PAYROLL INPUT FORMATS

EFFECTIVE JULY 1999

Employer Header

Position
Format


Definition


Content

	1
	9
	Card Code – Type of Header
	Must be equal to 3 (Employer) 

	2-5
	XXXX
	Reporting Media – Type of media that is submitted.
	Must be DISK, NETW (Network Transmission), or TAPE.  

	6-8
	SPACES
	Not used for Employers.
	Spaces.

	9-10
	99
	County Code – Id of District’s county.
	The first two digits of the County-District number.

	11-13
	999
	District Code – Id of the District.
	Last three digits of the County-District number.

	14-25
	SPACES
	Not used for Districts.
	Spaces.

	26-37
	S99999999999
	Total Taxed Contributions – total amount of all taxed contributions included in Payroll Detail (and Adjustments) for this Employer
	Must not contain decimal. Must have a Positive (+) or Negative (-) leading sign.  It is implied that last two digits are right of the decimal. i.e. a positive $2000.98 would be +00000200098. If there are no Taxed Contributions this field must contain zeros.

	38-49
	S99999999999
	Total Pickup Contributions – total amount of all pre-taxed (pickup) contributions included in Payroll Detail (and Adjustments) for this Employer
	Must not contain decimal. Must have a Positive (+) or Negative (-) leading sign.   It is implied that last two digits are right of the decimal. i.e. a positive $2000.98 would be +00000200098. If there are no Pickup Contributions this field must contain zeros.

	50-54
	99999
	Employee Record Count – Total number of records (Detail and Adjustments) submitted.
	The total number of Payroll and Payroll Adjustment Detail records included in this payroll report for this District. If there are none, then this field must be zeros.

	55-62
	99999999
	Reporting Period Start Date – Date on which the period being reported starts.
	Must be in year month day, format YYYYMMDD. (IE. 19980501 means 05/01/1998 Year must be Current or Previous calendar year. Must be less than Reporting Period End Date. Period must not be a future date.

	63-70
	99999999
	Reporting Period End Date – Date on which the period being reported ends.
	Must be in year month day, format YYYYMMDD. (IE. 19980531 means 05/31/1998.) Year must be Current or Previous calendar year. Must be greater than Reporting Period Start Date. Reporting Period must not be a future date. The Reporting Period must represent a single month.

	71-76
	999999
	Payroll Period – Month/Year which the report represents.
	Must be in MMYYYY format. i.e. 051998 is May 1998. Year must be Current or Previous year. Period may not be a future date. i.e. 081998 submitted in the month of May 1998.

	77-90
	SPACES
	
	Spaces.


* X = Text; S = sign (+ / -); 9 = Number.

PAYROLL INPUT FORMATS

EFFECTIVE JULY 1999

Payroll Detail

Position   Format


Definition


Content

	1
	9
	Card Code – Type of Detail
	Must be equal to 4 (Detail)

	2-6
	99999
	Employer ID
	The County-District number of the Employer

	7-14
	99999999
	Service Period Start Date. Date on which the service period being reported for this Contributor starts, which is normally the same as the Reporting Period Start Date 
	Must be in year month day, format YYYYMMDD. I.E. 19980501 means 05/01/1998. Must be less than Service Period End Date. Period must not be a future date. Should be the first day of the Payroll Period month (see Header Record).

	15-22
	99999999
	Service Period End Date – Date on which the service period being reported for this Contributor ends, which is normally the same as the Reporting Period End Date.
	Must be in year month day, format YYYYMMDD. I.E. 19980531 means 05/31/1998. Must be greater than Service Period Start Date. Period must not be a future date. Should be the last day of the Payroll Period month (see Header Record).

	23-47
	X(25)
	Contributor Name – Name of the person contributing to payroll.
	A 25-character text name. Must follow the format LASTNAME,SUFFIX,FIRSTNAME,MIDDLE INITIAL. Commas are used to separate names. (if a suffix exists, it should be separated from the last name by a COMMA.) I.E. John H. Smith Jr. would be SMITH,JR,JOHN,H. IF A NAME DOES NOT INCLUDE A SUFFIX, A COMMA IS STILL REQUIRED. I.E. Mary A. Jones would be JONES,,MARY,A (note two commas between Last Name and First Name.)

	48-56
	999999999
	Social Security Number – The SSN of the Contributor.
	A nine-digit number representing the Social Security Identification of the Contributor.

	57-64
	99999999
	Earnings – The gross amount that the Contributor was paid during this Service Period.
	Amount of Contributor’s earnings during the Service Period. It is implied that last two digits are right of the decimal. I.E. $2000.98 would be 00200098. If there are no Earnings then this field should contain zeros.

	65-72
	99999999
	Taxed Amount – The amount of Taxed contributions reported for this Contributor for this Service Period.
	Amount of Contributor’s taxed contributions during the Service Period. It is implied that last two digits are right of the decimal. I.E. $2000.98 would be 00200098. If there are no Taxed contributions then this field should contain zeros.

	73-80
	99999999
	Pickup Amount – The amount of tax-deferred contributions reported for this Contributor for this Service Period.
	Amount of Contributor’s Pickup contributions during the service period. It is implied that last two digits are right of the decimal. i.e. $2000.98 would be 00200098. If there are no Pickup contributions then this field should contain zeros.

	81-83
	999
	Service Credit Days – The number of days paid for this Contributor for this Service Period.
	The number of service credit days paid during the Service Period. If there are no Service Credit Days then this field should contain zeros.

	84-87
	SPACES
	
	Spaces.

	88-90
	SPACES 
	
	Spaces.


· X = Text,  9 = Number

Payroll Adjustment Detail

Position
Format


Definition


Content

	  1
	9
	Card Code 
	Must be equal to 6 (Adjustment)

	2-6
	99999
	Employer ID (**)
	Same as original Payroll Detail

	7-14
	99999999
	Service Period Start Date. Start Date of the service period being adjusted for this Contributor.
	Must be in year month day, format YYYYMMDD. I.E. 19980501 means 05/01/1998. Year must be greater than 1936. Must be less than Service Period End Date. Date must be equal to or later than the Payroll Detail Service Period Start Date being adjusted.

	15-22
	99999999
	Service Period End Date. End Date of the service period being adjusted for this Contributor.
	Must be in year month day, format YYYYMMDD. I.E. 19980531 means 05/31/1998. Year Must be greater than 1936. Must be greater than Service Period Start Date. Must be in the same Fiscal Year as the Service Period Start Date (the Service Period of the adjustment cannot overlap a fiscal year.) Date must be equal to or earlier than the Payroll Detail Service Period End Date being adjusted. 

	23-47
	X(25)
	Contributor Name (**)
	Same as original Payroll Detail

	48-56
	999999999
	Social Security Number (**)
	Same as original Payroll Detail

	57-65
	S99999999
	Earnings – The amount of the adjustment to be applied to gross earnings.
	An eight-digit amount representing the adjustment to Contributor’s earnings previously reported for this Service Period. Must have a Positive (+) or Negative (-) leading sign.  It is implied that last two digits are right of the decimal. i.e. negative earnings of $2,000.98 would be –00200098. If there are no earnings adjustments then this field should contain zeros.

	66-74
	S99999999
	Taxed Amount – The amount of the adjustment being applied to the Taxed contributions.
	An eight-digit amount representing the adjustment to taxed contributions previously reported for Contributor for this Service Period. Must have a Positive (+) or Negative (-) leading sign. It is implied that last two digits are right of the decimal. I.E. –2000.98 would be –00200098. If there are no Taxed adjustments then this field should contain zeros.

	75-83
	S99999999
	Pickup Amount – The amount of the adjustment being applied to the tax-deferred contributions.
	An eight-digit amount representing the adjustment to Pickup contributions previously reported for this Contributor for this Service Period. Must have a Positive (+) or Negative (-) leading character. It is implied that last two digits are right of the decimal. I.E. –2000.98 would be –00200098. If there is are no Pickup adjustments then this field should contain zeros.

	84-87
	S999
	Service Credit Days – The number of days paid being adjusted for this Service Period.
	A three-digit number representing the adjustment to the number of service credit days paid previously reported for this Contributor for this Service Period. Must have a Positive (+) or Negative (-) leading sign. If there is no adjustment to Service Credit Days, then this field should contain zeros.

	88-90
	XXX
	Justification Reason  – The reason for the Adjustment.
	Required. A three-character code (supplied by SERS) indicating the reason for the adjustment.


* X = Text; S = sign (+ / -); 9 = Number.

(**) Must be identical to information reported previously.

Justification Reason Codes and Associated descriptions (please refer to your SERS Treasurer’s Manual for specific examples):



CODE


DESCRIPTIONS

CDE       
Contributions and/or days adjustment

RET       
Contributions and/or days for retroactive pay

TPE       
Taxed or pick-up reported in error.


INV    

Contributions withheld in error (e.g. students,

contributions belong to STRS, etc. – refer to Treasurer’s Manual)
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