
Job Reporting & Reconciliation



Reporting Process

1. Lock Job Records
• Mark completed Jobs as “Reported”

2. Review ServTraq Reports for EARS Reporting
• CSD Monthly Report

• Jobs Check Report

3. Review and Revise the Reports
• Check with Finance for Approval

• If changes are needed, Unreport the Jobs, make edits and restart the reporting process.

4. Send the eCORE Transfer if no DPA changes are needed

5. Do the EARS reporting if no DPA changes are needed



Before Reporting, Review and Print “Jobs 
Check Report”

Lists jobs marked 

completed but not 

reported, shows 

programs and 

totals in a break 

down



Select the Jobs you would like to report and click “Mark Reported” to 

generate the CSD Monthly (EARS) Report data.   



Print the CSD Monthly Report and review



Report to EARS from CSD Monthly Report

Complete your EARS entries exactly as displayed in your CSD Monthly Report



Transfer to eCORE



You Transferred, Now what?



Check for eCORE Submission Email

The eCORE submission e-mail from CSD lets you know the transfer was received. Use the CSD 

Status Update in ServTraq to obtain Job Record Status on “Rejected/Failed” jobs. 



ServTraq will check for Updates from CSD, 
you can Manually check as well



Check for Rejected Records



Rejections?



Correct Rejected/Failed Job Records

Procedure:

1. Un-Report the rejected job(s)

2. Make Job Data Updates

3. Clear the Rejection(s)
 Job status will be CORRECTED

4. Report the Jobs

 Report the Job in the SAME Reporting Period as initially submitted

5. Send the Wx eCORE Transfer
 From within Job Reporting Screen

6. Possible EARS Adjustment If DPA totals changed



Unlock jobs for editing by “Unreporting”

3/15/2016



Open the Job ID and update the data that 
needs to be changed



Clear the Rejection(s)

Scroll down to the Rejections section and clear all the rejection 

reason(s)

3/4/2016

3/4/2016 3/5/2016

3/5/2016



Audit/Change History

Check into 

changes, and 

entries done 

to the job



Go Back to the Job Reporting Screen and Re-Report

the Corrected Jobs in the Same Reporting Period

Set the Reported Date to the original reported date

Select Jobs and click Mark Reported

Click eCORE Database Transfer



Possible EARS Adjustment

Submit an EARS Adjustment only if the Direct Program Activity (DPA) totals changed. 

The EARS reporting period must be the same as it was when the job was originally 

submitted.



Prior Period Adjustments (PPA)



Prior Period Adjustments (PPA)

PPAs can only be submitted on APPROVED Jobs

A leveraged job must have BOTH programs APPROVED before a PPA can be submitted

CSD does not consistently approve report periods even if your reports reconciled, you may 

need to request approval before initiating the PPA process



PPA Process

1.Update: Check the CSD eCORE Database EARS Reconciliation Activity in 

ServTraq to confirm the reports have been “Approved” in eCORE and EARS 

2.Un-report the job(s) in ServTraq

3.Make adjustment(s) to Measure Costs

4.Re-report the job(s) in the same period as they were originally reported

5.Go to the CSD eCORE Prior Period Adjustments screen in ServTraq

Select the job(s) adjusted and Send Wx Data Transfer 

6. Submit EARS Adjustment if DPA totals changed



Check for Status updates for PPA



Unlock jobs for editing by “Unreporting”

3/15/2016



Make Job Measure Data Updates

Open the Job 

ID and correct 

the data that 

needs to be 

fixed.



• Set the Reported Date to the original reported date

• Select Jobs and click Mark Reported

• IMPORTANT: DO NOT click eCORE Database Transfer here

Go back to Job Reporting Screen and report the corrected

Jobs in the same reporting period as initially submitted to the 

eCORE Wx Database.



Open the CSD Bucket Prior Period Adjustment Screen, select 

the job records adjusted and click eCORE Data Transfer.



Non Reconciliation issues



First thing to do is Check for rejected records



Non Reconciliation issues

Compare your print out of the CSD monthly to the 

current data being populated in the CSD monthly



Compare print out of Jobs check to current Measures installed list 
(by completed date)



DEMO



ServTraq Support


