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Section 8—Viewing Wage and Contribution Reports

Viewing the Year-to-Date Wage and Contribution Summary
Overview

EDX allows you to view a summary report of wage and contribution data for all your
employees for a particular target year. The report will only display one year at a time.
If you choose mid-year to view a report for a target year, the report will only include
employee wage and service (DTL2) records that have been submitted so far.

The report displays all DTL2 records, regardless of whether or not they have posted. Sus-
pended records and valid errors are referred to on the report as “Not Posted.” If there are
posted records but no suspended records, only the “posted” line will display. Conversely,
if there are no posted records for an employee, only the “not posted” line will appear. If
there are both posted and not posted records for an employee, a third line, Member Sub-
total, will display the sum of posted and not posted wage, service, and contribution data.

EDX gives you the ability to sort and print the report and to copy the data into an Excel
spreadsheet.

Accessing the Summary

1 Log on to Employer Home Page screen following the instructions outlined on
pages 6-8, “Logging on to EDX.”

2 Click on the View Year-to-Date Wage and Contribution Summary link
(indicated by the arrow) to view the Filter Your Report by Year screen.

Site Navigation

Employer Home

View our Statement

Work on Reports

Employee Info

Update My Profile
Work List
Statug Check

Inactive Employment Report

3 In the Enter Year text box, type in the report target year in the format YYYY.

Filter Your Report by Year

Enter year (YYYY): IEDD4 -

4 Click the Submit button.
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Report columns

Note: Because of the amount of member information displayed on the record,
EDX is unable to display all the data on screen at one time. Use the scroll bars
(indicated by the arrows) to scroll the report vertically and horizontally to view all
the information.

/ZJ vear-to-Date Wage and Contribution Summary - Microsoft Internet Explorer =10l x|
File Edt View Favorites Tools Help ﬁ

EBack v = - ©) 4 | Qoearch Garavartes @veda F | BY- S = 1H 4
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e Retirement Resource

Home

Log Off About Us Contact Us

ith : BEMND METRO PARK & RECREATION DIST

to-Date Wage and Contribution Summary

Ar: 2006 Employer Number: Employer Name: BEMD METRO PARK & RECREATION DIST
ember: E Sort by Last Hame: ABCDEFGHIJKLMNOPQRSTUVWXYZ Today:  07/10/2007

View Original Results View Totals Download as CSY Frint Report
Page# 123

Lump
§ Unit Total
Contrib Start EDX Hoursthis Hours Lump Sum Vacation Contrii Optnl HNon-Subj Membr
Last Name First Name Hire Date Date Records ER  OtherERs Pavoff  Pavofl butions ERIAP  Salary  Subiect Salary Gross Salary — Contribs
|6 MWOORE MARTIN 070142003 07i01/2003 Posted 207356 0.00 $0.00  §000 §000 §000 §0.00 $33,306.00 $33,306.00 §1,99836

0 Brauns Jennifer 10152005 050172006 Posted B4.75 0.00 $0.00  §0.00 §0.00 §0.00 §84.74 §492.83 57757 $0.00
|8  Picard Dimmig Christy T1M62005  O6/01/2006 Posted 2450 44376 $000  §000 §000  $0.00 f0.00 5406 64 $406 64 $0.00
4 BOETTMER BUSAN 070142003 07¢0142003 Posted 207956 0.00 $0.00  §000 §000  §000 §0.00 $42,650.00 $4265000  §2,558.00
|8 Gouldson Kelly 04/08/2005  11/01/2005 Posted 80.25 0.00 $0.00  §0.00 §0.00 $0.00 $302.50 $1,002 64 $1,305.14 $0.00
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Report columns

Most of the columns appearing on the report screen are defined in the glossary; the rest
are discussed below.

* Hire Date—PERS members whose records populated EDX from our previous data-
base will show a hire date of 7/1/03, even though their actual hire dates may be ear-
lier. For individuals hired after 7/1/03, EDX will indicate the actual hire date. In cases
where EDX shows a hire date earlier than 7/1/03, an incorrect demographic (DTL1)
record may have been submitted for a part-time employee or a correction made to a
member’s account.

If there is no hire date for an employee, you must submit a DTL1 record for sus-
pended wage and service (DTL2) records to post. To see all employees for whom
DTL1 records are missing, sort the entire report by Hire Date. EDX lists employees
with data missing under the Hire Date column first.

* EDX Records—This is the only column of the report whose data you cannot sort.
Listed in this column is the record status for each member: posted and not posted.

* Hours this ER—Hours the member worked for this employer. It is the sum of regular
and overtime hours an employee worked.

* Hours Other ERs—Hours the employee worked for all other employers. It is the sum
of regular and overtime hours an employee worked.

» Total Member Contribs—Represents total contributions reported for this member for
the target year (e.g., posted, not posted, and subtotal) for each member. It includes any
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Section 8—Viewing Wage and Contribution Reports

amounts reported in member-paid pre-tax (MPPT), member-paid after-tax (MPAT),
and employer-paid pre-tax (EPPT).

Sorting

By default, the Year-to-Date Wage and Contribution Summary screen lists all employees
in ascending order by SSN. There are two methods available for sorting information on
the report: column header sort and alphabetical sort. In addition to sorting, you can also
view a report for a single individual.

Note: The sorting function sorts the entire report only when you are on the original page
of the report. If you choose to sort the entire report, you must first click on the View
Original Results link; otherwise, EDX only sorts the page you are currently viewing.

Sort using the column header

m To sort information in ascending order, click any one of the underscored column
headers one time. To sort information in descending order, click any one of the
underscored columns a second time. Clicking a column header a third time tog-
gles to the previous display.

Sort using the alphabet

" To sort alphabetically, click any one of the letters A—Z listed at the top of the
report. Only employees whose last name begins with the letter you selected will
appear.

Selecting a single member

" Type the employee’s SSN in the Select a Member text box (shown circled), and
then click the Go button.

Year-to-Date Wage and Contribution Summary

Year: 2006 Employer Number: Employver Name: BEND METRO PARK & RECREATION DIST

Select a Member: oo Sort by Last Name: ABCDEFGHIJKLMNOPORSIUVWXYZ

wiew Original Results Wiewy Totals Download as CSY
Page# 123

Viewing a member’s year-to-date wage and contribution
details

1 Open the Year-to-Date Wage and Contribution Summary screen by following the
steps outlined in the topic “Accessing the Summary” on pages 106—-107.
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Downloading the Wage and Contribution Summary to Excel

Click on the SSN link (highlighted by the box) associated with the employee

whose year-to-date contribution details you want to view. EDX displays a report
for that employee.

Year-to-Date Wage and Contribution Summary

Year: 2005 Ermployes Hamibes: Employer Nammns: EEND METRO PARY, & RECREATION DIST
Sedect & Mesnbies: [ ﬂ Soat by Last Name: BECOEEGHIJHLMEOPORSTUVWEYE
Vi Qnigingl Regully o Todals Rowrioad ag CSW
Paged 123
Lnmge
Sam

Unk
Comfrib S2or  EDM  Howrsihis  ouwrs  Lisno Sum Vacetion Coolil Oplel  Hon-Subd
Fin it Ko Hie Dabo Datn Records  ER Dihpr ERS  Pawoll  Pavoll Dakions ER

Wandy OXgr2003 0701 ) Posted 207906 .00 000 $000  $0.00 SO0 00
Jdannifar TVEE2005  0AM 1008 Pogted B4.TH oo ¥000  §0.00  SO0.00  §0.00 FBL T4
Chriely TIHEZDDS  0&M1300E Postad 7450 44378 §000 00D §O0.00 OO0 §0.00

AP Solary
0

The Year-to-Date Wage and Contribution Person Detail screen that appears

allows you to sort the member’s contributions details by report date or pay date
(highlighted by the box).

Year-to-Date Wage and Contribution Person Detall

Year: 2006 Employer Mumber: Employer Name: BERD METRO PARK & RECREATION DIST
SSRE TEERETIN Wb Hamie:  Moors, Mandy Contribution Start [y
Eetum mir Diprwrigad g GV

Posted Records

Luenp

Winrk Wik Suly Hon  Liseg  Suim

Trarrsscion Period  Period End Suby Sal Sal Swbject Swoen Wac
Fugort Datn Py Date | Wiage Code Typs BeginDale  Dale  HoursPFeg HoursOT  Reg  OT  Salary Payoll Payoll Gross Salary MPAT MA
NS 013008 01 Rpguiarwages 17an o0 $255000 $000  $000 $0.00 D00 $2.50000 $000 §
0A2eoo0E 0222006 01 Regularwages 17333 00 §255900 FOOC 00D §0.00 000 §2,50800 §0.00 §0)
006 DUF006 01 Rpgular wages 17in 000 $2.559.00 $000  $000 $000 #0900  E250000 $0.00 &0

Downloading the Wage and Contribution Summary to Excel

1

If you are not already at the Year-to-Date Wage and Contribution Summary
screen, display the screen following the steps outlined in the topic “Accessing the
Summary” on pages 106—107.

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

Year-to-Date Wage and Contribution Summary

Yoear: 2006 Ermplioyes o Empliyer Hamme EEHD METRO FARY. & RECREATION DIST
Select a Member: [ B soteviastieme ABCREEGHIIKLMBOPORS TUVWEYE
Vigwe Qriginal Resedls i Totals * Dewrinad s GV
Paged 123
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Section 8—Viewing Wage and Contribution Reports

3

In the File Download dialog box that appears, click the Open button to view an
Excel spreadsheet containing the wage and contribution details.

File Download ]

Same files can harm pour computer. IF the file information below
locks zuzpicious, or pou do not fully trust the source, do not open or
zave this file.

File name: *TDSummary.cav
File type:  Microzoft Excel Comma Separated Yalues File

From: ptr060. 24590 pers. state. or, us

‘would you like to open the file or zave it to your computer?

Open | Save I Cancel tare Info

[ | Slways ask before opening this bpe of file

Once the file downloads, Excel opens with the Year-to-Date Wage and Contri-

bution Summary information embedded in the spreadsheet, as shown below. You

can use Excel to manipulate and save the data.

REIES
&) Fle Edit Wiew Insert Formet Tools Data Window Help Adobe POF =121 x|
MEIEE A e Y R < -8Bz O %, ‘W “h A -
il
B12 | =| GATES
AT B [ ¢ T b [ E [ F [ & [ H T T T J T K T L [ M [ NT o TP T @[
| 1 55N Last NameFirst Name Status CocPay Date  Hours WorHours YWorWage Cod Subject SzNon-Subje Gross SaliLump-Surr MPAT MPPT Unit EPPT Opt ER 1AIOp™}
| 2 |00000000C BARR MARY PSTD 52772005 B0 1} Wi $O.00 | H $0.00 $0.00 $0.00 $0.00 | §306.04 a
| 3 (000000OOCEBARR — MARY  PSTD 51342005 a0 0 || iR S000 R 5000 $0.00 $0.00 $0.00 | §261.04 1}
| 4 111111111 FREHEIT THOMAS PSTD 52712005 a0 0 T $0.00 | SRR $0.00 $0.00 $0.00 $0.00 | §$158.32 o
| 5 11111111 FREHEIT THOMAS PSTD 51372005 B0 a 1| $O.00 | A $0.00 $0.00 $0.00 $0.00 | §158.32 1]
| 6 2222220792 JOHNSONMATTHEW PSTD 5/2752005 80 1} Wi $0.00 | A $0.00 $0.00 $0.00 $0.00 | §158.53 a
| 7 |200000007 JOHNSOMMATTHEW PSTD 51342005 a0 0 || iR B000 R 5000 $0.00 §0.00 $0.00 | §158.59 1}
| B |335333333NELSON PAULA  SUSP 52772005 B0 a 1 FHn S0.00 | A $0.00 $0.00 $0.00 $0.00 $0.00 1]
| 9 |335333333NELSON PAULA  SUSP 51372005 B0 1} 1| $O.00 | A $0.00 $0.00 $0.00 $0.00 §0.00 o
| 10 |444444444T0ODD  ARTHUR  PSTD 52712005 a0 23 || iR S000 R 5000 $0.00 $0.00 $0.00 | §162.95 0
| 11 444444444 TODD ARTHUR  PSTD 51312005 a0 10 T $0.00 | SRR $0.00 $0.00 $0.00 $2.56 | §140.57 o
| 12 |55555555GATES  IMICHAEL PSTD 51372005 25 0 25273 $0.00 $27.31 $0.00 $0.00 $0.00 $0.00 §0.00 1]
| 13 |BEGRERGEE MORRISO DANIEL — PSTD 5/2752005 B0 1} 1| $0.00 A $0.00 $0.00 $0.00 $0.00 §75.686 a
| 14 |66666666E MORRISO DANIEL  PSTD 5/13/2005 a0 0 || iR B000 R 5000 $0.00 §0.00 $0.00  §7586 1}
| 16 777777777 POTIER  HARRY  PSTD 52772005 B0 18 1 FH $0.00 | $0.00 $0.00 $0.00 $0.00 | $128.77 a
| 16 777777777 POTTIER  HARRY  PSTD 51372005 B0 2325 1| $O.00 | A $0.00 $0.00 $0.00 $0.00 | §138.24 o
| 17 |00600000C0DAVWES  SHAROW PSTD 5/2712005 64 0 || iR S000 AR 5000 $0.00 $0.00 $0.00 §77E7 1}
| 18 |55658865E DAWES  SHARON PSTD 51312005 B4 0 T $0.00 | SRR $0.00 $0.00 $0.00 $0.00 $77.87 o
| 19 |999999995 BRODIE  MICHAEL PSTD 52772005 B0 a 1| A $O.00 | A $0.00 $0.00 $0.00 $0.00 | §147.16 1]
| 20 |999998935 BRODIE  MICHAEL PSTD 5/13£2005 80 1} 1| $O.00 A $0.00 $0.00 $0.00 $0.00 | §147.16 a
| 21 121212121JESUP  ROSEMAFPSTD 52712005 a0 0 || iR S000 R 5000 $0.00 §0.00 $0.00 7576 1}
| 22 NN JESUP  ROSEMAFPSTD 51372005 80 a 1 FH $0.00 | A $0.00 $0.00 $0.00 $0.00 7576 1]
| 23 [ 1121121200500 JMMY  PSTD 52772005 B0 1} 1| $O.00 | A $0.00 $0.00 $0.00 $0.00 | §166.59 o
| 24 21212121Z0LS0N  JIMMY  PSTD 51342005 a0 ] || iR S000 R 5000 $0.00 $0.00 $0.00 | §166.59 1}
| 25 [31313131ZELLIOTT  TERRY  PSTD 52712005 a0 4 T $0.00 | SRR $0.00 $0.00 $0.00 $0.00 | $148.21 o
| 26 |[F1F1FIFZELLIOTT TERRY  PSTD 51372005 B0 5 1| A $0.00 | A $0.00 $0.00 $0.00 $0.00 | §15078 a
| 27 13133131 SNOW  LORENZO PSTD 5/2752005 40 0 7 §0.00  $595.54 59554 $0.00 $0.00 $0.00 $0.00 §0.00 a
28 13131R1SI SO | ORENFOBSTD 13200 Al 0 SO000  §59554  §eosed S000 $000 S000 $000 S0.00 i

Note: The pound sign (#) will appear in the spreadsheet if the cell is too small to
display the value. You will need to resize the column.
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Downloading a member’s year-to-date report to Excel

4 On the Year-to-Date Wage and Contribution Summary screen, click on the View
Original Results link (indicated by the arrow) to return to the default (sorted by
SSN) Year-to-Date Wage and Contribution Summary screen. Use this link if you
need to sort the entire report by SSN.

Year-to-Date Wage and Contribution Summary
irar: 2006 Ermpliryes Rummben: Employes Nammne EEMD METRO PARY 8 RECREATION DIST
Sulecl & Mesmibes; [ m Sou by Last Name: AECDEEGHIJELMMORORSTUVWNEYE
* Y Qeiaing| Besolls Sl Todals Deowringd ag GV
Pagew 123
Lung.

Downloading a member’s year-to-date report to Excel

1 If you are not already at the Year-to-Date Wage and Contribution Person Detail
screen, open that page by following the steps listed under “Viewing a member’s
year-to-date wage and contribution details” on page 108.

2 Click on the Download to CSV link (indicated by the arrow).

Year-to-Date Wage and Contribution Person Detall

Year: 2006 Employer Mumber: Employer Name: BERD METRO PARK & RECREATION DIST
SSRE TEERETIN Wb Hamie:  Moors, Mandy Coniriturion Start [y

Eceturm 16 Summary *w

Posted Records

3 In the File Download dialog box that appears on screen, click the Open button to
view an Excel spreadsheet containing the wage and contribution details.

File Download 1 x|

Some files can harm vour computer. IF the file information below
looks suspicious, or pou do nat fully trust the source, do not open or

zave thiz file.

File name: ' TDPersonD etails. cav
File type:  Microzoft Excel Comma Separated Values File

Fram: ptnDB0. 24590, pers state.ar. us

‘would you like to open the file or save it to your computer?

Open | Save I Cancel tdare Info

¥ &lways ask before apering this bype of file
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Once the file downloads, Excel opens with the Year-to-Date Wage and Contri-
bution Summary information embedded in the spreadsheet, as shown below. You
can use Excel to manipulate and save the data.

Ed microsoit fxoel - YTDPersonbetails] 1 )osy =18 x|
B e Ede Bew Joet Fomot Took Dofa Windww bed Adepe PUF ] LIES
(D SR A WBSL - Q= r i IO s - B U EERE S XK, M K| -S4
| = |
Al = = Stalus
A e | ¢ | 0 E F G 5 I | O | e = H [E] I a =

1 [Szatus  JRepont DatPay Date Wage Cod Transactio Wark PericWork PeritHours Reg Hours OT Subj Sal RSubj Sal CMon-Subje Lump-Surr Lump-Sur Geoss Sali MPAT ~ MPFT  EFT
2 |Posted 12005 17212005 1 Reguls wages 1] D s 5000 0m am W00 #0000 w0 £
3 |Posted 1012005 172005 1 Regular wages B0 [ SRR $0.00 000 000 SO00 A 000 $000 %
4 |Peated 2000005 21852005 1 Reguls wages ED D BRI .m0 om 0 OO0 pnr .00 WO ¥
5 |Posted | 2080006 el 1 Reguls wages 1] O sewswsed 5000 S000 000 SO00 s @000 0o %

B |Posted 30172005 3402005 1 Regular wages EQ O SR $0.00 000 w0om 000 M 000 000 %
7 |Posted | 301/2005 3872005 1 Regulsr wages & 0 wwwad SO00 OO0 SO00 5000 e 000 000
B |Posbed 43002005 42972005 1 Regular wages =i [ $0.00 000 000 FO00 Mg #0100 $000 %

8 |Peated 43072005 41572005 1 Regulsr wages B0 ) I $0.00 00 000 SO00  Awninr $0.00 00 %
10 |Pogbed 4000005 410005 | Regulss wages B0 [ s 0.0 §000 0 SO0 Asssras 00 o §
11 |Posted 5512005 50772005 1 Regular wages B 0 RN $0.00 000 0o SO000 A 000 $000 | %
12 |Pested  SOV205 SN32005 1 Regulss wages =) 1 RS w.om wm #m OO0 A .00 0o %
13

1|

15

16|

17|

18]

1|

20|

FiI|

7

Note: The pound symbol (#) will appear in the spreadsheet if the cell is too small
to display the value. You will need to resize the column.

Printing a report

" On the Year-to-Date Wage and Contribution Summary screen, click on the Print
Report link (indicated by the arrow) to print a hard copy of the data as it is dis-
played on screen. The Print Report link is available on the Year-fo-Date Wage and
Contribution Summary and Year-to-Date Wage and Contribution Person Detail
screens.

Important: If you choose to print the Year-to-Date Wage and Contribution Sum-
mary, set the page layout in your Print Manager to Landscape to print all the data.

Flo Edt Vew Favordes Took el
vauk = - Q) 3] o] ysewth [alFwomes Fresa | D S o @l
ckknes [i8] hitpe ) Jpin0D. 530, pers. state or o 106 el Service TANiemBnniaconipt. do? =] oo | ks * W -

A} Year-to-Date Wage and Contribution Summary - Microsoft Internet Explorer Al >(|

etirement Resource

= BEND METRO PARRK & RECREATION DIST

-Date Wage and Contribution Summary

ing Ernployes Number: Ernpioyer Mame: BEND WETRO PARK & RECREATION DIST
oar: u 41 oy Lt M ABCREEGHIJELMHOEQRE LUNWHYL Todme 0330007
Wikwr Qg REEils iy Tt Dirwrigad iE CRY * Pt R ipie)
Pagee 123
Lume Al
S lini Lot
Comri Sarf  EDX  Howrsthis Hewrs LumoSum Vacslion Contri Ol HenSul Hermitn
Diln  Records 0N OiherERe Pl Paell bollges ERIAR Salwy  Sebiect Salary Gross Salary  Coniribs
MOORE Wandy D7OIZ003  OTOAGDOZ  Posied 207995 0.00 §000  §000 §000 §000 $000  §3330600  §3330600 §1,98835
Brown Janniar 1NSI005  GSOIGNE  Posted B4TS 0.00 $000  $000 §0.00 $200 58474 HITREE ] $577.57 000
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Viewing summary totals

Viewing summary totals

1

On the Year-to-Date Wage and Contribution Summary screen, click on the View
Totals link (indicated by the arrow).

Year-to-Date WHQE and Contribution Sum mary
Year: 2006 Ermplioyes Hamibes: Employes Namns EEND METRO PARK & RECREATION DIST
Sedect & Mernber: | m Seut by Last Nama: AEBCREEGHIJELMMOPOQRSTUYWEYE
Yigw Qriging] Fesulle * o Tofals Dowrinad ag CSV
Paged 123
Lugrs

The Year-to-Date Wage and Contribution Summary Totals screen appears,
providing you an overall summary of a particular year’s reported wages and
contributions.

Year-to-Date Wage and Contribution Summary Totals

Year: 2006 Employer Number: Employer Name: BEMND METRO PARK & RECREATION DIST
Today's Date: 032002007
Yiew Oridinal Results Print Report
Lump
Sum Unit
Hours Other Lump Sum Vacation Contri- Optnl  Mon-Subj Total Membr
Hours this ER ERs Gross Salary Payoff Payoff butions ERIAP Salry Subject Salary Contribs

MEMBER TOTALS: 29285165 49051515 $458253368 52187143 45280 9000 $0.00 $33.24486 $452696459  $226,516.50

Total Payments Received from January 1, 2006 through December 31, 2006:  $599,787 96

Click on the View Original Results link (indicated by the arrow) to return to the

Year-to-Date Wage and Contribution Summary screen. Summary information will

be sorted by SSN.
Year-to-Date Wage and Contribution Summary
Year: 2006 Ernplioryes Ramnbes: Emplioyer Hamme EEHD METRO PARE & RECREATION DIST
Selec! 3 Membe: | m St by Lt Nama: BECDEEGHIJELMNOPOQRSETUYWXEYE
* Yigw Qriging] Fesulle o Tofals Dowrinad ag CSV
Pagew 1273
Ly
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