Employer Portal — Adjustment and Retro Record Reporting Procedures

These procedures provide the various options and steps required to complete an adjustment
record or to add a missed (retro) record into the Gemini Employer Portal.

Adjustment Record vs Missed (Retro) Record -

If a previously reported contribution record requires an adjustment/correction to its information
from what has been posted, the payroll reporter will need to report an adjustment record. Only
contribution records that have been posted in Gemini can be adjusted.

A missed (retro) record is a contribution record that was inadvertedly left off a prior
contribution report and needs to be added into Gemini.

Although there are two types of records: adjustment and missed (retro) explained in these
procedures, the options for reporting either type of record in Gemini are similar. The reporting
options available include: copy/edit a current record, manually add the record, retrieve and copy
a previous record, or include the record in a current subsequent payroll contribution report.

For more information on how to submit a payroll contribution report in Gemini, refer to the
Employer Portal — Contribution Reporting Procedures for File Upload or Replication process.

General Reporting Rules for Adjustment/Correction Records —
Adjustments/Corrections can be reported for previously reported ‘posted’ contribution records in
any subsequent payroll contribution report. Corrections can be positive or negative. Before
reporting any adjustment/correction, ensure that the following two (2) rules are followed:

e Any earnings related field should contain the adjusted information. (Refer to the examples
below for further explanation)

e Timekeeping related fields should contain the total days. (Refer to the examples below for
further explanation)

Example 1: Member earnings over-reported —

Employer A incorrectly reported $1,200 as earnings for Teacher B instead of $1,000. Employer
A can report a correction of (-$200) as an adjustment record for Teacher B in the subsequent
report.

Example 2: Member earnings under-reported -
Employer C incorrectly reported $800 as earnings for Teacher D instead of $1,000. Employer C
can report a correction of $200 as an adjustment record for Teacher D in the subsequent report.

Example 3: Days Paid reported incorrectly —
Employer E incorrectly reported 10 days paid for Teacher F instead of 12 days. Employer E can
report an adjustment record with 12 days paid in the subsequent report.

Example 4: Docked Days reported incorrectly —
Employer G incorrectly reported 9 dock days for Teacher H instead of 11 dock days. Employer
G can report an adjustment record with 11 dock days in the subsequent report.

General Reporting Rules for Missed (Retro) Records —

In a scenario where a contribution record was not reported in a payroll contribution report to
which it belonged; it can be reported to TRS in a subsequent contribution report. The
missed/retro record will need to have the same details as it would have had if it had been a part
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of the report to which it truly belonged. Before reporting any missed/retro records, ensure that
the following rule is applied:

e The pay period begin date, pay period end date, pay date, and all other earnings and days
paid information should reflect the details of the missed contribution record that the
employer is trying to report. (Refer to the example below for further explaination)

Example 5: Reporting a missed/retro record —

Employer J omitted Teacher K’s base salary and extra-duty earnings records from the
09/15/2021 payroll contribution file. On the 9/30/2021 contribution file, Employer J includes
both missed records from the 9/15/2021 payroll as well as Teacher K’s base salary and extra-
duty earnings records for the current 9/30/2021 payroll all on the 9/30/2021 payroll contribution
file. Teacher K will have a total of four (4) records reported on the 9/30/2021 payroll
contribution file.

Contribution Reporting Option 1: Copy and Edit an Exisiting Record -

The first option to report an adjustment or missed (retro) contribution record is to copy and edit a
contribution record using a member’s record in the current contribution file. This option is only

available if the member has a record reported in the current contribution file that the employer is

processing.

Step 1: From the Details/Adjustment screen, locate the member for whom you want to add an
adjustment/correction or missed/retro record for. Click on the Actions dropdown button left
of the member’s name and select Copy.

[ -] Disch Trista 01/01/2021 01/15/2021 FB 16.68 151 020 00
A Jessica 01/01/2021 01/15/2021 BS 1,843.68 165.94 2286 03
(F quickedit
_— Jessica 01/01/2021 01/15/2021 ED 199.04 1791 246 00
& editoetits

© Jessica 01/01/2021 01/15/2021 8 16.68 151 020 00
iew

Timothy 01/01/2021 01/15/2021 BS 3,613.95 32525 4481 04
Copy

Timothy 01/01/2021 01/15/2021 FB 17.01 153 021 00
T Dpelete
(] Dooley Karissa 01/01/2021 01/15/2021 Bs 3,019.92 27179 3745 03

[-] Dooley Karissa 01/01/2021 01/15/2021 8 16.68 151 020 00

Showing 3124007204, Rowsperpage 10 v First < 1 3.4 21 > last

Step 2: Next, you will be navigated to the Add Record Details screen. Most information (except
earnings and timekeeping fields) will be copied over from the selected member’s record.

Employment Information

Pay Period Begin Date * Pay Period End Date " Pay Date*
11/14/2020 (] 11/30/2020 ] 11/30/2020

Employment aegin Date
08/13/2017 () Employment End Date (o) Employment End Reason

Contract Days FTE Percentage Contribution Category *
180 100 % Tier2 -

Earnings & Contributions

Full Annual Rate Deferred *
$ 44,248.00 Payment Reason * < No - $ Earnings * $ Earnings that Exceed Salary Limits *

$ Contributions * $ THIS Contributions * $ Employer Defined Contributions |

Timekeeping

| Posttirement Hours Satanced Calendar

cLeavelPersonal Days
Docked Days * 25 Days Paid *
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Step 3: On the Add Record Details screen, update the pay period begin date, pay period end
date, and pay date to match the dates for which this adjustment or retro record is being created
for. Update the earnings, contribution and THIS contribution fields. All fields with a red
asterisk (*) must be completed.

Note: For an adjustment record, you will be reporting earnings as positive or negative values;
For a missed/retro record, you should only be reporting positive values.

Last, update the timekeeping fields. Once all required fields have been updated accurately, click
Save.

Add Record Details for Collapse All Expand All
Errors for Record (1)  Select toview error details. Tip: Address fatal errors first before addressing any athers; Corrections to fatal errors may result in the elimination of other errors
Demographics
‘Social Security # First Name * Middle Name Last Name *
XK Prefix - L Suffix
Date of Birth * Gender *
] Female -
Employment Information
Pay Period Begin Date * Pay Period End Date * Pay Date * Payroll Frequency *
11/14/2020 (i) 11/30/2020 (0] 11/30/2020 ] Semi-Monthly ~
Employment Begin Date * Employment Type * Job Category *
08/13/2017 i) Employment End Date (0] Employment End Reason - Full Time ~ Teacher
Contract Days FTE Percentage Contribution Category *
180 100 % Tier2 -
Earnings & Contributions
Full Annual Rate Payment Reason * Deferred * Earnings * Earnings that Exceed Salary Limits *
s 44,248.00 Base Salary - No - $ 1,843.68 $ 0.00
Contributions * "THIS Contributions * Employer Defined Contributions
s 165.93 $ 22.86 $ 0.00
Timekeeping
Docked Days* SickLeave/Personal Days * Dayspaid* Post-Retirement Hours Balanced Calendar
0.00 225 10 0.00
Contact Info

Email Address Phone *

AddressLine1*

]

ity state zip code *
Address Line 2 [ v 61084 Country

Step 4: Once the copied record is saved successfully, you will be navigated back to the
Details/Adjustment screen. Verify that there are no errors detected for the newly added record.
If errors are detected, resolve the error using the recommended resolution.

Repeat Option 1 — Copy and Edit an Existing Record process (steps 1 —4) for each member and
each payment reason record until all data for the adjustment/retro contribution record(s) have
been added to the current file. Once done, continue with the remaining file submission process.

Contribution Reporting Option 2: Manually Adding a Record -

The second option to report an adjustment or missed (retro) contribution record is to add it
manually during the contribution reporting process. This process assumes the adjustment and/or
retro contribution record was not included in the current payroll contribution file. For this, you
need to follow the steps described below:
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Step 1: Click on the Add Record button on the top right section of the Details/Adjustments
screen in the payroll reporting process (image below).

Report Type: Defined Benefit  Report Date: 01/15/2021 Report Status: In Progress ~ Status Date: 04/29/2021 Members: 91 Errors: 0

© AddRrecord |[] Errorsonly

3£ Details / Adjustments

Errors for Selected Record (0) Tip:

Step 2: This will navigate the user to the Add Record screen. Enter the SSN of the employee
whose record you want to add and click Search.

Add Record

s
Enter the SSN of the member for which you need to add  record then click Search,
' =t
ord for the selecte

Click Add Record to

To adjust
and click Filter. You can then select a record from the table below.
Begin Date * End Date *

Step 3: Once Search is selected, if the system is able to locate the SSN with an enrollment for
this employer, it will show the employee’s name and date of birth (DoB) to the user. The user
can verify the retrieved name and DoB to ensure this is the same employee for whom they want
to report an adjustment or retro contribution record for. Note: The user will be able to follow the
next steps even if no match is found.

Add Record

s

Enter the SN of the member for which you need to add a record then click Search. _I Member B y 008
Click Add Record to create a new record for the selected member.

To adjust or copy a r from report for the member, enter a range of dates

and click Filter. You can then select 2 record from the table below. aeginoate- Endpate -

01/29/2021 ] 04/28/2021 ] “

Actions Name SSN Pay Period Contribution Category Payment Reason Earnings Contributions THIS Days Paid

Step 4: Click the Add Record button. This will navigate the user to the Add Record Details
screen. If the system was able to locate the SSN, some basic demographic and enrollment
information will be pre-populated. If not, the entire screen will be blank.

Step 5: On the Add Record Details screen (image below), update the pay period begin date, pay
period end date, and pay date to match the dates for which this adjustment or retro record is

being created for. Update the earnings, contribution and THIS contribution fields. All fields with

a red asterick (*) must be completed.

Note: For an adjustment record, you will be reporting earnings as positive or negative values;
For a missed/retro record, you should only be reporting positive values.

Last, update the timekeeping fields. Once all required fields have been updated accurately, click
Save.
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B ——
" e
Add Record Details for | Collapse All Expand All
Errors for Record (0)  Select to view error details. Tip: Address fatal errors first before addressing any others; Corrections to fatal errors may result in the elimination of other errors.
Demographics
Socialsecurity # prefix FirstName Middle Name LastName*
XK Ms. - Suffix -
Date of irth - Gender*
i) Female -
Employment Information
Pay Period Begin Date * i) Pay Period End Date * (] Pay Date * (] Payroll Frequency * ~
Employment Begin Date * Employment Type* Job category *
08/24/1992 i) Employment End Date (0] Employment End Reason - Full Time ~ Teacher -
Contract Days FTE Percentage % Contribution Category * -
Earnings & Contributions
$ Full Annual Rate Payment Reason * < Deferred * - $ Earnings * $ Earnings that Exceed Salary Limits *
I $ Contributions * $ THIS Contributions * S Employer Defined Contributions
Timekeeping
I Docked Days * Sick Leave/Personal Days * Days Paid * Post-Retirement Hours Balanced Calendar -
Contact Info
Email Address Phone *
Addressine1* city* state* Zip code*
Address Line 2 Rockton L - 61072-9454 Country e
o

Step 6: Once Save is selected, the user will be navigated back to the Details/Adjustments
screen. Verify that there are no errors detected for the newly added record. If errors are detected,
resolve the error(s) using the recommended resolution.

Repeat Option 2 — Manually Adding a Record process (steps 1 — 6) for each member and each
payment reason record until all data for the adjustment/retro contribution record(s) have been
added to the current file. Once done, continue with the remaining file submission process.

Contribution Reporting Option 3: Retrieve, Copy/Edit a Previous Record -
The third option to report an adjustment or missed (retro) contribution record is to retrieve and
copy/edit a contribution record using a member’s record from a previously reported contribution
file. This option is available if the member does not have a record reported in the current
contribution file that the employer is processing.

Step 1: Click on the Add Record button on the top right section of the Details/Adjustments
screen in the payroll reporting process.

Report Type: Defined Benefit Report Date: 01/15/2021 Report Status: In Progress Status Date: 04/29/2021 Members: 91 Errors: 0
T Details / Adjustments  wake any necessary changes to member records, add records and resolve all errors. © Addrecord |[] Errors only
Errors for Selected Record (0)  Tip: Address fatal errors first before addressing any others; Corrections to fatal errors may result in the elimination of other errors.

Step 2: This will navigate the user to the Add Record screen. Enter the SSN of the employee
whose record you want to add and click Search. Verify this is the correct member and enter
dates in the begin and end date fields as desired to retrieve the contribution record that you are
trying to locate. Once you have entered dates, click the Filter button. The system will retrieve all
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posted contribution records that are on file for this member using the filtered date range. Click

the Actions button left of the desired record and select Edit or Copy.

Add Record

Enter the SSN of the mamber for which you naed to 2dd  record then click Sarch. ssn

Click Add Record to create a new record for the selected member.

To adjust or copy a record from a previous report for the member, enter a range of dates
and click Filter, You can then select a record from the table below, BeginDate” End Date*
11/01/2020 (2 oa/28202 i) “
Actions Name SSN Pay Period Contribution Category Payment Reason Earnings Contributions THIS Days Paid
ir 12/06/2020 - 12/19/2020 Tier2 Base Salary 190.00 17.10 235 2

& e i
e ————
@ Copy

@® View

Step 3: Next, you will be navigated to the Add Record Details screen. The record will be
displayed with pre-populated data on the record for the selected member.

Step 4: On the Add Record Details screen, the action selected in Step 2: (Edit or Copy) will
designate what fields will be required for entry during this step. Update the pay period begin
date, pay period end date, and pay date to match the dates for which this adjustment or retro
record is being created for. All fields with a red asterick (*) must be completed.

Note: For an adjustment record, you will be reporting earnings as positive or negative values;
For a missed/retro record, you should only be reporting positive values.

e  When Copy is selected, the employer will be required to enter information in the fields

highlighted on the Add Record Details screen (image below).

Employment Information
Pay Period Begin Date * Pay Period End Date * Pay Date* Payroll Frequency *
11/14/2020 ] 11/30/2020 ] 11/30/2020 ] Semi-Monthly -
Employment Begin Date * Employment Type * Job Category *
08/13/2017 (i) Employment End Date ) Employment End Reason - Full Time v Teacher -
Contract Days FTE Percentage Contribution Category *
180 100% Tier2 v
Earnings & Contributions
Full Annual Rate: Deferred *
$ 44,248.00 Payment Reason * - No - $ Earnings * $ Earnings that Exceed Salary Limits *
$ Contributions * $ THIS Contributions * S Employer Defined Contributions
Timekeeping
SickLeave/Persanal Days Post-Retirement Hours Balanced Calendar
Docked Days * 25 Days Paid * 0.00 No -

Once all required fields have been updated accurately on the record that has been copies, click

Save.

Proceed to the next page for instructions for using the Edit option.
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e When Edit is selected, the employer will be required to enter information in the fields
highlighted on the Add Record Details screen (image below).

Add Record Details Collapse AUl Expand All
Errors for Record (0) Select to view error details. Tip: Address fatal errors first before addressing any others; Corrections to fatal errors may result in the elimination of other errors
Demographics
Social Security # Prefix First Name * Middle Name. Last Name *
XK Ms. - Jo Suffix -
Date of irth - Gender*
] Female -
Employment Information
Pay Period Begin Date * () Pay Period End Date * (o) Pay Date * (] Payroll Frequency * -
Employment Begin Date * Employment Type * Job Category *
08/24/1992 () Employment End Date ] Employment End Reason - Full Time - Teacher -
Contract Days FTE Percentage % Contribution Category * -
Earnings & Contributions
$ Full Annual Rate Payment Reason * - Deferred * - $ Earnings * $ Earnings that Exceed Salary Limits *
$ Contributions * $ THIS Contributions * S Employer Defined Contributions
Timekeeping
Docked Days * Sick Leave/Personal Days * Days Paid * Post-Retirement Hours Balanced Calendar -
Contact Info

Email Address Phone *

AddressLine1* city* state” zip code *

Address Line 2 Rockton [ v 61072-9454 Country v

Step 5: Once the Copy/Edit record is saved successfully, you will be navigated back to the
Details/Adjustment screen. Verify that there are no errors detected for the newly added record.
If errors are detected, resolve the error using the recommended resolution.

Repeat Option 3 — Retrieve and Copy/Edit a Previous Record process (steps 1 — 5) for each
member and each payment reason record until all data for the adjustment/retro contribution
record(s) have been added to the current file. Once done, continue with the remaining file
submission process.

Contribution Reporting Option 4: Reporting via Contribution File -

Reporting an adjustment/correction and/or a missed/retro contribution record via the contribution
file process is only applicable for file upload Gemini users. This process assumes the employer’s
payroll software includes the adjustment and/or retro contribution record(s) as additional records
in their next contribution file that is uploaded into Gemini. Once the file upload process has
completed, verify that the adjusted and/or retro records successfully imported into Gemini as
expected. Proceed with the normal file submission process.
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