Frequently Asked Questions (FAQ)

Payroll-Based Employer Reporting and 
Maintenance (ERM) application

Wage & Contribution (W&C) File Upload Layout Information
What is the Wage & Contribution File?

It is a file that can be used by employers to upload W&C information for their employees rather than manually entering data in the ERM application screens. Employers can upload their W&C data created from their payroll or other system that maintains payroll information. To use the upload feature, employers need to use the new file layout specifications located here.  
What if I have an external payroll vendor?
Provide the new file layout specifications, found here, to your external payroll vendor. They should be able to develop a file based on the required layout. To assist in this process, we are planning a Q&A session for payroll vendors and/or payroll personnel in September 2011. More information is forthcoming.  
What if we process payroll internally?
If you process payroll internally, we are happy to work with you to ensure your file meets the requirements.
Will the layout be different than what I am currently using to send W&C information to PERF/TRF?

Yes, the layout will be different; however, most of the required information will be the same or similar. Because the layout will be different, employers wishing to continue using the upload feature will need to adopt the new file layout, located here.
 What if I don’t use a file upload to report my W&C information to PERF/TRF?

TRF employers currently using TRF Interactive: If you currently enter/key your W&C information directly into TRF Interactive, ERM will allow you to enter the information directly into a screen in ERM. This is ideal for employers with a small number of employees; however, for employers with large numbers of employees, the file upload helps them easily report transactions to TRF.

PERF employers currently using PERF Online and the Excel spreadsheet with macro feature: ERM will allow you to enter/key your W&C information directly into our system instead of the Excel spreadsheet. This is ideal for employers with a small number of employees; however, for employers with large numbers of employees, the file upload helps them easily report transactions to PERF.

PERF and ’77 Fund employers currently sending in paper reports: If you currently send in paper W&C reports, plan now and make the necessary arrangements to start reporting electronically: this is mandated through recent legislation. 
ERM will allow PERF and ’77 Fund employers to enter/key wage and contribution information directly into a screen in the ERM application.  This is ideal for employers with a small number of employees; however, for employers with large numbers of employees, the file upload helps them easily report transactions to PERF.
If I am a ’77 Fund employer and want to use the file feature, can I do so?

Yes, ’77 Fund employers also have the option of uploading a W&C file. The file must meet the required layout format in order to be submitted. Details on the file layout are available here.
Do I have to enter this information every time I do a payroll report?

No! If you use the ERM application to enter your W&C information rather than using a file upload, once you have submitted a report, ERM will allow you to use that report as a template for a new report. Because a previous report is being used, employees’ personal information such as Social Security number, Pension ID, name, etc. will pre-populate. You may edit this information as necessary; however, you must enter wage and contribution information for each submission.
What do I need to do now?

PERF and TRF have released the layout for the W&C file. It can be found here. This should be provided as soon as possible to your payroll vendor and/or internal payroll staff, depending on how each employer processes payroll. Make sure staff involved in payroll understands exactly what needs to be done. 
When will we need to use the new file layout?

ERM is scheduled to launch Spring 2012. To make sure your file layout is ready, it is a good idea to begin working on it as soon as possible

How will I know if my file layout will work?

Employers will have the chance to test their file layouts in a practice environment during the soft open scheduled for March 2012. Employers can make corrections to their file layouts before the scheduled go-live Spring 2012.

What if I have questions regarding ERM?

Employers can send us questions related to ERM by visiting this link. The drop-down menu on this page allows employers to initiate an email regarding a specific area of ERM. Questions will be gathered and answers will appear in FAQs and future editions of Employer Update. If you have not signed up for Employer Update, you may do so here. For questions not relating to ERM, you may contact us here.  
Will we receive more information from PERF/TRF about other changes related to ERM?

Yes. We want employers to receive all information necessary to ensure ERM is launched smoothly. Our main method of communicating with employers is through Employer Update, our targeted email-based newsletter. Everyone impacted by ERM should receive this newsletter. If you, or someone involved with pension plan administration, are not currently receiving Employer Update, sign up here for this free e-newsletter. Please ensure our email address is not sent to your spam folder. 
I still don’t understand how ERM will work or what I need to do. Will help be available? 

PERF/TRF will provide comprehensive ERM training in January and February 2012 prior to the soft open scheduled for March 2012. Ongoing employer support will follow the launch of the ERM application. A variety of training resources will be provided to address different learning styles.  
