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Gatekeeper Reporting 
 
Gatekeeper Contacts:  
Carrie Walsh  cwalsh@gatekeeperteam.com 
Stephanie Bales sbales@gatekeeperteam.com 
Brent Dunham  bdunham@gatekeeperteam.com 
 
Contracts need to be submitted to Gatekeeper as soon as possible.  
 
For IRS purposes, a written plan document MUST to be created and approved by your 
Board of Education prior to January 1, 2009. In order for Gatekeeper to develop your 
written plan document, you must submit your 11 page Plan Design Option Form to 
Gatekeeper as soon as possible.   
 
If you do not have your written plan document completed, you do NOT have to wait to 
start submitting files to Gatekeeper. You are encouraged to start sending files as soon as 
possible.  
 
There are 4 files that are being requested for submission: 
Census (Totals from 1/1/2007 to 12/31/2007) 
Investment election 
YTD (Current year totals from 1/1/2008) 
Payroll (This file will be generated with each payroll after your YTD file has been 
submitted) 
 
You should run independent checks and balances on the files. Totals for the YTD and 
Payroll files for Gross Salary, State Retirement, and 403(b) deductions should be emailed 
to Stephanie Bales or Brent Dunham and copied to Carrie Walsh.  
 
The files should be uploaded to Gatekeeper in csv (comma-delimited) format. Once the 
YTD file has been submitted you will then need to submit the payroll file after each new 
payroll you process. This will keep the data updated on Gatekeeper’s system. 
 
403(b) payments should continue to be sent to the individual vendors the same as usual 
until you begin the remittance process through Gatekeeper (usually 2 payroll periods after 
your YTD file is submitted.). Once Gatekeeper begins remitting on behalf of your 
district, you will need to start submitting the individual payments through EFT to 
Gatekeeper. After a few months, the deduction codes for the payments can be combined 
into one code under Gatekeeper if you would like, however, this is not a necessary step.   
 
NOTE: There has been some confusion on whether or not to include severance 
payments in the gross amount. It has been confirmed through Gatekeeper 
representatives that severance should NOT be included in gross. If the employee 
chooses to contribute part or all of their severance to a 403b, report the 
contributions amount but NOT the severance amount.   
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Programs for Gatekeeper Reporting are located in USPS_LCL under the USPS main 
menu. 
 

 
 
 
There are 8 programs available for Gatekeeper reporting.  
 

 
 
 
GATEKEEPER and GK_REPORT create the Census/YTD information.  
 
GK_INVEST and GK_INV_RPT create the Investment Election information 
 
GK_PAY and GK_PAY_RPT create the Payroll information 
 
GK_PAYJOBR and GK_PAYJOB create the Payroll information based on Job 01 
 
There are two programs for each type of file, one is a report for data verification and the 
other is the submission file. 
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The Census and YTD information can be obtained using the same programs. The Census 
file should be run on calendar year end 2007 files. The YTD file should be run on the 
current files.  

Census – Calendar Year 2007 (1/1/2007 to 12/31/2007) 
 
The census file covering 1/1/07 to 12/31/07 will be necessary in order for Gatekeeper to 
perform the 2007 calendar year review, if your district signed up for it.  
 
At your name prompt, type CYUSPS 
 
$  cyusps 
 
Your name prompt will change to include CYUSPS as follows. 
/CYUSPS$ 
 
Go to the USPS_LCL menu and select the GK_REPORT program. 

 
 
 
Execute the program.  
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View the report on your screen.  
 

 
 
Press ‘B’ on the keyboard to go to the bottom of the report. Press the page up key to see 
the page number. This report may be very large, so you will need to determine whether or 
not you want to print the report. Every employee that has a YTD Federal Gross AND an 
employee or board YTD Retirement (590, 591, 690, 691) deducted amount greater than 
zero will be included on this report. If an employee also has a 403(b) or Roth YTD 
contribution greater than zero, they will have an additional line on the report for each 
deduction.  
 
As you can see in the example above, Perry Como has two 403(b) deductions with YTD 
contribution amounts greater than zero, from the 502 and 527 deduction codes. He has 3 
lines total on the report.  
 
Check the totals for each employee on the report to make sure the calculations are 
correct. The total line contains the amounts that will be reported on the submission file. 
Here is what to check: 
 

- Employees with both a 590 and 591 retirement record and a 403(b) deduction will 
result in the retirement contribution amount being double what it should be. 
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- Totals on the report are calculated on unique amounts, so when an employee has 
two 403(b) deductions for the same amount the total will not be correct as it will 
only count that amount one time. 

 
 

 
You will need to manually adjust the amounts on the submission file if any of these 
situations occurs. 
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Census Submission File 
 
In the CYUSPS account, go to the USPS_LCL menu and select the GATEKEEPER 
program. 
 

 
 
 
Execute the program. 
 

 
 
Copy the output file, GATEKEEPER.TXT, to your directory by using the following 
command at your name prompt in the CYUSPS account. 
 
COPY  GATEKEEPER.TXT  [--.<username>] 
Replace <username> with your username, drop the 2-digit prefix.  
For example, my username is cc_cvansickl so I would enter 
COPY  GATEKEEPER.TXT   [--.CVANSICKL] 
This will copy the report to my directory 
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After entering the copy command you will receive a message similar to this one: 
%COPY-S-COPIED, $1$DGA602:[<district>.CY_USPS.USER]GATEKEEPER.TXT;1 
copied to $1$DGA602:[<district>.<username>]GATEKEEPER.TXT;1 (383 blocks) 
This confirms the file has been copied to your directory.  
 
In my test account for Sample City School District, the message would appear as follows: 
%COPY-S-COPIED, $1$DGA602:[SAMPLE.CY_USPS.USER]GATEKEEPER.TXT;1 
copied to $1$DGA602:[SAMPLE.CVANSICKL]GATEKEEPER.TXT;1 (383 blocks) 
 
Now you need to transfer the file to your PC. SEOVEC recommends and supports the 
WS-FTP program for transferring files. Log into your account. 

 

 
Find the GATEKEEPER.TXT file on the right side of the program and transfer using the 
ASCII transfer type to your desired location on your PC.  
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Open Excel and then open the file, selecting text file types. 
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The Text Import Wizard will guide you through importing this file into Excel. Select 
‘delimited’ and click Next.  
 

 
 
The file is delimited by the pipe symbol | so select ‘other’ and enter the symbol. Click 
Next. 
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The first column with the social security numbers is highlighted; select the format for this 
field to be ‘Text’ so that any leading zeros will be retained. Click Finish. 
 

 
 
Delete column A.  

 
 
Expand all of the columns by clicking on the left corner to highlight the spreadsheet, and 
then double-click the line between column A and B. 
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Go to the SEOVEC Website to Fiscal Services, User Support, USPS Information, 403(b) 
Reporting and open the Gatekeeper Census/YTD File Template 
 

 
 
Expand the columns and copy the first row.  
 

 
 
 
Insert this copied row into the GATEKEEPER.TXT spreadsheet 
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Expand the columns again, now each column has the appropriate headings. 

 
 
Select the total columns and format the cells to numbers. 

 
 
 

 
 
Make any needed corrections to the amounts per your review of the report.  
 
Make sure a birth date and hire date is listed for each employee on the submission file; 
these fields should not be left blank. These fields do not display on the report file. 
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Save the spreadsheet in Excel format so you save everything you have done before and 
you can easily refer back to it if necessary.  
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Balancing 
 
Now total the amount columns on the spreadsheet and perform balance checking. Keep in 
mind that you may need to add or remove employees from the Gatekeeper submission 
file. Report all employees that are not specifically listed for exclusion in your Plan. If you 
have any questions concerning whether or not to include an employee in the file, contact 
your Gatekeeper representative.  
 
Run ERNREG for the calendar year to compare totals. 
 
The Gross YTD will be off due to retirement not being deducted for: 

- Student workers 
- Board members 
- Severance 
- Missed deduction setup 

NOTE: To retrieve the Gross YTD amounts through Safari from the PYUSPS files, your 
files will need to be copied to a demo account.  
 
The total gross on the GATEKEEPER.TXT file is 15,503,371.83 
The total gross on ERNREG is 15,524,561.33 
Difference 21,189.50 
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Safari can be used to more easily find the discrepancy. 
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Save the query, and then return the data to Excel 
 

 
 
 
 

 
Select the name and gross_ytd columns and copy.  
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Paste the columns into the GATEKEEPER.TXT spreadsheet after the Gross Salary 
column. 

 
 
Now you can compare the gross amounts in columns T and V to find discrepancies. You 
can see the first row has a discrepancy. Shelly Winters has a gross ytd of 9.50 which is 
not on the Gatekeeper spreadsheet. This is because she is a student worker so no 
retirement is deducted for her. She should not be reported to Gatekeeper. Select her name 
and amount and delete them, select to shift the cells up.  
 

 
 
 
Now the amounts match on the rows in this section, continue to compare the amounts to 
find the discrepancies.  

 
 
Here are the results of the discrepancy for this file 
Shelly Winters    9.50   Student Worker 
Penelope Cruise  15.00   Student Worker 
Brooke Shields  18.00   Student Worker 
Lynn Tanner  52.00   Student Worker 
Jimmy Stewart  10.00   Student Worker 
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Mabel Abel   90.50   Student Worker 
David Bowie   76.00   Student Worker 
Michelle Pfieffer       134.00   Student Worker 
Bo Derek   15.00   Student Worker 
Lisa Simpson            144.00   Student Worker 
Dick Clark            127.00   Student Worker 
Whitney Houston        70.00   Student Worker 
Kathy Bates   73.00   Student Worker 
Lilith Crane   45.00   Student Worker 
Steve Martin   33.00   Student Worker 
Christopher Robin     138.00  Student Worker 
William Hurt   38.50   Student Worker 
Robin Williams  79.00   Student Worker 
Margaret Hoolihan 20,000.00 Retirement incentive in January 
Lawrence Welk  22.00  Student Worker) 
These discrepancies total the difference of 21,189.50. 
 
 
Delete the columns you added from the other spreadsheet. 
 

 
 
 
You can balance the retirement contributions by using the amounts from ERNREG. Only 
590 and 591 deduction amounts are included on the Gatekeeper files. Board paid amounts 
are not included.  
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If there is a discrepancy for retirement you can use Safari by using the following query. 
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You have the option to save the query 

 
 
 
 
 
To balance the 403(b) contribution amounts, you can either total the amounts (if you 
know your codes and there aren’t too many) from the ERNREG report or you can use 
Safari instead. 
 

 
 
This will select 403(b) annuities, you don’t have to select designated Roth if you don’t 
that deduction type. If you have designated Roth deductions contact the SEOVEC Fiscal 
Department for the filter to select these records.  
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This will select 403(b) annuity records 
 
A discrepancy on the 403(b) amount may occur if the spreadsheet amounts weren’t 
updated due to calculation errors in the GATEKEEPER file. If you are out of balance 
check the report calculations again. You may also be out of balance if an employee was 
paid severance only during the year and most of the money went to the 403(b) with no 
Federal tax withheld.  
 
Once the spreadsheet totals are balanced, write down the totals for the amount columns 
on the spreadsheet and email them to Gatekeeper along with the following employee 
status codes.  
 
1 = retirement  
3 = employer initiated  
5 = resigned-took another education job in Ohio  
6 = resigned-took another education job out of state  
7 = resigned-other  
8 = employee accepted new position in district (shouldn't see this one)  
9 = deceased 
 
The separation date and reason from JOBSCN is being pulled for the employee status and 
status date reported on the file. The * symbol is a default value for this field but it was 
removed because it was causing a problem on the Gatekeeper system.  
 
Remove the totals on the spreadsheet before uploading the file to Gatekeeper.  
 
Save the spreadsheet file in csv format to upload to the Gatekeeper website. 
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Upload File to Gatekeeper 
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YTD – Current Year Totals from 1/1/2008 
 
The YTD file covers the current year totals starting from 1/1/2008 through the most 
recent payroll completed.  
 
Follow the same steps as shown in the Census file section of this document with the 
exception of selecting the CYUSPS files.  
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Investment Election 
 
The investment election file breaks down the contribution amounts for each employee to 
specific vendors. This is the only file that lists an employee more than one time.  
 
From the USPS_LCL menu, select the GK_INV_RPT option. 
 

 
 
 
Execute the program 
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View the report on your screen 

 
 
The report details the employee rate from DEDSCN and shows the rate that will be 
reported to Gatekeeper. The rate needs to represent the per pay rate that will be submitted 
on the payroll file. If the pay cycle is 3 or 5, the rates will be divided by two for 
reporting.  
 
Review the reported rates on this report to make sure they are being reported correctly. 
Also, make sure only employees that are actively contributing to the deductions are 
listed. This report selects records that are coded as 403(b) annuities or designated Roth 
for 403(b) with Employee or Board YTD deducted amounts greater than zero.  
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Investment Election Submission File 
   
From the USPS_LCL menu, select the GK_INVEST option. 

 
 
Execute the program 

 
Transfer the output file, GKINVESTFILE.TXT, to your PC using the WS-FTP transfer 
program. Don’t forget to select the ASCII transfer type. This file is in tab-delimited 
format. 
 
Open Excel and then open the file, selecting text file types. 
Using the text import wizard: 
Select delimited, click next 
Select the delimiter ‘tab’, click next 
Format the SSN column as text, click finish 
Format the rate columns as numbers.  
Make any necessary modifications to the file. 
Save the file in Excel format if you want to keep a copy. 
Save the file in CSV (comma-delimited) format to upload to Gatekeeper’s website. 
 
NOTE: Any future changes in employee election amounts should be forwarded via fax 
directly to Gatekeeper. 



December 5, 2008 Gatekeeper Reporting Page 31 of 38 

Payroll Files 
 
This file should be generated with each payroll you complete after your YTD file has 
been submitted. 
 
There are 2 different payroll reports and corresponding submission files. 
 
GK_PAY_RPT and GK_PAY create the report and submission file for the payroll date 
selected and will include employees who have a Federal or 403b withholding amount 
AND 590, 591, 690, or 691 withholding. If an employee is paid on more than one job 
on the payroll and contributes to a 403b, their 403b contribution amount will be 
listed for each job, causing the total to be incorrect. You will need to manually 
correct the amount on the submission file. 
 
GK_PAYJOBR and GK_PAYJOB create the report and submission file for the payroll 
date selected and will also include employees who have a Federal or 403b withholding 
amount AND 590, 591, 690, or 691 withholding. Only employees paid on job 01 will be 
selected. This corrects the 403b contribution amount problem described in the 
previous paragraph but if an employee is not paid on job 01, their record will not be 
included in the files and you will need to manually add them to the submission file.    
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Payroll Report 
 
Go to the USPS_LCL menu and select the GK_PAY_RPT or GK_PAYJOBR program. 
 

 
 
 
Enter the pay date and execute the program 
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View the output file, GKPAYRPT.TXT or GKPAYRPT_2.TXT on your screen.  

 
Press ‘B’ on the keyboard to go to the bottom of the report. Press the page up key to see 
the page number. This report may be very large, so you will need to determine whether or 
not you want to print the report. Records are selected based on the following criteria: 

- Employee included in the selected payroll date  
- Check has NOT been voided 
- Federal deduction amount greater than zero OR 
- 403(b) annuity deduction amount greater than zero OR 
- Designated Roth 403(b) deduction amount greater than zero 
- Employee or Board Retirement (590, 591, 690, 691) deduction amount greater 

than zero  
 
If an employee has a 403(b) or Roth deduction amount greater than zero, they will have 
an additional line on the report for each deduction.  
 
As you can see in the example above, Perry Como has two 403(b) deduction amounts 
greater than zero, from the 502 and 527 deduction codes. He has 3 lines total on the 
report.  
 
Check the totals for each employee on the report to make sure the calculations are 
correct. The total line contains the amounts that will be reported on the submission file. 
Here is what to check: 
 

- Employees with both a 590 and 591 retirement record and a 403(b) deduction will 
result in the retirement contribution amount being double what it should be. 
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- Totals on the report are calculated on unique amounts, so when an employee has 
two 403(b) deductions for the same amount the total will not be correct as it will 
only count that amount one time. 

 
 

- On the GK_PAY_RPT file, the 403(b) amount does not calculate correctly when 
an employee is paid on more than one job. 

 
 
 

- On the GK_PAYJOBR file, the 403b amount will be correct, but only employees 
paid on job 01 will be included in the file. Employees not paid on job 01 will not 
be included in the file.  

 
 
You will need to manually adjust the amounts on the submission file if any of these 
situations occurs. 
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Payroll Submission File 
 
Go to the USPS_LCL menu and select the GK_PAY or GK_PAYJOB program. This file 
needs to be submitted after processing each payroll once the YTD file is submitted. This 
will keep the data up to date on Gatekeeper’s system. If you process a payroll where no 
403(b) contributions are being deducted, you will still need to submit the file to update 
the gross pay and retirement contribution amounts on Gatekeeper’s system. 
 

 
 
Execute the program. 

 
Transfer the output file, GKPAY.TXT or GKPAY2.TXT to your PC using the WS-FTP 
transfer program. Don’t forget to select the ASCII transfer type.  
 
Open Excel and then open the file, selecting text file types. 
Using the text import wizard: 

- Select delimited, click next 
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- Enter the delimiter of the pipe symbol | in the ‘other’ box, click next 
- Format the SSN column as text, click finish 

Expand all of the columns by clicking on the corner to highlight the spreadsheet and then 
double-click the line between column A and B.  
 
Delete the first column so that the employee SSN becomes the first column.  
 
Go to the SEOVEC Website to Fiscal Services, User Support, USPS Information, 403(b) 
Reporting and open the Gatekeeper Payroll File Template 
 

 
Expand the columns and copy the first row.  
Insert this copied row into the GKPAY.TXT or GKPAY2.TXT spreadsheet 
Expand the columns again, now each column has the appropriate headings. 
Select the total columns and format the cells to numbers. 
Make any needed corrections to the amounts per your review of the report.  
Save the spreadsheet in Excel format so you save everything you have done before and 
you can easily refer back to it if necessary.  
Now total the amount columns on the spreadsheet and perform balance checking.  
Once the spreadsheet totals are balanced, write down the totals for the amount columns 
on the spreadsheet and email them to Gatekeeper. 
Save the file in CSV (comma-delimited) format to upload to Gatekeeper’s website. 
 
NOTE: Future submissions of the payroll file should NOT include the headings unless 
there is a change in the submission file structure. 
 
The payroll file should be created and submitted after the completion of every payroll 
run. It is recommended to run this program after completing the PAYDED program after 
verifying the contribution amounts. 
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Payment Remittance 
 
Once Gatekeeper begins remitting on behalf of your district, you will need to start 
submitting the individual payments through EFT to Gatekeeper. In the DEDNAM 
program, change the ‘Electronic Pmt’ field to ‘Y’. This will prevent a check from being 
created and will keep the payment amounts separate by individual company. 
 

 
 
 
After a few months, the deduction codes for the payments can be combined into one code 
under Gatekeeper if you would like, however, this is not a necessary step. If you want to 
combine the payments, enter a vendor number for Gatekeeper on each of these codes, this 
must be a valid vendor number established in the USAS system.  
 
When you run PAYDED select the option on the second screen to 'combine deductions 
by vendor number' (set to 'Y'). 
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If you have never used this option before, please contact the SEOVEC Fiscal department 
so we can check your files to make sure this won't cause a problem with your other 
deductions. Choosing this option will cause all of the 403b deductions to be combined on 
one electronic check number.  
 

 
 
 

 


