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EMPLOYER TRAINING SERVICES

Uploading an MR87 Enrollment File

This is a step-by-step process for uploading an MR87 Enrollment File to the new Secure
Employer Website.

Revised: 09/05/2025
Step 1:

Navigate to the Upload Files Maintenance screen by clicking the Upload Files quick link on
the SEW Dashboard.

Upload Files

L
View More @

Step 2:

The Upload Files Maintenance screen displays. Select MR87 Enrollment File from the File
Definition dropdown field.

Upload Files

Organization Name : 19807-HMXRN MYNLTM JDOMFNLGD JDSGTFY IRMEIVPP

*File Definition : [ v]

F1EA 1R €« MREY Enroliment File
Employer Address File

Employee Match File
F496 File
WVDF File
Contribution - AR File
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]
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Step 3:

Select the Browse button to search for the file to upload. The MR87 file must be in a .txt
format.

Upload Files

Organization Name : 198071-HMXRN MYNLTM JDOMFNLGD JDSGTFY IRMEIVPP

*File Definition:  MRS87 Enroliment File w

e pat Clea

Step 4:
Select the file to upload. Then Select the Open button.

© open *
B « Desktop > TAD » PSData > TRMN 2 Data - O Search TRM 2 Data el
Organize v New folder =~ 0 0 |
N2 Mame - Status Date modified Type Size
3 |:] 01020 MR&T error ©] 6/4/2025 &:08 AM Text Document 2KB
3 |j 01020 MRAT @ Text Document 2KB
1 3 |:] 01042 F4%6 @ Text Document KB
1 N |j 01042 MRBT @ Text Document 2KB
[ |j 19801 F496 @ 7/6/2025 3:15 PM Text Document KB |
|j 1 @ 6/4/2025 9:08 AM Text Document 2KB
> —
ﬁ 9 6/2/2025 &:56 AM Text Document 2KB
> = —
) = 19301 VDF @ 6/2/2025 9:14 AM Text Document 1KB
|j 32040 F496 @ 7/6/2025 3:14 PM Text Document KB
>
= 32040 MRET @ 6/16/2025 3:47 AM Text Document 2 KB
File name: | 19801 MR87 | -

Uplead from mobile Cancel
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Step 5:

Select the Upload button. The MR87 File will go through its first validation to check for File
Upload Errors.

Upload Files

Organization Name : 19801-HMXRN MYNLTM JDOMFNLGD JDSGTFY IRMEIVPP

*File Definition: = MRS7 Enrcliment File hd

Browse Clear

19801 MR87.1xt X

File Path (1848 bytes )

Step 6:

You will know the file upload was successful and has passed initial validation because of the
green checkmark, the messages found under the File Path box and the message displayed at
the top of the screen.

qnur file has passed initial validation. Please navigate to the Processed Files screen to view the status of your file.

Upload Files

Organization Name: 19801-HMXRN MYNLTM JDOMFNLGD JDSGTFY IRMEIVPP

*File Definition: | MR37 Enrollment File w

Browse Clear

19801 MR87.txt

File Path: (1848 bytes) @
TXT
1 of 1 files successfully uploadD
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To check the status of the MR87 Enrollment File click the Global Navigation menu. Hover
over File Processing and select Processed Files. The Processed Files Search screen will

display.

= Upload Files Maintenance

Upload File

‘ Processed Files

Processed Records

Dashboard
Message Board
Organization
Employer Reporting
Employee

File Processing
Reports

ECM

Help and Reference

Secure Message

Step 8:

57007 YOLO COUNTY OFFICE OF EDUCATION
TRNT1 - 1.2.80.1 - Green Region

9 C

n e

In the Search Criteria panel select MR87 Enroliment File from the File Definition dropdown

menu, click Search.

Search Criteria

File Definition : [ All w

File Name,

Processed Date From :

Search

= Status :

MR87 Enroliment File

Employer#

Employee Match File
F496 File
VDF File

Emnlnwment File

File Header ID :

Processed Date To :

All v
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Step 9:

In the Search Results panel locate the file you uploaded and take note of the corresponding
File Header ID.

Search Criteria

File Definition: = MRS&7 Enrollment File v File Header ID :
File Name : Status:  All v
Processed Date From : B Processed Date To : (=)

m

Search Result

[ File Header ID JJFile Definition File Name Processed Date Status Number of Rows

O 2877 MRS87 Enrollment File 19801 MRB7,ESS.1xt 10/04/2024 09:40:23 AM  Unprocessed
] 2872 MR87 Enrollment File 19801 MR87,ESS.1xt 10/03/2024 01:53:48 PM  Processed 21
O 2871 MRE7 Enrollment File 19801 MR87 errorESS.txt  10/03/2024 01:53:48 PM  Review 21

Step 10:

Click the Global Navigation button in the top left corner of the screen. Hover over Employee
then select Employment Summary. The Employment Summary Lookup screen displays.

, Processed Files Search 57007 YOLO COUNTY OFFICE OF EDUCATION A & & 0 |
SECURE EMPLOYER WEBSITE TRNT-1.2.80.1 - Green Region

Dashboard Employee g page 2 of 2.

Message Board ‘ Employment Summary

Organization > | Employment Detail

Employer Reporting Employee Change Request

Employee Header ID :

i . Status: | Al [v]
File Processing

Reports
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Step 11:

In the Search Criteria panel, input the File Header ID and click Search. The Search Results
panel should display the Employment Summary ID that corresponds with the File Header ID.
Click the Employment Summary ID.

Search Criteria
Organization Code : Employment Summary Status: | All -
Hint: Org Code, Org Name
Processed Date From : B Processed Date To : (&=
Employment Summary ID : Source: | All v

Flle Type: = All v

‘ Search ' Reset Store Search

Search Results

m Export To Excel

[ Employment Summary ID  Organization Name Processed Date Source Status File Header ID

] @19801 - HMXRN MYNLTM JDOMFNLGD JDSGTFY IRMEIVPP  10/03/2024 01:53:48 PM  Employer File  Processed

Step 12:

The Employment Summary Maintenance screen will display. To download the Employment
Response File click the Download Employment Response File button.

79807 HMXRN MYNLIM JDOMFNLGD JDSGTFY IRMEIVPP
— CAISIRS. TRNZ - 3.0.885.1 - Green Region
SECURE EMPLOYER WEBSITE
Employment Summary Maintenance 7

Employment . asiaant Summary Main... X 4= Displaying page 1 of 1. =p
" e —

Refresh . Download Employ

Record displayed.

Employment Summary

Organization: 19801 - HMXRN MYNLTM JDOMFNLGD JDSGTFY IRMEIVPP Summary Status : Processed Created Date: 10/03/2024 10:03:56 PM

File Processed Date : 10/03/2024 File Status : Processed File Name: 2024-10-03-13-53-48_19801 MR87,ESS.txt
Record Count: 21 File Type : MR87 File Source : Employer File
Error Message : File Header ID: 2872
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