Employer Access

Establishing an Account
Employee Lookup
Accounting
Annual Report
Claims

Teachers’ Retirement System of the State of Illinois

Retirement Security for Illinois Educators
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e Each employer must de5|gnate at Ieast one Securlty Adm|n|strator for the

Employer Access Area of TRS’s website.
e Contact the TRS Accounting Department at (888) 678-3675, option 2 to

initiate the security administrator set-up process.
e TRS will mail a User ID and an Access Code to the Security Administrator in

two separate letters.
e The Security Administrator will be required to complete an annual

recertification.
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Add Profile

Name and Title

*Required information

Prefix™: Select One v
First Name™:

Middle Name:

Last Name™:

Suffix: Select One v
Title:

Phone Number
*Required information

Work Phone*: {999-999-9999)
Extension:

Email Information

*Required information

Email Address™:

Re-enter Email Address™:

Access Menu Item
Accounting

Annual Report
Claims
Demographics

Employer Services - Employee Information

| sSave | | Cancel |

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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SPRING UPDATES FOR RETIRED MEMBERS

Tax information and how to view your TRIP premium statement.

MORE

EMPLOYER LOGIN

page, click on the
Employer Login
button located in
the top right
section of the
screen.
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EmplyerSS|n In
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Employer Access Area

Ermplayer hecess

Employer Access > Scoure Sign In

Employer Secure Sign In

A& user ID is required to sccess employer account infermation. If you have not yet established your account, enter your user ID and click on the "New
User” button below. If you have fergotten your user ID or password, click an the "Forgot User ID/Password” button below,

The secure session will sutomatically end after 20 minutes of inactivity.

Comn | [here |_

Forgot User ID/Password

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 I D/Password
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Employer Secure Sign In

A user ID is required to access employer account information. If you have not yet established
your account, enter your user ID and click on the "New User" button below. If you have
forgotten your user ID or password, click on the "Forgot User ID/Password"” button below.

The secure session will automatically end after 20 minutes of inactivity.

User ID:

| Sign In | | Mew User |

| Forgot User ID/Passwaord | _

Forgot User ID/Password
*Required information

Please enter the following information to verify that you are an authorized user.

—>

Access Code™: What is an Access Code?

| Submit | | Cancel |

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.



———— * Answers to challenge

questions are established the

- What was the name of your childhood best friend? flrSt time the new user signs

into the Employer Access Area.

e Each time thereafter, the user
must answer a challenge
guestion to sign in.

e Enter the answer then click on

o
+Required information e The password screen comes up

(Case sensitive - Use upper and lower case letters)

password": next. Enter your password and
click Save.

e Keep your password
confidential.

| Submit | | Cancel |

| Submit | | Cancel |




Employer Access
Sign Out

Il My Account

Contact Information

Employee Information
Employee Loockup
Reports

Accounting
Accounts
Billing

Online Payments
Reports
Payroll Schedule

Annuzal Report
How To Use This System
Import/Recover/Delete
Employee List

Add Employes

Remittances

Compliance Questionnaire

Reports

Submit to TRS

Confirm Sum of Changes
Claims

How To Use This System

Supp Rpes/Sick Leave Carts

Revise Submitted Supp Rpts
Revise Submitted 5L Certs
Reports

Demographics

DDDDD

Seminar

User Accounts

Add Profile
|| Select User Profile

|| Wweb Access Certification

Contact Information

Work Phone:

(888) 877-0890 Extension: 2415

Update Phone Number _

Email Information

Work Email Address:

agreen@trs.illinois.gov

Update Email Information _

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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Sign Out
My Account
Contact Infermation
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My Account

User ID:

Update User ID

Password

Passwo rd:

Update Password

Access Code
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Pass Phrase

Pass Phrase

Update Pass Phrase

Image:

Update Image
Challenge Questions

Challenge Question:

Challenge Question:

Challenge Question:

Update Challenge Questions

Customlze Slgn m
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formatlon
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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
guestions, customize them to
something you can easily
remember.

Keep your password confidential!
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- POy oo e The Employee Informatlon
iy Accourt
Enter the employee's nine-digit Social Security number and click the SECtIOn Of the menu Offe s tWO
Employee Infermation _ "Search b'}" SSM" button. R
o — functions:
— (999-99-9999) | Search by SSN
| Searchby 1. Employee Lookup

— I e Enter the member’s SSN
Retired?: No e  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.

Employee Tier Report (Includes both Tier I and Tier II employees)

Tier I Employee Report

Tier Il Employee Report

10
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Sign Out
My Account
Contact Infermation

Employee Information

Employee Lookup

Reports

Accounting
Eilling

Online Payments

Reports
Payroll Schedule

Account information does not include pending transactions. & payment is pending until
the applicable deposit is processed by the TRS Accounting Department.

Contribution Accounts

Fiscal Year: | 2016-17 ¥ | Search Contribution Accounts | _

Account Current Balance
Details |Contrib - Empl 2.2 MBI (75,830.25)
Details |Contrib - Fed Fund (32,519.16)
Details |Contrib - Member Ret (1,176,692.13)
Details |Contrib - THIS Fund (254,902.91)

Current balances are shown as a credit until the district's annual report has been audited.

Billed Employer Accounts

Fiscal Year: | 2016-17 ¥ | Search Billed Employer Accounts |

Account Current Balance
Details |ATE Contrib - Empl 2.2 MBI 5.80
Details |ATE Contrib - Member Ret 94.00
Details |ATE Contrib - THIS Fund 15.40

Report difference billed amounts are reflected in the appropriate fiscal year contribution
account.

illed Member Accounts

Account

Detaijls |Contrib - ERO Employer

Details |Contrib - Excess Salary Increase
Details |Contrb - Excess Sick Leave
Details |PDP - 2.2 Upgrade

Details |PDP - ERO

Detajls |PDP - Optional Service

Details |PDP - OS Private School

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.

11
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Search Contribution Accounts

Contribution Accounts

Fiscal ¥ear: 2017-18 +

Account

Current Balance

Detals

Contrib - Empl 2.2 MBI

'126,732.32)

Contrib - Fed Fund

(9,224.45)

Contrib - Member Ret

(1,966,489,12)

- Detals

Detals

Contrib - THIS Fund

(450,110.05)

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.

12
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e The Account Details screen

[pccount Details

Account: Contrib - Member Ret

displays each individual

Current Balancea: [1,966,489.12)
To-date Payments: 1,966,489,12

transaction for the fiscal year.

Transactions prior to 7/1/2003 are not available online.

O sl wrmsactins, o ] e The screen can be filtered to

[mm/ddfvyyy) [mm/dd/yyyy].

display specific date ranges.

: Date Activity : Amount . . . . .

Deals Jo1/1077015 __cesh Recee M) e To view additional information
‘ Deta?ls 12/08/2017 Cash Rece?pt [4,635.17) . . . .

T e | for a specific transaction, click

Deta?lE 10/25/2017 Cash Receipt (436,923.58) . .

Dt [S0/80/2017 __[Coeh Receit e the Details link next to the date.

Deta?ls 09/08/2017 Cash Rece?pt (483.25)

e e The pay period number and

Details |07/25/2017 Cash Receipt (52,097.27)

reference number for that
transaction will be displayed.

13
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e Total amounts paid for
billed items are displayed

Fizcal Year: |2IL'I].?-1E| "'-"'l | Search Billed Employer Accounts | in the B|”ed Employer
Accounts section of the

Account Current Balance
‘ Details [ATE Contrib - Empl 2.2 MBI BI6.46 Accounts screen.
Detailz |ATE Contrib - Member Ret 33,.205.56 H
|DE':E|i|5 ATE Contrib - THIS Fund 5,253.30 ° Types Of COStS dlsplayed

in this section include
contributions for
Adjustments to Earnings
(ATEs) and late payment
penalties.

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

Report difference billed amounts are reflected in the appropriate fiscal year contribution account.

14



Billed Member Accounts

Account

=

Contrib - ERO Employer

=
1=

Contrib - Excess Salary Increase

=

Contrib - Excess Sick Leave

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:

e Excess Salary Increase costs for retiring
members who were paid more than a 6%
raise in their final years of service.

e 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.
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Sign Out

My Account

Contact Information

Employee Information

Employee Lookup

Reports

Accounting

Accounts

Billing

=

Clidk here for help in processing an Employer Bill.
Fiscal Year: [2017-18 % Search

Invoice Humber [Bill Date

Details (231366 03/25/2018
Details (230374 01/25/2018
Derzils (229381 12/25/2017
Details (2283289 1172572017
Details (227397 10/25/2017
Detzils 226404 09/23/2017
Details (225411 08/23/2017
Details (224418 07/25/2017
Details 223427 06/25/2017

On the 25t 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.

16
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atails
Fizcal Vear:
Invaica Numb:
Billing Manth:
Bill Date:

Bill Sact
The amoun

Total Amount Billed:
Total Amount Remitted:

t remittad does

2017-18
231366
04/2018
03/25/2018

TRS Bill Sections

269,134.82

G
|

not include pending transactions, A payment is pending until the applicable depesit i

processed by the TRS Accounting Department.

|
=2
n

‘ Bill Saction Number / Name Amount Billed Revised Amount Amount Remitted Debit Date

IDéails 20 - Employer Retirement Costs 4,811.67

30 - Penalties/Other 0.00
Details 40 - Adjustments to Esmings 34,102.02

50 - Report Difference Contributions 0,00
THIS Fund Bill Sections

Bill Section Number / Name Amount Billed Revised Amount Amount Remitted Debit Date

25 - Employer Pay Insurance - THIS Fund 224,987.83

45 - Adjustments to Earnings - THIS Fund 5,253.30

55 - Report Difference Contributions - THIS

Fund 0.00

When making an onl

lina payment, the invoica num

ber, bill section nu

mber and payment amou

nt are required fields,

| Online Payments

) e |

aSS———

S

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.

17
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Enployer ccess —

Sign Out
My Account
Contact Information

Employee Information

Employee Lockup

Reparts
Accounting

Accounts

Billing
Online Payments _

i

Please enter your Log On Information.
Don’t have a Username and Password?

you have difficulties ing the sy plaase C Service at 1-800-332-4125.

Select “Mew User” link below and enter your Employer Mumber and PIN sent to you by mail to create your Username and Password. If

Welcome to lllinois Teachers' Retirement System

Please enter your Log On Information.

Username and Password. If you have difficulties accessing the system. please contact Customer Service st 1-800-332-4125.

Don't have a Username and Password? Select “Mew User” link below and enter your Employer Mumber and PIN sent to you

by mail to create your

On me Payents

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.

18



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

THIS Fund Remittance Payment

Remlttance Optlons

__.'.: T T __11_ =
i i-ﬁ

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

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

Select the 3™ 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 4t option (THIS Fund Remittance
Payment) to remit billed THIS items. These costs
include ATE contributions, penalties, and
employer payments for retired teachers’
insurance premiumes.

19



Sign Out
My Account
Contact Infermation

Employee Information

Billed Employer Account Reports

Billed Member Account Reports

Employee Lockup

Reports
Accounting

Accounts

Billing

Online Payments
Reports

Contribution Account Reports

Employer Bill

Fiscal Year Contribution Totals Report = (available April 1 - December 31)
GASE 68 FY16 Disclosure Report = (available April 1 - December 31)

Pay Perod Schedule Beport '@

Teachers' Retirement Insurance Program (TRIPY Rates @

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

e Account Transaction Reports for
billed items.

* Account Transaction Reports for
regular pay period contribution
accounts.

* Monthly bills

e Each district’s outside auditors
will need copies of the following
reports:

e Fiscal Year Contribution Totals
Report, and
 GASB 68 Disclosure Report

20
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* Each April, employers

Ao Sche Veur (01718 9 must provide TRS
Contact Infermation 3 nd rd th th
i*p " p 3"p 4" p 5™ p . .
e e with their payroll
Employee Information August: 11 25
Employes Lookup Seprember w | = dates for the next
Reports October: 06 20
Accounting Movember: 03 17 1
Accounts December: 01 15 29 flscal year.
Billing January: i2 2&
orlne Feyments February: R e C(Click on the Payroll
- 1 april: 05 20 .
B Vo e [ s Schedule menu item.
June: 01 15 29

e Enter each pay date

Pay Period Schedule Report =

.
Please contact the Accounting Department 2t (888) 678-3673, option 2 or employers@trsil.org if changes are necessary. fo r t h e u pCO m I n g

year.

21
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District
Payroll
Date

Payment
[-]

Fiscal

Pay en
ar |Period

Reference

07/14f17

07/25f17

2018

o1

07/28/17

DB/10/17

2018

0z

0311117

08/25/17

2018

az

08/25/17

09/10/17

TS ETR EEI R

2018

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.

22
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e Theitemsin the Annual Report section

My Account

Contact information of the menu are used to complete and

- -
Rttt submit the Annual Report of Earnings.

Employee Lookup

Reports

— e The Annual Report must be submitted

g to TRS by August 15 each year.

Online Payments

T e Referto the Annual Report Tutorial
——— web presentation and Chapter 5 of the
Import/ Recover/ Delete

= TRS Employer Guide for detailed

Add Employes

e — instructions on completing the Annual
mpliance Juestionnalre
S TS Report.

Confirm Sum of Changes

23
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How to Use Th|s System -

Employer Access
Sign Out

I| My Account

Contact Information
Employer Services

Employee Information

Employes Lookup
Reports

Accounting

Accounts

Billing

Online Payments
Reports
Payroll Schedule
Annual Report
‘ How Ta Use This System
Import/Recover/Dealete
Employes List

Add Employes

Remittances

Compliance Questionnaire

Reports

Submit to TRS

Confirm Sum of Changes

o B _‘E' =

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!

24
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e Import/Recover/Delete allows the
My Account o
C:lntact Information user to‘
Empl Servi .
it bl e Import data from an employer file.

“moovee Lockur e Recover data from the prior year’s

eports
Accounting Annual Report.

e * Delete earnings information.

nline Payments

Reports

reper Delete all employees from the Annual
ayroll Schedula
Annual Report Re po rt.

How To Use This System
Import/Recover/Dalete
Employee List

Add Employas

Remittances

Compliance Quastionnaire
Reports
Submit to TRS

Confirm Sum of Changes

25



Employer Access
Sign Cut

|| My Account

Contact Information
Employer Services

Employee Information

Employes Lookup
Reports

Accounting

Accounts

Billing

Online Payments

Reports

Payroll Schedule
Annual Report

How To Use This System
Import/Recover/Daleta
Employee List

Add Employsa

Remittances

Compliance Questionnaire

Reports

Submit to TRS

Confirm Sum of Changes

EmployeeLlst ' ‘

2 .-'-_ -‘"-I‘ i __-.E

e 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.

26



- Add Employes

Employer Access
Sign Out

" My Account "
Contact Information
pioyer Serices |

Employes Information

Employee Lookup
Reports

Accounting

Accounts

Billing

Online Payments

Reports

Payrall Schedula
Annual Report

How To Use This System
Import/Recover/Dealats
Employee List

Remittances

Compliance Questionnaire
Reports
Submit to TRS

Confirm Sum of Changes

Add E

mloye

g B _‘E'

e 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.

27



Employer Access
Sign Cut

Il My Account ||

Contact Information
Employer Services

Empleyea Information

Employee Lookup
Reports

Accounting

Accounts

Billing

Online Payments
Reports
Payroll Schedule
Annual Report
How To Use This System
Import/Recover/Delate
Employea List
Add Employes
‘ Remittances
Compliance Questionnaire
Reports
Submik to TRS

Confirm Sum of Changes

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

Used in the contribution
balancing process.

28
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Employer Access
Sign Out

My Account

Ceontact Infarmation
Employer Services

Employee Information

Employes Lookup

Reports

Accounting

Accounts

Billing

Online Payments

Reports

Payroll Scheduls

Annual Report

How To Use This System

Import/Recover/Dalets

Employes List

Add Employes

Remittances

Compliance Questionnaire

Reports

Submit to TRS

Confirm Sum of Changes

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.

29
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Reports
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Employer Access

[
Sign Cut
Il My Account ||
Contact Information
Erployer Services |
Employee Information
Employee Lookup
Reports
Accounting [ )
Accounts
Billing

Online Payments
Reports
Payroll Schedul=

Annual Report
How Ta Use This System
Import/Recover/Dalate
Employee List

Add Employea

Remittances

Compliance Questionnaire

) | e
Submit to TRS

Confirm Sum of Changes

g e
5 ."-_. e r_-_"‘—_.-.-l—:"" - =

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

Reports are in Adobe Acrobat
PDF format and can be
printed.

30



Employer Access °
Sign Ot

My Account

Contact Information

Employer Services

Employes Information

Employes Lookup

Reports

Accounting

Accounts

Billing

Online Payments

Reports

Payroll Scheduls

Annual Report

How To Use This System

Import/Recover/Dalate

Employes List

Add Employes

Remittances

Compliance Quastionnaire

Reports

Submit to TRS

Confirm Sum of Changes

- E = R
- "".".-% =
3;&1 ',
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rSubr‘mt TRS
. Wﬁ% iV

The Submit to TRS menu
item is used to send the

completed Annual Report to
TRS.
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Employer Access
Sign Out

Il My Account

Contact Information
e —

Employee Information

Employes Lookup
Reports

Accounting

Accounts

Billing

Online Payments
Reports
Payroll Scheduls

Annual Report
How To Use This System
Import/Recover/Delate
Employees List

Add Employes

Remittances

Compliance Questionnaire
Reports
Submit to TRS

‘ Confirm Sum of Changes

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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Sign Out

My Account

Contact Information

Employee Information

Employee Lookup

Reports

Accounting

Accounts

Billing

Online Payments

Reports

Payroll Schedule

Annual Report

How To Wse This System

Import/ Recover/Delete

Employee List

Add Employes

Remittances

Compliance Questionnaire

Reports

Submit to TRS

Confirm Sum of Changes

Claims

How To Use This System

Supp Rpts/Sick Leave Certs

Revise Submitted Supp Rpts

Revise Submitted SL Certs

Reports

ltems 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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T —  Briefly explains each of the menu items in

My Account
Contact Information

the “Claims” section.

Employee Information

Employee Lockup

Reports

—  Provides a link to the TRS Employer Guide.

Accounts

Billing

——  Provides a link to view or print a list of TRS

Fayroll Schedule

e edit codes that apply to Supplementary

Import/ Recover/ Delete

. Reports and Sick Leave Certifications.

Somparee Questo vare e This list includes a description and required

actions for each edit code. This list can be

Claims
‘ How To Use This System h I f I '

Supp Rpts/Sick Leave Certs ve ry e p u °
Revize Submitted Supp Rpts

Revise Submitted SL Certs
Reports

34



Su pplementary Reports & SICk Leave Certlflcatlons
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Supplementary Reporte/ SickcLeave Certification * Click on the Supp Rpts/Sick Leave Certs
e Fterby CaimType: ~ [a ] menu item to bring up the list of members
! - Go to Page with Last Name: . .
Contact Information N with Supplementary Reports and/or Sick
R A (999-99-9999) Count: 2 Leave Certifications awaiting completion.
Employee Lookup . - . .
Report _froes Jewe | . spl S cumme | Click on the Update link to complete the
Accounting ‘ Update 999-99-9999|Jones, Mary v |Retirement form(S)_
:T‘”“"s Update| v 111-11-1111|Smith, John v | v |Retirement
e * |If you need assistance completing the
Reports forms:
Payroll Schedule .
Anusl Feport - » Refer to Chapter 5 in the TRS Employer
Impaort/ Recover/ Delete GUide .
Employes List
Add Employ== » Refer to the Supplementary Report
FRemittances . .
T tutorial on the TRS website.
Reports .
e * Call Employer Services Department at
o e o e (888) 678-3675 to speak with an Auditor
e or email at employers@trsil.org.
‘ Supp Rpts/Sick Leave Certs
Revise Submitted Supp Rpts
Revise Submitted SL Certs
Reports

35


mailto:employers@trsil.org

Sign Qut

My Account

Contact Infermation
| Employer Services
Employee Informaticn

Employee Lockup

Reports

Accounting

Reports

Payroll Schedule

Annual Report

How To Use This System

Impeort/Recover/ Delete

Employee List

Add Employee

Remittances

Compliance Questionnaire

Reports

Submit to TRS

Confirm Sum of Changes

Claims

How To Use This System

Supp Rpts/Sick Leave Certs

Revise Submitted Supp Rpts

Revize Submitted SL Certs

Reports

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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Sign Out
My Account
Contact Information

| Employer Services ——

Employee Infermation

Employee Lockup
Reports
Accounting
Accounts
Billing
Online Payments
Reports
Payroll Schedule
Annual Report
How To Use This System
Import/ Recover/Delete
Employes List
Add Employes
Remittances
Compliance Questicnnaire
Reports
Submit to TRS
Confirm Sum of Changes
Claims
How To Use This System
Supp Rpts/Sick Leave Certs
Revise Submitted Supp Rpts
Revise Submitted SL Certs
Reports

_.-..'--.L.--:l'ﬂ."'v -

Printing Supplementary Reports &
SICk Leave Certflcatlos

Sick Leave Certifications

Supplementary Reports

Choose one of the following options:

Include all Sick Leave Certifications submitted
from: to:

{(mmy/dd/yyyy) (mmy/dd/yyyy)

Include Sick Leave Certification for SSHM:

. (999-99-9999)

0K Cancel

Filter 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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Sign Out

My Account
Contact Information

Employee Information

Employee Lookup
Reports
Accounting
Accounts
Billing
Online Payments
Reports
Payroll Schedule
Annuzl Report
How To Use This System

Impaort/Recover/Delete

Employee List

Add Employee

Remittances

Compliance Questicnnaire

Reports

Submit te TRS

Confirm Sum of Changes
Claims

How To Use This System

Supp Rpts/Sick Leave Certs

Revise Submitted Supp Rpts
Revise Submitted SL Certs
Reports

Demagraphics
Add Profile

Select User Profile

Web Access Certification

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

 Mailing address

e Phone number or email address for
the designated district contacts.
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Addlng a New User

Sign Out

My Account

Contact Infarmation
Employer Services
Emplayee Information

Employee Lookup

Reports

Accounting

Accounts

Billing

Online Payments

Reports

Payroll Schedule

Annual Report

How To Use This System

Import/ Recover/Delete

Employees List

Add Emiployee

Remittances

Compliance Questicnnaire

Reports

Submit to TRS

Confirm Sum of Changes

Claims

How To Use This System

Supp Rpts/Sick Leave Certs

Revise Submitted Supp Rpts

Revise Submitted SL Certs

Reports

Demaographics
User Accounts
Add Profile

Select User Profile

Web Access Certification

= Fh

-. -._qt V.

e 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
Famps e T Rl e SR et e MRS o R e e N R R W

b3

.= ¥

:
 Employer Access Area users should log in

at least once every 35 days.

Cantact Infarmation
Employer Services

Employee Information

Employee Lookup

Reports

e After 35 days of inactivity, the user’s

Billing

e Pt account will be locked.

Payroll Schedule
Annual Report
How To Use This System

e e The district’s Security Administrator can

Employee List

Add Employee

click on the Select User Profile menu item

Compliance Questicnnaire

Reports

to unlock a user’s account.

Claims
How To Use This System

e e The Security Administrator can also

Revise Submitted SL Certs

Reports

—— update the user’s contact information and

User Accounts

m—)) [ access rights.

Web Access Certification
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Employer Access
Sign Out
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My Account

Caontact Infarmation
Employer Services
Employee Information

Employee Lookup

Reports

Accounting

Accounts

Billing

Online Payments

Reports

Payroll Schedule

Annual Report

How To Use This System

Import/Recover/Delete

Employee List

Add Employee

Remittances

Compliance Questicnnaire

Reports

Submit to TRS

Confirm Sum of Changes

Claims

How To Use This System

Supp Rpts/Sick Leave Certs

Revize Submitted Supp Rpts

Revise Submitted SL Certs

Reports

Demographics
User Accounts
Add Profile

Select User Profile

Web Access Certification

R

Web Access Certlflcation

= \-;::":-:-".‘ = r._-l“_" _-:I._.‘:- PR -

e Once ayear, 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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Employer Access
Sign Cut

My Accaunt

Contact Infarmmation

Employer Services

Ermpleyes Information
Employes Lookup
Reparis
Accaunling
Ao ks
Billing
Online Payments
Reparts
Payroll Schadula
Annual Regarl
Hive To Lge This E'FELE"I‘I
Irnpart/Reaeer/Delale
Employes List
Add Emplayae
Remillanoes
Camglianss QLreaIJnnr\aire
Reparis
Submit o TRS
Carfirm Sum of Changes
Claims
Hove To Llse This E'FELE'T'I
Supp AptsrSick Lasve Carls
Ravisa Submilled Supp Rpls
Reviga Submilled SL Cerls
Reparis
Dernagraghics
Dacument Lipload

i - ﬁf -

—

-

Document UpI ad

e e i —

Use the Document Upload
feature to securely send
documents to TRS.
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Sigm Out

My Account

Contact Information

Employer Services
Employee Information

Employee Lockup

Reports

Accounting

Accounts

Billing

Online Payments

Reports

Payroll Schedule

Annual Report

Haowi To Use This System

Import/Recover/Delete

Employee List

Add Employee

Remittances

Compliance Questionnaire

Reports

Submit to TRS

Confirm Sum of Changes

Claims

Howi To Use This System

Supp Rprs/Sick Leave Certs

Revise Submitted Supp Rpts

Revise Submitted SL Certs

Reports

Demographics

Document Upload

Seminar

User Accounts
Add Profile

Select User Profile

Web Access Certification

TRS will notify employers of
upcoming seminars. Use this

feature to register for seminars.
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Chapters 4 and 8 of the TRS Emp/oyer Guide have more mformatlon 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
guestions about using the Employer Access Area.

Questions can be emailed to employers@trsil.org.
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