MmyETF Employer Reporting Confirmation

Manual Work Report Instructions

= Important: The purpose of Confirmation is to test your ability to submit payroll
information. It is for testing purposes only and will not be used to set up
employee data in myETF.

= Employers who intend to submit payroll information manually in myETF should
follow these steps. Employers who will submit payroll information on the Payroll
File should follow the steps outlined in the myETF Employer Reporting
Confirmation File Upload Instructions.

= These instructions explain how to successfully create and submit work reports
manually. Please make sure you complete all steps listed in this document.

= The employees you submit on the manual work report you will create for
Confirmation (testing) must be entered as new hires during the reporting cycle
you are testing even if they already exist in ETF’s systems. For example, if you
confirm (test) a work report for a July 1 — 31, 2017 monthly reporting cycle, you
must enter all employees on the work report as new hires starting employment
with you between July 1 and July 31, 2017.

* Please see the myETF Solutions document on the myETF employer web pages
for important and up to date information on known issues and work arounds
needed for testing purposes.



http://etf.wi.gov/employers/images/myETF_SolutionsForEmployers.pdf

myETF EMPLOYER REPORTING CONFIRMATION
MANUAL WORK REPORT INSTRUCTIONS

Step1-Log In

1) Use your internet browser to access myETF Employer Online Services for Confirmation.

2) Enter your IAM user name and password. If you don’t have an IAM user name and
password, please complete and submit form ET-8928c.

3) Click Log In.

myETF

Employer Online Services
Wisconsin Department of Employee Trust Funds

User Name: s

mary

Password: s

Use your PTA Web User Mame and Password.
Contact the ETF HelpDesk if you forgot your User Name or Password.

— £

Your Home page displays.

i Homa Employer Information Bifing Locat

Scheduled Poyments

1 Frior Sarvice LS

3 wAs

1 wms

Department of Empioyee Trust Funds ETF Website
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Step 2 — Create or Update Reporting Cycle(s)

1) Select the Billing Location tab on the green bar.

2) Click the Details link next to the Billing Location Name. For most employers, the Billing
Location is the same as the ETF Employer ID number (Employer Number).

# Home Employer Information Billing Location Roster Accounts FAQ

Billing Locatio
Tools ame Code Balance
EOB Local 01 BL 1 20001137

Details $3608.02

myETF displays additional information specific to the selected billing location and the green
bar displays billing location specific tabs.

3) Click the Reporting Cycle tab.

Billing Location Information Reporting Cycle Agreements

Reporting Cycle Information

Add
Tools Description Start Date Frequency Cycle Start Date
Actions C - Weekly 01/01/2017 Weekly 01/01/2017
Actions C - Monthly 01/01/2017 Monthly 01/01/2017

If you do not see a Reporting Cycle for the payroll reporting period that you intend to
confirm, follow the instructions for Adding a Reporting Cycle below.

— If you do see a Reporting Cycle for the payroll reporting period that you intend to
confirm, scroll down to information on Updating a Reporting Cycle.

Adding a Reporting Cycle
4) Click Add to open the Reporting Cycle pop-up.
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myETF EMPLOYER REPORTING CONFIRMATION
MANUAL WORK REPORT INSTRUCTIONS

Billing Location Information Reporting Cycle Agreements

Reporting Cycle Information

Tools Description Start Date Frequency Cycle Start Date
Actions C - Weekly 01/01/2017 Weekly 01/01/2017
Actions C - Monthly 01/01/2017 Monthly 01/01/2017

A blank Reporting Cycle pop-up displays with the current date populating the Start Date
field.

Reporting Cycle

Reporting Cycle

Report Type: |v
Start Date: 01/23/2017 |[T'] Stop Date: ]
Frequency: ‘ v Cycle Start Date: 3

Cancel

5) Enter the following information in the Reporting Cycle pop-up.

- Report Type: Enter the Reporting Cycle for the file that you intend to confirm. Please
see Appendix 4, Report Generation Type, of the myETFE Payroll File Resource for
further information.

- Start Date: Enter the Start Date of the payroll period for the file that you wish to
confirm.

- Frequency: Enter the Frequency that matches the Report Type (Weekly, Bi-Weekly,
Semi-Monthly, or Monthly)

- Cycle Start Date: Enter the Cycle Start Date. This must match the Start Date entered
above.

Note Do not enter a Stop Date when creating or updating a Reporting Cycle.
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MANUAL WORK REPORT INSTRUCTIONS

Reporting Cycle
Reporting Cycle
Report Type: C - Bi-Weekly

Start Date: 01/01/2017 Stop Date: MM/dd/yyyy

Frequency: Bi-Weekly Cycle Start Date: 01/01/2017

Cancel

6) Click Save to retain the changes.

7) Review the information.
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myETF EMPLOYER REPORTING CONFIRMATION
MANUAL WORK REPORT INSTRUCTIONS

8) Click Confirm when the information is correct.
Reporting Cycle

Please verify and click 'Confirm' to save the changes.

Reporting Cycle

Report Type: C - Bi-Weekly ‘
Start Date: 01/01/2017 | Stop Date: MM/dd/yyyy
Frequency: Bi-Weekly | Cycle Start Date: 01/01/2017

Cancel Back @

9) Click the Back button above the green bar to return to the Billing Location tab.

=FTa 4 Billing Location ID: 20001163 Billing Locafion Mame:

Billing Location Information Reporting Cycle Agreements

Reporting Cycle Information

Add

Tools Description Start Date Frequency Cycle Start Date

Updating a Reporting Cycle

1) Click the Actions link next to the reporting cycle that needs to be changed.
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myETF EMPLOYER REPORTING CONFIRMATION
MANUAL WORK REPORT INSTRUCTIONS

2) Select Details from the options list to open the Reporting Cycle pop-up.

Reporting Cycle Agreements
Reporting Cycle Information
Add

Tools Description Start Date Frequency Cycle Start Date

Actions C - Bi-Weekly Sun-Wi1 12252016 Bi-Weelkly 12252016

DS |, 01/01/2017 Weekly 01/01/2017
Delete ly 01/01/2017 Monthly 01/01/2017

Actions C - Bi-Weekly 01/012017 Bi-Weelkly 01/012017

The Reporting Cycle’s details display on the screen.
3) Click Change to put the pop-up in edit mode.

Reporting Cycle

Report Type: C - Bi-Weekly Sun-w1 |
Start Date: 12/25/2016 | Stop Date: MM/ dd/yyyy
Frequency: Bi-Weekly | Cycle Start Date: 12/25/2016

4) Update the information as needed.

Note The Start Date should be the first day of the payroll period in which you will upload a
Payroll or Employment File, not the Pay Date.

5) Click Save to retain the changes (or Cancel to discontinue the changes).

Reporting Cycle
Reporting Cycle
Report Type: C - Bi-Weekly Sun-w1 |V
Start Date: 12/25/2016 &= Stop Date: MM/dd/yyyy 3
Frequency: Bi-Weekly |v Cycle Start Date: 12/25/2016 |
Cancel Save

A message displays at the top of the window.
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Reporting Cycle

( Please verify and click "Confirm’ to save the changes. )

Reporting Cycle

Report Type: C - Bi-Weekly Sun-W1 |

Start Date: 12/25/2016 | Stop Date: MM/ dd/yyyy

Frequency: Bi-Weekly | Cycle Start Date: 12/25/2016

6) Click Confirm after reviewing that the information is correct (or Back to correct the
information).

The pop-up closes and the changes are reflected in the Reporting Cycle Information grid.

Cancel Back Confirm
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MANUAL WORK REPORT INSTRUCTIONS

Step 3 - Generating a Manual Work Report

1) Navigate back to the Home page.

Help Mary Anderson Change  Lodc|

& Horme Ermployer Information Bilirg Location Raster

Scheduled Payments

Fung Group Name
1 PriorSenice LS
T WRS

3 wAs

2) Click the Accounts tab on the green bar.
3) Click the Manual Report button.
4) Select the Regular Report option.

#A Home Employer Information Billing Location Roster Accounts [Fate]
Account
Billing Location Name: 20001163 EOB Local 25BL 1 A Upload File - File History
Trans Type Al h Manual Report =
Status. Open e Payment History
Adjustment Report
Report Status: Al v
Show Funds | | Show Fund Groups

Result: The Generate Work Report pop-up displays on the window.

5) Click the check box next to the Report Generation Type for the work report you are
creating.

6) Click Generate.
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MANUAL WORK REPORT INSTRUCTIONS

GenerateWorkReport

Employer: 20000162-ECE Local 24
Billing Location:20001162 EOB Local 24 BL 1

[] Report Last Report Feport Start Feport Stop

Generation Type Date Date Date

AWeekly 01162017 01222017 01282017
Manthly 02012017 03/012017 03212017
[] Semi-Monthly 04/01/2017 0462017 04302017

Generate

Result: The Work Report Editor > Summary tab displays in edit mode.

7) Select Employer as the Report Source.

Summary Detail

Date Received: 3
Due Date: (9
Report Source: Employer b

8) Click the Detail tab on the Work Report Editor screen.

The Detail tab of the Work Report Editor displays.

Adding Existing Employees

1) Click the Add Member button to add a new row to the work report.
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Note Add Member and Add New Member sound similar, but they have different functions.
Add Member puts an existing employee on your roster, while Add New Member creates
a new employee record.

Apply Cancel

Billing Location 0002299 Marathon County Sherff Repaort Status: Imitial Identifier. WR: Monthly, 12/09/2016 - 01/08/
78904

Summary Detall
Exception Filter Flease Select b

\ Add Member ) Add New Member  Delete Selected

Tools \Quord Type Repont Gen Type Pedod Stant Date Perdod End Date  Pay Date Rate Date SSN Name

Actions 12/08/2016 01108/2017

|
|
Marathon County Sheriff Repart Type Regular Repor Period 120092016 - 010872017

2) Tab to the Name field and enter the member’s last name, first name.

R Save Apply Cancel

[
¥ Employer: Marathon County Sheriff Report Type: Regular Repodt Period 121072016 - 0110872017

Billing Location 0002293 Marathon County Sherifl Report Status: Initial Identifier. WR: Monthly, 12/09/2016 - 01708/
Trans #: 78904

Summary Dretail

Exception Filter Flease Select v

L Add Member |} Add New Mamber  Delete Selected

Tools \Qe{:nrd Type Report Gen Type Perlod Start Date Period End Date  Pay Date Rate Date 55N hame R
Actions 12092016 01082017 I I

Result: myETF populates the SSN field based on the information in the employer roster.

3) Complete the information for the employee as if she/he were a new hire as required in the
Payroll File Resource Document. In addition to applicable hours, earnings, and deduction
information, you'll need to include:

Pay Date Original Hire

Begin Date Work Status

WRS Coverage Effective Date Employment Status Change
Employment Status Change Start Date Job Category

Estimated Annual Earnings Employer Contribution Date

Program Code
4) Click Apply to save each record and continue updating the work report.
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myETF EMPLOYER REPORTING CONFIRMATION
MANUAL WORK REPORT INSTRUCTIONS

Adding New Employees

You can also add new employees who are not currently listed on your Roster tab to your work

report, including:

v' Employees who began employment since your employee rosters were populated

v" WRS Ineligible employees

From the Work Report Editor > Detail tab

1) Click the Add New Member button.
Work Report Editor

Save Apply Cancel

i Employer: Marathon County Sheriff

Billing Location: 0002299 Marathon County Sheriff
Trans #: 78904

Summary Detail

Exception Filter: Please Select S
——

Add Member{ r.ﬂ'udld Mew Member l Delete Selected

Tools [] Actions Record Type Report Gen Type Period Start Date Period End Date

Actions O amy

Report Type:

Report Status:

12/09%/2016

nnnnnnnnnn

Regular

Initial

01/08/2017

nnnnnnnnnn

2) The Add Member wizard opens.

Add Member

m e Verification 9 Person Demographics

First Name:

Last Name: |
SSN Indicator: SSN |V
SSN:

Date of Birth: dd/yyyy |[—°!|

Cancel

e Confirm

Search
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MyETF EMPLOYER REPORTING CONFIRMATION
MANUAL WORK REPORT INSTRUCTIONS

3) On the Search tab, enter the First Name, Last Name, SSN, and Date of Birth for the new
member and click the Search button.

4) The Verification tab will confirm the results of your Search. If the member already exists in
myETF, the member demographic is pre-populated by myETF.

5) On the Person Demographics tab, enter the member’s Gender and any additional
information related to the member, including the address, and click Next. Note that Gender
is the only additional required field on this tab.

6) On the final Confirm tab, you must verify the information entered on the Search and Person
Demographics tabs is correct and click Confirm. The new member will now appear in the
Work Report Editor.

7) Repeat the process of adding your existing employees to the Work Report by selecting the
Add Member button and typing in the employee’s name.

8) Complete the information for each employee as if she/he were a new hire as required in
the Payroll File Resource Document. You should use dates applicable to the Work Report
you are creating. For example, if your Work Report is reporting payroll information for
wages earned between May 1 and May 31, you should report each employee as a new hire
(new employment record) using dates between May 1 and May 31.

In addition to applicable hours, earnings, and deduction information, you'll need to include
the following information for each employee record on the Work Report:

Pay Date Original Hire

Begin Date Work Status

WRS Coverage Effective Date Employment Status Change
Employment Status Change Start Date Job Category

Estimated Annual Earnings Employer Contribution Date

Program Code

9) Click Apply to save all changes and continue working, or Save to save changes and close
the Work Report.
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myETF EMPLOYER REPORTING CONFIRMATION
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Step 4 — Correct and Submit the Work Report

Note If you are still in the Work Report Editor, skip ahead to step 7 below.

1) To find a Work Report you previously saved, click the Accounts tab.

2) The Accounts tab displays the transactions for the employer. Work reports appear in the
transactions grid.

4 Home Employer Information Billing Location Roster Accounts FAQ

Account
Billing Location Name: | 20001163 EOB Local 25 BL 1 ~ Upload File - File Ristory

20001163 FOBTocal 256 T

Trans Type All Work Reparts - Manual Report | =
Status: Open & Payments - Payment History
Report Status: Initial ~
Show Funds | Show Fund Groups
Tools Activity Date Trans No Trans Type Trans ldentifier Trans Status Report Status Due Date Addl EE Addl ER Misc
Actions 03072017 78905 Work Report WR: Monthly, 01/01/2017 - 01/31/2017 Open Initial 037242017 $0.00 $0.00
Actions 03/08/2017 78912 Work Report WR: Weekly, 01/01/2017 - 01/07/2017 Open Initial 0222412017 $0.00 $0.00

3) Click the Actions link next to the work report for the file you previously loaded.
4) Select Work Report Editor from the list of options.

Show Funds | Show Fund Groups

Tools Activity Date Trans No Trans Type
Actions 03/07/2017 780905 Work Report
03/08/2017

78912 Work Report

Submit
Delete

5) The Work Report Editor window displays the Summary tab.
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MANUAL WORK REPORT INSTRUCTIONS

Work Report Editor

¥ Emplayer 08 Local 75 Repod Trpe Regular Ruport Period 0140 7-0 AT # of Parfcipants. 5§
Diling Location 30001163 FOB Local 25 /L 1 Report Statrs:  nital

Trans &

& o

Dl Received

Created Dy ESTERZS on 03/09(201 Pay Pericd Yeat. w17 Dats Releaed

e Date User Rgleaed Payroll Duter 01/13/2017 O Reporting Agent -

Report Source

Financial Summary
Find Name Due Calcuiated Amourt Faid Amaunt Owed

Employer Regured 81476 5000 $|1aTH
Employes Roquined - EE 000 S0.00 $000
Employee Rogquined - ER 24 TE 000 WaTs
el g8 w00 £0.00 s0.00

Addl ER 1000 $0.00 $0.00

162052 5000 §162952

Rucon Summary
Condition Count
wualid Dats 15
Total Eamings

Total Howrs.

Valug 1 Missing

6) Click the Detail tab.

Work Report Editor

Save Apply | Cancel

* Employer: EOB Local 25 Report Type: Regular Report Period: 01012017 - 01072017 #of Participants: 5
Billing Location: 20001163 EOB Local 25 BL 1 Report Status: Initial Identifier: WR: Weekly, 01/0122017 - 01/071._ #of Rows: 5
Trans #: 78912

Exception Filter: | please Select A4

Add Member | Add New Member | Delete Selected

Tools [ Actions  Record Type Report Gen Period Start Period End Date Pay Date Rate Date SSN Name Reported First  Repaorteq

o Type Date Name Name
Actions L omy N Weekly 01/01/2017 01072017 01132017 01/13/2017 801-25-2001 JETSCON125, G
Actions O amy N Weekly 01/012017 01072017 01132017 01/13/2017 801-25-2002 RUBBLE12S, ...
Actions [ amy N Weekly 01/012017 01072017 01132017 011372017 801-25-2003 GHOST125,8..
Actions [ amyg N Weekly 01/012017 01/07/2017 01132017 01/13/2017 801-25-2004 FLINTSCON125..
Actions L omyg N Weekly 01/01/2017 01072017 01132017 01/13/2017 801-25-2005 HOUND125 H.

7) The Detail screen of the work report displays the rows (records) on the work report. The
grid indicates which rows have errors, exceptions, or validated successfully using the icons
shown below:

- Error n

- Exception i

- Validated Successfully

Please see the myETF Payroll File Resource for further information on work report
validations.

8) Click the Validation icon Z on the first record in your report.

9) The Validations popup displays the errors on the row. These need to be corrected.
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Validations

Work Report Editor

Save Apply Cancel Details

Name: JETSON125, GEORGE SSN 801-25-2001 Work Status: WRS Eligible

' Employer: EOB Local 25

Job Category General Employment

Billing Location: 20001163 EOB Local 25|
Trans #: 78912

arnings and Errors

Tools Display Name Exception Reason Validation Type
RS I G | S M T AR A -
Summary Detail Total Hours (60). Please review and confirm Total Hours. -

Invalid Date Begin Date is required for a new employment or a Job Category Error

Exception Filter: Please Select v change. Please provide the Begin Date.
Invalid Date Original Hire Date is required for a new employee or Job Category Error

Add Member | Add New Membgf” | Delste Seled] change. Please provide the Original Hire Date.

N Invalid Date 'WRS Coverage Eff Date is required for new employment, a Job Errar
Tools [0 | Actions R Category change for WRS Eligible employees, or Work Status change to g
T 'WRS Eligible. Please provide the WRS Coverage Eff Date.

Value is Missing Empl Status Start Date is required when reporting a new employment Error

Actions status. Please enter Empl Status Start Date.
Actions amy
Actions amy

Actions amyg

z z z z =z

Actions oamy

10) Correct the errors on the first record by using either the horizontal scroll bar or opening the
View Row Tool pop-up (click the Tools link and select View Row: Click Apply to save the
changes to the first record.

11) Correct the errors on the remaining records in the work report and then, click Apply after
making the corrections, and update any remaining errors as needed.

12) Click Save after all rows show a Validated Successfully icon ! on the report.

13) Close any open Validation popups that may be open.

14) The Accounts tab displays.

A Home Employer Information Billing Location Roster Accounts FAQ

Account
Billing Location Name: | 20001163 EOB Local 25 BL 1 v Upload File - File History
Trans Type: all Work Reports v Manual Report |+
Status Open > Payments = Payment History
Report Status: Initial v
Show Funds  Show Fund Groups
Tools Activity Date Trans No Trans Type Trans Identifier Trans Status Report Status Cue Date Addl EE Addl ER Misc
Actions 03/07/2017 78905 Work Report WR: Monthly, 01/01/2017 - 01/31/2017 Cpen Initial 0312412017 $0.00 $0.00
Actions 03/0922017 78912 Work Report WR: Weekly, 01/01/2017 - 01/07/2017 Open Initial 022412017 $0.00 §0.00

15) Click the Actions link next to your work report.
16) Select the Submit option.

Show Funds | Show Fund Groups

Tools Activity Date Trans Mo Trans Type
Actions 030712017 78905 Work Report
(Actions) 03092017 78912 Work Report

Work Report Editer

17) Click Yes in the Confirm pop-up to continue submitting the work report.

18) A Success message displays, indicating the selected work report was successfully queued
for submission.

19) Click OK in the message.
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MyETF EMPLOYER REPORTING CONFIRMATION
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20) The report is submitted to ETF. The Report Status may update to “Pending” and then to

“Posted.” Please note that this may take a few minutes.

# Home Employer Information Billing Location Roster Accounts FAQ

Account

Billing Location Name: | 20001163 EOB Local 25 BL 1

Trans Type All v
Status: Open >
Report Status: All ~

Show Funds  Show Fund Groups

0ols Activity Date Trans No Trans Type Trans Identifier Trans Status Report Status

Actions 03/07/2017 78905 Work Report WR: Monthly, 01/01/2017 - 01/31/2017 Open Initial

Actions 031512017 78912 Work Report WR: Weekly, 01/01/2017 - 01/07/2017 Open

hd Upload File - File History

Manual Report -

Payments - Payment History
Due Date AddI EE AddIER Misc
0312412017 $0.00 $0.00
022412017 $0.00 $0.00

Congratulations! You submitted your first work report in myETF.

Please repeat this process beginning with Step 3 to generate a second Work Report
containing at least one regular, ongoing payroll transaction with no changes, a termination, a
job category change, and other employment status changes defined in the myETF Payroll

File Resource as desired.
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