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Member Statement of Account (SOA)
Why is it so important?

Engagement-Members can see their retirement 
account growing each year.

Accuracy- If there is a mistake in reporting, it is 
easier to fix right away.

Planning-Members use their SOA to make 
retirement decisions.



Member SOA 
page 1

• Member’s Personal 
Data 

• Beneficiary 
Information

• Employer Reported 
Defined Benefit (DB) 
Information
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Defined Contribution 
Participant Summary

Provided to Class T-G 
and T-H members in 
addition to the main 

SOA statement. 



Getting the Member SOA Season Started

Submit the August Work 
Report . This completes 
the fiscal year reporting.

Accurate member 
information is needed to 
properly credit member 

accounts.  

Action is needed from you 
within 30 days to confirm 

PSERS can generate 
statements. 



SOA 
Instructions 
Email



Employer Actions Steps for SOA

Timeframe for 
review: 

30 Days -  
starting when 
you receive 
your SOA 
email.

1. Generate the Summary report 

2. Copy the Summary Report into the Summary Report Template

3. Review your Summary Report with focus on the highlighted rows

4. Correct information in ESS by making the necessary adjustments. 

5. Re-run the Summary Report. All done with your review? 

6. CONFIRM that you are ready for PSERS to generate Member SOAs for 
your employees by sending an email to your ESC Rep.



Summary Report Information 

What is a Summary Report?
This report shows all wages, service and defined benefit (DB) contributions that were reported

through PSERS work reporting for each of your employees for that fiscal year. 

How do I generate a Summary Report?
Use the Generate Reports link on your ESS Home Page to run the Summary Report for the fiscal year that 

closed in June.

How do I use the Summary Report?
The Summary Report is a tool to help you reconcile what was reported to PSERS compared to the information 

for each employee in your payroll software. 

The Summary Report helps you to identify if data reported to PSERS is incorrect and requires corrections to be 

accurate. 

 



Step 1 - Summary Report 
How to generate and read the report 



Generating 
the 

Summary 
Report



Generating 
the 

Summary 
Report

• Six types of reports can be created on demand.

• Select the Summary Report and click the Next button.



Generating 
the 

Summary 
Report

• This report requires a specific fiscal year to be entered. 

• Only one fiscal year can be entered at a time.

• Correct Example: 2023

• Not accepted: 22/23 or 2022/2023 

• Click Schedule at the bottom right to confirm your report.



Generating 
the 

Summary 
Report

• After the summary report is generated, it will show on 
the Forms and Reports page under Reports. 

 
• Clicking on the report will cause it to pop up at the 

bottom. 
 
• Open the FY 2023 Summary Report CSV file from your 

computer.



Step 2 - Copy the Summary Report into the 
Report Template



Transferring 
Data to the 
Summary 
Report 
Template

1. Open the FY Summary Report CSV file from your computer. 

2. Highlight the information contained in the Member Name 
Field through the POS Field for all of your employees. 

3. Select Copy

4. Go to the Summary Report Template 



Transferring 
Data to the 
Summary 
Report 
Template 

6. Click in the first available block on the Summary Template.

7. Right click in the box, select Paste. 

8. Your information should now be pasted to the spreadsheet. 
You should see highlighted rows and red comments in the 
Recommended Action Field. 

**Important** For 1000+ employees on your Summary report 
you must copy the formula in columns Y, Z and AC down to the 
bottom of your spreadsheet.



Step 3 -  Review your Summary Report with focus 
on the highlighted rows



Summary Report in the Template
Use the Recommended Action 
column to spot potential 
reporting errors quickly.



How to read 
your 
Summary 
Report

• Total Salary--Sum of the BASE, URCC, OT, and SUP columns

• Contributions (DB)--Reflects the combined amount reported 
on your monthly reports and should equal what was actually 
withheld from each employee

• Each wage type that you report for a member will have its 
own row (hourly, salaried, per diem)

• WNC is listed separately and is not included in Total Salary. 



Step 4 - Correct information in ESS by making the 
necessary Adjustments.



Incorrect Information and Adjustments 

• If you find that the information on the Summary report is incorrect you will need 
to enter an adjustment for that employee. 

• Adjustments are necessary if it is going to change the outcome of the members 
total salary or service credit
• Example: You reported 168 days, but the days worked was actually 180. You will need to 

make the correction to add 12 days. This is a necessary adjustment because a full service 
credit is 180 days.

• Example: You reported 192 days of service, and the employee actually worked 188 days. This 
employee received 1 year of service credit because over 180 days was reported.  A service 
adjustment would have no impact on the member’s account.

• Adjustments can be entered two ways

• Manual adjustment

• Mass adjustment via file upload



WNC – Wages No Contribution 
 Adjustment Hint:

• If all earnings were reported as WNC and you 
need to adjust just the service, please enter 1 
penny (0.01) in the WNC field

• This will tie the days or hours to the WNC 
and ensure that service credit (negative or 
positive) will not show in the person’s 
account. Service is not credited for non-
qualified WNC unless the member decides 
to purchase it. Qualified WNC will 
automatically be billed by PSERS, and the 
service credit will apply when the 
purchase is processed. 



Entering Adjustments 

• To enter a manual adjustment, go to the Work Repots page in ESS.

• Click on Manual Adjustment in the upper right corner.  

• Please make sure you do not select Manual Work Report. 



Rename the Identifier 

Click in the identifier box to rename the Identifier to 
what will appear on the monthly statements



Begin the Adjustment



Entering the Adjustment Information



Mass Adjustments

• A mass adjustment is completed by using a Mass 
Adjustment Template. 

• All information goes onto the template, then the 
adjustment file is uploaded into the system. 

• This method should be used if there are many 
members to adjust at the same time. 

• Example: Balance of Contract was reported for 
the wrong year for all teachers. One mass 
adjustment would take the salary out of the 
incorrect year, and another mass adjustment 
would be completed to enter the salary into the 
correct  year. 

This Photo by Unknown Author is licensed under CC BY

https://www.flickr.com/photos/157270154@N05/27174492017
https://creativecommons.org/licenses/by/3.0/


Correction Example #1

Member has 180 days 
reported but they only 

worked 80 days; you will 
need to submit an 

adjustment for -100 days. 

When making adjustments 
to correct data: 

Adjustments should be 
submitted for the 

DIFFERENCE of what needs 
to be reported. 



Correction Example #2

Member has $29,000 in 
Base reported but their 
base salary was actually 

$30,000

You will need to submit an 
adjustment to add $1,000 

in the Base field along 
with the appropriate 

Contributions. 



Steps 5 & 6

If everything is reported correctly, 
CONFIRM that you are ready for PSERS 

to generate Member SOAs. 

Send an email to your ESC Rep. stating 
that SOAs can be sent to your 

employees.

After any adjustments have been 
submitted and released, re-generate 

your Summary Report to verify it 
matches your records.



A Few More Details….

Make necessary 
adjustments: If total wages 
or service are accurate, you 
do not need to move them 

to different “buckets”. 

PSERS must issue Member 
Statement of Accounts by 

Dec 31st

DC adjustments still must 
happen but if these changes 
occur after June 30, they will 
not appear on the member’s 

SOA until next year.

Be sure to review total 
wages/service for 

employees working multiple 
positions.

The earlier you complete 
your review, the better. 



Employer Actions Steps for Member SOA Season

Timeframe for 
review: 

30 Days -  
starting when 
you receive 
your SOA 
email.

1. Generate the Summary report 

2. Copy the Summary Report into the Summary Report Template

3. Review your Summary Report with focus on the highlighted rows

4. Correct information in ESS by making the necessary adjustments. 

5. Re-run the Summary Report. All done with your review? 

6. CONFIRM that you are ready for PSERS to generate Member SOAs for 
your employees by sending an email to your ESC Rep.



Questions? 
Thank you for 

attending!
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