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Using Fix Errors

Fix Errors is a feature available to employers who upload a transmittal file and have 500 or fewer
records within the file.

Follow these steps to learn how to use the Fix Errors feature.

1.

Upload a transmittal file

2. Select “Tasks” from the menu bar

Employer Reporting Application Portal

Welcome, Jim Hopper

DRS Home / DRS Employer / Conlact Us /

=

Messages

3. Open the Fix Errors case by selecting the “Fix Errors” link

=

B
=

- All Processes

All Cases

- Processes

Employer Reporting
{ERA Portal Only)

Manage Payments (ERA
Portal Only)

. 2 5 o1

All Cases

Q

1

Employer

Pandora

Pandora

Pandora

Hawkins,

Town of

Hawkins,

Town of

Pandora

Pandora

Pandora

Case Number

ERP-20200213-
0041

ERP-20200214-
0051

ERP-20200213-
0008

EPP-20200215-
0000001

ERP-202002183-
ooo7

ERP-20200218-
0008

ERP-20200213-
0009

ERP-20200218-
0010

Process

Employer Reporting (ERA
Portal Only)

Employer Reporting (ERA
Portal Only)

Employer Reporting (ERA
Portal Only)

Manage Payments (ERA
Portal Only)

Employer Reporting (ERA
Portal Only)

Employer Reporting (ERA
Portal Only)

Employer Reporting (ERA
Portal Only)

Employer Reporting (ERA
Portal Only)

Activity

Fix Errors? (only for Manual

Upload)

¥ Manage Members 1

Fix Errors? (only for Manual

Upload)

Create or Update a Payment

@ Create Report

¢ Create Report

@ Create Report

Fix Errors? (enly for Manual

Upload)

;a.v
Process Creation
Task Due Date
Date
] 0211372020 View
021132020 442 pm  _© o Summary
02/14/2020 11:00  04/19/2022 View
am 11:30 am Summary
) 02/18/2020 View
02/18/2020 40 am ' Summary
; 02/18/2020 View
02/18/2020 9:56 am " = Summary
02/18/2020 10:44 021872020 View
am 11:44 am Summary
02/18/2020 10:47  02/18/2020 View
am 11:47 am Summary
02/18/2020 10:48  02/18/2020 View
am 11:48 am Summary
02/18/2020 10:55  02/18/2020 View
am 2:05 pm Summary
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4. To make the work area bigger, select the grey left-facing arrow

ERP-20200218-0006

Fix Errors? (only for Manual
Uplozd) P—

Creafion date:  02/18/2020 9:40 am
Employer Reporting (ERA Portal Only) — Fix Errers? (only for Manual Upload) — ERP- Fix Errors

Due date: 02/15/2020 10:44 20200218-0006
am
Your report is complete but can't commit all data due to the errors below.

m Subprocess Do you want to fix the errors: ves © No

Assignees 8 :
Report Information Report Groups Case Information
Creation 02/18/2020 9:40 S
date: L Report Report  Report Last First Record  Severity
Version SSN Message Deta
Crealed by: Jim Hopper Group Type Period Name MName Type Level
An -
Gase ERP-20200218- Empl "
number: 0006 P II=g Defined . |
5001P Regular 122019 1 100-09-0000 GREEN  RAGCHEL Record must genent I Det:
q enefi
Process Employer be
Reporting (ERA successfully
Portal Only) Typecode &
03 is not
Defined
Process Pah: ERA > Processes 5001P Regular 122019 1 120-00-2345 TRIBIANI JOEY  ajiowed for Reject  Detg
= Employer . Benefit
is
Reporiing (ERA |
: emolover.
Paral Gnly) Earnings that

5. To open an Interactive correction with all the rejected and unprocessed data from the
transmittal file, select “yes” after “Do you want to fix the errors?” Then, select “Next” at
the bottom of the screen (you might need to scroll).

eate Report Edit Member
Employer Reporting (ERA Portal Only) — Fix Errors? {(only for Manual Uplead) — ERP-202002158-0006 Fix Errors
Your report is complete but can't commit all data due to the errors below.
Do you want to fix the errors: O Ves No
Report Information Report Groups Case Information
-
Report Report Report Last First Record Severity ;
Version SSM Message Detail
Group Type Period MName MName Type Level
An Employment Record must be successfully submitted before Defined
5001F Regular 12/2019 1 100-09-0000 GREEM  RACHEL any other records will be accepted when reporfing a employes e Reject Detail
for the first time. [411] enel
. Defined .
5001P Regular 12/2019 1 120-00-2345 TRIBIANI JOEY Type code 03 is not allowed for this employer. [439] — Reject Detail
enefi
E that d t net b hi e ried outside th Defined .
5001F Regular 122018 1 1D0-09-0000 GREEN RACHEL s fnaldonatnet fozem have been reporied oulside the Reject  Detail
separafion date on file. [171] Benefit
Defined q
5001 Regular 1212013 1 100-09-0000 GREEN RACHEL Plan 3 Mt.amber{:ontnbutlons must be reported on the Defined Reject Detail
Contribution Record. [194] Benefit
Save Hext
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6. To access the Interactive correction, select “Tasks” from the menu bar

oy

Welcome, Jim Hopper

Retirdee Syeas

7.

Employer Reporting Application Portal

DRS Home / DRS Employer / Conlact Us /

=

Messages

Tasks

® b

In Tasks, open the Interactive Correction by selecting “Manage Members” link under “Activity”

- All Processes All Cases
QO
[E] ancases 8 :
- Processes Employer
d| Employer Reporting 7
{ERA Porial Only) Pandora
d| Manage Payments (ERA 1
Portal Only) Bandora
Pandora
Hawkins,
Town of
Hawkins,
Town of
Pandora
Pandora
Pandora
o1 |5 |w|2 b4

Case Number

ERP-20200213-
0041

ERP-20200214-
0051

ERP-20200218-
o011

EPP-20200218-
0000001

ERP-20200218-
oooy

ERP-20200213-
0008

ERP-202002158-
0009

ERP-20200213-
0010

Process

Employer Reporiing (ERA
Portal Only)

Employer Reporting (ERA
Paortal Only)

Employer Reporfing (ERA
Portal Only)

Manage Payments (ERA
Portal Only)

Employer Reporting (ERA
Portal Cnly)

Employer Reporting (ERA
Paortal Only)

Employer Reporfing (ERA
Portal Only)

Employer Reporiing (ERA
Paortal Only)

Activity
L]
Fix Errors? (only for Manual
Upload)

® Manage Members

¥ Manage Members

Create or Update a Payment

@ Create Report

¢ Create Report

® Create Report

Fix Errors? (only for Manual
Upload)

Process Creation
Date

02/13/2020 4:42 pm

02/1412020 11:00
am

02/18/2020 11:22
am
02/18/2020 9:58 am
02/18/2020 10:44
am

02r18/2020 10:47
am

02r18/2020 10:48
am

02r18/2020 10:55
am

Task Due Date

02/13/2020 5:45
pm

04/19/2022
11:30 am

047212022
11:23 am

02/18/2020 1:58
pm

02/18/2020
11:44 am

02/18/2020
11:47 am

02/18/2020
11:48 am

02/15/2020 2:05
pm

View
Summary

View
Summary

View
Summary

View
Summary

View
Summary

View
Summary

View
Summary

8. The Interactive correction is now prefilled with the information from the original transmittal

report. Make all the necessary corrections on each tab and submit the report.

~ Report Group Information

Report Group:  5001P

System: Public Employees' Retirement System (PERS)

Report Type:  Correction

m lEms | Sy | s
w Defined Benefits
Last First
Row 33N * Plan Code
wame | Name
35 100-09-0000 GREEN RACHEL 3 . 02
36 120-00-2345 TRIBIANI JOEY 2 i 03

~ Defined Contributions

Refresh Eamings

~ Add Multiple Eamings

Period: Add Eamings

Report Information

Type Code

Case Information

Status Code

Save

Status: Aelive
Employer:  Pandora
Report Period: 122019

Earning Period

s 1272013

s 1272019

Mo records

Gancel Report

Add Member

Gompensation
55.500.00 1180

$4.300.00 1050

Submit Report

Contributions

Hours Member Contributions

(temp)

5434.50

§339.70

Employer
Contributions  Type

570730

355298

Discrepancy

Remove

Detail

Page 3 of 3




