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Step 9b: Run the Premium Recon Report - Employee Status
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

Overview: The Premium Reconciliation Report is used by institutions to identify differences between payroll withholdings and carrier enrollment payments. The report allows institutions to run for a specific deduction code or all deduction codes. Additionally, users can specify an option to only see instances where the withholding does not equal the payment. This report is integral to reconciling benefit liabilities.

Prerequisites: Build CES Reconciliation Reporting Table
Related Processes(1): Run CES Reconciliation Errors Query
Related Processes(2): Run CES Reconciliation Detail Query



	Assumptions

	[bookmark: cf_complex_string_name_requiredfields]




	Dependencies/Constraints

	[bookmark: cf_complex_longtext_result_output]



Additional Information




Procedure

The following business process documents the steps required to execute the Premium Reconciliation Report (by Employee Status)

Note: This report was originally delivered in PeopleSoft HRMS. It is commonly referred to as the "25A" report.

	Step
	Action

	1. [bookmark: ID0x00000162] 
	To begin navigating to BOR Menus, click on the Vertical Scrollbar.

	2. [bookmark: ID0x00000163] 
	Click the BOR Menus link.


	3. [bookmark: ID0x00000164] 
	Click the BOR Payroll link.

	4. [bookmark: ID0x00000165] 
	Click the Carrier Enrollment Accounting link.


	5. [bookmark: ID0x00000166] 
	Click the CES Premium Reconciliation Rpt link.

	6. [bookmark: ID0x00000167] 
	Click the Add a New Value tab.

	7. [bookmark: ID0x00000168] 
	Enter "DALTONHDHB" in the Run Control ID field. 

	8. [bookmark: ID0x00000169] 
	Click the Add button.


	9. [bookmark: ID0x0000016A] 
	Enter "69000" in the Business Unit field. 

	10. [bookmark: ID0x0000016B] 
	Enter "00HDHB" in the Deduction Code field. 

	11. [bookmark: ID0x0000016C] 
	Note: Users are not required to enter a deduction code. If the field is left blank, the report will be executed for all deduction codes.

	12. [bookmark: ID0x0000016D] 
	Click the Report Only Variances checkbox.


	13. [bookmark: ID0x0000016E] 
	Click the Employee Status option.


	14. [bookmark: ID0x0000016F] 
	Click the Save button.


	15. [bookmark: ID0x00000170] 
	Click the Run button.


	16. [bookmark: ID0x00000171] 
	Click the OK button.


	17. [bookmark: ID0x00000172] 
	Click the Process Monitor link.


	18. [bookmark: ID0x00000173] 
	Click the Refresh button.

Note: The process status must be Success and Posted in order to view the report.


	19. [bookmark: ID0x00000174] 
	Click an entry in the Details column.


	20. [bookmark: ID0x00000175] 
	Click the View Log/Trace link.


	21. [bookmark: ID0x00000176] 
	Click an entry in the Name column.


	22. [bookmark: ID0x00000177] 
	Note: The report details can be imported into Excel if the "CSV" output is selected instead of the "PDF" file.

When the report is nun by benefit plan or employee status, no CSV file is created.

	23. [bookmark: ID0x00000178] 
	In order to view the detail report, users may be required to change the scale of the report. In this instance, scale to 80% and press enter.

	24. [bookmark: ID0x00000179] 
	Review the results of the report.

	25. [bookmark: ID0x0000017A] 
	Prerequisites: Build CES Reconciliation Reporting Table
Related Processes(1): Run CES Reconciliation Errors Query
Related Processes(2): Run CES Reconciliation Detail Query
End of Procedure.
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