Section 4

Navigating Employer Reports

The following instructions explain how to access, sort and print reports in the Employer Reports section of ESS.

Types of Reports

The Employer Reports section of ESS contains a variety of reports you can view and complete as needed:

*  Payroll report (Section 5) * Service credit verification report (Section 9)
*  Payroll adjustment (Section 6) *  Accrued verification report (Section 10)

*  Backposting (Section 7) *  Purchase service credit report (Section 11)
* Annual report (Section 8) * Pay date calendar ( Section 14)

* Violation period certification (Section 17)

—
Accessi n g Re po rts ST{S Home Make a Payment Payment History New Hire Notification Reemployed Retiree Notification Deposit & Service Reports Withdrawal Certification
To access a report from the Additional Tools Outstanding Reports Current Obligations
> Direct Debit Set Up &
home page: Number of Due <
P g >  Employer Contacts Report Type Reports Date Description Amount
. > Employment Verification Reports Service Credit 09/12/2023 Payroll-reported contributions due $515.78
1. Click on “Employer Reports” . Veriotion 1 UBr2023 P56 cnplore o inbedy K ok
> Estimated Payroll 09/15/2023 Monthly PSC deductions due 81123
. Accrued Verification A ¥ i
in the banner menu, or >  GASBReports S Payment received - not yet applied 527665
> Online Death Notification Verification Reports 3
H H A | Report 1
2. Click on the report in the > Pay Date Calendar ZimalFapeine
. . > Payroll Summary Certification 2
Outstanding Reports section. S B et = e "
) Request Access Violation Period 1
The Employer Reports screen > Training Regisration Certfication
shown on the next page will > Violation Period Certification
appear. =
News & Alerts
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3. The Employer Reports screen shows a list of work reports. Reports vary by status listed in the Report Status column:
* Initial — This means a report has been posted for the employer to review, edit and complete.
*  Submitted — This means the employer has completed the report and submitted it to STRS Ohio for review and processing.

* Complete — This means STRS Ohio has reviewed the report and all processing has been completed.

?[{.? Home Payment History New Hire Notification Reemployed Retiree Notification Employer Reports Deposit & Service Reports Withdrawal Certification Documents
Employer Reports Help
} To open report:
Trans Type: All NewReport 1. Click "Actions" in the Tools column for the report

Status: v . you want to open.
e - feymentitor 2. Select "Edit " from the drop down menu.

Work Report Status: Initial hd
To print report:
1. Click "Actions" in the Tools column for the report
you want to print.
= 2. Select "Edit" from the drop down menu
Inserted Date Work Report ... Report Status Report Source  Date Released  Pay Date Trans Identifier Trans # Work Report T.... 3. Once the report appears, click on the "Tools"
Actions  07/06/2021 Regular Initial Service Credit ... 06/30/2021 2020-21 Service Credit Verification 228852429 $0.00 column heading.
4. Select "Reports” from the dropdown menu.
5. Click "View Work Report".
6. The report will appear. Click "Print" in the top
left corner of the screen.
7. Report defaults to printing in alphabetical order
by last name.

Tip! The Employer Reports screen automatically displays reports in initial status. To view all reports (initial, submitted and complete), change the Work
Report Status to “All.”
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Sorting Reports

Documents listed on the Employer Reports page vary by status. To find the report you're looking for, you can sort the list in ascending/descending order,

by work report status or by report type.

Sort in Ascending/
Descending Order

1. Place the cursor over the
column you want to sort by.

2. Click the drop-down arrow that
appears next to the column or
click the column heading.

3. Choose “Sort Ascending” or
“Sort Descending” from the
drop-down menu.

Sort by Work Report
Status

1. Click the down arrow in the
“Work Report Status” field.

2. Select the status you want to
search by. Once sorted, only
reports in that status will
appear.
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ST‘S Home Payment History New Hire Notification Reemployed Retiree Notification Employer Reports Deposit & Service Reports Withdrawal Certification Documents
8006 —

Employer Reports

New Report -

Trans Type: All One Time Payment Payment History

Status: ‘ Open ‘ v

Work Report Status: [ Initial [v

Inserted Date_|. | Work Report T...
Actions 06152017 |4 Sort Ascending
Actions  09/27/2017 | %} Sort Descending

Report Status

Report Source | Date Released Trans Identifier ‘Work Report Total -
PSC

06/30/2017 IPP Purchase : 2017-06 168703103 $0.00
PSC 07/31/2017 IPP Purchase : 2017-07 169091741 $312.53

Columns »

Tip! Sort the Inserted Date column in ascending order to find the most recent reports first.

ST‘S Home Payment History New Hire Notification Reemployed Retiree Notification Employer Reports Deposit & Service Reports Withdrawal Certification
s —_—

Employer Reports

Trans Type: Al New Report -
Status: Al v One Time Payment Payment History
Work Report Status: ®
Al
Submitted and Initial
Submitted
[ o B o Sorco— Do Robses oy oo — T it e s oo
Actions 01/10/2017 Inital vice Credit ... 06/30/2005 2004-05 Service Credit Verification 162015698 $0.00
Actions 01/10/2017 Final vice Credit ... 06/30/2014 2013-14 Service Credit Verification 162015703 $0.00
Actions 01/10/2017 Regular Initial Service Credit ... 06/30/2013 2012-13 Service Credit Verification 162015702 $0.00

Tip! Sorting work reports by initial status is the quickest way to find reports ready to complete.
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Sort by Report Type

1. Place the cursor over the column you want to sort by. Then click the drop-down arrow that appears next to the column or click the column heading.

2. Select “Filters” from the drop-down menu.

3. Click the down arrow to choose the report type from the list that appears.
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RS

Home

Payment History New Hire Notification

Employer Reports

Trans Type: Al
Status: All

Work Report Status: Al

- Inserted Date Work Report T... | Report Status

Actions 03/21/2013
Actions 02/06/2010
Actions 02/06/2010
Actions 02/06/2010
Actions 02/06/2010
Actions 03/27/2014
Actions 10/31/2014
Actions 07/13/2012
Actions 12/18/2015
Actions 12/18/2015
Actions 12/18/2015
Actions 12/18/2015

Regular
Regular
Regular
Regular
Regular
Adjustment
Adjustment
Adjustment
Adjustment
Adjustment
Adjustment

Adjustment

Reemployed Retiree Notification

Complete
Complete
Complete
Complete
Complete
Complete
Complete
Complete
Complete
Complete
Complete

Complete

Payroll
Payroll
Payroll
Payroll Izl
Payroll
Payroll

Back Postings
Payroll

ARP

ARP

ARP

Payroll

Employer Reports Deposit & Service Reports Withdrawal Certification

Date Released

New Report -

One Time Payment Payment History

Pay Date Trans Identifier Work Report Total -

41 Sort Ascending /2013 Payroll : 2013-03-26 9430_Payroll_001 1397137...
%l Sort Descending /2003 2003-09-30 9430_Payroll_001 5804228
[ Columns » /2003 2003-10-31 9430_Payroll_001 5804229
Filters » v 001 5804230
12/31/2003 12/31/200 Payroll 001 5804231
03/27/2014 09/30/201 Back Postings [Payroll_001 1470480...
10/31/2014 071317201 AU
07/13/2012 05/11/201 grice Credit Verification Payroll_001 132347016
121812015 10/30/201 PSC
12/18/2015 09/30/201 Accrued Verification
121812015 107301201 EMPIOYer
eal are
12/18/2015 09/30/2015 Payroll : 2015-09-30 Y43U_Payroll_001 1535709...
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139713746
5804228
5804229
5804230
5804231

147048009

149310264

132347016

153570890

153570892

153570906

153570907

$102.86
$972.00
$972.00
$972.00
$972.00
$375.00

$2.12
$697.30
$285.00
$285.00
$131.25
$787.51
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Printing Reports

You can print reports in the Employer Reports section of ESS.

Step 1 S'{S Home Payment History New Hire Nolification Reemployed Retiree Notification Employer Reports Deposit & Service Reporis \Withdrawal Certification Documenis
i ——ployer Reports
On the Employer Reports page: Employer Reports
. M . " Trans Type: Al New Report -
1. Click on “Actions” in the Tools
I for th t t s o i Payment History
column Tor the report you wan SRR P o
to print.
" 1+
2. Select “Edit” from the I e e e e e e 3 i
d d —  Acons 08212018 Regular Complete Payroll 0872018 08242018 CO02 180155320 532325278
r0p' own menu. | Detils 8 Reqular Complete PSC 08/29/2018 08/31/2018 €002 188255381 $150.88
8 Regular Service Credit... 10/27/2009 06/30/2009 C002 187160349 $0.00
The Work Report Editor screen Submit 8 Reguar Service Credt.. 10272000 065202009  C002 187160347 5000
h bel " Adions 080712018 Reguiar Complete Payroll 08132018 08102018 CO02 186755501 $307,942.52
shown pelow will appear. Adions 07242013 Regular Complete Payrol 07302018 072722018 COO2 185360572 5312,078.39
Actions 07/13/2018 Regular Complete PSC 08/02/2018 07/31/2018 C002 184670379 $150.88

Step 2 Work Report Editor

O n th S Work Report Ed itor screen: B Employer: Ohio Local Schools Work Report Type: Regular Report Period:  08/24/2018 - 08/24/2018 # of Participants: 874
Billing Location: 9599 Ohio Local Schools Work Report StatusComplete Identifier: #189155320 - Payrol : 2018-08-2...  # of Rows: 023
H ir n
1. Click on the “Tools” column Report Source:  Payroll Report Start Date: 08/24/2018 Pay Date: 0812412018 Billing Type: Contribution

h ea d | n g Date Released: 0812712018 Date Received: 08/21/2018 Trans#: 189155329 Agreement: 9599 _Payroll_001
User Released:  EXEBATCH Baich No: Updated By: BENLOAD

2. Select “Reports” from the
drop-down menu.

Summary Detail

Barg Unit Id: C002_PY_001 - C002_Payr Exceplion Filter: | please Select

Add Member

3. Click “View Work Report.”

i SSN Participant Report Stop Report Type Record Siatus Pre tax After tax Accrued Annual - Fiscal End /
@ Export Name Dale employee employee il Backposting - Fiscal Start/
4. The report will appear. Click § conribation | contibuton Payol—FisclEnd

fg: Modify 123-45-6789  JOHNSON, S.. 08/24/2018 Payroll Reporti... Released $226 27 s 2018
" H Y/ =
Print” in the top left corner of View Row 123-45-6789  JOHNSON,S.. 0872472018  Payroll Reporti... Released $2408 2018
¥y Revert Settings
the screen. (Screen not ShOWﬂ.) 123-45-6789 JOHNSON, S... 0872412018 Payroll Reporti... Released $498.98 2018

@} Advanced Sort
OHNSON, S... 08/24/2018 Payroll Reporti... Released $249.58 2018

Exception Report

View Work Report
123-45-6789 S ... 082412018 Payroll Reporti... Released $340.94 2019

OHNSON, S... 082412018 Payroll Reporti... Released $322.6 2018

123-45-6789 ... 0812472018 Payroll Reporti... Released $270.18 2018
123-45-6789 JOHNSON, S... 0812472018 Payroll Reporti... Released $437.27 2018
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