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Section 6—Editing Reports and Correcting Errors

Process 3—Correcting errors
Overview

During the nightly batch run, EDX tags most records with errors that do not pass the vali-
dation process and displays these records and their error messages the next morning on
Reject/Edit Report.

Records passing validation will post, which means EDX has found the record to be cor-
rect. EDX saves posted record information to the PERS database. The records are also
closed to further edits.

Records posting are dependent on the percentage of errors found relative to the report as
a whole. The number of records with errors must be less than the posting threshold set by
PERS before any records in the report will post. This feature allows you to delete entire
reports that have a high percentage of records with errors, correct problems in your data
file, and re-upload the report for another attempt.

You may also need to add missed records, which can be done any time before the report
posts. The next nightly batch process will detect records that have been changed or
added, re-validate any records in the report that have not posted, post the correct data,
and report errors. This process continues until all records in the report post and the report
itself posts, at which time the report is closed to further editing.

Record validation and error types
There are four types of record errors in EDX:

» Bad Format—The format of your uploaded or entered data is incorrect. The record
did not post and will not post until you correct it.
Example: “B - Date of Birth must be numeric.”

» Suspended—The error is severe enough that the record did not post and will not post
until you correct the error.
Example: “S - Subject Salary, Regular is greater than Gross Salary.”

* Flagged—EDX found a possible error based on reasonableness checks of your data.
You should review the record to ensure the data is correct. However, it will post when
the rest of the report posts.

Example: “F - The Hours Worked (Regular) are greater than 200.”

* Valid—There are a number of reasons why a record may be flagged “VLID.” The
most common reasons are (1) 15 percent or more of a report’s records have errors and
(2) multiple records for one member exist in the same report and at least one of those
records is suspended.

Each message begins with the first letter of the error type for quick identification.
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Brief description of the process components

EDX validates records you submitted or edited in a report to ensure the required fields
have data, the data is in the correct format, and the data values are acceptable. All report

records undergo three types of validation:

» Basic edit validation—Occurs when saving a record you added or edited manually,
as well as during the nightly batch report validation process. A basic edit validation
failure results in either bad format or suspended errors, many of which EDX will

display immediately after saving the record.

* Hard validation—Occurs only during the nightly batch report validation process.
EDX gives records that do not pass the hard validation process a status of “Sus-
pended” and will not post those records until your correct the errors.

* Soft validation—Occurs only during the nightly batch report validation process when
EDX rejects a report because of too many errors. EDX flags the records with an error.
These are only warning messages; flagged records will post when all other report
records post.

Process flow

Below is a process flow diagram of Process 3.
Error Records Fixed Records

Path 2

Brief description of the process components

Two paths exist for correcting errors:

View Reject
Report

Report Rejected

—

Delete Previous
Report

1

Fix Source
Records

I Process 1-Create |
Your Report |

» Path I typically is used when the number of records containing errors is less than the
posting threshold set by PERS. However, this error correction path may also be used
if the report was rejected because of too many errors.
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Section 6—Editing Reports and Correcting Errors

» Path 2 is used for error correction when the report is rejected because the number of
records in error is greater than the posting threshold PERS set. Use this path when
you have uploaded your data and have the ability to generate a corrected data file
from your source system.

Below is a brief description of the components for the error correction process:

* View and Print Reject Report—The payroll specialist views and/or prints the Reject/
Edit Report on EDX.

* Correct Errors—The payroll specialist uses EDX to correct the records with errors.

* Post Report—The EDX nightly batch process will post corrected records. When all
records in the report post, the report as a whole posts.

* Delete Previous Report—If EDX rejects the report because of too many errors, the
rejected report must be deleted and a new report added for that same report date.

* Fix Source Records—Employer makes modifications to the source system that gener-
ates the electronic data file and regenerates the file for upload. The employer must re-
create the report.

Viewing the Reject/Edit Report

This report lists all error records in your report and their error messages. Use this report
to help manage records you must correct.

1 Follow the steps in “Accessing the Work on Wage and Contribution Reports page”
on page 46 to view the Work on Wage and Contribution Reports screen.

Reports that do not post are assigned one of two statuses (highlighted by the box):

* Added—The report is newly created and has not yet been validated.

* Suspended—The report has been through validation and has at least one “Bad
Format” or “Suspended” error. This is also the status of a report that has been
rejected because of too many errors.

Work on Wage and Contribution Reports

Below is a list of the latest Wage and Contribution Reports. Select an action that is available next to the report or you can also Create a New Report

« Work with Unposted Reports
« Work with Posted Reports
« Learn more about working with Wage and Contribution Reports

Unposted Regular Reports

Suspended 02/02/2007 01/31/2007 delete edit View Report View Details View Totals
03/07/2007 03/06/2007 delete edit n/a View Report View Details View Totals
Unposted Demographics and Adjustment Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details View Totals

Suspended 03/14/2007 03/07/2007 delete edit View Report View Details n/a

Posted Regular Reports
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Editing records

2 Click on the View Report link (highlighted by the boxes) in the Reject/Edit
Report column corresponding to the report whose errors you want to view on the
Reject/Edit Report screen.

Work on Wage and Contribution Reports

Below is a list of the latest Wage and Contribution Reports. Select an action that is available next to the report or you can also Create a New Report

« Work with Unposted Reports
« Work with Posted Reports
« Learn more about working with Wage and Contribution Reports

Unposted Regular Reports

Date Submitted Report Date Edit

Release/Un-Release Reject/Edit Report

View Details View Totals

Suspended 02/02/2007 01/31/2007 delete edit n/a View Report View Details View Totals
Added 03/07/2007 03/06/2007 delete edit n/a View Report View Details View Totals

Unposted Demographics and Adjustment Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details View Totals

Suspended 03/14/2007 03/07/2007 delete  edit port View Details n/a

Posted Regular Reports

Date Submitted Report Date View Totals View Details Report Type

Posted 04/06/2006 03/31/2006 View Totals View Details Regular
Posted 06/01/2006 04/30/2006 View Totals View Details Regular
3 Review the records with errors before making corrections in EDX. The “S” next

to the bullets in the illustration below denotes that the member record is sus-
pended. You may print the report if desired.

Reject/Edit Report

Hitum repart =umman psoe

Oregon Public Employess Retirement System
Reject/Edit Report

Ovganization: 17596 - BEND METRD PARS & RECREATION DiST
20 FACIFIC PARK LANE
BErD, OR G700 - 0000
Fspont Duales 0173172007
S5H Last Hame First Hama Fecord Type Record Stalus Pary Dt
22631303 Al g0 Clarg oL Slse LARR I LT

® F- Thi Ragrlan Mo m 218 Ta0n ared e wagh =08 iedd
B B Tha il fl vt o il il b il il ol fs bt i, Whink it d Mol Dok bl o o iy Vi it ol lole i

2§ FODEDIZ Lombard eston DLz il LipRuY [ LIS
® G Th rparta vl ok PEaE § ik il § pombinn changh Wk pared mia bb sepodad g ey 160 @ a0 dlamnarios jaied
2007012 ke Amanida DI SUsP LRGP Uik

® F- The Bagular Hoam as 3000 and the wage 2o el
B B Tha mpofadwed paacd dpal 2 job giade 7 pesbion chasga. Wk panad Aol ba rededed sapacitaly Do aich dlamifieabos ganed

AMILTERTT Chasiiflir Hkts oLz SUsr LINREG [Fe 1T

Editing records

The Edit Retirement Detail Reports screen displays various options for adding or editing
records that did not post. You can modify or delete records that have not posted or add
records to reports that have not posted.
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Section 6—Editing Reports and Correcting Errors

Note: Some options on Edit Retirement Detail Reports appear only under certain condi-
tions. However, the following options used to edit records with errors are available for all
reports not yet posted:

e Add or Edit a Record

* Employees with Errors
Employees with Errors displays a list of all records having errors in the report.

Each report not posted provides a link to Edit Retirement Detail Reports where you can
perform various edit functions for that particular report.

Adding or editing a record

You can enter an employee’s SSN and display all records in the current report for that
employee. This is useful when you want to focus on all activity submitted for an employee
in the reporting period. This option can also save time locating a specific employee’s errors
when the Employees with Errors list displays a large number of error records.

1 Follow the steps in “Accessing the Work on Wage and Contribution Reports page”
on page 46 to view the Work on Wage and Contribution Reports screen.

2 On the Work on Wage and Contribution Reports screen, click on the edit link
(highlighted by the boxes) next to the report you want to edit to display the Edit
Retirement Detail Reports screen.

Work on Wage and Contribution Reports

Below is a list of the latest Wage and Contribution Reports. Select an action that is available next to the report or you can also Create a New Report

« Work with Unposted Reports
« Work with Posted Reports
« Learn more about working with Wage and Contribution Reports

Unposted Regular Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details \UETAES

Suspended 02/02/2007 01/31/2007 delete edit View Report View Details View Totals
Added 03/07/2007 03/06/2007 delete edit n/a View Report View Details View Totals

Unposted Demographics and Adjustment Reports

Date Submitted Report Date Delete Edit Release/Un-Release Reject/Edit Report View Details View Totals

Suspended 03/14/2007 03/07/2007 delete View Report View Details n/a

Posted Regular Reports

3 If you want to edit a record in a report that has a “Suspended” status, proceed to
step 8; otherwise, proceed to the next step.
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Adding or editing a record

4 Type the employee’s Social Security number in the Enter SSN text box (high-
lighted by the circle) located under the Option # — Add or Edit a Record section.

Edit Retirement Detail Reports

Yo may view, add, oF adil any unposbad moords an e currend regart

Option 1 - Finished Editing This Report?

m Fissahad Editng Thit Repor? Cick he Done buon ¥ rélim 1o the Work on Retinament Detail Regads pape. vou miy ré-gdl Wg apor 5
arrytima in e futere undl all recerds o the repce are posted

Option 2 - Add or Edit a Record

i e A B Fesw ecoi oF Sl an exisling recond, Enler & Social Secuiily MumBer b vies of e8ta recon e thal emeliee. OF add & new recied by
entesing the Social Secuty Kumier and camplabng the fmm thal appeans on the fallowsng page

Add'Edit Record

Akl o Egdit Reoori

Option 3 - Employees with Errors

Click on & recond i maks chargas 10 the moand, The folowing paegs will provide you with a list of ¢mors found during the kst raghty validation batch mun far
Bach amplipes rédhrd in s L

5 Click the Add or Edit Record button; the Add/Edit Member Records screen
appears.

Option 2 - Add or Edit a Record

‘fou riay add a naw recard or edil an existing record. Entér a Social Security Nurmber 1o view or edil a record for that emplevae. O add 3 new recard by
efitering the Social Security Nurmber and completing the form thal appears on the following page.

Add/Edit Record

Enter SSN: [111111111 Add or Edit Record

6 Click on the select link (highlighted by the box) to view the record detail form
and the error message(s) associated with the record.

Add/Edit Member Records

Warkdng With 2EM 111111111

This revinke Fadcs One oF mote sdsing racceds onthis mpot Chaodss T racord which you woukd lke b ek by cicking on e Selact link T yousauld |k
10 8 & e e ord e thig mseeniber, click the Add Mew Racord bulion You miy view the members plas infaemation befaee adding & new record by tlcking
on ha Hembar Berai Flans knk in e nardgation bar.

Select One of the records balow

1 H.’II":-'::I.IFH_Irli.lll Wage C |_|d|.l-‘f:'|.1r||5.-5|-|.‘|_|.|l|! Type

111111111 Thomas Faing . EdRed DTLl

o Cretan 1 - Member Demagraphics

I Detail 2- Wage

Aokl Mew Eecord

1 Earic
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Section 6—Editing Reports and Correcting Errors

Proceed to step 9.

Locate the error record you want to edit, and then click on the select link (high-
lighted by the box) to view the record detail form and error message(s) associated
with the record.

Edit Retirement Detail Reports

Winn iy view, add, or edi any unpasied records on the curent repart

Option 1 - Finished Editing This Report?

m Finighed Edfing This Report? Click the Dona butan 5 retum o the Work on Retrement Detal Repors page, vow may e adi this rego al
0wy breve in the futune unbl &0 reesed s on e regart ane posied

Option 2 - Add or Edit a Record

Wiy ey add & new record or adi an edsting reoord. Ener @ Sorial Securily Mumbsr [ vew or g0 & recand for that emiplovea, O @33 a8 new recand by
enbering e Sodisl Securly Humber and completing 8 Tomm I appears on the Bllewing page

AddEdit Recard

Eiflar S5H: Al oF Bt Recoed

QOption 3 - Employees with Errors

Chick o & racond 1o maka changes i he reeond, The Tolowing Eage will provite you wih & s of emors Tound during T 156 nighty validation Besh e for
gth srrplmys recand in this list

Fages
1
Sulect Recond Employee Hame - s Slatus HRecord Type
335315133 Joanng Dalsass Rapulas wagss St D DTL?
IRNFFEFFT] Claire &nderson Rupgular wapes Suspandad DTL2
SRS555555 ‘Winsion Lombard Regular wages EBuspardad DTLY
AAAAERGEE Amanda Burke Fepgulr wages Suspended OTLY
TITTTeeT ERlta Chandier REgulie wispsd Sy tpdrmed DTL?
BHBHBRERE Ann WiTEea LoDk Regulin wips-s Sy g DTLY

Note: Page number links appear at the top of the Employers with Errors list if the
list of records having errors is too large for EDX to display on one page. Clicking
on a Page # link will take you to that page.
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Adding or editing a record

9 Edit the member record, as necessary, by correcting values in the record detail
form fields.

The example below depicts the edit screen for a member’s wage and service
record EDX determined contained errors.

Add/Edit a Member Record

The slatus of s mamEer recond |5 Suspenied

Error Messages For Member
& - The reported mamiber contribubons are nol wihin $ea conls of the cakoulated member contibubons of §5 29 wage code is 01, 045,06,08, 10,16

Detail 2 - Wage and Service:

SSM: [reeeeeees
Firsthene: faanda
Last Hame: fhersterly
Py Drates (MIMDOA YY) [01,/31,2007

Wark Pariod Bagin Dates (MMDRYY D1o1z007

Wark Perind End Date: (MDD [ILELmar
Hiouirs Wkt (Regutary [5.75
Hoa s VWorked: pwertime) ﬁ.l:l]

Reportod Wage Cooe: [01 - Reguler wages =

Subject Satary, Roquiar 809

Subjoct Salary, Overtime 0,00

Hon Subject Salary 100

Lusrwgn . muim Paydt r

Lunms-saem Vacation Payoll r

Ginss Sallary F

Mormber Paid Afer.Tax Coetribution (MPAT) oo
Biernibir Paid Pro-Tax Contribution MPPT) E.I}l]
Uindl Coord nikbeaftion E.[H]

Emplyer Paid Pre- Tax Confribution (EPPT) 000

Opational Employer atching Contrigations Perceniage Tor BP lﬂ
Optional Emplinyes Malching Contributions Amount for P oo

FEHS Job CRass Coade 1l"I
Aerage Creertimes Hous rI
Employer Sitg Distribution Cods

Mon PERS Data Mt |

N

Note: EDX displays specific error messages at the top of the page for reference.
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Section 6—Editing Reports and Correcting Errors

10 Click the Save button on the Add/Edit a Member Record screen; EDX returns you
to the Add/Edit Member Records screen and modifies the status of your record to
“Edited” (highlighted by the box). This status indicates you modified the record
and that it is awaiting re-evaluation in the next batch validation process.

Add/Edit Member Records

‘Warking With SEMN 22237333

Thite: regnEedd Fuack: Gif@ OF Pl S ST0g it s om s rapnr, Chagdoss Tk raond wilach v vetiLibd Dl b sol by oAk o T St link: 17 yods sl ik
1o &3 & mgw réstord for this meemmites, dick the Add Miew Record bullori You migy wigw the members plas inlermation betere 3dding & nérs'recand by clicking
an e Hambar Bersi Flans knk in S navdgation bar

Select One of the records below

Select Record) 55N |Employee Name |Roported Wage Code | Status| Record Type

galerl TIIIIIIIT  Wanda Wesky Fagular wapges DTLY

Chaose the yps of nésond 35 cresde from T |0 bekew, T click lad New Record

Akl Nesw' Reacoid

11 When you are finished editing records for the employee, click the OK button to
return to the Edit Retirement Detail Reports screen. You can enter a new SSN to
add or edit a record, or you can select a record from the Employees with Errors
list to edit.

Deleting records

You can delete a record any time before it posts. After a record posts, it is closed to
further edits or deletions.

1 Follow the steps in “Accessing Work on Wage and Contribution Reports” on page
46 to view the Work on Wage and Contribution Reports screen.

2 On the Work on Wage and Contribution Reports screen, click on the edit link
(highlighted by the boxes) to view the Edit Retirement Detail Reports screen.

Work on Wage and Contribution Reports

Below is a list of the latest Wage and Contribution Reports. Select an action that is available next to the report or you can also Create a New Report

« Work with Unposted Reports
« Work with Posted Reports
« Learn more about working with Wage and Contribution Reports

Unposted Regular Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details \UETALES

Suspended 02/02/2007 01/31/2007 delete edit View Report View Details View Totals
Added 03/07/2007 03/06/2007 delete edit n/a View Report View Details View Totals

Unposted Demographics and Adjustment Reports

Date Submitted Report Date Delete Edit Release/Un-Release Reject/Edit Report View Details View Totals

Suspended 03/14/2007 03/07/2007 delete View Report View Details n/a

Posted Regular Reports
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Deleting records

3

4

5

Type the employee’s Social Security number in the Enter SSN text box (high-
lighted by the circle) located under the Option # — Add or Edit a Record section.

Edit Retirement Detail Reports
ol ey Wie, Bdd, of adil 3y unpoEbad rcands an T CrTand repant
Option 1 - Finished Editing This Report?

m Fistahed Edibng Thie Repai? Chck the Dona buman 3 retum 4 ihe Week on Reirement Detail Begans pape. You may re-edd Big repon 5t
any lima inthe fubere untbl all recweds omthe repod are posied

Option 2 - Add or Edit a Record

Y ey Sdid B P necnnd OF SOl A0 adeting reeond. Enler & Social Sl MumBer 1o vies of e a retond S thal amgloree. OF adi & e racied By
enleving the Social Security Mumiser and completing the fom that appears on the fallowang page

AddEdit Recerd

Eriléd 55N Akl or Edit Redond

—
Option 3 - Employees with Errors

Click ofi & s 8 make changas 10 s eecard, The folesing Deps will prowite you with @ 151 ol anrnrs Sund during the kst eighbly wabdation balch mn far

Bach amplines recond infed bl

Click the Add or Edit Record button; the Add/Edit a Member Record screen
appears.

Option 2 - Add or Edit a Record

‘fou riay add a naw recard or edil an existing record. Entér a Social Security Nurmber 1o view or edil a record for that emplevae. O add 3 new recard by
efitering the Social Security Nurmber and completing the form thal appears on the following page.

Add/Edit Record

Enter SSN: [111111111] Add or Edit Record

Click on the select link (highlighted by the box) to view the record detail form
and the error message(s) associated with the record.

Add/Edit Member Records

Warkdng With SEN 111111111

This mrnbed bk ong of more sdsbng racoeds onthis apont. Chaosa e racond which you woukd Lo b edi by cicking on e selact link [T youwauld o
1o 0] & Pk réstord far this rgenDee, click the A0d Mew Racoed bulida You fdy view the members ples infarmalion besice adding & new racand by clcking
on tha Mambar Bearsfil Flans ink in s naagation bar.

Salact Ong of the records balow
55N
111111111 Thomas Faing . EdRad DTL1

Emplayes Name | Repoied Wage Code | Stang Recoid Type

Halei Hecoid

Aokl New Kpcord
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6

Click the Delete button; a confirmation page appears.

Add/Edit a Member Record

The s1ates of this mamber recond i3 Suspemded

Errar Messages For Member
# 2« T reporied meemiber Contr butions ane not within fve cents of the calculaied memiber contributions of 45 359 wage code |5 01,045 06,08,11,16

Datail 2 - Wages and Servige:

S [rrereeres
Firsthaeme: fumeda
Last Hame: [Wiesterky
Py Diates MMDDIACR [01,31,2007
Wiork Parlod Fiegin Date: (MDA L0107
Wark Pevind End Date: (MDD [LELemr

Hours Workend: (Reguiae) 5.25
oums Worked: (Overtime) oo
Reportad Wage Coe: [01 - Reguler wages =l
Subject Salary, Roguiar [G2.09
Subject Satary, Overtime 0,00
MWonSubject Salary 00
[RE LRI r
Lurmge-saem Vac ation Payoil r
Goas Saary 08
Member Paid Afer.Tax Cortribution (MPAT) E.E{I

Memnber Pakd Pre.Tax Contiibution (MPPT) oo
Unit Conribmstion [0.00
Employes Paid Pre-Tax Contribution (£PPT) o0

Ciatingiial Emphinar Balihing ConliEsfkbeas Porcen age Tor WP |I:Iﬂ TI

Optional Empliryes Malching Confributions Amourt for e o0
PERS Job Chass Code [ =
Averape Owerlime Hmes | 'I
Employer Site Destribution Coss [

Mon PERS Dt Mt |

ove [l oo

Click the OK button when prompted to confirm your request to delete the
employee record. EDX returns you to the Add/Edit Member Records screen and
removes the deleted record from the list of records in the report.

Important: Once you delete a record, it cannot be restored.

Delete Confirmation for deleting the Member Record.

Thish i 1l COnTEn st [Fage 10 delinle this Marrber Record, Chck OH 10 delite s recind or Cancel b cancel e delels procass,
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Editing a report header

8 When you are finished deleting employee records, click the OK button to return
to the Edit Retirement Detail Reports screen.

Editing a report header

If you created your report using the Empty Report method and it has not posted, you will
have an option on the Edit Retirement Detail Reports screen to change the report date.

Note: The option to edit the report header is only available for reports that show up under
the Status column as “Added.”

1 Follow the steps in “Accessing Work on Wage and Contribution Reports” on page
46 to view the Work on Wage and Contribution Reports screen.

2 Click on the edit link (highlighted by the boxes) next to the report whose date
you want to change to view the Edit Retirement Detail Reports screen. Note: You
cannot edit the report header on a report that has suspended.

Work on Wage and Contribution Reports

Below is a list of the latest Wage and Contribution Reports. Select an action that is available next to the report or you can also Create a New Report

« Work with Unposted Reports
« Work with Posted Reports
« Learn more about working with Wage and Contribution Reports

Unposted Regular Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details NETAER

Suspended 02/02/2007 01/31/2007 delete edit View Report View Details View Totals
Added 03/07/2007 03/06/2007 delete edit

n/a View Report View Details View Totals

Unposted Demographics and Adjustment Reports

Date Submitted Report Date Delete Edit Release/Un-Release Reject/Edit Report View Details NETAER

Suspended 03/14/2007 03/07/2007 delete edit View Report View Details n/a

Posted Regular Reports

3 In the Edit the Report Header dialog box, type the new report date in the
Report Date text box. Type the date in the format MM/DD/YYYY.

Option 2 - Edit the Report Header

ITyou created @ report through the | weould like to create an empty report and add memier records manually oplion, you may change the report's repar
date, if necessary,

Edit the Report Date

bate:  |PBS007
R 003,06,/2007 Edit Report
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Section 6—Editing Reports and Correcting Errors

4 Click the Edit Report button; a message page confirms that you have changed the
report date in the report header.

The report header has been successfully updated. Pay dates on wage and service records
for this report have not been updated to the new date. Please use Edit Record option to
correct member information.

03/06/2007

» Work on Retirement Details Report Page

Deleting a report

You may delete an entire report if it has no posted records.

1 Follow the steps in “Accessing Work on Wage and Contribution Reports” on page
46 to view the Work on Wage and Contribution Reports screen.

2 On the Work on Wage and Contribution Reports screen, click on the delete link
(highlighted by the boxes) associated with the report you want to delete.

Work on Wage and Contribution Reports

Below is a list of the latest Wage and Contribution Reports. Select an action that is available next to the report or you can also Create a New Report

« Work with Unposted Reports
« Work with Posted Reports
« Learn more about working with Wage and Contribution Reports

Unposted Regular Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details View Totals

Suspended 02/02/2007 01/31/2007 delete edit View Report View Details View Totals
Added 03/07/2007 03/06/2007 delete edit n/a View Report View Details View Totals

Unposted Demographics and Adjustment Reports

Date Submitted Report Date Delete Release/Un-Release Reject/Edit Report View Details View Totals

Suspended 03/14/2007 03/07/2007 edit View Report View Details n/a

Posted Regular Reports

3 Click the Yes button when prompted by the Report Deletion Confirmation screen
to confirm the deletion.

Report Deletion Confirmation

A you sune you wand Bo delete this report?
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Viewing record details

Viewing record details

EDX allows you to view Detail 1 (member demographics) or Detail 2 (wage and service)
records submitted in posted and unposted reports. Use the View Details links to view a
breakdown of each employee’s contributions, verify addresses are correct, and see if an
individual record in a report posted. You can sort record details by last name or SSN.

In cases where a Demographics and Adjustment Report or Regular Report is suspended
but none of the records within that report are suspended, the problem could be the result

of valid records. (See “Record validation and error types” on page 68 for an explanation of
what can cause valid errors.)

1 Follow the steps in “Accessing Work on Wage and Contribution Reports” on page
46 to view the Work on Wage and Contribution Reports screen.

2 On the Work on Wage and Contribution Reports screen, click on the View Details
link (highlighted by the boxes).

Work on Wage and Contribution Reports

Below is a list of the latest Wage and Contribution Reports. Select an action that is available next to the report or you can also Create a New Report

« Work with Unposted Reports
« Work with Posted Reports
« Learn more about working with Wage and Contribution Reports

Unposted Regular Reports

Suspended 02/02/2007 01/31/2007 delete edit View Report View Details View Totals
Added 03/07/2007 03/06/2007 delete edit n/a View Report View Details View Totals
Unposted Demographics and Adjustment Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details NETALER

Suspended 03/14/2007 03/07/2007 delete  edit View Report n/a

Posted Regular Reports

Date Submitted Report Date View Totals View Details Report Type

Posted 04/06/2006 03/31/2006 View Totals View Details Regular

Posted 05/01/2006 04/30/2006 View Totals View Details Regular
Posted 06/01/2006 05/31/2006 View Totals View Details Regular

Posted 07/03/2006 06/30/2006 View Totals View Details Regular

3 Click on the Detail 2 Records link to view wage and service record details, or
click on the Detail 1 Records link to view demographic record details.

Wage and Contribution Report... Record Details

Detail 2 Records

Detail 1 Records
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The illustration below shows a partial Detail 2 screen.

Wage and Contribution Report... Detail 2 Records

Batum i report summary page Cloremingd as 5y
Wiorking with: BEMD METRO PARK & RECREATION DIST, 02506 -
—— Nt
Feport Date 0113172007 P
i

Period | Worked Wik | 0

Erd Diafe |(Rogalary] (0T} 0 | Regular
FETD COMATIHG Moore Marin, P00 MONE0OT BUNEOT 1TAF 00 M B0 SO0 M M 00 P00 50m 00
(-] 445004 Bossner Garean 05 00T O 0 S00F 0N 00T 1T (] 1] m FIETI00 000 M o 000 PET00 o w00
PSTD [OSEATES Geuston  Hely 09731 007 1 0NE00T 0N BT 750 om0 00 W PNE WK 000 HNE 0N W09
PSTD (BG4SO Sgemen Anea 047312007 1 OAE00T DR D007 3 25 O 0 84T 300 H00 000 000 $MAil om0
FETD 13475 Bruce RAoberd  (/EI0007 CLOMEOOT OOAADOOT 11688 000 0F  H7S820 MU0 00 00 W00 M50 00 80
FSTD 13853070 Hawes Fieks 04/ 2007 18007 04V 2007 5200 om0z W00 W00 N HNN M0 M W 500

The illustration below shows a partial Detail 1 screen.

Wage and Contribution Report... Detail 1 Records

Eiabum i3 rapart surnman 0ege Dowelnad B8 CEY
Womking with: SEND METRO PARK & RECREATION Ca5T

Feport Dute © D01 TR0y

& B B Hamr .
Stalus| Status sl (Middle| . 4 2 . H F " C
o Bl ¥ First |Middle| ool Addressd | Address2 | Addressa State |Fip-1| Bip.2 | Provinoe
Code | [Date = Name | Hame "

ECTD 1AAHH W 3 2007 Chaih  Emey M 201 W Craer e Besrd R o [
Waoarking with: SEND METRO PARK & RECREATION DIET,

T et

Report Date ©  D307E007

Click the Previous or Next button to scroll through each page of records. Click on
the SSN or Last Name links to sort the record details, making it easier for you to
locate a particular record.

4 If you want to view the details of the other record type, click on the Return to
report summary page link (indicated by the arrow) to return to the Wage and
Contribution Report... Record Details screen to make your selection.

Wage and Contribution Report... Detail 2 Records

Batum iz apod summary Dane « Dosniosd a5 cav

BERD ME s8Rk & RECREATIO 3
mné;:m I::IE;II.E';SIR':I FARE & RECREATION DIST, 02506

o ﬂ':ln - Lump

Codg H‘:‘:ﬂ;ll.:l
FEIR EATHE Moore M TAH 2007 THCRG00T [N 2007 4733 0o L N/ 0a R0 Hm D JHm peim jm wg
Lo M40 Bosfnar frran B R007 OG0T (N D00T TR L] (2] HE2E R Hm HED HX DN fm wmg

PETD DOSEATEIE Coulsihah el 050 007 00200 0N DT TE0 Do i} $0.00 ¥ PN g 000 fiRNE oo 0
E 2 i (1] - o I T 000 3000 ¥¥ai:  300g 300

Correcting valid records

The following steps should allow you to correct most valid records. In cases where you
are unable to fix records with a “VLID” status, you will need to contact the Employer
Support Center.
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3

Follow the steps in “Accessing Work on Wage and Contribution Reports” on page

46 to view the Work on Wage and Contribution Reports screen.

Locate the report in either the Unposted Regular Reports or Unposted

Demographics and Adjustment Reports section containing the valid records(s), and

then click on the edit link corresponding to that report (highlighted by the boxes).

Work on Wage and Contribution Reports

Below is a list of the latest Wage and Contribution Reports. Select an action that is available next to the report or you can also Create a New Report

« Work with Unposted Reports
« Work with Posted Reports
« Learn more about working with Wage and Contribution Reports

Unposted Regular Reports

Date Submitted Report Date i Release/Un-Release Reject/Edit Report View Details View Totals

Suspended 02/02/2007 01/31/2007 delete View Report View Details View Totals
Added 03/07/2007 03/06/2007 delete

View Report View Details View Totals

Unposted Demographics and Adjustment Reports

Date Submitted Report Date Release/Un-Release Reject/Edit Report View Details NETAER

Suspended 03/14/2007 03/07/2007 delete View Report View Details n/a

Under Option # - Employers with Errors, locate the error record you want to edit,
and then click on the select link (highlighted by the box) to view the record detail
form and error message(s) associated with the record.

Edit Retirement Detail Reports

Wiaan ey view, add, or edi any unposied records on the curen? repart

Option 1 - Finished Editing This Report?

m Finighed Ed@ing This Repord® Click the Dona bufon §e retum io the Work on Refiremnent Delsl Reporis page, viow may - adil this regsrd al
Sy et in the futune untl a8l records on e regan ane posted

Option 2 - Add or Edit a Record

‘fowz may add & nes mecond or edid an sdsting record, Enter a Social Eecuriy Humbar to view or edi a recard Tor fhat ernployas. O &34 a new record by
enbaring e Sodisl Seduriy Humber and completing 8 fomm Ihel appears on the Bllewing page

Add Edit Recard

Eivlai S5H: Akl oF Edit Reciosd

Option 3 - Employees with Errors

Chck o & mcond 1o maks changas 5 the reeond. Tees Tolowing Segs will provide you wih o g of e found during T e nighty validaton Batch re for
Ech srnplayes recond in this list

Pages
1
Haponad Wage

Coda Slatus HRecord Type

Employee Hame

FEFFITIN Joanng Daksass Regula wapss =T DTLY
444444444 Claim Anderson Regular wapds Buspindiad DTLT
I T o Wosion Lombard Ropular wages Susperded DTLY
AHRRRRGRE Amands Blurke Regulir wiges Surperided DTL?
S rErrE s Chandsr REgulin wisgpsd Sy iperiad DT
BAAAEBRERE Ann Wi r-Co0E Regulir wips-s S g DTLY
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Section 6—Editing Reports and Correcting Errors

Note: Page number links appear at the top of the Employers with Errors list if the
list of records having errors is too large for EDX to display on one page. Click on
a Page # link to take you to that page.

4 Click on the select link in the row corresponding to the “Valid” record status
(highlighted by the box); the Add/Edit a Member Record screen appears.

Add/Edit Member Records

Working WWith SSM: 000000000

This member has one or more existing records on this report. Choose the record which you would like to edit by clicking on the select link. Ifyou w
new record far this member, click the Add Mew Record hutton. You may view the member's plan infarmation before adding a new record by clicking
Benefit Plans link in the navigation har.

Select One of the records below
Select Record m Employee Name |Reported Wage Code m Record Type

ooooooooo PETER PARKER Walid DTLY
noooooono FETER FARKER Regularwages Suspended DTLZ
Choose the type of record to create from the list helow, then click Add Hew Record.
5 Edit the member’s information to correct the record, and then click the Save

button.

Viewing record details in Excel

EDX gives you the ability to download Detail 1 (member demographics) or Detail 2
(wage and service) data submitted in posted and unposted reports to an Excel spread-
sheet. You have the option of either downloading and immediately viewing the data in a
spreadsheet or saving the data and later importing it into any spreadsheet.

1 Follow steps 1-3 in “Viewing record details” on pages 81-82.

2 Click on the Download as csv link (indicated by the arrow).

Wage and Contribution Report... Detall 2 Records

Faluin 12 o SUMman pany * [oamiped 35 05¥
Wyipgking withe BEMD METRO FaRE & RECREATION DT — -
Report Date: 0173172007 =

Lumgp
Sum

' T !
| Subject |Subject| Mon- |Lumgp-|

T " Galary
pdart| (0Th || Raguiar |

B s
B0 B o
I SN w0y
$3a1z 000 $0.4
WIS SO0 $0u)
T 0 500

FE0 TEHEGTE Lasrence Marin CAH007 A E00T (RN 1730 0y L BH1 0 g0
PETD. NI Hen Surran I E007 OL0IE00T OG0T ATAE. 0 m FETIM 00
FSTD APES4IH0 ik Ry CUELD000 O T00T 01N 00T 750 00 ax 000 b abii]
FSTD  OSDPDEA0 Dakdes Anva O 2007 OO 00T 04T 00T .25 0.0 of 30312 bl ii]
FETD S41541 581 Bander Bnge G007 02007 0RE 00T 11688 O [ #7520 $D0
FETD  200F200E0 Modm Pyl QAR 2007 OO R00T T 2007 5200 0L oz 100 Fo0n
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Viewing record details in Excel

3 In the File Download dialog box that appears, click the Open button to download
and open the file in Excel.

File Download x|

Some files can harm vour computer. [f the file information below
looks suzpicious, or you do ot fully trust the source, do not open or
zave thiz file.

File name: detailZFReport.cav
File type:  Microzaft Excel Comma Separated Walues File

From: ptn1 08, 24590 pers. state. or.us

‘Wiould you like to open the file or save it to pour computer?

Open | Save I Cancel Mare Info

v Always ask before opening this twpe of file

After you click the Open button, the file downloads, and Excel opens a spread-
sheet containing the record data (as shown in the Detail 2 illustration below). You
can now manipulate the data, as necessary, to achieve the results you want.

Note: Excel drops any zeros that appear at the beginning of the Social Security
number. A pound (#) symbol appearing in an Excel spreadsheet denotes that the
cell is not wide enough to display the data contained within.

El Microsoft Exorl - detailzReport]1 Losy =19 x|
[E]pe £t ow Jromt Fomet [soks [ets BeboPDF Window Hep Adohe FOF =18 x|
(DS SRY | WA =-=-[§zrdillEr -0 - (B s U EEWE S %, HA -S4
A= o |0 = |7 & | BRI FE B e RS mme
B E B
EX | =| 3310006

| A | B I c | o 0 | I s ] | S | <5 | 0|, A e s 0 50 s
1 _Fh:cu:rs Stalys  SEM Lagd Narms First Nama Pay Date Work ParniiWWork PaniHaours War Hours Wt Wage Cod Subgect Si Subgect Sz Non-Subje Lump-Sum Lump-Seer Gz |
2 |PETD 231111 Moore Mindy 33 2006 17233 1] 1 dwwwwaey 3000 000 $0.00 $0.00 | M
3 |PSTD 5533002 Brauns Eva 006G 4 o 1 S .m0 oo .00 0o
4 |PETD 12345678 Picard Christy A2006 375 1] 1 ESEd §0m 0o 0.0 0o
5 |PSTD 213455319 Boethngr Susan 332006 17333 o 1 g 3000 w0 0.0 S0.00 | M
B |PETD B7B543210 Clark Kaly A6 EX o 2 sum 0 om 0.0 .00
7 |PETD 714825935 Heiskell Elsina 3306 kil o 1 861080 8000 000 0,00 5000 55
B |FSTD 541541541 Baxter Bruge A3 06 B85 ] | Emmg W0 om .00 .00
8 |FETD 2007 M0 Moora Phylis /306 3.5 1] 1 WIEX 8000 000 0,00 4000 34
10 [FETD 154563784 Won Osten Lauta /3 206 17333 0 | ey 000 3000 $0.00 $0.00
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Saving record details

1 Follow steps 1 and 2 in the previous procedure.
2 In the File Download dialog box that appears, click the Save button.
]

Some files can harm your computer. |f the file infarmation belaw
looks sugpicious, or you do ok fllp trust the source, do not open or
zave this file.

File name: detail2Report.cev
File type:  Microzoft Excel Comma Separated Y alues File

From: phrl 03, 24590 perz. state. or.us

wiould you like to open the file or save it to pour computer?

Open | Save I Cancel More Info

¥ Always ask before opening this twpe of file

3 When the Save As dialog box appears, type the filename you want to name the file
in the File name text box. By default, the Save as type box is set to Microsoft
Excel Comma Separated Values File (.csv). Leave it set to the default.

Save in: I :ﬂ Dezktop j

" My Dacuments

= My Computer
IS My Network Places

j Save I
Save as type: IMiu:ru:um:uft Excel Comma Separated Walues File j Cancel |
4

Filz narne:
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4

In the Save in text box, click on the down arrow (illustrated by the arrow) and

choose where you want to save the file in the drop-down directory.

Save in: I @ Desktop j

=y My Documents

bl My Cormpuker
IS 1My Metwork Places

File name: -:IetaiIE'FIe it cav j Save I
Save as type: IMicrosoft Ewcel Comma Separated Yalues File j Cancel |
A

Click the Save button; the file is now saved and available at any time for viewing

in Excel.
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