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Manage\Payroll\ERS Retirement System Reporting 
 

If this is the first report to be created for the year, a blank form will display. 
 

 

If earlier reports have been created, the last month will display. To navigate from one month to another, click 

the arrow icons at the top of the screen. 
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To add a new report form for a new month, click Add icon. A message box will appear to confirm. 

Click OK. 

 
 
 
 
 
 

 
The system will create the next month’s data. 

 

 

Only list for Days not = Calc’d - Select this to view only those employees where the Calc’d column does not 
equal the Days column.  This will narrow the list to employees that have a day’s reported value that is 
different from the days calculated value. Providing a specific list of these employees may assist with reviewing 
potential problems. 
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Employee names may appear highlighted in yellow if they are Hourly employees and the Paid Days field on the 
Position tab has been overridden. This is not an error, but the employee should be reviewed. 

 

 
If after reviewing the number of Paid Days from the Employee Information screen and are found to be 
inaccurate, right-click the field and choose ‘Reset to Default’. The report must be modified and the specific 
employee recalculated in order to remove the yellow shading. 

 
Name (above grid) 
This field provides a place to enter a specific employee’s name and acts as a search field. The employee 
entered will be scrolled to and the black arrow to the left of the name will align next to the name. 

 

Search by 
The report may be sorted using any of the options found in this drop down box. ‘Name’ is the default setting. 

 
Name (grid column heading) 
This column lists all qualifying employees, last name then first, separated by a backslash. 

 

Calc’d 
This represents the value that WinCap calculated as the number of days to report. 

 
Days 
This represents the value that will be reported to the ERS. This value may differ from the Calc’d value if one or 
more calculation elements has been overridden, or if this field has been overridden directly. 

 
Contributions 
This column shows the total of all contributions for the report period. This amount is reported to the ERS and 
also represents the employee portion of district payments to the ERS. 
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Gross Salary 
This column shows the total of all ERS eligible payments made to the employee. This amount is reported to 
the ERS and could potentially be used towards their retirement benefits calculation. 
Loans 
Loans are created at the ERS level. Repayment of those Loans may be made through payroll deductions. The 
total amount of repayment for this period will be shown here. It should tie out with the amount that was 
deducted from the employee’s paychecks for the same period. 

 

Arrears 
Employees that did not start contributing from the onset of employment, or that for some reason are not 
current with their contribution, may be instructed to make payments in addition to their normal contribution 
as a way to catch up the amount that is in Arrears. 

 

Manual Override 
This field automatically is checked whenever a user modifies this report directly. 

 

 
 

Options Button in View Mode 
 

 

Display All Errors 
This option will Display All Errors that exist for the report. 

 
Display Errors for (employee name) 
This option will display only errors that exist for the specific employee selected. 

 
Show Calculations for (employee name) 
This option will produce a report that shows how all of the numbers listed for the employee were calculated. 
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Options Button in Modify Mode 
 

 

Add Employee 
If for some reason an employee was not included on the report that should have been, this option may be 
used to add the employee. There are methods available in WinCap that may resolve these issues, so only use 
this option as a last resort. 

 

Delete (employee) 
If an employee is included that should not have been, such as an employee that was paid for a position coded 
as ERS when it should have been TRS, use this option to remove them from this report. There are methods 
available in WinCap that may resolve these issues, so only use this option as a last resort. 

 
Recalculate for (employee) 
If changes to an individual employee have been made after the last report calculation, use this option to 
update the data for the specific employee. 

 

Show Calculations for (employee) 
This option will produce a report that shows how WinCap arrived at all of the numbers listed for the 
employee. 

 
Recalculate Period 
If the report was created and calculated prior to the last pay period of the month, it may be necessary to 
Recalculate the report so that all data from the latest pay period is included. 
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ERS REPORT 
Reports\Payroll\Retirement System Reporting\Employees’ Retirement System Reporting. 

 


