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• TODAY’S PRESENTATION WILL RUN APPROXIMATELY 2 HOURS 

• ALL PARTICIPANT MICROPHONES WILL BE MUTED 

• PLEASE USE THE MEETING CHAT FEATURE THROUGH TEAMS TO 
ASK QUESTIONS AND TO PARTICIPATE

• WHEN THE PRESENTATION ENDS ESC WILL BE AVAILABLE IN THE 
MEETING CHAT TO CONTINUE TO ANSWER ANY QUESTIONS 

• A LINK TO A COPY OF THE PRESENTATION AND THE HANDOUTS 
HAS BEEN UPLOADED INTO THIS TEAMS SESSION

WELCOME TO THE 2025 EMPLOYER WORKSHOP!
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Welcome to the 2025 PSERS Employer Workshop! Before we begin……..
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FOCUS POINTS FOR TODAY’S TRAINING

Work Reporting: 

System 

Errors/Warnings

Additional 

Reporting 

Guidance

Reconciliation of 

Work Reports

Payment 

Reconciliation

Quarterly 

Reconciliation

Determine 

Amount Due
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When we surveyed for possible training topics, the most common topics requested 
were related to how to resolve errors and warnings in the system when processing 
work reports and understanding how to reconcile or match up charges and payments 
to payroll.  We’ve separated the information into 2 parts, the first focusing on Work 
Reports, and the second focusing on using the information in the PSERS Employer 
Self-Service, known as ESS, to help you manage payments, contribution rates, and be 
sure that what is being processed in your payroll matches the reporting you’re 
submitting so you have less corrections to make at the end of year. 
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PART 1

PSERS WORK REPORTING

4

PSERS Reporting includes all members, including Class DC members and part time 
employees who have not yet qualified for membership. However, only the defined 
benefit (DB) contributions are reported alongside the wages and service on the PSERS 
work report. Today’s training focuses only on the Defined Benefit (DB) reporting that 
is submitted through the Employer Self-Service (ESS) portal.

For qualified members who are part of Classes TG, TH, and DC, reporting is also 
submitted directly to Voya to provide the Defined Contribution (DC) participants and 
employer contributions. Information about that process and how Voya PayCloud 
(VPC) works, please see the DC Plan/Voya Resources section of the website. 
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DB VS DC REPORTING

Reported once a month 

no later than the 20th of 

the following month

Reported per payroll to 

ensure immediate 

investing of contributions

DB DC
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Today we are concentrating on the Defined Benefit (DB) reporting for PSERS, but I 
want to take a moment to review DB reporting versus DC reporting.  While the DB is 
reported monthly, almost one month after payroll, DC reporting occurs every payroll.  
DC reporting involves less validations as it only gives warnings for employee 
participation in DC and the contributions percentage to the reported wages.  Voya 
will validate if an employee’s demographics are on file with Voya and if that 
participant is showing as terminated.  Contribution percentage is verified based on 
the employee’s class election and if there is an ATC or voluntary additional 
contribution election by the member.  
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DATA ENTRY ORDER FOR REPORTING

6

Demographics
Contract 
Record

Work Report
Adjustments if 

needed
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Before being able to submit work data for your employees, we need other critical 
information such as who they are, and what job they are doing for you. 
Demographics and contract record information can be submitted manually in one 
step through the Manual New Hire process or through two separate uploaded files.  
Work reports and Adjustments can be submitted manually, or through an uploaded 
file.  The information builds on each other and should be submitted in this order to 
avoid errors.  Any contract record additions or changes during the month you are 
reporting for should be completed before working on your monthly work report to 
avoid errors.  For those new to reporting, Chapter 6 in the Employer Reference 
Manual on the PSERS website provides an overview of the order and when files 
should be submitted. One of the most critical pieces of information needed after 
someone is newly enrolled is determining that employee’s membership class and 
contribution rate.  Will discuss this in more detail later in the presentation.  

Changes to Demographics or Contract Records should not occur while a work report 
is in Pending Status.
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WHAT IS A WORK REPORT?

A work report provides PSERS a monthly total of wages 

earned, contributions withheld, and service rendered for 

the defined benefit (DB) portion of the PSERS plan. 

Wages must be reported for all employees for the month 

unless the employee: 

 Has waived PSERS membership 

 Participates in an alternate retirement plan 

 Is a PSERS retiree working under an emergency 

return to service provision

 Is on an unpaid or non-contributing leave
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Initially, the demographic and contract record information is the most important 
aspect of a new employee’s account but as time moves forward, the work reporting 
becomes the central element in crediting them with wages and service earned. The 
work report provides PSERS with wages, contributions withheld, and service 
rendered. All of your employees should be part of the work report, regardless of 
membership class or if they have qualified or not, unless they have waived 
membership in PSERS, participate in an alternate plan (available at some universities 
or charter schools) or they are a PSERS retiree working under one of the emergency 
return to service provisions. 

PT members who have not yet qualified for membership need to be included on work 
reports because they may be working for more than one employer and reach 
qualification through a combined number of days or hours. 
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WORK REPORTS

 Work reports are submitted by 

file upload or created manually.

 Reporting must match wage 

type/status of member’s 

contract record for the month 

being reported.

 A manual or file upload work 

history adjustment is used to 

correct member data.  
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Work Reports can be submitted by file upload or created manually.  Although either 
option is available, typically employers that do not use a payroll software provider 
submit their work reports manually and larger schools upload a file from their payroll 
software.  Make sure if you are attempting to complete a manual adjustment that 
you do not select manual work report in error.  This causes major issues that are 
difficult to reverse.      

Work reports should match the wage type (salaried, hourly, per diem) and status of a 
member’s contract record for the month being reported. If adjustments are being 
made, they also need to correspond with the matching wage type/status of the 
member’s contract record during the time frame. 

Additionally, once a work report has been approved and is in a “pending” status, no 
other transactions may be made for that member until that action has changed to 
“released.”  For example, if you upload a work report and an hour later you realize 
that an adjustment for the same fiscal year should be made, an error will populate 
when you go to save the adjustment.  The message will indicate that there is already 
something in progress for the same fiscal year.  Transactions are usually “released” 
twice a day with a batch running over lunch and again overnight so the adjustment 
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would need to be re-entered after the initial transaction has been released in the 
system.
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PSERS (DB) 

WORK REPORTS

Work Reports should be created by the 

10th of each month and submitted no later 

than the 20th of the month.

Billing totals appear on the released work 

reports. 

Late reporting may result in accrued 

interest charges and the delay of PDE 

employer share subsidy reimbursement.
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Work reports may be submitted through an upload process or by creating a manual 
work report via Employer Self-Service (ESS) by the 10th of each month and then 
approved/submitted to PSERS no later than the 20th of the month for the prior 
month’s activity. PSERS recommends employers submit work reports prior to the due 
date for Member (Employee) Contributions and Member (Employee) Purchase of 
Service Installment amounts due. When a work report is submitted, PSERS calculates 
the amount due charged to the Employer’s PSERS Account. This knowledge will aid 
with timely and accurate payment submissions and will enable PSERS to apply the 
total billed amounts accurately on the Transactions Page and the monthly Statement 
of Account.

If a work report is received late, interest charges may be assessed and all or a portion 
of your quarterly employer share subsidy reimbursement from the Commonwealth 
could be delayed.
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COMMON WORK REPORT ERRORS

File Header 
Errors

File Details 
Errors
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For this part of the presentation, we will focus mainly on a work report upload.  
However, many of the errors discussed occur on both manually generated reports 
and uploaded reports.  There are two different error types within an uploaded work 
report.  File Header Errors and File Details Errors (Report Errors).  Header errors must 
be resolved, or the entire report will process with zero valid rows.  If report errors are 
not resolved the row with the error will fall off of the report but the remaining rows 
will process successfully.  A report should have zero detail errors when it is submitted.       
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HEADER ERRORS 

The Header Row 

describes the file and 

what is contained within 

an uploaded report.
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The header of an uploaded report describes the file and what is contained within it. 
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HEADER ROW TAB

12

12

After uploading a work report you can click on the “File Header” link to view the 
Header Row of the report.  Shown here is an example of a header row of an uploaded 
work report that has been validated successfully without errors.  Demographic and 
contract record uploads will also have a header row that looks similar to this.  A work 
report header is designated with a leading “R”, a demographic report starts with a 
“D”, and a contract record report a “C”.  
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SAMPLE HEADER ROW 

13

Reporting

Unit 

Month and year 

of work report

Detail Record 

Count
Time Stamp

R003333092024000230

R003333092024000230001559878.21000000000.0000030719.120000000000.00000000000.00000000000.00000000000.0010920241036

100920241036Report Type 

Indicator
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All those numbers mean something! Let’s take a minute to break it down. In yellow is 
the letter “R” indicating that this is a work report file. Your reporting unit number is 
the first six digits followed by the six-digit month and year of the report.  Most 
employers have a 4-digit code, but some only have two or three digits. Zeros will fill in 
the spaces at the beginning to fill up this six-character space in blue. This header row 
shows a monthly report for September of 2024 in green. The system looks for a 2-
digit month and 4-digit year.

The next six digits are the detail record count in purple.  This report shows 230 rows.  
The detail record count is also shown in the bottom left of the File Details page. If you 
make changes to add or delete rows to the report, this number will need to be 
corrected.   

In the middle is the information within the report.

Then finally is the time stamp located at the end of the header row following the date 
and time the file was created displayed in military time.  This file was uploaded into 
ESS on Oct. 09, 2024, at 10:36 am.  
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IDENTIFY HEADER ERRORS

If an incorrect file was uploaded the report should 
be voided and a new file should be uploaded
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After uploading the report, if there are zero Invalid Rows and zero Valid Rows, that is 
an indication that there is a header error that must be corrected.  If the error is not 
corrected the entire report will not be processed.  

If an incorrect file was uploaded the report should be voided and a new file should be 
uploaded.  To void a report, click on the three dots and “more” in the upper right 
corner.  A voided report will not be removed form the Import Files Page, but it will be 
designated as voided and can no longer be edited or submitted.    
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DETERMINE HEADER ERRORS

15

If there is a header error, click Error/Warnings under the Actions column to view the 
error. If you have determined that the header should be corrected, click edit in the 
top right corner.  To clear the error, click Validate after editing.    
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COMMON HEADER ERRORS

16

Record Detail Count does not match the number of Detail Records

Identical file already processed

Invalid report type

Future Work Reports cannot be created
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Here are the most common header errors. 

Record Detail Count does not match the number of Detail Records-  Adding or 
deleting rows sometimes requires you to change the detail record count.  You can 
find the number of rows in a report at the bottom left of the Field Details page.    

Identical file already processed-  This error most often occurs if a file is processed 
with zero valid rows in error and the employer re-uploads the report.  To correct this, 
the time stamp will need to be changed.

Invalid Report Type-  If the wrong report type is selected, you will get a hard stop 
error and will not be able to upload the file. 

Work Reports in the future can not be created-  Work reports must be uploaded and 
processed in monthly order.  If you receive this error either the header is showing the 
wrong month and year, or you are attempting to upload a report out of order.

If you encounter other unusual header errors, reach out to your ESC Rep for 
assistance.     
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WORK REPORTS: 
DETAIL ERRORS 
AND WARNINGS 

Occur when rows within a 

work report contain 

mismatched or incorrect 

data for an employee  
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Detail errors occur for rows in a work report that contain an error of your employee’s 
reporting.  If not corrected, these invalid records are considered fatal, and the 
information will not be transmitted to PSERS.  In other words, they will “drop off” 
your work report.  If the information is not corrected before the work report is 
approved, you will need to submit a work history adjustment for that member.  
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REPORT ERRORS AND WARNINGS

If errors are not corrected, they will 
fall off the report after processing

Warnings will process, but the row 
should be reviewed for accuracy 
before processing  
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Click on "File Details" to check for errors and warnings. If errors are not corrected, 
they will fall off of the report after processing. Warnings will process, but the row 
should be reviewed for accuracy before processing.

Clicking on the “Errors/Warnings” link beside the row will display what the specific 
error is for that employee.  We will discuss the most common detail errors that are 
displayed in the next several slides.   
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FILTERING TO FIND ERRORS/WARNINGS

Click on the Filters button

Selecting Any Error will filter to only errors

Selecting Any Exception will filter to only warnings

Selecting each error will filter to that error
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After uploading a work report, if there are any report errors or warnings you will need 
to edit the employee's row within the report.  You can either go through the entire 
report to find any “errors/warnings" or you can use the filters to filter for any rows 
that need attention.
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EDITING ROWS IN A REPORT

20

Click here to edit rows 
within the report

Validate to clear errors/warnings 
after correcting and saving

Begin correcting by clicking edit on the right side of the Import Details.  A new 
window will populate where you can make your corrections.  After correcting the 
row, click "Save" and then click "Validate" in the top right corner.  Validating checks 
for issues and clears any errors you may have corrected.  You may validate as many 
times as needed to clear errors.  Selecting process under the three dots in the top 
corner to process the report may only be selected one time as this will submit the 
report.  There can not be any corrections made after processing.   
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COMMON REPORT ERRORS

Contribution Rate
Annual Service 

must be reported
No valid member 

contract 
Wage type does 

not match

Work Status does 
not match

Duplicate record

Qualified 
members can't 

be reported with 
WNC

Retired member
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Ideally, your payroll software will create a file with zero error rows, but that is not 
always the case.  Many different errors can be received on a work report, but we will 
be focusing on the most common ones.  Here are some of the most common detail 
errors that ESC encounter regularly.

21



ERROR: NO VALID MEMBER CONTRACT

Error: No valid member contract was found for the report period and/or fiscal year

There is no contract record for this person for the month you are reporting with the same 
work status

Check the member’s contract records by using the Roster Page

PSERS systems will not know where to credit service or wages if there is not a valid 
contract record.   The contract record tells PSERS when the member started, what 
their position is, what their employment type is [FT, PT] and their wage type [salaried, 
hourly, per diem]. Therefore, when you are reporting the month’s information for a 
member, the system will validate that you are entering against a current contract 
record. 

Example:
An employee has a contract record that identifies to the system that they are a full-
time hourly employee. If the work report uploads the information as FT per diem you 
will receive an error. There is no contract record identifying the employee as per 
diem.
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ERROR: CONTACT ESC--REPORTING AFTER THE BOC DATE

Error: Contact ESC when reporting after the BOC (Balance Of Contract) Date

You will receive this error if a Termination or Deceased contract record has been added with 
BOC flags or Date populated on the contract record and the record does not have the 
correct BOC flags/date set to the month of the work report.

Employers cannot alter BOC information on a contract record after it has been added. 
Contact your ESC Representative, and we will instruct you on how to proceed.

23

Contact ESC when reporting after the BOC Date.  If a member has terminated or 
passed away, and there is no BOC Date populated on their contract record, you will 
see this error.  Contact your ESC Representative and we will instruct you on how to 
proceed.  If the member has already retired, the BOC date cannot be changed by ESC.  
The member’s information will need to be reported as an adjustment and their 
retirement benefit will subsequently be adjusted by PSERS.  It is important to set BOC 
flags/date correctly when entering termination contract records to avoid the 
consequences of this error. 
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ERROR: DAYS/HOURS MUST BE GREATER THAN ZERO

Error: Days/Hours must be greater than zero if wage type is Per 
Diem/Hourly

Per Diem and Hourly employees must have service reported monthly

Enter the days/hours worked, save, and validate to clear the error

24

If hours or days are not entered when reporting hourly or per diem wage type, you 
will receive a hard stop error.  If WNC (Wages No Contributions is being report) for an 
employee that is not qualified, service must also be reported.   
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ERROR: MEMBER HAS NO POS BALANCE DUE

Error: Member has no POS balance due, POS field must be zero

Remove the POS payment from the member’s record, save, and validate

Refund the money to the member in a future payroll run

25

In this example, the system has retrieved member account information and sees that 
the Purchase of Service balance due is at zero therefore no payment is accepted. Your 
approved work reports now have a POS balance field. You should be verifying the 
balance each month to avoid unnecessary deductions.  All these errors are prior to 
Approval except for the third error listed. This error must be approved after the 
report is filed and corrected with a work history adjustment. As the work report is 
uploaded to PSERS, the system is now validating again.
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ERROR: CONTRIBUTION RATE MUST BE (SPECIFIC %)

Error: Contribution Rate Must Be (%) 

Ensure you are withholding at the correct rate and know why you are receiving this message

By clicking on the error, the system will display the correct contribution rate for the employee

If you have a question as to the contribution rate that should be withheld from a member’s pay, 
please contact your ESC Representative

26

Contribution rates can change. Some examples of why contributions rate may change 
are:

The member elected a different class. Class TG members may elect to TH or DC only 
90 days after qualification.  
Purchase of Service – A member’s class and rate could change due to a purchase of 
previous service.
PSERS correction of record -  The class and rate could change after an account is 
reviewed.
Shared risk/gain – For certain classes (T-E, T-F, T-G, T-H), the rate could change due to 
shared risk/gain.   
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ERROR: DUPLICATE RECORD SUBMITTED 

Error: Duplicate records submitted for SSN, Wage type and fiscal year combination.  

Combination must be unique or combined into one record.

This error will appear after the work report is approved if there is more than one record for an 
employee with the same wage type and fiscal year

Unfortunately, the system only recognizes this error after the report is processed

27

All the previous detail errors occur prior to processing except for this one. In this 
instance you have two rows for the same employee, same wage type and in the same 
fiscal year.  Unfortunately, the system only recognizes this error after the report is 
processed and will randomly drop one of the duplicate rows off of the report. It is 
important to review processed reports on the Import Files page to make sure nothing 
fell off the report due to this error.  

To correct this error, an adjustment will need to be completed to add the missing 
payroll information.  This is why it is important to check processed reports after they 
have been submitted to make sure there were no errors.  
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ERROR: ANNUAL JUNE SERVICE (FOR SALARIED RECORDS)

Error: Annual Service must be reported in June
This error will be displayed on your June work report if you do not have service reported 

for your salaried employees who are on your current work report.

Salary employees who terminated prior to June and are not included on the June work 

report will not appear as an error.  It is important to review all salary employees in June 

to assure service for every employee is reported.  Terminated employees will need to 

have a service adjustment completed to add their service.

Add service days, to any salaried employee, and this error will clear upon saving and 

validating.

28

Unlike hourly and per diem wage types which require service to be reported on each 
work report, service for salaried members is not required until the end of the year. 
Annual Service must be reported on the June work report.  This error will be 
displayed on your June work report if you do not have service reported for your 
salaried employees. 

Add service, in days, to any salaried employee, and this error will clear upon saving 
and validating. If you only report salaried days once a year, the total for the year will 
need to be reported in June. To avoid this issue, make sure that your payroll software 
is set properly so that when you create your June file, it includes service days. 
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WARNING: MEMBER IS QUALIFIED

Warning:  Member is qualified; Begin withholding 

    Begin withholding contributions for this employee on their next pay

Look up their contribution rate in the Roster page

Reminder—PT members do not need to requalify each year.

29

The first example is a warning received when a PT/hourly or PT/Per Diem employee 
qualifies for PSERS membership.   WNC (Wages No Contributions) can be reported for 
this work report, but for future reports you will get an error when WNC is reported.  
Especially for members who qualify at the very end of the year with the June or even 
July work reports for that fiscal year, please make sure you make the update in your 
payroll system to withhold contributions for them in the new year when they return 
to work. These are often missed, and with the TG and TH classes, the DC contribution 
component also gets missed being withheld.
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WARNING: MEMBER ELECTION TO CLASS T-H OR DC

Warning:  Member Elected Class T-H or DC, Update Rate

Update your payroll software with the new class and rate

If a member elects DC only, you will need to update your payroll to indicate that 7.5% 

DC contributions should be withheld and 0% DB contributions

  

The member should still appear on future PSERS work reports, but only wages and 

service should be reported with zero DB contributions 

30

This warning is received when a member elects to a new class during the report 
period.  This is a warning for this report period, but for future work reports a hard 
stop error would be received if the incorrect contributions are reported. When the 
CROQ Report notifies you that a member has made a class election the expectation is 
that the withholding and reporting are updated within one payroll after notification. 
There is a grace period in the ESS system which allows you to report what was 
previously withheld under the Class TG rates prior to reporting the new rate. In that 
case, you may see this warning.
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ADJUSTMENT RECORD ERRORS

31

Work History Adjustments are usually entered to correct previous reporting errors. 
Sometimes different errors display other than what you see when submitting work 
reports. One reason for this is because adjustments are specific to an entire fiscal 
year instead of a single month. 

For example, sometimes a software error will over-report days monthly. At the end of 
the year the accumulation of days can be over 1000. But to get this information out 
of the system it will take a series of adjustments to correct. There are validations that 
prohibit the adjustment of service days in increments greater than 365 days, or 1 
year.
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ADJUSTMENT ERROR: DUPLICATE RECORD ON FISCAL YEAR

Adjustment Error: Duplicate record on fiscal year

-Only one record can be reported for each employee, wage 

type, and fiscal year.  You will see this error when you approve 

your work report and try to do an adjustment in the same day

-Wait until the next day to complete the adjustment

32

This example is the result of attempting to submit an adjustment when a work report 
is in Pending status.  Or, when attempting to add multiple rows for the same 
employee for the same fiscal year, wage type, or employment type.  To resolve this 
error, you should combine the information into one row.  Remember, adjustments are 
specific to an entire fiscal year instead of a single month. 
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ADJUSTMENT ERROR: NO VALID MEMBER CONTRACT

Adjustment Error: No valid member contract

-There is no contract record for that member under that wage 

type for the fiscal year you are trying to adjust

-Check the member’s contract records on the Roster Page

33

Similar to the work reporting error, there must be a corresponding contract record to 
support the transaction you are trying to make. If there is not a contract record for 
the time period or if the contract does not match the wage type you are making the 
adjustment for, this error will display. 

To fix this, you must go to the Roster page and check the existing contract records on 
file for that member. It could be that you’ve made in error in the information 
contained within the adjustment transaction or perhaps a contract needs to be 
corrected before the adjustment is processed. 

If you are attempting to change information that is several years old and there is not 
already a contract to support your transaction, please reach out to your ESC rep to 
assist with the correction. Because there are so many membership classes and rate 
changes, it becomes complicated to make corrections for information that is several 
years old. 
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ADJUSTMENT REMINDERS

▪ Can only remove 365 days at a time if 
correcting service days

▪ For Class T-G, Class T-H, and Class DC 
members there is an additional required 
field called “Payroll corrected in” 

34

A work history adjustment can only remove 365 days at a time.  

When completing a work history adjustment, the Payroll Corrected In field need only 
be completed for class TG/TH and DC members. This field indicates the date that the 
employee was paid the wages. It assists in reconciliation of Voya and PSERS reporting.
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MASS ADJUSTMENT TEMPLATE AVAILABLE

Should you have a situation where a large amount of data needs to be 

corrected, ESC has a Mass Adjustment Template.

The template will help create a file for uploading corrections of multiple 

employees. 

EXAMPLE:  You reported a 10-month employee’s summer pay in the new 

fiscal year instead of the year it was earned.  The template will create a 

file where you remove the wages in the new FY and then add them to the 

correct FY for each employee incorrectly reported. 

35

Whenever you have a challenging situation and you are not quite sure how to correct 
the issue, it is always best to reach out to your ESC Representative for guidance.  ESC 
has tools available to assist you in correcting reporting such as the Mass Adjustment 
Template.  The template will enable you to create an adjustment file to upload into 
ESS.  Similar to a work report upload, you will have to correct any errors before 
submitting.    

In some cases, you will need to do two mass adjustments to make your corrections, 
for example, if Balance of Contract money was accidentally reported in the incorrect 
fiscal year. To make the correction, one mass adjustment file would be needed to 
remove (negative values) the money for each person from the incorrect year, and 
another mass adjustment file would need to be done to add (positive values) into the 
correct fiscal year for each person.

35



ADDITIONAL REPORTING 

GUIDANCE

36

Additional Reporting guidance
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AFTER PROCESSING A WORK REPORT

1. Go to the Work Reports page 
to make sure the report is 
Pending

2. Go to Import Files Page to 
make sure everything went 
through and did not drop off 
the report (Ex. Duplicate 
errors)

3. Go to Transactions Page to 
view amounts owed

37

After processing a work report, the number of rows processed should equal the 
number of rows imported less the header row.  This means all your employees will be 
accepted and processed in PSERS system. If the rows processed does not equal the 
rows imported less the header, some of your employees will not have their wage 
information reported. It can also create additional work in reconciliation of payroll 
versus work reports later down the road and then there is the year end 
reconciliations for member statements.
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CONTRACT RECORDS

▪ Do not change or add contract records for previous years to try 
to clear an error on a report. Call your ESC Representative for 
guidance.

▪ Adding new contract records for an employee working a new 
position is only necessary if position duties or employment and 
wage type have changed.  

Example: Teacher promoted to administrator or PT sub that begins 

working as a FT teacher.

38

Employer should not manipulate or change contract records or add contract records 
from previous years to try and clear an error on a report.  Unless the contract record 
does not match the reporting for wage type or work status.  Reach out to your ESC 
Rep for assistance if a record needs added or corrected.  
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WAIT TO MAKE CHANGES

Please do not make changes to 
contract records until after the 
work report has released.

Wait to make other account 
adjustments until after the work 
report has released to avoid a 
duplicate record error. 

39

This is a good time to express the importance of not changing any contract records or 
completing any adjustments while you have a work report uploaded to the system.   
Changing contract records in the system once your work report is in pending status 
will cause the work report to bounce out of processing and go back to initial status.  
This is because the contract record it is looking for has now been changed.  

Uploading an adjustment that contains any employee that was originally on your 
work report, before the work report has been released will cause the duplicate error 
that happens after you submit the work report for processing.  The system sees you 
uploaded an employee on two files in the same day and will kick out one record 
because you may only report an employee once in a day for the same wage type and 
fiscal year.
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WORK REPORTS

Before adjusting data on the uploaded 
work report, verify work report reflects 
current work status and wage type from the 
Roster Page.

Make sure Roster Page status matches 
payroll software’s status. 

Avoid duplicate error by making sure 
Supplemental pay is reported on the same 
row as the primary base wages.  

40

Do not report base wages for a salaried employee on one line and then supplemental 
wages for the same wage type (salaried) on another line. When you upload the 
report, PSERS will not identify an invalid entry because an open salaried contract 
exists.  During validation, one line will “kick out” as invalid because we will not accept 
two separate entries for the same wage type in a work report.
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WORK REPORTS

41

Terminated employees should have Balance of Contract BOC/SVC 

indicators when reporting wages after the month of termination.

Employees terminating mid-year should have final service reported on their 

last work report (Example: An employee terminates mid-year so 90 days 

are reported with their last work report).

Purchase of Service payments cannot start until the member has an open 

POS receivable.

Do not report Balance of Contract after month terminated without setting BOC/SVC 
indicators to Yes and entering month/year. 

Report service with last work report for employees that have left school employment 
in the middle of the year. Service should be reported based on what the employee 
actually worked in a fiscal year. Service should be reported based on what the 
employee actually worked in a fiscal year.  When reporting for salaried employees, 
make sure not to double report the days with the June work report.

If no POS exists and you are trying to report POS payments for a member an error 
message will appear that will prevent you from submitting this information. 
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COACHES, ADJUNCTS, AND MORE

42

Coaches, Adjunct Professors and many other 

extracurricular employees are stipend/salary employees 

and therefore qualify from day one. 

Contributions must start with first pay for all part-time 

salaried employees including coaches and these other 
types of stipend/salary employees

unless 

they have waived membership online through the MSS 

Portal or their hiring contract is specifically set up as 

hourly or per diem and time sheets are submitted each 

pay period.

Coaches and Adjunct Professors.  Both positions are normally considered part time 
salaried unless their contract is specifically set up as hourly or per diem.  If an 
employee is paid with a stipend, it is most likely a salaried position, and the employee 
should have a PT/Salaried contract record. 
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FISCAL YEARS

43

Only one fiscal year may be reported on a work report except for the July, 
August, and September reports due to 10-month employees BOC paid over the 
summer.  

Example: Teacher receives their 10-month salary over a 12-month pay period.  
The summer pay is earned in the previous FY and should be reported in that year. 
Not the year it is paid.

If an employee works in summer and has extended pay, this employee will be 
reported for two fiscal years over summer.  Summer earnings in current fiscal year 
and BOC in previous fiscal year.

PSERS continues to see errors in reporting teacher balance of contract over the 
summer. This salary is being paid out in the following school year, but it is salary 
earned from the previous school year contract.  A fiscal year is July 1st to June 30th. 

Example: A teacher is paid in July and August 2024 for work done under their 
contract for 2023-2024.  This must be reported as 2024 salary, even though you are 
paying it in the 2025 school year. 

If that same employee also worked in July and August as a summer school teacher, 
then that salary would be reported as 2025 salary in July and August. This is because 
the work was performed after the end of the fiscal year. There would be two separate 
entries each month, one showing balance of contract for 2024 and the other showing 
salary for 2025.
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CONTRIBUTION WARNINGS

Review Warnings: Usually, these warnings are contribution rate 

discrepancies. 

*Contact ESC If you are unsure of why the warning was received.

Recoupment: Adjustments to balance/correct member contributions 

only should not be done because the system charges the correct 

member savings amount.  Corrections should only be made in 

employer payroll software.

44

Warnings – Contributions reported in the work report reflect what was deducted 
from an employee’s paycheck for PSERS contributions. Sometimes the wrong 
contribution rate is being used by the employer.  Sometimes the PSERS side has to be 
adjusted because of breaks in service or other contract corrections. If you believe 
your rate is correct and PSERS is incorrect please contact us immediately prior to 
approving the report.
Whatever the employer reports as wages (Base, Overtime, Supplemental or URCC), 
PSERS will calculate the correct amount for the employee’s member savings account. 
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TIPS TO AVOID CONTRIBUTION WARNINGS

45

Tips to avoid contribution warnings
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DETERMINING CONTRIBUTION RATES AND AFTER-TAX 

WITHHOLDING – ROSTER TAB

Membership class and 

withholding 

requirements

Contribution 

percentages to 

withhold

46

Accurate reporting depends on withholding and reporting employees in the correct 
class with the correct contribution rates.  This is why PSERS recommends employers 
verify new hire membership class, rate and qualification before the employee’s first 
pay.  This ensures you have withheld PSERS and Voya contributions correctly. 
Shown in this slide is how to verify a new hire’s withholding by looking them up 
individually through the Roster Tab in ESS.  After loading the new hire’s demographic 
and contract information, you can search your Roster Tab to review PSERS 
membership class, rate, qualification and ATC if any.  Shown in yellow is the 
membership class and if withholding is required or optional.  Required means you 
must withhold both PSERS and Voya contributions.  Optional means you cannot 
withhold VOYA contributions or report to VOYA for this employee until they qualify 
for membership when contributions will be required.  PSERS contributions are 
optional on non-qualified employees.  You will be notified by a CROQ report after 
reporting the qualifying service to PSERS of the employee’s qualification for 
membership.
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DETERMINING CONTRIBUTION RATES AND AFTER-TAX 

WITHHOLDING – CONTRACT FILE UPLOAD

47

Note:  You can export the 
file to compare with 
payroll

If you prefer file uploads, all withholding information is easily found in the last 
columns of the upload.  Scroll all the way to the right to view columns for 
membership class, rates and withholding requirements.  Again, the blue box is the 
contributions percentages while the yellow box is membership class and required or 
optional.  If you have upload more than a couple of new hires, you may want to 
export these records to compare with your payroll system and ensure you have 
entered all new hires correctly and checked all the necessary boxes for proper 
withholding.
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DETERMINING CONTRIBUTION RATES AND AFTER-TAX 

WITHHOLDING – RELEASED WORK REPORT

48

Click the sort 

arrows to show 

ATC %

By the time you have submitted a work report, it is too late to withhold contributions 
for a different class and rate.  At this point you will want to reach out to your ESC rep 
and see what is the best way to correct the situation. There is also a new column on 
the Total Service Credit Report that shows ATC %. Periodically running this report on 
demand will help you stay up to date with any election changes made throughout the 
year.
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PART TWO

Reconciliation 
of Work 
Reports

Reconciliation 
of Work 
Reports

Payment 
Reconciliation

Payment 
Reconciliation

Reconciliation 
Quarterly

Reconciliation 
Quarterly

Determine 
Amount Due
Determine 

Amount Due
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For part two of todays presentation, we will concentrate on reconciling your records. 
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RECONCILE YOUR WORK REPORTS EVERY MONTH

50

The best thing you can do to avoid any future reporting issues is to reconcile your 
work report each month after the report has been released in the system.
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REPORT STATUS SHOULD SHOW AS “RELEASED” 

ON WORK REPORTS PAGE

51

To determine if your work report has been released you will need to look at the work 
reports page. The Imports Page will not provide this information.  On the top slide 
you can see one adjustment has been released and the April and May work reports 
have been released.  The June work report is still in “Initial” status.  

What does that mean?  Reports may be in one of four statuses.  Initial, Pending, 
Released and Hold.  Initial status means you may still make changes to correct any 
errors.  This report has not been submitted to PSERS.   Pending status means, you 
have submitted the report, but it has not been sent to PSERS yet.  PSERS processes 
and releases reports over lunch and overnight.  Check back on the work reports page 
either after lunch or the next morning to ensure your report has successfully 
released.  Released means PSERS has received your report. 

When discussing errors, it is important to express any errors on a released work 
report have not been received by PSERS.  Warnings have been received but should 
have been reviewed for accuracy.

The final report status HOLD can mean one of two things.  If you miss the subsidy 
deadline for reporting, Employer Accounting will place a hold on all transactions until 
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subsidy has been calculated and released to employers.  This is not a situation you 
want to happen.  This means your district will need to wait until the next quarter to 
receive your subsidy payments.  Another reason for a HOLD is you have submitted a 
court award adjustment.  ESC will review this adjustment and release the hold once it 
is approved as RCC.
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OPEN THE RELEASED WORK REPORT

▪ Open released work 

report from Work 

Reports page.

▪ Click on date.

52

Once your report shows released, open the work report by clicking on the posting 
date
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GO TO SUMMARY TAB/OR TRANSACTION PAGE

Verify totals match your 

payroll file totals.

If the totals do not match, 

you must investigate.

53

Click on the Work Report Summary tab found at the top of the screen.  You want to 
see if the totals for member savings, member pos and the employer share match the 
amounts in your payroll system..  If all these figures match or are only off by a few 
cents, which is probably rounding, you are reconciled and need look no further.  If 
they do not match you will want to investigate.  
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MORE REVIEW

54

Have any transactions 

caused a difference in 

what is owed and what 

was imported into the 

system?

Next look to see if the Due Calculated amount matches the Amount Owed?  If not, 
another transaction has credited the fund.  Before making payment, you will want to 
see what credited the amount due on your work report.  
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EXAMPLE OF 
MEMBER SAVINGS 
PAYMENT CREDIT 
ON WORK 
SUMMARY

55

Here we see a Financial Summary that shows there is a payment for member savings 
already, but the amount does not match the total due, so it is not likely your 
estimated payment for member savings.  This is probably credit from an adjustment.  
You will want to research and see where this credit came from if you were not 
expecting to see it.
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56

To see where the payment 

came from, click on the 

Work Report Transaction 

Details tab

Go to the Work report Transaction Details tab.  Here in red we see the credit in 
member savings is from an adjustment.  It appears this employer is quite behind on 
their member savings as this adjustment was done 8/12/2024 and is crediting a work 
report that was uploaded April 1st and processed May 28th.   To view the adjustment, 
you can click on the Applied to/From or return to the work reports page and filter for 
the transaction number of the adjustment in the identifier.
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EXAMPLE OF 
EMPLOYER SHARE 
PAYMENT ON 
WORK REPORT 
SUMMARY

Here we see a Financial Summary that shows there is a payment for Employer Share. 
This can be a credit from an adjustment or DC reporting or a combination of the two.  
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To see where the payment 

came from, click on the 

Work Report Transaction 

Details tab

58

Here we see from the Work Report Transaction Details tab; this employer share credit 
is for three file uploads of DC reporting.  Here is a good practice to take a moment 
and check to ensure these May DC credits match your Voya files.  If not, more 
investigation should happen.  We will show where to look in Voya’s PayCloud a little 
later in the presentation.

58



Notice:  On the Work Reports page, the released work report only shows 

the four rows processed.  On the Import Files page, you see there were 

originally 21 records. 
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Another reason your totals don’t match could be there were records that dropped off 
your report. To verify all records processed go to the Imports Page.  Where you will 
be checking for added, deleted or rows that dropped off due to errors.  NOTE:  
Dropped rows are not visible on the Work reports page. The released work report 
only shows rows that processed. To view errors, you must review the Impot Files 
Page.
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CHECK THE IMPORT FILES PAGE

60

Let’s take a closed look at the Import File  Page.  The Import Files Page provides 
additional valuable information.  Let’s look at the four different Header 
Status/Process Flags.  
Validated – means you have not submitted this file and you may continue to correct 
the errors on file.  
Processed with Exceptions - means you have submitted the file to PSERS with 
unresolved warnings.    When the process flag is showing as completed, this file may 
no longer be corrected.  
Processed with Errors -  means you have submitted your file but there were 
unresolved errors which did not get submitted to PSERS.  You will need to review 
these errors to determine what dropped off the file.  
Voided  - means you deleted the entire file..

Another great thing about this page is it gives you a quick way to determine what was 
processed by comparing the Rows Imported column to the Rows processed column 
as seen in the blue box.  Rows Imported should be the number of employees you 
imported plus one for the header row and rows processed should be the number of 
employees on your file.  In some situations, you may have deleted or added 
members, you want to verify the new number is as expected.  If the rows imported 
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plus 1 does not match the rows processed, now is the time to investigate why.  
Current payroll information is still fresh in your mind.    We will discuss this in a little 
bit.
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OPEN REPORT IN QUESTION FROM IMPORT FILES PAGE

61

Click on File ID number 

to open work report

Click on File ID number to open a work report.
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REVIEW THE IMPORT SUMMARY

62

The Import Summary box shows the Rows Imported, Invalid Rows and see if you 
deleted any rows or added rows to your report.  Each added or deleted row could 
change your totals making your work report different from your payroll.  For this 
reason, it is a good idea to check this information while the work report is fresh in 
your mind and not three months later when employer share is due.
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REVIEW WORK REPORT ROWS

63

✓Does the number of rows on the import match the     

number of rows on your payroll file + 1 for the header row?

✓Are there any rows that are invalid?

✓Did you delete any rows?  If so, why? Do you still need to 

report these employees? 

✓Did you add any rows? If so, why?

Let’s look closer at what you are looking for when you review the information on the 
Import Summary

Does the valid rows less the deleted row equal what you intended to report? In this 
example if you add 3,959 plus the 12 deleted rows and one invalid row and the 
header does it equal 3973?  Is that the number of rows on your payroll file?

If you deleted rows, do you still need to report these employees?  Review why you 
deleted these 12 rows.  Was it because you could not get the row to process?  Was it 
a duplicate row for supplemental that you added to the employee’s base wage row?  
Was it an error where you reported a retiree?  Was it a newly waived member?  It is 
important to know the answers to ensure you have reported everything that needs to 
be reported.

If you added rows, were they on your payroll file?  Why did you add rows?  Do you 
need to correct something in your payroll system?  Easier to do it now rather than 
wait till next pay when you may have to do adjustments or manual corrections.
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YOU HAVE A HEADER ROW ERROR

If you see zero 
valid rows and all 
your row detail 
status says, “Not 
Processed,” you 
have a header 
row error.

64

Just another review because this happens frequently.  As we talked about in the error 
corrections part of this presentation, when you see a screen that looks like this with 
all your rows unprocessed it means you have an error in your header row.  This can 
happen as you are moving along making corrections and deletions.  If you do not 
validate periodically, the system will not update the detail record count and can 
bounce into a header row error.  If you see this, click the file header tab, notated in 
red and view your error.
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IF YOU HAVE INVALID ROWS – CHECK YOUR ERRORS

65

One thing ESC sometimes sees when reviewing amounts due with employers is that 
they have not gone back and corrected reporting for rows that dropped off their 
report during processing.  This creates a difference in what is paid and what was due.  
And can cause a lot of additional work to back track what happened and where each 
new transaction went.  The longer this goes unnoticed and reconciled the harder it is 
to track.  Let’s see how to find these before that happens.
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ERROR FILTERING ON UPLOAD FILES PAGE

66Note: All data is scrambled

The easiest way is to use ESS filters on the Import Files Page. This slide depicts a filter 
on Any Error or Warning.  The blue circle correlates to the grey bubble in a blue circle.  
Always check your filters that are applied.  

The yellow boxes show where you can find a particular error for each row.  You may 
select one of the errors listed in the yellow box to view only that error should you 
prefer to concentrate on one error type at a time.  
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REVIEW ROWS WITH ERRORS

67

This row dropped off and will need to be 

reported through an adjustment. Employer 

will want to verify the additional wages 

under duplicate wage type.

Click on the 
Error/Warning 
to reveal error

As a matter of routine, you should be going back in to make sure any rows that 
dropped off are reported promptly.  This slide shows a very common error for 
employees who have more than one position.  Some payroll softwares will submit a 
row for each position’s wages, this causes a duplicate row error that is not caught 
until AFTER you submit your work report for processing.  You will want to review 
which position’s wages dropped off the report and do an adjustment to report those 
wages as soon as possible.  Catching these issue early makes it easier to correct.
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DETERMINE WHAT WAS NOT REPORTED TO PSERS

68

▪ Export records with an error by 

clicking “More”

▪ Click “Export Records”

▪ Excel file will appear 

▪ Save file to make your adjustments  

If you have more than one or two errors or you want to maintain a record of the 
errors that dropped from your file, export the filtered results by clicking more.  This 
reveals the Export records button.  Click that to export your errors to an excel file.  
Now you have all the information you need to create the manual adjustments.  Larger 
districts such as Philly uses this method each month.  They have over 20,000 
employees to report and average 200 errors per work report.  They export the errors 
so they can review and make corrections.  Some employers also do screenshots if 
there is just one or two errors.  
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▪ Export deleted 

rows – using filter

▪ Click More and 

“Export Records”

▪ Save file to make 

your adjustments 

after report is 

released  

69

The filters can also be used to export deleted rows.  This gives you the same 
opportunity to have all the details handy as you do your research.

69



VERIFY THE ERRORS 

MAKE UP THE 

DIFFERENCE BETWEEN 

YOUR PAYROLL REPORT 

AND THE WORK REPORT

70

Don’t forget to add up the reporting for any errors or dropped rows.  

70



ROW DROPPED OFF YOUR REPORT BECAUSE IT WAS A 

HARD STOP ERROR

Corrections should be done on an adjustment as soon as possible but not until your report shows 
released on the Work Reports page.

▪ Check to ensure the employee is entered in your 

payroll system at the correct class and rate to avoid 

future errors.

▪ Do your combined work report and adjustment 

totals equal your payroll totals now?

71

Once the adjustments have been completed, the combined totals for the work report 
and the adjustments should match your payroll.  Don’t forget to make sure any 
employee with an error has been corrected in your payroll system so the error does 
not happen next month.
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QUARTERLY RECONCILIATION 

MAKES YEAR END MEMBER 

STATEMENT OF ACCOUNT EASIER

7272

How many here have been through the year end Member Statement of Account 
review?  It can be quite time consuming if you wait till year end to begin looking for 
account discrepancies,  especially for employees who may have left mid year.  If you 
take a few minutes and do a quick quarterly reconciliation you can save yourself a lot 
of time and frustration when member statements are due.
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GENERATE AN ESS EMPLOYER SUMMARY REPORT

73

Let’s look at a way to use excel and your payroll system to reconcile all your 
employees quickly.   First you will want to run a Summary report.  From the home 
page select Generate report.  A new window will open giving six options, select ESS 
Employer Summary Report.  The summary report provides every employee who has 
had any reporting for the fiscal year selected.  The report shows all reporting 
including any adjustments you may have done for terminated employees that are 
credited to the fiscal year you selected.  As a side note, if this happens and the 
terminated employee was terminated prior to beginning of the fiscal year of the 
report, you will want to review that information.  It is possible you reported wages in 
the wrong year.

Please note that a summary report can be generated at any time as many times as 
you would like for any fiscal year to check PSERS work reporting for each of your 
employees. Don't wait until the end of the year to make sure reporting is correct.  
Reconcile accounts at least every quarter to make the year end review easier.
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IMPORTANT

▪ MAKE SURE TO 

SELECT CSV

▪ ENTER THE 

FISCAL YEAR

74

A couple of important reminders when scheduling your summary report.  Make sure 
you select CSV so the file may be filtered or sorted once produced.  Next if you do not 
enter the fiscal year the report will get stuck.  If this happens,  you must wait till the 
next day to schedule a new report.
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OPEN ESS EMPLOYER SUMMARY REPORT

75

Once you receive the 
email alert, your report is 
ready.  Open report from 
Forms and Reports Page.

Your report will be set to run and process.  Once the report has finalized you will 
receive an email alert and the report will show on your Forms and Reports Page as 
“Processed Successfully”  Click on the report to open the report.
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ESS EMPLOYER SUMMARY REPORT

76

Summary report will show everything reported year to date for every employee reported 

to PSERS from July 1 of the fiscal year entered.  Total includes work reports and adjustments 

released to date of the report. The Summary report generates in Social Security number 

order. Generate a year-to-date payroll excel report in Social Security number order to 

easily compare column totals. 

Here is what your CSV Summary report will look like when you open the report.   You 
will want to save it as an excel file so you can keep any changes or formatting you add 
to the report.   Looking at the columns you can see social security number, wage type, 
hours, days, base, URCC if any, OT, Supplemental and a total of all the wages.  If an 
employee has more than one wage type contract, they will have two rows on the 
report.  Once you have this report, you will want to generate a year-to-date payroll 
report from your payroll software.  The report should be in excel and in social security 
order.
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HERE IS AN EXAMPLE FY SUMMARY FROM A PAYROLL PROVIDER  

77

Each payroll provider will have a slightly different format for 

the year end report.  You will want to contact your software 

company to assist you in creating a similar report.

This slide depicts a popular payroll system’s file for year-to-date data. The next step 
will be to sort data on both sheets, so they are in the same order, making sure 
employees with more than one row on one sheet  have the same number of row on 
the other sheet.  If not, you will want to combine totals if not already combined and 
delete extra rows on the sheet with those extra rows.  This sounds difficult, but it 
really is a quick process once you have done it once or twice.  You recognize who has 
those rows and may quickly make the changes..

77



ADD NEW COLUMNS

78

On your Summary 

Report, go to the 

column next to “Total 

Salary” and right click to 

insert a new column. 

Repeat for difference 

column.

Next, we want to have excel do all the math for us.  You want to add two columns 
next to the Total Salary column on the Summary report.  One column is for the payroll 
totals and the other is for the difference.  This slide shows how to add the columns, 
your version of excel may be slightly different but the process should be similar. Right 
click on the column after Total salary and select Insert.  Do this twice to make two 
columns.
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SUMMARY REPORT WITH TWO ADDITIONAL COLUMNS

79

This is what you should see 

after you have added and 

named your columns.

You can label your new columns.  For this to work, both sheets have to have 
employees in the exact same order, do one last review to ensure they are in the same 
order.  Then do a simple copy and paste of the total wages from your payroll report 
onto the Summary report.
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Add the formula: = (Payroll 

Column letter and row) minus 

(Total Salary column letter 

and row)

After adding, copy the formula down 

entire column to reveal differences

In the column added to determine the difference, if any, enter a formula.  In this 
example it is column k minus column j.  After entering the formula in the first row.  
Copy and paste that formula down your difference column.  The result will be the 
difference in what your payroll has for the total wages of each employee and what 
has currently been reported for the employee.  Anything other than a zero needs to 
be addressed.
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ANYTHING OTHER THAN A ZERO NEEDS CORRECTED

WAGES TO BE ADJUSTED SERVICE TO BE ADJUSTED

81

This slide shows you the results.  Highlighted in yellow would be the adjustments that 
should be made to match your reporting to your payroll records.   Notice on the 
Wages to be Adjusted row showing total salary as $4,800 but payroll has the $2,400 
and $2,400 in WNC.  You will want to verify your reporting for this member to ensure 
accuracy.  I recommend the first time you try this method of reconciliation you set up 
a teams meeting with your ESC representative and do it together.  Once you have 
tried it, I think you will find it a huge time saver.  Having accurate reporting keeps you 
from spending a lot of time researching questions and answering emails from PSERS!
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DETERMINE THE AMOUNT DUE

82

82



MEMBER 

AMOUNT DUE

83

If you are not able to 
process the work report 
prior to the due date, you 
will ESTIMATE your member 
savings payment by using 
the payroll file total.

If you are not able to 
process the work report 
prior to the due date, you 
will ESTIMATE your member 
savings payment by using 
the payroll file total.

Remember to go back and 
check your estimated 
payment was correct.

Remember to go back and 
check your estimated 
payment was correct.

PSERS still recommends employers upload their monthly work report before the 
tenth of the following month when possible.  This eliminates having to use the totals 
from your payroll file to make payment to PSERS.  The most accurate way to make 
payment is to verify the total due from your released work report.  In this way you 
will have the exact amount after all corrections on the file have been made. 
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REVIEW THE MEMBER SAVINGS AMOUNT DUE!

If you made a payment based on 

payroll totals review the Work 

Report Transaction Details or the 

Transactions Page to make sure 

the amount you paid on the 10th 

was correct. 

Errors or adjustments may 

have altered your amount 

due.

84

PSERS understands some business offices are not able to process their work report by 
the member savings fund due date and therefore must make payment from what 
their payroll file states is due.  If this is the situation for your office, you will want to 
make sure that you have gone back into the released work report and verified you 
made the correct payment.
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DUE DATES AND AMOUNTS DUE COLUMNS

Member Due Date –
The 10th of the month 

following the reporting 

month. 

For example: The May Work 

report is due by the 10th of 

June for member savings 

contributions and member 

POS installment.

Employer Due Date –
Five days after receipt of the 

Commonwealth subsidy 

issued by PDE for the previous 

quarter. 

For example: Employer 

contribution amounts owed for 

Jan, Feb, March transactions are 

due June 26th.
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Let’s just review the dues dates for PSERS payments.

Member Due Date –
The 10th of the month following the reporting month. 
For example: May Work report employee contributions withheld are due by the 10th 
of June for member savings contributions and member POS installment.

Employer Due Date –
Five days after PA Dept of Ed retirement subsidy check is issued for the previous 
quarter. 
For example: Employer contribution amounts owed for Jan, Feb, March transactions 
are due June 26th. The first quarter payment should include the Jan, Feb, March work 
reports and adjustments that posted Jan, Feb, March.
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FOUR FUNDS ON PNC CASH CON

86

Employer Contributions–  Includes 2 Fund Groups

Member Savings Contributions– Amount ESS calculates based on reported 

wages. Amount should match the amount withheld from member paychecks. 

Member POS Installments- Amount withheld by employer to pay a member’s 

purchase of service. Employers should monitor amounts owed by employee, so 

overpayment does not occur.

Employer Share & Employer Premium 
Assistance Fund - amount 
due calculated by ESS using FY 
employer share rate for FY reported. 

Employer POS Fund -  amount 
includes employer share for 
Purchase of Service for employee 
previously non-qualified service.

When making payments it is important to use the right fund in PNC Cash Con.

Employer Contributions–
Employer share amount due as calculated by ESS using the employer share rate for 
the FY being reported. Amount includes Employer share and Employer Premium 
Assistance Plus any Lump Sum POS payments due for employee purchases of 
previously non-qualified service. It is important to note, all LumpSum POS payments 
be made to the Employer POS fund and not the Employer Share fund

Member Savings Contributions–
Member Savings amount due as calculated by ESS using the combined total wages 
being reported for each member multiplied by their contributions rate according to 
their membership class.

Member POS Installments-
Amount withheld by the employer to pay a member’s purchase of service. Employers 
should monitor amounts owed by employee, so overpayment does not occur. On the 
Work Reports page in ESS, you can view the remaining amount owed by searching the 
Mem POS Balance column of a processed work report. 
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NOTE: Employer POS transactions are paid in a 

separate account from the Employer Share.  

DIFFERENT FUNDS/UNITS AVAILABLE FOR TRANSACTIONS

Member Contributions:
These are contributions withheld by the 
employer for the individual employees.

Member POS:
This is the member's purchase of service that is 
deducted from the employee's paycheck.

Employer POS:
The employer's portion of the POS

Employer Contributions:
The employer's portion of 
retirement contributions.

Shown on this slide are the options in PNC Cash Con for making payments to PSERS.

NOTE: The Employer Contributions Column does not separate the Employer POS 
contributions from the Employer Share, the employer must add all Employer POS 
transactions and make those payments in the correct fund Group on PNC Cash Con to 
avoid having those transaction left unpaid and a credit in the Employer Share fund.  
Making a payment to the incorrect fund can cause you to think you paid something 
when in fact you submitted the payment to the wrong fund.  This could cause 
additional interest charges if not caught before the payment due date.
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THE TRANSACTION PAGE IS YOUR FINANCIAL RESOURCE

88

Here we see a typical Transaction Page where you should be looking for your financial 
information.  The transaction page defaults to Fund Groups. As I mentioned earlier,  
Employer Contributions Fund Group includes the Lump-Sum POS, The Employer 
Share, and Employer Premium Assistance.  Member Savings is the amount PSERS will 
be billing you for employee contributions withheld.  Member POS Installments are 
the payments the employer withholds from employees to pay their share of a 
purchase of service.  

Each Fund Column on the transaction page has a total due at the bottom of the page.  
If there is more than one page of open transactions, there will be a page total and an 
overall total for each column.  It is important to know that not all payments are due 
at the same time, so this total is not necessarily what is due on your next due date.  
To make it easier to determine your amount due, the Transaction Page provides due 
dates for Employer Share, Lump-Sum POS Employer Share and Member Share and 
Member POS.

An easy way to determine the amount you owe is to filter and if needed export from 
the transaction page.
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FILTERING

89

The default filter on the Transaction Page is Open and Hold transactions.  This would 
be all transactions that have an amount due or a credit.  The Hold transaction are 
those that employer accounting has placed on hold for subsidy calculations and will 
be released once those are completed.

Use the filter button on the top right corner to filter or sort the transactions by date, 
type, status, due dates, etc. Click Apply to apply the filter or sort you have selected. 
Clicking Reset will reset to the defaults.
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FIND OTHER TRANSACTION PAGE FILTER OPTIONS

90

Scroll down filter options to locate either 

Member or Employer due date filters.

For member or employer amounts due, Scroll down filter to find Member or 
Employer due date
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FILTER OPTION

91

Here is the result of filtering by Employer due date.  On this slide the employer due 
date is 9/23/2024.  Note the activity and posting dates are all in the second quarter 
with a due date of the third quarter.  On the slide you can also see there is more than 
one page as the totals at the bottom are different.  
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EXPORT OPTION

You can export 

transactions to 

have a paper 

copy or to use 

excel to 

manipulate data
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Some employers need to have paper justification for PNC Cash Con payments, 
exporting the filtered Transaction page will provide you with a list of all transactions 
paid.
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This is what an export of the transaction page without due date filters looks like.  The 
blue column shows the member due date, and the yellow shows the employer due 
date.  You may manipulate this data by due date and use excel to add totals.  This 
method will give you the most accurate an up-to-date amount due for each fund.   
Don’t make the mistake of including the LumpSum POS rows in your payment of the 
Employer Share.  These transactions need to go to the Employer POS Fund as shown 
in a previous slide from PNC Cash Con.  When manipulating the data you will need to 
separate out these rows and determine their total due separately from the Employer 
Share total.  Fortunately, the Member POS and Member Savings have their own 
column.
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EMPLOYER STATEMENT OF ACCOUNTS (SOA)

94

You can view the monthly Member and Employer 

Transactions under your Documents Page in ESS

Employer Statement of Accounts (SOA) are added to your Documents page 
monthly.  These statements are a snapshot of all open transactions. Transaction 
details are listed in separate documents for Member Transactions and Employer 
Transactions.

Statements for both Member and Employer Transactions will be provided in two 
versions, a Summary version to provide beginning and ending totals, and a Detailed 
version to provide a comprehensive listing of the open transactions within the month. 

Member Transaction statements will be available on the second or third business day 
of the month and will include an Amount Past Due, if applicable. Employer 
Transaction statements will be available around the 10th of the month to capture all 
final reporting to the DC plan from the prior month.  Employer Statements will 
include Amount Due & Amount Past Due.
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OPEN AND PAST DUE TRANSACTIONS

95

Generating these two 
reports will help determine 
what is owed

An additional way to view what is owed and what is due is to generate the Open and 
Past Due Employer and Member Transaction report.  You can generate these reports 
at any time as a PDF or as an excel spreadsheet.  These reports display the posting 
date of the transaction, the transaction number, the transaction type, identifier, the 
due date, and the amount owed.  The total amount owed is shown at the bottom of 
the report.    
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MEMBER SAVINGS PAYMENTS
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Now let’s look at determining the amount due for your work report member savings 
and member POS
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REVIEW RELEASED WORK REPORT TRANSACTION DETAILS

97

Do these 
totals 
match 
your 
payroll file 
totals?

Let’s take a quick review.  To figure out the amount you need to pay by the member 
savings due date of the 10th of the month or the last business day prior to the tenth.  
If you are paying only your current work report, you can open the released work 
report and click on the Transaction Details tab.  You are looking to see if the amount 
due is what you expect it to be based on your payroll software file. You are verifying 
once again just to make sure nothing new has credited the report since you 
processed it.  This slide depicts a report with two pages so you will want to look at 
both pages.  Notice on page one there is 88 cent credit for the member savings.   If 
you forget to use this credit when making your member savings payment you will 
receive one of those notices from employer accounting stating your payment amount 
was incorrect.  
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REVIEW YOUR CREDITS AND PAYMENTS-CLICK APPLIED TO/FROM

98

Does this 
payment 
equal the 
amount 
submitted 
to PNC 
Cash 
Con?

Let’s look at another example where there is a substantial credit applied to the work 
report.  This slide shows a payment of $13,958.26 is being credited to the work 
report posted on April 12, 2024.  This credit has an activity date of 3/25/2024 which 
meant it waited until there was debt in the member savings fund where the credit 
could be applied.  This happened when the work report posted on 4/12/2024.  The 
quickest way to see what caused the credit is to click the Applied to/From button 
shown with the yellow box.  This will take you directly to the transaction causing the 
credit.
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Credit on  
second 
page

Original 
payment 
amount

Here we see the original payment of $224,601.57 made through PNC Cash Con on 
3/25/2024.  In looking at the slide, it appears the employer was late in both making 
their payment and in reporting.  Notice the Estimated Work Report with an amount 
due of $218,750.72.  This report is automatically created by ESS when an employer 
has not met their reporting deadline.  It is a place holder for when the employer does 
complete their reporting.  In this instance the estimated work report and the 
payment were made on the same day.   Looking at  page two of the transaction 
details we see the employer processed their work report on April 12, 2024  (several 
weeks late).  This caused the estimated work report to be reversed.  (Point to the 
debit and credit of the estimated report) 

Because the employer paid their member savings amount due prior to processing 
their work report, they also overpaid the member savings amount due by #13,958.26.  
The actual work report had an amount due of $209,360.40 plus there was an interest 
amount due for late payment of $1,282.91.  These were subtracted from the payment 
amount of $224,601.57 which is where the $13,958.26 credit came from on the 
employer’s next monthly work report.

As you can see it can get quite confusing if you miss deadlines or do not reconcile 
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with every work report.  If this employer reconciled their work report after they 
process the report, they will know to expect a credit in the amount due and will be 
prepared to make the adjustment in the amount due on their next member savings 
payment.  If they do not, they may start a rolling credit where this $13 thousand will 
continue to carry over every month as a credit.  The longer it goes the more difficult it 
is to determine where the credit started.  

Point…The time you think you are saving by pushing off reconciling your released 
work report may cost you three times the amount of time you saved.  It is a lot easier 
to find answers early on rather than waiting for the end of the quarter or year.  
Employer will want to go back and see what they were trying to pay with that original 
payment amount.
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MEMBER AMOUNT DUE

Has work report been 

uploaded and released 

before Member Savings 

payment is due on the 10th 

or last business day before 

the 10th? 

100

This slide is a simple one.  Nothing has been credited to either the member savings.   
So nothing has changed your amount due since you uploaded the work report and it 
was released.  As long as this is the same total as your payroll file, there is nothing to 
investigate.  It is always your best practice to verify the amount due before entering 
your payments in PNC Cash Con.  
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MEMBER SAVINGS PAYMENTS – 

TRANSACTION PAGE

101

Now let’s look at determining the amount due for your work report member savings 
and member POS
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TRANSACTION PAGE VIEW AND REVIEW

102

Shown 

here is a 

balance 

due from 

8/10/2024 

– this will 

continue 

to accrue 

interest 

until paid

Another way to verify you are paying the correct amount is to look at your 
Transaction Page.  Here you will find all your OPEN and Hold transactions as the 
default filter.  As a review, open status indicates there is still a credit or debit to be 
paid on the transaction.   Many employers miss making the total amount due by not 
reviewing the transaction page before entering their PNC Cash Con payment.  This is 
an important step, especially if you use the “Oldest Open Receivable” method of 
payment.  Oldest Open Receivable will direct your payment to go to the oldest 
transaction showing on your transaction page for the fund you select in PNC Cash 
Con.  Shown highlighted on this slide is an often overlooked interest charge. An 
interest charge can occur when any open receivables go past their due date.  If this 
employer makes their next member savings payment using the oldest open 
receivable because they have not yet processed their work report by the due date of 
the tenth, that payment will first credit the interest shown on the transaction page 
resulting in a shortage of payment for the member savings account.  If the employer 
never goes back to the transaction page to see if payment was made and if it was 
correctly applied, they will continue to have interest charges as their payments will 
not include the missing interest charges only what their payroll says is due.  
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COMPARE WITH SOA MEMBER OR EMPLOYER STATEMENTS

103

Many employers rely on the Statements produced and dropped into documents 
around the 9th or 10th of the month to make their payments.  Point out the amount 
past due and the credit in Member POS.   In the upper right hand side any past due 
amounts will be shown on your statement.  If there is a past due amount, this is an 
indication you should look for the additional interest charges and make sure they are 
paid.  Making payment from the statement of account, provides a paper trail but it is 
not the most accurate or efficient way to make payment as your SOA is merely a 
snapshot of what your account looked like on the day it was produced.  Should any 
additional payments or reports happen after the statement is created, you could be 
missing credits or debits when making your payments.
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COMPARE EMPLOYER SOA TO TRANSACTION PAGE

104

Your statement is a useful tool for reconciliation and keeping a record of what has 
been paid.  Think of your SOA as a bank statement- you are comparing your 
handwritten check register with what the bank says has cleared your bank for 
payment.  You can use the SOA in the same way.  Depicted on this slide is an SOA and 
an export of the transaction page.  The SOA can be cross referenced with the 
transaction page helping you reconcile amounts due and amounts paid.  
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HOW TO DETERMINE MEMBER POS BALANCE DUE

105

Scroll to Mem 
POS column and 

sort to find 
employees 

making POS 
payments – Scroll 

to Mem POS 
Balance column 

As a reminder, if you see a credit in the member POS (Purchase of Service) past due 
amount, you should be looking for the employee or employees who have overpaid 
their member POS installment.  You will want to go into your last released work 
report and sort by the member POS Balance to find who has a credit in this column.  
POS information will only be displayed in a processed work report that contains 
member POS reporting.  It is your responsibility to create an adjustment reversing the 
overpayment and reimbursing your employee for the overpayment.  

105



REVIEWING DC CREDIT TRANSACTIONS

106

We would be remiss if we did not mention reconciling your VOYA or DC reporting.  

106



TRANSACTION HISTORY REVIEW

107

Review the 

Work History 

page to 

ensure your 

files have 

been 

processed 

and 

accepted by 

VOYA.

Just like you review and verify your work report has been released you also want to 
review the transaction history page on VOYA’s PayCloud to make sure your files were 
successfully processed.  In looking at this slide, none of these files were processed.  
They were submitted but VOYA did not receive them and neither did PSERS.  Files 
containing errors need to be corrected. These files are not accepted as submitted if 
they contain errors. If you do not know how to correct these files, you will need to 
reach out to VOYA and ask them to walk you through correcting the files.  If there are 
files that are no longer required, you will want to make sure they are deleted so they 
do not cause confusion when trying to determine what was reported.
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COMPARE VOYA REPORTING TO TRANSACTION PAGE 

108

File transfer happens over the weekend.  This means you can verify your DC reporting 
has been received by PSERS on Monday of the following week. You will be able to see 
your VOYA credit on the Transaction Page until the corresponding work report is 
processed.  On Monday, you can verify the employer share credit is what you 
expected.  If not, review your VOYA file and compare to the work history found on 
VOYA PayCloud.  This can be done anytime after your report to VOYA but keep in 
mind, VOYA credits will auto apply to the monthly work report corresponding to your 
pay date so they will no longer show on the transaction page as an open transaction.  
In this slide the DC credits are for payrolls dated 11/15/2024 and 11/29/2024.  This 
DC credits will be applied to the November work report and no longer show as open 
transactions on the transaction page once your November work report is released.  
After the credits are applied to the Employer Share for the work report, you will need 
to open the November Work Report Details to see the DC credits.
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DC CREDITS

109

Did you have 
two VOYA 
reports and 
do these 
dates and 
credits 
match 
your DC 
payroll file?

If you have missed your review before the DC credit is applied to your work report, 
fear not.  You can review these credits in the work report Transaction Details from 
your Work Reports page.  This slide depicts 2 DC credits applied to the March work 
report.  In this example you will want to make sure there ais credit for each payroll in 
March.  As in our previous slide you want to verify  the employer share for the DC 
reporting matches what you reported.  As a refresher,  you are paying the 2.5% 
employer share of employee payroll through ACH when reporting to VOYA.  This is a  
partial pre- payment of the total Employer Share amount due. Each quarter.   When 
comparing the activity date to the posting date,  it is usually one month before the 
posting date. ( assuming you reported timely)   This is because you report to VOYA on 
a er payroll basis and report to PSERS after all payroll have been completed or the 
next month.  
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DC PLAN/VOYA 

RESOURCES

WWW.PA.GOV/PSERS

110

In case you don’t know how to reach Voya, the PSERS public web has a page 
dedicated to DC Reporting Resources.  The first topic is Contact the right group for 
your DC Plan Questions. Other important resources include the Reporting to the DC 
Plan training and the Voya PayCloud Training and the Voya PayCloud user guide.
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EMPLOYER CONTACT INFO

Follow on Facebook and X for 

retirement news and investment 

updates.

PSERS Employer Accounting Unit Resource Account

Email Address: RA-PSERSEMPACCT@pa.gov

Hours: 7:30 a.m. to 3:30 p.m. ET Monday – Friday

Assists with general payment and account transaction questions and all 

questions about PNC’s Cash Concentration system, including password resets 

and bank account updates

Assistance from PSERS

PSERS Employer Service Center

1.866.353.1844
Hours: 8:00 a.m. to 4:00 p.m. ET

Monday – Friday

Direct questions by email to your regional 

ESC representative

Assistance from Voya

VOYA Employer Help Line 1.877.806.5652

Hours: 9:00 a.m. to 5:00 p.m. ET Monday - Friday

• Answer general questions about work orders and the Voya 
PayCloud.
• Assist in submitting a work order in the Voya PayCloud 

system.

• Delete work orders that have not posted.

• Assist an employer with submitting a manual negative 

contribution file to Voya’s payroll team.

• Assist an employer with corrections to payrolls.

Voya Dedicated PSERS Payroll

Email Inbox: ID-PSERSS@voya.com

Reference your work order ID and 4-digit 

Employer Code in the subject line.

Provides detailed information or research for work 

order challenges

Emails to the Dedicated PSERS Payroll Email Inbox are 

sent an automatic reply that a response will be 

provided within 24 hours.
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Using the right contact information will help speed your response time!  Your ESC 
Representative is always your first line of contact. On this slide are other common 
contacts for employers. 

The Voya help line can assist with general issues in submitting your work order. If you 
have challenges and need more detailed assistance with Voya reporting contact Voya 
by emailing the PSERS payroll in box

Employer accounting may be reached by email and is only able to assist with 
accounting issues not reporting. Any reporting questions should be directed to your 
ESC Representative.

mailto:ID-PSERSS@voya.com


Region 1-

DeAndre 
Albright

Region 2-

Deanna 
Brown

Region 3- 
Daniel 

Tapia-Ortiz

Scott Rainey and Lynn Sweigard – ESC Regional Office Administrators

EMPLOYER SERVICE CENTER REGIONAL MAP

Region 4- 

Catherine 
(Kate) Nollau

Region 5- 
Kathleen 

Pajtis

Region 6-

Rachael 
Riddle

Region 7-

Jeanette 
Riedel
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There are seven Employer Service Center regions within the state. All regions have a 
dedicated representative to ensure you receive the customer service and training 
assistance you may need.

Not sure who your representative is? When you log into your ESS account, your 
Representative's name will be in the banner at the top of each page.
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ESC IS HERE TO HELP!

IN SCHOOL AND VIRTUAL TRAINING FOR EMPLOYERS

Employer HELP LINE 1.866.353.1844

113

The Employer Service Center (ESC) is your primary and first line of contact for 
questions or if you need help with reporting. 

ESC representatives are available Monday through Friday, 8 AM to 4 PM, to assist 
employers either by email or by the Employer HELP LINE 1.866.353.1844.

ESC representatives are available for in-person or virtual trainings for new monthly 
reporting staff or for cross training any additional staff members. There are also many 
recorded trainings on the PSERS website. 

ESC can assist with basic DC reporting questions, but employers should reach out to 
VOYA for assistance with the Voya PayCloud system.
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THANK YOU!

114

This concludes the 2025 Employer Workshop. If you would like to hear this 
presentation again or if you know of a co-worker who was not able to attend, the 
PowerPoint with speaker notes and a recording of the presentation will be posted to 
the PSERS website under the Workshops page in early June. 
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