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Data Collection
Portal Process Steps

The user sets the configuration, Employer code, Pension Plan and dates. The DC
name is automatically generated with the following format: ERCode - Wages and Contributions — StartDate

Ex: 2000 - Wages and Contributions - 07/28/2022 - 3

The user defines the information that will be part of the data collection. Here the payroll
coordinator can upload a pre-existing file (using the current format), manually enter data using the data input
summary form, or enter the information using the excel template provided. Here you can download any
previous pay period as your data file collection. Synchronization is the first data validation for your file. It
validates the file’s structure and the format of its data. The user will not be able to move to the next step if
the file is not validated. The system will inform the user of the errors, if any, that occurred.

After the data entry, the user will have to Validate the data which will bring him to the Validate Member Data
screen.
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Portal Process Steps

e For the data collection to get completed an action must be taken for each warning and error.

e Please note that every action is defined at the member level or at the validation message level. The system tries to see if there
is an action that can be performed, for the affected members, in order to complete the process, or if some actions conflict with
each other.

e If the user can not apply corrections to the data, there are some alternatives that can be considered:
- Load the member’s information despite the warnings (approve with explanation).

- Call ERSRI to help with correcting the errors.

Once all the validations have been successfully performed, the data is ready to be
submitted into the system
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Sign In Need help?
User ID:
Password: Forgot your password?

Enter your email address (as the user ID) and password as provided.

If you fail to provide the correct information on the third try, you will be locked out of the Portal.
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Welcome to the Employer Portal

My ERSRI Team Lo Documents & Reports

Client Services
(401) 462-7600

(i) Doooosta - Transaction
569-123-5643

summary report - 2000
(ERSRI)

08/01/2022

() Dooooval - Public validation  08/01/2022
report - 2000 (ERSRI)
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Welcome to the Employer Portal
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Data & Payroll Submissions

B\

‘ Account Summary S e G

O
S

®

2000 - Wages and Contributions - 07/28/
2022 - New Hire

2000 - Wages and Contributions - 07/28/
2022 - NewHire

2000 - Wages and Contributions - 07/24/
2022-1

2000 - Post-Retirement Employment - 0
7manos - pRE

Account Summary Lol

Go to ersri.org | Welcome MasterClient &
& Sign Out

Data & Payroll Submissions 53 <7 W Find AParticipant P ral
Cdad} Cdadl

2000 - Wages and Contributions - 07/28/  Action definition
2022-3

To update participant information, first find the participant by
searching using one or more of the terms below

EMPLOYER PORTAL
Dashboard

Action definition ST

Initial Data Entry

Submitted for
Message
Valigation

Initial Data Entry

New Data Collection ...

User Administration Tool Rl

Melissa Watkins Lastlogin
Employer User
Outstanding Invoices
Maureen Ward Lastlogin
Unapplied Credits Employer User
Leona Defilippo Lastlogin

Emblover User

From the Toggle menu, select “Business Functions” 2>
“Data & Payroll Submissions” 2 “Create Data Collection”,

Business Functions / Data & Payroll Submissions

Data & Payroll Submissions

reate Data Collection
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New Data Collection Information

* Choose the Configuration “Wage and Contribution” from the drop-down menu
e Enter the Employer Code for the Collection

* Choose the appropriate Plan Code

e Enter the Pay Period start date

e Enter the Pay Period end date

e Data Collection Name is automatically generated but you can edit it.

e Click on “Save and Continue”

Business Functions / Data & Payroll Submissions

Create Data Collection
1. Definition 2. Add Member Data 3. Validate Member Data 4. Review & Submit

New Data Collection Information Save and Continue

Configuratio ‘Wages and Contri ns _a'*e
v - I
Employer Code: 2000

Progress Summary

Pension Plan:*

ERS
. . 2. Add member data: Upload a file or enter data manually. When available, you can
SlaEates 07/26/2022 E Endibale 08/02/2022 E also Import or download from completed data collection to enter data. Validate and
carrect any input level exceptions.
Data Collection Name: 2000 - Wages and Contributions - 07/26/2022 - TR ] 3. Validate member data: Validate the data and resolve any member data exceptions

4. Review and submit: Check data summaries and submit member data to ERSRI
* Mandatory fields
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Business Functions / Data & Payroll Submissions

Data & Payroll Submissions

Create Data Collection V'E‘": 2000 - Wages and Contributions - 07/26/2022 - TR

Employer Code Plan Configuration Data Collection Name Status o Employer Code 2000
Flan: ERS
2000 ERS ‘Wages and Contributions 2000 - Wages and Contributions - 07/26/2022 - TR Initial Data Entry Employer Name: State
) o -
2000 ERS Wages and Contributions 2000 - Wages and Contributions - 07/04/12022- 1 Initial Data Entry Configuraton: Wages and Contribuions ‘
Data Collection Name 2000 - Wages and Contributions - 07/26/2022 -
2000 ERS ‘Wages and Contributions 2000 - Wages and Contributions - 06/27/2022 - 2 Initial Data Entry TR
Start Date: 07/26/2022
2000 ERS Wages and Contributions 2000 - Wages and Contributions - 03/01/2022 - 1 Initial Data Entry End Date 08/02/2022
Status: Initial Data Entry
2000 ERS Post-Retirement Employment 2000 - Post-Retirement Employment - 01/01/2022 - Initial Data Entry Case ID: CAS-533645-W6F0
1 Processed by masterclientadmin@momeaushepell com
1441 ERS VWages and Contributions 1441 - Wages and Contributions - 06-06-2022 - Action definition Data Entry Summary
Email_Last No Files.
2000 ERS Wages and Contributions 2000 - Wages and Contributions - 01-01-2020 - Initial Data Entry Ianual Entry: 0
defect size
Total Records
1441 ERS Wages and Contributions 1441 - Wages and Contributions - 16-05-2022 - 1 Action definition Total Members Records
1441 ERS Wages and Contributions 1441 - Wages and Contributions - defect334 Action definition IMembers Without Exceptions: o
Members With Errors: o]
2000 ERS Vages and Contrioutions 2000 - Wages and Contributions - 19-04-2022 -1 Initial Data Entry Membzrs With Warnings: \

1of3 > Bl View / Edit Data Collection

At this screen, The status of the newly created DC is “Initial Data Entry,” Highlight the DC name and click on
View/Edit Data Collection. Then click on “Upload File” for the File Upload screen to appear.

You can upload one org at a time, but you can choose multiple pay periods or choose to load your regular group
and the corresponding 20+ group at the same time.
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Options for loading data for Wage and Contributions

A. File Input AL 201G ER (continue to page 10)

You have created a file, or one has been provided to you by an outside payroll source for the pay
period you are reporting, and the file is either a .txt, .adj, or .rgl.

B. Import / Download from Completed Collection (continue to page 30)

This is like what was previously called “Get Template with Data”. Here you are creating a .csv file,
which is exporting payroll information from each member's file for the pay period before or any
previous pay period. Or you can import it directly into the portal and make changes to the records by
using the template.

There are two ways: > Import Data
> Downlosd Fil

C. Manual Input (Continue on page 28)

This can be used to enter information for a member who is not in the data file you have already
prepared for loading. It can be used to load anything that you would normally load in a data
collection. This must be done prior to validating the file.
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2000 - Wages and Contributions - 07/26/2022 - TR Status: Inttial Data Entry

1. Definition 2. Add Member Data

There is currently no data in this data collection. Add data for one member via the Add Record feature or upload data from a file via Upload File

+ Add

import from Completed Collection | Download from Compieted Collection

- File Summary No files
No Fik
e Su:iaﬂcurity Number 9 ast Name First Name Actions o Files

No Results Found. load File

Progress Summary

Next steps
3. Validate member data: Validate the data and resolve any member data exceptions.
4. Review and submit: Check data summaries and submit member data to ERSRI

Additional Information

To add data to this collection, select Add Manual Entry to manually add data for an
individual member, or select Upload File to upload a file or use the File Builder. If
available, use the buttons Import from completed or Download from completed to
enter data from completed data collection

Input errors

You must correct all input errors (if applicable) before continuing to the validation
process.

Once all data has been provided and all input errors have been corrected you can
select Validate to validate the data

Important! Please ensure that all data has been provided (entered manually or
imperted) befere selecting Validate

10
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Business Functions / Data & Payroll Submissions

2000 - Wages and Contributions - 07/26/2022 - TR Status: Intial Data Entry

1. Definition 2. Add Member Data

Select the files that contain the data you want to add into the data collection.

Import
| Download a template file (.CSV) ‘

Back to listing

DROP files here
OR

Progress Summary
Select files from your computer

Next steps
3. Validate member data: Validate the data and resolve any member data exceptions.
4. Review and submit: Check data summaries and submit member data to ERSRI.

Uploaded Files

No Files.

At this screen, click on “Select files from your computer” to upload your data collection.
Acceptable files are: .csv, .txt, .dat, .adj, and .rgl.
Choose the file to upload from your data directory library.

Business Functions / Data & Payroll Submissions

2000 - Wages and Contributions - 07/26/2022 - TR Status: Initial Data Entry

1. Definition 2. Add Member Data \

Select the files that contain the data you want to add into the data collection.

Import
‘ Download a template file (.CSV) ‘

Back to listing

DROP files here
OR

Next steps
3. Validate member data: Validate the data and resolve any member data exceptions.
4. Review and submit: Check data summaries and submit member data to ERSRI

Uploaded Files

D WC_Template_File1l.csv Type:
Ready to Import ‘Wages and Contributions

Once the file uploaded, click the blue “Import” button. Using the W&C configuration, only .adj and
.rgl formatted files are accepted.
11
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Business Functions / Data & Payroll Submissions

2000 - Wages and Contributions - 07/26/2022 - TR Status: Submitted for File Synchronization

1 8

Synchronization In Progress

Please wait or retum to your dashboard. You can check the status of your data collection in the data collection listing

Once clicking on “Import”, synchronization will start. This validates the file for any input
errors such as number fields with characters or required fields not populated, etc.

12
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Here, the user will have to correct all the input errors before continuing to the validation

process. In this example, there are two members with errors.
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1441 - Wages and Contributions - 07/26/2022 - TR
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The user highlights the member line to see all the errors related to it in the “Member Summary” page
and clicks on “Edit” to fix the missing information.
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The user corrects the data and click on “Save”. y
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1441 - Wages and Contributions - 07/26/2022 - TR

odor 2. Add Member Data
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After correcting all the information, the file is now synchronized with no errors. The user
will click on the “Validate” button, which will validate the data and resolve any member

data exceptions.

Business Functions / Dala & Payroll Submissions

1441 - Wages and Contributions - 07/26/2022 - TR

Q

Your data entries are being validated.

Please wait or retumn te your dashboard. lis complefion will be confirmed by email.

15
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At the Validate Member Data step when the status is “Action Definition”, validation errors will appear, if any. For

example, there are two members with a “Complete Member Errors”. Highlight the member line to see all the errors
related to it in the “Member Summary” page.

16
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This screen shows the validation errors. For example, there are two members who require review of their
Employer contributions and federally funded contributions. Click “View Member Data” to view the details

and edit the record.
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Here, the user corrects the Employer Contributions & Federally Funded Contributions in order to
fix the error (ID 5272, ID 8074). Once completed, the user will click on “Save and Validate”.
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Business Functions / Data & Payroll Submissions

1441 - Wages and Contributions - 07/26/2022 - TR Status: Action defrition

1. Definifion 2. Add Member Data 3. Validate Member Data 4. Review & Submit

Validate Continue
P he user clicks on

“Continue” since no
more blocking errors
— _ are showing up. This
action will bring him to
the last step which is

. .
“Review & Submit”
.

To submit member record data, please resatve all errors and wamings (f applicable)

Sorting errors and warnings

Vou ean fiter your listing by eror or waming type. Change the View fiter drop-down menu to Action required.
Then choose the error(s) and/or warning(s) to see the corresponding memby

records

Approving warnings

You can resolve a waming by selecting Approve waming an explanation or
i available.

Postponing or reject

g records

You can Postpone or Reject records that you do not want fo submit as part of this data collection. Al
postponed member records will have all associated information copied into 3 new data collection. Al rejected
member records will be deleted

Business Functions / Data & Payroll Submissions
1441 - Wages and Contributions - 07/26/2022 - TR Status: Action defintion

1. Definition 2. Add Member Data 3. Validate Member Data 4. Review & Submit

il

Employer Code: 1441 Start Date:* 0712612022
Plan* ERS End Date:* 0810212022 Qually Ratio
Cenfiguration:* Wages and Contributions CaseID: CAS-533646-L350 !
Data Gollection Name:* 1441 - Wages and Gontributions - 07/26/2022 - TR
Current Quality Ratio: 100 % Target: 100 %
Data Enlry Summary
File Uploads: DESSTEPS_26952_WC_Template-Hew Enrcliment.csv

Progress Summary

Vou are currently viewing the last step of the data collection process prior fo submission.

General Information Members Statuses Submit

Manual Entries: 0 without Exceptions: Additional Information
Total Members Records: 2 with Errors:

With Wamings: 0 Review the data collection delails you have enfered. Final validation and submission of the data collection may take a while. You can check the
Members Actions. status of your data collection in the data collection listing

You must resolve 3l errors and warnings before you can suamit your data collection

Ready For Load 2
e o Make sure to check your quality ratio before submitting your Data collection. —
Approved Warnings 0 Vihen you are finished, select Submit
Rejected 0
Reports

Transactions report: D0000a XLS
Transactions summary report D0000sta XLS
Membership reconciliation: DO000Mov.XLS
Public validation summary: DODOOValXLS
Control Report: DO00DCH XLS,

Updated fields report: DO000upd. XLS

In this step, the user will review the data collection details entered and check the quality ratio before submitting

the data collection. Once done, the user will click on “Submit” then the “Confirm” button. 19
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Data & Payroll Submissions

Employer Code
1441
2000
2000
2000
2000
2000
1441
2000
1441

1441

Employees’

Retirement System

£ Rhod
o Knoae isiana

Employees’
Retirement System

Configuration
Wiages and Contributions
Wages and Contributions
Wages and Gontributions

Wages and Contributions

Wages and Gontributions
Post.Refirement Employment
Wages and Contributions

Wages and Contributions

Wa

ges and Contributions

Wages and Contributions

Business Functions / Data & Payroll Submissions

Data & Payroll Submissions

Employer Code
1441
2000
1441
1441
2000
2000
2000
2000
1381

1381

Plan

ERS

ERS

ERS

ERS

ERS

ERS

ERS

ERS

ERS

ERS

Data Colleetion Name

1441 - Wages and Gontributions -

2000

Vages and Gontributior

Wages and Contributions

2000 - Wages and Contributions

1441 - Wages and Contributions

1441 - Wages and Contributions

1of4 > D

Configuration

Wages and Contributions
Wages and Contributions
‘Wages and Contributions
Wages and Contributions
Wages and Contributions
Wages and Contributions
Wages and Contributions
Wages and Contributions
‘Wages and Contributions

Wages and Contributions

Vages and Gontributions -
Vages and Gontributions -

ages and Contribufions -

2000 - Post-Refirement Employment - 0 ‘@‘

Action definiion

Initial Bata Entry

Initial Data Entry

0 Initial Cata Entry
;1’ . Initial Data Entry
ading...

- 06-06-2022 - Email_Last

Action definition

- 0101-2020 - defect size Initial Data Entry

16082022 - 1 Action definition

- defect33s. Action definition

Data Collection Name

1441 - Wages and Contribufiens - 07/26/2022 - TR

2000 - Wages and Contribufions - 06/27/2022 - NegContribution
1441 - Wages and Confribufions - 06-06-2022 - Tesi_Email_CP
1441 - Wages and Confribufions - 06-06-2022 - TEST_Email
2000 - Wages and Contribufions - 02-05-2022 - 5

2000 - Wages and Contribufions - 02-05-2022 - 4

2000 - Wages and Contribufiens - 02-05-2022 - 2

2000 - Wages and Contribufions - 02-05-2022 - 1

1381 - Wages and Contribufions - Test Wm 2

1381 - Wages and Contribufions - 27-03-2022 - Wm Test 13926

10f27 > M

[+]

Go'to ersriorg | W

icome MasterClient &

@ sign out
1441 - Wages and Contributions - 07/26/2022 - TR
Employer Code: 1441
Pian ens
Employer Name: vidence School Dept
Configuration Wages and Contributions
Data Collection Name: 1441 - Wages and Contributions - 07/26/2022 - TR
Start Date 2
End Date: o 2]
Sta Submilted for Gompletion
Case D CAS-533846-L350

ssed by ientadmin@mormeaushepell.com
Data Entry Summary
[  DESSTEPS_26952 WC_Template-New Enrollment csv

B rorized

Manual Entry 0
Total Records

Members Records 2

ithout Excaptions: 2

Status

Completed

Completed
Completed
Completed
Completed
Completed
Completed
Completed

Completed

<

The Data Collection
status is now
“Submitted for
Completion” and is
visible under the “In
Progress” view.

The Data Collection
status is now “Submitted
for Completion” and
disappeared from the “In
Progress” view. Itis now
visible under the
“Completed” view.
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&‘ Re‘:l'ire:m'erA\.t:Systcm
Reports on the Review & Submit Step

Business Functions / Dala & Payrol Subesissions

1441 - Wages and Contributions - 07/26/2022 - TR Stats Action Getesion

1 Definticn 2 A8 Member Data 3 Vasdate Memter Data 4. Review & Submnt

Data Collection Sermeaary

Employer Code * L)) Stan Date *

Plan* (3 Eng Date * Jualty Ratk
Confguraton * Wages and Contrantons Case 0

Data Cofechon Name * 1441 - Wages and Costributons - 07262022 . TR

Corrent Qualty Rasc 100 % Target 100 %

Data Extry Summary

Pie Uploady DESSTEPS_26942_WC_Tempiste-New Enrolment oy
You are Cumently viesing the Last step of B Caa COBECHON FIOCESS $00r 10 BebesBon
General information Members Statuses
Masgy Ertries 0 Wihout Excepticns 2
Total Members Records 2 W Cnos 0
W Wamngs 0
Raview Phe dats <o N detads you have entered
Members Actions
Vo mIUt] 1s0he A0 SHrOrs ANS AMINGS BASME YU a0 SUEME your Sala colecton
Ready For Losd 2
Ve Requres 0 Mahe sure 15 check youl Qualty 1380 Defore scbriing youw Data cotecten
Aoy Warmings 0 When you are Sished. select Submit
Rejectes 0
Repacts
Teansactons report DOSOCES

Transachons wuremary repart

Wembernhg reconciaation D3
Pubic vakdaton summary. [
Coeteal Repont DO
Updaled feids sepert DOO0OURE XLS

Here is the list of your available excel spreadsheets. The following slides will show an example and
give a brief description.

21



Rq RI Retirement
E Retirement System
w f Rhode Island

The D0000Val report contains the business/input validation messages generated during the execution of
the load, classified by severity level.
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ERSX

Client name

Summary of

Employer # / Mame
Pension plan

File name

File status

Total records processed

ERSRI

1441 - Wages and Contributions - 07/26/2022 - TR
(CAS-533646-1350)

1441 Providence School Dept.
ERS
DESSTEPS_26952_WC_Template-Mew Enrollment.csv

Walidation

Processed

Additional Salary Event FEDFNW Amount
Contribution Event DOE Amount
Contribution Event EMPER Amount
Contribution Event FEDFMND Amount
Contribution Event REGUL Amount

Payroll Event Earned salary

3600.24
390.12
527.64
941.82
266.56
7108.54

The D0000sta report contains the transaction totals by type of transaction.
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Participation Reconciliation

Message

Creation of a new employment For a new memiber,
| Creation of a new membership For a new member, )
| Flease note that 2 member's mamber ship 225108 bas changed 1o ~A" an L

affanz

Flgase note that 3 member's membership sub-status has changed to "REG" !

on BEE0E2.

Creation of a new employment For a new memiber, L
| Creation of a new membership For a new member, )
| Flease note that 3 member's member ship 225108 bas changsd 1o ~A" on L

a2z

Flease note that a member's mamber ship sub-status has changed to "BEG” )
on BA2022,

The DO000mov report contains the list of status changes resulting from the data received in the file.

First name
Enrolimenti
Enrolimenti
Enraliment]

Enroliment]

Enroliment2
Enroliment2
Enrolimernz

Enrollment2

Last name

Employee no

Pension plan

Group
TE3
183
=]

TE2

TE2
TE2
TER

TEZ

Employer

(1]

P E B DD
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ERSA

F— [T r—— Record Fiald Provided value Previous Arial value | Resulting Ariel SSN First name Last name Employee no Employer [ ——— Group Status
value

The D0000upd report shows the list of updated fields, showing the value in the file and the previous value if there
is any.
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Q RI Employees’
Retirement System
[ B g '

of Rhode I

ind

S S
Fromsard mwun Ll FEDFEN La Lo g Lo Lo Lo o Eravlimgral e " L ™ L
Praizmpars pard Comirdndug Eyed  Aswasd o L Lol R fn o] Lo LET o i) e S L2 L] Mt
Praisi el Comirinduw Eyeid  Srainmd FEDFRO Lol Ll Loinr R L Eraplirrdl A S L2 T8 M
Fatwd pd Comfrimdwr Eyerd  Amwmrd ExFER =R Lol L) Lo Lo Eraviliegrdl e S ERS Rl Mrrry
Faorwapad Comrimpmr Eyerd  Amanrd oA Lok Lot g Lo Lo Lo g Erapiliegrd s " Lo Rl Ay
Feasaard Cosrinpme.Evend  Amaurd ooE Lt d Mo L R L o Erarlimgrdl s T ER% ™ M
Fromarsd Comritmpmr Evernd Mmoot FEDFRD LhoL Lo g Lo Lo Lo o Eravlimgral e " L ™ Lt
Promsarsd Comyitmdmr Evernd  Amenrd i i) R Lo g Lo R Lo o Eravlimendl Jhirs i [ ™ Lt
Prosaarsd Convispme.Dwwrd  Arasird L [k} Lr BTN L] L Eraplimaral ki T ns ™ Hrwe
Procsarsd P ool Dot Ceed nuleny e Lo e [ wRa Lo o Cravlimaerd] S Fai s ™ L
Procsarsd Pugol Do L nuliy L [k e TR wRar Lo o Cravlimard] Ll Fain s ™ S
Frocsansd Fogroll D oert Lo iy L MM BT R Lk Eravlimanid L i Cn3 m Ll
Procsarsd Pugol e Caed puliry L [k [ e WO Cravlimaned el Sain s ™ Homee

The D0000tra contains the list, sorted by member, of all the transactions (in detail) resulting from the
processing of the data file.
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Ermplogre n

Indcamaton Arecordhur been crested A Fice: Data [Ervrclmenil b 1 EFS e Buiree
IrFod Py TS B, el By s il i Hoey Dapta [Erwolimead R Ll "1 EFS TER Batrer
Infoimatsn e Arvecond hist besn crested. Agedrionid Sulap Event Errclmenil dasthre a1 EFs TES Bectren

| InPcamatn T B i g B crkaid Auddriond Gulacy Even [Erwolmerdd Ll "Hi1 EFS TER Bariew
Infoimaten TS A il i bt ciatad Aadwdd Erwolirent] sy Miad ERZ TES Bectren
Inicamation 2] Arecordhur been crested Agdrear Errclmen b T EFS e Buiher
o Py TS B, el b s L oty Bt [Erwolime] Ll "1 EFS TER Aatrer
Infoimaton e Arecond hiss been crested. Comiritraton Evert [Errclmenil e a1 Efes TED Pectren
damptae T B eboad bk B rkad CiwateBegtarans Bt [Eraolimantd hlh Lt EFS TER Btk
Infoimaten =TS A il hind bewts ciad Comtrltrtum Bt Ervolirentl iy Miai EFR3 TES Bectron
Inicamation T Arecordhur been cresed Comribton v Errclmens bibew T EFS ™R Buiher
o P ey TS el b s L ottty Eriedl [Erwolime E Ll e EFS TER Aatrer
Infcimaton e Arecond b besn crested. Cominitrton vt Errclment? e a1 Efes TED Becthen

| inoamtan T B eaoad bk B clkad CintatoBingtarany Bt [Ereolmaned ] T EFS TE2 Btk
Infoimatan TS A pecscrd ik bt et Errplcarest [Erwolirenl diaire L] EFf TE: Bettren
| bcrmaton T Arecordhur been cresed Emplogmeent Errclmend bibew T EFS TR Buihee
I gty T 8 el ek s GOl P i [Erwilireid el el Pl EF& TE? Atrer
Infcimaton e Arecond b been crested Purtcipstion [Errclment? ehbew a1 EFes TEd Beihee
infoamaton =T A b d ik} Panicipemion Sae « &) Fanuipricn S [Erwolmened bl i1 EFS TE: Barker
Infoimatan TS A resond hin beens crestad (k| Panicipation Sub-dte « BEG)| Panticipation Satu [Erwclimenl Sihire L] EFF TE: Bectren

| infcimaton =TS A dhae b d [Fisbkdi £} Participation Stair s 4 Partipution S ErecAman reeTen L EFS R e
i gty TS A i b d [Filedfi} P Zabedlitg « REG| Praitmipaion S [Erwoliteiid hidbrw P EF& TE2 L)
Infzamaton = Arecordhsr been crested Pagrcll Dt [Errclman] T T EFe TEd Bathen

" inoamatn T A repid hss Beets rkad Faarodl Evrn [Erwolmened bl "ia EFS TE2 Barker
Informataon =T A resord hist been crestad. Figrol Evine Ercliment diaiee Tt EFeS TES Bectren

| infprmaton =T Aoppord hup been crued P Bt Ereolmaned YT L] EFS ® Aative
it TS B el el s Gl Pidom [Erwolitent] bbb P EF& TE2 Betren
Irizirmatan e Arpord b basn crksted Parnoa Errclranil bbb B [, T Peivew

The D000Oct! is the copy of the processed input data file.
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Employees’
Retirement System

Manual entry of a recor

Business Functions / Data & Payroll Submissions

1441 - Wages and Contributions - 07/26/2022 - ManualEntry

1. Definition 2. Add Member Data

Status- Initial Data Entry

There is currently no data in this data collection. Add data for one member via the Add Record feature or upload data frem a file via Upload File.

Social Security Number Last Name

Ho BRsults Found

Click on "+ Add
Record"

First Name

Actions

File Summary Mo fies

Nao Files.

Upload File

Progress Summary

Next steps
3. Validate member data: Validate the data and resolve any member data exceptions
4. Review and submit: Check data summaries and submit member data fo ERSRI.

Additional Information

To add data to this collection, select Add Manual Enfry to manually add data for an individual member, or select
Uplozd File to upload a file or use the File Builder If available, use the buttons Import from completed or
Download from completed to enter data from completed data collection

Input errors
YYou must correct all input errors (if applicable) before continuing to the validation process

Once all data has been provided and all input errors have been correcied you can select Validate o validate
the data

Important! Please ensure that ll data has been provided (entered manually or imported) before selscting
Validate
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Retirement System

R 3|

Businoss Funcions / Data & Fayemt S.emiescng

1441 - Wages and Contributions - 07/26/2022 - ManualEntry State: el s

- I e Ciick on Save

| a2 438 WembarDals = (s Cotm 4 e
[
Progress Summary

N

»nn(

<0

a

Ermgiopment ard marbershia iformation

DOV YY)

v Enter Data in the required
fields

Go back to page 13 for the next steps
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Import vs Download

Import/ * If you are reporting for an
agency which has approx. 20

Download or less employees, we
suggest you use the

from s

“Download from Completed
Collection” button

COmPIEtEd e This allows you to import

H from a previous payroll and
Collection make changes to an ERQ RI 52":‘-’:'33:::: Syatem

individual without creating a
csv file. If you report for an
org with more than 20
employees, we suggest you
use the “Import from
Completed Collection”
button

It will allow for making any

changes necessary and saving
file records on your

computer.




Employees’
Retirement System

Business Functions / Data & Payroll Submissions

2000 - Wages and Contributions - 07/28/2022 - TR22

1. Definition 2. Add Member Data

Status: Initial Data Entry

There is currently no data in this data collection. Add data for one member via the Add Record feature or upload data from a file via Upload File.

.!.UploadFlle import from Completed Collection | Downioad from Completed Collection

Social Security Number

No Results Found.

Business Functions / Data & Payroll Submissions.

2000 - Wages and Contributions - 07/28/2022 - TR22

1. Definiion 2. Add Member Data

Last Name

First Name

view:| Al - File Summary No files

Na Files.
Upload File

Progress Summary

Actions

Next steps
3. Validate member data: Validate the data and resolve any member data exceptions
4. Review and submit: Check data summaries and submit member data to ERSRI.

Status: Initial Data Entry

<

Select Data Collection to Download From

Data Collection Name

2000 - Wages and Contributions -
2000 - Wages and Contributions -
2000 - Wages and Contributions -
2000 - Wages and Contributions -
2000 - Wages and Contributions -
2000 - Wages and Contributions -
2000 - Wages and Contributions -
2000 - Wages and Contributions -
2000 - Wages and Contributions -

2000 - Wages and Contributions -

07/27/2022 -

08/01/2022 -

06/27/2022 -

02-05-2022 -

02-05-2022 -

02-05-2022 -

02-05-2022 -

25-04-2022 -

25-04-2022 -

25-04-2022 -

R

1
NegContribution
5

4

2

4
positiveAd)

_RetroPay

Start Date
0712712022
08/01/2022
0872712022
05/02/2022
05/02/2022
05/02/2022
05/02/2022
04/25/2022
04/25/2022

04/25/2022

102 > Pl

End Date

08/03/2022

08/05/2022

07/01/2022

05/06/2022

05/06/2022

05/06/2022

05/06/2022

04/29/2022

04/29/2022

04/29/2022

“Download from Completed Collection” will bring the user to that screen. Here you will click on “Next” to enter the
period start and end dates of the pay period you wish to download from the database. Then click on “Download”.;



Employees’
Retirement System

ERSH

Business Functions / Data & Payroll Submissions

2000 - Wages and Contributions - 07/28/2022 - TR22

1. Definition 2. Add Member Data

Status: Initial Data Entry

Select Data Collection to Download From

Review and Confirm

‘You are about to download from data collection 2000 - Wages and Contributions - 07/27/2022 - TR (07/27/2022 08/03/2022).
Click Download to start the process

Cpen

Always apen files of this type

o
Can

!@ Input Data - 2000 -.csv |~

« v 4 » CePC » Bureau #LERSRIWage and Contribution

o) Mom

7 Accés rapide

B Bureau

‘ Téléchargements
. F5-arc

!@ 1441 - Wages and Contributions - 07_26_2022 .csv
!@ 2000 - Wages and Contributions - 07_27_2022 - TR.csv

Meodifié le

-03 10:05

-03 131

Download »
Type Taille
Fichier C5V Micro... 1Ke
Fichier C5V Micro.., 1Ke

You will want to save these files in their own folder where they can easily be found. Name the file
like the file name configuration of the Data Collection. This must be saved as a CSV file.
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Once the file is saved you should open a “new” Excel spreadsheet.

* Inyourtoolbar select “Data” and then click “From Text/CSV”.

AutoSave (@ off) Book1 - Excel 2O Search Ruchika Rud

File Home Insert Page Layout Formulas Data  Review  View Help
—

ﬁ I:Eme Text/CSV [?5 Recent Sources ﬁ Eouelies & Connections @ Fl ? (E E =i
@ z AlZ L

GE [% From Web [r’:‘ Existing Connections f et @ < Eil T_) E

et Refresh Orqganization Stocks =Rz ort ilter fext to
ganizatior ocks = =g
Data ~ B From Table/Range Alr [B Al & Advanced | Columns E8 ~ ‘
Get & Transform Data Queries & Connections Data Types Sort & Filter Data Tools

Al From Text/CSV

Import data from a text,

« This will automatically open your desktop from which you can select the file which you just
downloaded and named. (csuv. file)
+ Select the file and you will see the “Text Import Wizard” appear.

Il Importer des données ®
< v 4 > CePC » Bureau » ERSRIWage and Contribution v | D Rechercher dans: ERSRI Wage... 0
Organiser = Mouveau dossier == - i o
[ CepC ) Mom - Meadifié le Type Taille
I Bureau @ 1441 - Wages and Centributions - 07_26_...  2022-02-03 10:05 Fichier CSY Micro... 1Ko

* Double click on the file and it will automatically go into the “Text Import Wizard”.
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O
2000 - Wages and Contributions - 07_27_2022 - TR.csv
File Origin Delimiter Data Type Detection
| 65001: Unicode (UTF-8) * | | Semicolon ~ | | Based on first 200 rows - | P
OrganizationCode BeginDate EndDate SoclalSecurityNumber LastName FirstName Middlelnitial ActualUnits BaseUnits
2000  2022-07-28 2022-08-10 MemberSmokell MemberSmokeil D
2000 _ 2022-07‘28' 2022-08—10' | MemberSmoke22 { MemberSmoke22 | D
null null null null
Click on "Transform
Data"
<IN >
[Ltosd [-] | vranstomata | | concel |




RI Employees’
Retirement System
w ‘)f Rhode Island

! n§| &5~ 5 | 2000 - Wages and Contributions - 07_27_2022 - TR - Power Query Editor

fu]. X
i Home Transform Add Column View 2

i S j 5 [ Properties |: ] L Y, EPX 5| i % Data Type: Any ~ (5 Merge Queries ~ (= [_L, [™ New Source ¥
= ~ - HI E:H = g
Q L 1} Advanced Editor = x L. . &l E Use First Row as Headers ~ : Append Queries ¥ = a D Recent Sources ~
Close &  Refresh | . Choose  Remove Keep Remove Split  Group m S Manage Data source 3
Load>  Preview~ - Manage Columns ¥ Columns~ Rows~ Rows~ Column~ By %2 Replace Values |22} Combine Files Parameters ¥ settings knterData
Close Query Manage Columns Reduce Rows Sort Transform Combine Parameters  Data Sources New Query
> fx 1 = Table.TransformColumnTypes(#"Promoted Headers",{{"OrganizationCode", Int64.Type}, {"BeginDate"”, type ‘ Query Settings X
. [ABC City ~ | A8 state ~ 123 ZipCode f\l Birthdate [~ | AB sex [7‘
» 4 PROPERTIES
2 1 | Providence RI 2908 1960-10-10 M
o — Name
8 2 | Providence RI 2908 1965-10-10 M I
— | 2000 - Wages and Contributions - 07_27.
3 null null
L All Properties
4 APPLIED STEPS
o &
Click the first column, hold the “ctrl” and Source
“shift” key, slide the bar across to the last Promoted Headers &
column. Click the “Sex” cgl,umn, so all X Changed Type
the columns turn green. Click the drop
down for “Data Type” and choose “text.”
< >
30 COLUMNS, 3 ROWS  Column profiling based on top 1000 rows PREVIEW DOWNLOADED AT 3:10 PM
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Change Column Type

The selected column has an existing type conversion. Would you like
to replace the existing conversion, or preserve the existing conversion
and add the new conversion as a separate step?

Replace current Add new step Cancel

Click on “Replace Current”

& putton

\ &%~ = | 2000 - Wages and Contributions - 07_27_2022 - TR - Power Query Editor

Load~  Preview~ e Ranagely Columns~ Columns~ Rows™ Rows~

Close Query

Close & Load
fe

Manage Columns Reduce Rows Sort

I Home Transform Add Column View
[:pq Properties |:| L Y EBX
~
e [E Advanced Editor x
Close &  Refresh Choose  Remove Keep Remove Split

Column~

AutoSave (@ or)

P Search

File ~ Home  Insert  Pagelayout Formulas Data  Review  View  Help  Table Design  Query
Table Name: [3] summarize with PivotTable ,T‘?? @ [‘\ [E] Properties | Header Row First Column
= = L =
. Z Total Row Last Column
-2000_Wages_ | B3 Remove Duplcates Insert | Export Refresh
B Resize Table | G Convert to Range Slicer v v S Unlink ~| Banded Rows || Banded Columns
Properties Tools Extern Table Style Options
0 Copierlm
Al - fi

55208193 MemberSmokell MemberSmokell D
645272105 MemberSmoke22 MemberSmoke22 D

2000 2022-07-28 2022-08-1
2000 2022-07-28 2022-08-10

v Filter Button

Click on “Close
and Load” button

-

= Table.TransformColumnTypes(#"Promoted Headers™,{{"(

Ruchika Ruchika | RR

Table Styles A~

File name; | W8C DC.cov

Now you can make any edits to the fields. Remember to
NOT use commas in the money fields. Once your

Save as type: {CSV UTF-8 (Comma delimited) (*.csv

v changes are completed, choose “File”, “Save as”, name

the file, change type to “CSV (Comma delimited)(*.csv),
and click on “Save.”
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Business Functions / Data & Payroll Submissions

2000 - Wages and Contributions - 07/28/2022 - TR22

1. Definition 2. Add Member Data

There is currently no data in this data collection. Add data for one member via the Add Record feature or upload data from a file via Upload File.

Import from Completed Collection Download from Completed Collection View:

Soci curity Number Last Name First Name Actions

No Results Found.

Go back to the Employer Portal, Click on “Upload File” and Select your .csv file from your desktop and click on “Open”

[ Open X
« v 1T « Desktop » ERSRI Document v U Search ERSRI Document pe]
Organize ~ New folder = m @
ERSRI Documen ®  Name Status Date mot
PPts = - ~ Sy
B9 2000 - Wages and Contributions - 07_27_2022 [©) 2022-08
PPTX préts & up. B W&C DC.csv © 2022-08-

Screenshots

@ OneDrive - Morne
APS
[ Desktop
& Documents
Microsoft Teams
= Pictures

Recordings
= This PC
B 3D Objects
/B Desktop -

File name: |W&C DC csv v | Custom Files (*.csv;" tet;* dat,*.a v




1 | | Employees’
w Retirement System

Business Functions / Data & Payroll Submissions

2000 - Wages and Contributions - 07/28/2022 - TR22 Stalus: Inifal Data Eniry

1. Definition 2. Add Member Data

Select the files that contain the data you want to add inte the data collection.

| Download a template file (.CSV) ‘

Back to listing

DROP files here
OR

(oo e e
Next steps
3. Validate member data: Validate the data and resolve any member data exceptions.
4. Review and submit: Check data summaries and submit member data to ERSRI
Uploaded Files
D 2000 - Wages and Contributions - 07_27_2022 - TR.csv Type:
Ready to Import Wages and Contributions

|\

Synchronization In Progress

Please wait or return to your dashboard. You can check the status of your data collection in the data collection listing.

Once clicking on “Import”, synchronization will start. This validates the file for any input errors such as number
fields with characters or required fields not populated, etc.

Continue on Page 13 to see the next steps




Employees’
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Import from a Completed Collection

Business Functions / Data & Payroll Submissions

2000 - Wages and Contributions - 07/28/2022 - TR22

1. Definition 2. Add Member Data

Status: Initial Data Entry

There is currently no data in this data collection. Add data for one member via the Add Record feature or upload data from a file via Upload File.

.?.UploadFlle import from Completed Collection | - Download from Completed Collection

Social Security Number Last Name

No Results Found.

Click on "Import from Completed
Collection”

Business Functions / Data & Payroll Submissions

2000 - Wages and Contributions - 07/28/2022 - TR22

1. Definition 2. Add Member Data

First Name

e File Summary No files

No Files.
load File

Progress Summary

Actions

Next steps
3. validate member data: Validate the data and resolve any member data exceptions.
4. Review and submit: Check data summaries and submit member data to ERSRI.

Status: Initial Data Entry

<

Select Data Collection to Import From

Data Collection Name

2000 - Wages and Contributions - 07/27/2022 - TR

2000 - Wages and Contributions - 08/01/2022 - 1

2000 - Wages and Contributions - 06/27/2022 - NegContribution
2000 - Wages and Contributions - 02-05-2022 - 5

2000 - Wages and Contributions - 02-05-2022 - 4

2000 - Wages and Contributions - 02-05-2022 - 2

2000 - Wages and Contributions - 02-05-2022 - 1

2000 - Wages and Contributions - 25-04-2022 - 4

2000 - Wages and Contributions - 25-04-2022 - positiveAd]

2000 - Wages and Contributions - 25-04-2022 - _RetroPay

Start Date
07/27/2022
08/01/2022
06/27/2022
05/02/2022
05/02/2022
05/02/2022
05/02/2022
04/25/2022
04/25/2022

04/25/2022

1of2 [> DI

End Date

08/03/2022
08/05/2022
07/01/2022
05/06/2022
05/06/2022
05/06/2022
05/06/2022
04/29/2022
04/29/2022

04/29/2022

Select the Data Collection to import from and click
n “"Next’ \
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Business Functions / Data & Payroll Submissions
2000 - Wages and Contributions - 07/28/2022 - TR22 Status. Ineist Data Entry
1. Defintion 2. Add Member Data
Select Data Collection 1o import From v
A

Review and Confm

POort rom Gata colection 2000 « Wagess and Contnibutions - (

You are about 1o x

2112022 - TR (0772772022 08/03/2022)
Chick Next 10 start the process . o
Click again on "Next" \ m

Business Functions / Data & Payroll Submissions

2000 - Wages and Contributions - 07/28/2022 - TR22

Synchronization In Progress

Please wait or return to your dashboard. You can check the status of your data collection in the data collection listing.

Synchronization will start. This validates the file for any input errors such as number fields
with characters or required fields not populated, etc.

Continue on Page 13 to see the next steps
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Deleting or resetting a data collection

Business Functions / Data & Payroll Submissions

Data & Payroll Submissions

Create Data Collection View: 1441 - Wages and Confributions - 07/26/2022 - ManualEntry
Employer Code Flan Configuration Data Collection Name status = Employer Code 1441
Plan: ERS
1441 ERS Wages and Contributions 1441 - Wages and Contributions - 07/26/2022 - Initial Data Entry Employer Name Providence School Dept
ManualEntry Configuration Wages and Contributions
e 07126/ -
2000 ERS ‘Wages and Contributions 2000 - Wages and Contributions - 07/26/2022 - TR Action definition bata Collection Name ::nwua\g:ﬁjs ana Contributions - 07/26/2022
2000 ERS wages and Contributions 2000 - Wages and Contributions - 07/04/2022 - 1 Initial Data Entry Start Date
End Date:
2000 ERS Wages and Contributions 2000 - Wages and Coniributions - 06/27/2022 - 2 Initial Data Entry Status: Initial Data Entry
Case ID: CAS-533659-N5W8
2000 ERS ‘Wages and Contributions 2000 - Wages and Contributions - 03/01/2022 - 1 Initial Data Entry Processed by: masterclientadmin@mormeaushepell.com
2000 ERS Post-Retirement Employment 2000 - Post-Refirement Employment - 01/01/2022 - Initial Data Entry Data Entry Summary
1 No Files.
1441 ERS Wages and Contributions 1441 - Wages and Contributions - 06-06-2022 - Action definition Manual Entry 0
Email_Last
- Total Records
2000 ERS Wages and Contributions 2000 - Wages and Contributions - 01-01-2020 - Initial Data Entry Total Members Records:

defect size )

Members Without Exceptions: 0
1441 ERS ‘Wages and Contributions 1441 - Wages and Contributions - 16-05-2022 - 1 Action definition Members With Errors: n
Members With Warnings

View / Edit Data Collection

1441 ERS Wages and Contributions 1441 - Wages and Contributions - defect334 Action definition

1o0f4 > Pl

To delete or re-set a data collection, highlight the DC name and click on ERYETFA=: 145151 Co G0 | then click
on the “Definition” tab.

Business Functions / Data & Payroll Submissions

1441 - Wages and Contributions - 07/26/2022 - ManualEntry

1. Definition 2. Add Member Data

There is currently no data in this data collection. Add data for one member via the Add Record feature or upload data from a file via Upload File

. Upload File Import from Completed Collection Download from Completed Collection View

Social Security Number Last Name First Name Actions

No Results Found.
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Business Functions / Data & Payroll Submissions

1441 - Wages and Contributions - 07/26/2022 - ManualEntry Status’ Inital Data Entry

1. Definition 2. Add Member Data

Data collecton Inormaton

Configuration:* Wages and Contributions

Employer Code:™ 1441 Reset

Delete

Start Date:" 07/26/2022 End Date” 08/25/2022

BataiCellecligiNaiEy 1441 - Wages and Contributions - 07/26/2022 - ManualEntry

Progress Summary

Plan:* ERS
Owner. Administrator 2. Add member data: Upload a file or enter data manually. Validate and correct any
it Tl s tinne

Delete

This action will reset the selected data collection and delete all manually entered data and

imported data files for this data collection. Do you want to continue? This action will delete the selected data collection. Do you want to continue?

Yes No

“Reset” removes the file that was loaded but keeps the configuration. You will be able to add another file for
synchronization. “Delete” will delete both the file and the configuration name.
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Business Functions / Data & Payroll Submissions

1441 - Wages and Contributions - 07/26/2022 - ManualEntry

1. Definition 2 Add Member Data

Status: Initial Data Entry

Data Collection Information

Configuration:*
Employer Code:*
Start Date:*

Data Collection Name:*

Plan:*

Qwner:

Wages and Contributions
1441

07/26/2022 End Date:*

1441 - Wages and Contributions - 07/26/2022 - ManualEntry

ERS

Administrator

08/25/2022

Save

Reset

Delete

“‘/

Progress Summary

2. Add member data: Upload a file or enter data manually. Validate and correct any

You will also be able to edit the Data Collection name only. Once done, the user will click on
“Save” in order to save the new name.
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Download a template file (.csv)

“Download a template file ” is basically an excel spreadsheet with the required column headers.

Business Functions / Data & Payroll Submissions
2000 - Wages and Contributions - 07/28/2022 - TR22

1. Definition 2. Add Member Data

ERS

There is currently no data in this data collection. Add data for cne member via the Add Record feature or upload data from a file via Upload File |

+AddRecord | £ UploadFile | import from Completed Collection | Download from Completed Collection View:
Social'S¥eurity Number Last Name First Name Actions

No Results Found

Business Functions / Data & Payroll Submissions
2000 - Wages and Contributions - 07/28/2022 - TR22

1. Definition 2. Add Member Data

Status: Initial Data Entry

Select the files that contain the data you want to add into the data collection.

\ Back to listing
DROP files here 9
o2 Progress Summary
Select files from your computer

Next steps
3. Validate member data: Validate the data and resolve any member data exceptions.
4. Review and submit: Check data summaries and submit member data to ERSRI
Uploaded Files

No Files

The “Download a template file ” method is not used for weekly/biweekly payroll but is an excellent tool for making adjustments or
making additions/corrections to previous pay periods.

An example would be an adjustment file for one member who needs adjustments made to many pay periods.

Once you have the file, you may add the member information and then can copy the information as needed, use formula’s where
needed, etc.

When the file is complete you must save it on your computer as a csv file. This file can then be loaded.

Note: the file should be text and have leading zeros. A good check is to look at the SSN’s to see if they have the zeros in front of
the number as needed. 44
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ERQRI
Key differences with new W&C data
collections

A 01 wage code (Regular Wages) can be entered for any time
period that has not already been entered. Before a 05 - positive
adjustment would have to be used to represent prior pay periods.

A 05 (positive adjustment) or 06 (negative adjustment) can only be

used if a 01 wage code has already been posted (for the same pay
period) or is present in the data collection that is being submitted.

If you are adding a record(s) manually to your data collection
(whether .rgl or .csv) using the template, it must be added prior to
validation.
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Reports & Documents / Document Viewer
— view completed data collections

Reports & Documents / Document Viewer

Documents

Specific Document General Document

To view documents or reports, first select your search parameters on the right. Search Parameters

Employer:

] Multiple Employers

Search By @ Event Type
O Document Category

Data & Payroll Submissions

Event Reports

Select an item on the lefi for details.

Under the Toggle menu, click on “Reports & Documents” - “Document viewer”.

Reports & Documents / Document Viewer

Documents

Specific Document General Document

To view or reports, your search p: on the right, Search Parameters

Event Reports

Select an flem on the left for details,

Enter your employer org code, choose “Event type” and then click on the “Search”
button.
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Reports & Documents / Document Viewar

Documents

Specific Document General Document

Name Employer

1441 - Wages and Contributions - 07/26/2022 - TR 1441

1441 - Wages and Contributions - 06-06-2022 - 1441

Test_Email_CP

1441 - Wages and Contributions - 06-06-2022 - 1441

TEST_Email

1441 - Wages and Contributions - 18-04-2022 - 1441

testchristcomplet N the data R
1441 - Wages and Contributions - 03-11-2022 - 1 1441 g mgﬂ your reports.
1441 TEST 1441

1441 - Wages and Contributions - 01-26-2022 - 3 1441

1441 - Wages and Contrioutions - 01-26-2022 - 2 1441

1441 - Wages and Contrioutions - 01-26-2022 - 1 1441

1441 - Wages and Contributions - 11-01-2021 - 1 1441

Creation Date

0810212022

0610812022

0610812022

041132022

031112022

0310812022

0112612022

0172612022

0172612022

1012021

1of56 [ Dl

Reports & Documents / Document Viewer

Documents

Specific Document General Document

Complation Date
0810212022

06/08/2022

061082022

0411872022

0311172022

031012022

0172612022

0172672022

017262022

10172021

Search Parameters

Employer: (e

[ Multiple Employers
Search By ® Event Type

© Document Category

Data & Payroll Submiss

Event Reports

Select an item on the left for details.

Additional Information

Specific documents are specific 1o the organization(s) you administer.

Select the Employer from the drop-down list then choose how you want to search for the document
There are fwo ways 1o search for a specific document. By Eventtype o by Decument eategory.
Searching by Event type will bring up st of events and the documents generated by that svent
Searching by Document category wil bring up 3 list of documents by specific type.

Once you have located ihe decument you want fo view, use the Action icon next 1o the document o open or
dovnload the document

You can also search for documents that are available to all ERSRI employers by selecting the General
Document tab.

Name Employer
1441 - Wages and Contributions - 07262022 - TR 1441

1441 - Wages and Contributions - 06-06-2022 - 1441
Test_Email_GP

1441 - Wages and Contributions - 06-06-2022 - 1441
TEST_Email

1441 - Wages and Gontributions - 18-04-2022 - 1441

testohristcomplet

1441 - Wages and Confributions - 03-11-2022 - 1 1441
1481 TEST 1441
1441 - Wages and Contributions - 01-26-2022 - 3 1441
1441 - Wages and Confributions - 01-26-2022 - 2 1441
1441 - Wages and Contrioutions - 01-26-2022 - 1 1441
1441 - Wages and Confributions - 11-01-2021 - 1 1441

Creation Date

0810212022

0610812022

06/0812022

0411812022

0311172022

0310812022

01726/2022

012612022

012612022

1i01/2021

1of56 > DI

Completion Date
0810212022

06/08/2022

0610872022

0411812022

0311172022

031012022

0172612022

0172672022

0112672022

10172021

Search Parameters

Employer: raa1

O Multiple Employers

Searcn By:

® Event Type
© Document Category

Data & Payroll submissions ~

| Event Reports |

D00t - Control report - 1441 (ERSRI)
Dezument Tyze: D000DeAI - Control repert

D000 - Exscution report - 1441 (ERSRI)
Dosument Type: DO00OS - Execution report

* D000OMOY - Membership changes report - 1441 (ERSRI)
Documant Type: DO00DMOY - Membarship changes raport

D0000sta - Transaction summary report - 1441 (ERSRI)
Dezument Tyse: D0000sta - Transaction summary report

D0000tra - Transactions report - 1441 (ERSRI)
Document Typs: DO00Da - Transactions report

D0000upd - Modified fields repart - 1441 (ERSRI)
Documant Type: DO00DUPG - Moified fields repart

button to open any

report
P

® @ @ ¢ @ © @

D0000va! - Public validation report - 1441 (ERSRI)
Desument Tyss: D0000val - Public validation repert
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Account Summary Definition

Description:

Account Summary is used to declare payment agreements. The creation of this Ad-hoc
Remittance is done manually by the employers via the Account Summary page. Keep
the invoice types separate in your remittances (W&C cannot be combined with OSC).

Note: Your Ad-hoc Remittance (payment agreement) will be available the following day after
your data collection has gone to completion (loaded to the database).
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Account Summary Process Steps

Account Summary Creation: Under the Dashboard menu, the user selects “Business Functions” = “Account Summary” and enters
the Employer Code in the Account Summary Page.

Payment Agreement Declaration: This step represents the declaration of the Outstanding Invoices and Unapplied Credits the
employer wishes to include in his Ad-hoc Remittance.

For the AX Independent Ad-hoc Remittance, the employer will be informed to print the data collection summaries for which the employer is
remitting, as well as to provide details if unapplied credits are being reflected.

For the AX Integrated Remittances, this step will display the lists of Outstanding Invoices and Unapplied Credits that can be found for the
Employer under the financial system AX and will allow the employer to make his selection. The selection will automatically be added into the
Payment Confirmation Summary generated at step 2.

Account Summa ry Completion: To complete the Account Summary, the employer must confirm the Payment agreement declared
information. Employers are expected to send with their payment a copy of the Remittance’s Summary that can found in the Reports
Generator the following day after your data collection has gone to completion (loaded to the database).
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Welcome to the Employer Portal

2
.

o ©

Data & Payroll Submissions

B\

Account Summary

Business Functions / Account Summary Enter the Employer Code
Account Summary /

Employer:*
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Business Functions / Account Summary

Account Summary

Employer:"

Outstanding Invoices

Invoice ID

Unapplied Credits
Credit ID

Contributions
(C_MERS000100751)

Contributions
(C_MERS000100759)

1125
Pension Plan Invoice Type Due Date
06/01/2021
06/08/2021
Selected Invoice Total
Pension Plan Credit Type Creation Date
Sales Return 0572712021
Sales Retum 05/2712021

Selected Credit Total:

Business Functions / Account Summary

2000-Payment

1. Review Payment

Creation Date

05/25/2021

05/31/2021

Amount

Amount Due

$8.570.44

$2605.76

$5964.68

$0.00

Details

Select an item on the left for details

Uncheck all the Outstanding Invoices and
Unapplied Credits. Only check the invoice
you are paying and if you choose to use any

unapplied credits. Click "Continue”

Payment Detail

Selected Invoices

Unapplied Credits

Total

04/10/2021 - W&C (G_ARIEL70345) $222.41
Sub-Total $222 41
Sub-Total $0.00
Total: 5222 41

Submit

Back to List

The user review the Payment
Information and click on "Submit"

o1
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Business Functions / Account Summary

2000-Payment

1. Review Payment

0

Loading for payment...

your payment id is CAS-536239-FIL7

Business Functions / Account Summary

2000-Payment

2. Payment Confirmation

Payment Information Back to List

Employer Code: 2000

Account Summary Type: Ad hoc

Creation Date: Aug 10, 2022
Payment Id CAS-336239-FaL7

Payment Detail

Selected Invoices

04/10/2021 - W&C (G_ARIEL70345) $222.41

Sub-Total $222 41
Unapplied Credits

Sub-Total $0.00
Total

Total: 5222 41
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Members Profile

R l Employees’ Go to ersri.org | Welcome MasterClient &
m Retirement System & Sign Out

Members to the Employer Portal

< ata & Payroll Submissi 34 A @ Find AMember & A

2000 - Wages and Contributions - 07/28/  Initial Data Entry To update member information, first find the member by
2022 - TR22 searching using one or more of the terms below:

1441 - Wages and Contributions - 07/27/  Initial Data Entry

SIN/ Last Name
2022 -TR2

2000 - Wages and Contributions - 08/01/  Initial Data Entry

2022 - _ImportData -

1441 - Wages and Contributions - 07/26/  Initial Data Entry
2022 - ManualEntry

2000 - Wages and Contributions - 07/26/  Action definition
2022-TR

New Data Collection

®
My ERSRI Team < 7 |l UserAdministration Tool L] Documents & Reports & 7 [ Account Summary & A

Client Services Melissa Watkins Lastlogin Documents A

(401) 462-7600 Employer User

569-123-5643 y Outstanding Invoices
i Vi st ) D0000upd - Modified fields ~ 08/03/2022 ®
R G report - 2000 (ERSRI)
Employer User Unapplied Credits
Leona Deflippo Lastlogin [[5) Dooooval - Public validation  08/03/2022 ®

Employer User report - 2000 (ERSRI)

Under the Toggle menu, click on “Members” = “Members” to open the member’s profile.
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Members / Members

Enter either the employee’s name
Members or SSN and click search. \

SIN/Last Name

SIN First Name

No Results Found.

Members / Members

Last Name

Members

Last Name:

Sharpe -

SIN First Name Last Name
3388 Annika Sharpe
e 1 Jennifer Sharpe
F=+2360 Andrew Sharpe
*=+8556 Kari Sharpe
2438 Raymond Sharper

Members / Members

Members
Last Name -
Sharpe -
SIN First Name Last Name
3388 Annika Sharpe
4584 Jennifer Sharpe
""" 2360 Andrew Sharpe
===*8556 Kari Sharpe
3438 Raymond Sharper

Additional Information

You can view a specific member's information by selecting them from the list.

Additional Information

‘You can view a specific member’s information by selecting them from the list.

Highlight the member's line in order to
see the "View / Edit Member Profile”

button

o **+**3388 - Annika Sharpe
SIN kT ] Click on the
First Name: Annika "View.." button
Last Name Sharpe
Date of Birth: 0772711953 9
Gender: Female
Current Event

View / Edit Member Profile
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Members / Members

nnika Sharpe 1441

Member Information

First Name Annika
Last Name Sharpe
SIN 13388
Gender Female
Marital Status Married
Date of Birth 0712711953

Date of Death

Contact Information

Address 1 903 Chalkstone Ave
Address 2

Address 3

city Providence

State Rhode Island

Country United States

Zip Code 02908

Phone 401-303-7061

Email AnnikalSharpe @fleckens. hu

Emgioyer Code 11

TeiFuncion Teachar
as011886
Unknow
Reud

Year ; Foderaty Funded Contibutions -
2021 a2 s
0% T s 00 Py
201 YT snsad 0 00 i
o) s305448 08075 0w 00 o0
20 s si0essa 0w 00 =
w0
a0 som 00 ET)
201 s 500 w0
2013 sia2854 s
212 smem 0w s000 =

Vear Earmed Salary

Members / Members

nnika Sharpe 1441

IATION

Membership Information

Plan ERS
Group TBINE



