Creating an Adjustment

1. Onyour home screen in ERIC go to the left side panel under Financial Information and click on
“ADJUSTMENT SUMMARY”

2. ERICdisplays the Employer Adjustment Summary Lookup Screen

3. Click “NEW”
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4. Onthe Employer Adjustment Summary Maintenance Screen, enter the information pertaining
to adjustment in the comments box and click “SAVE” at the top left side of your screen. Copy
the comments so you can paste this same information into your header and details section
comment boxes as well.

5. You will now see “NEW ADJUSTMENT HEADER”Click on “NEW ADJUSTMENT HEADER”
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Create Adjustment Header Record

ERIC will display the Employer Adjustment Header Maintenance screen. This is where you will identify the
header type. Adjustment headers are for only one system. If you want to enter an adjustment for two
systems under one summary you will need to create two adjustment headers.
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6. Once you select your header and click “SAVE” You have now created your Adjustment Header.
7. The “NEW” button will appear in the Adjustment Details Panel.

8. Now you can click the “NEW” button under Adjustment Details to report your adjustment.
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9. Enter the following information:
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¢ Job Classification

e Pay type

¢ Pay date of the pay period when the reporting error occurred.

¢ |f it was on a termination where the error occurred, the termination date.
e Earnings

¢ Employee and Employer Contributions

e Hours

¢ Rate and Rate Type
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10. Once you have entered the information for the adjustment, click “SAVE”. If you did not enter
employee and employer contributions, ERIC will calculate the contributions under SYS CALC and
throw 2 ERRORS below in your ERRORS panel. That is expected. Just copy what ERIC figured out
for contributions and enter in the fields to the left of the Employee Contributions (SYS CALC) and
Employer Contributions (SYS CALC) then click “SAVE”. You should be in a valid status now if
there are no other errors within your adjustment detail screen.

Remember Unlike your normal payroll, you can enter negative hours and pay if you need to back those
out.

11. If you are done with this one detail, and you have another entry, you can navigate to the
previous header page using your back arrow, or use the “bread crumb feature” clicking
Employer Adjustment Header (see screen shot below)



X Welcome!

11099 : Terry Creek — Terry Dalton (idtesier)

+ Employer Adjustment Sum__ | Employer Adjustment Sum._ / Employer Adjustment Hea . X Displaying page 1 of 1

I Recard displaved. Please make chanaes and noress SAVE. 1

12. Click “NEW” to create another detail.

13. If you are done making adjustment detail entries, back arrow to your Adjustment Summary or
click on your Adjustment Summary ID. This is where you will complete your adjustment.
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14. When your details, header and summary are valid, you will see a “CREATE INVOICE/CREDIT
MEMO” button. If all of your amounts look correct, confirm by clicking “OK”.
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15. You can navigate to your Home Screen and go to your payment button in left panel and either make a
new payment (if you want to pay this immediately) or pay the amount when you make your normal
payment for reported contributions from your payroll. If you have a credit, you can go to your credit tab
and utilize that credit to have it deducted from your payment to us when you do your normal payroll.
You can only use the credit for adjustments in the same retirement system. For example, you can’t
use a credit from the PERS system to pay for MPORS adjustments.

For instructions on making a payment please see “How to make a payment”
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