How to resolve incomplete records within
an Employment Classification and
Contribution File

Step by Step Guide for resolving any incomplete records within a
WVEIS/COMPASS report:

Disclaimer: None of the member information shown from screenshots within this guide is real. All
data elements have been scrambled and there is no Pl reflected for any members.



If the green Submit button is greyed out and cannot be clicked because of the below onscreen message:

uatweb01.executive stateofww.gov/4B_SelfService/Employer/Pages/ERDetails.aspx

E ﬂ 4101 MacCorkle Avenue SE B Employer Self Service
" Charleston, West Virginia 25304
R B ‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
I Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

UserGuide Last Login:
ployer Home Report « Services Account - Admin « C@MM

|- Available Forms - v|m
Getting Started > Detalls ¥ EESINELE Payments ¥ Resulis

Report #: Type: Mode:
74736 Employment Classification & Contribution Report File Upload

Instructions: The table below provides you with a summary of your employment classification and contribution report such as total
number of employees in the report, total number of emors, etc. Click on your agency code - name (hyperlink) in the employer column
below to review and update your employees’ demographic, employment classification, andfor salary and contribution information.
Once finished, click on the Submit button to submit the detail report. Please click on the Cancel Report button if you wish to void
your current report.

Employment Classifications And Contributions Report

Summary Report Date Retirement System Status

171886 09/29/2017 TRS Ready

Employer Total Total Total Total Total Total Total Error Report
Records Rejected Errors Employees Salary EECON ERCOMN
001100 - GILMER 132 a 12 134 £217.201.21 51303817  $7.1627%  Emor Report
COUNTY BOARD OF
EDUCATION
C  Cancel Report Contribution Totals by Pay Period Report Contribution Details by Pay Period Report m

m Cannot submit details

because there are some
enroliments without
contributions or there
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shall under no circumstances be lisble for any actions faken or omissions mad
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to ensure each session ended securely.
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Click on the Agency Name and Code underlined in blue, this is a hyperlink that will take you to the
following page and the Show Errors Only checkbox will be checked by default.

Qmpdfqubfwuatwebﬂl.a(ecu‘ti've.staimhw.gwfd-B_SelfSenrice,fEmpIo}rer,-"Pages_fERDetails.aspx

C | P 4101 MacCorkle Avenue SE £ Employer Self Service
Ll

Charleston, West Virginia 25304 mﬁm - .
MB Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov | UserGuide Last Login:
Employer Home Report + Services « Account - Admin ~ C@M PASS
[~ Available Forms - | EEEE

Getting Started =~ Detalls » REEINRENTE2 Payments Results
Report #: Type: Mode:
74736 Employment Classification & Contribution Report File Upload

Instructions: Click on Action ¥ menu to update demographics, employment classification or salary/confribution information for an
employee. To search for an employee, click onthe ¥ Icon and enter SSN, CPRB 1D or name in the Search Employee section fo
search for an employee within the report. To add a new employee to the report, click on the Add New button and enter the pertinent
details.

Check the Show Emors Only O Icon to review the employees with errors or uncheck the Show Ermors Only O lcon to display all of the
employees within the report.

Izon in Employee Details will allow you to view any contribution information for an employee. You can select the radio button to
review any errors for the employee. Select the Delete opfion from the Action £F menu to delete an employee conftribution detail from
the report. Once you've updated all employees, please click on the Return to Submit Detail bution to submit the report.

001100 - GILMER COUNTY BOARD OF EDUCATION / Employment Classifications And Contributions Report

Search Employee

h g
Employee Details ["] Show incomplete records only [+] Show Errors Only
Actions Last Name First Name CPREID Birth Date SSN Error Count

O B - BEDARD EARL 551231 01/2311967 XHX-XH-6594 3 (E=2)(C=1)
O 5 - CAREW LARRY 531226 0B/06/1975 XOHOK-XH-4584 2 (E=2)(C=0)
9] & - DUGGAN HANS 526931 06/19/1939 FOHH-XH-9524 2 (E=2)(C=0)
O - FORSYTHE ALEXUS 530753 09/2711957 XOHX-XH-3434 2 (E=2)1(C=0)
9] &~ GARRARD BRADLEY 343633 1041211970 JOR-XH-BTEL 1(E=1)(C=0)

O & - HODGKINS AL 540963 10/11/1966 OOK-XX-9718 1(E=1)(C=0)



There is a new checkbox that has been added that says Show incomplete records only. If you uncheck
the Show Errors Only box, and check the Show incomplete records only box, then any records that do
not have any contributions attached will be displayed as below:

G__l!lp:ﬂqxbfwuamebﬂl .executivestateofwv.gov/4B_SelfService/Employer/Pages/ERDetails.aspx

C | P 4101 MacCorkle Avenue SE & Employer Self service
L Porter Copp

Charleston, West Virginia 25304
Mﬁ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRE@wwv.gov
Employer Home Report - Services « Account ~ Admin ~ C@M PASS
[~ Availavle Forms — v | EEEEE

001100 - Gilmer County Board Of Education

._UserGuide Last Login:

Getting Started - Detalls » Summary ¥ Payments 2 Results
Report #: Type: Mode:
74736 Employment Classification & Contribution Report File Upload

Instructions: Click on Action £¥ menu to update demographics, employment classification or salary/contribution information for an
employee. To search for an employee, click on the ¥ Icon and enter SSN, CPREB 1D or name in the Search Employee section o
search for an employee within the report. To add a new employee to the report, click on the Add New button and enter the pertinent
details.

Check the Show Errors Only O lcon to review the employees with errors or uncheck the Show Errors Only 0 Icon to display all of the
employees within the report.

Icon in Employee Details will allow you to view any contribution information for an employee. You can select the radio button to
review any errors for the employee. Select the Delete option from the Action F menu to delete an employee confribution detail from
the report. Once you've updated all employees, please click on the Retum to Submit Detail button to submit the report.

001100 - GILMER COUNTY BOARD OF EDUCATION / Employment Classifications And Contributions Report

Search Employee

Y
© Add New
Employee Details [+] Show incomplete records only [_| Show Errors Only
Actions Last Name Eirst Name CPRB ID Birth Date SSN Error Count
O & - Courtney Chrissy 02/24/1980 HHH-XX-5044 0 (E=0) (C=0)

Display Records 1D Page 1 0Of1 4 Prev Next P

Continue to Contributions

Return to Submit Details »




If you click on the plus sign next to the Action gear wheel, then an empty row will expand:

O__i!ip:ﬂqxbfwuatwebﬂl .executive.stateofwv.gov/4B_SelfService/Employer/Pages/ERDetails.aspx

& | P 4101 MacCorkle Avenue SE & Employer Self Service

Charleston, West Virginia 25304 e s e - .
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wwv.gov
Employer Home Report « Services Account « Admin - C@MPASS
[ Available Forms — | LN

| UserGuide Last Login:

Getting Started - Detalls & REEINNERTEZ Payments ¥ Resulis
Report #: Type: Mode:
74736 Employment Classification & Contribution Report File Upload

Instructions: Click on Action £ menu fo update demographics, employment classification or salary/contribution information for an
employee. To search for an employes, click on the T Icon and enter SSN, CPRB ID or name in the Search Employee section to
search for an employee within the report. To add a new employee to the report, click on the Add New button and enter the pertinent
details.

Check the Show Ermors Only O Icon to review the employees with ermors or uncheck the Show Errors Only O Icon to display all of the
employees within the report.

Icon in Employee Details will allow you to view any contribution information for an employee. You can select the radio button to
review any erors for the employee. Select the Delete opfion from the Action ¥ menu to delete an employee contribution detail from
the report. Once you've updated all employees, please click on the Retumn to Submit Detail button to submit the report.

001100 - GILMER COUNTY BOARD OF EDUCATION / Employment Classifications And Contributions Report

Search Employee

T
© Add New
Employee Details [+] Show incomplete records only [_] Show Errors Only
Actions Last Name Eirst Name CPRE ID Birth Date SSN Error Count
O = & - Courtney Chrissy 02/24/1980 HOO-X0(-5944 0 (E=0) (C=0)

Contribution Pay Salary EECON ERCON Position Job Payment
Group Period Status Position Reason
Display Records 1D Page 1 Oof1 4 Prey Next P

This generally happens when the person has more than one contribution row in the file, and one of
them is empty. It is unclear why this is happening and we are currently researching how this occurs.



If the member should have contributions reported and already does have one row with the correct
salary, days and contributions, but also has one blank contribution row, then we can delete the empty
contribution row from this screen, by selecting the Delete option from the Action gear wheel:

O http:/fcprbfwuatwebll executive stateofww.gov/4B_SelfService/Employer/Pages/ERDetails.aspx

Check the Show Errors Only O Icon to review any emrors associated with the employee or uncheck the Show Errors Only O Icon to
display all contribution details for the employees within the report.

You can select the radio button to review any errors for the employee. Select the Delete option from the Action £F menu to delete an
employee's confribution detail from the report. Once finished, click on the Details button above to return to the Search Employee
SCreen.

001100 - GILMER COUNTY BOARD OF EDUCATION / Employment Classifications And Contributions Report

Employee Contributions

=

Employee SSN: 233 - 17 - 5944 CPRB ID:
First Name: Chrissy Last Name: Courtney
FPayment Reason: — Select —

Employee Details [Ishow Errors Only
@] o~ Courtney, 09/08/2017 TRSPLN9 Regular $1,500.00 §90.00 511250 ] 2
Chrissy Pay
& Update
S Copy
X Delete v
< >

Display Records 1D Page 1 of1 4 Prev Next b

£ Employment Classifications

West Virginia
Consolidated Public Retirement Board

wanw wretirement com




An incomplete record can also happen when a person has been deleted off the file and re-added
without continuing to the Contributions. The Contributions can be added for an incomplete record:

Qi_llp;ﬂq:lbhvuatwebﬂl.a(ecmh:e.staieofwu.gwﬁE_SeIfSer\ricefEmployer[Page:;’ERDetaiIs.aspx

& | P 4101 MacCorkle Avenue SE £} Employer Self Service
U
Charleston, West Virginia 25304 b4 ——

Mﬁ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov
Employer Home Report ~  Services - @ Account ~ @ Admin - C@MPASS
[ Available Forms - w |m

| UserGuide Last Login:

(e ESENCH I w1 S Il Summary » | Payments ¥ Results
Report #: Type: Mode:
74736 Employment Classification & Contribution Report File Upload

Instructions: Click on Action £ menu to update demographics, employment classification or salary/contribution information for an
employee. To search for an employee, click on the ¥ Icon and enter SSN, CPRB ID or name in the Search Employee section to
search for an employee within the report. To add a new employee to the report, click on the Add New button and enter the pertinent
details.

Check the Show Emrors Only O Icon to review the employees with errors or uncheck the Show Errors Only O Icon to display all of the
employees within the report.

Icon in Employee Details will allow you to view any contribution information for an employee. You can select the radio button to
review any errors for the employee. Select the Delete option from the Acfion £ menu to delete an employee contribution detail from
the report. Once you've updated all employees, please click on the Return to Submit Detail button to submit the report.

001100 - GILMER COUNTY BOARD OF EDUCATION / Employment Classifications And Contributions Report

Search Employee

T
© Add New
Employee Details [~ Show incomplete records only [_| Show Errors Only
Actions Last Name First Name CPRE ID Birth Date S58N Error Count
9] B | o - ‘ Courtney Chrissy 02/24/1980 HOHK-XX-5944 0 (E=0) (C=0)

#_Demographics

Contr ) . EECON ERCON Position Job Payment
Grou| #_Employment Classification Status Position Reason
#_Contributions
®_Delete

Display Records 1|II Page 1 0f1 4 Prey Next »



Clicking on the Contributions option from the drop down will take you to the following screen:

mequllhmuatwebﬂl.m(ecu'twe.staienfwu.gwfd B_SelfService/Employer/Pages/ERDetails.aspx

E P 4101 MacCorkle Avenue SE

' Charleston, West Virginia 25304
R B | Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
| Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov |
“Tserzuide La=t Login:

Employer Home Report ~ Services ~ | Account » | Admin -« C@Mmss
[= Available Forms — | L

ﬂ, Employer Self Service
Porter Copp
001100 - Gilmer

Board Of Education

Getting Started >~  Detalls » EESININELEESZ Paymenis Resulis
Report #: Type: Mode:
74736 Employment Classification & Contribution Report File Upload

Instructions: To add new contribution information for an employee (for example to add contribution details for a newly hired
employee, to add an overtime salary for an employee etc.) to the report, click on the Add New button and enter the pertinent details.
Check the Show Errors Only O Icon to review any errors associated with the employee or uncheck the Show Ermors Only O Icon to
display all contribution details for the employees within the report.

You can select the radio button to review any errors for the employee. Select the Delete option from the Action £ menu to delete an
employee's confribution detail from the report. Once finished, click on the Details button above to return to the Search Employee
SCreen.

001100 - GILMER COUNTY BOARD OF EDUCATION /| Employment Classifications And Contributions Report

Employee Contributions ¥
@ Add New
Employee Details MIShow Errors Only
Actions Name CPRB Pay Contribution Payment Salary EECON ERCON Ermrors
1D Period Group Reason

Your Search within this report did not produce any results.

€ Employment Classifications

West Virginia

Consolidated Public Retirement Board

www. wvretire ment eom formation herein

eliance on any inform

h reliance. Use the Log Out button

Because there is no contribution row for this member, and the Show Errors Only checkbox is checked,
we see the message “Your search within this report did not produce any results.”



To add a contribution for the member, click on the green Add New button and this will launch a pop up
window for you to enter in the pay period end date for the salary and contributions you wish to report.

.
Details.aspx i (@) COMPASS - Self Senvi

Add/Edit Employee Contribution:

Instructions: Enter Pay Period End Date and then click on Continue button to add a confribution detail for an employee. Please refer to your payroll schedule to review the Pay Period End Date(s) for the
report date that you want to report. If you want to submit corrections for a previously submitted report, please enter the Pay Period End Date that needs to be corrected and then click on Edit Contribution
button to update the previously submitted contributions.

Search Member

Pay Period End Date: *

Once you enter the pay period end date, and click on Continue, you will be taken to a pop screen to
enter in the salary, days worked and contribution information for the member.

(D) COMPASS - Self Service

Add/Edit Employee Contribution:

Instructions: This screen will allow you to enter salary and contribution information for your employees. After entering salary, click on the Calculate Required Amount button to calculate contribution amount
You can view employment classification details pertaining to the employee under Employee Information section. While updating your empioyee's information you may encounter efrors which will be displayed
in the Error Details section. These errors are classified into three categories of eror severity: information, wamings and erors. Validations with the severity of information will allow the record to be saved
without requiring any action. Wamings may require an action or can be overridden by clicking the Override Waming Oto save the record and proceed. Erors must be resoived and require a user action.

Error Details [] Ovenide Wamings

Message Category

Employment Information

Contribution Group  Job Position  Position Status BeginDate EndDate EndReason ContractDays ~Sch.Hrs. Payroll Frequency PaymentType Typeof  ROP
Per Day ROP

TRSPLN9 Teacher Permanent Full Tme  12/01/2017 8 Semi-Monthly Yearly $38,000.00

Detail Record Information

CPRB ID:




If the person is in your file twice, and already has a contribution reported for that same pay period end
date, then you will see the following error message when you try to add the contribution record:

() COMPASS - Self Service x

Add/Edit Employee Contribution:

Instructions: This screen will allow you to enter salary information for your employees. After , elick on the Calculate Reguired Amount button to calculate contribution amount.
You can view employment classification details pertaining to the employee under Employee Information section. While updating your employee’s information you may encounter errors which wil be displayed
in the Error Details section. These errors are classified into three categories of error severity: information, wamings and errors. Validations with the severity of information will allow the record to be saved
without requiring any action. Warnings may require an action or can be overridden by clicking the Override Waming Oto save the record and proceed. Errors must be resolved and require a user action.

Following errors were found during record validation.

Ervor Details [] Override Warnings

Code Message Severity Category

ER0043 Duplicate payment reason of Regular reported for the same Pay Period End Date for the same Member (ER0043) Error Money

Employment Information

Contribution Group  Job Position  Position Status Begin Date  End Date End Reason ContractDays Sch.Hrs. Payroll Frequency PaymentType Typeof —ROP
Per Day ROP

TRSPLNG Teacher Permanent Full Time  09/01/2017 200 8 Semi-Monthly Yearly $36,000.00

Detail Record Information
CPRB ID: suffix:
SSN: XXX-XX-5944 Gender: M
Prefix: Date of Birth: 02124/1980
First Name: Chrissy Report Date: 92012017

Middle Name:

Last Name: Courtney

ER0043: Duplicate payment reason of Regular reported for the same Pay Period End Date for the same
member.

If you close the pop up window, by clicking anywhere outside of it, or clicking on the Close button on the
bottom right or clicking on the X in the upper right, you will be returned to the screen with no
contributions showing.

Click on the Return to Employment Classification button on the bottom left of the screen.

You will be returned to the list of incomplete records only, since that is the last checkbox selected.
Uncheck the Show incomplete records only checkbox.

Expand the search fields by clicking on the filter icon. Search using any of the fields available for the
member that had ER0043.



Click on the plus sign next to the Action gearwheel and you should see the below result:

o http://cprbfwuatweb(l.executive stateofwy.gov/4B_SelfService/Employer/Pages/ERDetails.aspx

Edit View Favorites Toels Help

LECIEE I Summary ¥ Payments 2 Results

Report #: Type: Mode:
74736 Employment Classification & Contribution Report File Upload

Instructions: Click on Action £¥ menu to update demographics, employment classification or salary/contribution information for an
employee. To search for an employee, click on the ¥ Icon and enter SSN, CPRB ID or name in the Search Employee section to
search for an employee within the report. To add a new employee to the report, click on the Add New button and enter the pertinent
details.

Check the Show Errors Only O lcon to review the employees with errors or uncheck the Show Errors Only O Icon to display all of the
employees within the report.

Icon in Employee Details will allow you to view any contribution information for an employee. You can select the radio button to
review any errors for the employee. Select the Delete option from the Action £ menu to delete an employee contribution detail from
the report. Once you've updated all employees, please click on the Returmn to Submit Detail button to submit the report.

001100 - GILMER COUNTY BOARD OF EDUCATION / Employment Classifications And Contributions Report

Search Employee

-

Employes SSN: - - CPRB ID:
First Mame: Last Mame: courtney
Search by Confribution Group: Select Contribution Gr‘oup

More

Employee Details [] Show incomplete records only [ | Show Errors Only
Actions Last Name First Name CPRE ID Birth Date SSN Error Count
(OB 5~ Courtney Chrissy 027241980 KOUK-KX-5044 0 (E=0) {C=0)
Contribution Pay Salary EECON ERCON Position Status Job Payment
Group Period Position Reason
TRS Plan 9 09/08/2017  1500.00 90.00 11250  Permanent Full Teacher Reqular Pay g

Time



