RS

WASHINGTON STATE
Department of
Retirement Systems

How to Submit a Zero Balance Report

When to process a zero balance report

e Whenever a payroll calendar is changed, you might need to align the new calendar with the new
pay dates. For example, if you’re changing a calendar from monthly to semi-monthly.

e  Whenever there are no DCP deferrals to report for a payroll cycle because all active members
are in Temporarily Suspended status or on a Leave of Absence.

How to submit a zero report for interactive reporting
1. From the ERA homepage, select Processes and then Employer Reporting:

Home

Emplover Management W

Processes W

[ Employer Repaorting ]

2. Select Start:

Employer Reporting Process

Select Stan 1o submit & rew report. or to run a simidation
The Employer Reporing Process provides aooess bo

« Suhimil Eaming Reports
« Buhmil member inlomation
« Fnmit Comection Regons
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3. Select your Reporting Method and Report Group number from the drop-down menus:

Cmploper Aeporsng |DRA Portal Oy — Creste Aspor] — DRP-22101 1810031

Foepariing Mediod; ||

l"lln.il-ﬂ l
A | Cance Repon Heai
Create Repo Case Information
Reporting Methad:  Irteracine
Report Group:
5004 - Active
BSESES - Actve
A2 - Arive
4. Report Type should be Regular. Select Next:
w Haport Inbormation
Report Type: O Regular Comection
Report Period: a2018 Version: 1 Due Date: (032 1 [ i
Sawe Cancel Report [ Pext ]

Create Regpor
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5. Select Members. Then select the box under Remove next to each employee in the report:

« Heport Group informaton

Heposi Growp: 0950 Saadus: At
Sy siem: Diefemesd Compensation Program (DCP) Employer:
Hapodt Typs: Maggular Repon Paciod: 112018 W raics:

Earnings Bummary Report Informaton Case information

w Npmbers
S5H * La=t Mame Forsl Hpma Midds Npme Records Fejecis  Siajus Hemoye

1 D bt Vahdatod

[eetai Exdit

E:il

e NOTE: If there are no DCP deductions to report for a payroll cycle because all active members
are in Temporarily Suspended status or on a Leave of Absence, do not select “Remove.” Change

the Defined Contribution/Deferrals to zero for each member:

w  Dafined Conlhbinions

Firei Defresd OO0 P Temaeray et e Deferdl OCF Haa

Hirw S35M ° Lagi hlames= LT s i

Hadi CostibimenTofaras  Singardsn  Defema Amoeid  Paitindags  Change

G i

6. Select the Summary tab and then Recalc Summary:

Earmings Members m Reporl infofmation Case Infarmation

Expecied Monthiy r Reccads Reporied: LT
Reponis;
Diedearals Raported: 152 834,50 Deedearale Anjecied: $0.00 Toial Deferrals
Proceasesd
[ Reszaic Summary

ST [l

§52,BE4.50
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7. The totals should now all show zero. Select Submit Report:

Eamings kembers Repon information Case Information

Fapaciid Bonthly 7 Ravors Rapemad: o
T
Defairals Regoisd; §0.040 D liaivaln Rajesc el $000E) Toisd Dafearals 0.0
Prociissi:
Hmcni Summeny
i Caiial e Al s Tastamil Regon

How to submit a zero transmittal for Manage File Transfer (MFT) or Manual
Upload reporting:

Use the transmittal template and complete the Summary Record only. Compensations/contributions
should be zero and no member Defined Contribution records should be included.

Submit the transmittal via MFT or through the Manual Upload process as usual.
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1[L 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 The DRS Employer Handbook
3L hitp: /www.wa.gov/DR S/employer/drsn/
4
5L PLEASE READ For help, place your pointer over
6L any box with a red triangle in the corner. )
7L Right click on the mouse to show comment.
8L box with a red triangle in the comer.
9L Add additional line?
10
1 Summary Record
12 - - - - - - - - - - -
1L RptGrp No *Rpt Per " Rpt TypeRpt V No' Expected Rpts " Total Comp " Total Mbr Cont " Total Emp Conf Total Hours “Total Records  Total Days *

S X00oX 201801t g 2 0.00 0.00 0.00 0.0] o 00
;
16
7L Member Profile Record
18
19]L  RptGrpNo RptPer RptType RptVNo ssN NESIGHAGINN Vbr Last Name " Mbr First Name™ Mbr Mid Name'  MbrExt * Mbr Title ~ Mbr Suffix JISGGIcSSIORNauN Address 1 ‘ Address 2 Address 3 T City “State Zip Code|
2
21
2
2
2
2
26L  Employment Information Record
27
2L RptGrpNo RptPer RptType RptVNo SSN SysCode ' PlanCode ' TypeCode Elig StartDate' Elig End Date Dis Start Date Dis End Date'  Control Number Org Display
29
30
il
32
33
3%
3L Defined Benefit Record
36
7L RptGrpNo RptPer RptType RptVNo SSN Sys Code Plan Code Type Code  Eaming Per TISISMSIOONEN Hours °  Days MbrComp  *  EmployerCont  Def Ben Member Cont IERISHISHISISISIO0NS]
38
39
40
4 =

Member Profile and Employment Information Records can be included but aren’t needed.
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