withheld from the
employee’s paycheck based on their DB member contribution rate for the member’s
class. Contributions must be calculated on the combined total amount entered in all
the following fields: BASE, SUP (Supplemental), OT (Overtime), and URCC (Unpaid
Retirement Covered Compensation). Enter the amount up to é6-dollar digits, a decimal
point, and 2-cent digits. Do not enter the dollar sign or any punctuation other than the
single decimal point.
HRS (Hours): Enter the number of hours the school employee worked during the
reporting month. If the employee is on an approved leave of absence, enter the
number of hours the school employee would have worked if the employee was not on
leave.
DAYS: Enter the number of days the school employee worked during the reporting
month. If the employee is on an approved leave of absence, enter the number of days
the school employee would have worked if the employee was not on leave. If reporting
for a salaried employee all days may be reported on the June work report. Terminating
salaried employees require their days to be reported on their final work report.
WNC (Wages No Contributions): Enter the employee’s base salary earned during the
period being reported. This field is used for nonqualified part fime employees,
noncontributing leaves, and uncredited school service reason code adjustments. Do
not include any earnings above the IRS 401(a) (17) limitations (see EXSAL for more
information). Enter the earnings up to é-dollar digits, a decimal point, and 2-cent digits.
Do not enter the dollar sign or any punctuation other than the single decimal point.
EXAMPLE: If the employee earned $1,233.00, enter: 1233.00.
POS (Purchase of Service): Enter any payroll deductions from the member’s salary to
satisfy a purchase of service debt.
EXSAL (Excess Salary): Enter any compensation more than the IRS 401(a) (17)
limitations. The earnings limitation under 401(a)(17) is an annual limitation on what
PSERS can recognize as retirement-covered compensation. This limitation is set by the
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IRS annually and is announced for the calendar year in which such fiscal year begins. If
an employee earns more in a fiscal year than the limit, all salary that exceeds this limit
should be reported in the EXSAL (Excess Salary) field on the employee’s Work Report
Records for the remainder of that fiscal year. No retirement contributions should be
made on this excess salary. Any member who was enrolled prior to July 1, 1996,
regardless of a break in service or membership, is not subject to the compensation limits
set forth by the Internal Revenue Service in IRC Section 401(a)(17).

NRCC (Non-Retirement Covered Compensation): This field is optional. Enter any
unqualified compensation as defined in the Reporting — Retirement Covered
Compensation section of the Policy Employer Reference Manual. If you want to ensure
that all salaries, qualified or unqualified, are mapped to a specific wage field within the
monthly work report, this field gives you the ability to capture the values paid, but not
eligible for retirement contribution deductions. See PSERS Policy Manual for Retirement
Covered Compensation.

Uploading a Work Report File
To upload the monthly report file generated by an employer HR/Payroll software, see
instructions under Importing/Uploading a File found earlier in this manual.

If employers would like to submit work reports using an Excel template to create an
unloadable file, contact your ESC Representative for a template.

Process files only after all necessary changes have been made because once a file is
processed, it cannot be deleted or changed.

In an emergency, employers can contact their Employer Service Center Representative
and request a file that was approved but is still in a “Pending” status be deleted. This is
only possible on the same day that the file is approved and if the file has not been
released. Once the file status is “Released”, no one can delete it.

If an employer approves/submits a file with errors, those records with errors will NOT be
posted to the system. Employers must create a work report adjustment file with the
corrected information.

Delays in reporting/paying Member (Employee) Contributions may cause employers to be
charged delinquency interest. If employers are late reporting or making payments, PSERS
may apply a delinquency interest charge to employer’s PSERS account for both the
employer’s and the employee’s portion of the contributions. The delinquency interest is
prorated for the number of days the payment was late.
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Exporting a Work Report

Work Reports may be exported into Excel while in “Initial” status or after they are

submitted and in “Pending” o

Reports Page of ESS.

r “Released” status. This is preformed from the Work

Exporting a file to excel is useful when making several error corrections or to maintain a
paper copy of reporting for future reference.

Exporting a work report while it is in “initial” status is done through the Work History
details tab in the Work History box. Under the three dots above “*More” is the “Export”

action button.

Work History Exceptions Count Summary

Validation

Work History

Errors SSN Name

This is a work report submission, not an adjustment. Please verify that you intend to submit a work report. If not, delete this report and create an adjustment instead.

Type Count #

Wage | by | Workstatus Base | URCC | OT | SUPP | CONTRIB | HRS
Type

K FAQs
Work His

M Contact Us

B3 work History Detai..csv - A

The file will pop up on the bottom left of the screen in
CSV format. If changes and formatting is added to the
file, employers will want to do a “Save As” to save the file
in Excel rather than CSV.

Exporting a work report that has been submitted is completed from the Work Reports

Details Tab Work History box.
corner of the screen.

As shown above the file will appear in the lower left-hand

Work Reports / Work Report Details

Comments

Work History

Export
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Work History Adjustments

Use Work History Adjustments when a correction is needed to an employee’s wages,
contributions, service time, or Member Purchase of Service Installment payments.
Submit the Work History Adjustment Record as soon as the incorrect information in
reporting is discovered. Reporting submitted must be reconciled between PSERS, the
district payroll and reporting to the Third-Party Administrator of the Defined Contribution
component. In other words, the wage, contribution, and service time totals must match
in all systems for reporting fime periods.

PSERS always requires that contributions be withheld on all qualifying wages (including
salary that had not been previously reported to the system nor had conftributions
withheld). The additional wages and contributions associated with the correction may
not result in the member receiving additional service credit unless the service had not
been reported and/or the member has not already been credited with the maximum
of 1.00 for the fiscal year.

If the Reason Code UNCRDT (Uncredited school service) is used, PSERS will not process
the correction if the qualifying wage amount is less than or equal to $15 and if less than
0.01 additional service would be credited for the year.
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When completing an adjustment, employers must report the difference between what
was reported erroneously and what should have been reported. The employer will be
responsible for collecting or refunding any member contributions associated with the
salary correction for a member whether PSERS or the employer makes the required
correction to previously reported retirement-covered compensation.

NOTE: If the employer cannot collect or refund the contributions, contact PSERS
immediately fo determine the best plan of action.

EXAMPLE: Employer submitted a Work Report for January that listed an employee’s
salary as $1,000, but the employee really earned $1,700. Correct this by submitting a
Work History Adjustment with the BASE field set to $700, so the net amount in the
employee’s account will be $1,700. Always include the corresponding member
conftributions for the salary. Adjustments reflect amounts reported for a school year and
not for a specific month.

A description of each of the adjustment fields is described in Work History Adjustment
Record Fields later in this manual.

When to Submit a Work History Adjustment

Submit a Work History Adjustment if any of the following occurs:

e Aretroactive lump sum adjustment needs to be made for an employee.

e An error was made in a previous report to PSERS, and this error cannot be
corrected through employer payroll system in the same fiscal year the error
occurred.

e An error was made in reporting an employee’s information in a previous fiscal
year.

e An employee’'s Member Purchase of Service Installment was reported incorrectly
in a previous report.

e An employee’s service time (days and/or hours) was reported incorrectly in a
previous report.

e Arbitration is settled or court award settlement completed.

e A Work Report record was invalid for a member at the time of approval.

¢ NRCC was improperly reported as wages.

How Are Work History Adjustments Submitted to PSERS?
All Work History Adjustment Records are submitted to PSERS through the online system.

When an employer discovers an error that needs to be corrected, they can choose to
create Work History Adjustment Records manually or by importing a formatted file from
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their payroll/HR software system. There are two ways to submit adjustments to PSERS
using the PSERS ESS online System:

1. Manual Report - created in the Work Report Page by entering employee
information info the system one row at a fime. See below for instructions on a
manual report,

2. File Upload - imported on the Import Files Page by uploading a file that was
exported from your payroll/HR software system. See Importing/Uploading a
File earlier in this manual.

Create Manual Work History Adjustment
If employers need to submit a Work History Adjustment Record for one employee or only

a few employees, they may prefer to enter these adjustments directly online rather than
uploading a file to PSERS. This section describes how to create a manual work history
adjustment.

From the Work Reports Page

< PSERS

A Home Your ESC Representative: WADLEY, LYNN

i Employer Info

Work Reports (including Adjustments)

Posting Date Trans # Type Identifier Status Report Status

12/01/2021 > 2419330 WH Adj. ADJUSTMENT #1 Open Released

11/28/2021 > 2419325 WH Report Billing Report 12/31/2021 Open Initial

11/18/2021 > 2414406 WH Report Billing Report 11/30/2021 Open Released

Select the “Manual Adjustment” action button in the upper right corner.
The Create Manual Work History Adjustment window will open.

Enter a description of the Adjustment in the Identifier field. If the employer does not
change the description the default description will remain. The description should
clearly reflect why the adjustment was created (this description will appear on the
monthly Employer Statement of Accounts and the Transaction Page).

EXAMPLE: Jane Elk had two lines with the same wage type on the October Work
Report, one line became invalid when the Work Report was processed. The description
could be: “Adj ElkJane”
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After entering your description
in the Identfifier Field, click
“Next".

Create Manual Work History Adjustment

WHA Dates

You are creating a Manual Work History Adjustment.

Review your adjustment [

Billing Report 7/21/2023}

Start Date
07/21/2023

_

description/ldentifier.

Create Manual Work History Adjustment

'WHA Dates Confirmati
Identifier
Adjustment

Start Date
1273072021

Stop Bate
12/30/2021

Agreement Name

MASTER AGREEMENT

Cancel

Stop Date
07/21/2023

Agreement Name

MASTER AGREEMENT

Cancel

Next

Click “Confirm"

Green alert messages will confirm your adjustment has been created on the Work

Reports Page.

& You have successfully generated a Manual Work History Adjustment X

@ Generation Process Completed.1 of 1 reports generated. X

The newly created adjustment will appear on the Work Reports Page
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#A Home Your ESC Representative: Tapia-Ortiz, Daniel

i Employer Info
B Documents Work Reports (including Adjustments)
B Roster

[ Work Reports

Manual Work Report  Manual Adjustment ‘0 @
Fnes

Filter: Activity Date (07/21/2022 to 07.

m]

Posting Date Aclivity Date Trans # Type Identifier

Status Report Status
& Import Files 0O  o721/2023 > 07j§1/2023 2639391 WH Adj. adjustment Open Initial
Click on the Posting date to open adjustment.
Work Reports / Work Report Details Validate

Work Report Details ~ Worl rtSummary  Work Report Tra

Waork History Exceptions Count Summary

Validation

Type Count #
No data found
Work History "
Payroll
SSN  Name Reason 2 Contrb . recteq  WeEe Work  pie URCC OT SUPP CONTRB HRS DAYS WNC FOS EXSAL  NRCC
Indicator ~ Withheld * Type Status

To begin entering data into the adjustment, click “Edit” in the Work History box upper
right corner. A new window will open.

Edit Work History Details M

Payroll

W Contrib
&e on! Corrected
In

Indicator Withheld

Wage Work

FY Base URCC ot SUPP | CONTRIE
Type Status

Errors Search/SSN Name Reason

Cancel  Apply  Save

b275eaT6tbarguniti.. O & 1 N &

Click the three dofts in the upper right o gl
corner then select “Add Member.” e

Delete Selected

Export Work History Details III
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Under the Search/SSN column enter the social security number of the first member to
be reported on the adjustment.

Edit Work History Details ,Y x

Payroll
w. Contrib W Work
jage ont o oge o

O e Search/sSN ame | Reason L\ icator  withheld b Type Status

Base URCC or SUPP | CONTI

]

‘EI I 172589123 I - - ~ deve B

Total for. Ike(ards ' $0.00 5000 $0.00 $0.00

1 v

Cancsl  Apply  Save

The match for the social security number will appear in a pop-up window.

Click on the radio dot to
add the member to the
adjustment. The
member’'s name and
social security number
will auto populate. T o i

) }A.‘."“C‘ ¢»<x-o':-n|

Edit Work History Details

The next seven fields are required fields.

O = Search/SSN  Na Reaso wage Contrio Payrall . . . .
- - " mdcor wimes  comezes|  The first required field is Reason. The most
O woocestz CHAZE common reason code is “Payroll Correction.”
—_— TEST _
Court Award —— See Work History Adjustment Record Fields
Total for All Records Late

_ later in this manual to ensure correct reason is
Lump Sum/Retro Pay Adjustment
Missing Cantract Record enfered .

POS Correction
Payroll Correction

Senvice Adjustment

Using the Drop down select the appropriate
reason code.
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Wage Indicator is the second required field. Use the Drop-down menu to select “Yes” or
“No" indicating if wages are being reported in this adjustment.

Wage
Indicator

[l Errors Search/S5N Name Reafon

GLATE,
_¥X-0123 -
(] HO-KX-012 TeeT

Total for All Records

The third required field is Contrib Withheld. This indicates if contributions were withheld
for the reporting on the adjustment.

|
Reason Wage Cantrib
Indicator Withheld |
Payroll Correction = Yes

The fourth required field is Payroll Corrected In field.

Wage Contrib zayroll d Wage
indicator ~ Withheld 0" oo Type R _ _
n This field is only required for members in class TG,
i Yes v Yes - a v TH and DC.
luly 2023~ “ > | The date may be entered manually without
’ dashes (12012021)
2 3 4 [ 7 & Or
’ # = ® | click on the calendar to enter the date.
3 718 3 20 ;’_‘\ L_k
e e e oo See descriptions later in the manual to determine
- what datfe should be entered in this field.

The fifth required field is Wage Type.
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Payroll
Contrib Wage
Withheld Icnnrrected Type
Using the drop-down menu select the wage
Yes - o7212023 @ — type that matches the employee’s open
_} contract record for the time the wages or
service in the adjustment were earned or
Hourly worked.
Per Diem
Salaried
The sixth required field is FY.
Payroll
Type in the four-digit fiscal year the Corrected Wage Fy
wages or service fime should be In Type

credited. This should be the

wages and/or service were earned or

worked not when paid.

fime the

~  07/21/2023 [§) Salaried ~ ||

Wage FY Work Status Basi
Type

Salaried « ACTIVE - Actively Working «

The seventh required field is Work Status. Using the drop-

down menu select the Work Status that

ACTIVE - Actively Working

ACTIVW - Waiver Request

DECESD - Deceased

LEAVEN - Any Other Leave Not Listed

NOWORK - No Work

TRMNTN - Termination

EXCHGC - Exchange Teacher Contributing Leave
EXCHGN - Exchange Teacher Non-Contributing Leave SfoUS IS NOW.

SABTLC - Sabbatical Contributing Leave

S5LSSC - Spec Sick Leave, School Sponsered (Contrib)
55LS5N - Spec Sick Leave, School Sponsored (Non-Contrib)
SSLWCC - Spec Sick Leave, Worker's Compen (Contrib)
SS5LWCN - Spec Sick Leave, Worker's Comp (Non-Contrib)
STUDYC - Professional Study Contributing Leave

STUDYN - Professional Study Non-Contributing Leave

UNIONC - Collective Bargaining Unit Contributing Leave

WKCMPN - Worker's Compensation Non-Contributing Leave

matches the time frame for when the
adjustment is being made. Remember

ACTMLC - Activated Military Contributing Leave wages and/or service is being adjusted for a
ACTMLN - Activated Military Non-Contributing Leave ﬁme when the member was GCﬁV9|y

employed not what the employee’s work

(Non-Contributing)
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The remaining fields are all optional depending on what is being adjusted on the
employee’s account. The entries should reflect the difference of what was reported
versus what was reported already.

Base URCC ar SUPP CONTRIB ~ | HRS DAYS WNC POs EXSAL NRCC

Once dall fields have been completed. Click “Apply” to validate the row before moving
on fo the next member.

Edit Work History Details H
voe

Sort: Work Status (Descending) €3

:a:: FY Work Status =T Base URCC ot SUPP - | CONTRIB | HRS DAYS WNC POS EXSAL NRCC

Seleried ~ 2023 ACTIVE - Actively Working ~  $1,000.00 $62.50 Joo

$1,000.00 $0.00 $0.00 $0.00 $62.50 0 5.00 $0.00 $0.00 $0.00 $0.00

‘ 5
Canl Apply Ive

J
If the record contains an error or warning an alert will show under the Errors column at

the beginning of the row.

A triangle Warning/Exception should be reviewed to ensure the adjustment is reporting
correctly before approving and submitting the adjustment.

A To view the warning/exception click on the triangle.

A Work History Adjustment
validation window will open.

Work History Validations

Message Type Error/Exception Message

Review the reason for the

Warning Contribution rate should be 6.25%

warning, close the window E eceFiarmsleg it
and verify the data entered.
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If it needs changed, make corrections. if not, the record will process even though @
warning alert is present.

A circle hard stop Error will require a correction before the adjustment may be
processed.

n To review the reason for the error, click on the circle.

A Work History Adjustment validation window will open.

Review the reason for the error,
close the Work History Validation
window and make the
corrections accordingly.
Continue the process until all
members needing corrections
have been entered.

Work History Validations.

Message Type Error/Exception Message

Error Duplicate record on fiscal year

For more information, click here.

Records may be deleted by highlighting the record and marking the box in the
beginning of the record. Select the three dots over More and then elect “Delete
Selected.”

Edit Work History Details T ox
Filers.
Add Member
Wage Contrib Payroll Wage Work
f Errors  Search/SSN Name | Reason & Corrected 2 FY Base urcc Add Ten Members
Indicator Withheld Type Status
In Copy Selected
GLAZE,
(] HNXG123 @ o7 Payroll Correction »  Yes v Yes ~ 07/21/2023 [¥) Saleried v 2023 ACTIVE~  $1,000.00 Delece Selecred
etails|
BELICK,
A WHHA-A123 @ TesT " Payroll Correction + No * Ne v 07/21/2023 m Salaried + 2023 ACTIVE = $1,000.00
Total for All Records $2,000.00 $0.00 $0.00

Ll 3

Cancel Apply  Save
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A confirmation window will appear.

A Confirm

Are you sure you want to delete?

Click "Yes" or “No" accordingly.

When all corrections and edits have been completed click “Save”

Totalfor All Records

5300000 5000 5000 5000

Edit Work History Details x
SSSSSSSSSS P
O Erors  SearchySSN 4 Name WageType  FY Work Status Base URCC or SUPP  CONTRB  HRS DAY WNC 3 BAL NRCC
o oz SEE
o 006069123 GLAZE, TEST Salaried ~
[m] RKKX0123 BATISTATEST  Salaried ~

save

The editing window will close, and screen will return to the Work Report Details. Any

Warning/Exceptions and Errors will show in the Validation box.

‘Work Reports / Work Report Details

Work Report Details ~ Work Report Summa Work Report Transaction Details

Work History Exceptions Count Summary

Validation
houlc be Amoun:
Work History
Wage Contrib
Erors | SSN Name Reason !y icator  withheld
Payrol
A 00004123 @ BELICK, TEST e om0 Ne

Correction

Total for All Records

“

Payroll
Corrected
in

Wage

FY ‘Work Status
Type

07212022 Salaried 2023 ACTIVE

Validate
Count#
f
: Y
Finar
Base URCC
$1,000.00
$1,00000  $0.00
»

If warnings are acceptable, click “Validate” to do one final validation before submitting

the adjustment.

Click “Confirm” to continue validation process.
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Are you sure, you want to validate this repart?




Wait for the successful validation message before attempting to do anything further
with the adjustment.

& Reportvalidated successully X

Once report has been validated successfully, and no
other errors need addressed, approve by Submitting the
report.

Click the three dots beside "Validate" to reveal the “Submit” action.

Submit Work Report x

Are you sure, you want to submic this report?

Click “Confirm"” to continue.

Submit Work Report l x l

Click “Close” to complete processing and return
to Work Reports Page

Work Reports (including Adjustments) Manual Wark Report  Manual Adjustment _T @

Posting Date Trans # Type Identifier Status Report Status

12/30/2021 > 2420089 WH Adj. Adjustment Open I Pending l

The adjustment will now show as “Pending” status.
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To add comments to an adjustment see Adding Comments on a Work Report earlier in
this manual, the process is the same.

Exporting a Work History Adjustment Report
Work History Adjustments may be exported from the Work Reports Page. Select the

adjustment for Export from the Work History Details Tab select “Export” found in the Work
History box.

Expaor _T

W, Contrib ol W Work
age ontr Corrected age FY or Base URCC oT SUPP CONTRIB HRS DAY

Indicator Withheld In Type Status

Edit Y
) If the adjustment is still in “initial” status the Export
Export action button will be found under the three dofts
13 LR}
Base - | URCC | OT over "More

The exported adjustment will appear at bottom left of screen, click to open export.

JOOCHH-7547 ®

@ Work History Detai..csv = A

v J

Work History Adjustment Record Fields

Work History Adjustment Records contain the same fields as Work Report Records, with
the addition of four fields (the Reason Code, Wage Indicator, Contributions Withheld
Indicator and Payroll Corrected in), but these fields are used in a slightly different way.
When employers make an adjustment to correct original information reported,
employers must ensure the Fiscal Year, Wage Type, and Contribution Rate are identical
to the original Work Report transaction being corrected. Like transactions may be
consolidated to one adjustment when all original values match; otherwise create an
adjustment for each unique combination.

Work History Adjustment fields are described below:
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Reason Code: Use the drop-down menu to select the reason the adjustment is
necessary. The Reason Code names in parenthesis are found in manual adjustment
files and may differ slightly from adjustments created by payroll/HR software system.
If there are several reasons for making this adjustment, select the most important
reason as indicated in the Reason Codes below:
NOTE: The names in parenthesis are used when making manual adjustments.
SALARY (Payroll Correction): Use this code if you are correcting any
salary/wages and associated contributions that were previously reported to
PSERS incorrectly. Service units (days/hours) and purchase of service installment
payments may also be corrected in the same Work History Adjustment Record.
NOTE: If only service units or purchase of service installment payments need
corrected, use the more appropriate Reason Code defined below.
CNTRCT (Missing Member Contract Record): Use this code if submitting a Work
Report Record that was rejected on the monthly Work Report because the
employee did not have a corresponding Member Contract Record. Submit the
correct Member Contract Record first and then submit the employee’s work
information on the next monthly Work Report or in a Work History Adjustment
Record.
LMPSUM (Lump Sum / Retro Pay Adjustment): Use this code if the employee
receives a non-court awarded adjustment, such as a contract settlement, that
needs to be applied to a prior fiscal year or cannot be reported in a Work Report
Record for some other reason.
NOTE: If the non-court awarded adjustment spans fiscal years and/or
conftribution periods, then submit a Work History Adjustment Record for each
fiscal year with the corresponding salary and service reported in each.
SVCADJ (Service Adjustment): Use this code if correcting service units
(days/hours) that were previously reported to PSERS for this employee. This may
be used to adjust hours, days, or both. If correcting service units reported with
wages reported in the Wages No Contribution (WNC) field, include $0.01 in the
WNC field (this will associate the service unit correction with the original WNC,
and service units reported). If the $0.01in the WNC field is forgotten, the service
units correction will not fix the account as intended.
NOTE: If this adjustment includes both a change to service units and a change
to salary, use the SALARY code rather than the SVCADJ code.
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Reminder: Service corrections for the 2003/2004
school year and prior must be submitted by

using the appropriate adjustment form

LATRPT (Late Report): Use this code if reporting an employee’s wages/salary and
contributions (if any) after the monthly Work Report in which this should have
been reported has been submitted. This code is only used when reporfing
information late for an existing employee. If a qualified employee was never
entered as a member or reported to PSERS, use the “"UNCRDT” code to report this
employee’s salary, contributions, and service units.

All other codes supersede the “LATRPT” code so “LATRPT” should only be used
when no other Reason Code applies.

MEMPOS (Member Purchase of Service Installments Correction): Use this code if
correcting Member Purchase of Service Installments information that was
previously reported to PSERS incorrectly or did not report to PSERS when they
should have been reported.

UNCRDT (Uncredited School Service): Use this code if, due to an administrative
error, member conftributions were not withheld from a qualified member.

NOTE: If retirement confributions were withheld from the employee, use the
Reason Code “SALARY" instead of “UNCRDT”. The Reason Code “"UNCRDT" is
used to create the bill for both the school employee and the employer. The
charges will not be directly applied to the PSERS Employer Account at the time
the Work History Adjustment is approved. If the Reason Code “SALARY" is used
both the employee’s and the employer’s retirement contribution charges will be
immediately applied to PSERS accounts accordingly.

NOTE: If the Reason Code “UNCRDT" is used, PSERS will not process this correction
if the qualifying salary amount is less than or equal to $15 and if less than 0.01
additional service would be credited for the year.

CAWARD (Court Award): Use this code if reporting the results of an arbitration
relating to a rate grievance, improper termination, etc. PSERS must review the
court award/order before releasing any credit or debit to the employer and/or
the employee account. Before submifting the Court Award adjustment to PSERS,
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send the award/order documentation to PSERS Employer Service Center
attention the Regional Representative for employer’s region.

If the court award spans fiscal years and/or contribution periods, submit a Work
History Adjustment Record for each fiscal year with the corresponding salary and
service reported for each fiscal year included in the settlement.

o Report the total amount representing only the employee's reinstated full
confract salary even though the amount of the award may have
included interest or punitive damages. Do not report any of these other
awarded claims.

o Interest payments received as part of the award are NOT subject to
retirement deductions. Report these in the NRCC (Non-Retirement-
Covered Compensation) field of the employee’s Work History Adjustment
Record.

o Retirement contributions must be withheld on the gross contract salary
awarded amount, not the net salary received by the employee. If an
award amount is reduced because of other outside income, employer
and employee must still pay contributions on the full award amount.

Wage Indicator: This indicates if the salary/wages in this Work History Adjustment
Record were paid during the fiscal year in which they were earned.
Yes: Select “Yes” if the salary/wages were earned and paid in the
adjustment fiscal year.
No: Select “No” if the salary/wages were earned in a prior fiscal year but
were paid in the current fiscal year (when the mistake was discovered).
NOTE: This field can only be left blank if Reason Code is set to “SVCADJ" or
“MEMPOS."”
Contributions Withheld: This indicates whether contributions were withheld from the
salary/wages at the time they were paid to the employee.
Yes: Select “Yes” if contributions were withheld when the salary/wages
were paid whether that was in a past fiscal year or in the current fiscal
year.
No: Select “No” if contributions were not withheld from the salary/wages
when they were paid to the employee.
NOTE: This field can only be left blank if Reason Code is set to “SVCADJ" or
“MEMPOS."”
Wage Type: Select “Hourly,” “Per Diem” or “Salary” from the drop-down menu. If
wages were originally reported under multiple Wage Types, then the Work History
Adjustment to correct the information must be done with multiple transactions (i.e., one
adjustment for each Wage Type). Do not leave this field blank.
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If the Reason Code is set to “"UNCRDT”, Wage Type should match the employee’s
current Wage Type as set in the employee’s Member Contract Record.
If Reason Code is anything other than “UNCRDT"”, Wage Type should match the
Wage Type that was in effect during the period being adjusted.
Payroll Corrected In: The date in this field represents when the information was
corrected with Voya. Forinstance, an employee was actually paid on 9/27, but in
uploading the file to Voya it is realized there is no participant account created. Voya
will now receive this information in the 10/4 pay cycle. The Payroll Corrected In field in
WHA should be 10/4.
Work Status: Use the drop-down menu to select the Work Status for the employee
during the period being adjusted. Do not leave this field blank.
If the Reason Code is sef to “UNCRDT"”, Work Status should match the employee’s
current Work Status as set in the employee’s Member Contract Record. If this
Work Status is not ACTIVE, contact PSERS for assistance.
If Reason Code is anything other than "UNCRDT”, Work Status should match the
Work Status that was in effect during the fime being adjusted.
YEAR (Fiscal Year Ending): Enter the ending year of the fiscal year in which the salary
and service were earned (when the work was performed, or the leave of absence took
place). Enter the yearin YYYY format, with no spaces, dashes, or other characters. This
field cannot be left blank.
EXAMPLE: For the 2021-2022 fiscal year, enter 2022.
If employer reported the initial information with the wrong fiscal year, correct this
by submitting an Adjustment Record that subtracts all reported information from
the year it was erroneously reported in, and then submit a second Adjustment
Record that adds the same information to the correct fiscal year.
BASE: Enter the difference between what was originally reported as the employee’s
base salary and what should have been reported. This amount can be positive or
negative. Enter the amount as a minus sign (if needed), 6-dollar digits, a decimal poinft,
and 2 cents digits. Do not enter the dollar sign or any punctuation other than the minus
sign and a single decimal point. Leave this field blank or enter 0000000.00 if BASE does
not need to be corrected. Leading zeroes are not required for any field in a manual
adjustment file.
EXAMPLE #1: If an employee was reported as earning $1,233.00 less than she
earned, enter 1233.00 to add this amount to her earnings for the fiscal year.
EXAMPLE #2: If an employee was reported as earning $1,500 more than she
earned, enter -1500.00 to subtract these earnings.
The fotal amount of the BASE, OT, SUP, and URCC fields for the fiscal year, after
adjustments, cannot exceed the IRS 401(a)(17) limitations. See the EXSAL field.
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URCC (Unpaid Retirement Covered Compensation): Enter the difference between
what was originally reported as the employee’s URCC and what should have been
reported. This amount can be positive or negative. Enter the amount as a minus sign (if
needed), 6-dollar digits, a decimal point, and 2 cents digits. Do not enter the dollar sign
or any punctuation other than the minus sign and a single decimal point. Leave this
field blank or enter 0000000.00 if URCC does not need to be corrected.
The total amount of the BASE, OT, SUP, and URCC fields for the fiscal year, after
adjustments, cannot exceed the IRS 401(a)(17) limitations. See the EXSAL field.
OT (Overtime): Enter the difference between what was originally reported as the
employee’s OT and what should have been reported. This amount can be positive or
negative. Enter the amount as a minus sign (if needed), é-dollar digits, a decimal point,
and 2 cents digits. Do not enter the dollar sign or any punctuation other than the minus
sign and a single decimal point. Leave this field blank or enter 0000000.00 if OT does
not need to be corrected.
The total amount of the BASE, OT, SUP, and URCC fields for the fiscal year, after
adjustments, cannot exceed the IRS 401(a)(17) limitations. See the EXSAL field.
SUP (Supplemental): Enter the difference between what was originally reported as the
employee’s SUP and what should have been reported. This amount can be positive or
negative. Enter the amount as a minus sign (if needed), é-dollar digits, a decimal point,
and 2 cents digits. Do not enter the dollar sign or any punctuation other than the minus
sign and a single decimal point. Leave this field blank or enter 0000000.00 if SUP does
not need to be corrected.
The total amount of the BASE, OT, SUP, and URCC fields for the fiscal year, after
adjustments, cannot exceed the IRS 401(a)(17) limitations. See the EXSAL field.
CONTRIB (Contributions): If adjusting an employee’s salary, adjust the contributions
appropriately. A positive or negative amount must be entered as é6-dollar digits, a
decimal point, and 2 cents digits. Do not enter the dollar sign or any punctuation other
than the minus sign and a single decimal point. Leave this field blank or enter
0000000.00 if the Contributions do not need to be corrected.
The CONTRIB field must be adjusted if any of the following is true:
v' BASE is not zero.
v" SUP (Supplemental) is not zero.
v OT (Overtime) is not zero.
v URCC (Unpaid Retirement Covered Compensation) is not zero.
Do not adjust an employee’s contributions unless also adjusting salary. If an
employer withheld contributions from an employee’s paycheck at an incorrect
rate, remember PSERS requires correct conftributions be reported and will display
an error message if an incorrect amount is entered on a work report.
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HRS (Hours): Enter the difference between what was originally reported as the
employee’s hours of service time and what should have been reported. This amount
can be positive or negative. Enter the amount as a minus sign (if needed) and 4-hour
digits. Hours must be rounded up or down. Do not enter any punctuation other than
the minus sign. Leave this field blank or enter 00000 if the hours do not need to be
corrected.
Only enter hours that count as Service Time (service earned, service that may
qualify later, or service that can be purchased).
NOTE: If you are correcting hours originally reported with wages reported in the
Wages No Contribution (WNC) field, adjustment must include $0.01 in the WNC
field (this will associate the service unit correction with the original WNC, and
service units reported). If the WNC $0.01is forgotten, the service units correction
will not fix the account as intended.
DAYS: Enter the difference between what was originally reported as the employee’s
days of service time and what should have been reported. This amount can be positive
or negative. Enter the days as a minus sign (if needed), 3-day digits, a decimal point,
and two partial-day digits. Do not enter any punctuation other than the minus sign.
Leave this field blank or enter 0000.00 if the days do not need to be corrected.
EXAMPLE: Enter 19.50 for a per diem employee who worked 19 2 days more
during the fiscal year than originally reported.
Only enter days that count as Service Time (service earned, service that may
qualify later, or service that can be purchased).
NOTE: If you are correcting days originally reported with wages reported in the
Wages No Contribution (WNC) field, you must include $0.01 in the WNC field (this
will associate the service unit correction with the original WNC, and service units
reported). If you forget to include the WNC $0.01, the service units correction will
not fix the account as intended.
WNC (Wages No Contribution): Enter the difference between what was originally
reported as the employee’s WNC and what should have been reported. This amount
can be positive or negative. Enter the amount as a minus sign (if needed), é6-dollar
digits, a decimal point, and 2 cents digits. Do not enter the dollar sign or any
punctuation other than the minus sign and a single decimal point. Leave this field
blank or enter 0000000.00 if WNC does not need to be corrected.
POS (Member Purchase of Service Installments): Enter the difference between what
was originally reported as the employee’s Member POS Installment and what should
have been reported. This amount can be positive or negative. Enter the amount as a
minus sign (if needed), 6-dollar digits, a decimal point, and 2 cents digits. Do not enter
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the dollar sign or any punctuation other than the minus sign and a single decimal point.
Leave this field blank or enter 0000000.00 if POS does not need to be corrected.
The POS field must be adjusted if the Reason Code is set to “MEMPOS.”
EXSAL (Excess Salary): Enter the difference between what was originally reported as
the employee’s “"EXSAL"” and what should have been reported. This amount can be
positive or negative. Enter the amount as a minus sign (if needed), 6-dollar digits, a
decimal point, and 2 cents digits. Do not enter the dollar sign or any punctuation other
than the minus sign and a single decimal point. Leave this field blank or enter
0000000.00 if EXSAL does not need to be corrected.
The total amount of the BASE, OT, SUP, and URCC fields for the fiscal year, after
adjustments, cannot exceed the IRS 401(a)(17) limitations. If the total of these
fields, after adjustments, exceeds the IRS 401(a)(17) limit, reduce the amount in
the BASE, URCC, OT, and/or SUP fields so that the total of these fields is equal to
the IRS 401(a)(17) limit, and enter the remainder of the employee’s earnings in
the EXSAL field.
NRCC (Non-Retirement-Covered Compensation): Enter the difference between what
was originally reported as the employee’s “NRCC" and what should have been
reported. This amount can be positive or negative. Enter the amount as a minus sign (if
needed), 6-dollar digits, a decimal point, and 2 cents digits. Do not enter the dollar sign
or any punctuation other than the minus sign and a single decimal point. Leave this
field blank or enter 0000000.00 if NRCC does not need to be corrected.

Uploading an Adjustment File

To upload an Adjustment file generated by an employer HR/Payroll software, see
instructions under Importing a File.

If employers would like to submit Work Repeort History Adjustments using an Excel
template (using the file import method) instead of submitting the adjustment manually,
please contact the Employer Service Center Representative for the employer’s region.

Employers should only process files after all the necessary changes have been made
because once the file is processed, it cannot be deleted or changed. PSERS releases
work reports and work report adjustments twice daily (mid-day and overnight). Once
the file status is “Released”, no one can delete it and only an additional adjustment
can correct errors in reporting. If an employer approves a file with errors, those records
with errors will NOT be posted to the system. For all of these reasons, a file should only
be processed if the display indicates that ALL of the records in the file are valid. The
number in the “Invalid Rows” column should show “0."”
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Releasing the information to the Employees’ PSERS Record
PSERS releases all Work Reports and Work History Adjustments that have been submitted

through ESS by employers twice a day (mid-day and after business hours), except for
Court Awards which must be reviewed before being released. This automatically
applies the information contained in the Work Report and/or Work History Adjustment to
employer and employee accounts with PSERS. After that time, employers cannot make
changes to the information submitted.

When employers approve Work Reports and Work History Adjustments, PSERS applies
the corrected information to the fiscal year indicated in the “YEAR" field within the
record. If there are any associated Member (Employee) Contributions and Employer
Contributions, the charges will be applied based on the due amounts for that fiscal
year with an associated due date of the next monthly member savings due date.

Examples of Work History Adjustments
This section provides examples of how employers would correct errors made in

reporting work-related information to PSERS.

Salary/Contributions Not Reported

There may be times when an employer did not report the salary and/or contributions for
an employee at the correct time.

EXAMPLE #1: A full-time, salaried employee earned $3,000 during the first quarter of the
2020 - 2021 fiscal year. The employee was entered as a PSERS member at the time, but
due to an administrative error, this employee was left off the Monthly Report. The
employer paid the employee properly and reported the employee’s service time for
the year correctly at the end of the year. Employer withheld $225 of retirement
contributions and remitted these to PSERS along with other withholdings, but since the
employer did not report the employee, these withholdings were not credited to their
account. When the employee requests a retirement estimate, they bring the missing
quarter to the employer’s attention.

Correct this situation by submitting a Work History Adjustment Record with the fields set
as follows:

e Reason Code: SALARY (Payroll Correction)
e Wage Indicator: Yes

e Confributions Withheld: Yes

e Wage Type: Salary

e Work Status: ACTIVE
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e YEAR (Fiscal Year Ending): 2021 (the ending year of the 2020 — 2021 fiscal
year)

e BASE: 3000.00

e CONTRIB (Confributions): 225.00

e DAYS: 60.00
Since the employer withheld conftributions properly and remitted these to PSERS at the
correct fime, no interest charges apply (unless these contributions were refunded to the
employer as having been paid in error). If this happened, PSERS will apply a
delinquency to employer's account for both employer and the employee’s portion of
the contributions. This includes interest prorated for the number of days the payment
was late from the original date it was due.

EXAMPLE #2: Using the same situation as Example #1, if employer withheld contributions
from the employee’s paycheck but did NOT remit these contributions to PSERS, the
following applies:

Since employer withheld contributions from the original payment to the employee but
did not remit these contributions to PSERS, a delinquency will be applied to employer’s
PSERS account for both employer and the employee portion of the contributions. This
includes interest prorated for the number of days the payment was late after the end of
the fiscal year.

From the employee’s perspective, the wages, and contributions in both of these
examples would be credited to the correct fiscal year and would earn interest as if they
had been in the account from June 30 of that year.

EXAMPLE #3: Using the same situation as Example #1, if the employer did not withhold
contributions from the employee’s paycheck and the salary qualified for contributions,
the following applies:

e Reason Code: UNCRDT (Uncredited School Service)

e Wage Indicator: Yes

¢ Confributions Withheld: No

e CONTRIB (Conftributions): 0.00

¢ WNC (Wages No Contribution): 3000.00

e DAYS: 60.00
NOTE: Days and/or Hours must be submitted when submitting WNC (so PSERS can
calculate the purchase of service billings correctly).

This Work History Adjustment will trigger PSERS to begin a Purchase of Service process for
the employee. PSERS will generate a Statement of Amount Due to the employee for
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the retirement contributions that were never withheld but should have been. PSERS will
also generate a Statement of Amount Due for the employer’s share.

Incorrect Salary/Conftributions Previously Reported
In some situations, an employee’s salary, confributions, service units, and/or Member

Purchase of Service Installments may have been reported to PSERS incorrectly.

EXAMPLE: A full-time, salaried employee was paid $3,500 in September 2016 but was
accidentally reported as $5,300 in the monthly Work Report. Employer reported the
conftributions correctly.

To correct the salary, submit a Work History Adjustment Record with the fields set as
follows:

e Reason Code: SALARY (Correction to Previously Reported Salary or
Contributions)

e Wage Indicator: Yes

¢ Confributions Withheld: Yes

e Wage Type: Salary (note that the Wage Type must match the Wage Type at
the time the work was performed)

e Work Status: ACTIVE

e YEAR (Fiscal Year Ending): 2017 (2016 — 2017 fiscal year)

e BASE: -1800.00 (3,500 minus the 5,300 originally reported)

e CONTRIB (Contributions): =135.00 (When PSERS applied the original reported
information of 5,300, PSERS charged and applied the Contributions due
amount calculated on the value in original BASE.)

NOTE: ESS will no longer permit incorrect reporting of contributions on a work report, this
would only happen for situations prior to FY 2020.

Incorrect Service Time was Previously Reported When the
Salary was Reported in Base, URCC, SUP, or OT Field

EXAMPLE: A full-time, salaried employee worked 190 days during the 2019 — 2020 fiscal
year but was accidentally reported 195 days of service time.

To correct this, submit a Work History Adjustment Record with the fields set as follows:

e Reason Code: SVCADJ (Service Adjustment)

e Wage Type: Salary (note that the Wage Type must match the Wage Type at
the time the work was performed)

o Work Status: ACTIVE

e YEAR (Fiscal Year Ending): 2020
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e DAYS: =5.00 (190 — the 195 originally reported)
NOTE: If the Adjustment Record includes both a change to service time and a change

to salary, use the SALARY code rather than the “SVCADJ” code.

Incorrect Service Time was Previously Reported When the
Salary was Reported in WNC Field

EXAMPLE: A part-time, hourly employee worked 195 hours during the 2020 — 2021 fiscal
year but was accidentally reported 195 days of service time.

To correct this, submit a Work History Adjustment Record with the fields set as follows:

e Reason Code: SVCADJ (Service Adjustment)

e Wage Type: Salary (note that the Wage Type must match the Wage Type at
the time the work was performed)

o Work Status: ACTIVE

e YEAR (Fiscal Year Ending): 2021

e WNC: .01
e DAYS: =195 (195 days originally reported)
e HOURS: 195

NOTE: If the Adjustment Record needs to correct days or hours when the original values
were reported with the wages in the Wages No Conftributions (WNC) field, employer
must add 1 cent to the WNC field whether adding or subtracting service time.

Incorrect Member Purchase of Service Installments

EXAMPLE: A part-time, hourly employee is paying Member Purchase of Service
Installments of $95 per month. Employer accidentally reported $59 per month to PSERS
for September and October 2021 before the employee calls the mistake to employer’s
aftention.

To correct this, submit a Work History Adjustment Record with the fields set as follows:

e Reason Code: MEMPOS (Member Purchase of Service Installments
Correction)

e Wage Type: Hourly

e Work Status: ACTIVE

e YEAR (Fiscal Year Ending): 2021

e  Member POS Installment: 72.00 ($95 - $59, times 2 months)
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e NOTE: If the Adjustment Record includes both a change to Member
Purchase of Service Installments and a change to salary, use the SALARY
code rather than the "MEMPOS" code.

Arbitration and Court Decision Adjustments/Payments
Conftract salary awarded to an employee because of arbifration, or a court decision is
compensation for retirement purposes if the employee receives full back pay and
benefits. Search for “Reporting — Retirement Covered Compensation” for more
information.

e Report the total amount that represents only the employee's reinstated full
contract salary even though the amount of the award may have included
interest or punitive damages. Do not report any other awarded claims such
as interest.

e Interest payments received as part of the award are NOT subject to
retirement deductions. Report these in the NRCC field on the employee’s
Work History Adjustment Record.

e Employers must withhold retirement conftributions on the gross amount of
contract salary awarded, not on the net salary received by the employee. If
an award amount is reduced because of other outside income, employer
must still pay contributions on the full award amount.

EXAMPLE: An employee was awarded $20,000 (representing the six months of wages
lost due to a suspension), but this amount was reduced by other outside income. The
employee must pay retirement contributions on the full $20,000 award.

e Employer must show the total amount of the award, the salary breakdown by
year, and the days or hours of service time to be credited.

e If the court award spans fiscal years and/or contribution periods, then submit a
Work History Adjustment Record for each fiscal year and/or contribution period
with the corresponding salary and service reported in each fiscal year.

e PSERS must review the court award/order before releasing any credit or debit to
employer and/or the employee accounts.

e Regardless of the Wage Indicator value, the employee and employer
contribution rate will be based on the fiscal year in the adjustment record.

EXAMPLE: A salaried employee is terminated on December 17, 2018. The employee
feels the termination is wrongful and sues for full back pay, benefits, interest, and
penalties. The case goes to arbitration in August 2019, where it is decided that the
employee will receive back pay and benefits for the remainder of his contract, from
December 18, 2018, through June 10, 2019, as a $21,000 lump sum. Since the employee
has been working at another job since May 15, 2018, and received $3,000 in salary, the
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employer payment amount is reduced by $3,000, bringing the total the employer pays
down to $18,000. Employer and employee must still pay retirement contributions on the
full $21,000 award, so the employer will withhold $1,575 from the lump sum payment.
The employee will earn 49 days of service time (the remainder of the contract for which
he is being paid).

Submit a Work History Adjustment Record with the fields set as follows:

e Reason Code: CAWARD (Court Award)
e Wage Indicator: No

e Confributions Withheld: Yes

e Wage Type: Salary

o  Work Status: TRMNTN

e YEAR (Fiscal Year Ending): 2019

e BASE: 18000.00

e CONTRIB: 1575.00 (af 7.5%)

e DAYS: 49.00

Retroactive Salary Increases Due to Late Collective
Bargaining Unit Contract Settlement

Lump-sum payments that represent the difference between the old contract salary and
the new contract salary are compensation for retirement benefits. If the back salary
increase spans fiscal years and/or contribution periods, then employers must submit a
Work History Adjustment Record for each fiscal year and/or conftribution period with the
corresponding salary and service reported in each fiscal year.

NOTE: When a contract is seftled and payments are made retroactively, employer must
withhold and report member contributions in the year earned. If the employee has
retired or received a refund, PSERS will make any necessary adjustments to a refiree’s
benefit or additional payments to a refunded member.

Back Pay Award-without a court award
Lump-sum payments also include back pay awards that are privately negotiated with a

(former) employee without a court order (See Arbitration and Court Decision
Adjustments/Payments above for an example with a court order.) If the back-pay
settlement spans fiscal years and/or contribution periods, then employers must submit a
Work History Adjustment Record for each fiscal year and/or confribution period with the
corresponding salary and service reported in each fiscal year.

EXAMPLE: Employer terminated a salaried coach in April 2019. The coach disputes the
termination, seeking payment and service time for the remainder of his contract,
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through June 2019. In August 2019, employer agrees to the terms. Employer pays the
coach a lump sum of $4,500, from which $292.50 in retirement contributions are
withheld. The coach will receive 12 days of service fime.

Submit a Work History Adjustment Record with the fields set as follows:

e Reason Code: LMPSUM (Lump Sum / Retro Pay Adjustment)
e Wage Indicator: No

e Confributions Withheld: Yes

o Wage Type: Salary

e Work Status: TRMNTN

e YEAR (Fiscal Year Ending): 2019

e BASE: 4500.00

e CONTRIB: 292.50

e DAYS: 12.00

Suspension Settlement Agreement

Lump-sum payments that are privately negotiated with an employee as part of a
disciplinary settlement agreement are usually not retirement covered compensation. If
the employer reported the settlement pay and PSERS determines the salary was not
retirement covered compensation, then the employer must submit a Work History
Adjustment Record for each fiscal year and/or contribution period with the corresponding
salary and service reported in each.

EXAMPLE: Employer terminated an administrator in April 2019. PSERS discovers you
reported the salary associated with the termination agreement in the amount of
$54,000. Submit a Work History Adjustment Record with the fields set as follows:

e Reason Code: SALARY (Correction to Previously Reported Salary or Contributions)
e Wage Indicator: Yes

e Confributions Withheld: Yes

o Wage Type: Salary

e Work Status: TRMNTN

e YEAR (Fiscal Year Ending): 2019

e BASE: -54000.00

e CONTRIB: -4050.00

e DAYS: -62.00

Reporting Administrative Leave Making Employee Whole

after Settlement Agreement approved as RCC
The following examples illustrate the proper procedure in the initial reporting of an
administrative leave and then the proper steps to make an employee’s account whole
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after determining the allegations were unfounded and the administrative leave was
unjust.

Table #1: This example is of a paid administrative leave that is less than one full pay
period. The table below illustrates a 10-month employee, paid over 12 months. A full
year was worked and reported without incident.

Table #1 ::I;Lks Base SeDr;/;’ie

Sep ACTIVE $3,550.00

Oct ACTIVE $3,550.00

Nov ACTIVE $3,550.00

Dec ACTIVE $5,325.00

Jan ACTIVE $3.550.00

Feb ACTIVE $3,550.00

Mar ACTIVE $3,550.00

Apr ACTIVE $3,550.00
May ACTIVE $3,550.00

Jun ACTIVE $5,325.00 180

Jul ACTIVE $3,550.00

Aug ACTIVE $3,550.00
Total $46,150.00 180

Table #2: This example is of an administrative leave that is greater than a full pay period
(15 days). The table below illustrates a 10-month employee, paid over 12 months.
During the months of March and April, the employee was suspended. The salary paid to
the member while on administrative leave is to be reported in the NRCC field on your
Work Report. The Service Days are reduced by the length of the administrative leave.

Table #2 Work Status Base Service Days NRCC
Sep ACTIVE $3,550.00
Oct ACTIVE $3,550.00
Nov ACTIVE $3,550.00
Dec ACTIVE $5,325.00
Jan ACTIVE $3,550.00
Feb ACTIVE $3,550.00
Mar LEAVEN $1,775.00 $1,775.00
Apr ACTIVE $2,662.50 $ 887.50
May ACTIVE $3,550.00
Jun ACTIVE $5,325.00 165
Jul ACTIVE $3,550.00
Aug ACTIVE $3,550.00
Tolal $43,487.50 165 $2,662.50
WHA $2,662.50 15 -$2,662.50
Total $46,150.00 180 0.00
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¢ The highlighted rows illustrate how to adjust the record reversing the effects of
the administrative leave because the investigation determined the allegations
were unfounded.

e The salary and service that would have been earned in the 15-day suspension
must be returned to the member's account through a Work History Adjustment
(WHA). NOTE: A settlement agreementis not necessarily the same as finding the
allegations to be unjust or unfounded.

Adjustments Prior to Fiscal Years 2004-2005

Member records in existence prior to July 2004 were created and converted from
PSERS’ previous software system. The logic rules governing converted data are a little
different from the logic rules in existence today. For that reason, employers must report
all service corrections prior to fiscal year 2004-2005 using paper forms instead of the
Work History Adjustment record method. The forms available for your use are:

1. Service Adjustments (For Years 1977-2004) (PSRS-726)
2. Service Adjustments (Prior to FY 1977) (PSRS-1310)
3. Merged Employer Salary and Service Adjustment (PSRS-1307)
If correcting both salary and service, attach a letter explaining the salary correction.

NOTE: This method of correction does not include corrections for a school employee
who was not reported to PSERS at all. For questions on the method in which to use to
correct previously reported information, contact your PSERS Employer Service Center
Regional Representative for assistance.
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Remitting Payments to PSERS

There are four funds where employers are required to make payments to PSERS during
each fiscal year:

Member (Employee) Conftributions: Pick-up contributions withheld from school
employee’s salary/wages based on membership class.
Member (Employee) Purchase of Service (POS) Installments: POS Installments
deducted from school employee’s payroll check to purchase member service,
eliminate the effects of a frozen present value, or correct a rate discrepancy.
Employer Contributions: Contributions remitted by an employer to help fund
member retirement benefits. Employer Contributions are made up of two parts:
o Employer Share - this represents the standard actuarial rate to ensure
benefits can be paid to the member.
o Employer Premium Assistance — this represents the conftributions to fund
the healthcare premium offset.
Employer POS: Employer-share purchase of service (POS) payments made for
part time employees who have qualified or are purchasing previous part time
service or leave. This is the employer’s share of the purchased service time.
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Employers must remit all payments to PSERS by the due dates described below using
ACH. Use the Internet remittance method described under Methods of Remittance.

PSERS will calculate the amount due using the Employer and Member Conftribution
Rates based on the fiscal year the member earned the funds regardless of the process
used to notify PSERS of an administrative error (i.e., a Work History Adjustment or a
purchase of service application).

EXAMPLE 1: Member earned and was paid $2,000 in Fiscal Year 2019; employer did not
report the wages until Fiscal Year 2023. The member and the employer would be
charged the contribution rate in effect in Fiscal Year 2019.

EXAMPLE 2: Member was paid a contfract settlement in Fiscal Year 2021 for wages that
were earned in Fiscal Year 2019. The employer reported the wages upon confract
seftlement. The member and the employer would be charged the conftribution rate in
effect in Fiscal Year 2023.

Due Dates

Member and employer contributions remittance Due Dates are set by the Retirement
Code. PSERS realizes a Due Date set by the Code could fall on a weekend or holiday
(i.e., PSERS, school, or bank). If a Due Date falls on a weekend or holiday, employers
must initiate a transaction at least two business days in advance of the due date (the
system will not accept weekends and bank holidays as the payment receipt date).

EXAMPLE: If the Due Date is Saturday, October 10, then payment must be initiated by
Thursday, October 8 so that PSERS has the funds on Friday, October 9 (the last business
day before the Due Date).

Member (Employee) Contributions: Remit no later than 10 days after the close of the
month for which deductions were withheld.

EXAMPLE: For Contributions withheld from payroll in the month of March, remit
contributions no later than April 10.

Member (Employee) Purchase of Service (POS) Installments: Remit no later than 10
days after the close of the month for which deductions were withheld.

EXAMPLE: POS Installments were deducted from a school employee’s paycheck in the
month of September. Remit payment no later than October 10.

Employer Conftributions
Employers must pay (the employer) share of retirement contributions on a quarterly
basis. The amount due is based on the total salaries (fields: Base, URCC, OT, and SUP)
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reported for that quarter in all monthly Work Reports and Work Report Adjustments
released during the quarter.

PSERS posts the Employer Statement of Account in the Documents Page approximately
the 10t of each month. Employers are encouraged to use the Transaction Page
for determining their current amount due. The Employer Statement of Account is

helpful in reconciliation of accounts and monitoring the quarter as it progresses and
after it has ended.

All Employer Confribution payments will be applied based on employer payment

designation outlined on PNC Cash Con when making payment. For instructions on
making PNC Cash Con payments see PNC Cash Con Instructions on the Employer
accounting Tab of PSERS Public Web under the Employer Tab.

Employer conftribution receivables include the PSERS total reported within a quarter for
all salary/wages reported (fields: Base, URCC, OT, and SUP) the sum is multiplied by the
Employer Conftribution Rate for the fiscal year. The system posts the Employer
Conftributions due to the employer’'s account with each work report or adjustment
processed. If payments are not received by the due date, PSERS may charge
delinquent interest per annum on any remaining due amount.

Employer Contribution Due Dates:

e Standard Share - Payments for actual billings are due quarterly. Payment must
be received at PSERS five business days after the Commonwealth pays their
retirement contribution subsidies.

o Employer Purchase of Service — Payments are due no later than 90 days
from the creation date of the Employer Statement of Amount Due.

Quarter Employer Contribution Due Date
3 (July-September) 5 business days after the December Subsidy Payment
4™ (October- December) 5 business days after the March Subsidy Payment
1%t (January-March) 5 business days after the June Subsidy Payment
2" (April-June) 5 business days after the September Subsidy Payment
NOTE: PSERS offers a planning calendar on the PSERS Public Web under Employer
Resources to assist employers in remitting payments timely
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Employer Purchase of Service (POS)/LumpSum payments
and due dates:

At any given time, current or past employees may be purchasing service credit for
previously uncredited school service or a non-contributing leave permitting service
purchase or employers may be adjusting an employee’s account using “Uncredited
School Service” reason code. This fransaction is created by PSERS when a part time
employee qualifies within a FY or has received and approved an application for
purchase from a member or the employer has added previously missed reporting
where contributions were not withheld for whatever administrative reason. PSERS will
calculate the amount due using the Employer Contribution rates based on the fiscal
year the member earned the funds regardless of the year of purchase.

Employer Statements of Amount Due for POS may be viewed on the Documents page.
Searching the posting date from the tfransaction page will allow employer to find the
statement easily. The statement includes the total amount due, the wages earned, and
the FY associated with the purchase.

Employer Purchase of Service payments are due with the quarterly payment within the
posting date of transaction.

EXAMPLE: A transaction description of Lump/Sum POS: XXX-XX-1234 is posted to the
employer account on June 25 showing an amount due of $54.29 for Employer POS.
This payment is required to be paid with the employers 2 QTR Employer Share payment
5 days after subsidy received in September.

Member (Employee) Contributions:

These are the required employees’ portion of their retirement confributions. PSERS will
calculate the amount due each month from the salaries reported in the monthly Work
Reports and Work Report Adjustments based on each employee’s contribution rate.

In most cases, the charges PSERS calculated, and the contributions withheld from
employees’ paychecks will match. If withholdings do not match the amount that PSERS
calculates is due, review the itemized charges on the report to find the discrepancy.
The discrepancy may be caused by rounding, an addition error, incorrect withholdings
(retirement-covered compensation multiplied by Member Contribution Rate) or a rate
error.
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If the discrepancy is caused by rounding or an addition error, correct the value
before approving your report and reconcile with the employee on the next
paycheck.

If the discrepancy is caused by incorrect withholdings, correct the problem by
deducting or refunding the difference in the next payroll cycle and report the
correct contributions on the current Work Report.

If the discrepancy is caused by a rate error, review the employee’s contract on
the Roster Page. Once the correct rate is determined correct the Work Report
and rectify the difference on the next paycheck for the employee.

PSERS will charge employer’s account the calculated amount, not the amount withheld
based on the payroll system reported value. It isimportant to ensure any class/rate
differences are corrected quickly.

Member (Employee) Contributions Due Dates:

Member (Employee) Contributions are due at PSERS by the 10" of each month for

the previous month.

PSERS applies payment of Member (Employee) Contributions based on the

payment designation outlined below in the Payment Designation Method

section.

Member (Employee) Contribution fund receivables include:

o Monthly Member (Employee) Contributions amount calculated by PSERS
using the reported member’s salary/wages (Work Report / Work Report
Adjustment fields: Base, URCC, OT, and SUP) from the Work Report and any
Work Report Adjustments released during the month multiplied by the
Member Contribution Rate.

o Employer Purchase of Service Debts, as reported in the Statement of Amount
Due sent to an employer to satisfy an employee’s purchase of qualifying full-
time, part-tfime, approved leave of absence, or USERRA leave where the
employer is in possession of the Member (Employee) Contributions. These
situations are rare and usually discussed in advance of the fransaction.

If payments are not received by the due date, PSERS may charge delinquent

interest per annum on any remaining due amount,

Member (Employee) Purchase of Service (POS) Installments

and due dates.

At any given time, some employees may be purchasing service credit through payroll
deductions. In this case, the monthly Work Reports must include these deductions and
these installment payments must be remitted to PSERS as follows:

Member Purchase of Service (POS) Installment payments are due at PSERS by the
10th of each month for the previous month.
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¢ All Member POS Installment payments will be applied based on the payment
designation outlined below in the Payment Designation Method section.

¢ Member POS Installment fund receivables include. The value of each month’s
Member POS Installment, as reported in that month’s Work Report and in any
Work Report Adjustments approved during the month.

e If payments are not received by the due date, PSERS may charge delinquent
interest per annum on any remaining due amount,

Method of Remittance
Payment by Automated Clearing House (ACH) using PNC Cash Con

ACH is PSERS only method of payment where funds from the employer’s bank account
are transferred directly to PSERS through the Federal Reserve System.

The Authorization Agreement for Restricted (ACH) Debits (PSRS-610) form must be
completed if:

e The employer has a new staff member assigned to making payments through
PNC Cash Con. The form authorizes the staff member be issued a password and
username.

e If an employer changes banks or account numbers. The employer should keep
the old account open until the first transfer is approved from the new account.

To make a payment via ACH log on to PNC Cash Concentration website. This web
address is included the instructions sent with authorization to use PNC Cash Con. For
detailed instructions on the usage of the PNC Cash Con system, visit PSERS Public Web,
Employer Accounting, PNC (pa.gov).

RA-PSERSEMPACCT@pa.gov

What If Payments Are Not Received by PSERS

School Districts

Unpaid contributions and subsequent interest charges may be recovered from your
Basic Education Subsidy and/or Retirement Subsidy distribution(s) from the Department
of Education.
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Charter Schools

Unpaid contributions and subsequent interest charges may be recovered from your
Basic Education Subsidy distribution from the Department of Education.

Payment Designation Methods
Employers may designate payments in one of three ways:

o Payments may be targeted to a specific Transaction Number taken from the
Transaction Page by entering the below information in PNC Cash Con.

» the Fund/Unit

= Payment Amount- be sure to verify amount shown on the Transaction
Page as showing due for this transaction.

=  Transaction Type,

»  Trans# from the Transaction Page or Work Report MMYYYY

NOTE: If payment is not exact, Employer will see a credit or a remaining debit on the
Transaction Page for this transaction.

o Payments may be applied to a specific Transaction Type paying the oldest
due amount with the Transaction Type by entering the below information in
PNC Cash Con. If this method of payment is chosen it will only apply the
remittance to this Transaction Type.

» The Fund/Unit

» Total Payment being made

= select Transaction Type,

» enter 0 (zero) in the Trans# or Work Report MMYYYY

EXAMPLE: If there are multiple Transaction Types (Work Report and Work History
Adjustment) and you select “Work Report” as the Transaction Type, the payment will
only be applied to open receivables equal to “Work Report” for Transaction Type it will
not pay Work History adjustments.

o Payments can be applied at a Fund level paying the oldest due amount
within the Fund. This option will pay multiple Transaction Types with one
payment by entering the below information in PNC Cash Con.

» the Fund/Unit

=  Payment Amount

» select “Oldest Open Receivable(s)” in the Transaction Type,

» enter 0 (zero) in the Trans# or Work Report MMYYYY
EXAMPLE: If there are multiple Transaction Types to be paid with one payment (Work
Report and Work History Adjustment) select “Oldest Open Receivables(s)” as the
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Transaction Type. The payment will be applied to all open receivables until all moneys
are applied regardless of the Transaction Type.

Employer Share Income Aid Ratio & Reimbursements - Act
29 of 1994

With the passage of Act 29, all PSERS employers that are designated as school entities
(i.e., public school districts, infermediate units, vocational — technical institutes, and
charter schools) are subject to the following:

e The school entity is billed for 100% of the Employer Contribution due amount.

¢ The Commonwealth reimburses the school entity (except Charter Schools) for
50% of the Employer Contributions due amount for their EXISTING employees.

¢ The Commonwealth reimburses the school entity (except Charter Schools) for
the Employer Conftributions multiplied by the employer’s income/aid ratio (or
50%, whichever is greater) for their NEW employees. All Aid Ratios are calculated
by the Department of Education.

¢ With the Passage of the 2014-15 Commonwealth Budget, legislation was passed
that eliminates the Retirement Subsidy Reimbursement to all Charter Schools.
The sponsoring school reimburses the Charter School through their regular per
student rate.

NOTE: The date used to determine “New” and “Existing” employees is the initial date

of PSERS membership. This can be found on approved work reports.

o Existing — Initial PSERS Membership date is earlier than 07/01/1994.

o New - Initial PSERS Membership date is equal to or later than
07/01/1994Administering Act 29 Subsidies

The Pennsylvania Department of Education is responsible for administering subsidies.
Please contact the Department of Education regarding all subsidy inquiries.

Income Aid Ratio
All guestions related to the income aid ratio formula should be directed to:

Department of Education
Division of Subsidy Data & Administration
717.787.5423

Subsidy Distribution

Questions pertaining to retirement subsidy distributions and their payment should be
directed to:

Comptroller's Operations Office
717.425.6568
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Questions pertaining to PSERS member salaries used in subsidy distributions should be

directed to:

Employer Accounting Unit: RA-PSERSEMPACCT@pa.gov

Non-School Entities

This change in billing and reimbursement of the employer’s share of retirement
contributions does not affect non-school entities (e.g., State System of Higher
Education). Non-School Entities and the Commonwealth will continue to be billed for
50% of the Employer Contributions.

What do the Errors/Warnings Messages
Mean?

Troubleshooting for file uploads

Condition

Action Required

The word "WEB" appears in
the Import Description
instead of the Import
Description you entered

Delete the file. Re-upload verifying description has correct
exchange. (.txf)
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“Invalid Rows" has a value
equal to Imported Rows

delete the file. Re-upload.

No “Successfully Uploaded
Message” displayed

View Import Files Page to determine if file was successful or
not. If no file is present, then re-upload.

“Invalid Rows"” matches
“Rows Imported” after
Approval

Don't panic! Please contact ESC for instructions.

Duplicate Files with the
same name displayed in
Work Area

Delete them alll

Re-upload.

“Invalid Rows" other than
zero prior to Approval

Click Edit in the Details Box; filter on “*Any" error; correct all
invalid records.

“Invalid Rows" other than
zero after Approval

This condition will occur:

e if the Invalid records were not corrected prior to
approval

e if there are more than one record with the same
Wage Type

After the Work Report is released, you need to submit a
Work Report Adjustment for the records that were dropped
(not processed).

Listed below are the validation messages that could be displayed when submitting a
Member Demographic, Contract Record, Work Report, or Work Report Adjustment

record.

Message

Possible Action Required

Header record has invalid
length.

The Header Record has too many or not have enough
characters. Check Header Row Format for possible
correction

Invalid header record
type.

The Record being submitted doesn’'t match the Header
Record Type of the file.

e D =Demographic File

e C =Confract Record File
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Message

Possible Action Required

e R =Work Report File
e A =Work Report Adjustment File

Incorrect Detail records
count.

The Header Record Details doesn’'t match the Record
Count of the File. Check fo make sure none of the records
dropped a character.

Employer code does not
match record on file.

Check to make sure Employer Code is typed correctly.

Employer Code in the
header record does not
match the parameter.

Employer Code is missing or does not match the Log in ID.
Check to make sure Employer Code is typed correctly.
Enter the Employer Code in the proper placement within
the file.

Detail record does not
match expected length.

This is a fixed length file. The Detail Records do not have
enough characters. Check to make sure none of the digits
dropped.

Identical file already
processed.

An exact match of the import is already uploaded in V3.
Check to make sure the correct file for uploading is
selected.

Error - Invalid fiscal year.
Must be in current fiscal
year.

The Fiscal Year within the file must coincide with the Work
Report Month/Year combination.

If the month and year in the Header Record is July, August,
or September, then the Fiscal Year can only be the current
year or the prior Fiscal Year. EXAMPLE: If the Header
Record is July 2021, then the Fiscal Year Detail Record can
only be 2021 or 2022.

If the month and year in the Header Record is October
through June, then the Fiscal Year can only be the current
Fiscal Year. EXAMPLE: If the Header Record is November
2021, then the Fiscal Year Detail Record can only be 2022.
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Message

Possible Action Required

Error processing file. Invalid
period date format

The Month and Year of the Work Report must be in the
Header Record. The information is either missing or has an
invalid date format. Date format must be MMYYYY.

Error - Invalid fiscal year
must be YYYY format

The Month and Year of the Work Report in the Header
Record is either missing or has an invalid date format.

Identical file already
processed.

Another Processed Work Report contains the same Month
and Year combination as the uploaded file. Check to
make sure you selected the correct file for uploading.

Work Reports in the future
cannoft be created.

The Work Report Header Record contains a future dated
Month and Year. Employers may only report the current
and previous months. Either hold the Work Report until the
first day of the month to be reported or confirm the Month
and Year values in the Work Report Header Record.

Code logic - if work report date is in the future, ----then
stop the import process.

EXAMPLE: If the current month is December 2021, and a
future date of January 2022 is submitted, the system will
reject all work reports that are submitted with a date later
than December 2021.

Total BASE in the header
record does not match

with Totals in detail records.

Check to see if any detail record was dropped or a
typographical error occurred. The Total Base field in the
Header Record must match the sum of all Base fields within
the Work Report or the Work Report Adjustment file.

Total URCC in the header
record does not match

with Totals in detail records.

Check to see if any detail record was dropped or a
typographical error occurred. The Total Unpaid Retirement
Covered Compensation (URCC) field in the Header
Record must match the sum of all Unpaid Retirement
Covered Compensation fields within the Work Report or
the Work Report Adjustment file.
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Message

Possible Action Required

Total OT in the header
record does not match

with Totals in detail records.

Check to see if any detail record was dropped or a
typographical error occurred. The Total Overtime (OT) field
in the Header Record must match the sum of all Overtime
fields within the Work Report or the Work Report Adjustment
file.

Total SUPP in the header
record does not match

with Totals in detail records.

Check to see if any detail record was dropped or a
typographical error occurred. The Total Supplemental
(SUPP) field in the Header Record must match the sum of
all Supplemental fields within the Work Report or the Work
Report Adjustment file.

Total WNC in the header
record does not match

with Totals in detail records.

Check to see if any detail record was dropped or a
typographical error occurred. The Total Wages No
Contributions (WNC) field in the Header Record must
match the sum of all Wages fields within the Work Report or
the Work Report Adjustment file.

Total MEMBER POS in the
header record does not
match with Totals in detail
records.

Check to see if any detail record was dropped or a
typographical error occurred. The Total Member POS
Installment field in the Header Record must match the sum
of all Member POS Installment fields within the Work Report
or the Work Report Adjustment file.

Listed below are the validation messages that could be displayed when submitting a
Member Demographic, Contract Record, Work Report, or Work Report Adjustment

record.

Message

Possible Action Required

Member Demographic
Record must be sent and
processed prior to
receiving and processing
the Contract Record

Confirm the initial Contract Record has been submitted.

- If there is no demographic information on file, submit
the record before approving the Contract Record File.

- If there is a demographic record, verify the address is
valid.
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Message

Possible Action Required

SSN must be 9 digits

Make sure the social security number field is not blank (null),
doesn’t contain all zeros, doesn’t contain alpha characters, or
has less than 9 digits.

SSN [Member SSN] notin
specified range

The Social Security Administration has set up specific rules for
the designation of the SSN. SSA uses the following rules for
establishing the individual’s SSN the:
Area Number (first three digits):

- The area number cannot be 000

- The area number cannot be 666

- The area number cannot fall in the 200 series (i.e., area

cannot start with 9).

Group Number (fourth and fifth digits):

- The group number cannot be all zeros (i.e., 00).
Serial Number (the last four digits):

- The serial number cannot be all zeros (i.e., 0000).

Check to see that a typographical error didn’'t occur to
create the error condition.

NOTE: As SSA changes its rules, PSERS updates the system
validations; however, PSERS is not always able to have the
validations updated before you need to report an individual
with the new designation. If that happens, contact ESC and
PSERS will work with you to create the Member Demographic
Record.

Invalid SSN [Member SSN]
numeric format

Populate the SSN field. The SSN is a required value.

No contract record on file
for this member.

The SSN on the file does not match an SSN / Employer
combination. Check to see:
- If a Confract Record is required.

- If atypographical error was made in the inputting of
the SSN.

- If a typographical error was made in the Header
Record regarding the placement of the Employer ID.
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Message

Possible Action Required

Duplicate records
submitted for SSN, Wage
type, and Fiscal Year
combination.
Combination must be
unique or combined into
one record.

The SSN / Contract Record (i.e., Wage Type and Fiscal Year)
combination already exists.

- If you confirm the existing record supports the reporting
of wages, contribution (if applicable), and service
units, delete the Contract Record from the file

- If you determine the existing record does not support
the reporting of wages, contributions (if applicable),
and service units, correct the Contract Record being
submitted

Retired member. Please
contact ESC for
instructions.

Once a member retires, PSERS restricts the reporting of
Member Demographic and Contract Record information.

- If you need to enroll a retired member who returned to
work outside the emergency, work shortage, or
extracurricular situation, you need to complete the
PSRS-1299.

- If the situation is other than a return to work of a retiree,
contact ESC.

Invalid birth date. Must be
in MMDDYYYY format.

Make sure the birth date field is not blank (null), doesn’t
contain all zeros, doesn’t contain an invalid date format, or
has less than 8 digits.

Invalid birth date. Age
must be greater than 10.

Confirm the school employee’s birth year doesn’'t contain a
typographical error.

Invalid birth date. Age
must be less than 111

Confirm the school employee’s birth year doesn’t contain a
typographical error.

Age calculated is greater
than 69. Confirm Date of
Birth

It is unusual, but not impossible, for a school employee to be
older than age 69 at time of enrollment. Confirm the school
employee’s birth year doesn’t contain a typographical error.

Date of Birth does not
match existing record.

When your file is compared to the records in the pension
administration system (V3), the existing SSN / Date of Birth
combination does not match the incoming SSN / Date of Birth
combination. Confirm the record doesn't contain any
typographical errors. If you need to correct either the SSN or
the Date of Birth, you must complete the Demographic
Information Change Request (PSRS-1870). Continue to report
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Message

Possible Action Required

the record as originally submitted until you are contacted that
the record has been updated.

Gender must be M or F

Make sure the gender field is not blank (null) or doesn’t
contain a character other than ‘M’ or ‘F’.

Gender does not match
existing record

When your file is compared to the records in the pension
administration system (V3), the existing SSN / Gender
combination does not match the incoming SSN / Gender
combination. Confirm the record doesn’'t contain any
typographical errors. If not changed, the record will be
updated.

First name cannot be
blank

Populate the First Name field. The First Name is a required
value.

First Name does not match
existing record.

When your file is compared to the records in the pension
administration system (V3), the existing SSN / First Name
combination does not matfch the incoming SSN / First Name
combination. Confirm the record doesn’t contain any
typographical errors. If not changed, the record will be
updated.

Middle name does not
match existing record

When your file is compared to the records in the pension
administration system (V3), the existing SSN / Middle Name
combination does not match the incoming SSN / Middle
Name combination. Confirm the record doesn’t contain any
typographical errors. If not changed, the record will be
updated.

Last name cannot be
blank

Populate the Last Name field. The Last Name is a required
value.

Last name does not match
existing file

When your file is compared to the records in the pension
administration system (V3), the existing SSN / Last Name
combination does not match the incoming SSN / Last Name
combination. Confirm the record doesn’t contain any
typographical errors. If not changed, the record will be
updated.

Invalid Suffix

Populate the Suffix field from the valid values list.
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Message

Possible Action Required

Suffix does not match
existing record

When your file is compared to the records in the pension
administration system (V3), the existing SSN / Suffix
combination does not match the incoming SSN / Suffix
combination. Confirm the record doesn’'t contain any
typographical errors. If not changed, the record will be
updated.

Street Address cannot be
blank

Validate the school employees’ address and input the
information.

City cannot be blank

Validate the school employees’ address and input the
information.

Invalid City, State, Zip
Code Combination

The City/Zip Code or the City/State/Zip Code or the State/Zip
Code is not valid according to USPS. Confirm the school
employee's address doesn’'t contain a typographical error.

State cannot be blank

Validate the school employees’ address and input the
information.

Zip cannot be blank

Validate the school employees’ address and input the
information.

Invalid Address

Change the word "and” to an ampersand sign “&". The
system doesn’t recognize “and” as valid record in Address 1,
Address 2 and/ or Address 3.

The member's address
matches an undeliverable
address already on file.

The address in this record matches an invalid address PSERS
already has on file for this school employee. Validate the
school employees’ address and input the information.

Day Phone must be 10
digits

The phone number must contain the area code and the
standard 7 digits, without the dash.

Day Phone Extension must
be numeric

The Extension must be 5 digits or less; if the extension you are
inputting is greater than 5 digits, make the extension 00000.

Evening Phone must be 10
digits

The phone number must contain the area code and the
standard 7 digits, without the dash.

Evening Phone Extension
must be numeric

The Extension must be 5 digits or less; if the extension you are
inputting is greater than 5 digits, make the extension 00000.

181




Message

Possible Action Required

Other # must be 10 digits

The phone number must contain the area code and the
standard 7 digits, without the dash.

Fax must be 10 digits

The fax number must contain the area code and the standard
7 digits, without the dash.

Invalid E-mail. Email
Address must contain @
symbol

The email address is missing the @ symbol. Validate the email
address and correct the record.

Job Title cannot be blank

Input the Job Title. The file indicates this member is Active or
requesting to waive PSERS Membership.

Invalid Employment Type.
Must equal “PT" or “FT"

Make sure the Employment Type field is not blank (null) or is
equal to the valid value of “PT"” or “FT". Employment Type
must be based on PSERS definition of part time and full time.

Invalid Wage Type. Must
equal “SA", "HR", or “PD"

Make sure the Wage Type field is not blank (null) or is equal to
“SA", "PD", or "HR" based on employee’s contract.

Invalid Work Status.

Make sure the Work Status field is not blank (null) or is equal to
ACTIVE, ACTIVW, SABTLC, ACTMLC, SSLWCC, SSLSSC, STUDYC,
EXCHGC, UNIONC, ACTMLN, SSLWCN, SSLSSN, STUDYN,
EXCHGN, WKCMPN, LEAVEN, TRMNTN, or DECESD. The Wage
Status value must be set based on the employee’s contract.

Invalid Work Status Start
Date. Must be in
MMDDYYYY format.

Make sure the Work Status Start Date field is not blank (null),
doesn't contain all zeros, an invalid date format, oris less than
8 digits.

Work Status Start Date
should not be earlier than
July, 2004

Confirm the employee’s Work Status Start Date doesn’t
contain a typographical error. If correcting a Contract Period
prior to 07/01/2004, then contact ESC for assistance.

Start Date cannot be
earlier than 07/01/2004.
Please contact ESC for
instructions if you need to
enroll a member with a
Start Date prior to
07/01/2004.

Confirm the school employee's Work Status Start Date doesn’t
contain a typographical error.

If you are correcting a Contract Period prior to 07/01/2004,
then contact ESC for assistance.
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Message

Possible Action Required

Invalid Work Status Start
Date. Member must be
greater than 10 years of
age.

Confirm the school employee’s Work Status Start Date or Birth
Date doesn’t contain a typographical error.

If the Start Date and Birth Date are correct, the school
employee is too young to be enrolled.

Start Date cannot be more
than 6 months in the
future.

Confirm the school employee's Work Status Start Date doesn’t
contain a typographical error. If the Start Date is correct, hold
the Contract Record. PSERS will not accept a contract record
Start Date that is greater than 6 months in the future.

Invalid Work Status End
Date. Must be in
MMDDYYYY format.

Make sure the Work Status End Date field is not blank (null),
doesn't contain all zeros, an invalid date format, oris less than
8 digits.

The Work Status End Date
must be greater than or
equal to the Work Status
Start Date.

Confirm the school employee's Work Status Start Date or End
Date doesn’t contain a typographical error.

Expected Months must be
"9 -12".

Make sure the Expected Months field is not blank (null) oris
equal to the valid value of “9", *10”, *11", or "12". based on
the position’s full time equivalent.

Expected Units must be
“180-275".

Make sure the Expected Units field is not blank (null) or is equall
to the Expected Units for position’s full time equivalent, not the
days the school employee is working in the school year.

Expected Units must be
“900" or greater.

Make sure the Expected Units field is not blank (null) or is equal
to the Expected Units for position’s full time equivalent, not the
hours the school employee is working in the school year.

Expected Units must be
“180" or greater.

Make sure the Expected Units field is not blank (null) or is equal
to the Expected Units for position’s full time equivalent, not the
days the school employee is working in the school year.

Expected Units should be
"900-2,600".

Make sure the Expected Units field is not blank (null) or is equal
to the Expected Units for position’s full time equivalent, not the
hours the school employee is working in the school year.

Expected Units should be
“180-217".

Make sure the Expected Units field is not blank (null) or is equal
to the Expected Units for position’s full time equivalent, not the
days the school employee is working in the school year.
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Message

Possible Action Required

Expected Units should be
200-230".

Make sure the Expected Units field is not blank (null) or is equall
to the Expected Units for position’s full time equivalent, not the
days the school employee is working in the school year.

Expected Units should be
“231-275".

Make sure the Expected Units field is not blank (null) or is equal
to the Expected Units for position’s full time equivalent, not the
days the school employee is working in the school year.

Expected Units should be
“900 — 1440"

Make sure the Expected Units field is not blank (null) or is equall
to the Expected Units for position’s full time equivalent, not the
hours the school employee is working in the school year.

Expected Units should be
“1000 - 1600"

Make sure the Expected Units field is not blank (null) or is equal
to the Expected Units for position’s full time equivalent, not the
hours the school employee is working in the school year.

Expected Units should be
“1100-1760"

Make sure the Expected Units field is not blank (null) or is equall
to the Expected Units for position’s full time equivalent, not the
hours the school employee is working in the school year

Expected Units should be
“1200 -2100"

Make sure the Expected Units field is not blank (null) or is equal
to the Expected Units for position’s full time equivalent, not the
hours the school employee is working in the school year.

Invalid Voting Status. Must
be “Y" (Certified) or “N”
(Non-Certified).

Make sure the Voting Status field is not blank (null) or is equal
to the valid value of “Y" or “N".

e "Y"should be used when the position is ‘Certified’ by
the Department of Education (do not use ‘C’).

e “N" should be used when the position is ‘NOT Certified’
by the Department of Education.

Invalid BOC Flag. BOC
Flag must equal “Y" or “N"

Make sure the BOC Flag field is not blank (null) or is equal to
the valid value of “Y” or “N". PSERS needs to know whether or
not you need to report additional salary for this school
employee after the termination month or month of death.

Invalid BOC Flag. BOC
Flag and Outstanding
Service Flag mismatch.

Make sure the BOC Flag field is not blank (null) or is equal to
the valid value of “Y” or “N". PSERS needs to know whether or
not you need to report additional salary for this school
employee after the termination month or month of death.
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Message

Possible Action Required

Invalid BOC/Svc End Date.

Must be in MMYYYY
format.

Make sure the BOC/Svc End Date field is not blank (null),
doesn't contain all zeros, doesn’'t contain an invalid date
format, or has less than 6 digits.

PSERS needs to know when this school employee’s salary,
contributions (if applicable), and service reporting will be
completed. This date should represent the last Work Report in
which this school employee will be present.

BOC End Date cannot be
more than 3 months in the
future.

It is understood by PSERS that some payroll systems collect and
report service units (days and/or hours) at the end of the fiscal
year in June for Salaried employees; however, PSERS needs

the information to finalize retirement benefits for our members.

The Balance of Contract (BOC) for both service and salary
must be reported to PSERS within 3 months of the school
employee's termination month.

Invalid Outstanding
Service Flag. Must equal
HYH or liNH

Make sure the BOC Flag field is not blank (null) or is equal to
the valid value of “Y” or “N". PSERS needs to know whether or
not you need to report additional service units for this school
employee after the termination month or month of death.

Invalid fiscal year. Must be
in YYYY format.

Make sure the Fiscal Year Ending (Year) field is not blank (null),
doesn’t contain all zeros, and contains 4 digits. The Fiscal Year
must be greater than 1919 and less than or equal to the
current Fiscal Year.

PSERS needs to know to which fiscal (school) year the detail
record being submitted for the school employee apples. The
Year should represent the year the service was rendered, not
the year the money was paid.

Invalid fiscal year. Fiscal
year must be between
1919 and current fiscal
year

Make sure the Fiscal Year Ending (Year) field is not blank (null),
doesn’t contain all zeros, and contains 4 digits. The Fiscal Year
must be greater than 1919 and less than or equal to the
current Fiscal Year.

A July Work History Adjustment when a July Work Report
record has not been submitted would be an exception to the
rule. If no Work Report has been submitted for the current
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Message

Possible Action Required

fiscal year, then no adjustments can be made to the current
fiscal year detail record.

EXAMPLE 1: If the Header Record is November 2021, then the
Work History Adjustment Fiscal Year Detail Record can contain
any fiscal year from 1920 to 2021

EXAMPLE 2: If the Header Record is July 2021 and no July 2021
Work Report has been approved, then the Work History
Adjustment Fiscal Year Detail Record can contain any Fiscal
Year from 1920 to 2020.

EXAMPLE 3: If the Header Record is July 2021 and the July
2021 Work Report has been approved, then the Work History
Adjustment Fiscal Year Detail Record can contain any Fiscal
Year from 1920 to 2022.

Invalid wage type. Must
be in (SA, PD, HR).

Make sure the Work Type field is not blank (null) or is equal to
the valid value Salaried (SA), Per Diem (PD), or Hourly (HR).
The Wage Type value must be set based on the school
employee’s contract.

Wage Type does not
match Contract Record

Make sure the Work Type field is not blank (null) or is equal to
the valid value Salaried (SA), Per Diem (PD), or Hourly (HR).
The Wage Type value must be set based on the school
employee's contract.

Invalid work status

Make sure the Work Status field is not blank (null) or is equal to
the valid value ACTIVE, ACTIVW, SABTLC, ACTMLC, SSLWCC,
SSLSSC, STUDYC, EXCHGC, UNIONC, ACTMLN, SSLWCN, SSLSSN,
STUDYN, EXCHGN, WKCMPN, LEAVEN, TRMNTN, or DECESD.
The Wage Status value must be set based on the school
employee’s contract.

NOWORK is not a valid
work status

NOWORK is no longer a valid Work Status. If the school
employee did not work during the Month/Year of the Work
Report being submitted, delete the school employee from the
record.

Make sure the Work Status field is not blank (null) or is equal to
the valid value ACTIVE, ACTIVW, SABTLC, ACTMLC, SSLWCC,
SSLSSC, STUDYC, EXCHGC, UNIONC, ACTMLN, SSLWCN, SSLSSN,
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Message

Possible Action Required

STUDYN, EXCHGN, WKCMPN, LEAVEN, TRMNTN, or DECESD.
The Wage Status value must be set based on the school
employee’s contract.

Work Status does not
match Contract Record

The Work Status on the Work Report must match the Contract
Record that you submitted for the time period being reported.
There are four fields on the Work Report that must match the
Contract Record on file to ensure accurate reporting for the
school employee: Employer, Wage Type, Work Status, and
Year. All Work Status Codes on the report must be within the
Contract Record Start and End Date.

Make sure the Work Status field is not blank (null) or is equal to
the valid value ACTIVE, ACTIVW, SABTLC, ACTMLC, SSLWCC,
SSLSSC, STUDYC, EXCHGC, UNIONC, ACTMLN, SSLWCN, SSLSSN,
STUDYN, EXCHGN, WKCMPN, LEAVEN, TRMNTN, or DECESD.
The Wage Status value must be set based on the school
employee’s contract.

Work Status does not
match the Contract
Record in effect for the
Adjustment Period.

The Work Status on the Work Report Adjustment must match
the Contract Record that you submitted for the time period
being reported. There are four fields on the Work Report
Adjustment that must match the Contract Record on file to
ensure accurate reporting for the school employee:
Employer, Wage Type, Work Status, and Year. All Work Status
Codes on the report must be within the Confract Record Start
and End Date.

Make sure the Work Status field is not blank (null) or is equal to
the valid value ACTIVE, ACTIVW, SABTLC, ACTMLC, SSLWCC,
SSLSSC, STUDYC, EXCHGC, UNIONC, ACTMLN, SSLWCN, SSLSSN,
STUDYN, EXCHGN, WKCMPN, LEAVEN, TRMNTN, or DECESD.
The Wage Status value must be set based on the school
employee's contract.

Report period is after BOC
Service End date.

According to the BOC Service End Date you submitted for this
school employee, PSERS is not expecting to be receiving any
additional Work Reports. Confirm the information on the Work
Report. If the information contained in the Work Report is
correct, contact ESC for assistance.

187




Message

Possible Action Required

Contact ESC when
reporting after the BOC
End date.

According to the BOC Service End Date you submitted for this
school employee, PSERS is not expecting to be receiving any
additional Work Reports. Confirm the information on the Work
Report. If the information contained in the Work Report is
correct, contact ESC for assistance.

Active Waiver confract
record cannot have
Wages or Service

According to the Work Status on the Contract Record you
submitted for this school employee, PSERS is not expecting to
be receiving any Wages or Days or Hours. Confirm the
information on the Work Report. If the information contained
in the Work Report is correct, contact ESC for assistance.

Base, Supplemental, and
WNC amounts cannot all
equal zero if status is
ACTIVE

According fo the Work Status 'Active’ on the Contract Record
you submitted for this school employee, PSERS expects to be
receiving Wages. Confirm the information on the Work
Report. If the information contained in the Work Report is
correct, contact ESC for assistance.

Base amount cannoft be
zero if status is SABTLC

According to the Work Status SABTLC on the Contract Record
you submitted for this school employee, PSERS expects to be
receiving Wages in both the Base and URCC fields of the Work
Report. Confirm the information on the Work Report. If the
information contained in the Work Report is correct, contact
ESC for assistance.

Base and URCC amounts
cannot both equal zero if
status is <<code>>

According to the Work Status ACTMLC, EXCHGC, SSLSSC,
SSLWCC, STUDYC, or UNIONC on the Contract Record you
submitted for this school employee, PSERS expects to be
receiving Wages in either the URCC field or both the Base and
URCC fields of the Work Report. Confirm the information on
the Work Report. If the information contained in the Work
Report is correct, contact ESC for assistance.

Maximum Base wages
cannot exceed $50,000.00
in any month

Confirm the school employee’s Base Salary reported in the
Work Report doesn't contain a typographical error. The
reported amount cannot exceed $50,000 per month.

Determine if the wages being reported are exactly retirement
covered compensation or should be reported in the Non-
Retirement Covered Compensation (NRCC) field.
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Possible Action Required

URCC amount cannot
equal zero if status is
SABTLC

If you reported the Work Status of SABTLC on the Contract
Record you submitted for this school employee, PSERS is
expecting to be receiving Wages in both the Base and URCC
fields of the Work Report.

If you reported the Work Status of ACTMLC, EXCHGC, SSLSSC,
SSLWCC, STUDYC, or UNIONC on the Contract Record you
submitted for this school employee, PSERS expects to be
receiving Wages in either the URCC field or both the Base and
URCC fields of the Work Report.

Confirm the information on the Work Report. If the information
contained in the Work Report is correct, contact ESC for
assistance.

Maximum URCC wages
cannot exceed $50,000.00
in any month

Confirm the school employee’s URCC Salary reported in the
Work Report doesn't contain a typographical error. The
reported amount cannot exceed $50,000 per month.

Determine if the wages being reported are exactly retirement
covered compensation or should be reported in the Non-
Retirement Covered Compensation (NRCC) field.

Overtime amount cannot
be greater than zero if
base is zero

The employee cannot work overtime without working the
school employee’s regular position. Determine if the wages
being reported should be supplemental income rather than
Overtime. If the overtime wages are correct, then the Base
salary must be reported on this same record.

Maximum overtime wages
cannot exceed $50,000.00
in any month

Confirm the school employee’s Overtime Salary reported in
the Work Report doesn’t contain a typographical error. The
reported amount cannot exceed $50,000 per month.

Determine if the wages being reported are exactly retrement
covered compensation or should be reported in the Non-
Retirement Covered Compensation (NRCC) field.

Maximum supplemental
wages cannot exceed
$50,000.00 in any month

Confirm the school employee’s Supplemental Salary reported
in the Work Report doesn’t contain a typographical error. The
reported amount cannot exceed $50,000 per month.
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Determine if the wages being reported are exactly retirement
covered compensation or should be reported in the Non-
Retirement Covered Compensation (NRCC) field.

Contributions cannot
equal zero when an
amount has been
specified for Base,
Supplemental, Overtime,
or URCC.

Wages were reported in the Base, URCC, OT, and/or SUP
field(s) on the Work Report or Work Report Adjustment record.
You must deduct retirement contributions from these wages.

e If the wages being reported are not retirement
covered compensation, then the wages should be
reported in the NRCC field.

e If the school employee is working part-fime and has
not met the minimum qualifications for PSERS
membership, then you may choose not to withhold
retirement confributions until the school employee
qualifies for PSERS membership.

Confribution rate should
be << % >>

According fo the Member Conftribution Rate (Rate) PSERS has
on record for this school employee, the sum of the Base,
URCC, OT, and SUP fields multiplied by the Rate does not
equal the value reported in the Confributions field.

Confirm your calculation. If your calculation is correct, review
the employee’s contract record details on the Roster Page to
confirm the school employee’s Member Contribution Rate.

Invalid Reason Code

The Reason Code on this record is not a valid PSERS Reason
Code. Make sure the Reason Code field is not blank (null) or is
equal to a valid value: SALARY, CNTRCT, LMPSUM, SVCADJ,
LATRPT, MEMPQOS, UNCRDT, or CAWARD.

Base, URCC, OT, SUP,
CONTRIB, POS, EXSAL and
NRCC must be zero if
Reason code is UNCRDT.

The Reason Code UNCRDT is used to report salary and service
units (i.e., days and hours) for a previous fiscal year when the
school employee was accidentally not reported to PSERS.
PSERS will send both you and the school employee a
Statement of Amount Due.

NOTE: Only service (Days/ months) and WNC should be
allowed for UNCRDT for all wage types.

Wage Indicator and
Conftrib Withheld Flags
both must be specified for

Make sure the Wage Indicator field is not blank (null) or is
equal to the valid value of “Y" or “N".
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Reason Code <<REASON
CODE>>.

Make sure the Contributions Withheld field is not blank (null) or
is equal to the valid value of “Y" or “N”.

Hours must be greater
than zero if wage type is
Hourly

When the Wage Type is equal to Hourly, you must report hours.

Max hours should not
exceed 300 in any month

Confirm the school employee’s hours reported in the Work
Report don't contain a typographical error. The reported
amount cannot exceed 300 hours per month.

Days must be greater than
zero if wage type is Per
Diem

When the Wage Type is equal to Per Diem, you must report
days.

Annual service must be
reported in June

When the Wage Type is equal to Salaried, you must report
days in the month of June if you haven't reported the service
units throughout the fiscal (school) year.

Days cannot be greater
than 365

Confirm the school employee’s days reported in the Work
Report don't contain a typographical error. The reported
amount cannot exceed 365 days per month.

verify days July -December
work reports cannot report
more than130 days

Confirm the school employee's days reported in the Work
Report don't contain a typographical error. The reported
amount shouldn’t exceed 130 days in a July through
December Work Report month.

Verify Days; January - June
work reports cannot report
more than 280 days

Confirm the school employee’s days reported in the Work
Report don't contain a typographical error. The reported
amount shouldn't exceed 280 days in a January through May
Work Report month.

WNC amount cannot be
zero if work status is
<<Work Status>>

(Work Status Valid Values:
ACTMLN, SSLWCN, SSLSSN,
STUDYN, or EXCHGN)

According to the Work Status on the Confract Record you
submitted for this school employee, PSERS expects to be
receiving Wages in the WNC field of the Work Report. Confirm
the information on the Work Report.
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WNC must equal zero for
this leave status

According to the Work Status of LEAVEN or WKCMPN on the
Contract Record you submitted for this school employee,
PSERS does not expect to be receiving Wages in the WNC
field of the Work Report. This Administrative Leave type is not
retirement covered compensation and may not be
purchased when the school employee returns to an active
contribution status with PSERS and therefore should not be
reported at all orin the NRCC column.

WNC amount must be zero
for Full-time members

According to the Full-time Employment Type on the Contract
Record you must withhold contributions from the employee’s
salary/wages. The salary/wages needs to be reported in the
Base or SUP fields on the Work Report.

WNC amount must be zero
for Salaried members

According fo the Salaried Wage Type on the Contract Record
you submitted for this school employee; you must withhold
contributions from the school employee’s salary/wages. The
salary/wages needs to be reported in the Base or SUP fields on
the Work Report.

Confirm the information on the Work Report. If the information
contained in the Work Report is correct, contact ESC for
assistance.

Member is Qualified; begin
withholding

The school employee has met the minimum service
requirements to be a member of PSERS. You must withhold
contributions from the member’s salary/wages. The member’s
qualification is reported on the CROQ report. Report as if
conftributions were withheld and recoup from the employee.
Begin withholding contributions on your next payroll cycle.

Member is Qualified; WNC
should not be reported

The school employee has met the minimum service
requirements to be a memlber of PSERS. You must withhold
contributions from the member’s salary/wages. The member’s
qualification is reported on the CROQ report. Report as if
conftributions were withheld and recoup from the employee.
Begin withholding contributions on your next payroll cycle.

Base, Supplemental, and
WNC amounts cannot all
be zero if status is ACTIVE

According to the Contract Record, this school employee has
an ACTIVE Work Status with either an Hourly or Per Diem Wage
Type. You must report the salary/wages earned by this school
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and wage type is either
Hourly or Per Diem

employee in one of the following wage fields: Base, SUP, or
WNC.

Base, Supplemental, URCC
and WNC amounts cannot
all be zero if status is
<<Work Status>> and
wage type is either Hourly
or Per Diem

(Work Status Valid Values:
ACTMLC, EXCHGC,
STUDYC, SSLSSC, SSLWCC,
SABTLC, UNIONC, TRMNTN,
or DECESD)

According to the Work Status on the Contract Record for this
school employee and the Wage Type of Hourly or Per Diem.
You must report the salary/wages earned by this school
employee in one of the following wage fields: Base, SUP,
URCC, or WNC.

Maximum wages w/o
confributions cannot
exceed $50,000.00 in any
month.

Confirm the school employee’'s WNC (Wages No
Contributions) reported in the Work Report doesn’t contain a
typographical error. The reported amount cannot exceed
$50,000 per month.

Determine if the wages being reported are retirement
covered compensation or should be reported in the Non-
Retirement Covered Compensation (NRCC) field.

Negative member POS [-
NNN] amount.

NOTE: Here NNN is the
amount displayed in the
POS field.

The Purchase of Service Installment amount must be positive
when reported in a Work Report. Confirm the Work Report
doesn’t contain a typographical error. If the amount is to
remain a negative, then delete the value from the Work
Report and submit a Work Report Adjustment to report the
negative purchase of service installment.

The member POS
installment cannot be
blank.

When reporting a Work Report Adjustment with the Reason
Code of ‘MEMPOS’, you must report either a positive or
negative purchase of service installment amount.

Member has no POS
balance due, MEMPOS
must be zero.

According to PSERS records, the member doesn’'t have any
purchase of service debts. Confirm the MEMPOS reported
doesn’t contain any typographical errors.
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Member has no POS According to PSERS records, the member doesn’t have any
balance due; MEMPOS purchase of service debts. Confirm the MEMPOS reported
can't be greater than zero. | doesn’'t contain any typographical errors.

File Formats for Imported Files

To transmit a file to PSERS for the DB information, all information in the file must be in the
correct format, as follows:

o Save the file as a plain text (ASCII) file that contains only Member Demographic
Information, Member Confract Record, Work Report, or Work History Adjustment.
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DO NOT mix Member Demographic Information, Member Contract Records,
Work Report Records, and/or Work Report Adjustment Records intfo one file.
Specific file extensions must be used when creating the file. The two types are
Ixt and V3D. No other file extension types will be accepted.

When saving the file do not use colons or special characters in the file name.
The first line in the file is a header row.

Each individual record must appear on its own record row.

All record rows must be in the fixed-record (fixed width) format.

Report the fields in each record row in the order identified below.

All numeric (non-decimal) fields must be right justified, zero-padded left. If the
field is optional and will not be populated with data, zero-fill it; do not leave it
blank. Blank fields will corrupt the data fields that follow, and an error will occur
in the file upload.

Date fields are considered numeric. If a date field is optional and will not be
populated with data, zero-fill it; don't leave it blank. Blank fields will corrupt the
data fields that follow and cause an error in file upload.

All alpha or alphanumeric fields must be left justified, space-filled to the right. If
the field is optfional and will not be populated with data, space-fill it; don’t leave
it blank. Blank fields will corrupt the data fields that follow and cause an error in
file upload.

Implied decimals cannot be used, but when an example shows a numeric value
with a decimal point, zero-value fields must include this decimal point in that
place. Refer to the specific specification below for the field format.

For fields that are numeric signed, the minus sign must appear as the leftmost
position in the field if the value is less than zero; otherwise, the leftmost position
would have a zero in it.

All header and record lines must be Carriage Return, Line Feed (CRLF
Hexadecimal 0D25) delimited.

All fields in the file are character-based and fixed-length. Some fields require a
particular character, such as a decimal point, in a specific place. The sample
data shown for each field indicates the layout of that field. All records must use
this layout for both real data and “empty” or “zero value” data.

The Member Demographic Import is a process that allows employers to send a Member
Demographic File to PSERS with detailed member indicative information so that the
System can be updated with the most current address and census information for each
member. The Member Demographic Import needs to be run separately from the Work
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Report Process and/or Confract Record Process. The address information received via
the Member Demographic Import will always update the member’s Residence Address.

Employers must now submit member demographic and contract record files as soon as
they are able after hiring a new employee as that creates the participant record with
Voya which is needed to upload the work report to Voya on the staff’s first pay date.

NOTE: The email address field is required for all demographic entries and changes.

A Member Demographic Confirmation Letter is generated and sent to the member
when an initial demographic record is approved and for every change to the
demographic record. However, it is not generated if an employer uploads and
approves a demographic file for a member who already has a record in the V3
Member module, even if the record in that file updates the information in V3 for this
member. This letter may be sent electronically into the Members MSS account or
through the mail.

Key for R/O/C column:
R = Required field
O= Optional
C= Conditional
Field R/O/C | Bytes | Start | Format/Values | Sample Comments
Describes the incoming file
Header
. type; Member census and
Record R 1 1 D=Demographic D . .
Tvoe residential address
P information.
Employer . Unique Employer ID; right-
R 6 2 N 002345
Code umene justified; zero-padded left
Detail Total number of detail
etd Numeric records for this header
Record R 6 8 002680 . o
Count 000000 record; Right-justified;
Zero-padded left
Fil File creation date and
ile
. time; Member
Creation Date
Date and R 12 14 102520031400 | Demographic Record File
Time MMDDYYYYHHMM created on October 25,
2003 at 2 pm.

196



Field R/O/C | Bytes | Start | Format/Values | Sample Comments

Filler. Space filled to
Filler R 338 26 NULL match fixed length of
detail record.

All fields are required. “Start” indicates what column that field begins in on the header
line. “Bytes” indicates how many bytes (characters) are in the field. All fields are a
fixed length.

The following sample header uses the information as shown in the above
table:

D002345002680102520211400

In this example, a Member Demographic Information File from Employer 002345 is being
submitted with 2,680 records in it. The file was created on October 25, 2021 at 14:00
(2:00 p.m.).

Each Member Demographic Information Record must consist of a single row of
information, in the following format:

X Byte Format/
Field R/O v Start Sample Comments
s Values
Member's SSN.
SSN R 9 1 Numeric 149250245

Right justified; zero-padded left

Member's Last Name.

Last Name R 33 10 Alpha AARON

Left Justified, Space Filled

Member’s First Name.
First Name R 35 43 Alpha SMITH

Left Justified, Space Filled
Middle Member's Middle Name.
N O 35 78 Alpha JOHN

ame Left Justified, Space Filled
. JR.SR.LIL I, Member's Suffix.
Suffix O 3 113 JR
v,V

Left Justified, Space Filled
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Field

R/O

Byte

Start

Format/
Values

Sample

Comments

Gender

116

HMH or HFH

Member's Gender information;
“M" = Male, "F" = Female

Birth Date

117

Date

MMDDYYYY

07231958

Member's date of birth

Used as database key to prevent
accidental update of the wrong
member.

Address]

35

125

Alphanumeric

Care Of

First Line of Member's Residence
Address

Compliant with Postal
Regulations. Left Justified, Space
Filled

Address2

35

160

Alphanumeric

Apt/Suite/
Floor

Second Line of Member's
Residence Address

Compliant with Postal
Regulations. Left Justified, Space
Filled

Address3

35

195

Alphanumeric

Street
Address

Third Line of Member's Residence
Address

Compliant with Postal
Regulations. Left Justified, Space
Filled

City

21

230

Alphanumeric

HARRISBURG

Member's City of Residence

Compliant with Postal
Regulations. Member's city of
residence. Left Justified, Space
Filled

State

251

Alphanumeric

PA

Member's state of residence.

Zip

253

Alphanumeric

171080125

Member's residence zip code
(including plus 4). Zero-padded
right

Country

262

Alpha

UN

Member's country of residence.
Default to US
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X Byte Format/
Field R/O v Start Sample Comments
s Values
Member's Day phone (Area
Day Phone | O 10 264 | Numeric 7177878540 | Code & Telephone Number)
Addresses. Phone 1
Member's Day Phone Extension
Day Phone . . R
Ext O 5 274 Numeric 0245 Right-justified; Zero-padded left
X
Addresses.Ext_1
Member’s Evening phone (Area
Evenin
vening 0 10 |279 | Numeric 7177878540 | COde & Telephone Number)
Phone
Address Phone 2
Member's Evening Phone
Extension
Evening Ext | O 5 289 Numeric 00032 . o
Right-justified; Zero-padded left
Addresses.Ext_2
Member's Other phone (Area
Code & Telephone Number)
Other o 10 294 | Numeric 7177878540
U i
Number Right-justified; Zero-padded left
Address Phone 3
Member's Fax (Area Code
Telephone Number).
Fax O 10 304 Numeric 7177878540
Right-justified; Zero-padded left
Address Phone 4
Member’s Email address.
Email O 50 314 Alphanumeric | A@QUS.COM
Left Justified, Space Filled

Error = Entire record rejected. No V3 update will take place until the employer corrects
the rejected record.
Warning/Exception = Record accepted. V3is updated based on record details but
with warning message(s) provided back to the employer.
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On the Import Detail Window in V3 or the Web Import GUI, the following error messages
will appear. If multiple errors exist for any given record, the System will identify each
error and list them.

NOTE: The only address information V3 will audit is Address Line 1, Address Line 2,
Address Line 3, City, State, Zip, and Country.

NOTE: The Address History Audit feature will also frack the Source of change (e.g.,
username, system, employer code and user login id), Insert Date, Inserted By (e.g.,
username, system, employer code and user login id), Updated By (e.g., username,
system, employer code and user login id) and Update Date.

Prior to committing the demographic information to the database, the address
information will be cleansed by the “Postal Software.”

Member Demographic Detail Record - File Validations (NOTE: Conditions highlighted in
gray assume that the incoming SSN and DOB match the current record on file. Field #1
represents data on system. Field #2 represents incoming field on demographic file.

Field Condition(s) Error Message
Header Not Processed because
Record If the Header Record length is incorrect Not Processed | headerrecord does not
match expected length.
Header Not Processed because
If the Header Record Type <> D Not Processed . .
Record Type record type is not valid
Detail Not Processed | Not Processed because
Record If the header record Detail Record Count Detail Record Count does
Count doesn’'t match the V3 record count of the not match the number of
Demographic Detail Records Demographic Detail
records.
Not Processed because
Employer . .
Code If the employer code is not found in the system Not Processed | employer code does not
match record on file.
Detail Not Processed because
Record If the Detail Record length is incorrect Not Processed | detail record does not
match expected length.
File Creation . _ . . . . Not Processed because
File with identical file creation date and time . . .
Date and . . Not Processed | identfical file already
. stamp is attempted to be processed twice
Time processed
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Field Condition(s) Error Message
If NULL or all zeros Error SSN must be 9 digits.
If less than 9 digits Error SSN must be 9 digits.
If the SSN is invalid based on the following rules for
the area number (first three digits), the group
number (fourth and fifth digits), and the serial
number (the last four digits).
- The area number cannot be 000 fror SSN [Member SSN] not in
SSN - The area number cannot be 666 specified range
- The area number cannot fall in the 900 series (i.e.,
area cannot start with 9).
- The group number cannot be all zeros (i.e., 00).
- The serial number cannot be all zeros (i.e., 0000).
Retired member. Please
tact ESC Regi |
If SSN is for a member whose status = Retired Error contac you.r egiond
Representative for
instructions.
Invalid birth date. Must be
If NULL or all zeros Error .
in MMDDYYYY format.
o Invalid birth date. Must be
If less than 8 digits Error .
in MMDDYYYY format.
. . Invalid birth date. Must be
If invalid date format Error .
in MMDDYYYY format.
Invalid birth date. Age must
. If Age is not greater than 10 Error d
Date of Birth be greater than 10.
If Age is greater than or equal to 111 Error invalid birth date. Age must
9 d 4 be less than 111
. Age calculated is greater
If Age is greater than 69, but less than or equal to . .
11 Warning than 69. Confirm Date of
Birth
If existing SSN = incoming SSN but E Date of Birth does not
rror
DOB 1 <> DOB2 maftch existing record.
If NULL Error Gender must be M or F
Gender
If<>MorF Error Gender must be M or F
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Field Condition(s) Error Message
If NULL Error First name cannot be blank
First Name If First Name1 <> First Name 2 then warni First Name does not match
arnin
Replace First Name 1 with First Name 2 Y existing record.
Middle If Middle Name 1 <> Middle Name 2 then warni Middle name does not
arnin
Name Replace Middle Name 1 with Middle Name 2 Y match existing record
If NULL Error Last name cannot be blank
If Last Name1 <> Last Name 2 and
. Last name does not match
Gender 2 = “F" then Warning o .
. existing file
Last Name Replace Last Name 1 with Last Name 2
If Last Name1 <> Last Name 2 and
. Last name does not match
Gender 2= “M" then Warning . .
. existing file
Replace Last Name 1 with Last Name 2
If <> to standard V3 list (see record layout above)
then Warning Invalid Suffix
Suffix Do not update record
If Suffix 1 <> Suffix 2 . Suffix does not match
. . . Warning L
Replace Suffix 1 with Suffix 2 existing record
Street Address cannot be
Street If NULL Error
blank
If NULL Error City cannot be blank
If City, State and Zip do not match based on
Cit postal code regulation
iy Invalid City, State, Zip Code
NOTE: This validation only occurs when the Zip Error Combination
code is in 5-digit format. The system will skip this
validation if the zip code is in ZIP+ 4 format.
If NULL Error State cannot be blank
If City, State and Zip do not match based on
stat postal code regulation
ate Invalid City, State, Zip Code
NOTE: This validation only occurs when the Zip Error Combination
code is in 5-digit format. The system will skip this
validation if the zip code is in ZIP+ 4 format.
Zip If NULL Error Zip cannot be blank
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Field Condition(s) Error Message
If City, State and Zip do not match based on
postal code regulation.
Invalid City, State, Zip Code
NOTE: This validation only occurs when the Zip Error Combination
code is in 5-digit format. The system will skip this
validation if the zip code is in ZIP+ 4 format.
Invalid Address
NOTE: The user will use
Address 1, o ampersand sign “&" instead
Address 2. If word “AND" is in Care Of, Apartment or Street Error of word “AND" since the
Address system doesn’t recognize
Address 3 “AND" as valid record in
Address 1, Address 2 and/
or Address 3.
The member’s address
If Address 1 = Address 2 and Invalid Address .
Address . . Error matches an undeliverable
Indicatoris on .
address already on file.
“Address” =
Line 1, N/A
line 2, If Address 1 <> Address 2 then NOTE: Residence Address
Update "Address” and N/A information updated in V3
Line 3, Use Employer as Source and new audit record
City, State, created.
Zip
Warning
. Day Phone must be 10
Day Phone If less than 10 digits Field NOT digits
updated
Warning
Day Phone if less than 5 digit Day Phone Extension must
ss than 5 digits .
Ext 9 Field NOT | be numeric
updated
Warning
Evening If less than 10 diifs Evening Phone must be 10
Phone S Field NOT | qigits
updated
Warning
Evening if less than 5 diiaits Evening Phone Extension
Phone Ext 9 Field NOT | muyst be numeric
updated
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Field Condition(s) Error Message
Warning .
Other Other # must be 10 digits
NUMber If less than 10 digits Field NOT
updated
Warning
Fax If less than 10 digits Field NOT | Faxmust be 10 digits
updated
waming | |hyqlid E-mail. Email
E-mail If missing ‘@’ sign Field NOT | Address must confain @
updated symbol
An email address must be
. . provided for all new
Email If missing Error
members as part of the
Demographic information.

The system will continue processing the record even when an error is encountered so
that all the errors can be reported back to the employer collectively and the employer
will only need to fix all the records once. The ESS system will identify the errors.
Employers must use the filter options to determine which errors/warnings are present
and correct them before processing the file.

If the required field validation rules are satisfied, the System will update the member’s
census information and/or residence address and create a new audit record where
appropriate (as defined above). The Member History Audit feature will also track
Source of change (e.g., username, system, employer code and user login id), Inserted
Date, Inserted By (e.g., username, system, employer code and user login id), Updated
By (e.g., username, system, employer code and user login id), and Updated Date.

The demographic record will create a new member in V3 updating the Person, Member
and Address table.

Prior to submitting a monthly Work Report, employers are required to submit a Contract
Record for each job title the member holds. The Contract Record will be submitted
electronically via the ESS system. The Contract Record contains work related
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information to determine PSERS eligibility, final average salary (FAS) calculations,
purchase of service (POS) functions, waiver requests, and voting status rights.

The Contract Record will help provide the FAS framework for determining the member’s
percent of contract worked and feed into the salary annualization calculation. Also,
with the addition of the DC component the contract records will be pulled at a much
higher frequency and reported to PSERS. The monthly Work Report will be used to apply
actual months and units worked against the expected FAS information. The Contract
Record also allows for PSERS to compensate for the fact that employers cannot provide
daily work history information. The Contract Record provides the flexibility for employers
to report Work Status and/or Personnel Codes to the specific day.

Following are the nine main fields on a Contract Record:

Job Title
Employment Type
Wage Type
Work Status
Work Status Start Date
Work Status End Date
Expected Months
Expected Units
i. Voting Status
If any of the data in the “main” fields on the Contract Record change (except for
Voting Status), the employer will be required to submit a new Contract Record to PSERS.

SQ@ ™0 00T

The Work Status field will be used to indicate the employee’s current job status, whether
the member is contributing or not, job termination, and whether the member is
requesting to waive PSERS membership.

Employers must submit their Contract Record Files as soon as they have a start date for
their New Hire. This is because the information is needed for Voya to create a
participant account and for qualification purposes if they are Full-Time or Salaried.

The Roster Page may be accessed at any time. Because timeliness is important when
reporting the death of an active member, PSERS requires the death nofification of
active members via manual Contact Record entry unless the Contract Record File is to
be submitted the same day. Employers can view the status of their Contract Record
File and/or submit a “new” Contract Record.

The Contract Record File will first be processed for field level (e.g., SSN cannot be blank,
etc.) and then business rule validations. ESS will check to see if the member has waived
PSERS membership.
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NOTE: Corrections to an erroneous Contract Record must be corrected via the Roster
Page inside ESS. If a Work Report was already submitted for the erroneous Contract
Record a workflow will be triggered for PSERS staff to determine next steps. This should

be a “rare” occurrence.

A) Field Level Validations — Record Layout

The file will be reviewed for readability (i.e. syntax and file generation) and compliancy
with required field rules. The record will be rejected, if a required field is blank or not in

the appropriate format.

Key for R/O/C column:
R = Required field
O= Optional
C= Conditional
Field R/O/C | Bytes | Start | Format/Values | Sample Comments
Header Record | R : ] C=Contract c Describes the incoming file
Type type
Unique employer ID. Right-
R justified; zero-padded left.
NOTE: Some Employer ID’s
Employer Code 6 2 Numeric 002345 coming from the Legacy
System (conversion) will have
alpha characters; however,
future Employer ID’s will all be
Numeric.
. Total number of detail records
Detail Record Numeric for this header record type.
R 6 8 002680 . C e
Count 000000 Right-justified; Zero-padded
left.
Date : ; A
File creation date and fime;
File Creation 12 14 1025200314 Clon’r:cc’rlRecord File crleo’red
Date and Time R MMDDYYYYHHM 00
M on October 25, 2003 at 2 pm.
. Filler. Space filled to match
Filler 115 26 Spaces .
R length of detail record.
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All fields are required. “Start” indicates what column that field begins in on the header
line. “Bytes” indicates how many bytes (characters) are in the field. All fields are a

fixed length.

The following sample header uses the information as shown in the above

fable:

C002345002680102520211400

In this example, a Member Contract Information File from Employer 002345 is being
submitted with 2,680 records in it. The file was created on October 25, 2021, at 14:00

(2:00 p.m.).

Each Member Contract Record

following format:

must consist of a single row of information, in the

Format/Value

Field R/O/C | Bytes | Start Sample Comments
S
SSN R 9 1 Numeric 149250245 Right justified; zero-padded left.
Last Name R 33 10 Alpha AARON Left Justified, Space Filled
First Name R 35 43 Alpha SMITH Left Justified, Space Filled
Member's date of birth
Date
Date of Birth R 8 78 07231958 | Used as dafabase key fo
MMDDYYYY prevent accidental update of
the wrong member.
. Required when Work Status =
Alphanumeric
ACTIVE or ACTIVW, else Blank
Job Title C 50 86 No predefined Teacher o .
Free form. Job fitle is reviewed
values . -
for PSERS membership eligibility.
Required when Work Status =
ACTIVE or ACTIVW, else Blank
Employment PT= Part-time Used to determine waiver
Type c 2 136 e Fullime PT eligibility, Work Status,

contributing status, and
additional validation rules on
Work Reports.
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Format/Value

Field R/O/C | Bytes | Start Sample Comments
S
Required when Work Status =
SA = Salary ACTIVE or ACTIVW, else Blank
Wage Type C 2 138 HR = Hourly SA Used to determine “qualifying
year”, FAS calculations, and
PD = Per Diem additional validation rules on
Work Reports.
ACTIVE = Actively working
(contributing or non-
contributing)
ACTIVE ACTIVW = Waiver Request
ACTIVW SABTLC = Sabbatical
SABTLC ACTMLC = Paid Activated
ACTMLC Military
SSLWCC SSLWCC = Paid Special Sick
Leave Worker's Comp:
SSLSSC
SSLSSC = Paid Special Sick
STUDYC Leave School Sponsored
EXCHGC STUDYC = Paid Professional
Stud
UNIONC vy
Work Status R 6 140 ACTIVE EXCHGC = Paid Exchange
ACTMLN
Teacher
SSLWCN . .
UNIONC = Paid Collective Barg
SSLSSN Unit
STUDYN ACTMLN = Unpaid Acftivated
Military
EXCHNGN
SSLWCN = Unpaid Special Sick
WKCMPN Leave Worker's Comp:
LEAVEN SSLSSN = Unpaid Special Sick
TRMNTN Leave School Sponsored
DECESD STUDYN = Unpaid Professional

Study

EXCHGN = Unpaid Exchange
Teacher

208




Field

R/O/C

Bytes

Start

Format/Value
3

Sample

Comments

WKCMPN = Worker's Comp
Leave

LEAVEN =Any Other Leave not
listed

TRMNTN = Termination

DECESD = Deceased

Work Status
Start Date

146

Date

MMDDYYYY

10252003

Start Date of the given Work
Status

NOTE: The Employer cannot
create a Confract Record with
a Work Status start date prior to
July 1, 2004. However, PSERS
staff will be able to add these
records in the GUI and will be
able to correct records which
already have this condition.

When an employee is ending alll
Job Titles with an employer, a
Contract Record with a Work
Status = TRMNTN should be sent.

If a member dies "in service”, a
Contract Record with a Work
Status = DECESD should be sent.

Work Status
End Date

154

Date

MMDDYYYY

10252003

End Date of the given Work
Status

NOTE: The Employer cannot
enter an End Date that is earlier
than the Start Date. However,
PSERS staff will be able to
correct records on the GUI
which already have this
condition.

When an employee is ending a
specific Job Title, the original
Confract Record for that
specific Job Title should be sent
with a Work Status End Date.
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Format/Value

Field R/O/C | Bytes | Start Sample Comments
S
. [NOTE: The termination date
and date of death get
populated in the start date field
Required when Work Status not
= Terminated and not =
Numeric Deceased.
E ted
xpecte c 2 162 10
Months ## Information used for FAS. See
Validation Section for
conditional logic.
Required when Work Status not
=Terminated and not =
Numeric Deceased
Expected Units | C 4 164 180
HHtH# Information used for FAS. See
Validation Section for
conditional logic.
NULL
. Determines Board Election
. Y = Certified . . .

Voting Status C 1 168 Y Voting Rights; Required when
N = Non- Work Status = ACTIVE, else Blank.
certified

Balance of Contract Flag

Required when Work Status =
NULL TRMNTN or DECESD, else Blank

BOC Flag C 1 169 Y= Balance Member may terminate but sfill

have money due. Allows PSERS
N= No-balance .

to know whether final versus

initial benefit calculation can

be performed.

If the member still has service to

be reported set to "Y".

) NULL Required when Work Status =
Outstanding TRMNTN or DECESD, else Blank
Service Credit C 1 170 Y=Yes
Flag Based on how certain

N= No

employers report service, the
service information may not be
fully reported until several
reporting periods after the
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Field

R/O/C

Bytes

Start

Format/Value
3

Sample

Comments

terminated Confract Record is
received.

BOC/Svc End
Date

Date

MMYYYY

102003

The last Work Report in which
the Balance of Contract or Final
Service will be reported.

Required when Work Status =
TRMNTN or DECESD, else Blank.

Required when the BOC Flag is
set to "Y" or the Outstanding
Service Credit Flag is set fo "Y”

The month and year that the
final Work Report for salary
and/or service is to be reported.
Allows PSERS to determine initial
versus finalized benefit.

NOTE: Employers need to
provide the report date and not
pay date.

After field level validations, the Contract Record File will be reviewed for compliancy
with business rules (e.g. record cannot contain a full-time per diem position, etfc.).

Validations

Error = Entire record rejected. No V3 update will take place until the employer corrects
the rejected record.
Warning/Exception = Record accepted. V3is updated based on record details but
with warning message(s) provided back to the employer.
On the Import Detail Window in V3 or the Web Import GUI, the following error messages
will appear. If multiple errors exist for any given record, the System will identify each
error and list them together on the screen (separated by a comma).
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Field Condition(s) Error Type Message/Event
Member Demographic
Initial Contract Record is received but there is Record must .be sent or?d.
N/A no demographic information on file, or the Error processed prior to receiving

Invalid Address Indicator is sef to “yes”.

and processing the
Confract Record

Header Record

If the Header Record length is incorrect

Not Processed

Invalid because header
record does not match
expected length.

Header Record
Type

If the Header Record Type <> C

Not processed

Invalid because record
type is not valid

Detail Record
Count

If the header record Detail Record Count
doesn’'t match the V3 record count of the
Health Care Detail Records

Not processed

Invalid because Detail
Record Count does not
match the number of
Health Care Detail records.

Employer Code

If the employer code is not found in the
system

Not processed

Invalid because employer
code does not match
record on file.

Detail Record

If the Detail Record length is incorrect

Not Processed

Invalid because detail
record does not match
expected length.

If NULL or all zeros Error SSN must be 9 digifs.
If less than 9 digits Error SSN must be 9 digits.
SSN If alpha character Error SSN must be 9 digifs.
Demographic information
If no match found Error has not been submitted for
this member.
If NULL Error Last name cannot be blank
Last Name Last name does not match
If Last Name1 <> Last Name 2 Error . .
existing file
If NULL Error First name cannot be blank
First Name i ) First Name does not match
If First Name1 <> First Name 2 Error

existing record.
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Field Condition(s) Error Type Message/Event
Invalid birth date. Must be in
If NULL Error
MMDDYYYY format.
. Invalid birth date. Must be in
If less than 8 digits Error
MMDDYYYY format.
. . Invalid birth date. Must be in
If invalid date format Error
Date of Birth MMDDYYYY format.
Date of Birth does not
Error fch existing record
If existing SSN = incoming SSN but ma 9 '
DOB 1 <> DOB2
. If Work Status = ACTIVE, or ACTIVW and .
Job Title . Error Job Title cannot be blank
Job Title = NULL
If Work Status = ACTIVE, or ACTIVW and Error Invalid Employment Type.
Employment Employment Type = NULL Must equal “PT" or “FT"
Type If Work Status = ACTIVE or ACTIVW and Error Invalid Employment Type.
Employment Type <> PT or FT Must equal “PT" or “FT"
If Work Status = ACTIVW and E Invalid Wage Type. Must
rror
Wage Type = NULL equal “SA", “HR", or “PD"
Wage Type
If Work Status = ACTIVE or ACTIVW and Error Invalid Wage Type. Must
Wage Type <> SA, HR, or PD equal “SA”, "*HR", or “PD"
If NULL Error Invalid Work Status.
If Work Status <> ACTIVE, ACTIVW, SABTLC,
ACTMLC, SSLWCC, SSLSSC, STUDYC, EXCHGC,
UNIONC, ACTMLN, SSLWCN, SSLSSN, STUDYN, Error Invalid Work Status
EXCHGN, WKCMPN, LEAVEN, TRMNTN, or
DECESD
ACTMLC Conftract Start
Work Status If Work Status = ACTMLC and Work Status Start
Date is greater than 6/30/2013 Error Date cannot be affer
9 6/30/2013
If Work Status = ACTIVE, SABTLC, ACTMLC,
SSLWCC, SSLSSC, STUDYC, EXCHGC, UN|ONC, Retired member. Please
ACTMLN, SSLWCN, SSLSSN, STUDYN, EXCHGN, Error contact your ESC Reg|ono|
WKCMPN, LEAVEN, TRMNTN and Represenfoﬁve for
V3 Member Status = Retired instructions.
Invalid Work Status Start
Work Status Start .
If NULL or all zeroes Error Date. Must be in

Date

MMDDYYYY format.
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Field

Condition(s)

Error Type

Message/Event

If less than 8 digits

Error

Invalid Work Status Start
Date. Must be in
MMDDYYYY format.

If invalid date format

Error

Invalid Work Status Start
Date. Must be in
MMDDYYYY format.

For all Work Statuses. if Work Status Start Date
is <7/1/2004

Error

- If the contract record has
been uploaded display
error message:

Start Date cannot be earlier
than 07/01/2004. Please
contact your ESC Regional
Representative for
instructions if you need to
enroll a member with a Start
Date prior to 07/01/2004.

- If the contract record has
been entered manually
display error message:

Work Status Start Date
should not be earlier than
July, 2004

If Work Status Start Date is < Date of Birth plus
11 years. (Member must be 11 or older.)

Error

Invalid Work Status Start
Date. Member must be
greater than 10 years of
age.

If contract record Start Date is greater than
current month plus 6 months

Error

Start Date cannot be more
than 6 months in the future.

Work Status End
Date

If less than 8 digits

Error

Invalid Work Status End
Date. Must be in
MMDDYYYY format.

If invalid date format

Error

Invalid Work Status End
Date. Must be in
MMDDYYYY format.
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Field Condition(s) Error Type Message/Event
The Work Status End Date
If Work Status End Date is < Work Status Start Error must be greater than or
Date equal to the Work Status
Start Date.
If Work Status not = Terminated and not =
Expected Months must be
Deceased, then Error wy _ 1om
Expected Months cannot be >12 '
If Work Status not = Terminated and not =
Expected Months must be
Deceased, then Error
Expected "9 -12",
Expected Months cannot be NULL or zero
Months
If Work Status not = Terminated and not =
Deceased and
. . Expected Months should be
Expected Months is not NULL and not zero and | Warning wo _1om
Expected Months is <= 12 then '
Expected Months should be 9, 10, 11, or 12
If Work Status not = Terminated and not = )
Deceased and Wage Type is SA or PD and Error Expected Units must be
Expected Units is > 365 180-275".
If Work Status not = Terminated and not = e red Unit ‘b
Deceased and Wage Type = HR then Error xpected Units must be
. “900” or greater.
Expected Units cannot be NULL or zero.
If Work Status not = Terminated and not = e ted Unit .
Deceased and Wage Type = SA or PD then Error xpected Units mustbe
. “180" or greater.
Expected Units cannot be NULL or zero.
If Work Status not = Terminated and not = .
. Expected Units should
Deceased and Wage Type = HR then Warning
. be"900-2,600".
Expected Units must be >= 900 and <= 2,600
Expected Units If Work Status not = Terminated and not =
Deceased and Wage Type = SA or PD and Error Expected Units must be
Expected Months => “9" then “180" or greater.
Expected Units must be => 180
If Work Status not = Terminated and not =
Deceased and Wage Type = SA or PD and .
. Expected Units should be
Expected Months = “10" then Warning “180-217"
Expected Units should be between 180 and '
217
If Work Status not = Terminated and not =
Deceased and Wage Type = SA or PD and .
. Expected Units should be
Expected Months = *11" then Warning

Expected Units should be between 200 and
230

“200-230".
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Field Condition(s) Error Type Message/Event
If Work Status not = Terminated and not =
Deceased and Wage Type = SA or PD and . Expected Units should be
Expected Months = “12" then Warning 45319757
Expected Units should be between 231 and
275
If Work Status not = Terminated and not =
Deceased and Wage Type = HR and
Expected Months = 9 and Warning Expected Units should be
Expected Units is >= 900 and <= 2600, then “900 - 1440"
Expected Units should be between 200 and
1440
If Work Status not = Terminated and not =
Deceased and Wage Type = HR and
Expected Months = 10 and Warning Expected Units should be
Expected Units is >= 900 and <= 2600, then “1000 - 1600"
Expected Units should be between 1000 and
1600
If Work Status not = Terminated and not =
Deceased and Wage Type = HR and
Expected Months =11 and Warning Expected Units should be
Expected Units is >= 9200 and <= 2600, then “1100-1760"
Expected Units should be between 1100 and
1760
If Work Status not = Terminated and not =
Deceased and Wage Type = HR and
Expected Months = 12 and Warning Expected Units should be
Expected Units is >= 900 and <= 2600, then *1200 - 2100"
Expected Units should be between 1200 and
2100
If Work Status = ACTIVE and Invalid Vohng Status. Must
. Error be "Y" (Certified) or "N”
Voting Status = NULL e
(Non-Certified).
Voting Statfus
Invalid Voting Status. Must
If Work Status = ACTIVE and o
Error be "Y" (Certified) or “N”

Voting Status <> "Y" or “N”

(Non-Certified).
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Outstanding Service Flag <> Y or N

Field Condition(s) Error Type Message/Event
If Work Status = TRMNTN or DECESD and Error Invalid BOC Flag. BOC Flag
BOC Flag is NULL must equal “Y" or “N”
If Work Status = TRMNTN or DECESD and Error Invalid BOC Flag. BOC Flag
BOC Flag BOC Flag <> Y or N must equal *Y" or “N”
If BOC Flag or Outstanding Service Flag =Y Invalid BOC Flag. BOC Flag
and Error and Outstanding Service
BOC/Svc End Date = NULL Flag mismatch.
If BOC Flag or Outstanding Service Flag =Y .
Invalid BOC/Svc End Date.
and Error .
. Must be in MMYYYY format.
BOC/Svc End Date < 6 digits
. . Invalid BOC/Svc End Date.
BOC/Svc End If invalid date format Error .
Must be in MMYYYY format.
Date
If Work Status = TRMNTN or DECESD and BOC End Date cannot be
n
BOC/Svc End Date > the month of TRMNTN/ .
Error more than 3 monthsin the
DECESD Contract Record Start Date plus 3
future.
months.
If Work Status = TRMNTN or DECESD and e Invalid Outstanding Service
rror
Outstanding Ouftstanding Service Flag = NULL Flag. Must equal "Y" or *N”
Service Flag If Work Status = TRMNTN or DECESD) and Eror Invalid Outstanding Service

Flag. Must equal “Y” or “N”

The System will continue processing the record even when a fatal error is encountered
so that all the errors can be reported back to the employer enabling corrections. The
V3 Import Module and ESS GUI will comma delimit the errors. Employers can view the

Error Processing Status (i.e., Error, Warning, successful) for each record via the filter

button in the details box of the file on the Imports Page.

If the required field validation rules are satisfied, the System will update the member’s

Contract History and/or create a new Contract Record where appropriate. Contract
Record Audit History record(s) will be written to track the following information: Source
of the change (e.g., username, system, or employer code and employer admin login),
Inserted Date, Inserted By (e.g., username, system, or employer code and employer
admin login), Updated By (e.g., username, system, or employer code and employer
admin login), and Updated Date.
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The employer can only enter Work Status End Date for Contract Records previously
submitted by them. The Work Status End Date cannot be earlier than the Work Status
Start Date. PSERS staff will be able to edit all fields on the Contract Record GUI
including the records built as part of the 2004 Conversion.

An historical trail of the “fixed” Contract Records will not be stored in the System.

if a Contract Record File had a total of 10 records with 3 rejected and the
employer then corrected the 3 records in error, there will be no “audit trail” of the
error(s) that were associated to the Contract Record File.

V3 will maintain one overall Eligible Job Title Factor Table. For non-charter schools, the
Job Title must be found under the “All Non-Charter” Employer Code or the employer’s
specific Employer Code (e.g., 7190, etc.).

If the School Type is “Charter”, the Job Title must be found only under the specific
Employer Code and not the Employer Code of “All Non-Charter.”

Employers must remit the Contributions and POS Installments that they withheld from
their employees’ paychecks by the 10" of the month after they were withheld; this
essentially means that payment for each Work Report is due by the 10t of the month
following the month to which the Work report applies. PSERS strongly encourages
employers to submit their Work Reports by this same due date, but there is no legislative
mandate to require this.

July’s payment is due to PSERS by August 10th. PSERS requests that employers
also submit the July Work Report by August 101, Employers are given until the 20t of the
month to correct their mistakes on the Work Report, with the intent of approving the
Work Report by the 20" of the month. As Work Reports are approved by employers,
PSERS releases them to Member Accounts and Employer Accounts via the Release
Reports Batch.

Employers will electronically submit work reports (salary, contributions, and service)
monthly to PSERS (AKA DB Work Reports.) Where there is a DC component, reporting is
based on the employer’s pay dates, generally biweekly. For more information about
DC Reporting, see the Voya Data Gateway manual on the PSERS Public website under
Employers: DC Plan Resources/Voya.
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In most cases, the work history information for employees is extracted from the payroll
software and/or human resource systems. Within the monthly work report, a member
record should exist for each Wage Type (Salaried, Per Diem, Hourly) and each fiscal
year. NOTE: if a member has multiple contract records for the same wage type for one
employer, then the employer for this member should report only one work report detail
record per wage type. Information received on the work report supports:

1) Details for salary and service for FAS calculation.
2) Member deductions for POS installments.
3) Employers reporting of unpaid wages and contributions for POS calculations.

Member conftribution rates are determined by a member’s qualification date which is
based on the contract date. i.e., when did this member join PSERS — as well as if there
was any Breaks in Service for this member. The framework of the work report is to
provide salary/wage and service information. Full Time members not on a leave should
have salary/wage information provided on each work report. The corresponding
service information (hours and days) should accompany the salary/wage information in
most cases except for during the summer months. Service is always reported with
wages when wage type is per diem or hourly. Full Time salaried employee service
information may be provided on the June work report which is fiscal year-end.

PSERS pension calculations use the information assigned to a given fiscal year, which
runs from July1 to June 30. Consequently, the period start and stop dates in V3's work
history tabb may only represent paid dates but will always be associated to the correct
fiscal year earned. Wages must be reported based on when they were earned, not
when paid.

Key For R/O/C Column:
R = Required

O= Optional
C = Conditional

Field R/O/C | Bytes | Start | Format/Values | Sample Comments

Header R 1 1 R=Work Report R Identifies file type
Record Type

Employer R 6 2 Numeric 003456 Unique Employer ID

Code Right-justified; zero-

padded left.
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Field

R/O/C

Bytes

Start

Format/Values

Sample

Comments

Reporting
Period Date

Date
MMYYYY

052022

Employer reporting
period used to frack
work report and
payment due date.
Used as the work report
frans-identifier. For
example WH Report 05-
2022

Detailed
Record Count

14

Numeric

000000

002680

Total number of detail
records for this header
record type.

Right-justified; zero-
padded left.

Base Total

12

20

Numeric

HHHHHHHAHHE HH

666777888.99

Total Base of detail
records for this header
record type. Decimalis
NOT implied.

Right justified; zero-
padded left.

Unpaid
Retirement
Covered
Compensation
Total

12

32

Numeric

HHHHHHHAHHE HH

666777888.99

Total Unpaid Retirement
Covered
Compensation of detail
records for this header
record type.

Decimal is NOT implied.
Right justified; zero-
padded left.

Overtime Total

12

44

Numeric

HHHHHHHHH HH

666777888.99

Total Overtime of detail
records for this header
record type.

Decimal is NOT implied.
Right justified; zero-
padded left.

Supplemental
Total

12

56

Numeric

HHHHHHHHH HH

666777888.99

Total Supplemental of
detail records for this
header record type.

Decimal is NOT implied.
Right justified; zero-
padded left.
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Field R/O/C | Bytes | Start | Format/Values | Sample Comments
Wages No R 12 68 Numeric 666777888.99 | Total Wages No
Contribution SR Contribution of detail
Total records for this header
record type.
Decimal is NOT implied.
Right justified; zero-
padded left.
Member POS R 12 80 Numeric 666777888.99 | Total Member POS
Installment BHHHHRB S Installment of detail
Total records for this header
record type.
Decimal is NOT implied.
Right justified; zero-
padded left.
Excess Salary R 12 92 Numeric 666777888.99 | Total Member Excess
Total BHHRR AR Salary of detail records
for this header record
type.
Decimal is NOT implied.
Right justified; zero-
padded left.
Non- R 12 104 Numeric 666777888.99 | Total Member Non-
Retirement FTTT—— Retirement Covered
Covered Compensation of detail
Comp Total records for this header
record type.
Decimal is NOT implied.
Right justified; zero-
padded left.
Create Date R 12 116 Date 102520221300 | File creation date and
and Time MMDDYYYYHHMM fime.

Sample was created on
October 25, 2022 at 1
pm

All fields are required. “Start” indicates the column that field begins on the header line.
“Bytes” indicates how many bytes (characters) are in the field. All fields are a fixed

length.
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The following sample Work Report header uses the information as shown in
the above table:

R002345002680102520211400

In this example, a Work Report File from Employer 002345 is being submitted with 2,680
records in it. The file was created on October 25, 2021, at 14:00 (2:00 p.m.).

Each Work Report row must consist of a single line of information, in the following format:

Field R/O/C | Bytes | Start | Format/Values | Sample | Comments

Member SSN R 9 1 Numeric 123456789 | Right-justified; zero-padded
left.

Member DOB R 8 10 Date 04121980 | Member's Date of Birth

MMDDYYYY
Fiscal Year R 4 18 Date 2021 The fiscal year in which the
Ending YYYY salary and service were
earned.
Used to assign salary and
service to the appropriate
year for FAS purposes.
Addresses balance of
contract issue.
Wage Type R 2 22 Alpha SA Member's Wage Type.
SA = Salary Used to validate additional
PD = Per Diem values on the work report.
HR = Hourly Used to support FAS
calculation.
Work Status R 6 24 ACTIVE ACTIVE Employers should use the
code that is effect at the
end of the month and
ACTIVW matches the contract
SABTLC record.
ACTMLC

e Actively working
SSLwCC (contributing or non-
SSLSSC contributing)- ACTIVE
STUDYC e  Waiver Request -
UNIONC «  Sabbatical - SABTLC
ACTMLN
SSLWCN e Paid Activated Military -

ACTMLC

SSLSSN
STUDYN e Paid Special Sick Leave:
EXCHNGN

222




Field R/O/C | Bytes | Start | Format/Values | Sample | Comments
WKCMPN o Worker's Comp -
LEAVEN SSLWCC
TRMNTN o School Sponsored -
DECESD SSLSSC
e Paid Professional Study -
STUDYC
e Paid Exchange Teacher
- EXCHGC
e Paid Collective
Bargaining Unit -
UNIONC
e Unpaid Activated
Military - ACTMLN
e Unpaid Special Sick
Leave:
o Worker's Comp-
SSLWCN
o School Sponsored-
SSLSSN
e Unpaid Professional
Study - STUDYN
e Unpaid Exchange
Teacher - EXCHGN
e Worker's Comp Leave -
WKCMPN
e Any Other Leave Not
Listed - LEAVEN
e Termination — TRMNTN
e Deceased - DECESD
Base C 9 30 Numeric 005000.00 | Money earned during
HEBHHH #H# standard work hours for job

fitle from the corresponding
contract record. (i.e.
Teacher's Mon-Fri work).

If Work Status = ACTIVE and
Supplemental AND Wages
No Contribution are zero,
then Base must be > 0.

If Work Status = ACTMLC,
STUDYC, EXCHGC AND
Unpaid Retfirement
Covered Compensation is
zero, then Base must be >0

If work status field is SABTLC,
then base cannot be zero.
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Field

R/O/C

Bytes

Start

Format/Values

Sample

Comments

Decimal not implied. Right
justified; zero-padded left.

Unpaid
Retirement
Covered
Compensation

39

Numeric
HH#HAEH BH

005000.00

Wages not paid to the
member, but member
makes contributions on the
amount in that column.

If work status = SABTLC, then
Unpaid Retirement
Covered Compensation
cannot be zero.

If work status in (ACTMLC,
STUDYC, EXCHGC, SSLWCC,
UNIONC, SSLSSC) and Base
is zero then Unpaid
Retirement Covered
Compensation field cannot
be zero.

Decimal not implied. Right-
justified; zero-padded left.

Over Time

48

Numeric
HHHHEH HH

000100.00

Money earned during non-
standard work hours for job
fitle from the corresponding
contract record. (e.g.,

Teacher lecturing on a Sat).

Decimal not implied. Right
justified; zero-padded left.

Supplemental

57

Numeric
HHHHHH HH#

000100.00

Money earned for
responsibilities outside of
contract job title (e.g.
teacher collecting tickets
at a football game).

Decimal not implied. Right
justified; zero-padded left

Contributions

66

Numeric
HH#HEH HH

000350.00

Member's retirement
contributions based upon
the employer’s payroll
information.

If Base, Supplemental,
Overtime, or Unpaid
Retirement Covered
Compensation are not zero,
then conftributions field
cannot be zero.

Decimal not implied. Right
justified; zero-padded left.

Hours

75

Numeric
HEHH

0160

Hours worked associated to
salary/wage for the pay
period. Required for Hourly
Wage Type.
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Field

R/O/C

Bytes

Start

Format/Values

Sample

Comments

If Wage Type = HR AND
(Contributions > 0 or Wages
No Contribution > 0) then
Hours must be > 0, else
optional.

Days

79

Numeric
###.00

020.00

The days worked
associated to the pay
period.

If Wage Type = PD AND
(Contributions > 0 or Wages
No Confribution > 0) then
Hours must be > 0, else
optional.

Optional monthly reporting
for Salaried Wage Type.

Required annually if not
reported monthly for
Salaried Wage Type
because some employers
can only report a total
amount at year-end or
tfermination.

Decimal not implied. Right
justified; zero-padded left.

Wages No
Contribution

85

Numeric
HHHHEH HH

000100.00

For non-conftributing
employees on unpaid
leave, this field represents
salary/wages that would
have been paid had the
employee not been on
unpaid leave.

For an hourly or per diem
wage type employee who
is not contributing until and
unless they meeft the
minimum service
qualifications, this field
should represent the
salary/wages that the
hourly or per diem
employee is paid.

NOTE: FT and SA positions
are quadlified from Day 1

If work status in (ACTMLN,
SSLWCN, SSLSSN, STUDYN)
field must be >0

If work status = ACTIVE and
Wage Type = HR or PD and
Base = Zero field must be >
0
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Field

R/O/C

Bytes

Start

Format/Values

Sample

Comments

[NOTE: THE EMPLOYER DOC
HAS THIS VALIDATION USING
WAGE TYPE = SA]

Decimal not implied. Right
justified; zero-padded left.

Member POS
Installment

94

Numeric
HH#HEH BH

000100.00

Member's monthly POS
installment used to reduce
receivable in Participant
Account module.

Decimal not implied. Right
justified; zero-padded left.

Excess Salary

103

Numeric
HAHHHH #H

000100.00

If Work Status = ACTIVE and
Base exceeds the
401(a)(17) limitation, then
Base must not be greater
the 401(a)(17) limitation
and Excess Salary must > 0

Salary in excess of
contributions base

NOTE: If Work Status =
ACTIVE and there is any
positive amount enfered on
Excess Salary field, the
system will acceptit as a
valid record, and post the
value to Work History. This
value will not be
considered when
calculating Member
Savings Due Amounts,
Employer Share, or
Employer Premium
Assistance.

Decimal not implied. Right
justified; zero-padded left.

Non-Retirement
Covered
Comp

112

Numeric
HHHHAH HH

000100.00

Optional reporting bucket
for non-retirement covered
comp (i.e., payment of
unused sick time, bonus
pay, etc.).

Decimal not implied. Right
justified; zero-padded left.

Filler

121

Spaces

Filler. Space filled to match
header record length.
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Only one V3 Agreement exists for PSERS because each employer remits work reports
monthly. The wage type on the work report maps to the V3 job category. For each
member on the report, V3 determines the member’s confribution rate based on
contract records.

The Employer Transactions module has 4 receivable funds that feed into the 3 PSERS’
General Ledger (G/L) funds:

Member Savings Conftributions

Member POS Installments

Employer Share (part of Employer Contribution Group Fund)

Employer Premium Assistance (part of Employer Contribution Group Fund)

»roODN -

The Member Saving Contribution Due Amount will be calculated by the system. If the
employer incorrectly reports the member’s contributions an Error message will be
passed back to the employer for correction. If correction does not occur information
will not be passed to PSERS.

The Member POS Installment information will be passed directly to the Member
Account and credit the member’'s POS due amount. If the POS Installment is included
in a Work Report, the installment is freated as if it was received on the date the
employer’'s money is due to PSERS (the 10t of the month following the month of the
Work Report.

The installment is reported in the November Work Report, the payment date is
treated as December 10™, regardless of when the Work Report is actually received. If
the POS Installment is included in a Work History Adjustment, the installment is treated as
if it was received on the date the Adjustment shows Released. Because the employer
collected the money, the receivable is created in the Employer Transaction module.

Similarly, the Employer’s Conftribution Amount, which consists of both the Employer
Share and Premium Assistance, will be determined using the same V3 agreement. The
Employer will be billed for the total due amount (Employer Share including Employer
Premium Assistance) but the system will frack the receivables separately. When the
employer money comes in, the system will split it accordingly into the Employer
Contribution and the Employer Premium Assistance Receivable Funds. The rate formula
will also determine if the entity is non-school in order to split the due amount according
to the Commonwealth subsidy percentage that is in effect. Certain types of POS
triggered in the Member Account module will create a receivable in the Employer
Share and possibly Employer Premium Assistance depending on the type and date of
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purchase. Lastly, the Employer Share and Premium Assistance funds will be combined
into the Employer Contribution Group Fund — this visually allows the user to see the
combined balance of the two funds or each fund at a detail level.

The Commonwealth Share and Premium Assistance receivables will be created when
the entity is non-school in a similar fashion as the corresponding Employer components.

NOTE: V3 will NOT generate an Invoice (Employer Statement of Account) for the
Commonwealth of PA but will send transactions to the G/L system.

The Work History Adjustment file format is to be used when a correction needs to be
applied to areleased Work Report. The following types of errors require a retroactive
lump sum adjustment: errors that cannot be corrected by employer payroll or the
member’s information across a fiscal year needs to be adjusted. In many cases,
employers will not need to send Adjustments because the information will be corrected
the next month on their payroll systems; consequently, the corrections will be made in
the member’s next paycheck and on the next Work Report.

The following section contains the record layout for both the Work Report and Work
History Adjustment files. NOTE: that this spec describes the layout that employers use
when submitting Work Reports / Adjustments.

Key For R/O/C Column:

R = Required
O= Optional
C = Conditional
X Format/
Field R/O | Bytes | Start Sample Comments
Values
Header Record | R 1 1 A= A Identifies file type
Type Adjustment
Employer Code | R 6 2 Numeric 003456 Unique Employer ID
Right-justified; zero-padded left.
Record Count R 6 8 Numeric 002680 Total number of detail records for
this header record type.
000000
Right-justified zero-padded left.
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Format/

Field R/O | Bytes | Start Sample | Comments
Values
Base Total R 12 14 Numeric 666777888. | Total Base of detail records for this
99 header record type.
HEHHHHHHS
#H# Decimal is NOT implied. Right
justified; zero-padded left.
If negative, sign must appear in first
character.
Unpaid R 12 26 Numeric 666777888. | Total Unpaid Retirement Covered
Retirement 99 Compensation of detail records for
HAEHHHHHHS .
Covered s this header record type.
Compensation ’ ) ) o )
Total Decimal is NOT implied. Right
justified; zero-padded left.
If negative, sign must appear in first
character.
Overtime Total R 12 38 Numeric 666777888. | Total Overtime of detail records for
99 this header record type.
HHE#HH#HHHRHS
#.H# Decimal is NOT implied. Right
justified; zero-padded left.
If negative, sign must appear in first
character.
Supplemental R 12 50 Numeric 666777888. | Total Supplemental of detail records
Total 99 for this header record type.
HHE#HH#HHHRHS
#.H# Decimal is NOT implied. Right
justified; zero-padded left.
If negative, sign must appear in first
character.
Wages No R 12 62 Numeric 666777888. | Total Wages No Confribution of
Contribution 99 detail records for this header record
HHE#HH#HHHRHS
Total type.
#.H##

Decimal is NOT implied. Right
justified; zero-padded left.

If negative, sign must appear in first
character.
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Format/

Field R/O | Bytes | Start Sample Comments
Values
Member POS R 12 74 Numeric 666777888. | Total Member POS Installment of
Installment Total 99 detail records for this header record
HEHHHHHHS fype
#H# '
Decimal is NOT implied. Right
justified; zero-padded left.
If negative, sign must appear in first
character.

Excess Salary R 12 86 Numeric 666777888. | Total Member Excess Salary of detail

Total 99 records for this header record type.

HHE#H#HHHRHS

#H# Decimal is NOT implied. Right
justified; zero-padded left.
If negative, sign must appear in first
character.

Non-Refirement | R 12 98 Numeric 666777888. | Total Member Non-Retirement

Covered Comp 99 Covered Compensation of detail

HHE#HH#HHHRHS .

Total 4 records for this header record type.
Decimal is NOT implied. Right
justified; zero-padded left.

If negative, sign must appear in first
character.

Create Date R 12 110 Date 102520211 | File creation date and time.

and Time 300

MMDDYYYY Sample was created on October 25,
HHMM 2021 at 1 pm
NOTE: Used for the Trans Identifier.
Format is WH Adj YYYY-MM.
Filler R 18 122 Spaces Space filled to match detail record

length.

All fields are required. “Start” indicates the column that field begins on the header line.
“Bytes” indicates how many bytes (characters) are in the field. All fields are a fixed

length.

The following sample Work History Adjustment header uses the information as
shown in the above table:
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A002345000008102520211400

In this example, a Work Report File from Employer 002345 is being submitted with 8
records in it. The file was created on October 25, 2021, at 14:00 (2:00 p.m.).

Record Rows in the Work History Adjustment File

Each Work History Adjustment must consist of a single line of information, in the following

format:
Work Report Adjustment Detail Record
Field R/O/ | Byt | Start | Format/ | Sample Comments
C es Values
Member SSN R 9 1 Numeric 000123456 | Right-justified; zero-padded left.
Member DOB R 8 10 Date 04121980 | Member's Date of Birth
MMDDYY
YY
Reason Code R 6 18 CNTRCT CNTRCT Individual's adjustment reason code.
LMPSUM Reason codes will also be used to
determine the appropriate member
SVCADJ
and/or employer correspondences.
LATRPT Descriptions of adjustment codes are
SALARY detailed in Work History Adjustment
Sections.
MEMPQOS
UNCRDT
CAWARD
Wage C 1 24 YT, UNT, Y Y = Salary paid to the member during
Indicator or the Adjustment Period
NULL N= Salary paid to the member this fiscal
year
The Wage Indicator indicates when the
member actually received the money.
If Reason Code in (CONTRCT, LMPSUM,
LATRPT, SALARY or UNCRDT) then must
be Y or N.
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Field R/O/ | Byt | Start | Format/ | Sample Comments
C es Values
Contributions c 1 25 “Ytor N e Ifreason code = (UNCRDT) then
Withheld Flag “N", or must be N.
NULL e Otherwise not required
Payroll C 8 26 Date 10252021 Used to track which pay period an
Corrected In adjustment affects for reconciliation
MMDDYY .
vy purposes against what was reported to
the TPA.
NOTE: Compensation totals reported fo
Voya and PSERS must be the same for
the same pay period.
e This field is required if Membership
Class =TG, TH or DC
e |f Membership Class = TG, TH or DC,
the date cannot be earlier than
7/1/2019 and cannot be greater
than 30 days into the future.
Fiscal Year R 4 26 Date 2022 Used to assign salary/wage and service
Ending to the appropriate year for adjustment
YYYY
and FAS purposes.
NOTE: The Fiscal Year must be greater
than 1919 and less than or equal to the
current Fiscal Year.
Wage Type R 2 30 SA = SA Used to validate additional values on
Salary the work report.
PD = Per
Diem
HR =
Hourly
Work Status R 6 32 ACTIVE Employers should use the contract work
status that is in effect at the end of the
ACTIVW month of reporting
SABTLC Actively working (confributing or non-
contributing)- ACTIVE
ACTMLC
SSLWCC .
Waiver Request - ACTIVW
SSLSSC Sabbatical - SABTLC
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Field R/O/ | Byt | Start | Format/ | Sample Comments
C es Values
STUDYC Paid Activated Military - ACTMLC
EXCHGC Paid Special Sick Leave:
UNIONC Worker's Comp - SSLWCC
ACTMLN School Sponsored - SSLSSC
SSLWCN Paid Professional Study - STUDYC
Paid Exchange Teacher - EXCHGC
SSLSSN
Paid Collective Barg Unit -UNIONC
STUDYN
Unpaid Activated Military - ACTMLN
EXCHNG
N Unpaid Special Sick Leave:
Worker's Comp- SSLWCN
WKCMPN
School Sponsored- SSLSSN
LEAVEN
Unpaid Professional Study - STUDYN
TRMNTN
Unpaid Exchange Teacher -EXCHGN
DECESD
Worker's Comp Leave - WKCMPN
Any Other Leave Not Listed - LEAVEN
Termination — TRMNTN
Deceased- DECESD
Base O 10 38 Numeric 0005000.00 Decimal not implied. Right justified;
Signed zero-padded left.
- If the employer is reporting a negative
HAHH#HH#H. amount the “-" should precede the
## money amount.
Difference amount.
Unpaid O 10 48 Numeric 0005000.00 Wages not paid to the member, but the
Refirement Signed member makes contributions.
Covered ) S ) o
. - Decimal not implied. Right justified;
Compensation
HeHH#HRH. zero-padded left.
H#t
If the employer is reporting a negative
amount the “-" should precede the
money amount.
Difference amount.
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Field R/O/ | Byt | Start | Format/ | Sample Comments
C es Values
Over Time @) 10 58 Numeric -000100.00 Decimal not implied. Right justified;
Signed zero-padded left.
- If the employer is reporting a negative
HHHHHH. amount the "-" should precede the
## money amount.
Difference amount.
Supplemental @] 10 68 Numeric 0000100.00 Decimal not implied. Right justified;
Signed zero-padded left.
- If the employer is reporting a negative
HAHHHH. amount the “-" should precede the
#i#t money amount.
Difference amount.
Contributions C 10 78 Numeric 0000350.00 Member's retirement contributions
Signed based upon the employer’s payroll
information.
HAHH#HH. If the Base, Unpaid Retirement Covered
H## Compensation, Overtime, or
Supplemental fields are not zero, then
contributions cannot be zero.
Decimal not implied. Right justified;
zero-padded left.
If the employer is reporting a negative
amount the “-" should precede the
money amount.
Difference amount.
Hours O 5 88 Numeric 00160 Right justified; zero-padded left.
Sighed ) ) )
If the employer is reporting a negative
-HH#H#HH amount the “-" should proceed the
hours being reported.
Difference amount.
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Field R/O/ | Byt | Start | Format/ | Sample Comments
C es Values
Days O 7 93 Numeric 0020.00 If the employer is reporting a negative
Signed amount the “-" should proceed the days
being reported.
-##4#.00 grep
Difference amount.
Wages No O 10 100 Numeric 0000100.00 Decimal not implied. Right justified;
Confribution Signed zero-padded left.
- If the employer is reporting a negative
HAHH#HH. amount the “-" should precede the
## money amount.
Difference amount.
Member POS O 10 110 Numeric 0000100.00 Decimal not implied. Right justified;
Installment Signed zero-padded left.
- If the employer is reporting a negative
HHAHHHH. amount the “-" should precede the
## money amount.
Difference amount.
Excess Salary C 10 120 Numeric 000100.00 If Work Status = ACTIVE and Base
exceeds the 401(a)(17) limitation, then
) Base must not be greater the 401(a)(17)
HH#HAH#H. S
i limitation and Excess Salary must > 0
Decimal not implied. Right justified;
zero-padded left.
If the employer is reporting a negative
amount the “-" should precede the
money amount.
Difference amount.

235




Field R/O/ | Byt | Start | Format/ | Sample Comments

C es Values
Non- O 10 130 Numeric 000100.00 Optional reporting bucket for non-
Retirement retirement covered comp, i.e., payment
Covered ) of unused sick time, bonus pay, etc.
HH#HH#HH.
Comp . . . o
## Decimal not implied. Right justified;

zero-padded left.

If the employer is reporting a negative
amount the “-" should precede the
money amount.

Difference amount

System will continue processing records even when a fatal error is encountered in the
detail records so that all errors can be reported back to the employer in entirety and
the employer can fix all the records just once. The V3 import module and ESS GUI will
identify these errors. If a record contains both fatal errors and Warnings, it will only
appear once under the fatal error category in the import module. Employers can view
the status (Error, Warning, successful) of each record on the web.

Error = Entire Record Reject and no database insert
Warning/Exception = Record created in database but with warning nofice

The validations listed in this table support both Work Reports (Record Type R) and Work
History Adjustments (Record Type A). If there is a difference in the validation for the
supporting record types, the Record Type will be identified. Also, if the validation
applies to imported or manually entered records only, that information will be indicated
under the Condition(s) column.
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Field

Condition(s)

Error Type

Error Message

Header Record

If the Header Record length is
incorrect (Imported files only)

Not Processed

Not Processed. Header record has
an invalid number of characters.

Header Record
Type

If the Header Record Type is not = R)

(Imported files only)

Not Processed

Not Processed. File type must be
"Work Report"

Detail Record
Count

If the header record Detail Record
Count doesn’'t match the V3 record
count of the Work Report or Work
Adjustment Detail Records

(Imported files only)

Not Processed

Not Processed because Detail
Record Count does not match the
number of Work Report or Work
Adjustment Detail records.

NULL Not Processed. Header record has
Not Processed | | .
invalid Employer Code.
No match Not Processed. Header record has

Not Processed

invalid Employer Code.

Employer Code
If the employer code is not found in Not Processed because employer
the system Not Processed | code does nhot match record on
(Imported files only) file.
Record Type=R
e} If the month and year in the
Header Record is July, August, or
September, then the Fiscal Year can
only be current or the prior Fiscal
Year. EXAMPLE: If the Header
Record is July 2005, then the Fiscall
Fiscal Year Year Detail Record can only be 2005 Record Error - Invalid fiscal year. Must be in
Ending or 2006. Reject/Error current fiscal year

o If the month and year in the
Header Record is October through
June, then the Fiscal Year can only
be the current Fiscal Year. EXAMPLE:
If the Header Record is November
2005, then the Fiscal Year Detail
Record can only be 2006.

Reporting Period
Date

Record Type =R

If Null (Imported files only)

Not Processed

Not Processed Report month and
year must be specified. Date format
must be MMYYYY.
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Field

Condition(s)

Error Type

Error Message

If Invalid Date Format (Imported files
only)

Not Processed

Not Processed Report month and
year must be specified. Date format
must be MMYYYY.

Record Type =R

If date was previously reported

Not Processed

Not Processed A work report for this
period has already been uploaded.

Record Type= R (Manually created
work report)

If a work report for the same month

and year has already been created.

Not Processed

Display error message:

A work report for this period has
already been created.

Record Type =R

If date is in the future (Imported files
only)

Not Processed

File Rejected Work Reports in the
future cannot be created.

Code logic - if work report date is in
the future, ----then stop the import
process

If gd_period_start_date>SYSDATE
THEN ROLLBACK TO pre-detail.

P_update_status (‘PE’,
an_import_header_id, 1, 'Y’).

P_err_msg: ='work reports in the
future cannot be created’.

RAISE e_stop_processing:
End If:

Working EXAMPLE: If the current
month is December 2021, and a
future date of January 2022 is
submitted, the system will reject alll
work reports that are submitted with
a date later than December 2021.

Record Type =R

If date is in the future (Manually
created work report)

Not Processed

Display error message window:

“Work Reports in the future cannot
be created.”
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Field

Condition(s)

Error Type

Error Message

If the header record Total Base
doesn’'t match the V3 sum of all Work
Report or Work Adjustment Detail

Not Processed because the BASE

Base Total Not Processed | fotal in the header record does not
Records’ Base equal the sum of the detail records
(Imported files only)
If the header record Total Unpaid

. Retirement Covered Compensation

Unpaid )

Retirement doesn’t match ’rhe. V3 sum of all Work Not Processed because the URCC

Covered Reporf or Work Adjustment Detail Not Processed | totalin the header record does not

Compensation
Total

Records’ Unpaid Retirement Covered
Compensation

(Imported files only)

equal the sum of the detail records

Overtime Total

If the header record Total Overtime
doesn’'t match the V3 sum of all Work
Report or Work Adjustment Detail
Records’ Overtime

(Imported files only)

Not Processed

Not Processed because the OT total
in the header record does not
equal the sum of the detail records

Supplemental
Total

If the header record Total
Supplemental doesn't match the V3
sum of all Work Report or Work
Adjustment Detail Records’
Supplemental

(Imported files only)

Not Processed

Not Processed because the SUP
total in the header record does not
equal the sum of the detail records

If the header record Total Wages No
Conftribution doesn’t match the V3

Wages No sum of all Work Report or Work Not Processed because the WNC
Contribution Adjustment Detail Records’ Wages Not Processed | totalin the header record does not
Total No Conftribution equal the sum of the detail records

(Imported files only)

If the header record Total Member

POS Installment doesn’'t match the V3

Not Processed because the POS

Member POS sum of all Work Report or Work

Installment Total

Adjustment Detail Records’ Member
POS Installment

(Imported files only)

Not Processed

total in the header record does not
equal the sum of the detail records
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Field

Condition(s)

Error Type

Error Message

Employer Code

NULL

(Imported files only)

Not Processed

Not Processed Employer Code is not
Blank

No match (Imported files only)

Not Processed

Not Processed Invalid Employer
Code

Detail Record

If the header record Detail Record
Count doesn’'t match the V3 record
count of the Work Report or Work
Adjustment Detail Records

Record
Reject/Error

File Rejected. Record count in
header does not match the number
of records in the report.

If Null Error SSN cannot be blank.
If No open contract record with . .
) . No contract record on file for this
matching Wage Type from this Error
member.
employer
Member SSN - -
Duplicate records submitted for
. SSN, Wage type, and Fiscal Year
If Duplicate SSN and Wage Type and . .
. Error combination. Combination must be
Fiscal Year . . .
unigue or combined into one
record.
If existing SSN = incoming SSN but E Invalid Birth Date. must be in
rror
DOB 1 <> DOB2 MMDDYYYY format
Member DOB
Birth Date does not match the date
If NULL Error . .
on file for this member.
If Invalid date Error Fiscal Year cannot be Blank
Invalid Fiscal Year. Must be in YYYY
If before 2004, then workflow Error
Fiscal Year format
Ending — -
Error - Invalid fiscal year. Fiscal year
If NULL Error must be between 1919 and current
fiscal year
If Not in (SA, PD, HR) Error Wage Type cannot be blank
If Wage Type does not match existing
Error Wage Type must be SA, PD, or HR
Wage Type Contract Record
Wage T d t tch
If NULL Error 9¢ Tybe does hotmale
Contract Record
For File Type=R or A, If Work Status=
Work Status Error Work Status cannot be blank

NOWORK
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Field

Condition(s)

Error Type

Error Message

Does not match existing Eligible,
Pending Eligible, Pending Waiver work
status on the contract record for the
employer. Otherwise, all Work Status
Codes on the report must be within
the Contract Record Start and End
Date. **

Error

NOWORK is not a valid work status

**Exception: TRMNTN or DECESD,
contract records do not have an end
date because the date of
death/Termination date is populated
in the work status start date field.
However, Adjustment with a work
status of TRMNTN or DECESD, cannot
be reported after the BOC/Svc End
Date on the Contract Record.

Error

If File Type = R Work Status does not
match Contract Record

If File Type = A Work Status does not
match the Contract Record in
effect for the adjustment period.

If a Work Report is reported after the
BOC/Svc End Date on the Contract
Record.

Warning

Report period is after BOC Service
End date.

File Type= R and Work Status=
‘ACTIVW'

If (Base >0 or URCC >0 or OT >0 or
SUP >0 or CONTRIB>0 or WNC >0 or
POS >0 or EXSAL or NRCC or Days >0
or Hours >0)

Error

Contact ESC when reporting after
the BOC End date.

NOTE: The system will not trigger any
workflows.

File Type=R

If (Work Status = "ACTMLN") and (the
month and year value from the Start
Date of the ACTMLN Confract Record
with this employer doesn’'t equal the
month and year value of the
Reporting period of the Work Report)
and (any of the following values are
not equal to zero:

Base, URCC, OT, SUP, CONTRIB, POS,
EXSAL or NRCC)

Error

Wages cannot be reported if Work
Status is Waived.

241




Field Condition(s) Error Type Error Message
File Type= A
If (Work Status = "ACTMLN" d
(work Status ) and {any Base, URCC, OT, SUP, CONTRIB, POS,
of the following values are not equal .
o 7610 Error EXSAL and NRCC must be zero if
zero:
Work Status is ACTMLN
Base, URCC, OT, SUP, CONTRIB, POS,
EXSAL or NRCC)
File Type =R
If Work Status = ACTIVE and ' Base, URCC, OT, SUP, CONTRIB, PQS,
Supplemental AND Wages No Warning EXSAL and NRCC should be zero if
Contribution are zero, then Base must Work Status is ACTMLN
be > 0.
File Type =R Base, SUP, and WNC amounts
If work status = SABTLC and Base is Error cannot all equal zero if status is
NULL ACTIVE
File Type =R
If work status in (ACTMLC, STUDYC, ) .
EXCHGC, UN'ONC, SSLWCC, SSLSSC) Error Base cannot be zero is status is
and Unpaid Retirement Covered SABTLC
Base Compensation field is NULL then Base
can NOT be NULL
. Base and URCC cannot both be
For File Type "“R": If Base > 50,000 Error . .
zero is status is <<code>>
File Type =R
If work status = SABTLC and Unpaid | grror Base cannot exceed $50,000.00in
Retirement covered compensation is any month.
NULL
URCC cannot be zero if status is
For File Type “R": If URCC > 50,000 Error
SABTLC
Unpaid File Type =R
Reti t
Ce 'rem:n If work status in (ACTMLC, STUDYC,
overe i
EXCHGC, UNIONC, SSLWCC, SSLSSC) Error URCC cannot exceed $50,00000 N

Compensation

and Base is NULL then Unpaid
Retirement Covered Compensation
field can NOT be NULL

any month.
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Field Condition(s) Error Type Error Message
if Base is NULL, then Overtime cannot
. . . BASE and URCC cannot both be
be > 0. (this condition only applies to Error . .
zero if status is <<code>>
Work Reports)
OT amount cannot be greater than
For File Type “R": If Over Time > 50,000 | Error . . 9
zero if BASE is zero
For File Type “R": If Supplemental > Error OT amount cannot exceed
] 50,000 $50,000.00 in any month.
Over Time
If Base, Unpaid Retirement Covered
Compensation, Overtime or Error SUP amount cannot exceed

Supplemental is not zero, then
contributions cannot be zero

$50,000.00 in any month.
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Conftributions

For File type “R”

When Reported Amount does not
equal V3 Calculated Due Amount
(see additional logic processing
section to determine Conftribution
Rate) and the member’s Effective
Class is TH:

e If ALL of the following
conditions are met, display
Warning message “Member
Elected Class T-H, Update
Rate”

a. Member's Effective Class
=TH, AND

b. Conftributions reported
are more than current TH
Confribution Rate when
applied to Base, Unpaid
Retirement covered
Compensation, Over
Time, and Supplemental
(all 4 added together)
plus 0.05, AND

c. Contributions reported
are less than or equal to
current TG Contribution
Rate when applied to
Base, Unpaid Retirement
Covered Compensation,
Over Time, and
Supplemental (all 4
added together) plus
0.05, AND

d. This employer has not yet
approved the monthly
WR for the month
following the month of TH
Election (i.e., month of
the insertion date of the
TH row in the Membership
Class table plus 1), and
the Work Report month is
still within the grace
period defined above.

NOTE: In this scenario only,
the system needs to post the
member Confributions in the

Error

Confributions cannot be zero when
an amount has been specified for
BASE, URCC, OT, or SUP
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member's Work History and
the employer’s WR using the
amount reported by the
employer. This is because the
member will be refunded for
the difference between the
TH rate and the amount
reported.

e Ofherwise, if the member's
Effective Class = ‘TH’ and the
member Confributions
reported are greater than the
(V3 Mem Savings calculation
plus 0.05), display a fatal error
message “Confributions Rate
Must be <<%>>"

e Ofherwise, if the member's
Effective Class = ‘TH’ and the
member Confributions
reported are less than the (V3
Mem Savings calculation
minus 0.05), display a fatal
error message “Conftribution
Rate Must Be <<%>>"

For File type “R”

When Reported Amount does not
equal V3 Calculated Due Amount
(see addifional logic processing
section to determine Confribution
Rate) and the member’s Effective
Class id DC.

e If ALL of the following
conditions are met, display
Warning message “Member
Elected Class DC, Update
PSERS Rate to 0.00%"

a. Member's Effective Class
=DC, AND

b. Contributions reported
are greater than zero,
AND

c. Contributions reported
are less than or equal to
current TG Contribution
Rate when applied to
Base, Unpaid Retirement
covered Compensation,
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Overt Time and
Supplemental (all 4
added together) plus
0.05, AND

d. This employer has not yet
approved the monthly
WR for the month
following the month of
DC Election (i.e., month
of the insertion date of
the DC row in the
Membership Class table
plus 1).

NOTE: In this scenario only,
the system needs to post the
member Conftributions in the
member's Work History and
the employer's WR using the
amount reported by the
employer. This is because the
member will be refunded the
amount reported.

e Oftherwise, if the member's
Effective Class = DC and the
member Contributions
reported are greater than
zero, display a fatal error
message “Contributions
Should be 0.00 for DC
Members”

For File type “R”

When Reported Amount does not
equal V3 Calculated Due Amount
and the member’s Effective Class is
TC, 1D, TE, or T1G.

e |f the member Contributions
reported are less than the (V3
Mem Savings calculation
minus 0.05), display a fatal
error message “Confribution
Rate Must Be <<%>>.

e Ofherwise, if the member
Contributions reported are
greater than the (V3 Mem
Savings calculation plus 0.05),
display a fatal error message
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Field

Condition(s)

Error Type

Error Message

"Contribution Rate Must Be
<<%>>",

e Otherwise, if the difference
between the calculated
Member Savings and the
Confributions being reported
by the employer is smaller
than $0.06 (may be positive
or negative), the system will
“recognize” it as a valid
record and will not display
any messages.

For File type “A”

When Reported Amount does not
equal V3 Calculated Due Amount:

e [f the difference between the
calculated Member_Savings
and the Contributions being
reported by the employer is
greater than $0.05 (may be
positive or negative), display
Warning message
“Contribution rate should be
<< % >>"

e Oftherwise, if the difference
between the calculated
Member Savings and the
Contributions being reported
by the employer is smaller
than $0.06 (may be positive
or negative), the system will
“recognize” it as a valid
record and will not display
any messages.

File Type = A and Reason
Code is not on the list

Warning / Error

Depending on which condition a
record satisfies, message could be
either:

Contribution rate should be << % >>
Or

Member Elected Class T-F, Update
Rate

Or
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Field Condition(s) Error Type Error Message
Member Elected Class T-H, Update
Rate
Or
Member Elected Class DC, Update
PSERS Rate to 0.00%
Or
Contributions Should be 0.00 for DC
Members
Or
Grace Period Expired, Contribution
Rate Must Be <<%>>
File Type = A and Reason code =
‘UNCRDT' and
(Base <> 0 or URCC <>0 or OT< >0 or
SUP< >0 or CONTRIB< >0 or POS< >0 or .
Error Invalid Reason Code
EXSAL <>0 or NRCC <>0)
Reason Code NOTE: Only service (Days/ months)
and WNC should be allowed for
UNCRDT for all wage types.
File Type = A and reason code is Base, URCC, OT, SUP, CONTRIB, POS,
CNTRCT, LMPSUM, LATRPT, SALARY, or | Error EXSAL and NRCC must be zero if
UNCRDT and wage indicator is NULL. Reason code is UNCRDT.
Wage Indicator and Contrib
. Withheld Flags both must be
Wage Indicator Error .
specified for Reason Code
<<REASON CODE>>.
File Type = A and reason code is
P n e Contributions Withheld Flag must be
UNCRDT and the Contributions Error .
. . N for this Reason Code
Withheld Flag is equal to 'Y’
Contributions
Withheld Flag File Type =R
Hours cannot be zero if Wage Type
If wage type = Hourly then hours field | ETOr is Hourly.
cannot be NULL or zero
. - Hours should not exceed 300 in any
Hours For File Type "“R": If Hours > 300 Error

month.
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Field Condition(s) Error Type Error Message
File Type =R
If work status in (ACTIVE, SABTLC, Days cannot be zero if Wage Type is
ACTMLC, SSLWCC, SSLSSC, STUDYC, Warning Per Diem
EXCHGC, UNIONC) and If wage type
= Per Diem then hours field cannot be
NULL or zero
File Type =R
If work status in (ACTIVE, SABTLC,
ACTMLC, SSLWCC, SSLSSC, STUDYC, Annual service must be reported in
EXCHGC, UNIONC) and If wage type | EOr June.
= Salaried and Days is NULL in May
report then Days in June report must
be>0
Days If days is more than 365, then Error Error Days cannot exceed 365
For File Type “R™: Verify Days: Should not report more
If Work Report is for any month Error than 130 days on July-December
between Jul- Dec and Days > 130 work reports.
For File Type “R™: Verify Days: Should not report more
If Work Report is for any month Warning than 280 days on January-June
between Jan- Jun and Days > 280 work reports.
For File Type = R:
If Work Status is (ACTMLN, SSLWCN, WNC amount cannot be zero if
SSLSSN, STUDYN, or EXCHGN) AND work status is <<Work Stafus>>
WNC =0
For File Type = A:
e If Work Status is (ACTMLN, Error WNC amount cannot be zero if
W N SSLWCN, SSLSSN, STUDYN, or work status is <<Work Status>>
ages Jo EXCHGN) AND WNC = 0 AND
Confribution Reason Code = ‘UNCRDT’
e ForFile Type =Ror A: Error WNC amount cannoft be zero if
If Work Status = (LEAVEN or work status is <<Work Status>>
WKCMPN) AND WNC # 0
For File Type=R:
If ALL of the following criteria are met: WNC must equal zero for this leave
Error

e  Work status is equal to Active
or any contributing leave
status (any status ending in

status
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Field Condition(s) Error Type Error Message

“C") or Termination or
Deceased; AND
e Employment Type = Full Time;
AND
WNC #0

For File Type= R:
If ALL of the following criteria are met:

e Work status is equal to Active
or any contributing leave
status (any status ending in Error
"C") or Termination or
Deceased; AND

e Employment Type = Part Time;

WNC amount must be zero for Full-
time members

AND
e Wage Type =SA; AND
e WNC#0

For File Type= A:
If ALL of the following criteria are met:

e  Work status is equal to Active
or any contributing leave
status (any status ending in
“C") or Termination or
Deceased; AND

e Employment Type = Part Time;
AND

e Wage Type =SA; AND

e Reason Code # ‘UNCRDT’;
AND

e WNC#0; AND

e (WNC>0.01 or WNC < -0.01);

AND
e  WNC does NOT at least partly
reported by the employer, Salaried members

calculated as follows:

1. Reftrieve the sum of
the WNC amount(s)
from the member's
Work History where
the record is in a
Released status AND
the employer code in
Work History matches
the code of the
employer submitting
the Work History
Adjustment AND the
Fiscal Yearin the
member's Work
History matches the
Fiscal Year on the
Work History
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Field

Condition(s)

Error Type

Error Message

Adjustment AND the
Wage Type in the
member’'s Work
History equals
Salaried, AND

2. multiply the value
from (1) by -1
(negative one).

3. If the value from #2is
a positive number,
the new WNC being
reported must be
between 0.02 and
the value from #2,
inclusive ($0.01 is
allowed, too, but it
doesn’t fall into this
validation). If it is
outside this range,
display the Fatal error.

4. If the value from #2is
a negative number,
the new WNC being
reported must be
between the value
from #2 and -0.02,
inclusive (-$0.01 is
allowed, too, but it
doesn’'t fall into this
validation). If it is
outside this range,
display the Fatal error.

EXAMPLE: An employer

previously reported $100
in WNC for FY 2009. The
employer should be
allowed to submit off-
setting WNC in the range
of -$100 through -$0.02,
inclusive (-$0.01 is
allowed, too, but it
doesn’t fall into this
validation). If the
employer instead fries to
submit any additional
positive WNC or fries to
submit negative WNC
that is < -$100, this should
be rejected.
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Field

Condition(s)

Error Type

Error Message

For File Type= A:

If ALL of the following criteria are met:

Work status is equal to Active
or any contributing leave
status (any status ending in
“C") or Termination or
Deceased; AND
Employment Type = Full Time
regardless of Wage Type;
AND

Reason Code # 'UNCRDT’;
AND

WNC # 0; AND

(WNC > 0.01 or WNC < -0.01);
AND

WNC does NOT at least partly
off-set the values already
reported by the employer,
calculated as follows:

1. Retrieve the sum of
the WNC amount(s)
from the member’s
Work History where
the recordisin a
Released status AND
the employer code in
Work History matches
the code of the
employer submitting
the Work History
Adjustment AND the
Fiscal Yearin the
member’'s Work
History matches the
Fiscal Year on the
Work History
Adjustment, AND

2. multiply the value
from (1) by -1
(negative one).

3. If the value from #2is
a positive number,
the new WNC being
reported must be
between 0.02 and
the value from #2,
inclusive ($0.01 is
allowed, too, but it
doesn’t fall into this
validation). If it is
outside this range,

display the Fatal error.

4, If the value from #2is
a negative number,
the new WNC being

Error

WNC amount must be zero for
Salaried members
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Field Condition(s) Error Type Error Message

reported must be
between the value
from #2 and -0.02,
inclusive (-$0.01 is
allowed, too, but it
doesn't fall into this
validation). If it is
outside this range,
display the Fatal error.
EXAMPLE: An employer

previously reported $100
in WNC for FY 2009. The
employer should be
allowed to submit off-
setting WNC in the range
of -$100 through -$0.02,
inclusive (-$0.01 is
allowed, too, but it
doesn’t fall into this
validation). If the
employer instead tries to
submit any additional
positive WNC or fries to
submit negative WNC
that is <-$100, this should
be rejected.

For File Type = A:
If ALL of the following criteria are met:

e« WNC#0, AND

e Work status is equal to Active or
any confributing leave status

(ending in *C") or Termination or Member is Qualified in FY being
Deceased; AND adijusted; WNC should not be
e Employment Type is equal to Part- reported
time; AND
e Wage Type is equal to Hourly or
Per Diem; AND

Qualification Status is equal to
Qualified for the fiscal year that is
being reported

Validation WNC1 . o )
Member is Qualified in FY being

For File Type = R: Warning adjusted; WNC should not be
If ALL of the following criteria are met: reported

e WNC#0, AND
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Field

Condition(s)

Error Type

Error Message

Work status is equal to Active or
any confributing leave status
(ending in *C") or Termination or
Deceased; AND

Employment Type is equal to Part-
time; AND

Wage Type is equal to Hourly or
Per Diem; AND

Qualification Status is equal to
Qualified for the fiscal year that is
being reported; AND

the month of the WR is equal to
the month of the Start Date of the
Contract Record, or equal to the
month after the Start Date of the
Contract Record. NOTE: For the
Contract Record Start Date
month and Contract Record Start
Date plus 1-month comparison,
the system needs to look for
Conftract Records with the
employer for which the WR is
being validated.

EXAMPLE: If Contract Record
with employer A starts in January,
employer A would receive
Warning message for WRs
submitted for January and
February.

Validation WNC2

If the above Validation WNC1
Warning condition is not met,

continue with the following validation.
For File Type = R:
If ALL of the following criteria are met:

WNC #0, AND

Work status is equal to Active or
any confributing leave status
(ending in *C") or Termination or
Deceased; AND

Employment Type is equal to Part-
time; AND

Wage Type is equal to Hourly or
Per Diem; AND

Qualification Status is equal to
Qualified for the fiscal year that is
being reported; AND

Warning

Member is Qualified, WNC Should
Not Be Reported
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Field

Condition(s) Error Type Error Message
e this employer has approved the
monthly WR for the month
following the ‘Qual Month’ (i.e.:
Qual Month + 2). To determine
this, use the values in the Member
Qualification table for the FY
being reported, as follows:
e If '‘Qual Month' is July
through December,
use the year from
‘Fiscal Start’
e If '‘Qual Month' is
January through
June, use the year
from ‘Fiscal End’
e EXAMPLE: if a member has a
Qualification Status of “Qualified”
for period 7/1/2010-6/30/2011
and ‘Qual Month’ is December,
the employer would receive an
Warning message if they attempt
to report WNC for their Jan or Feb
2011 WR, but would receive a
fatal error if they attempt to
submit WNC for the Mar 2011 WR.
Validation WNC3
If the above Validation WNC2 Error
condition is not met, continue with
the following validation.
For File Type =R:
If ALL of the following criteria are met:
e WNC#0, AND ) -
e Work status is equal to Active or Error Member is Qualified; WNC cannot
any contributing leave status be reported
(ending in “C") or Termination or
Deceased; AND
e Employment Type is equal to Part-
time; AND
e Wage Type is equal to Hourly or
Per Diem; AND
Qualification Status is equal to
Qualified for the fiscal year that is
being reported.
For File Type = R Only: . Member is Qualified; begin
Warning

If ALL of the following criteria are met:

withholding

255




Field Condition(s) Error Type Error Message

e Work status is equal to Active;

AND

e Employment Type = Part time;
AND
Wage Type = HR or PD; AND
Base = 0; AND

Supplemental = 0; AND
Member's Qualification Status
is NOT equal to Qualified for
the fiscal year that is being
reported; AND

e WNC=0

o o o o

For File Type =R Only:
If ALL of the following criteria are met:
e  Work status is equal to any

contributing leave status (any
status ending in “C") or

Termination or Deceased; Base, Supplemental, and WNC

AND ) amounts cannoft all be zero if status
* E\rﬂtp)loyment Type = Part time; | Error is ACTIVE and wage type is either

Wage Type = HR or PD; AND Hourly or Per Diem

Base =0; AND

Supplemental = 0; AND
Member's Qualification Status
is NOT equal to Qualified for
the fiscal year that is being
reported; AND

e WNC=0; AND

« URCC=0

For File Type = An Only:
If ALL of the following criteria are met:

e  Work status is equal to Active;

AND
e Employment Type = Part time;
AND Base, Supplemental, URCC and
e Wage Type = HR or PD; AND WNC amounts cannot all be zero if
A Error .
e Base =0; AND status is <<Work Status>> and wage
e Supplemental = 0; AND t is either Hourl Per Di
+ Member's Qualification Status ype 5 elineriourly orreriem
is NOT equal to Qualified for
the fiscal year that is being
reported; AND
e WNC=0AND
e Adjustment Type does NOT
equal Service Adjustment or
Member POS
For File Type = An Only: Error Base, Supplemental, and WNC

amounts cannot all be zero if status
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Field Condition(s) Error Type Error Message

If ALL of the following criteria are met: is ACTIVE and wage type is either

Hourly or Per Diem

e  Work status is equal to any
conftributing leave status (any
status ending in “C") or
Termination or Deceased;

AND

e Employment Type = Part time;
AND
Wage Type = HR or PD; AND
Base =0; AND

Supplemental = 0; AND
Member’s Qualification Status
is NOT equal to Qualified for
the fiscal year that is being
reported; AND

e WNC=0AND

e Adjustment Type does NOT
equal Service Adjustment or

Member POS AND
e URCC=0
Base, Supplemental, URCC and
. ForFile Type "R" If WNC > Error WNC amounts cannoft all be zero if
50,000 ’ status is <<Work Status>> and wage
type is either Hourly or Per Diem
File Type = A

If WHA is submitted for FY 2007 or later
and contains MemPOS money (either

+/-), then a POS receivable must exist )
as of the end of the FY for which the WNC cannot exceed $50,000.00 in

Error
WHA was applied. Otherwise, display any month.

the fatal error shown on this row and
do not continue to the other Member
POS Installment error conditions
below.

File Type = A

If WHA is submitted for FY 2006 or
earlier and conftains MemPOS money
(either +/-), then a POS receivable
Member POS must have been posted on or before | Error No Receivable exists for this period.
Installment 6/30/2006. Otherwise, display the
fatal error shown on this row and do
not continue to the other Member
POS Installment error conditions
below.
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Field

Condition(s)

Error Type

Error Message

For File Type =R

If MemPOS amount <0

Error

No Receivable exists for this period.

For File Type = A

If Reason Code = MemPOS, then
cannot be NULL

Error

Negative member POS [-NNN]
amount.

Here NNN is the amount displayed
in the POS field.

For File Type =R
If ALL of the following criteria are met:

e POS amount is not null, AND
ALL of the member’s Category =

School, Category = Non-School, and
Category = Frozen receivable(s) in
the Member Accounts module have
a balance of <=0

Error

The POS field cannot be blank if
Reason Code is POS Correction.

For File Type = A
If ALL of the following criteria are met:

e POS amount >0, AND

e ALL of the member’s
Category = School, Category
= Non-School, and Category
= Frozen receivable(s) in the
Member Accounts module
have a balance of <=0

Error

Member has no POS balance due;
POS field must be zero.

File Type = A
If ALL of the following criteria are met:

e POS amountis <0, AND

e ALL of the member's
Category = School, Category
= Non-School, and Category
= Frozen receivable(s) in the
Member Accounts module
have a balance =0, AND

e There are no open payments
associated with any of those
receivable(s)

Error

Member has no POS balance due.
POS field must be less than zero.

File Type =R or A

e If work status is LEAVEN or
WKCMPN, then NRCC may
be equal to or greater than
zero.

Error

Member has no POS balance due.
POS field must be zero.

Revised 07/29/2023

258




	Accessing the Employer Self Service (ESS) Portal
	MFA – Multi Factor Authentication
	What do I do if my verification code does not work?

	Requesting to be a PSERS Employer Reporting System User
	Forgot Username
	Reset Password

	Pages on ESS and what Information is found on Each Page
	HOME Page
	Help Center Action Button
	USERS Profile Action button
	HOME Page Shortcuts
	Types of Reports Available and What Information is Available on the Report
	How to Generate a Report
	NEWS and ALERTS

	Employer Info Page
	Adding a Contact to Employer Reporting System Access on Employer Info Page
	Contact Role Descriptions
	Editing/Stop dating a Contact with Employer Reporting System Access
	Method #1
	Method #2
	Deleting Access for Employer Reporting System Users (ESS or Voya Sponsor Web)
	ESS Registration for New Contact

	DOCUMENTS Page
	ROSTER Page
	WORK REPORTS Page
	Columns Displayed on the Work Reports Page
	Work Report Details Tab
	Work Report Summary Tab

	Import Files Page
	The Transaction Page
	Transaction Page column descriptions
	How determine what is due to PSERS to
	Interest for Late Contributions
	How to determine where a payment was applied from the Transaction Page
	Targeting a Payment on PNC Cash Con using the Transaction Page
	How to Export the Transaction Page

	Forms and Reports Page

	Member Demographic and Contract Descriptions and Information
	Member Demographic Information
	Demographic Information Change Request (PSRS-1870)

	What Are Member Contract Records?
	Determining Membership Class and Rate/ Is an Employee Already a Qualified PSERS Member
	Member Contract Information Field Descriptions
	Work Status Descriptions
	Purchasable Work Status codes for Non-Contributing Leaves
	Non-Purchasable Work Status codes for Non-Contributing Leaves
	Work Status Quick Reference Table
	What if an Employee is Working Multiple Positions for the same Employer
	What if Employee Works Multiple Part-Time Positions but NO Full-Time Position
	How are Member Demographic Information and Contract Records Sent to PSERS?
	Manual New Hire Instructions
	View/Edit Demographic Information
	When to Edit a Member Contract Record
	When to Change/Add a Member Contract for an Employee…
	Correcting an Error in a Member Contract Record
	Examples of When Employee Contract Records Should be Added and Existing Contracts Changed.
	View/Edit Existing Member Contract Record
	Manually Add New Member Contract


	Importing/Uploading a File
	How to Import/Upload Any Type of File
	The Import Summary box displays:
	The Import Details box displays:

	Header Row Error Correction
	File Error Correction
	Row-by-Row File Error Correction
	Filtered Error Correction

	Validating and Processing a File
	Can I continue working on my file later?


	PSERS Monthly Work Report (DB)
	How are Work Reports Submitted to PSERS?
	Creating a Manual Work Report:
	Deleting an Unsubmitted Report
	Adding Comments to a Work Report
	Work Report Record Fields

	Uploading a Work Report File
	Exporting a Work Report

	Work History Adjustments
	When to Submit a Work History Adjustment
	How Are Work History Adjustments Submitted to PSERS?
	Create Manual Work History Adjustment
	Exporting a Work History Adjustment Report
	Work History Adjustment Record Fields
	Uploading an Adjustment File
	Releasing the information to the Employees’ PSERS Record
	Examples of Work History Adjustments
	Salary/Contributions Not Reported
	Incorrect Salary/Contributions Previously Reported
	Incorrect Service Time was Previously Reported When the Salary was Reported in Base, URCC, SUP, or OT Field
	Incorrect Service Time was Previously Reported When the Salary was Reported in WNC Field
	Incorrect Member Purchase of Service Installments
	Arbitration and Court Decision Adjustments/Payments
	Retroactive Salary Increases Due to Late Collective Bargaining Unit Contract Settlement
	Back Pay Award-without a court award
	Suspension Settlement Agreement
	Reporting Administrative Leave Making Employee Whole after Settlement Agreement approved as RCC
	Adjustments Prior to Fiscal Years 2004-2005


	Remitting Payments to PSERS
	Due Dates
	Employer Contributions
	Employer Contribution Due Dates:
	Employer Purchase of Service (POS)/LumpSum payments and due dates:
	Member (Employee) Contributions:
	Member (Employee) Contributions Due Dates:
	Member (Employee) Purchase of Service (POS) Installments and due dates.

	Method of Remittance
	What If Payments Are Not Received by PSERS
	Payment Designation Methods
	Employer Share Income Aid Ratio & Reimbursements – Act 29 of 1994
	Income Aid Ratio
	Subsidy Distribution


	What do the Errors/Warnings Messages Mean?
	Troubleshooting for file uploads
	Troubleshooting for Header Record Error
	Troubleshooting for Detail Record Error

	File Formats for Imported Files
	Member Demographic Records Specification--
	Member Demographic Record File Header Record
	Member Demographic Record
	File Validations
	Header Record Validations
	Detail Record Validations
	V3 Error Processing - Error/Warning/Successful Processing Logic
	Format for Contract Record Files – Specification
	Contract Record File Header Record
	Record Rows in the Member Contract Information File
	Contract Record File Detail
	File Validations
	Contract Record File Validation Rules
	V3 Error Processing - Error/Warning/Successful Processing Logic
	Successful Processing
	Contract Record Corrections

	Work Report Format
	Employer Work Report Header Record
	Record Rows in the Work Report File
	Work Report Detail Record
	V3 Contribution Processing Logic

	Work History Adjustments
	Employer Work History Adjustment Header Record
	Record Rows in the Work History Adjustment File

	Work Report Adjustment Detail Record
	Error/Warning/Successful Processing Logic
	Field Level Validations:



