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Formatting the “Error Details” report

This job aid provides instructions on how to format the “Error Details” report which allows users
to view the data in a user-friendly format.

Revised: 05/21/2024

Downloading the report

Step 1:

Navigate to the Payroll Summary screen and click the Download Error Details button in the
Downloadable Contribution File Extracts panel.
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Step 2:

Open the downloaded excel document and highlight the first column and click the Text to
Columns button.

File Hame Indert Fage Layoul Farmulas [nata Revnew VW Help

r— - |_h_| j ™ Lh. 'LP\ [T Cueries & Connections 8] T Y El =
\H LE g L® T+ Jajz] 2 (=
Get  From  From From Teble' Recent Exitting Redresh z| St Filter b Remove Dats i

& Advanced

Get & Transform Data Querses & Connedions Sort & Filber

Dats~ Text SV Web Fange  Sowces Connections Al = il Duplicates Validation =

Data To
al ¥ 2 PAYROLL DETAIL ID™LAST 4 OF SSN™CLIENT ID™ORGANIZATION CODE™LAST NAME™FIRST MAME™MIDDLE MAME BPMC BENI
PERBODS EARMINGS TYPEEARNINGS“CALCULATED CREDITABLE EARNINGS EE PRE-TAX CONTRIBUTION RATE™EE PRE-TAX {
CALCUMLATED™PAY PERICD START DATE™PAY PERMOD END DATE™CALCULATED SERVICE CREMITREPORTING PERIOD™FULL-TIA

B £ o E F G H 1 ] K L 1] M 1]
AIL ID™LAST 4 OF SSN“CLIENT IDORGANIZATION CODE"LAST RAME™FIRET NAME“MIDDLE MAMEBPMC BENEFIT PROGRAM BEMEFIT STRUCTURE™T
DBV %60 Regular-Contract ™ B4 739805132, 64~5132.64™10. 2500005 26. 107526, 101 9, 1000001
DB 2%@EI Regular-Contract ™ 685830206234 826234 8310, 205000636, 26636, 261 9. 1000001

Step 3:
Select the Delimited radio button and click the Next button.

Convert Text to Columns Wizard - Step 1 of 3 [ X

The Text Wizard has determined that your data is Delimited,
If this is correct, choose Next, or choose the data type that best describes your data.
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Step 4:
Check the Tab and Other box and populate a tilde (~) in the field next to Other. Click the Next
button.

Convert Text to Columns Wizard - Step 2 of 3 ? X

This screen lets you set the delimiters your data contains. You can see how your text is affected
in the preview below.
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Step 5:

Click Ok to replace existing data.
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Result: The ‘Error Details’ will appear in the correct format.
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