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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.

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

4 Click the Submit button.



June 1, 2009 107

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.

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 

Report columns
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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

n 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

n 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

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

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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2 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.

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).

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.

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

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

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.

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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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.

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).

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.

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

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
n 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-to-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.
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Viewing summary totals
1 On the Year-to-Date Wage and Contribution Summary screen, click on the View 

Totals link (indicated by the arrow).

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.

2 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.

Viewing summary totals






