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ERA: How to Submit an Interactive DCP Report and Schedule a 
Payment 
 

Follow this process to submit a DCP report through Interactive and schedule a payment. 

Please review the DCP Change Report before running your organization’s payroll to ensure accuracy. 
DCP reports are considered late if not paid within five days of payroll. The DCP Change Report is in “My 
Documents” under “Processes.” 

DCP Change Report: 

1. An email notification is sent when the DCP Change Report is ready 

 

 

2. Open the Process “My Documents” to access the DCP Change Report 
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3. Select “View” to open the DCP Deferral Change Report. In the bottom left of the screen, the 
PDF document is ready to be opened. 
 

 
 

4. Select the DCP Deferral Change Report to open. 
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Submit the DCP Report 

5. Open the Process “Employer Reporting” to start a regular DCP report 

 

 

6. Select “Employer Reporting” 
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7. Select “Start” 

 

 

8. If the organization is an Interactive reporter, skip to step 9. If the organization is an upload 
reporter, select “Interactive” from the “Reporting Method” drop-down list. 
 

 

 

9. Select the DCP reporting group from the “Report Group” drop-down list 

Please make a note of the case number to ensure you can easily find the case later. 
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10. The “Create Report” screen will display 
• Confirm that the Report Period aligns with the current payroll information 
• Under “Report Type” confirm “Regular” is selected 
• Select “Next” 

 

 
11. The “Manage Members” screen will display on the “Earnings” tab 
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12. Select “Members” to: 
• Change address 
• Enter an end date 
• Change deferral rate/amount 

 

13. Select “Edit” to make changes to a member’s record 

 

The “Edit Member” screen will display the member’s information at the top. The different 
records for the member are displayed in the “Records” tab. 

 

14.  Select the right facing arrow next to each record to expand the record.  

To collapse each record, select the record title. 

• “Member Profile” — Updates information about the member’s profile such as address, 
phone number or email address. 

• “Employment Information” — Updates information for a member’s employment period 
such as begin and end dates. 

• “Defined Contribution” — Updates a member’s deferral amount or percentage rate. 
DRS does not pre-fill the Employer Contributions field. The employer needs to add those 
amounts to each report. 
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Expanded view of the Member Profile  

Expanded view examples 

Member Profile 

 

Employment Information 
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Defined Contributions 

 

 

15.  Select “Validate” when all the updates have been made. Validate will edit the information 
you entered against edits. They will display on the current screen. Selecting the “Validate” 
button after each member update ensures there will be nothing left to do at the end of the 
process. 

 

 

16. Fix any edits (go back to step 14) 
 

17. After you fix the edits, select “Save & Return.” You will return to the “Manage Members” 
screen. 
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18. The “Manage Members” screen will display on the “Earnings” tab 

 

 

19. Select “Summary” to view a summary of your report 

 

 

20. Select “Recalc Summary” to recalculate the summary page with your updates 
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21. Select “Submit Report” to submit your DCP report 

 

 

The “Manage Member” screen will display without buttons at the bottom. This is how you know 
the report has been submitted. 

 

 

This report won’t process until we receive the DCP payment. When the report and the payment 
reconcile, a message will be displayed in “Messages” on the menu bar letting you know the 
report processed successfully. 
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Scheduling an ERA DCP Payment 
Please allow approximately five minutes from the time the DCP report was submitted before 
scheduling a payment. 

 

1. Open the Process “Employer Reporting” to start a regular DCP report 

 

 

2. Select “Manage Payments” 

 

  



 
 

Page 12 of 16 
 

 

3. Select “Start” 

 

 

“Create a Payment in Progress” screen will display with mandatory field shown in red. 
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Under the “Payment Details” section in “Scheduled Payment Date,” select a date using the calendar, 
or key in the date the payment should be scheduled. The date will always be at least two business 
days in the future. 

 

 

4. In “Payment Method,” select either “Check” or “Electronic.” If paying by check, please print 
the payment advice and attach a copy with the check to ensure proper application. 

 

DCP will always be visible in the “Pending Receivables” tab. 
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5. Enter the amount to be paid 

 

 

6. Select “Calculate Total” 

 

“Total DCP Amount” will show the amount to be paid. 

7.  Select Next 
 

 

“Create a Payment Completed” screen is displayed. 
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8. Select the “Payment Advice” link to view the payment advice 

Payment Advice Example
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9. Select “Submit” to submit the electronic payment 

The “Create a Payment Completed” screen will be displayed without buttons at the bottom. This 
is how you can tell the payment has been submitted. 

“Reassign” allows a user who created the payment advice to reassign the case to another user 
within the organization to edit or update the payment.  

If “Submit” is not selected, the electronic payment will remain in the “Create a Payment 
Completed” status and the payment will be stopped within 24 hours. 

A PDF payment advice will be sent to your “My Documents” in the Process menu. 

 




