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Use the Employer Reporting in ERM — Employer User — Accessing Employer Reports
Quick Reference Guide (QRG) to identify the functions = TYpEs O EmReEr Reporis
of the various employer reports in the ERM
application.

Accessing Employer Reports

To access employer reports:

1. Access the ERM application. Choose the Employer Reports hyperlink in the left-hand side Navigation
Menu to access the Employer Reports screen.

2. Choose the report you want to view from the list on the screen (Figure 1). Reports can be customized
to return specific data based on the parameters entered. Each report contains a high-level summary of
the report contents and a detailed report. Reports can be printed or displayed in Excel format.
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The following is a listing of available

reports and their functions: _ o
Figure 1: Employer Reports Listing

Member Management Reports

® Member Enroliment Report
Use this report to monitor membership records. This report displays unique member identification
information (Pension ID, etc.), member account status, Fund, member enrollment record information
and relevant effective dates.

®* Member Maintenance Report
Use this report to review member maintenance information, such as Life Events or a member’s
Submission Unit status.

e Member Service Credit History Report
Use this report to find overall service totals for each fund in which a member has participated.

Wage and Contribution Reports

e Annual Wage and Contribution Report
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Exception Reports
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This report provides year-to-date
contribution totals by Submission Unit

Figure 2: Wage and Contribution History Report
or by member. g g yRep

Wage and Contribution History
Report

This report (Figure 2) displays wage
and contribution transactions (regular
and adjustments) submitted in the ERM
application for a specific Submission
Unit during a date range or for a
specific member.
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Member Enrollment Exception Report

Use this report to aid in the process of resolving member enrollment exceptions. This report includes
information that identifies the member, Submission Unit, exception description, exception field(s) and
transaction date. Refer to the Member Management User Manual for instructions on resolving member
enroliment exceptions.

Member Maintenance Exception Report

Use this report to aid in the process of resolving member maintenance exceptions. This report includes
information that identifies the member, Submission Unit, exception description, exception field(s) and
transaction date. Refer to the Member Management User Manual for instructions on resolving member
maintenance exceptions.

Wage and Contribution Exception Report

Use this report to aid in the process of resolving wage and contribution exceptions. This report includes
information that identifies the member, Submission Unit, exception description, exception field(s),
payroll date and due date. Refer to the Wage and Contribution User Manual for instructions on
resolving wage and contribution exceptions.

Other Reports

Security Report

Use this report to generate a list of active ERM Employer User information, including names, email
addresses and security roles/access.

Sub Unit Contribution Details History Report

Use this report to access submission unit contribution details such as contribution rates and
covered positions for all funds as well as certified salaries for the 77 Fund.
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