Quick Reference Guide

Print a Contributions Detail Report

Purpose: The purpose of this function is to print a Contributions Detail Report in PDF format
that you can keep for your records.

Step 1: From the main menu, select the Account tab.
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™
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Step 2: On the Account page, click on the row of the work report you want to print until the line
turns blue.
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Accoun: t

Hickname: 209221 DROW COUNTY - Birweekly =2 Upload File - File History

Trans Type: A = MmanualRepar |~

Fayment Status: Opent = Make Payment Payment listory

Report Status: A ~

Teols Activity Date Trans Trans Type  Trans Identifior Duc Date Balance Payment Status Original Amount  Reporting Croup Name

05/00/2017 234820 Work Report  Work Report D5/01/2017-05/14/2017 $0.00 Open - $0.00 200221 DREW COU.
051712017 236150 Work Report  Work Report D3/06/2017 03/19/2017 03/20/2017 $22,306.68 Opeon - $22,306.62 20922 1 DREW COU._
0s/10/2017 232750 Work Report  Work Report D2/20/2017-03/05/2017 031172017 $16,337.50 Open - $16,337.50 20922-1 DROW COU.
050352017 233863 Work Report  Work Report D4/03/2017-04/16/2017 $0.00 Open - $0.00 20922-1 DREW COU.
050312017 233864 Work Repuil  Work Reporl 04/17/20 17-04/30/2017 $0.00 Open - $0.00 20922-1 DREW COU.

Step 3: Click the Tools link, click on Reports, and then select Contributions Detail Report from
the dropdown menu.
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Account
Nickname: 20922-1 DREW COUNTY - Biweekly = Upload File - File History
TensTypa: ol > Manual Report |~
Pyment St Dpen 2 Wake Payment Payment History
Report Status: Al ~
Tools Activity Date Trans # Trans Type  Trans Identifier Report Due Date Balance Payment Status Original Amount = Reporting Group Name
& Export 3 EEIT
¥\ Revert Settings 234620 Work Report  Work Report: 05/01/2017-05/14/2017 Pending $0.00 Open - $0.00 20922-1 DREW COU_
% Advanced Sort 236150 Work Report  Work Report: 03/06/2017-03/19/2017 Released  03/20/2017 $22,306.68 Open = $22,306.68 20922-1 DREW COU.
e —— e Enrollment Billing Ereriam FReport for Employer 512017 Pending 031712017 $16,337.56 Open - $16,337.58 20022-1 DREW COU.
7 Refresh Employer Payment Submissions Summary Report 8/2017 Pending $0.00 Open L] $0.00 20922-1 DREW COU_
Actions  05/03/2017 Gontributions Detail Report 0/2017 Pending $0.00 Open L $0.00 20922-1 DREW COU...
Wark History Exceptions Report
Employer Gontributions Summary Report
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Step 4: In the Contributions Detail Report window that opens, enter the paycheck start and

stop dates in the appropriate fields and click the Run button.

Close

Select Parameters
Paycheck Start Date:
Paycheck Stop Date:
Reporting Unit:
Employee SSM:

Qutput
Schedule:
Save as:

Comment:

Use Primary
Datasource:

03/24/2017
03/24/2017

120022-1

oEO

Excel 2007

par [ csv D Bxcet [ Htmi

Your report is ready to print. All done.

Employer Name
Employer Number
Reporting Group
Paycheck Start Date
Paycheck Stop Date
Run Date

Dreve County
20922
20822-1
Daz42017
D3Z42017
D207

Public

Contributions Detail Report

Compensation

SSN

Job Category
EE EE

Plan Code
ER ER

Transaction Type

Total

Calculated

Reported

b o
Calculated Reported

Centributions

Paycheck Date
Total Reportedvs.

Reported  Due Difference
Centributions

AOCOCH. CHERI E

SubTotal
AKIN. GR

SubTotal
ALLEN, LARRY G

SubTotal
ATKINS, ANTHONY D

SubTotal

51.801.72
$1.80.72

51582312
§1.823.12

5383.00
5 363.00

51.198.57
§1.198.97

ToO-Aok-8203
50.00
20.00
HKHX-23E0
20.00
20.00
HXHHHH-3041
33.00
33.00
HHHHH-TFH
54.00
B4.00

REGULAR
512013
$12013

EC

5 80.08
$80.08

3$01.18
$81.16
REGULAR

39118
$81.16

s0.00
$0.00
REGULAR

3000
$0.00

B50.85
$55.95

35885
55895

[

sar220

$27229
Contributary

526436

$ 2684.36

523225
$23235

526435
£264.35

55264
$5264
Contributory

552684
§52.64

$173.85
§173.85

$173.85
$173.85

ES Fepont
531238
§31234

ES Report
535551
§355.51

ES Repont

55284
$52.64

ES Repont
5233.30
$232.80

[EEEE-)
5 392,42
§392.42

-580.08
$80.08
03242017
535652
§355.52

som
S001
022412017
55284
§52.64

s 000
so0.00

032402017

5 233.80

§233.30

s 0.00
$0.00

The numbers in this report only inchude eamings and service reports and adjustments that have been relessed by APERS.
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