DR

WASHINGION STATE
Department of
Retirement Systems

Upload a file

How do | submit a file with File Upload?

1. From the Employer Portal select “Position Eligibility Check”

Retirement Systems

Employer Management ¥

Processes ¥

Reports v

View Contacts

Employer Management ¥

Processes ¥

Employer erp-:r'_mggj
IManage Bank Account
Manage Payments
Member Management

My Documents

NLEC - Non-LEOFF Employer
Compensation

RFEI - Requests for Employer Information

Upload Documents
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2. Select “Start”

Employer Reporting Process

Select Start to submit a new report, or to run a simulation.
The Employer Reporting Process provides access to:

« Submit Earning Reports
» Submit member information
« Submit Correction Reports

Start

SecureAccess
\Washington

3. Inthe Reporting Method field select “Upload” from the drop-down list

Create Report Edit Member Process Report

Employer Reporting (ERA Portal Only) — Create Report — ERP-20191118-0002
Creale Report Case Information

Reporting Method: |7 -

Interactive

Upload l} Save Cancel Report
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Select “Yes” if you want to perform a simulation on your file

Or

Select “No” if you want to upload your file without performing a simulation

Employer Reporting (ERA Portal Only) — Create Report — ERP-20191118-0002
Create Report Case Information

Reporting Method: | JIEER -

Save Cancel Report Submit

Perform ves @ No Simulation allows you to test a report without committing the data to DRS
Simulation:
Partial Processing Yes Applies to Pandora. DCP report groups always allow partial processing
Allowed:

No files uploaded
Report File:

Create Report

4. Select the icon in the Report File field to choose a file to upload

Employer Reporting (ERA Portal Only) — Create Report — ERP-20191118-0002
Create Report Case Information

Reporting Method: | IFIRET -

Perform Yes © No Simulation allows you to test a report without committing the data to DRS.
simulation:
Partial Processing Yes Applies to Pandora. DCP report groups always allow partial processing
Allowed:

No files uploaded
Report File: i

Save Cancel Report Submit

Greate Report

5. Select “Choose File”

Upload a file

Select a file

Choose File | No file chosen

Upload Cancel

Page 3 of 5




DR

WASHINGION STATE
Department of
Retirement Systems

6. Select your file to upload. The file must be in a .txt or .csv format.

7. Pagedof3

4 Bl > ThisPC > Desktop v O Search Desktop P
Organize v New folder ==~ [N o
A
A Name Date modified Type Size (o)
3/8/2012 451 PM Internet Shortcut 1KB
PDF File 321KB
Internet Shortcut 1KB
8/2015 9:04 AM Internet Shortcut 1KB
4/20/2016 2:11 PM Internet Shortcut 1KB
= 7/24/2015 11 Internet Shortcut 1KB
2 ThisPC 10/9/2019 8:44 AM Shortcut 3K8
B 3D Objects 12/7/2018 7:59 AM Windows Batch File 1K8
I Desktop 1/23/2018 4:01 PM PDF File 506 KB
3 Documents 4/21/2016 1:58 PM Shortcut 2KB
& Downloads 4/21/2016 1:58 PM Shortcut 2k8
2 3/22/2019 3:05 PM Microsoft Excel W. 25KB
j Music
6/20/2018 3:08 PM Microsoft Excel W. 12KB
&= Pictures
11/8/2019 2:14PM Text Document 5KB
B Videos [ Transmittal File 11/8/2019 2:10 PM Text Document 5KB
4PM Microsoft Excel W. 26 KB
4/9, 9 AM Microsoft Word D... 37KB
5/24/2007 3:49 PM Internet Shortcut 1KB
T v 10/9/2013 4:15 PM Pinned Site Shortc... 1KB v
File name: | Transmittal File vl !AII Files b
|
The file displays in the File name field.
“ ”
8. Select “Open
4 Bl > ThisPC > Desktop v & | SearchDesktop P
Organize » Mew folder m 8
it MName Date medified Type Size fn
3/ :51 PM Internet Shortcut 1KB
PDF File 321KB
Internet Shortcut 1KB
Internet Shortcut 1KB
Internet Shortcut 1KB
o Internet Shortcut 1KB
3P Thi=EC Shortcut 3KB
B 3D Objects Windows Batch File 1KB
[ Desktop PDF File 506 KB
%] Documents Shortcut 2KB
& Downloads 2016 1:58 PM Shorteut 2KB
3/22/2018 3:05 PM ¥ 25
J’ Music 3/2272019 3:05 PM Microsoft Exce 3KB
6/20/2018 3:08 PM Microsoft Excel W... 12 KB
[&=] Pictures =
’ 11/8/2019 2:14 PM Text Document SKB
B videos || Transmittal File 11/8/2018 210 PM Text Document 5KB
- 11/8/2018 214 PM Microsoft Excel W 26 KB
Microsoft Word D.., 37KB
Internet Shortcut 1KB
TR v 2013 415PM Pinned Site Shortc... TKB w
File name: | Transmittal File V| All Files =

The file displays in the “Upload a file” box next to the choose file button.
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9. Select “Upload”

Upload a file

Select a file

Choose File | Transmittal File_txt

Upload Cancel

The file displays next to “Report File.”

10. Select “Submit” to send your file for processing

EditMember ) Process Report

Employer Reporting (ERA Portal Only) — Create Report — ERP-20191118-0002 Create Report
Create Report Case Information

Reporting Method: | Upload &

Perform Yes © No Simulation allows you 1o test a report without commiting the data to DRS
simulation:

Partial Processing Yes Applies to Pandora. DCP report groups always allow partial processing.
Allowed:

Transmittal File. bt
Report File:

Save Cancel Report Submit

The Move File screen displays. Your file has been successfully submitted.

Employer Reporting (ERA Portal Only) — ERP-20191118-0002 Move File

Report Information Report Groups Case Information

Reporting Method: Upload

Perform Yes Simulation allows you fo test a report without committing the data to DRS.
Simulation:
Report File: Transmittal File.txt

A message will appear in “Messages” on the menu bar showing your file was successfully processed.

DRS Home / DRS Employer / Contact Us /

= ONE

Messages Help Log Out
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