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Use system-generated correction reports to initiate Fix Errors 
If you 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. Access the ERA Generated Correction Report
2. To start the correction process, access edit messages and the ERA-generated correction report
3. Open “Messages” from the Menu Bar

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 have the red boxes): 

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

2. 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.

5. Select “View case” to open the case for the message that indicates there are rejected records
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6. The case opens “Report Information” 

 

 

7. Select the “Documents” tab 
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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. 

 

 

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

 

 

 

11. To save the “Generated Correction File,” select “File” from the menu bar 
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12. Select “Save As” 

 

 

13. Select “Browse” 
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14. Choose where you want the correction file saved and name it 

 

 

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).  
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16. Select “Save” 

 

 

17. Select “Yes.” The correction file will be saved and ready to upload. 
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18. Select the “X” in the upper right corner of the document to close it 

 

 

19. Select “Don’t Save.” The document was previously saved in steps 17 and 18. 
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20. Upload the Generated Correction File. Select “Processes” and then select  
“Employer Reporting.” 

 

 

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

 

 

23. Select the paper/arrow icon to start the Upload File process 
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24. Select “Choose File” to select the correction file 

 

 

25. Select the correction file to upload and then select “Open” 
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26. The correction file shows in the field as a .csv file. Select Upload. 

 

 

27. Select “Submit” to send the correction file to Upload 
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Open Fix Errors feature 
1. Select “Tasks” from the menu bar 

 

 

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

 

 

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

 

 

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

 




