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• Be sure you are selecting the correct file/pay period when beginning your contribution submission.

• Missed contributions can be made the same way as regular pay period contributions, they need to be 

submitted on their own file – template available on Voya/PSERS DC Plan Resources Page – One pay 

period is allowed per file. - DC Plan/Voya Resources | Public School Employees' Retirement System | 

Commonwealth of Pennsylvania

https://www.pa.gov/agencies/psers/employers/dc-planvoya-resources
https://www.pa.gov/agencies/psers/employers/dc-planvoya-resources


EXCEPTION FILES ON VOYA PAYCLOUD

 The primary reason you would use this function is due to an employee not being on 

file with Voya’s systems at the time you attempt to upload a contribution file.

 Voya receives demographic info at the end of every week from PSERS. If an 

employee isn’t on file, typically Voya will receive their information by the end of the 

week. It is then recommended to return to the Voya PayCloud system and push their 

contribution through the following Tuesday.

 Check your Transaction History frequently. If your file does not show as “Submitted” 

there is still additional review/steps needed for completion.



Here we can see the SSN of 
the employee Voya does 
not yet have a profile/record 
for. 

Check the “Exclude” box to 
the left of the employee and 
click submit.

If the error is PPT not on file, 
these can usually be 
Submitted the following 
week.



The system will ask if you 

want to create a new 

transaction and continue or 

leave this person off entirely 

if they do not need to be 

reported to Voya.



This will process all employees from 
your original file who are confirmed 
on system and create a second file 
for those employees who could not 
be processed yet. 

Try to process the second file the 
following week. Click “View 
Errors/Warnings” to the right, “edit 
records”, “reset data”, “save”, 
“Continue” and submit from that 
next screen.

PLEASE BE SURE TO work through the 
files that are not showing as 
“Submitted” as these files will not go 
away and need additional review. If 
you look a few days later and see a 
status other than submitted. Please 
review or call the Voya Payroll 
Support Line to troubleshoot.

There is the Voya PayCloud Statuses 
and Warnings/Errors PDF available on 
the PSERS Website in the DC 
Plan/Voya Resources page. - DC 
Plan/Voya Resources | Public 
School Employees' Retirement 
System | Commonwealth of 
Pennsylvania
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https://www.pa.gov/agencies/psers/employers/dc-planvoya-resources
https://www.pa.gov/agencies/psers/employers/dc-planvoya-resources
https://www.pa.gov/agencies/psers/employers/dc-planvoya-resources
https://www.pa.gov/agencies/psers/employers/dc-planvoya-resources
https://www.pa.gov/agencies/psers/employers/dc-planvoya-resources


FILE STATUSES

 Contains Warnings; additional action is needed. Once you have reviewed the Warnings and 

ensured no additional actions are needed, submit the file for processing. Do not move 

warnings to an exception file (exclude them), as there is no correction needed in Voya 

PayCloud (VPC). There may be additional steps needed to correct warnings in ESS (Employer 

Self-Service). Moving the warning records to excluded will result in a File Processing Error and 

require you to delete and resubmit. 

 TIP: Please make sure that you do not ignore warnings. Read them carefully, since there may 

be an error in the participant’s data that is causing the warning. For example, the participant 

(PPT) shows termed. If that is correct, then you can move through the warning. If the PPT is 

rehired, though, this should be corrected in the system. You can still move through the warning 

but make note of what needs to be corrected based on the warning message.



Review the warnings and if everything is correct, click Continue.  You will be brought back to the Transaction 

History Screen where it will show “Submission in Progress” until it goes through the final checks and shows 

Submitted.

When you have a file in “Contains Warnings” and you need to work/submit that file, Click on “View 

Errors/Warnings”



FILE STATUSES CONTINUED



Review the errors and “Edit Records” as needed.  If the Error is PPT not on file, then you can wait until 

the following week to see if they are then on file.  If the name appears on this screen, then the PPT is 

now on file and the file can be submitted. Once you Submit, you will be brought back to the 

Transaction History Screen where it will show “Submission in Progress” until it goes through the final 

checks and shows Submitted.

When you have a file in “Contains Errors”, Click on “View Details”



FILE STATUSES CONTINUED
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REPORTS



BIRT Report and CCA Report



BIRT REPORT

 On-demand report where the user will be able to input custom criteria to produce a report for a 

specific timeframe. 

 For only the user’s location, the report will produce the file number, description, type, submission 

mode, date submitted, payroll date, transaction total as well as the status.

 The user will select either the Submit Date or the Payroll Date radial button as well as the Start 

Date and End Date for the report and click on Generate Report. 
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(Business Intelligence Reporting Tool Report)
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CCA REPORTS

 The CCA Feedback report will only return results for the Locations for which the user 

has access. The user will supply a start and end date to generate the report. The 

report will include the total contributions reported for the specified time period.

 The user will select the Start Date and End Date for the report and click on Generate 

Report. Once the Report generates below, the user may click on the Print button 

which will format a PDF version of the report (CSV coming soon). There is also the 

option to Search the report as well by any of the column headers and inserting a 

value in the Search box.
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(Cash Control Account Report)
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TRANSACTION HISTORY

Updated Column order:
1. Transaction Id 

2. Submitted Date 

3. Payroll Date 

4. Scheduled Date 

5. Transaction Total $ 

6. Status 

7. Division/Location 

8. Transaction Mode 

9. Transaction Type 

10. File Name

Additional Filters on Transaction History Screen
 See red box on screen shot

1. Select Division/Location (Drop down field) 

2. Payroll Start Date (Date/Calendar field) 

Note: Show default selection of 1 month for Start and End date 
fields  



TRANSACTION HISTORY CONTINUED

Once the file is 

uploaded successfully, 

user will be redirected 

back to Transaction 

History to “Review the 

details.” Once reviewed 

“Submit Now” or 

“Schedule for Later” 

and Submit to complete 

your submission.

This is much like the 

confirmation screen that 

used to be in VDG after 

submission.



GENERAL TIPS

 Refund Checks

 If a refund was for an individual employee, the check notes will reference the 

employee’s last 4 of SSN, Last name, First Name. (Example – 1234 Smith, Jane)

 If for a full work order, the check notes will reference the Transaction ID for the work 

order followed by Duplicate Posting (Example – 1234567 Duplicate Posting)

 There is a character limit on this so it’s possible that the last portion may be cut off. 

You can hover to see the full details.

 Adjustments (Missed contributions, After-Tax only transactions) – Identified by file name. 

This will contain Voya’s internal Task ID, VOYA, and the 4-digit Employer Code. 

 Example: t24010162t7_VOYA_1234



GENERAL TIPS CONTINUED

 Text file to Excel file to make edits can be helpful. There is a guide available in the DC 

Plan/Voya Resources to download the excel template for adjustments (statement of account 

season reconciliation may require the use of the manual excel template).

 Updates to banking information and payroll cycles can only be made through the authorization 
agreement for ach debit and payroll reporting form.pdf available in the DC Plan/Voya Resources.

 For assistance with you in real time you may call the Voya Payroll/Employer Support line at 877-

806-5652. For assistance for transactions already processed you may email ID-

PSERSS@voya.com.
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https://urldefense.com/v3/__https:/www.pa.gov/content/dam/copapwp-pagov/en/psers/documents/forms/authorization*20agreement*20for*20ach*20debit*20and*20payroll*20reporting*20form.pdf__;JSUlJSUlJSU!!IOMqlNbgARDDXg!Cz_Ioi3WUmBm5QoyYakOssXX86wJW-CIRmkOF_cBL2hOTEdMxlAX_ExXmqduQKBYEbyA61qqImOsqbjDnVi8mg$
https://urldefense.com/v3/__https:/www.pa.gov/content/dam/copapwp-pagov/en/psers/documents/forms/authorization*20agreement*20for*20ach*20debit*20and*20payroll*20reporting*20form.pdf__;JSUlJSUlJSU!!IOMqlNbgARDDXg!Cz_Ioi3WUmBm5QoyYakOssXX86wJW-CIRmkOF_cBL2hOTEdMxlAX_ExXmqduQKBYEbyA61qqImOsqbjDnVi8mg$
mailto:ID-PSERSS@voya.com
mailto:ID-PSERSS@voya.com


QUESTIONS
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