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Employer Self Service (ESS) – WVEIS Training 

West Virginia Consolidated Public 
Retirement Board
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Today’s Agenda

Topic

COMPASS AND WVEIS

Discussion Topics

CPRB’s Employer Self Service (ESS)
ESS Admin User Role & Functions
Submit Payroll Schedule 
Process Employer Reports

• Submit Employment Classification & Contribution – File Upload
• Error Correction
• Resources
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Employer Self Service (ESS) Access 

In order to Access CPRB’s Employer Self Service (ESS) 
portal, the employer contact person who will act as ESS 
Administrator will receive login credentials from CPRB. 

Other employer staff members requiring access to CPRB’s 
ESS should contact their ESS Administrator for login 

credentials. 
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Functions the ESS Administrator can perform in ESS. 

ESS Administrator Functions

ESS Administration Functions

Office Locations

Contact Persons

Users
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ESS Administrator Functions
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Adding a New Contact Person – CPRB ID

ESS Administrator Functions
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CPRB ID - Services Tab – Employee Information

ESS Administrator Functions
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CPRB ID - Services Tab – Employee Information

If SSN is entered and returns the following error message, 

please contact CPRB, the person may need to be added to the system.

ESS Administrator Functions
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CPRB ID - Services Tab – Employee Information

Enter SSN – Click Next – CPRB ID shown under Account Information

ESS Administrator Functions
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Enter CPRB ID from Employee Information Results

Click on green Search Button

ESS Administrator Functions
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After clicking on Search, demographic and contact information for the 
person will be shown on screen

ESS Administrator Functions
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Complete the required fields – including the Contact Type

Remember: Primary Payroll Coordinator is who all automated ESS emails 
will go to – click green Submit button when finished

ESS Administrator Functions
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Payroll Schedule 

The Payroll Schedule is critical information that must be 
reported annually to CPRB in order to submit 

contribution reports and payments for the upcoming 
year in a timely manner. 
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To add and view a payroll schedule. 

Demonstration – Manage Payroll Schedule

Payroll Schedule 

Add Payroll Schedule 

View Payroll Schedule 
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Calculating the Payroll Schedule
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Saving the Payroll Schedule
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Adjusting the Payroll Schedule
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Adjusting a specific date on the Payroll Schedule
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Adjusting the Entire Payroll Schedule
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Adjusting the Entire Payroll Schedule

 Red X will delete the entire payroll schedule

 Red Circle cancels the editing
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Adjusting the Entire Payroll Schedule
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Remember: Once you have submitted a report for that plan year,           
the payroll schedule cannot be changed through ESS. 

Please contact CPRB to make any needed changes after that point. 

Updating the Payroll Schedule
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Submit Employer Report
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Submission History
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Submission History – Search by Date Range
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Submission History – Search by Report Date
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Submission History – Selecting a Report
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When an adjustment needs made for a pay period end date previously submitted 
for a member, then the adjustment will be made on the next available report for 
that system. Please only adjust payments made in the 2018 Fiscal Year 
and forward through ESS. 

Prior years will have records converted from our legacy system and adjustments 
for prior years may also require service purchases. Please contact CPRB for 
assistance in making corrections to 2017 and previous Fiscal Years. 

Corrections to service, contributions, wages, etc. can all be performed 
through ESS on a per pay period basis and such corrections should 
always be done whenever a check previously reported to CPRB is voided 
through WVEIS and either re-issued for a different amount, or not re-
issued at all. 

Adjusting a Previously Submitted Record
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Click on the Employer Name and Code
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Detailed List of Employees within the Report
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Uncheck Show Errors Only and Expand Search
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Search by any field if Person is on the Report
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Click on Add New if Person is NOT on Report
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After Add New is Clicked, Enter SSN, Verify SSN
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Once the Person is Already in the Report
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Once the Person is Added or Found in Report

Click the Gear Wheel for Options
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Once the Person is Added or Found in Report

Click the Gear Wheel for Options, Select Contributions from Drop 
Down Menu to adjust Days, Wages and/or Contributions
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After selecting Contributions from Gear Wheel

Uncheck the Show Errors Only box to show any existing 
contribution records for the person in the report, expand search 
icon to see member details, click on Add New
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After clicking on Add New button

Enter the Pay Period End Date that needs to be adjusted and then 
click on Continue, if the Pay Period End Date entered has been 
reported in the past, then you will have the option to edit the 
existing contribution, or to add a new contribution
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After clicking on Add New button

Click on Edit Contribution 
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Adjust the Days Worked or Salary Amount
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Click on Calculate Required Amounts, then Save
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After Record Has Been Saved
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Submitting After Editing or Adding 
Note: the difference between total records and total employees shows  
there is an employee with 2 records 



7/20/2018

23

- 45 -

Adjustment will be shown in Corrections Grid
After clicking on Submit, details are displayed of credit or debit due based 
on the adjusted records within the report. 
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Resources on www.wvretirement.com

 General Resources – COMPASS Online Tutorials
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Questions?

Send questions via email to CPRBEmployerHelp@wv.gov 
Phone: 304-558-1395 or 855-867-3797


