Section 5

Payroll Report

The following instructions explain how to submit a payroll report in ESS. If you submit payroll reports through an Information
Technology Center (ITC) or secure file upload, please disregard these instructions.

Submitting a Payroll Report

Step 1

On the home page, click on “Employer Reports” in the banner menu. (Screen not shown.)

Step 2

To enter a payroll report, you will
need to create a new work report.
On the Employer Reports page:

1. Verify the Work Report Status
field is “Initial.”

2. Click the down arrow on “New
Report” and select “Work
Report” from the drop-down
menu.

3. The Generate Work Report
screen shown on the next
page will appear.

ESS Instructions

ST‘S Home Payment History New Hire Notification Reemployed Retiree Notification Employer Reports Deposit & Service Reports
omiis _ 7 k-

Employer Reports /
Trans Type: Al

New Report v

Status: Work Report
Open 24 D Payment History
Adjustment
Work Report Status: Initial N e

- Inserted Date Work Report T... | Report Status Report Source_ | Date Released | Pay Date Trans Identifier

Actions 03/07/2018 Regular Initial Accrued Verifi... 06/30/2017 ‘Work Report: Jul-2016
Actions 01/31/2018 Regular Initial PSC 12/31/2017 IPP Purchase : 2017-12
Actions 01/10/2017 Regular Initial Service Credit ... 06/30/2005 2004-05 Service Credit Verification

Withdrawal Certification

Work Report Total -

171271661 $0.00
171195434 $1,413.78
162015698 $0.00

Tip!Payroll reports and contributions are due to STRS Ohio no later than five business days after the payroll date.
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Step 3

| §T{§ Home Payment History New Hire Notification Reemployed Retiree Notification Employer Reports Deposit & Service Reports Withdrawal Certification Documents

1. Inthe Agreement Name
column, click the box next to
“Payroll” to indicate you want

Employer Reports

New Report -

Trans Type: All

One Time Payment Payment History
to create a payroll report. Status: [open v
o ] Work Report Status: | nitial -]
2. If thisis your school’s first GenerateWorkReport
payroll report, enter the first
date of the payroll cycle in the frotal| |
Actiond] FOr one or more records you may not be able to generate report, please select row level error icons for more details. 50.00
Repart tart Date column, R/l i il il e — |
you h ave previ ous |y Backpostings  10/27/2017 11/01/2008 Back Postings
. (] Service Credit ... 10/27/2017 07/01/2017 Service Credit ...
submitted paer” reports, the [J Purchase Serv... 102772017 091012017 psc
[ 9509Payroll 1012712017 08/01/2017 08312017 Payrol
report start date should - » o
automatically pOpUlate based (] Accrued Verifi. 1012772017 0710112016 Accrued Verif... S
Generate Close
on your last payroll report. i 5 Bl Bl

3. Enter the pay date in the Pay

Date column. This should be
the date of your most recent
payroll.

4. Click “Generate.” This will take
you to the Work Report Editor
screen shown on the next

page.
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Ste P 4 Work Report Editor

Save Apply Cancel

Each member’s na me, SSN and \ﬂﬁployer. 9599 OHIO LOCAL SCHOOLS ~ Work Report Type: Regular Report Period:  08/01/2017 - 08/31/2017 #of Participants: 15
. . Billing Location:  OHIO LOCAL SCHOOLS Work Report Statusinitial Identifier: #012345678- Payroll - 201-8-3 # of Rows: 15
contribution amounts from the Report Source:  Payroll Report Start Date: 08/01/2017 Pay Date: 08/31/2017 Billing Type: Contribution
prior payro| | report will appear. Date Released: Date Received:  08/15/2017 Transt: #012345678 Agreement: 9599_ Payroll_001
User Released: Batch No: 67860 Updated By: WOLFORDT

1. If needed, edit the amount of

Summary Detail

contributions for the current T
payroll by clicking on the Add Member | | Delete Selected
. . . gS—
con t rl b thl on fl e I d . Actions SSN Participant Report Stop Report Type Record Status Pre tax After tax Accrued Annual - Fiscal End / Notes
Name_ Date employee smployee Indicator Backposting - Fiscal Start /
contribution sontribution Payroll - Fiscal End

2. |If contributions are accrued, O emy 12345.6229  TEACHER K.. 08/3122017 Payroll Reporti... Validated $126 S0 Y
i . Uemy 123-45.6789  LEWIS, TONY... 08/31/2017 Payroll Reporti... Validated $1,484.76 50 Y
enter “Y" for yesin the Accrued Uamy 113456787  ADOBE,ELL.  08/31/2017 Payroll Reporti... Validated $387.65
Indicator field (July and August
payrolls only). Otherwise, leave
this field blank. See Tips/on
this page for details. T g  Remmamms | s | ann |
T [Reote | -
3. Review/edit each page of the M []] Page [t [ar2 | [»]0]] 2
report. 1. Review contributions for each member’s current pay.

2. Mark “Y” in the Accrued Indicator field if contributions are accrued.
3. Review all pages of the report.
4. Review report totals to ensure the amount matches your payment.

4, Review the “Report Totals” to
ensure the amount matches

the payment.
Accrued contributions are contributions on compensation earned by June 30 of the fiscal year, but not

5. Ifyou need to add new paid until after July 1 of the next fiscal year.

members or additional entries,

go to Step 5 on the next page. Tips!
6. When your payroll report is * Ifyou are reporting current year and accrued contributions on the same payroll report in July and August, you

complete, click “Save.” You must have two entry lines for the member — one for current year contributions and one for accrued

must save your report even if contributions. (See Step 5 on the next page to add a member to the report.)

no changes were made. You
will automatically return to the
Employer Reports page to
submit the report.

* When you create a new payroll report, the accrued indicator will appear as it was entered on the prior report.
Ensure the Accrued Indicator field is blank if contributions were earned and paid during the same fiscal year. For
example, if your school year begins in late August, payrolls from September to June will not have accrued
contributions so the Accrued Indicator field should be blank.

Go to Step 6.
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Step 5

To add a new member or
additional entries to a payroll
report:

1. Click “Add Member.” This will
create a new blank line in the
report.

2. Enter the member’s SSN or
name in the corresponding
column.

3. Press “Enter” on your
keyboard for a search screen
to pop up or the member’s
SSN/name to appear on the
blank line.

4. Enter all required payroll
information for the member.

See Step 4 (previous page).

5. When you are finished adding
additional entries, click “Save.”
You will automatically return
to the Employer Reports page
to submit the report.

Go to Step 6.

ESS Instructions

Work Report Editor

Save Apply | Cancel

8 Employer: 9599 OHIO LOCAL SCHOOLS  Work Report Type: Regular Report Period: 08/01/2017 - 08/31/2017 # of Participants: 15
Billing Location: ~ OHIO LOCAL SCHOOLS Work Report Status1nitial Identifier: #012345678- Payroll : 201-8-3 # of Rows: 15
Report Source: Payroll Report Start Date: 08/01/2017 Pay Date: 08/31/2017 Billing Type: Contribution
Date Released: Date Received:  08/15/2017 Trans#: #012345678 Agreement: 9599_ Payroll_001
User Released: Batch No: 67860 Updated By: WOLFORDT

Summary Detail
Barg Unit Id: v Exception Filter: | please Select

‘Add Member)  Delete Selected { \4
Actions’ Participant Report Stop Report Type Record Status Pre tax After tax Accrued Annual - Fiscal End / Notes
Name Date employee employee Indicator Backposting - Fiscal Start /
contribution contribution Payroll - Fiscal End
[i Fo) $0

0 03/02/2018 Payroll Reporti... 50

0 emy 12345-6229  TEACHER K. 08/31/2017 Payroll Reporti... Validated $126 S0 Y
0 emy 12346-6789  LEWIS, TONY.. 08/31/2017 Payroll Reporti... Validated $1,484.76 S0 Y
0 emy 113-45-6787  ADOBE, ELI..  08/3172017 Payroll Reporti... Validated $387.65 S0

W/ €| pPage[t Jor2 ||| &

Tip!You cannot add a new member to a payroll report until STRS Ohio has received notification of employment.
Submit a new hire or reemployed retiree notification within 10 business days of the member’s first date on payroll.
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Step 6
Submit the payroll report.

After saving the report, you will
automatically return to the
Employer Reports page.

The report status of the payroll
report will be listed as “Initial.”

To submit the report:

1. Click on “Actions” in the
Tools column for the payroll
report. Then select “Submit”
from the drop-down menu.

2. Click “Yes" to confirm you
want to submit the report.

3. Thenclick "OK.”

ESS Instructions
50-368,7/21/0

ST{S Home Payment History New Hire Notification Reemployed Retiree Notification Employer Reports Deposit & Service Reports Withdrawal Certification Documents

Employer Reports

New Report -

Trans Type: Al One Time Payment Payment History
Status: [ Open ‘ v ‘
Work Report Status: [ nitial [v] Tip!
[ st kR T Rpontats | Repor s | Dt Roses | oy bl s rir | Tars | o ool |
Actions 1012712017 Regular Initial Payroll 08/31/2017 Work Report: Aug-2017 169668940 $1,885.01
/ Details ‘ :
Edit o
@ bd Are you sure you want to submit this work
2 report ?
Delete

The selected work report was submitted successfully.

Tip!Once the report is submitted, it will disappear from your screen. To view submitted reports, change the Work
Report Status field to “Submitted.”
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