Submitting Contribution Files to PSPRS
Fixed Width “Text” Files

Stepl:
Point your browser to the secure PSPRS Employer Portal (https://members.psprs.com). Log in
using your email address and password:

Login
ATTENTION: Due to system upgrades and associated security enhancements,

if this is the first time you are logging in to the new system, you must reset your password
using the Forgot password? link below.

Email address
Password

Login
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Forgot pe

Note: The first time you login to the employer portal you will enter your email address and
click on “Forgot password” to get a temporary password. You can then login and create a
password. If you receive an error message that says “User name or password is incorrect” click
on the “Forgot password?” link and follow the directions. If you continue to have problems
logging in, please contact the PSPRS office at (602) 255-5575.

If you have never used the PSPRS employer portal (either the new version or the old version),
you will need to be registered. To do that, contact the PSPRS office and ask for someone in
Active Member Services. They will be able to get you registered.


https://members.psprs.com/

Step 2: Enter the Contributions module:

Click on “Employers” and then on “Contributions.”
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Step 3: Using the drop-down box, select your employer name and plan:

‘ Public Safety Personnel Retireme

Demographics Employee Lo

Contributions

Select Payroll

'Select Payroll v




Once you have selected your employer name and plan, click on the “View Employer” box:

Demographics Employee Lookup Contributions

Contributions
Select Payroll 1

BENSON PD (PSPRS) v
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Step 4: Set up your Submission Method:
The first time you submit a file you will select the type of file you are submitting. Your choices
are as follows:

e (CSV file (comma-separated values)

e Fixed Width (text file),

e XLS (Excel 97-2003 Worksheet),

e XLSX (Excel Worksheet using a version more recent than 2003), or
e Manual (data entered manually without using a file).

You will also indicate whether you break out the employer contribution into two separate rows
in your file (normal cost using Contribution Code “DBCN” and unfunded liability cost using
Contribution Code “EPSL”) or combine them into one row. Most employers combine them into
one row using Contribution Code “DBCN” to represent both pieces. If the file you submit does
not include any EPSL rows for your Tier 1 and 2 members, click on the “Combine EPSL
Contributions” box.

If you are submitting a Fixed Width (text) file, you will need to set up the structure of your file
so that PSPRS knows where to find each piece of data. For instance, you might set up your file
so that the Contribution Code, which is a four-digit code, will always be located in positions 1
through 4 on each row of data; the first name will always be found in positions 5 through 38;
the middle name will always be found in positions 39 through 60; the last name will always be
found in positions 61 through 87; the Social Security Number will always be found in positions
88 through 96; etc. You would create that structure in the “Saved Fixed Column Settings”
screen. It would look something like this:



Employer: AVONDALE FIRE DEPARTMENT

Submission Method

' .csv'® Fixed Width ' .xls  .xIsx " Manual

Saved Fixed Column Settings

Start Position
Contribution Code ‘1
First Name ‘5
Middle Name or Initial ‘39
Last Name ‘51
Social Security Number (SSN) ‘33
Qnrial Qaruribu Withhald Indicatar nT

If you click on the “Save Settings” button, your settings will be saved for future submissions,

although they can be changed at any time.

Pay Date ‘1 31
Member Pensionable Wages ‘1 41
Non-Payment Reason Code ‘1 51

¥ Combine EPSL Contributions

Select Pay Period End (PPE):

Continue to Submission

End Position

4

38

60
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Step 5: Select the Pay Period End date for this file:
Pay Period End dates are typically set up by the employer a year in advance. Use the drop-
down box to select the Pay Period End date for the file you are submitting:

Pay Date 131 140
Member Pensionable Wages 141 150
Non-Payment Reason Code 151 152

¢/ Combine EPSL Contributions

Select Pay Period End (PPE): | 7/16/2017 ~

Step 6: Click on the “Continue to Submission” button

Step 7: Select Contributions File
You can either drag or drop your file using File Manager, or you can use the “Browse...” button
to search for your file on your network.



Upload Contributions File

Employer: AAVONDALE FIRE DEPARTMENT
Pay Period End: 7/16/2017
Selected File Type: ©

Select Files

Drag & drop files here ...
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Step 8: Upload Contributions File

Click the “Next — Upload File” button to upload your file and prepare it for validation.

Upload Contributions File

Employer: AVONDALE FIRE DEPARTMENT
Pay Period End: 7/16/2017
Selected File Type: *

Select Files
DBCNPaul Smith
1562 .8867 /16/201767 /28,2617 6868.36
DBCNSteven R. James
882.3007/16/201707/28/2017 3427.73
DBCNRobert D. Haine
753.17@7/16/201707/28/2017 2926.08
DBCNMatthew Johnson

AVONDALE FIRE DEPARTM. ..
(12.563 KB)

=
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M Remove = @ Next - Upload File

123456789Y

234567890Y

345678901Y

456789812Y

464.23

262.22

223.85

444 .32



If there are problems with the file format, you will receive an error message similar to this:
--Error with Row 1; please verify and modify Row 1’s data within your file and re-upload.

If you receive that message, either the file must be corrected and resubmitted, or the Fixed
Column Settings you created in Step 4 are incorrect. In most cases the Fixed Column Settings
are incorrect, especially if this is the first time you’ve submitted a file. You will likely need to
click on the “Contributions” menu item and start over by either fixing the file or fixing the Fixed
Column Settings. We have found that Notepad++, which is free, is a great tool for viewing and
correcting text files. It’s easy to use, and displays the carriage returns and line feeds at the end
of each line. If you continue to have problems loading your file, please contact the PSPRS
office (602-255-5575) and we will be glad to help you.

When the file is successfully uploaded, it will display the relevant information from the file,
which can be edited from the following screen.

Enter Rows of Data for Employee(s) for BENSON POLICE DEPARTMENT
for Pay Period End (PPE) of 7/7/2017

Unique Members 0 Total Submitted Pensionable Wages: $0.00

Details Expected Submitted Difference
Correct Contributions 0 Employee $0.00 $0.00 $0.00
Incorrect Contributions 0 Employer $0.00 $0.00 $0.00
Failing Contributions 0 Total $0.00 $0.00 $0.00

Above is a summary comparing the submitted contributions against the expected contributions based on the pensionable wages provided below.

~| Submitting EPSL combined with DBCN

Contribution Employee Employer Pay Period Pensionable

Code First Name Last Name SSN Contribution Contribution End (PPE) Pay Date Wages Non-Payment Reason Code
DBCN ~ George Washington 123456789 $ 76.50 $ 34170 772017~ | | 07/14/2017 $ 1000.00 Select

DBCN ~ Abraham Lincoln 987654321 | § 153.00 $ 633.40 712017 v | | 07/14/2017 § 2000.00 Select

Once this screen is populated, you'll want to make sure the data looks correct. For instance,
make sure the “Pay Period End (PPE)” date in the file matches the date at the top of the screen
on the left hand side. If you are making adjustments for prior pay periods, make sure the “Pay
Period End (PPE)” dates match a prior pay period end date. If they don’t match, the software
will replace the Pay Period End (PPE) date with “None” and you’ll need to manually enter the
date.



Employee Employer Pay Period
Contribution Contribution En:lPPE] Pay Date

$ 208.04 $ 92927 None v 07/14/2017

$ 268.50 $ 787.53 7172017 v | | 07/14/2017

Step 9: Validate the data

When all of the data looks correct, verify that the checkbox for “Submitting EPSL combined with
DBCN” is correct. If you have separate “EPSL” contribution codes for Tier 1 and 2 members, this
checkbox should not be checked. If you combined them into one “DBCN” record for Tier 1 and
2 members, the checkbox should be checked.

Above is a summary comparing the submitted contriln

#/ Submitting EPSL combined with DBCN

Contribution
Code First Name Last Name

Mokl = T - R |

When you’re ready to validate the file, scroll to the bottom and click the “Validate” button.
Doing so will validate all of the data.



DBCN - Frank Hardy 111223333 $ 7650

DBECN - Joe Hardy 222334444 $ 153.00

Step 10: Fix Errors

The software makes two passes through the data. On the first pass, it will verify that each
Social Security number has 9 digits, each Contribution Code is filled in, and each Pay Period End
(PPE) date field is filled. If it finds errors, it will stop the validation and wait for you to fix the
errors. These errors can be fixed on the screen, or fixed in the file and resubmitted.

Employee Employer Pay Period

Last Name SSN Contribution Contribution End (PPE) Pay Date
Washington 123456789 $ 76.50 $ 341.70 None M 07/14/2017
The Pay
Period End
(PPE) field is
required.
Lincoln 12345678 % 153.00 % 683.40 772017 v 07/14/2017
The SSN must
be 9 digits
long.

If there were errors in the Social Security number or the Pay Period End date, once you fix
them, you will need to click on the “Validate” button again to complete the validation. If there
were not any errors in the Social Security number or the Pay Period End date, the system will
automatically continue to validate the file. On the second pass through the data, the system
validates the contribution amounts compared to the pensionable wages, looks for missing
contributions and flags unexpected contributions. The system will process the contributions it
can process automatically and display the ones it can’t.



Contribution Employee  Employer Pay Period
Code First Name Last Name SSN Contribution Contribution End (PPE) Pay Date

DBCN » ABRAHAM LINCOLN 087654321 | §0.00 $0.00 12017+ | 01/01/0001

Contribution was not found and is required.
A non-payment reason code must be provided for non paying members

EPSL + ABRAHAM LINCOLN 687654321 | §0.00 $0.00 MT2017 * | 01/01/0001

A non-payment reason code must be provided for non paying members

DBCN » George Washington 123456789 | § 76,50 $341.70 TI0T v 07/14/2017

Unexpected contribution. Please check contribution and demographic data for this member.
Unable to retrieve rate information, please validate member's election and employment details

Pensionable

Wages Non-Payment Reason Code
$0.00 Select

$0.00 Select

$ 1000.00 | |Select

Error messages will be provided with each contribution the system can’t automatically process.
Please note that the system will often separate the EPSL portion from the DBCN portion of each
contribution, even if you normally combine them into one DBCN contribution type. There are
“showstopper” error messages that must be resolved before the file will process (displayed in
red type and called “Failing Contributions”) and “warning” error messages (displayed in brown
type and labeled “Incorrect Contributions”) that do not need to be resolved in order to process

the file.
Error Messages

The following table shows the error messages and how they are typically resolved. These errors
usually must be fixed in the file, and then the file must be resubmitted/re-verified.

Error Message Resolution
Contribution was not found and

is required.

This error indicates that our system is expecting a
contribution for a member, but one was not found on

the file. It usually means the member has terminated or
is on some sort of leave. The system will create a “stub”
record with the missing member’s name and Social
Security number. Amounts will be set to zero and the
Pay Date will be set to 01/01/0001. The system will
likely create both a DBCN stub record and an EPSL stub

record.

If the member has terminated or is on a leave, enter a
Non-Payment Reason Code. If the member terminated,
you will want to also enter the termination date using

the Demographics Module.



A non-payment reason code must
be provided for non-paying
members.

Unexpected Contribution. Please
check contribution and
demographic data for this
member.

Unable to retrieve rate
information, please validate
member’s election and
employment details.

Employee contribution (xxx.xx)
and Salary (xxxx.xx) do not match
expected values based on
calculated combined rate of
(7.650%).

This error is often used in conjunction with the error
listed above when stub records are created. It will also
be displayed when contribution amounts are zero. To
resolve this error, enter a Non-Payment Reason Code.
The possible Non-Payment Reason Codes are as follows:

e MP (Presidential Military Leave)

e MN (Non-Presidential Military Leave)

e |L (Industrial Leave)

e LW (Leave Without Pay)

e QU (Quit/Terminated)

e TR (Transferred to another PSPRS Employer)

e DP (Noncontributory DROP)
This error indicates that a contribution was included on
the contribution file, but the PSPRS system doesn’t show
that person as being active with your entity.

If this is a new member, to remedy this error message
you’ll need to use the Demographic Module to enroll
the member, then resubmit the contribution file.

If this person should not have been included in the file,
you can either delete the line using the “Delete” button
found on the right hand side of his record, or delete this
person from the file and resubmit the file.

This error is often used in conjunction with the
“Unexpected contribution” error previously listed. It
means the PSPRS system doesn’t know enough about
this person to determine contribution rates. If thisis a
Tier 3 member they may not have entered their plan
election (defined benefit plan or defined contribution
plan) via the PSPRS Members Only Portal yet, and will
need to do so before contributions can be sent on their
behalf. If this is a Tier 1 or 2 member, you may need to
use the Demographic Module to enroll the member.
This error indicates the employee contribution provided
in the file is more than one cent different from the
amount PSPRS calculates using the Pensionable Wages
and applicable employee contribution rate. In this
example the employee contribution rate is 7.65%, but
the error message will include the applicable employee
contribution for that member in that plan.



This error message will not prevent the file from
processing, but indicates there might be a math error in
either the Pensionable Wages or the Employee
Contribution that should be fixed before processing the

file.
Employer contribution (xxx.xx) This error indicates the employer contribution provided
and Salary (xxxx.xx) do not match  in the file is more than one cent different from the
expected values based on amount PSPRS calculates using the Pensionable Wages
calculated combined rate of and applicable employer contribution rate. In this
(25.75%). example the employer contribution rate is 25.75%, but

the error message will include the applicable employer
contribution for that member in that plan.

This error message will not prevent the file from
processing, but indicates there might be a math error in
either the Pensionable Wages or the Employer
Contribution that should be fixed before processing the

file.
All contributions for Employee This error indicates that more than one row was
must have matching pensionable  submitted for one employee (for instance, a DBCN line
wages. and a DCCN line for Tier 2 members who also pay into

the defined contribution plan), but the pensionable
wage amounts do not match. To fix this error, fix the
incorrect pensionable wage amount and resubmit the

file.
Contribution was not found and This double error is common when PSPRS was expecting
is required. A non-payment to see a contribution for a member but it wasn’t
reason code must be provided for | included in the file. It’s common to see this error with
non-paying members. contribution code DBCN followed by an EPSL line for the

same person with a similar error. To resolve the issue,
terminate the member using the Demographic module,
or add the member to the file, or add a non-payment
reason code to the file and resubmit.

Step 11: Preview Invoice
When the file has processed correctly, the number of “Failing Contributions” will equal zero and
a new button, “Preview Invoice,” will become available:



Enter Rows of Data for Employee(s) for BENSON POLICE DEPARTMEN
for Pay Period End (PPE) of 7/7/2017

Unigue Members 12 Total Submitted Pensionable Wages: $29 619 56
Details
Correct Contributions 24 Employee
Incorrect Contributions 0 Employsr
‘ Failing Contributions 0 Total

Above is a summary comparing the submitted contributions against the expected contributions based o

¥ Submitting EPSL combined with DBECN

Contribution Code First Name LastName SSN Employee Contribution Employer Contribu

Preview Invoice

The total Pensionable Wages submitted in the file is displayed, along with the contribution
amounts PSPRS calculated based on Pensionable Wages for each member (shown in the
“Expected” column) and the amounts submitted in the file (shown in the “Submitted” column)
and any difference between the two. The invoice will be created for the “Expected” amounts.

Total Submitted Pensionable Wages: $29,619.56

Details Expected Submitted Difference
Employee $282959 5282950 $0.00
Employer $10,121.01 $10,121.02 $0.01
Total $12 950 60 $12,950 61 $0.01

When you are satisfied the file has been submitted properly and the “failing contributions” is
equal to zero, click the “Preview Invoice” button.

When you click on the “Preview Invoice” button, you’ll be shown the amounts due, and given
the opportunity to use various credit memos to pay part or all of the invoice. The screen looks
something like this, depending on what credits are available to you:



Preview Invoice

Description Contribution Total Credit Account Options
Contributions for pay period 7/7/2017 paid on 7/14/2017 for Employee DBCN 2829.99
Hall Parker: $0.00
Contributions for pay period 7/7/2017 paid on 7/14/2017 for Employer DBCN 417043
£/ ¥ e # Apply to Employee
Contributions for pay period 7/7/2017 paid on 7/14/2017 for Employer EPSL 5950 58 # Apply to Employer

Apply to Employee First

Employee Pre-paid : $0.00

Apply Employee Prepaid Account
Employer Pre-paid : $0.00

Apply Employer Prepaid Account

Misc Credits - $0.00
Billing Agreement
| Accept

The invoice will have a separate line and total for each type of contribution for your reference.
It will also show you any balances you might have in credit memos, including Hall-Parker credit
memos, pre-paid accounts, fire insurance premium tax and miscellaneous credits. If you check
the box for one or more of those credits, they will be used to help pay the invoice.

Note: Hall-Parker credits can be used to cover employer contributions and/or employee
contributions to PSPRS. Those who are able to claim fire insurance premium tax credits should
check that box in order to claim the credits. The Fire Insurance Premium Tax Credit will only
show up on the Preview Invoice window if it is available to that employer. Amounts of each
credit available for the employer to use will be displayed by each of the other types of credit
memos. A sample of what the Fire Insurance Premium Tax Credit looks like is shown below:



Credit Account Options

Hall Parker: $0.00

¥/ Apply to Employee

«/ Apply to Employer
Apply to Employee First

Employee Pre-paid - $0.00

Apply Employee Prepaid Account
Employer Pre-paid - $0.00

Apply Employer Prepaid Account

Misc Credits : $0.00

FFCITC
956.31

Fire Insurance Premium Tax Credit

Misc. Credits are typically overpayments from previous invoices. They may also include checks
that were sent to PSPRS prior to the contribution file being submitted. They are automatically
applied to the next invoice. If several boxes are selected, credits are taken in this order:

e Fire Insurance Premium Tax Credit

e Misc Credits

e Hall Parker Credits

e Pre-Paid Credits

By clicking the “I Accept” button an invoice will be generated and available to employers,
typically the next business day, through Wells Fargo E-Bill Express. You will receive the
following message and an email will be sent to the employer’s billing contact.

Thankyou!

Contributions have successfully been submitted for BENSON POLICE DEPARTMENT. Please Expect an Invoice notice within two to three business days



