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 ELDA Online form completion guide  

Introduction 

The following completion guide explains step by step how to put together a monthly contribution base report (mBGM) on ELDA Online, using a 

fictional example. 

It is recommended that you have the corresponding ELDA Online user interface open on your screen at the same time, to make it easier to 

follow the explanations. Additional documents you will need for the report, such as the pay-scales table, can be found via the link collection  

provided on the ELDA homepage. 

1 Example report 

The entries shown below are based on the following example case: 

 Fully insured worker 

 Self-assessment 

 Reference period: January 2025 

 Obligation to pay into occupational pension scheme: yes 

 Remuneration: EUR 1.500,-€ 
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2 Online reporting 

Employers can collate and submit relevant reports to ELDA using the ELDA Online data-entry system. The forms are available on the ELDA  

Online portal . 

1. Select ‘monatliche Beitragsgrundlagenmeldung (mBGM)’  

(monthly contribution base report). 
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2.1 Define package data 
 

 
1. Select the type of assessment: ‘Selbstabrechner’ (self-assessment) 

or ‘Vorschreiber’ (set contributions) 

 

 
 

 
2. Define employer data: 

Enter the employer data or select the employer from the 

‘Dienstsgeber’ drop-down menu if the data have been 

previously stored. 

 
3. Fill in the period for which contributions are to be assessed. 

 
 
 

4. Select annual (‘Ja’) or monthly (‘Nein’) assessment for 

marginally employed persons. 

NB: In the event of annual assessment for marginally 

employed persons, if an occupational pension scheme is 

involved then the supplement of 2.5% of the contribution to 

that scheme must be included in the assessment. 
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Section filled in with the data of the example case 

 
 
 
 
 
 
 
 
 

 

Click ‘Dienstnehmer hinzufügen’ (Add employee) to start 

completing the individual mBGM reports. 

. 
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2.2 Enter employee data  

Select the type of report from the drop-down menu: 

NB: Once you have selected the type of report, the section for 

employee data will appear. 

Use the drop-down menu to retrieve stored employee data. 

 
Give the employee’s insurance number 

(‘Versicherungsnummer’)  

 
Give the employee’s family name (‘Familienname’) and forename. 

Select the relevant calculation base from the drop-down 

menu: 

 

 

After filling in the employee data, continue by clicking on ‘Neuer 

Tarifblock’ (New pay-scale block). 
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Section filled in with the data of the example case 

 

 
Once you have filled in the pay-scale block, click 

‘Verrechnungsbasis hinzufügen’ (Add 

calculation base) to open the calculation-base 

block. 
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Select the type of calculation base from 

the drop-down menu: 

 
 

 
Enter the calculation-base amount. 
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Once you have recorded the calculation base, click 

on ‘Verrechnungsposition hinzufügen’ to add the 

first offsetting item. 

 

 

 

 

 

 
Select the type of offsetting item from the drop- 

down menu: 
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Click on ‘Verrechnungsposition hinzufügen’ to add 

another offsetting item, such as the unemployment- 

insurance reduction required in our example. 

 

 

 

 

The percentage is entered automatically. 
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Clicking on ‘Verrechnungsposition hinzufügen’ has 

opened another offsetting-item section. 

 

 

 

 

 

Select the relevant unemployment-insurance 

reduction. 

 

 
The percentage to be deducted is entered 

automatically. 
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As the example requires a contribution to the 

occupational pension scheme to be offset, click 

on ‘Verrechnungsbasis hinzufügen’ to add 

another calculation base. 
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Select the type of calculation base (for detailed information, see 
page 7): 
 
 
 
 
 
 
 
 
 
Click on ‘Verrechnungspostion hinzufügen‘ to add an offsetting 
item (for detailed information, see page 8).  
 
 

 
 

 

 
 

 

 

 

After entering all the necessary calculation bases and 

offsetting items, save your entries and complete the 

process by clicking on ‘Speichern’. 

NB: 

If a bonus payment arises in the same month, another calculation 

base is required with the type set at ‘Sonderzahlung’ and the 

offsetting item at ‘Standard- Tarifgruppenverrechnung 

(Sonderzahlung)’. 

In that case, the general contribution base and the bonus payment 

base need to be added together. The sum of the two forms the 

calculation base for the occupational pension scheme. 
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2.3 Package overview 
 
 

 
After entering the employee data, including calculation bases 

and the associated offsetting items, you have two options for 

what to do next: 

 
 
 
 
 
 

 

1. ‘Dienstnehmer hinzufügen’ – to add more employees 

and mBGMs 

 
 

 

2. ‘Speichern’ – to save the package and go to the 

‘Sendebereich’ (Submission page) where you can send 

the data. 
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2.4 Submission page – data transmission 

 

 

 

To submit your reports, select them by ticking the relevant boxes and click on 

‘Ausgew. Meldungen senden’ to send them. 
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