
ERIC Reporting – VFCA Creating The Payroll

• Log into ERIC 
• In the Please Select a Contact Lookup, enter the ORG number or select them from the drop-down menu.
• Click on Select, this will take you to your home page. 



• Click on the Employer Report Summary in the menu on the left side of the screen. This will take you to the Employer Report Summary Lookup screen.



• In the Criteria section, change the Pay cycle Frequency to Yearly.
• Click on the New tab under Search Results, this will take you to the Employer Report Summary Maintenance screen.



• Click on the Save box at the top then scroll down to the Payroll Summary Information section (see next slide). 



• Click on the New Payroll Header button. This will take you to the Payroll Header Maintenance screen.



• Make sure you are in the Payroll Header Details Tab.
• Select your payroll header type as VFCA using the drop-down arrow.
• Enter the Payroll Start Date (07/01/2021), Payroll End Date (06/30/2022) and Pay Date (09/01/2022).
• Click on Save at the top.



In the same Payroll Header Maintenance Screen:
• Scroll down to Other Details.
• Make sure you are in the Payroll Details Tab, Click on the New box. This will take you to the Payroll Detail Maintenance screen.



• Enter the members SSN.
• Enter the Job Classification: Volunteer Firefighter.
• Enter the Pay Type: Regular Pay.
• Enter the Hours: 30.
• Click on Save And New at the top of the page (repeat this process until all members are entered).
• Click Save at the top of the page (once you have entered the last member).
• Return to the Employer Report Summary Maintenance screen.



• Check the Summary Status under Employer Reporting to see if your payroll is Valid.
• If the payroll is Valid, click on the Finalize Report box at the top of the screen.
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