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Use

If you

system-generated correction reports to initiate Fix Errors

have uploaded a file for processing that is too large to use Fix Errors (over 500 records), this

process will enable you to use the ERA-generated correction report to access the Fix Errors feature. The
ERA-generated correction report normally does not contain 500 records.

Follow these steps to submit an ERA-generated correction report so you can access the Fix Errors
feature.

1.
2.
3.

Access the ERA Generated Correction Report
To start the correction process, access edit messages and the ERA-generated correction report
Open “Messages” from the Menu Bar

DRS Home / DRS Employer / Contact Us /

7 Employer Reporting Application Portal 9
DRS = = (0 B

Welcome, Jim Hopper

- —_—

Tasks Help Log Out

4.

Locate the message for the report by looking for the report group number or the date and time
the report was submitted

The description in the Subject line will give you clues to the type of errors (if any) identified on your
report. The red numbers correspond to these items on the Message Center screen below (your screen

won’t

5.

have the red boxes):

1. Processed successfully — there were no errors and your case was closed, as no further
action is required.

Has processed—there are warnings and/or defaults you need to address.

3. Has rejected records—the report processed and has rejections. You can use Fix Errors.

N

Select “View case” to open the case for the message that indicates there are rejected records

Message Center

Select

Sel.
EZ
Ex
o

©

the arrow at the left to read your message. Select View Case to navigaie to the associated case.

Date Case # Subject
Report Group 5001P R01 has rejected records. Case: ERP-20200213-0006001
s

2(1872 :
Simulation for Report Group 5001P complete. Case: ERP-20200213-0002001
_ Transmittal for report group 5001P was due on 02/15/2020.
Report Group 5001P C01 has rejected records. Case: ERP-20200214-0051001

2/18/2020 9:29:00 AM View case Report Group 5001P processed successfully. Case: ERP-20200218-0004001
2/18/2020 9:23:45 AM View case Simulation for Report Group 5001P complete. Case: ERP-20200213-0003001
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6. The case opens “Report Information”

ERP - Report Group — ERP-20200218-0006001

Process per Report Group End

Report Group:  5001P Status: Active
System: Public Employeses’ Refirement System (PERS) Employer: Pandora
Report Type: Regular Report Period:  12/2013 Version: 1
Case Number:  ERP-20200213-0006001
Report Information Messages Documents Summary Case Information

Reporting Method: Upload

Perform No Simulation allows you to test a report without commitfing the data to DRS.

Simulation:

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

Allowed:

Report File: Pandora Fix Errors with rej

“ 4
7. Select the “Documents” tab

ERP - Report Group — ERP-20200215-0006001 Process per Report Group End
Report Group:  5001P Status: Active
System: Public Employees’ Retirement System (PERS) Employer: Pandora
Report Type: Regular Report Period:  12/2019 Version: 1

Case Number:  ERP-20200213-0006001

Report Information Messages m Summary

Edit Messages Report

Edit Messages Excel File:

Generated Correction Cormrection File xisx

Report:

Case Information
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8. The “Edit messages report” and the ERA “Generated Correction File” will display. Select the
Generated Correction Report to download it.

Report Information Mas=ages Summary Case Information

Edit Messages Repori xlsx

Edit Messages Excel File:

Generated Correction Comection File xlsx
Report: =

9. Select the “Correction File” from the bottom left of the screen to open it

DRS Home / Contact Us /

DRS Employer /

Employer Reporting Application Portal é’ -— @ E_)

Welcome, Jim Hopper
Help Log Out

Messages

Home

ERP - Report Group — ERP-20200218-0006001 Process per Report Group End

Employer Management ¥

Report Group:  5001P Status: Active
Processes ¥ System: Public Employses’ Retirement System (PERS) Employer: Pandora
Report Period:  12/2019 Version: 1

Report Type% Regular

Reports ¥

Case Number:  ERP-20200218-0006001
Report Information Messages m Summary Case Information

Edit Messages Report xlsx

Edit Excel File:
Generated Correction Comection File xisx
Report: =

Capyright ® 2016 Washington State Department of Retirement Systems | 800.547.6457 | Privacy Palicy | Policies

Show all x

Correction File (3).xlsx ~
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10. The “Generated Correction File” will display with the errors in an Excel spreadsheet. To access
the Fix Errors feature for this correction report, the report must be uploaded without fixing

anything in the spreadsheet

A B c [) 3 F G H | J K L M N o P Q R
1| Washington State Department of Retirement Systems Questions: Contact Employer Support Services at
2L Transmittal Template Multiple Record Layout (MRL) 360/664.7200 or 1.800.547.6657 of for more detail refer to The DRS Employer Handbook
3L hitps /vy drs wa
4
5L PLEASE READ For help, place your pointer over Warning: Please do not submit this report via Manual Upload or SFT if you have already submitted a correction report
6L any boxwith a red triangle n the corner. ) via fix errors or interactively for these accounts. Doing so will result in duplicate reporting that will need to be fixed.
7L Right clck on the mouse to show comment.
8L box with a red triangle in the comer. File must be saved and submitted as Text Tab Delimited (.txt) or CSV Comma Delimited (.csv).
9L Add additional line? Once the file has been saved please review prior to submission.
10
1L  Summary Record
12
[13/L Rpt Grp No "Rpt Per "Rpt Type™Rpt V No™ Expected Rpts™ Total Comp ™ Total Mbr Cont “Total Emp Cont' Total Hours “Total Records’ Total Days
14ls  s001P 201912 C ) o1 9800.00 77420 1260.28 2230 2 00
15
16
17
s Member Profile Record
19
20|L  RptGrpNo RptPer RptType RptVNo %su “WEREIORGGI Vbr Last Name * Mbr First Name™ Mbr Mid Name'  MbrExt * Mbr Title ™ Mbr Suffix I ERSSSIORRGN Address 1 N Address 2 Address 3 N City
o1 c i
22
23
24
25 . Employment Information Record
25
27 L RptGmpNo RptPer RptType RptVNo SSN SysCode ' PlanCode  Type Code "Elig Start Date' Elig End Date’ Dis Start Daté' Dis End Date’  Control Number Org Display
25 c i
29
30
31 i
2. Defined Benefit Record
33
34 L RptGrpNo RptPer RptType RptVNo — SSN SysCode  PlanCode  TypeCode  Earning Per WEEREOSEE  Hous T Days Mbr Comp Employer Cont " Def Ben Member Cont’
358 s001P 201912 C 1 100090000 P 02 201912 A 118.0 00 5500.00 707.30 434.50 A
368 s001P 201912 € il " 12000235 P 2 03 201912 A 105.0 00 430000 55298 33970 A
37
38
39
0/L  Transactions in the Defined Contribution Record apply only to members of Plan 3
41
2L Defined Contribution Record
43
4L RptGrpNo RptPer RptType RptVNo SN SysCode  Defined Cont *  Tax Status " Invest Prgm " Rate Option *
45 c g
46
7

11. To save the “Generated Correction File,” select “File” from the menu bar

Page Layout Formulas Data Review View DYMO Label Acrobat Q Tell me what you want to do...
e —
0 Jf Cut Arial o AN == ®- SeWapTet Text - 5555
P 5 Copy Conditional F .
aste - = = = | &= - - .0 .00 onditional Format ag
> ~ Farmat Painter Iy = - - 1= Meagege $ 7% 0 b Formatting = Table -
QRipboard ] Font 7} Alignment [F] Mumber [F]
B14 o £ || s001P
Al B | c oD E F | G | H | | J |
1L Washington State Department of Retirement Systems Questions: Contact Employer Support Services at
2L Transmittal Template Multiple Record Layout (MRL) 360/664-7200 or 1-800-547-6657 or for more detail refer to
3L https:www drs wa goviemployer/era-handbook/default htm
4
5 L PLEASE READ For help, place your pointer over Warning: Please do not submit this report via Manual U
6 |L any box with a red triangle in the corner. 7 via fix errors or interactively for these accounts. Doing s
7L Right click on the mouse to show comment.
8 |L box with a red triangle in the corner. File must be saved and submitted as Text Tab Delimited
9 L Add additional line? * Once the file has been saved please review prior to sub
10
1)L Summary Record
12
13|L  RptGrp No "Rpt Per “Rpt Type'Rpt V No" Expected Rpts” Total Comp " Total Mbr Cont Total Emp Conf Total Hours " Total R
14]S  5001P " 201912 C i 01 9500.00 774.20 1260.28 223.0
15
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12. Select “Save As”

Info

Correction File (3)

G » Users » callardeb124 » Downloads

Save Protect Workbook
Control what types of changes people|
Save As Protect
Workbook -

Save as Adobe
PDF
ot A Inspect Workbook

= Before publishing this file, be aware th

Check for TS

Share Issues -

Document properties, document
related dates, related documents
(B Invisible objects

Custom XML data

Publish Content that people with disabilit

Close

ﬁj Manage Workbook
Q

Check in, check out, and recover unsal
Account Manage

There are no unsaved changes.

13. Select “Browse”

Save As

Q Sites - Washington State Executi..

debbie.callar@drs.wa.gov

° SharePoint

. OneDrive

Save As

Save as Adobe

PDF -
[T Thiskc
-

Print

share o= Add aPlace

Export
® Browse di—
Publish

Close

Account

Options
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14. Choose where you want the correction file saved and name it

Save As
4 & > ThisPC » Windows (C) » Users » callardeb24 > Downloads v | | Search Downloads »
Organize v New folder Bz - (7]
Fix Errors generated correction report A Name Date modified Trpe Size
L
°ng ~ Today (1)
Microsoft Excel 8% Correction File (3) 2 Microsoft Excel W... 2
@ OneDrive ~ Last week (2)
[ 0% Edit Messages Report (99) Microsoft Excel W 52
- 0% Edit Messages Report (98) Microsoft Excel W 53
1 3D Objects
1 Deskeop ~ Earlier this month (1)
Documents ] Edit Messages Repart (97) Microsoft Excel W... 45

A Hide Folders

Tools ~

& Downloads ~ Last month (10)
B Music 8% Edit Messages Report (96) Microsoft Excel W...
=] Pictures B Edit Messages Report (95) Microsoft Excel
B videos 1% Comp Cash Out Upload Rpt 2013 (1) Microsoft Excel
FET— % Comp Cash Out Upload Rpt 2013 Microsoft Excel W... 36
i Windows v IR >
File pame: | Correction File (3) W=
Save as type: | Excel Workbook
Authors:  Brian Berghoff Tags: Add a tag Title  Add atitle
[1Save Thumbnail

Save Cancel

15. To upload a file in ERA, it must be saved as a Text (tab delimited) or a CSV
(comma delimited file). In the “Save as type” drop down, select CSV (comma delimited).

; Downloads
Jﬁ Music
[&] Pictures

m Videos

= Windows (C:)

File name:
Save as type:

Authors:

~ Hide Folders

* Last month (10)
l:il‘] Edit Messages Report (96)
ﬁ Edit Messages Report (95)
ﬁ Comp Cash Qut Upload Rpt 2018 (1)
% Comp Cash Out Upload Rpt 2019

1/31/2020 2:51 PM

3 PM

1/31/2020 2:4
1/30/2020

1/30/.

Microsoft Excel W...

Microsoft Excel

Microsoft Excel

Microsoft Excel

N

W
N

W...

N
W...

Correction File (3)

Excel Workbook

Excel Workbook

Excel Macro-Enabled Workbook
Excel Binary Workbook

Excel 97-2003 Workbook

AML Data

Single File Web Page

'Web Page

Excel Template

Excel Macro-Enabled Template
Excel 97-2003 Template

Text (Tab delimited)

Unicode Text

XML Spreadsheet 2003
Microsoft Excel 5.0/93 Warkbook
CSV (Comma delimited)
Formatted Text (Space delimited) k
Text (Macintosh)

Text (M5-DOS)

C5V (Macintosh)

C5V (M5-DOS)

DIF (Data Interchange Format)
SYLK (Symbolic Link)

Excel Add-in

Excel §7-2003 Add-in

DNOE
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16. Select “Save”

Organlz&v New folder

Fix Errors generated correction report ~ Mame Date modified

Long ~ Last month (1)

Microsoft Excel =] S20A_PPED1152020 /.

2020 11:21 AM

NN ; s ThisPC » Windows (C:) 5 Users » callardeb124 » Downloads ~ O Search Downloads

Type

Microsoft Excel C...

X
o
= @
Size ol
168

@ OneDrive ~ Along time ago (40)
[0 This PC £3:] Transmittal Edit Messages - 201912 R01 (6) Microsoft Excel C... 2
- This
T £1-| SessionDetailReport20191213134128 Microsoft Excel C... i
3D Object:
- Jects £1:| RegistrationReport (1) Microsoft Excel C...
B Desktop 4] ERA Test File 3 (1) Microsoft Excel C..
| Documents (3] ERA Test File 3 Microsoft Bxcel C...
‘ Downloads =] ERA Test File 2 (1) Microsoft Excel C...
Jj Music | 07540ct18pers 1 019 Microsoft Excel C...
= Pictures £3=] 07540ct18LEOFF 117472018 2:57 Microsoft Bxcel C...
- 2] 07540ct18 117472018 Z2:08 PM Microsoft Excel C...
m Videos
=] 07 Test for Debbie (3) 117472019 11:15 AM Microsoft Excel C... ~
25 Windows (C)
LUK 4 >
File name: | Correction File (3) "
Save as type: €5V (Comma delimited) ~
Authors:  Brian Berghoff Tags: Add atag Title: Add a title

# Hide Folders Tools -

Cancel

17. Select “Yes.” The correction file will be saved and ready to upload.

r Firs| Microsoft Exc

o Some features in your workbook might be lost if you save it as C5V (Comma delimited).

Do you want to keep using that format?

I'ype Code " Elig Start Date® Elig End Date” Dis Start Date’ Dis End Date”  Control Number

- (-
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18. Select the “X” in the upper right corner of the document to close it

[ |
B &) Fill -
Delete Format
= o & Clear~
Cells

Callar, Debbie (DRS) _Q,_ Share

':E'Lx jl > AutoSum - %Y p

Sort & Find &
Filter = Select =

Editing

19. Select “Don’t Save.” The document was previously saved in steps 17 and 18.

| Microsoft Bxcel

Ibr M

[3).csw'?

Save

Want to save your changes to "Correction File

>< I
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20. Upload the Generated Correction File. Select “Processes” and then select
“Employer Reporting.”

Home

Employer Management ¥

Processes W

Employer Reporting
Manage BEank Accoﬂ
Manage Payments

Member Management

My Documents

DAS] - Old Age & Survivors
Insurance RFEI

MLEC - Hon-LECQFF Employer
Compensafion

RFEI - Requests for Employer
Information

Uplead Documents

21. Select “Start”

Employer Reporting Process

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

= Submit Eaming Reporis
= Submit member information
= Submit Correclion Reporis

Start
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22. Select “Upload” under the Reporting Method drop box

Employer Reporting (ERA Portal Only) — Create Report — ERP-20200218-0009

Create Report Case Information

Reporting Method: I! -

Interactive

Upload I} Save Cancel Report

23. Select the paper/arrow icon to start the Upload File process

Create Report Case Information

Reporting Method: | Upload -

Perform Yes @ Mo Simulation allows you to test a report without committing the data to DRS.
Simulation:

Partial Processing Yes Applias to Pandora. DCP report groups always zllow partial processing.
Allowed:

Mo files uploaded

s

Report File:

Save Cancel Report Submit
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24. Select “Choose File” to select the correction file

Upload a file

Select a file

Choose File | Mo file chosen

Upload Cancel
E
25. Select the correction file to upload and then select “Open”

Correction File (3) 2/18/2020 10:33 AM Microsoft Excel C... 5KB

5] Pandora Fix Errors default 2 2 Microsoft Excel C... 4 KB
rated correction report =] Pandera Fix Errers ne errors 2/ Microsoft Excel C... 5KB

E=] Pandora Fix Errors with rejects 2/18/2020 5:40 AM Microsoft Excel C... 5KB
\drs.wa.lchDRSHome\Use
Hrs.wa.lch\DRSfiles) (U:) v
File name: | Correction File (3) v| Custom Files ~
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26. The correction file shows in the field as a .csv file. Select Upload.

Upload a file

Select a file

Chooze File | Correction File (3).csv

Upload Cancel
a
" =Y : e
27. Select “Submit” to send the correction file to Upload
Create Report Case Information
Reporting Method: | Upload -
Perform vezs @ Mo Simulation allows you fo test a report without commitfing the data to DRS
Simulation:
Partial Processing Yes Applies to Pandora. DCP report groups always allow partial processing.
Allowed:
Correction File (3).csv
Repaort File:
Save Cancel Report Submit
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Open Fix Errors feature

1. Select “Tasks” from the menu bar

DRS Home / DRS Employer / Contact Us

Employer Reporting Application Portal 8

Welcome, Jim Hopper

2. Open the Fix Errors case by selecting the “Fix Errors” Link

~ All Processes All Cases &l
] ancases z L
- Processes o Process Creation
Employer Case Number Process Activity Date Task Due Date
d| Employer Reporting = : .
(ERA Portal Only) bandora  ERP20200213  Employer Reporting (SRA gy £rrores (oniy for Manual 02132020 442 pm 02152020 View
0041 Paortal Only) :45 pm Summary
Upload)
—I Manage Payments (ERA 1
Partal Only) pandors  ERP-20200214- Employsr Reporting (ERA g onooe yaemnore 02/14/2020 11:00  04/19/2022 View
0051 Portal Only) am 11:30 am Summary
ERP-20200218- Empl Reporting (ERA . 02/18/2020
- mployer Reporting o WView
Pand Fix Errors? (only for Manual  g2/18/2020 9:40
e 0006 Portal Only) M 044 am Summary
Upload) - -
Hawkins, EPP-20200218- Manage Payments (ERA ¢ 02/18/2020 View
02/18/2020 9:58
Town of 0000001 Portal Only) Create or Update a Payment f ™ 458 pm Summary
i 202 . p N
Hawkins, ERP-20200218- Employer Reporting (ERA @ Create Report 02/18/2020 10:44  02/15/2020 View
Town of 0007 Portal Only) am 11:44 am Summary
5 ing (] 2
Pandora ERP-20200218- Employer Reporting (ERA ¢ Create Report 02/18/2020 10-47  02/18/2020 View
0008 Portal Only) am 11:47 am Summary
P ERP-20200218- Employer Reporting (ERA & Create Report 02/18/2020 10:43  02/18/2020 Wiew
0009 Portal Only) am 11:48 am Summary
- e ERP-20200218- Employer Reporting (ERA Fix Errors? {only for Manual 02/18/2020 10:55  02r13/2020 View
i=le(2| o5 @1 r 0010 Portal Only) Upload) am 2:05 pm Summary

3. To make the work area bigger, select the grey left facing arrow

ERP-20200218-0006

Fix Errors? (only for Manual
Upload) e ——

Creation date: 02/13/2020 8:40 am
Employer Reparting (ERA Portal Only) — Fix Errors? {only for Manual Upload) — ERP- Fix Errors

Due date 02/18/2020 10:44 20200218-0006
am
Your report is complete but can't commit all data due to the errors below.

@ Subprocess Do you want to fix the errors: Yes @ Mo

Assignees - -
Report Information | Report Groups | Case Information
Creation 0211812020 9:40 3
e am Report Report  Report Last First Record  Severity
Version SSN Message Deta
Created by: Jim Hopper Group Type | Period Name | Name Type | Level
Case ERP-20200213 -
number 0008 i Employment [ pefingg
5001P Regular 122019 1 100-08-0000 GREEN RACHEL Recoramust o - Releel Dok
‘ enei
Process: Employer be
Reporting (ERA successfully
Fortal Only) Type cote
03is not D
Process Path: ERA » Processes 5001P Regular 122013 1  120-00-2345 TRIBIANI JOEY  aiiowed for Reject  Del:
> Employer Benefit
his
Reporting (ERA emolover.
Fortal Only) Eamings that
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4. To open an Interactive correction with all of the rejected and not-processed data from the

original transmittal file, select “yes” after “Do you want to fix the errors? Then, select
“Next” at the bottom of the page (you might need to scroll down).

Create Report Edit Member Process Report

Employer Reporting (ERA Portal Only) — Fix Errors? (only for Manual Upload) — ERP-20200218-0006 Fix Errors
Your report is complete but can't commit all data due to the errors below.

Do you want to fix the errors: © Yes Mo

Report Information Report Groups Case Information

Report Report  Report ) Last First Record = Severity
Version SSN Message Detail
Group Type Period Name MName Type Level
An Employment Record must be successfully submitted before Defined
S001P  Regular 12/2019 1 100-09-0000 GREEM  RACHEL any other recerds will be accepted when reporting a employes — Reject Detail
for the first ime. [411] Enet
. . Defined . .
S5001P Regular 12/201% 1 120-00-2345 TRIBIAMI JOEY Type code 03 is not allowed for this employer. [439] FT Reject Detail
enefi
E that d t net b h b rted ouiside th Defined 1
5001P Regular 122019 1 100-09-0000 GREEN RACHEL o o°aidonotnetfozerofiave been reporied outside e Reject  Detail
separation date on file. [171] Benefit
Plan 3 Member Contributi 1 b rted on the Defined Defined 1
5001P Regular 122019 1 100-09-0000 GREEN RACHEL - ' oroerboniihulions musibe reporied on fie Bein Reject  Detail
Contribution Record. [194] Benefit
Save Hext

5. To access the Interactive Correction, select “Tasks” from the menu bar, in Interactive
Correction by selecting the “Manage Members” link under “Activity”

~ All Processes All Cases P
] Ancases 5) @
§ e Process Creation
Processes Employer Case Number Process Activity Data Task Due Date
Z—I Employer Reporting 7 *
(ERA Portal Only) Pandas ERP-20200213- Employer Reporiing (ERA Fix Errors? (only for Manual 0211312020 4:42 pm 02113/2020 5:45 5 View
0041 Paortal Only) Upload) pm ummary
Manage Payments (ERA 1
Portal Only) Parndors ERP-20200214- Employer Reporting (ERA # Manage Members 0241412020 11:00  04/19/2022 View
0051 Portal Only) am 11:30 am Summafy
Pandora  ERP-20200218-  Employer Reporing (ERA ¢ yanace Membel 02/18/2020 1122 0412142022 View
0011 Portal Only) am 11:23 am Summary
Hawkins, EPP-20200215- Manage Payments (ERA v 02/15/2020 1:58 View
Town of 0000001 Portal Only) Create or Update a Payment  02/18/20209:58 am Summary
Hawkins, ERP-20200218- Employer Reporfing (ERA @ Create Report 02/18/2020 10:44  02M15/2020 View
Town of 00T Portal Only) am 11:44 am Sumr_nary_
pandora  ERP-20200218-  Employer Reporing (ERA & (yoote Raport 02/18/2020 10:47  02/18/2020 View
0008 Portal Only) am 11:47 am Summary
Pandoia ERP-20200218- Employer Reporfing (ERA @ Create Report 02/18/2020 10048  02/18/2020 View
0009 Paortal Only) am 11:48 am Summary
Bandos ERP-20200218- Employer Reporiing (ERA Fix Errors? (only for Manual 02/18/2020 10:55  02/18/2020 2:05 View
0010 Portal Only) Upload) am pm Summar_y
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6. The Interactive correction is prefilled with the information from the original transmittal

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

+ Report Group Information

Report Group:  5001P.
System:
ReportType:  Correction

Public Employees' Retirement System (PERS)

Status: Active
Employer: Pandora
Report Period: 1212019

P Members | Summary | Messages | ReportInformation | Case Information
v Defined Benefits
Last First Contributions Employer| Discrepancy
Row ssn * Plan Gode Type Code Status Gode Eaming Period Gompensation Hours Member Gontributions Remove  Detail
Name  Name ttemp) Contributions | Type
35 100-09-0000 GREEN  RACHEL 3 -0z - A - 122013 55,500.00 1180 5434.50 570730 Detail
36 120002345 TRIBIANI JOEY 2 -| o3 -] T~ - 122019 54300.00 1050 5339.70 555298 Detail
B
~ Defined Contributions
No records
o
Refresh Eamings
+ Add Multiple Eamings
Period: Add Eamings
Save GancelReport | AddMember | SubmitReport
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