
TRS Supplemental Saving Plan (SSP)
SSP Deferred Compensation Reporting

This presentation is provided for general informational purpose only and is not legal or tax advice. Legal and tax-related questions concerning the TRS Supplemental 
Savings Plan (SSP) must be directed to your legal counsel. The presentation is not a comprehensive review of the terms of the SSP or how it will be administered. 



2

• Why is SSP Deferred Compensation Reporting Important?

• What is the Difference Between Defined Benefit (DB) and SSP 

Deferred Compensation Reporting? 

• How to Read an SSP Deferrals Report

• How to Report SSP Deferred Compensation Contributions

• Review of Miscellaneous Edits

• Gemini Employer Portal Tips & Tricks

• Additional SSP Information

Agenda
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Employer Role

Employers should review the most recent SSP 

Deferrals Report prior to each payroll to ensure 

contributions are withheld in accordance with the 

member’s SSP elections. 

Timely and accurately process and remit SSP 

contributions in accordance with TRS guidance.

SSP contributions should be reported as soon as 

administratively possible after being withheld 

from payroll, in accordance with 457(b) and SSP 

Plan rules.

SSP Deferred Compensation (DC) Reporting
Why is SSP Deferred Compensation Reporting important?

An SSP Report should be submitted to TRS in 

Gemini (through the Submit Payment step) for 

the corresponding contribution amount(s) to be 

transferred via ACH to Voya’s bank. Until this 

takes place, the funds are not deposited into the 

participant’s SSP account.

SSP Deferred Compensation (DC) reports should 

be submitted as close to the employee’s pay date 

as possible. This allows Voya to invest the 

funds as the employee intended. 

Employee/Member Impact

https://www.trsil.org/sites/default/files/documents/2023-08-457%28b%29-Deferred-Compensation-Plan-Document_0.pdf
https://www.trsil.org/sites/default/files/documents/2023-08-457%28b%29-Deferred-Compensation-Plan-Document_0.pdf
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Key Differences Between SSP and DB Reporting

* As soon as administratively feasible, but no later than fifteen (15) business days following the end of the month in which such amount is withheld from 

the Compensation of the Participant.
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SSP Deferrals Report 



The SSP Deferrals Report is a comprehensive report that 

generates each time your district has an update.

SSP Deferrals Report 

6

What is an SSP Deferrals Report?

A new report will generate each time an employee:

1. Enrolls (including automatic enrollment);

2. Makes a Change(s) to an existing deferral; or,

3. Cancels an existing deferrals.

When will it generate?
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➢ Pull the SSP Deferrals Report before the close of 

each pay period. This will ensure that the most 

accurate and up-to-date information is available at 

your fingertips.

➢ When a new SSP Deferrals Report generates, an 

email will be sent to your District’s Reporting and 

Accounting Contacts.

When should I look for a new SSP Deferrals Report?

SSP Deferrals Report Email Notification 

mailto:TRSGeminiMessenger@trsil.org
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Downloadable Versions of the SSP Deferrals Report 

PDF
• Good for Reading / Printing

• Formatted Report

CSV
• Good for Data Analysis in Excel

• Easy to Sort and/or Apply Filters
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SSP Deferrals Report – PDF Version
Accessed in the Gemini Employer Portal

Two Download Options - PDF

Services Menu: TRS Reports or Quick 

Links: SSP Deferrals Reports
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SSP Deferrals Report – PDF Version
Click the BLUE Download Icon next to the report you wish to download.
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SSP Deferrals Report - PDF Version
Once the report is selected and downloaded, it will look like this:
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SSP Deferrals Report - PDF Version
You may save or print the document by using the three dots in 

the upper right-hand corner or the print or save icons.



SSP Deferrals Report - Important Information (PDF & CSV)
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▪ DATE: Use the most recent report.

▪ LEGEND: Displays the Contribution Category Codes and Description.

▪ MEMBER INFORMATION: The Name, DOB, SSN (last four) are provided.

▪ CONTRIBUTION EFFECTIVE DATE, CONTRIBUTION AMOUNT & CONTRIBUTION CATEGORIES

▪ AUTOMATIC ENROLLMENT / CONTRIBUTION LIMIT MET COLUMNS

▪ DEFERRALS ARE GROUPED BY: Changes, New, Canceled and Existing Deferrals.
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TRS SSP Deferrals Report – PDF Version Page 1
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TRS SSP Deferrals Report – PDF Version Page 2+ 
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SSP Deferrals Report – CSV Version 
Select SSP Deferrals Report CSV from the TRS Reports menu.
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SSP Deferrals Report – CSV Version 
Be sure to read the instructions for using the SSP Deferrals Report CSV, then click Save.
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SSP Deferrals Report – CSV Version 
The report will be downloaded directly to the user’s computer and will be named 

SSPDeferralsReport.csv.
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SSP Deferrals Report – CSV Version 
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SSP Deferred Compensation 
Reporting
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Two Reporting Methods:

1. Replication Method (Data Entry)

2. File Upload Method

Your district’s SSP Deferred Compensation (DC) Reporting Method will default to the 

same method as your Defined Benefits (DB) Reporting.

If you wish to change your Reporting Method, please email SSP@trsil.org.

SSP Deferred Compensation Reporting

mailto:SSP@trsil.org
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Starting a new SSP Deferred Compensation (DC) Report (for both Reporting Methods)

Option 1: click Reporting Menu and New Report 

Option 2: click New Payroll Report to the right of Payroll Reporting

SSP Deferred Compensation Reporting



Replication Reporting Method
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Replication Reporting Method
Click “Proceed to Replication” to proceed.
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Replication Reporting Method
Select the appropriate Pay Schedule and click Proceed.
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Create Report Box

Replication Reporting Method

Review dates provided 

in “Create Report” box 

and click Create.
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Gemini will begin to process…

…and will continue to replicate.

Replication Reporting Method
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Replication Reporting Method
Replication Results Summary

Items to note:
1. Replication Results (timeline)
2. Pay Period
3. Results
4. Error Report Link
5. CSV Report Detail Link
6. Proceed/Void Report
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Replication Reporting Method
Review the Details/Adjustments Screen 
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Once Errors have been resolved, click SUBMIT DETAILS.

Replication Reporting Method



31

Totals Screen - Click ‘Save and Proceed to Payment’ once reviewed.

Replication Reporting Method
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Enter the totals in the appropriate payment boxes:

Mbr Contributions Totals & Emp Contributions Totals Due

Replication Reporting Method
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Enter the appropriate payment Authorization Date.
Replication Reporting Method
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Select date

Confirm Payment Screen

1. Future Authorization Date

2. Mbr & Emp* Contribution Totals

3. CONFIRM Payment

*Emp Contributions: Employers must have adopted to participate in Employer Matching and/or Employer Discretionary Contributions.

Replication Reporting Method
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Confirmation Screen

Replication Reporting Method



File Upload Reporting Method
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Starting a new SSP Deferred Compensation (DC) Report (for both Reporting Methods)

Option 1: click Reporting Menu and New Report 

Option 2: click New Payroll Report to the right of Payroll Reporting

SSP Deferred Compensation Reporting
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File Upload Reporting Method
Click on “Select a file…” box, choose the file, and click UPLOAD.

SSP Employer Reporting File Format, Version 2.10 

https://www.trsil.org/employers/Supplemental-Savings-Plan/employer-reporting-file-format
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The selected file will begin to upload.
File Upload Reporting Method

Once the upload is complete, you will move to the Upload Results Screen.

Using the down arrow in the Actions Menu, click DETAILS from the drop-down menu. 

The Results Summary page will appear (see slide 28), and the rest of the reporting 

process is the same as the Replication Reporting Method.



SSP Deferred Compensation Edits
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SAVEFIXFIND REVIEW
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Find Fix Review Save

Find 

Error

Fix

Error

Review

Accuracy

Save

Changes

Working Through Edits
Find, Fix, Review & Save



Examples
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ER5055: SSP Contribution Mismatch
This Edit generated because there is a discrepancy between the 

TRS SSP Deferrals Report and the Contribution Amount entered in Gemini.

The employer should verify the exact deferral amount that was taken on payroll. If $225.00 

was deducted on payroll, then that is what should be reported in Gemini. 

The deferral should be corrected on the next pay period. 
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1. Use the BLUE DOWN ARROW to the left of the employee’s name and click EDIT DETAILS. 

2. Click View More under Error Resolution. This will bring up the WARNING box as pictured below. 

3. In the WARNING box, click the blue CERTIFY button.

4. Click SAVE at the bottom of the screen.

How to Certify a Warning
A Warning should only be certified ONLY if the transaction has been verified and is justifiable. 

Warnings should only be certified if the contribution matches the actual payroll deduction. 
For example, if the district is making up a missed deferral from a prior pay period.
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IF $250.00 was taken on payroll, and the $225.00 was a typo, 

you need to correct the Contribution Amount.

There are TWO ways to make the correction on the report.

Option 1: Edit Details

Select the blue down arrow next to the employee’s name and select ‘Edit Details’.

ER5055: SSP Contribution Mismatch
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Once the Contribution has been edited, click the SAVE button at the bottom of the screen.

PLEASE NOTE: The deduction MUST BE verified on payroll 

prior to editing to ensure accurate reporting.

ER5055: SSP Contribution Mismatch
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Option 2: Quick Edit

Select the blue down arrow next to the employee’s name and select ‘Quick Edit.’

ER5055: SSP Contribution Mismatch
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Once the change has been made, click the SAVE button.

PLEASE NOTE: The deduction MUST BE verified on payroll prior to editing to ensure accurate reporting.

ER5055: SSP Contributions Mismatch
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ER4059: Contribution Category Mismatch
This Edit will generate when there is a discrepancy between the 

TRS SSP Deferrals Report and the Contribution Category entered in Gemini.

If the incorrect Contribution Category was 

taken on payroll (Pretax vs. Roth), please 

correct on a future pay date to ensure 

proper taxes are taken. The elected 

Contribution Category must be reported in 

Gemini.
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Use the drop-down menu under ‘Contribution Category’ to edit using the QUICK EDIT Option.

ER4059: Contribution Category Mismatch
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Use the drop-down menu under ‘Contribution Category’ to edit using the EDIT DETAILS Option.

ER4059: Contribution Category Mismatch
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ER4031: SSP Record for Non-Enrollee
This Edit will generate if the employee does not have a current enrollment for this pay period.

• If the employee is NOT on your district’s SSP Deferrals Report, you should not take the deferral on 

payroll.

• If the deferral was taken on payroll, please refund the deferral to the employee and delete the 

deferral from this report. 

• Remember the Effective Date Rule: SSP deferrals should be withheld from an employee’s paycheck 

on the first pay period with a Pay Period Begin Date on or after the Contribution Effective Date. 

• If a member's deferral has been cancelled, deferrals are to be discontinued immediately.
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ER5086: SSP Contribution Limit Warning

Warning Message:  According to our records and based on the Pay Date, this 

member is close to reaching their maximum 457(b) IRS contribution limit for this 

contribution category for the calendar year.

Action: Please review your SSP Year to Date Report and your payroll records to 

confirm the member's total 457(b) contributions for the year. To ensure the 

employee does not exceed the annual limits, please closely monitor payroll and 

administratively update/cease deferrals when necessary. Must certify warning to 

move on.
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ER5090: Reported Contribution Amount Exceeds 
IRS Annual 457(b) Limit for this Contribution Category

Fatal Message: This reported contribution will cause the member to exceed 

the IRS Annual 457(b) Limit for this contribution category for the reported 

calendar year. 

Action: It will be necessary to reduce the contribution amount to not exceed the 

limit and submit the updated amount to TRS. Excess contributions will need to 

be refunded, and future deferrals will need to stop for the rest of the calendar 

year. 
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Quick Tips
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How to Delete a Record
1. Click the Blue Arrow to the left of the employee’s name.

2. In the drop-down menu, select Delete.

3. Confirm by clicking Yes.
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1. Select the Report Actions.

2. Click Add Record. 

3. Enter employee’s SSN.

4. Select employee. 

5. Click the Add Record button below the 

SSN box. 

The Employee will now appear in your report. 

How to Add a Record
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When manually adding a record, be sure to fill all cells with a red asterisk (*), then click ‘SAVE’.

How to Add a Record
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How to Copy a Record
1. Click the Blue Arrow to the left of the employee’s name.

2. In the drop-down menu, select ‘COPY’.

3. Update required information and click ‘SAVE’.
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How to Search by Name in a Report
Type the employee’s last name in the box. The report will automatically filter.
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Flexible Viewing Options
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How to Return to the Landing Page (Home Base)
Click the TRS Logo on any page in the Employer Portal.
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How to View an ‘In Progress’ Report
Click on the Report Type in the Payroll Reporting Box
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How to View Prior Reports in Gemini
In the Payroll Reporting Box, click on Reporting History 

to view any previously submitted reports.



65

How to Generate a Year to Date (YTD) Report

• Services Menu > TRS Reports > Year to Date Report

• Pop-up window: select Report Type (SSP Deferred Comp), Year Type (Calendar 

Year), and the appropriate Calendar Year from the drop-down menu.

• Click the SAVE button.

This report is an easy way to determine the contributions that have been 

reported for your employees in any given Calendar Year.



Additional Information
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Local Voya Retirement Education Specialists

To schedule an appointment, go to 

https://trsssp457b.timetap.com 

SERVICES

• TRS SSP plan information and 
education

• 1-on-1 appointments

• Financial wellness education

• Investment education

• Retirement planning

• Webinars and seminars

Local Representative Flyer can be accessed here.

https://trsssp457b.timetap.com/
https://trsilssp.voya.com/einfo/pdfs/forms/trssoi/733060_1025_TEACHERS_RETIREMENT_SYSTEM_(TRS_SSP)_LOCAL_REP_FLYER_FLYER_FINAL.pdf


TRS SSP Valuable Resources 
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MEMBER RESOURCES

• Voya TRS SSP Participant Resources

o TRS SSP Portal: trsilssp.voya.com 

o TRS SSP Service Center: 844-877-4572 (844-TRS-457B)

▪ Voya Customer Service Associates are available Monday through Friday, 7 a.m. to 7 p.m. CT, except for stock market holidays.

• Member Communications and FAQs

o New Hire Flyer 

o SSP Plan Highlights 

o Summary Plan Description (SPD)

o TRS SSP Plan Document

o SSP Member FAQs

EMPLOYER RESOURCES

• TRS Websites

o SSP: https://www.trsil.org/employers/Supplemental-Savings-Plan 

o SSP FAQs: https://www.trsil.org/employers/Supplemental-Savings-Plan/FAQs

o Gemini: https://www.trsil.org/employers/Gemini/Resources

• SSP Reporting Questions:  SSP@trsil.org | Phone Number: 888-678-3675, option 3

• SSP Payments:  SSPAccounting@trsil.org | Phone Number: 888-678-3675, option 2

https://login.voya.com/voyassoui/index.html?domain=trsilssp.voya.com#/login-pweb
https://www.trsil.org/TRS-Benefits-New-Hire-Flyer
https://www.trsil.org/TRS-Benefits-New-Hire-Flyer
https://trsilssp.voya.com/einfo/pdfs/forms/trssoi/1654537_1025_TEACHERS_RETIREMENT_SYSTEM_(TRS_SSP)_AUTO_ENROLL_PLAN_HIGHLIGHTS.pdf
https://trsilssp.voya.com/einfo/pdfs/forms/trssoi/1654537_1025_TEACHERS_RETIREMENT_SYSTEM_(TRS_SSP)_AUTO_ENROLL_PLAN_HIGHLIGHTS.pdf
https://www.trsil.org/sites/default/files/documents/SPD_FINAL_8.9.23.pdf
https://www.trsil.org/sites/default/files/documents/SPD_FINAL_8.9.23.pdf
https://www.trsil.org/sites/default/files/documents/2023-08-457%28b%29-Deferred-Compensation-Plan-Document.pdf
https://www.trsil.org/sites/default/files/documents/2023-08-457%28b%29-Deferred-Compensation-Plan-Document.pdf
https://www.trsil.org/sites/default/files/documents/2024-12-SSP-Plan-Document-FINAL.pdf
https://www.trsil.org/member-SSP-FAQs
https://www.trsil.org/member-SSP-FAQs
https://www.trsil.org/employers/Supplemental-Savings-Plan
https://www.trsil.org/employers/Supplemental-Savings-Plan
https://www.trsil.org/employers/Supplemental-Savings-Plan
https://www.trsil.org/employers/Supplemental-Savings-Plan
https://www.trsil.org/employers/Supplemental-Savings-Plan
https://www.trsil.org/employers/Supplemental-Savings-Plan/FAQs
https://www.trsil.org/employers/Supplemental-Savings-Plan/FAQs
https://www.trsil.org/employers/Supplemental-Savings-Plan/FAQs
https://www.trsil.org/employers/Supplemental-Savings-Plan/FAQs
https://www.trsil.org/employers/Supplemental-Savings-Plan/FAQs
https://www.trsil.org/employers/Gemini/Resources
mailto:SSP@trsil.org
mailto:SSPAccounting@trsil.org


CONTACT US!
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TRS SSP Deferred Compensation 
Inquiries/Questions

Email: SSP@trsil.org 

Employer Support Line (SSP): 888-678-3675, Option #3

SSP Payment Inquiries:  SSPAccounting@trsil.org 

mailto:SSP@trsil.org
mailto:SSPAccounting@trsil.org
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Thank you for watching!
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