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• Each employer must designate at least one Security Administrator for the 
Employer Access Area of TRS’s website.

• Contact the TRS Accounting Department at (888) 678-3675, option 2 to 
initiate the security administrator set-up process.

• TRS will mail a User ID and an Access Code to the Security Administrator in 
two separate letters.

• The Security Administrator will be required to complete an annual 
recertification.
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Establishing a Security Administrator



• Once the Security Administrator’s account 
has been set up, the Security 
Administrator can add authorized users 
for the district.

• The Security Administrator can give the 
new user access rights to all of the screens 
in the Employer Access Area or can 
choose to only authorize access to some 
screens.

• When the Security Administrator clicks the 
save button, the next screen that appears 
will list the new user’s User ID and Access 
Code.  The new user will need these to 
sign in for the first time.  
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Adding Users



Signing into the Employer Access Area

• On the TRS home 
page, click on the 
Employer Login 
button located in 
the top right 
section of the 
screen.
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Employer Secure Sign In

• Enter User ID.
• If you’ve never 

signed in before, 
click the New 
User button.

• If you’re an 
established user, 
click the Sign In 
button.
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Forgot User ID/Password

• If you forgot your User ID 
or password, click on 
Forgot User ID/Password 
button. 

• Enter your Access Code if 
you have it. If you don’t 
have it, contact your 
district’s Security 
Administrator or call TRS 
Employer Services at 
(888) 678-3675.

• Click the Submit button. 
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Challenge Questions and Password

• Answers to challenge 
questions are established the 
first time the new user signs 
into the Employer Access Area.

• Each time thereafter, the user 
must answer a challenge 
question to sign in.

• Enter the answer then click on 
Submit. 

• The password screen comes up 
next.  Enter your password and 
click Save.

• Keep your password 
confidential.
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Employer Access Menu

• The Employer Access 
menu will appear on 
the left side of the 
screen. 

• Your district’s contact 
information will appear 
in the middle of the 
screen.

• Use the Update links on 
the Contact Information 
screen if any of your 
contact information has 
changed. 
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Customize Sign-in Information

• To change your user sign-in 
information click on the My 
Account menu item.

• All information except the user’s 
Access Code can be updated.

• If you’re having difficulty 
remembering your User ID, 
password, or answers to challenge 
questions, customize them to 
something you can easily 
remember.

• Keep your password confidential!
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Employee Information

• The Employee Information 
section of the menu offers two 
functions:

1. Employee Lookup
• Enter the member’s SSN
• The next screen will show 

whether the member is in Tier 1 
or Tier 2 and will indicate 
whether or not the member is 
retired.

2. Reports
1. The user can view or print 

reports showing all of the 
members listed on the most 
recent TRS Annual Report and 
each member’s Tier status. 10



Viewing Contribution Accounts

• Click on the Accounts 
menu item to view 
contribution balances.

• Information for the 
current fiscal year will be 
displayed. 

• To view a prior year, 
select the year in the 
Fiscal Year dropdown 
box, then click Search 
Contribution Accounts.
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Contribution Accounts

• The Contribution 
Accounts section 
displays each of the 
regular pay period 
remittance accounts 
and the total 
remitted in each 
account so far for the 
year.

• To view each 
individual 
transaction in an 
account, click the 
Details link.
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Account Details

• The Account Details screen 
displays each individual 
transaction for the fiscal year.

• The screen can be filtered to 
display specific date ranges.

• To view additional information 
for a specific transaction, click 
the Details link next to the date.  
The pay period number and 
reference number for that 
transaction will be displayed.

13



Billed Employer Accounts

• Total amounts paid for 
billed items are displayed 
in the Billed Employer 
Accounts section of the 
Accounts screen.

• Types of costs displayed 
in this section include 
contributions for 
Adjustments to Earnings 
(ATEs) and late payment 
penalties.

• Click the Details link to 
view a list of the 
individual transactions.
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Billed Member Accounts

• Retirement costs paid by the employer 
for specific members are displayed in 
the Billed Member Accounts section of 
the Accounts screen.

• Retirement costs may include:
• Excess Salary Increase costs for retiring 

members who were paid more than a 6% 
raise in their final years of service. 

• Excess Sick Leave costs for retiring members 
who were given extra sick leave days in their 
final 4 years of service.

• Employer costs for any members whose 
earnings were over the governor’s statutory 
salary.

• Click the Details link to view a list of the 
individual transactions.

15



List of Monthly Bills

• On the 25th of each month, TRS bills 
the employer for any costs due other 
than the regular pay period 
remittances.

• To view the monthly bills, click on the 
Billing menu item.

• The current year’s bills will appear on 
the screen.  Use the Fiscal Year 
dropdown box to access prior year 
bills.

• Click the Details link to view the bill for 
a specific month.
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Monthly Bill Details

• The invoice number and the total 
amount due will be displayed in the 
top section of the Bill Details screen.

• The bill section number will be listed 
and the description for each type of 
cost.

• The Bill Details screen has separate 
sections for TRS costs and THIS costs.

• To pay the billed item, click the 
Online Payments button on the Bill 
Details screen or the Online Payments 
menu item.
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Online Payments

• The Online Payments menu item 
takes the user to the Electronic 
Funds Transfer System.

• Enter the district’s Username 
and Password.

• Click  the Log In button.
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Remittance Options

Member and Employer Contribution
Teachers’ Health Insurance Contribution
TRS Remittance Payment
THIS Fund Remittance Payment

• Select the 1st option (Member and Employer 
Contribution) to remit regular pay period TRS 
contributions, then follow the prompts.

• Select the 2nd option (Teachers’ Health Insurance 
Contribution) to remit regular pay period THIS 
contributions, then follow the prompts.

• Select the 3rd option (TRS Remittance Payment) to 
remit billed TRS items.  These costs include ATE 
contributions, penalties, retirement costs, and 
cost for salary in excess of the governor’s salary.

• Select the 4th option (THIS Fund Remittance 
Payment) to remit billed THIS items.  These costs 
include ATE contributions, penalties, and 
employer payments for retired teachers’ 
insurance premiums.
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Accounting Reports

• Click on the Reports menu item 
to view or print a variety of 
reports in PDF format, including:
• Account Transaction Reports for 

billed items.
• Account Transaction Reports for 

regular pay period contribution 
accounts.

• Monthly bills

• Each district’s outside auditors 
will need copies of the following 
reports:
• Fiscal Year Contribution Totals 

Report, and 
• GASB 68 Disclosure Report
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Payroll Schedule

• Each April, employers 
must provide TRS 
with their payroll 
dates for the next 
fiscal year.

• Click on the Payroll 
Schedule menu item.

• Enter each pay date 
for the upcoming 
year.
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Pay Period Schedule Report

• Once the payroll dates for the 
upcoming year have been entered, 
the user can click on the Pay Period 
Schedule Report link or the Reports 
menu item to print out the report.

• The Pay Period Schedule Report 
may be used to record and track 
each remittance throughout the 
year. 
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Annual Report 

• The items in the Annual Report section 
of the menu are used to complete and 
submit the Annual Report of Earnings.

• The Annual Report must be submitted 
to TRS by August 15 each year.

• Refer to the Annual Report Tutorial 
web presentation and Chapter 5 of the 
TRS Employer Guide for detailed 
instructions on completing the Annual 
Report.
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How to Use This System

• Briefly explains each of the menu 
items under the “Annual Report” 
section.

• Provides a link to view or print a list 
of TRS edit codes with descriptions 
and required actions. This list can be 
very helpful!
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Import/Recover/Delete

Import/Recover/Delete allows the 
user to:

• Import data from an employer file.
• Recover data from the prior year’s 

Annual Report.
• Delete earnings information.
• Delete all employees from the Annual 

Report.
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Employee List    

• The Employee List displays the 
name and SSN for every person 
entered on the Annual Report.

• Shows if any edit codes invoked 
for the member.

• Has a link to the Update screen 
for each member.
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Add Employee    

• After the initial import or 
recover process has been 
done, use the Add Employee 
menu item to add any 
additional members to the 
Annual Report.
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Remittances    

• The Remittances menu item 
takes the user to the entry 
screen for total 
contributions remitted 
during the year.

• Used in the contribution 
balancing process.
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• The Compliance 
Questionnaire menu item 
links to a series of questions 
about the district’s practices.

• Must be completed before 
the Annual Report can be 
submitted.
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Compliance Questionnaire    



Reports       

• After entry is complete, use 
the Reports menu item to 
view the results.

• Reports are in Adobe Acrobat 
PDF format and can be 
printed.
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Submit to TRS    

• The Submit to TRS menu 
item is used to send the 
completed Annual Report to 
TRS.
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• After the Annual Report has 
been audited by TRS, the district 
must use the Confirm Summary 
of Changes menu item to verify 
they have reviewed the changes 
made during the audit process.
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Confirm Summary of Changes



Claims Section of the Menu

• Items in the Claims section of the menu are used to 
complete/submit or revise/submit Supplementary 
Reports for members who have applied for TRS benefits.

• For retiring members, a Sick Leave Certification will be 
included with the Supplementary Report.

• TRS sends an email notification to the employer when a 
new Supplementary Report is added to the employer’s 
list.  

• The Supplementary Report cannot be submitted to TRS 
before the member’s last day but should be completed 
and submitted soon after the member’s last day.

• Refer to the Supplementary Report tutorial presentation 
and Chapter 5 of the TRS Employer Guide for detailed 
instructions on completing the Supplementary Report 
and Sick Leave Certification.
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How to Use This System

• Briefly explains each of the menu items in 
the “Claims” section.

• Provides a link to the TRS Employer Guide.
• Provides a link to view or print a list of TRS 

edit codes that apply to Supplementary 
Reports and Sick Leave Certifications.
• This list includes a description and required 

actions for each edit code. This list can be 
very helpful!
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Supplementary Reports & Sick Leave Certifications

• Click on the Supp Rpts/Sick Leave Certs 
menu item to bring up the list of members 
with Supplementary Reports and/or Sick 
Leave Certifications awaiting completion.

• Click on the Update link to complete the 
form(s).

• If you need assistance completing the 
forms:
• Refer to Chapter 5 in the TRS Employer 

Guide.
• Refer to the Supplementary Report 

tutorial on the TRS website.
• Call Employer Services Department at              

(888) 678-3675 to speak with an Auditor 
or email at employers@trsil.org.
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Correcting a Submitted Report

• If an error is discovered, or if there is a 
change to the member’s earnings and/or 
service information after the report has 
already been submitted to TRS, use the 
Revise menu options to submit corrections.

• Click on the Revise Submitted Supp Rpts
menu item to submit corrections to a 
member’s Supplementary Report.

• Click on the Revise Submitted SL Certs 
menu item to submit corrections to a 
member’s Sick Leave Certification.
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Printing Supplementary Reports &
Sick Leave Certifications

• Click on the Reports 
menu item to print 
copies of Supplementary 
Reports and Sick Leave 
Certifications.

• The user may choose to 
print all reports 
submitted during a 
specified date range, or 
may print the report for 
a specific member.
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Updating Employer Demographic Information

• Click on the Demographics menu 
item to update the following 
information for your district:
• Mailing address

• Phone number or email address for 
the designated district contacts.
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Adding a New User

• The Add Profile menu item is 
used by the district’s Security 
Administrator to add a new user 
and give him/her access rights to 
the Employer Access Area.
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Unlocking a User’s Access Account

• Employer Access Area users should log in 
at least once every 35 days.

• After 35 days of inactivity, the user’s 
account will be locked.

• The district’s Security Administrator can 
click on the Select User Profile menu item 
to unlock a user’s account.

• The Security Administrator can also 
update the user’s contact information and 
access rights. 
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• Once a year, TRS will ask the 
district’s Security Administrator 
to click on the Web Access 
Certification menu item and 
complete the certification form.
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Web Access Certification    



Document Upload

• Use the Document Upload 
feature to securely send 
documents to TRS.
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Seminar Registration

• TRS will notify employers of 
upcoming seminars.  Use this 
feature to register for seminars.
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Conclusion

• Chapters 4 and 8 of the TRS Employer Guide have more information about 
contributions, employer costs, and accounting reports.

• Chapter 5 of the TRS Employer Guide has more information about 
completing the Annual Report of Earnings, Supplementary Reports, and 
Sick Leave Certifications.

• Feel free to call TRS Employer Services at (888) 678-3675 with any 
questions about using the Employer Access Area.

• Questions can be emailed to employers@trsil.org. 
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