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Introduction

1 Introduction

1.1 User Guide Conventions

The Reporting Entity Portal User Guide contains two types of guidance: Screen and Activity.
Screen guides:

Screen guides are the same as what you would see if you clicked the Help link at the top-right
corner of a screen in the Reporting Entity Portal application.

Help | About | Log Off

Screen guides describe what a screen is used for, and contain a table with detailed
descriptions of the fields, buttons, and links that are unique to it. For example, here is a portion
of a table from the screen guide for the Change Password screen:

Name Description

Password Enter a new password to use as your permanent password for the
Reporting Entity Portal.

Passwords can be up to 20 characters long, cannot be the same as any of
your last twelve passwords, and must contain at least one character of each
of the following types: 1) letter, 2) number, and 3) special character (For
example: #, %, &, or @). (Required)

Password Rules (Click to display the Password Rules screen.

Confirm New Enter the same password that you entered in the New Password field.
Password (Required)

Save Click to save your password and display the Account Identification
Information screen.

Cancel Click to save your password and display the Account Identification
Information screen.

This table has two columns. Each row of the left column shows the name of a field, link, or
button. In that column, you can tell whether an element is a field, link, or button by the way its
name is formatted. Fields are in plain text, links are underlined, and buttons are in bold. The
right column contains a description of the element on the corresponding row.

Activity guides:
Activity guides are the same as what you would see if you clicked the Activity Help link that
appears on many Reporting Entity Portal screens.

? | Activity Help

In the Reporting Entity Portal, an activity refers to a task and one or more associated
subtasks. For example, the Maintain Demographic Information activity allows you to perform
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the task of updating a participant’s demographic information, which includes the following
subtasks: 1) maintaining personal information like name, gender, or date of birth, 2) adding or
updating addresses, 3) adding or updating phone numbers, and 4) adding or updating email
addresses. Activity guides contain step-by-step instructions for completing each of the tasks
and subtasks that can be accomplished within the context of a particular activity.

There are several common types of instructions contained in an activity guide. The beginning

of each guide lists the tasks and subtasks that can be accomplished within the context of the

activity. This list is composed of hyperlinks that, when clicked, navigate you to the place in the
guide that contains the related instructions.

Below the list of tasks and subtasks for an activity are instructions that describe how to start
the activity itself, usually by selecting a menu item or clicking a link. When starting an activity
requires you to make a menu selection, the instruction uses this convention:

In the Participants menu, select Search > Participant Search.

In this instruction, "Participants menu" refers to the main menu at the top of the screen that is
labeled Participants.

Hovering over the Participants label opens the menu, which is where the second part of the
instruction comes into play. Each menu, when opened, contains a number of links that start
activities. These links are grouped together under headings. In the instruction, the first bolded
term refers to that heading and the second bolded item refers to the link that you must click to
start that activity. Using the example above, after hovering on Participants, the menu appears
like this:

Search

— Participant Search

As shown, the group of activities is labeled with the heading Search, and the link that you click
to start the particular activity is Participant Search.

In addition to instructions that direct you to make a selection from a main menu, like
Participants, some activities are started from a sub-menu. For example, an instruction might
read:

In the Personal sub-menu, select Demographics > Maintain Beneficiary

A sub-menu appears beneath a main menu. It works the same way, such that hovering over it
opens the sub-menu, within which there are headings and links to activities. Here is a view of
the Personal sub-menu:
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Demographics

— Maintain Beneficiary

') Iwant to...

— Maintain Demographic Information

» Maintain Nemant

1.2 Introduction to the Reporting Entity Portal

The Reporting Entity Portal is a web-based application that reporting entities use to meet
monthly TRS reporting requirements.

Because the portal is accessed using a web browser like Internet Explorer or Chrome,
anybody familiar with the internet should find many of its components and concepts instantly
familiar. The remaining sections of this help topic will introduce you to some of its more unique
aspects. Click a link below to navigate directly to a section:

e Reporting Entity Portal screens

¢ Common controls

¢ Using the Reporting Entity Portal to do your work

¢ Menus

e Menu and activity availability

e System messages

e Confirmation prompts

Reporting Entity Portal screens:

Reporting Entity Portal screens are used to capture and maintain a wide variety of information
from different sources. Despite being able to handle this diversity, most screens share the
same basic parts. Here's a typical Reporting Entity Portal screen. Definitions for the labeled
parts are below the image:
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1. These links appear at the top of every screen:

o FAAQ: Click to display the View FAQ screen and see a list of Frequently Asked
Questions (FAQs) and the answers to them.

e My Profile: Click to display the My Profile screen, which you can use to change your
account password or the security questions and answers used to reset your password
if you forget it.

e Contact Us: Click to display the Contact Us screen, which lists TRS' contact
information and contains a link that lets you start a live chat with a TRS representative.

e Log Off: Click to log off of the Reporting Entity Portal.

2. Menus let you start the activities that you will use to perform your work. The organization
and use of the menus and submenus is defined in greater detail in the section of this help
topic labeled Menus.

3. Clicking the Help link to view the Reporting Entity Portal online help topic that has step-by-
step instructions for completing the activity you are performing. This link displays only
when you are performing an activity.

4. The Messages panel displays the number of web messages that TRS has determined to
be important to portal users. Hover your cursor over the new messages link in this panel
to see the text of the available messages.

5. The I want to... panel contains links that start the most commonly used activities you can
perform using the Reporting Entity Portal.

6. The work area is composed of one or more panels containing the data fields, buttons, and
links specific to the current activity.
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Information is entered, edited, and viewed in the Reporting Entity Portal using a common set
of controls. These controls are found on sites across the internet and are likely very familiar.

They are defined below for reference.

Control Type

Description

Field

Example of a required or optional field:

First Name |

Example of a read-only field:
Address

10200 LAREDOC DR AUSTIN, TX 78748 -3045 USA

Fields are used to enter, edit, and view
information. Depending on your Reporting
Entity Portal access level and the activity you
are performing, fields can be designated as
required, read-only, or neither required nor
read-only.
¢ Required: A field designated
as required is one in which
you must enter information in
order to complete the current
activity.

o Optional: A field not
designated as required or
read-only is optional; you may
enter, edit, or delete
information, but it is not
necessary to provide that
information in order to
complete the current activity.

o Read-only: A field designated
as read-only displays
information relevant to the
current activity, but does not
allow you to enter, edit, or
delete that information.
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Control Type

Description

Drop down menu

Example of a drop down menu:
Position Code | v|

Example of a drop down menu with the
selections displayed:
Position Code

01-Professional/Administrative
02-Teacher. Full-time Librarian
03-Support Staff

04-Bus Driver

05-Full-time Nurse/Counselor
06-Peace Officer

07-Food Service Worker

Example of a drop down menu after making a
selection.
Position Code

| 02-Teacher, Full-time Librarian Vl

A drop down menu is a specific type of field
that allows you to make a selection from a
defined list of options. Click a drop down
menu to view the available menu items. Click
on an option in the list to select it. You know
that a field is a drop down menu if you see

¥ along the right border.

Check box

Example for indicating a condition is true or
false:

Address(Different than ]

RE)

Example for selecting one or more option
from a list:

55N or TRS Temporary
id §

M 200154783

[0 Z2p0020113

A check box is used to indicate that a
condition is true or false. When a box is
"checked," it is an indication that the
associated condition is true. When it is
"cleared," it is an indication that the
associated condition is false.

Check boxes can also be used to select an
option from a list that allows multiple
selections.

A check box that is currently cleared can be
checked by clicking on it. A check box that is
currently checked can be cleared by clicking
on it.

Radio button

Example:
(@) Upload Report

() Copy Forward

(O Manual Entry

A radio button is used to select an option
from a list that allows only one selection.

Selecting a radio button means that the
associated option is the one to use. Options
that are deselected are not used.

A deselected radio button is selected by
clicking on it. When an option is selected,
deselecting it requires you to select the radio
button for one of the other available options.
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Control Type Description

Link Links in the Reporting Entity Portal, like links
on the internet or in a document, are

Example: navigational controls you click to move from

Employer Home screen to screen. Links are displayed as
blue, underlined text.

Button Clicking a button performs an action using
the information displayed or selected on a

Example: screen. Buttons are labeled in a way that

describes the action perform. For example,
clicking a Save button will save the

information displayed on the screen to the
database, while clicking a Delete button will
delete the information from the database.

Using the Reporting Entity Portal to do your work:

In the Reporting Entity Portal, you'll do the work assigned to you by performing activities.
Activities are groups of related tasks that allow you to perform the steps needed to complete a
process.

For example, a common process for many Reporting Entity Portal users involves creating,
validating, and submitting reports to TRS. In the Reporting Entity Portal, each of these
separate but related tasks are grouped into a single activity named Create and Maintain
Reports. You can use the Create and Maintain Reports activity perform each of these tasks.

Menus:

The activities you will use to perform your work are accessed using the menus displayed near
the top of every screen.

To view the activities available in a menu, simply hover your mouse cursor over the
corresponding menu name. For example, hovering over the Wage & Contribution Reporting
menu causes it to expand and display the reports activities that you can perform:

WAGE & CONTRIBUTION REPORTING

Create and Maintain Report ’
2S5 reate and Maintain Reports lE':J.I’]j..

Submit Signature

0 4ns /—

Starting an activity is as simple as clicking on the activity name. For example, to perform the
activity to create and maintain reports, click Create and Maintain Reports.
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Menu and activity availability:

As a Reporting Entity Portal user, you have been assigned an Authority level that lets you
access just those parts of the portal that you need to perform the work you have been
assigned. If your authority level does not give you permission to perform an activity, it will not
appear in a menu. If you do not have permission to perform any of the activities available in a
menu, that menu or submenu will not display.

System messages:

When using the Reporting Entity Portal, you will encounter several different type of messages
that display the outcome of your actions. Understanding these messages and when they
appear will help you be confident that you are using the portal in accordance with TRS policies
and business rules. There are four types of messages:

o Error: The Reporting Entity Portal uses two basic types of error messages. The first
type appears when the information you have entered or updated during an activity
violates a TRS business rule. These error messages identify the problem with the
currently entered information and let you know that you cannot complete the activity
until the issue is addressed. For example, one business rule is that you must enter a
new employee's last name when you report their employment to TRS using an
Employee Demographics report. If you try to add a record for the new employee
without entering a last name, the system presents an error message describing the
rule that was violated:

The second type of error message you could encounter appears when your
reporting entity has missed a TRS deadline. For example, if your reporting entity
has not met a deadline for filing a report, the system presents an error message to
inform you the type and period of the report for which the deadline has passed:

e Warning: Warning messages appear, letting you know that you have performed an
action that could possibly raise an issue, but without stopping you from doing it. For
example, if you click Save on the Assign Authority Level screen without changing any
Authority Levels, the system displays the warning, “No Authority Levels have been
changed.”

No Authority Levels have been changed.
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¢ Confirmation: Confirmation messages appear when you successfully complete an
action. For example, when you save information, the portal presents a confirmation
message to let you know the save was successful:

(xp Information Saved
{20

¢ Informational: Informational messages, which are also green, indicate current status
about the current screen. For example, when viewing the Submit Signature screen
when no reports have been submitted and successfully validated, the screen lets you
know that no reports are ready for signature:

v No reports ready for signature
CONFIRM

Confirmation prompts:

Confirmation prompts appear when you perform an action that the portal wants to ensure
wasn't done in error. For example, a confirmation prompt appears when you click a Delete
button to remove an employee or retiree record from a report:

i "

Meszage from webpage @

:I Are you sure you want to delete this record?

Ok l ’ Cancel

When a confirmation prompt appears, click OK to confirm that you want to perform the original
action. Click Cancel to not perform that action. In this example, clicking OK will delete the
selected address from the system, while clicking Cancel will retain the information.
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2 Logging in to the Reporting Entity Portal

2.1 Activities

211 Log in to the Reporting Entity Portal

Use this activity to perform the following tasks:

e Login to the Reporting Entity Portal

e Reset your Reporting Entity Portal password if you forget it

¢ Reset your Reporting Entity password or change your security questions after logging
in to the system

Note 1: You cannot log in to the Reporting Entity Portal until you have been established as
a contact for a reporting entity and your user account is created. When your account is
created, you will receive an email confirmation containing your user name and a temporary
password.

Note 2: If you are the Web Administrator for a reporting entity, you cannot log in to the
Reporting Entity Portal until you are sent a user name and password by TRS.

This activity starts on the login screen for the Reporting Entity Portal. To reach that screen,
use your web browser to navigate to the login screen.

fms R@)Omn Enfities

From the login screen:

11
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To log in to the Reporting Entity Portal:

1.
2.

12

Enter your User ID and Password.
Click Log In. One of the following occurs:
e |f you entered an invalid user ID or password, an error message appears.

Note 1: If you enter an incorrect password three times in succession, your account is
locked and you will be prevented from logging in to the portal. When an account is locked,
it can only be unlocked by the Web Administrator for your reporting entity or a TRS
Representative. When your account is unlocked, you will receive an email containing a
new, temporary password.

Note 2: If you have forgotten your password, you can reset it by following the instructions
in the Forgot Password section of this help topic. Passwords can also be reset by the Web
Administrator for your reporting entity or a TRS representative. When your password is
reset, you will receive an email containing a new, temporary password.

¢ If you are logging in using a temporary password, the Change Password screen
appears. You must change your password to continue:

— =

ol e

Password *

Confirm Passworg *

[soe ["carce |

i) Enter a new password in the Password and Confirm Password fields.

Note: Passwords must be between 8 and 20 characters long, and must contain at least
one character of each of the following types: 1) letter, 2) number, and 3) special character
(For example: #, %, &, or @)

i) Click Save. The Account Identification Information screen appears.
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Account Identification Information

User 1D * 123420090

Select An identification v
Question *

Answer To Your
Identification Question *

Select An identification M
Question *

Answer To Your
identification Question *

Select An Identification b
Queston *

Answer To Your
identificabion Question *

\

ii) Select and answer three security questions. You will be asked to provide the answer
to one of these questions if you reset your password.

o Click Save. If TRS has sent important messages for you to read and acknowledge, the
Web Messages screen appears:

Mersages o Newh X WA7ON Web Messages
O 4nmw messiges Critical
O Iwantto... ) ~ Message
” Crocal mossage
« Eootoet Home
* Yok ca Repoas
+ Vigw Your Satement o]
* Yiem Emgioyee info ‘o Message
3 HQh message
Medium
14 Moaum message
Low
0 Wessage
% W message

i) Read the messages and click | acknowledge. Your reporting entity's Home Page
appears.

Note 1: Only messages that you have not previously acknowledged will appear on this
screen.

Note 2: If you choose not to acknowledge the messages, click | Do NOT Acknowledge. A
confirmation prompt appears, informing you that you will be logged out if you do not
acknowledge the messages. Click OK to confirm you do not acknowledge the messages.
You will be logged out of the Reporting Entity Portal. Click Cancel to return to the Web

13
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Messages screen. If you are logged out for not acknowledging a web message, you can
log back in to the Reporting Entity Portal using the same user name and password, but
you cannot access the portal to perform any work until you click | acknowledge.

¢ If neither of the previous two options apply, your reporting entity's Home Page
appears.

To reset your Reporting Entity Portal password if you forget it:

1. Click Forgot Password. The User Verification screen appears.

User ID

TRS RE Number
First Name |

Last Name

Email

2. Complete the fields on the User Verification screen. See the User Verification screen help
topic for field definitions.

3. Click Next. The Identification Questions screen appears, displaying one of the security
questions selected when you established your permanent password.

identfication Question 1 What is your city of birth?

| Answer o ldentification Question 1 ] !
|

14



4. Provide the answer the question displayed and click Next.

If you answer the question incorrectly, the screen reloads to display another of your
security questions. If you answer three questions incorrectly, you will receive the
following error message: All three identification questions have been answered
incorrectly. Please contact your Web Administrator to reset your password.

If you answer the question correctly, the Web Messages screen appears if there are
unacknowledged web messages. If there are no unacknowledged messages, your

reporting entity’'s Home screen appears.

Logging in to the Reporting Entity Portal

To reset your Reporting Entity password or change your security question after logging
in to the system:

1. Click My Profile. The My Profile screen appears.

ﬁns Reporting Entity Portal

Messages from Reporting Entity:

© 5new messages

Employer Home
Create and Maintain Reports

*+ View Employee Information

User ID
Name
Authority Level

Password

Confirm Password

Select an Identification
Question

Answer to Your
Identification Question

Select an Identification
Question

Answer to Your
Identification Question

Select an Identification
Question

Answer to Your
Identification Question

Account Identification Information

20174059
WILLIAM HANGAMEH

Administration

Password Rules

L 1]

Fri, Feb 26, 2016 5:06:09 PM CST

"‘.'\lﬁat is the street number of the house you grew up In? W

EAQ | My Profile | ContactUs | Log OFf

[15421

"what was your high school mascot?

~

\oelhcs

‘ What is your city of bith?

v

‘mon ovia

2. Enter a new password in the Password and Confirm Password fields.

Note: Passwords must be between 8 and 20 characters long, and must contain at least

one character of each of the following types: 1) letter, 2) number, and 3) special character
(For example: #, %, &, or @)

3. Select new security questions and provide the new answers.

4. Click Save. The system saves your new password and security questions/answers, and
displays your reporting entity’s home screen.

15
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2.2 Screens

221 Login

Use the Login screen to enter your Reporting Entity Portal User ID and Password and log in to
the Reporting Entity Portal. If you have forgotten your password, this screen also contains a
link that lets you start the process to retrieve it.

fms Reporting Entities

User ID:

Password

The following fields, link, and button appear on this screen.

Name Description

User ID Enter your user ID for the Reporting Entity Portal. (Required)
Password Enter your password for the Reporting Entity Portal. (Required)
Forgot Click to display the User Verification screen and begin the process to
Password generate a new password.

Log In Click to log in to the Reporting Entity Portal using the User ID and

Password you have entered.

If logging in for the first time with a temporary password, clicking Log In
displays the Change Password screen.

If logging in with a permanent password, clicking Log In displays the
Custom Web Messages screen if there are unacknowledged web
messages. If there are no unacknowledged web messages, the Home
screen is displayed.

16
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222 Change Password

The Change Password screen appears when you log in to the Reporting Entity portal using a
temporary password, and lets you create a new, permanent password.

|

Passworg *

Confirm Passworg *

Fsove [ cmcer |

The following fields, link and buttons are available on this screen:

Name Description

Password Enter a new password to use as your permanent password for the
Reporting Entity Portal. Passwords can be up to 20 characters long,
cannot be the same as any of your last twelve passwords, and must
contain at least one character of each of the following types: 1) letter, 2)
number, and 3) special character (For example: #, %, &, or @).

(Required)

Password Click to display the Password Rules screen.

Rules

Confirm New Enter the same password that you entered in the New Password field.

Password (Required)

Save Click to save your password and display the Account Identification
Information screen.

Cancel Click to discard your entries on this screen and display the Log In screen.

2.2.3 Account Identification Information

Use the Account Identification Information to select and answer security questions that will be
used if you use the Forgot Password link to retrieve a forgotten password.

17
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¢ unt Identificatio nforn 10
M ALCOUNUIGCTIUTICauOn imornnsuon

Jser 1D *

Select An

Question *

Answer To Your

dentifnication Question *

Answer To Your

gentincaton Question *

Select An identification

Jueshon *
Answer To Your

dentificabon

dentification

Question *

[sove ["carce |

The following fields and buttons are available on this screen:

Name Description

User ID Displays your Reporting Entity Portal user ID. (Read-only)

Select An Select one of the available security questions. You will be prompted to
Identification answer one of the three security questions when resetting your password.
Question (Required)

Answer To Your

Enter the answer to the question you selected from the identification

Identification question immediately above. You might be prompted provide this answer if
Question you try to retrieve a forgotten password. (Required)

Select An Select one of the available security questions. You will be prompted to
Identification answer one of the three security questions when resetting your password.
Question (Required)

Answer To Your

Enter the answer to the question you selected from the identification

Identification question immediately above. You might be prompted provide this answer if
Question you try to retrieve a forgotten password. (Required)

Select An Select one of the available security questions. You will be prompted to
Identification answer one of the three security questions when resetting your password.
Question (Required)

Answer To Your

Enter the answer to the question you selected from the identification

Identification question immediately above. You might be prompted provide this answer if
Question you try to retrieve a forgotten password. (Required)

Save Click to save your entries on this screen and display the Home screen.
Cancel Click to discard your entries on this screen and reload the screen in its

default state.

18
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2.2.4 User Verification

Use the User Verification screen to generate a new password for your Reporting Entity portal
user account.

User 1D

TRS RE Number
Firs! Name
Last Name

Emall

it [“carce |

The following fields and buttons are available on this screen:

Field Description

User ID Enter the user ID of the account for which you have forgotten the
password. (Required)

TRS RE Enter the TRS-assigned RE Number of the reporting entity on whose

Number behalf you access the Reporting Entity Portal for the account whose
password you forgot. (Required)

First Name Enter your first name. (Required)

Last Name Enter your last name. (Required)

Email Enter the email address associated with the account for which you have
forgotten the password.

Next Click to Navigate to the Answer Identification Question screen.

Cancel Click to discard your entries and reload the screen in its default sate.

225 Identification Questions

The Identification Questions screen presents you with one of the three identification questions
that you answered when establishing a permanent password for your account. If you forget
your account password, you must answer this question correctly to generate a new password.

identfication Question 1 VWhat is your city of binth?

Answer 10 Kentification Question 1

The following fields and button are available on this screen:
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Field Description

Identification Displays one of your security questions. (Read-only)

Question 1

Answer to Enter the answer to the displayed security question. (Required)
Identification

Question 1

Next Click to submit the answer to the displayed identification question. If you

answer the question correctly, the Home screen for your reporting entity
is displayed. If you answer the question incorrectly, the screen reloads to
show another of your security question. If you answer three questions
incorrectly, you will receive the following error message: All three
identification questions have been answered incorrectly. Please contact
your Web Administrator to reset your password. You will need to contact
the Web Administrator for your reporting entity or a TRS Representative
to reset your password. You will receive an email containing a new,
temporary password. Once you login with this temporary password, you
will be prompted to change it.

Cancel Click to discard your entries and reload the screen in its default sate.

2.2.6 My Profile

The My Profile screen displays your details of your user account and lets you make changes
to your password or account security questions.

Fri, Feb 26, 2016 5:06:09 PM CST  FAQ | My Profile | ContactUs | Log Off

weLcome JEFEHANGAMEN =ORANGE 8054, 2017

Messages from Reparting Enfity: Account Identification Information

Cwantion User ID 20174059

Name WILLIAM HANGAMEH

+ Employer Home ~
Authority Level Administration

+ Create and Maintain Reports
Password

* Wiew Employes Information ass Paszword Rules
comempssurs ]
Select an Identification ‘ \what is the strest number of the house you grew up In? v
Question
Answer to Your h 5421
Identification Question
Select an Identification [ What was your high school mascof? v
Question
Answer fo Your [celtics
Identification Question
Select an ificati [ What is your city of birth? 3
Question
Answer to Your ‘mun ovia
Identification Question

The following fields, link, and buttons are available on this screen:

20



Logging in to the Reporting Entity Portal

Name Description
User ID Your Reporting Entity Portal user ID. (Read-only)
Name The name associated with your account. (Read-only)

Authority Level |The level of access you have in the Reporting Entity Portal. (Read-only)
The levels are:

No Access: The contact will not have access to the Reporting Entity
Portal on behalf of your reporting entity. This is the default selection.

Display: The contact will be able to access the Reporting Entity Portal, but
will not have the ability to enter, edit, or delete any information.

Submit: The contact will be able to access the Reporting Entity Portal, and
will have the ability to create, edit, and delete reports.

Signature: The contact will be able to access the Reporting Entity Portal,
and will have the ability to accept or reject report signatures.

Administration: The contact will have web administrator rights with
access to create, read, update, and delete activities. The contact will also
be able to manage web accounts for other Reporting Entity contacts.

Password Enter a new password to use for your account.

Password Rules |Click to display the Password Rules screen.

Confirm Reenter the new password for your account.

Password

Secret Question |Select one of the available security questions. You will be prompted to

1 answer one of the three security questions when resetting your password.
(Required)

Answer 1 Enter the answer to the question you selected from the Secret Question 1

field. You might be prompted provide this answer if you try to retrieve a
forgotten password. (Required)

Secret Question |Select one of the available security questions. You will be prompted to

2 answer one of the three security questions when resetting your password.
(Required)
Answer 2 Enter the answer to the question you selected from the Secret Question 2

field. You might be prompted provide this answer if you try to retrieve a
forgotten password. (Required)

Secret Question | Select one of the available security questions. You will be prompted to

3 answer one of the three security questions when resetting your password.
(Required)
Answer 3 Enter the answer to the question you selected from the Secret Question 3

field. You might be prompted provide this answer if you try to retrieve a
forgotten password. (Required)
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Name Description

Save Click to save your entries and display the Home screen for your reporting
entity.

Cancel Click to discard your entries and reload the screen with the last-saved

account information.
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3 Maintaining Contacts

3.1 Activities

3.1.1 View Contacts

Use this activity to view contact records for your reporting entity.

This activity starts on the Contact List screen. To start the activity and reach that screen:

1. In the Employer Contacts menu, select View RE Contacts.

View RE Contacts

— Maintain RE Contacts

Assign Authority Level j ‘

The Contact List screen appears. If no contacts have been saved for your reporting entity,
the message "No contact detail on record" is displayed.

Agd Contact e Active O Inactive OAl

NO contact detaill on record

If one or more contacts have been saved, they are listed on the screen.

Contact List

Adg Contakl

Orsplay JOAte L Indttve o AR

Heaq of NO My -] wWisam Howe (303) 5550123 1M whowe@alsd examplecom 0
Insitution  Access

Beponing  Signature M Tom Thomas A Parker  (545) 885.0188 222222 tparker@atsd exampie com 0
Oomw

San Display Me Lee Cooper (213) 5551071 555585 Kooper@alsd examplecom 0
Contacs

B - - = = »

23



Reporting Entity Portal User Guide

Note: By default, the contact list is filtered to show only Active contacts. Use the Inactive
and All radio buttons to filter the contact list to show just inactive contacts or all contacts
regardless of status, respectively.

From the Contact List screen:

1.

3.1.2

Click a Type link to view the contact on the corresponding row. The Contact Details screen
appears, populated with the information for that contact.

Contact Details.

Contact Type
Title

Preferred Name
First Name
Middie Name
Last Name
Suffix

Phone Number
Extension

Secondary Phone
Number

Extension
Fax

Email
Position Titie
Effective Date
End Date

Address(Different than
RE)

Aodress

Shuttie Mail Code

Save | !

Web Admanistrator v

v

{09/17/2015

Maintain Contacts

Use the Maintain Contacts activity to add or update a contact record for your reporting entity.
Only users with the Administration authority level can access this activity.

This activity starts on the Contact List screen. To start the activity and reach that screen:

1.

24
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View RE Contacts

Maintain RE Contacts

Assign Authority Level

The Contact List screen appears. If no contacts have been saved for your reporting entity,
the message "No contact detail on record" is displayed.

Add Contact e Active L Inactive O AR

NO contact detaill on record

If one or more contacts have been saved, they are listed on the screen.

Contact List

Adg Contadl

Display Active L Inxtve o AL

Type Level Title Name Name  Name Name  Number Extension  Emall & |
Head of No Me on Wisam Howe (303) 5550123 1 whowe@alsd examplecom 0
Insituion  Access

Beporing Signature MW Tom Thomas A Parker  (545) 855-0188 222222 tparker@atsd exampie com 0
O

San Display Mt Lee Cooper  (213) 555.1071 555588 Kooper@aksd examplecom 0
Contact

B =] .

=7

Note: By default, the contact list is filtered to show only Active contacts. Use the Inactive
and All radio buttons to filter the contact list to show just inactive contacts or all contacts
regardless of status, respectively.

From the Contact List screen.

1. Click Add Contact to add a new contact. The Contact Details screen appears.
OR

Click a Type link to update the contact on the corresponding row. The Contact Details
screen appears, populated with the information for that contact.
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A
Search for Contact

Contact Type 1 Veb anmns.tru'tor v "
Title v

Preferred Name |

First Name

|
Middie Name |
Last Name [
Sufnx |
Phone Number {

I
Secondary Phone [
Numbes

2. (Optional) If you are adding a second contact record for a person, you can use the Contact

Search to populate some of their information:

¢ Click Contact Search. The Contact Search screen appears.

Contact Search

e Enter the contact's email address and click Search.

i) If a contact record with that e-mail address exists, the Contact Detail screen appears
with the First Name, Middle Name, Last Name, Generation, and E-mail Address
fields populated with the information from that existing contact. Fields populated in
this manner are read-only.

ii) If no contact record matches the email address, the Contact Details screen appears
with an informational message displayed at the top.

3. Enter or update the information in the fields on the Contact Details screen. See the
Contact Details screen help topic for detailed field descriptions.
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Note 1: To inactivate a contact, enter an End Date that is the last date the contact is valid
for the reporting entity. The contact remains valid until that date. The authority level for a
contact is automatically set to No Access on the contact’s End Date.

Note 2: A reporting entity can have only one Active contact of a specific type, except for
Staff Contact.

Note 3: Check the Address (Different than RE) box if the contact has an address that is
different from the entity's main address. If this box is clear, the contact is automatically
assigned to the reporting entity's main address.

Click Save. The Contact List screen appears with a confirmation history displayed at the
top. When a change has been made to a reporting entity's contact, the portal sends a
notification message to that contact's email address.

3.2 Screens

3.21 Contact List

The Contact List screen displays summary information for your reporting entity's contacts, and
contains links that allow you to add new contacts or edit the information for existing contacts.

— =

Conmtact List
sttt et o

Pl Actree nyive « Al

Authonty Preferred  First Middle Last Phone
Type Level Title Name Name Name Name Number Extension Emall s |
Head PAe Wisam Howe J03) 5550123 mm WhOoWweRaksd example com
Insituton ALCess
Beponing Signature M Tom Thomas A Parker (545) 855-0188 222222 tparker @aksd exampie com
Oy
San Display 13) 5551071 555558 Kooper @aksd example com
contags

The following links, buttons and read-only fields are available on this screen. Add Contact is

the only link or field that displays until a contact has been saved for the reporting entity.

Name

Description

Add Contact

Click to display the Contact Details screen and add a new contact for your
reporting entity.

This link displays only if your authority level is Administration.

Active Select this radio button to filter the contact list and display just those
contacts without an end date, or for which the end date has not yet
passed.

Inactive Select this radio button to filter the contact list and display just those

contacts with an end date in the past.
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Name Description

All Select this radio button to see all of your reporting entity's contacts,
whether Active or Inactive.

Type The types of a contact. Click a Type link to navigate to the Contact Details
screen for the contact on the corresponding row.

Authority Level | The contact's authority level for the Reporting Entity Portal: Administration,
Signature, Submit, Display, or No Access.

Title The title of a contact.

Preferred Name

The preferred name of a contact.

First Name The first name of a contact.
Middle Name The middle name of a contact.
Last Name The last name of a contact.

Phone Number

The 10-digit phone number of a contact.

Extension The extension needed to reach a contact at their phone number.
Email The email address for a contact.

Effective Date | The date a contact was first saved.

End Date The last date that a contact is valid for your reporting entity.
3.2.2 Contact Details

The Contact Details screen lets you view, add, or update the details of a contact for your

reporting entity.
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Contact Details

Contact Type

Authority Level

Title:

Preferred Name

First Mame

Middle Mame

Last Mame

Suffx
Phone Mumber
Extension

Secendary Phone
Number

Extznsion

Fax

E-mail

[[IUNEE

Posifion Title
Effective Date 1212272015

O

Address(Different than
RE)

Address 1000 Red River Austin, TX 78701-1010

Shuttle Mail Code

The following fields and buttons are available on this screen:

Name Description

Search for Contact Click to display the Contact Search screen.

This button is visible only if your authority level is Administration. It
is enabled only when adding a new contact.

Contact Type Select the contact's type: Web Administrator, Head of Institution,
HR Contact, Initial RE Contact, Payroll Contact, Reporting Official,
Staff Contact, or TRS-ActiveCare Contact. (Required)
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Name

Description

Authority Level

The contact's authority level, which determines their ability to
access the Reporting Entity Portal on behalf of your reporting entity,
as well as the actions they can perform if access is granted. The
authority levels are:

No Access: The contact will not have access to the Reporting
Entity Portal on behalf of your reporting entity. This is the default
selection.

Display: The contact will be able to access the Reporting Entity
Portal, but will not have the ability to enter, edit, or delete any
information.

Submit: The contact will be able to access the Reporting Entity
Portal, and will have the ability to create, edit, and delete reports.

Signature: The contact will be able to access the Reporting Entity
Portal, and will have the ability to accept or reject report signatures.

Administration: The contact will have web administrator rights with
access to create, read, update, and delete activities. The contact
will also be able to manage web accounts for other Reporting Entity
contacts.

Title

Select the contact's title: Dr., Mr., Ms., or Mrs.

Preferred Name

Enter the contact's preferred name. For example, a nickname.

First Name

Enter the contact's first name.

If you used the Contact Search to find a match for an existing
contact, this field is read-only and populated with the information for
that contact.

Middle Name

Enter the contact's middle name.

If you used the Contact Search to find a match for an existing
contact, this field is read-only and populated with the information for
that contact.

Last Name

Enter the contact's last name.

If you used the Contact Search to find a match for an existing
contact, this field is read-only and populated with the information for
that contact.

Suffix

Select the contact's professional suffix, if applicable. For example:
Jr., I, or IV.

Phone Number

Enter the contact's 10-digit phone number, without hyphens or
parentheses.
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Name

Description

Extension

Enter any extension number required to reach the contact at the
number captured in the Phone Number field.

Secondary Phone
Number

Enter a secondary 10-digit phone number for the contact, without
hyphens or parentheses.

Extension

Enter any extension number required to reach the contact at the
number captured in the Secondary Phone Number field.

Email

Enter the contact's email address using the XXXXXX@XXXX. XXX
format. (Required)

If you used the Contact Search to find a match for an existing
contact, this field is read-only and populated with the information for
that contact.

Fax

Enter the contact's 10-digit fax number, without hyphens or
parentheses.

Position Title

Enter the contact's position title with respect to the reporting entity.

Effective Date

Displays the date that the contact was first saved in TRS. (Read-
only)

End Date

Enter the last date the contact is valid for the reporting entity, using
the MMDDYYYY format.

Address (Different than
RE)

When cleared, the contact's address defaults to the main address
for the reporting entity.

Check this box to enable entry of an address other than the main
address on file for the reporting entity.

Address

Blank if you are adding a new contact.

If you are updating a contact and the Address (Different than RE)
box is clear, displays the reporting entity's main address.

If you are updating a contact and the Address (Different than RE)
box is checked, displays the address captured for the contact, if
any.

Save

Click to save the entered contact information.

This button displays only if your authority level is Administration.
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Name Description

Delete Click to delete the contact from the reporting entity's record.

This button displays only if your authority level is Administration. It
is enabled only when adding a new contact.

A confirmation message appears after clicking Delete. Click OK to
confirm that you want to remove the contact from the reporting
entity's record. Click Cancel to retain the contact information.

Only a contact with no associated web account may be deleted.
Otherwise, enter an End Date to expire a contact with a web
account

3.2.3 Contact List

The Contact Search screen lets you search your reporting entity's contacts by email address.

Contact Search

The following fields are available on this screen:

Name Description

E-mail Enter an e-mail address to search for an existing contact record.

Search Click to search your reporting entity’s contacts for a person with the
address entered in the E-mail field, and to return to the Contact Details
screen.

If a matching contact is found, the First Name, Middle Initial, Last Name,
Generation and E-mail fields on the Contact Details screen are populated
with the information for the matching contact.

If no matching contact is found, the Contact Details screen displays an
error message.

Cancel Click to return to the Contact Details screen without searching.
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4.1 Activities

411 Assign Authority Level

Assigning Authority Level

Users with the Administration authority level can use this activity to assign the authority level

for a contact’s Reporting Entity Portal account

This activity starts on the Authority Level screen. To start the activity and reach that screen:

In the Employer Contacts menu, select Assign Authority Level.

View RE Contacts

Maintain RE Contacts

Assign Authority Level

The Assign Authority Level screen appears, populated with a list of the reporting entity's
current and future contacts. Contacts with an End Date in the past are not displayed.

Note 1: The Web Administrator's authority level cannot be changed, and the Web
Administrator contact is not displayed on this screen. Contact TRS if you need to change

your reporting entity’s Web Administrator contact.

Note 2: A contact assigned to multiple contact types will only appear once, with each of

their contact types listed in the Contact Type column.

Assign Authority Level
Hame Contact Type Email UserID Authority Level
\Wiliam Howe Head of Institution whowe@alisd example.com LOLaSETE No Access v
Thomas A Parker Reporting O ial Iparkengaksd example.com SOo0ETE9 Signature ¥
Lucy Martin Payroll Contact Imaning@alisd.&xamphé com SHSTA0 Subsrat -
Lee Cooper HR Contact lcoopergBalisd. example.com GEease01 Signature Ll
Staff Contact

From the Authority Level screen:

1. On the row of the contact whose Reporting Entity Portal access level you are assigning,

select an Authority Level.
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2. Click Save. The screen reloads to display a confirmation message.

Note: If you change a contact's authority level from No Access to Display, Signature, or
Submit:

o If the contact did not previously have a Reporting Entity Portal user account, an account
is created and log-in credentials are automatically emailed to their contact email
address.

41.2 Maintain Web Accounts

Users with the Administration authority level can use this activity to reset the password for a
contact’s Reporting Entity Portal account
This activity starts on the User Accounts screen. To start the activity and reach that screen:

In the Employer Contacts menu, select Maintain Web Accounts.

View RE Contacts

Maintain RE Contacts

Assign Authority Level

The User Accounts screen appears, populated with a list of the reporting entity's active
contacts.

Dwspiiany

l User ID First Name Miscle intial Last Name Contact Email Acuon

: 9HI6TE vwaam Hoae whowe 3oisd example com Reset Passaocd
998123 Lee Cooper KOooper @aina examphe com Recet Passaorg
Y2345 Thomas A Packer panenatnd example com Reset Passaoed
999912 Ly Martn marinaind exampse com Resel Passaatd

Note: Click the Inactive radio button to reload the screen to display a list of your reporting
entity’s Inactive contacts.

From the User Accounts screen:

On the row of the contact whose Reporting Entity Portal password you are resetting, click
Reset Password. The system resets the contact's password and automatically sends an
email containing a temporary password to their Contact Email address. The user will be
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prompted to change their password after logging in to the Reporting Entity Portal with their
temporary password.

4.2 Screens

421 Assign

The Assign Authority Level screen displays a list of your reporting entity's current and future

Authority Level

contacts, and lets you select the level of access that each will have when using the Reporting

Entity Portal.

Note 1: The Web Administrator's access level cannot be changed, and the Web
Administrator contact is not displayed on this screen. Contact TRS if you need to change
your reporting entity’s Web Administrator contact.

Note 2: A contact assigned to multiple contact types will only appear once, with all of that
person’s contact types listed in the Contact Type column.

l Assign Authority Level

l

[ sove [ e |

Hame Contact Type Email User D Authority Level

VWilliam Howe Head of Institution whoweialisd example.com Gooas6Ta Mo Access w

Thomas A Parker Reporting Official tparken@aksd example. com LOUOoETED Sigrature -

Lucy Kartin Payroll Contact Imaning@alisd. & xamphé com SES9TE90 Subsr -

Lee Cooper HR Contact kcoopergalisd. example.com SEe98901 Sigriaturs v
Staft Contact

The following fields and buttons are available on this screen:

Name Description

Name The name of a reporting entity contact.

Contact Type The type of a reporting entity contact: Head of Institution, Reporting
Official, Payroll Contact, HR Contact, Staff Contact, or TRS-ActiveCare
Contact. (Read-only)

Email The email address of a reporting entity contact. (Read-only)

User ID The Reporting Entity Portal user ID of a reporting entity contact. (Read-
only)

Authority Level |Select the authority level to assign to the reporting entity contact on the
corresponding row: No Access, Display, Submit, or Signature. The default
selection is No Access.

Save Click to save the selected authority levels.

35



Reporting Entity Portal User Guide

Name Description
Cancel Click to discard changes made to authority levels since the last successful
save and refresh the screen to show the last saved information.

4.2.2 User Accounts

The user accounts screen displays a list of a reporting entity's current and future contacts, and
contains links that let you reset the password for each of their Reporting Entity Portal user
accounts.

Reporting Entity Information

TRS RE Number 5556
Reportig Entity Name Aurstin Les 15D

Drsplay = Active inactive

User 1D 'First Hame Mirdabe initial Last Mame Contact Email ~ Action
SYaa56TE William Horwe whiweGalsd example com Besel Passwoid
9958123 Lee Cooper kooperiBaksd examphe com Beset Passaord
SHGL2IA5 Thomas A Parker parkerFalksd examphe com Besel Password
Gor12M4 Lucy Martn Imartngaksd exampe com Besel Password

The following read-only fields are available in the Reporting Entity Information panel:

Reporting Entity Information

TRS RE Number LLLE
Reporting Entity Name Ausiin Led 15D

Name Description
TRS RE The TRS number of the reporting entity whose contacts are displayed in
Number the User Accounts panel.

Reporting Entity | The name of the reporting entity whose contacts are displayed in the User
Name Accounts panel.

The following buttons, read-only fields, and links are available in the Reporting Entity
Information panel:

36



Assigning Authority Level

[ User Accounts 1
' Desplay o Kive Nacive l
User iD First Name Migale initial Last Name Contact Eman Action
= Hoae whoweBaksa example cor Bese! Passwo(d
S5123 Lee Cooper Kooper@alsd example com Basat Password
9991234 ey Lary AN ghalsg example o Reset Password
Name Description
Active Select Active to filter the list of contacts to just those people with an
authority level of Display, Submit, or Signature.
Inactive Select Inactive to filter the list of people who are listed as an active contact
for the reporting entity, but whose authority level is No Access.
User ID The Reporting Entity Portal user ID of a reporting entity contact. (Read-
only)
First Name The first name of a reporting entity contact.
Middle Initial The middle initial of a reporting entity contact.
Last Name The last name of a reporting entity contact.
Contact Email | The email address of a reporting entity contact. (Read-only)

Reset Password |Click a Reset Password link to reset the password of the Reporting Entity
Portal user account for the contact on the corresponding row. Resetting a
person's password automatically sends an email containing a temporary
password to their Contact Email address.
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5 Creating and Maintaining Reports

5.1 Activities

511 Create and Maintain Reports

The Reporting Entity Portal allows users with Administration, Submit, or Signature authority
level to submit five different types of reports to TRS:

e Employee Demographic (ED): Used to report employee demographic information,
new and adjusted employment and position information, and employee termination
information

¢ Regular Payroll (RP): Used to report employee compensation and contribution
details, as well as adjustments to compensation and contribution details from previous
months

o Regular Payroll - Adjustment (RP - Adjustment): Used to report adjustments to
employee compensation and contribution details from previous months

o Employment after Retirement (ER) report: Used to report employment information,
compensation, and surcharges for retirees, as well as adjustments to previously
reported retiree employment information, compensation, and surcharges

¢ Employment after Retirement - Adjustment (ER - Adjustment) report: Used to
report adjustments to previously reported retiree employment information,
compensation, and surcharges

When a submitted report has met TRS requirements and there is no more work to perform for
it, the report is assigned to Completed status. Getting a report to the Completed status is a
multi-step process that requires you to understand the following concepts:

Report Status: The status assigned to the report as a whole.

Detail records: Reports submitted to TRS contain one or more detail records for each
included employee or retiree. The types of detail records vary from report to report, as does
the information included or required for each one.

Record Status: Each detail record in the report is assigned a status as it is added to a report,
validated by the system, or edited to correct errors. In order for a report to be assigned the
Completed status, each of the detail records must have the Valid status.

Signature: When an RP, RP-Adjustment, ER, or ER Adjustment report has reached the point
where each included detail record has a record status of Valid, that report is assigned the
Pending status. When one of these reports has a Pending status, the system allows Reporting
Entity Portal users with the Signature authority level to review the sum total of the contribution
type amounts for all included employees or retirees, and to "sign" the report by accepting
those totals as complete and accurate. If the totals are incorrect, the user has the option to
reject them as incomplete or inaccurate. An RP, RP-Adjustment, ER, or ER-Adjustment report
is not assigned Completed status until the signature is accepted.
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With these concepts in mind, the following chart outlines the basic steps for getting a report to
Completed status:

Get a report to Completed status using the Reporting Entity Portal

N Create and Maintain Reports activity: = g o e
& -
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Submit Signature activity:

This help topic only addresses the steps inside the red box, which can be accomplished using
the Create and Maintain Reports activity. For information about submitting a report signature,
see the Submit Signature activity help topic.

Use this activity to perform the following tasks related to creating, submitting, and maintaining
reports and the included detail records:

e Create a report

e Submit a report for validation

e Add, edit, or delete detail records

e Delete a report:

In addition to the tasks above, you can also use the Create and Maintain Reports activity to do
the following:

e View report details or download a .csv copy of a report

e View a report's status history

e View report totals

This activity starts on the Report Summary screen. To start the activity and reach that screen:

In the | want to... panel, click Create and Maintain Reports.
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L) I'wantto...

» Employer Home
+ Create and Maintain Reports

= View Employee Information

OR

In the Wage and Contribution Reporting menu, select Create and Maintain Reports.

Create and Maintain Reports
Sage

- View RE Reports

L
Submit Signature j

Report Type Status Delete Edit History Dwtails Total Signature
AP - Regular Payrol Loaded Deterte Eu History Datails Tolals

ER - Employment afler Retirement Loaded Deiete =) History Detalls Iotals

0 ED Repons

Report Type Date/Time Status Delete  Edit  History Detaills  Total Slgnature
ED - Empioyes Demographic 08072015 121700 Loaded Calets Edil  History Details Totals

Period From ] Report Type I v
Period To L] Status L]

From the Reports summary screen:

To create a report using the Reporting Entity Portal:

The Reporting Entity Portal provides three ways to create a report:
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e Create a report via file upload

e Create a report via copy forward

¢ Manually create a report

To create a report via file upload:

Use these instructions to create an ED, RP, RP - Adjustment, ER, or ER - Adjustment report
and their detail records by uploading a .txt file.

1.

42

Click Create New Report Detail.

’ Create New Report Detail ‘

The Create a New Report screen appears.

Create a New Report

Report Creation

Report Peniod [ v]jois |
Report Type { v

Please choose a method for populating your report

Upload Report
Copy Forward

Manual Entry

In the Report Creation panel, select the report period and type that you plan to upload.

Report Creation
Report Penod (ap V] {2015 |
Repon Type [RP - Reqular Payrol v

Note 1: You cannot upload an RP or ER report for a Report Period if a report of that type
already exists for that period, unless the existing report is in Deleted status.

Note 2: If you select a report type of RP — Regular Payroll or ER — Employment after
Retirement, the Report Period fields become read-only and displays the month and year
following the last RP or ER report that is in the Completed status.

Note 3: If you select the Employee Demographic report, the Report Period fields become
read-only and display the month and year of the current reporting period.
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Note 4: If you select a report type of RP - Adjustment or ER - Adjustment, the Report
Period fields become read-only and display the month and year of the last RP or ER report
that is in the Completed status.

3. Inthe Please choose a method for populating your report panel, select Upload Report.

Please choose a method for populating your report

® Upload Report
O Copy Forward

y Manual Entry

Note: The Upload Report radio button is disabled until you select report type.
4. Click Next. The Upload File screen appears.

Upload the e for the RP - Regular Payroll répon or the report month April 2018,

TO move ihe file from your COMPUIEr Of Sy stem 10 owrs, CiCK ¢n the Browse button. Then choose the Ne from your Girectory

Browse
Upload

5. Click Browse. A file browser window opens.

T';*:‘ Choose File to Upload %m
ol

‘;\" :-Ocshop » -;0’,] Seorch Desitop

Organize v New folder = 00

% Cov, ) ~
¢ Favorites Neme Size Itemn type Date modified

:
M Desitop 4 Libearies !
& Downloads 5}
1 Recent Places !

4 Libranes
* Documents
& Music
e Pictures
sl Subversion
B videos

B Computer
& 030k (C) < =

file name: | v [aRFdes ) -
[ Open | | Concet |

6. Use the file browser to locate and select the report file to upload.
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ﬁ}".:l, = File to Uplosd @
@O'!... » Regular Payrcll Reports :{&;”l;.—.u" Reguiar Payrol Reports. p

Organize » New folder = s e )

- Nam ) odiec Ty S
& Favocites Name Date modidsed pe Sae

BB Desktcp . Apail 2015 Regular Payrcll Report.tit S/1/2015 745 AM Tt Document 1XE
& Downloads
. Recent Places

4 Libranes
¥ Documents
o Music
e Pictures
| Subversion
B videos

& Computer
& oS0k (C) -

File mame  Apeil 2015 Regular Payroll Report it v [mniecn

Click Open. The file browser window closes and the file path is populated on the Upload
File screen.

Upload the Me for the RP - Regular Payroll répon 1or the report month April 2018,

To move the file from your COMpPUIEr Of System 10 owrs, CiicK on the Browse button. Then choose the Mie from your ainectory
C\Users\CONHOO\Des  Browse

Upload

Click Upload. The Upload Report Confirmation screen appears. The uploaded report is
created and the report status is set to Loaded.

v RP - Reqular Payroll for Apeil 2015 has dbéen suctessiully uploaded
CONFIRM

00 you wam to upload another fike?

[ [ o |

Note: If you attempt to upload a file for an RP or ER report and that report type already
exists for the selected report period with a status other than Deleted, an error message
appears and the report is not uploaded.

If you want to upload another report, click Yes. The Create a New Report Detail screen
appears. Return to step 2.

OR

If you do not want to upload another report, click No. The Report Summary screen
appears.
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Uploading a report file automatically submits the report for validation. Validation happens
approximately every 30 minutes during the day on regularly scheduled work days. During that
process the system examines the report’s format and detail records for errors, and assigns a
status to each detail record and the report as a whole. Once the report is validated, you can
check the results by locating it on the Report Summary screen and looking at its status.

For RP and ER reports, if no errors are discovered during validation, the report is assigned the
Pending status and an email is sent to inform a Reporting Entity Portal user with the Signature
authority level that the report is ready to be signed. If no errors are discovered on an ED
report, it is automatically assigned to the Completed status and work on that report is
complete. A signature is not needed for an ED report.

For RP and ER reports, if errors are discovered with the report format or any of the included
detail records, the report is assigned the Rejected status. If errors in the report format or all of
the included detail records are invalid on ED reports, the report is assigned the Rejected
status. For ED reports where only some of the detail records are invalid, the Incomplete status
is assigned. Reports with a status of Rejected or Incomplete must be corrected. To determine
the source of the errors:

1. On the Report Summary screen, click Edit on the row for the report with errors. The Edit
Report screen appears. Records that need to be corrected will have a Status other than
Valid, and a Number of Errors greater than zero.

Regular Payroll — May 2014

Option 1 — Add or Ednt 2 Record

30 3 NEW 1eCOIC Of ©0R 2N ¢x

SSN of TRS Temoor
SSN of TRS Temporary

Option 2 — Submit Report

$SN or TRS Temporary ID Employee Name Record Type Code Status Date and Time Number of Errors

LISa Hayoer R]RE20
seph Hayden RP20 Suspended

Submit Al Records | Defete Sefected Records

Note: Detail records added to a report created via file upload are not visible in the
Reporting Entity Portal - and cannot be added to, edited, or deleted - until the validation
process is complete.

2. To diagnose the nature of the error:

o If the status is Suspended, the format for the detail record is correct, but the
information reported has violated one or more TRS business rules.
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There are two methods to use to correct errors discovered in an uploaded report:

o Edit the report in the Reporting Entity Portal by adding new detail records, or by editing
or deleting existing records and, once the corrections are complete, manually
resubmitting the report for validation.

OR

o Delete the report, correct the errors using your payroll system, and upload a new file.

To create a report via copy forward:

Use these instructions to create an RP or ER report by copying the details of up to 250 RP20
or ER20 records from the previous month's Completed report of that type. You cannot create
an ED, RP - Adjustment, or ER - Adjustment report using the copy forward option.

1. Click Create New Report Detail.

’ Create New Report Detail ‘

The Create a New Report screen appears.

Create a New Report

Report Creation
Repor Period l vl |
Report Type { v

Please choose a method for populating your report

Upload Report

Copy Forward

Manual Entry

2. In the Report Creation panel, select the period and type for the new report.

Report Creation
Report Period [Apni v| {2015 |
Report Type LRP - Reguler Payrol vl

Note 1: Only RP and ER reports can be created using the copy forward option.

Note 2: You can only use the copy forward option if the previous month's report of that
type is in Completed status.

3. Inthe Please choose a method for populating your report panel, select Copy Forward.
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Report Creation
Report Period (Aot V] [205 |
Repon Type [ RP - Regular Payrol v

Please choose a method for populating your report

) Upload Repont

® Copy Forward

2 Manual Entry

Note 1: The Copy Forward radio button is disabled if the previous month's RP or ER report
is not in Completed status.

Note 2: A maximum of 250 records are copied forward from the previous month's RP or
ER report. Only RP20 records are copied forward from an RP report, and only ER20
records are copied forward from and ER report.

Click Next. The Copy Forward Confirmation screen appears.

A new RP - Regular Payroll report for December has been successfully created.
The number of member records copied to the new report are: 1

You must review and submit the report for validation.

Review Report

Click Review Report. The Edit Report screen appears, populated with a summary of each
record that has been copied forward from the previous month's report.

47



Reporting Entity Portal User Guide

_ Regular Payroll — May 2014

Option 1 — Add or Edit 3 Record

SSN or TRS Temporary
10

Option 2 — Submit Report

Cick the “Submit All Recoras” button 1ocated At the Dotiom of the screen 10 SUbMR added records

‘ You may te-eof this report 3t any time In the future until the report 15 at a status of Compieled

The numbder Of member records in this report s 3

YOou may 300 3 néw record of e0it an exsiing record Enter 3 SSN of TRS Temporary 1D 10 view, 30d Or &0t 3 record for an employee

$SN or TRS Temporary ID Employee Name Recorg Type Code Status Date and Time Number of Errors
] Lisa Hayden RP20 Vaka 05282014 0
MR R Joseph Hayden RP20 Suspenced 05282014 2

s 9 John Smeh RP20 Suspented 05282014 1

Delete Selected Records

6. Review the report’s record details.

Note: By default, only the first 10 records appear on this screen. To see more than 10
records, select a different value from the Records per page field. Use the First, Last, page
number, Previous and Next buttons to navigate to additional pages of record details.

After creating a report using the copy forward method, you can edit it by adding new detail

records, or by editing or deleting existing records.

When the report contains all of the required detail records, and the information for each record

is complete and accurate, submit the report for validation.

To manually create a report:

Use these instructions to manually create an ED, RP, RP - Adjustment, ER, or ER -

Adjustment report.
1. Click Create New Report Detail.

Create New Report Detail

The Create a New Report screen appears.
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Create a New Report

Report Creation
Report Peros 20 |
Report Type l v)

Please choose a method for populating your report

Upload Report
Copy Forward

Manual Entry

2. In the Report Creation panel, select the report period and type for the new report.

Report Creation
Report Period f2015_|
Report Type [ER - Employment sfer Retirement v |

3. Inthe Please choose a method for populating your report panel, select Manual Entry.

4. Click Next.

Please choose a method for populating your report

) Upload Report
Copy Forward

® Manuai Entry

The Edit Report screen appears.

ER - Employment after Retirement — July 2015

Option 1 — Add or Edit a Record
You may acd a new record o edit an existing record. Enter a SSN or TRS Temporary 1D 1o view, add oc edit a record for an employee

SSN or TRS Temporary
D

Option 2 — Submit Report

Click the "Subma All Records™ button located at the bottom of the screen 1o submit added records
You may re-edit this report at any time In the future until the report Is at a status of Completed
The number of member records on this report IS 0

Subrrmat All Records Delete Selected
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Creating a report using the manual entry method does not add any detail records. You must
add detail records until the report is accurate and complete.

When the report contains all of the required detail records, and the information for each record
is complete and accurate, submit the report for validation.

To submit a report for validation:

All reports must go through the validation process at least once. Reports created via file
upload are automatically submitted for validation when the report file is uploaded. Reports
created manually or via the copy forward method must be manually submitted for validation.

If a report is not assigned the Pending or Completed status during the initial validation, then,
regardless of the method used to create it, it must be corrected and manually resubmitted for
validation to check the corrections. The cycle of correcting and validating a report is repeated
until the report is assigned to Pending or Completed status.

Use these instructions to manually submit a report for validation:

1. Ifitis not currently displayed, navigate to the Edit Report screen for the report to submit for
validation:

¢ Navigate to the Report Summary screen, locate the report to submit for validation, and
click Edit on the corresponding row.

Create Mew Hepor Letal
Juby 05 Jme 215
Repart Type Status. Dedite Edit History Deetails Tatal Signaturs
RF - Requiar Payroll Loaded Dot B Hisbory Datails Tolals
ER - Employment afler Retirement Loaded Dt s Histiory Deatails Iotals
O ED Regons
Report Type DatelTime Status Delete  Edit  History Details Total Signature
ED - Empioyee Demographic 08072015 121700 Loaded [Delele Edil History Delaits Tglals
Search Reports
Period From ~] [ Report Type | ~]
Period To Status

The Edit Reports screen appears, populated with a list of the detail records for
each included employee or retiree.
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ED - Employee Demographic — July 2015

Option 1 — Add or Edit a Record

You may aod a new record of edit an existing record. Enter 2 SSN or TRS Temporary 10 o view, add or edit a record for an employee

SSN of TRS Temporary |
D

Add Search

Option 2 — Submit Report

Chck the “Subma All Records™ bution located at the bottom of the scréen 10 Submit 3d0ed récorss
You may re-edit this repoet at any tme In the fulure until the report s at a status of Compieted

The number of member records on this report Is 2

Resuits Per Page[ 10 v|

Smorm’fmlﬂ wm MWM Status Date and Time Number of Errors
111223333 Paul Lambert ED40 Valid 080722015 0
0 111223333 Paul  Lambent ED20 Valk 08/07/2015 0

Listing 1 - 2 of 2 nems

Submit All Records

Delete Selected

Click Submit All Records.

Note: Do not submit a report for validation unless it contains a detail record for each
applicable employee or retiree and the information for those detail records is accurate and
complete. If you need to edit detail records, see the section of this help topic labeled Add,
edit, or delete detail records.

A confirmation message appears.

.~ 'y

[s2]

Message from webpage

.-".-_-.\.
I | Are you sure you want to submit this report for validation?
- E

CK Cancel

| |

Click OK to submit the report for validation. The Report Summary screen appears.
OR

Click Cancel to return to the Edit Report screen without submitting the report for validation.

Report validation happens approximately every 30 minutes during the day on regularly
scheduled work days. During validation, the system checks the report format and detail
records for errors, updates the status of each detail record, and assigns the report to one of
the following statuses: Completed, Pending, Rejected, or (for an ED report only) Incomplete.
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The status assigned to detail records affects the status assigned to the report as a whole. A
detail record can be assigned any of the following statuses during validation:

¢ Suspended: The data reported for the employee or retiree violated one or more of the
validation rules. Suspended records can be edited to remove errors using the
instructions in the Add, edit, or delete detail records help topic.

e Valid: The record is in the correct format and the information does not violate any
validation rules. All detail records in a report must be assigned the Valid status before
a signature can be accepted and the report is assigned the Completed status.

e Posted: Itis an ED report, the record is in the correct format, and the information does
not violate any validation rules. An employee or retiree's record is only updated with
the information in the report when the associated detail record is Posted.

Note: Detail records in an RP, RP - Adjustment, ER, or ER - Adjustment report are not
assigned the Posted status until the report is signed using the Submit Signature activity.

The status assigned to the report determines the next step towards achieving Completed
status.

o If areport is assigned the Pending status, one of the following is true:

i) Itis an RP, RP - Adjustment, ER, or ER - Adjustment report and all of the included
detail records are in Valid status. When a report is assigned the Pending status for
this reason, the system automatically sends an email to inform portal users who have
the Signature authority that the report is ready for review and signature. See the
Submit Signature activity help topic for instructions on submitting report signatures.

o If areport is assigned the Rejected status, one of the following is true:

i) Itis an RP, RP - Adjustment, ER, or ER - Adjustment report and one or more detail
records have been assigned a status other than Valid. Reports in the Rejected status
must be corrected. To determine the source of the errors:

(1) On the Report Summary screen, click Edit on the row for the report with errors.
The Edit Report screen appears. Records that need to be corrected will have a
Status other than Valid, and a Number of Errors greater than zero.
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Option 1 — Add or Edit a2 Record

You may a0d a néw record or o9t an exasting record. Enter a SSN of TRS Temporary 1D 10 view, a0d Of ealt a record for an employee

SSN of TRS Temporary
0

["Ada | Soach

Option 2 — Submit Report

CIcK the "Submit Al Records” bution located at the botiom of the sCreen 10 Subimt 300ed recornds

You may re-eoi this report at any time in the future untd the repont Is at 3 status of Completed
he nu ] a
n Results Per Page 10 v
$SN or TRS Temporary ID Employee Name Record Type Code Status  Date and Time Number of Errors
111223333 Paul Lamben RP20 Suspended 08/07/2015 2
prrasiiit] Steve  Smeh RP20 Suspended 080772015 1
n LIStng 1 -2 0f 2 flems

Submat All Records Delote Selected

(2) If arecord's status is Suspended, the information reported has violated one or
more TRS business rules and must be corrected using the instructions to edit a
detail record.

ii) Itis an ED report, and none of its detail records have been assigned a status of
Valid.

iii) Itis an RP or RP - Adjustment report and the prior month's RP report has a status
other than Completed, or it is an ER, or an ER - Adjustment report and the prior
month's ER report has a status other than Completed. Investigate the status of the
prior month's report and use this section of the help to diagnose and fix the problem
based on its status.

iv) There is a problem at the report level that has caused an error with report validation.
If this happens, contact your TRS RE Coach if you need assistance when diagnosing
and correcting the issue.

e An ED Report does not require a signature and will be assigned a Completed status if
there are no errors in any of the detail records.

¢ RP, RP-Adjustment, ER, and ER-Adjustment reports require a signature and all detail
records need to be error free to be given a Completed status

o If an ED report is assigned the Incomplete status, some, but not all, of the included
records are in Valid or Posted status.

Add, edit, or delete a detail record:

If a report was created manually or via copy forward, you can add, edit, and delete detail
records before validation in order to ensure that the information is accurate and complete.
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You can also add, edit, and delete records following validation, regardless of the method used
to create the report, in order to correct errors discovered during validation or the Submit
Signature process.

Use the instructions in this section to add, edit, or delete a detail record included in a report
with a status of Loaded, Pending, Rejected, or Incomplete.

To add a detail record to a report:

1. Ifitis not currently displayed, navigate to the Edit Report screen for the report to which you
want to add a detail record:

¢ Navigate to the Report Summary screen, locate the report to which you want to add a
detail record, and click Edit on the corresponding row.

Create Mew Hepor Letal

Juby 05

Repart Type Status Delete Egit  History Detalls Total Signature
RF - Regular Payrnoll Loaded Dealeate (=] History Datalls Iotals
ER - Employment after Retirement Loaded Detete Eqit History Details Totals

O ED Regons
Report Type Date/ Time Status Delete  Edit  History Details  Total  Signature
ED - Employee Demographic 08072015 121700 Loaced [Delels Edi History Defails  Totals

Periad From [ [ ] Repart Type | v]
Period To I | status

The Edit Report screen appears, populated with a list of the detail records for each
included employee or retiree.

RP - Regular Payroll — July 2016

Option 1 — Add or Edit a Record
You may acd a new 1ecord or edit an existing record. Enter a SSN or TRS Temporary 1D 10 view, 30¢ of et a recorc 1or an employee

SSNof TRS Temporary | ]
10

Option 2 — Submit Report

Cick the "Submit All Records™ bution Iocated at the bottom of the $creen 10 Submit added records
You may re-£ait IS report at any Sme in the Tuture untll the répor IS 31 3 status of Completed
The numder of member records on this report 1.0

St Al Reerds
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In the SSN or TRS Temporary ID field, enter the Social Security Number (SSN) or TRS
Assigned Temporary ID number of the employee or retiree for whom you are adding a
record detail.

Note 1: If adding a detail record to an RP, RP - Adjustment, ER, or ER - Adjustment report,
the SSN or TRS Assigned Temporary ID you enter must be for an employee or retiree with
a record in the system. That record must also show the person was employed by your
reporting entity during the reporting period.

To enter an employee record in the system, submit an ED report that includes an ED20
record for them. This must be done once for each employee.

To establish that the employee was employed by your reporting entity during the reporting
period, submit an ED report that contains an ED40 record for them. You cannot submit an
ED40 record for an employee until an ED20 record has been created for them, but you can
submit both an ED20 and ED40 record in the same ED report.

To report information for a retiree, you must submit an ER report that contains an ER20
record for that person.

Note 2: If you are creating an RP report, the SSN or TRS assigned Temporary ID cannot
be for a retired member. If you are creating an ER report, the SSN must be for a retired
member.

Click Add.

SSN of TRS Temporary 222334444
D

i ] oo

The ED - Employee Demographic, RP - Regular Payroll or ER - Employment After
Retirement screen appears, depending on the type of report you are creating.
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4.

56

RP - Regular Payroll

Recorg Type v

Employee lsentification
number

Date of Birth

Gender Code Femole

Last Name SMITH

First Name '

Midae Name

Generation V|

Position Code v
Hours Worked

Hours Scheduled

Days Worked

Zero Days Reason Code v

Elgible TRS Gross
Compensation

Total Gross
Compensation

Member Contridution

Service Crede Purchase
Deduction

Service Credt Tax v
Shelter Flag

Select the appropriate Record Type for the new record. The screen reloads to display the
fields applicable to that type. The record types are:

e Foran ED report:

i) ED20: Used to report demographic information for a person not previously reported
in any ED report

i) ED25: Used to report adjustments to an employee's personal, address, or contact
information

i) ED40: Used to report new employment and position records
iv) ED45: Used to report adjustments to employment and position records
v) ED90: Used to report employment termination records
e For an RP report:
i) RP20: Used to report an employee's compensation and contribution information

i) RP25: Used to report adjustments to an employee's previously reported
compensation and contribution information

e For an RP - Adjustment report:
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i) RP25: Used to report adjustments to an employee's previously reported
compensation and contribution information

e For an ER report:

i) ER20: Used to report employment information, compensation, and surcharges for a
retiree

i) ER25: Used to report an adjustment that adds a record to a previously reported
employment after retirement report

iii) ER27: Used to report adjustments that edit a record on an employment after
retirement report

e Foran ER - Adjustment report:

i) ER25: Used to report an adjustment that adds a record to a previously reported
employment after retirement report

i) ER27: Used to report adjustments that edit a record on an employment after
retirement report

5. Enter the record details for the employee or retiree. See the ED - Employee
Demographics, RP - Regular Payroll, or ER - Employment After Retirement screen help
topic for field definitions.

6. Click Save. The Edit Report screen appears. Repeat these steps for each record to add to
the report.

Note: If the information you entered violates a TRS business rule, the record is not saved
and the screen reloads to display an error message detailing the issues with the entered
information.

To edit a detail record:

1. Ifitis not currently displayed, navigate to the Edit Report screen for the report with the
detail record to edit:

¢ Navigate to the Report Summary screen, locate the report with the detail record to edit,
and click Edit on the corresponding row.
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Create Mew Hepor Letal
Juby H01S
Report Type Status Deletse  Edit  History Details Total Signature
RE - Regular Payrol Loaded Deete B History Detalls Tatals
ER - Empioyment afler Retirement Loaded Datete Eos History Details Totals
O ED Repons
Report Type Dated Time Status Delete  Edit  History Details  Total  Signature
ED - Empicyee Demographic DEOTR01S 121700 Loaded Elste Edit Higtony Belails Tolals
Period From [ ] Repot Type | ¥]
Period To L] Status

The Edit Report screen appears, populated with a list of the detail records for each
included employee or retiree.

Option 1 — Add or Edit a2 Record
You may a0d a new record of &0l an existing record. Enter a SSN or TRS Temporary 10 10 view, add or et a record for an empioyee

SSN of TRS Temporary |
1D

S‘\-l“»"

Option 2 — Submit Report
Click the “Submit Al Records” Dution located At the Dotiom of the screen 10 Submi added records
You may re-eon this report at any time In the future until the report is 3t 3 status of Completed

The mander of member records on this repont is 2

Results Per Page[10 v

Cnpoysetame  RucordTypeCose  Suhs  OvewndTme  MomberctEron

Lambert RP20 Suspended 080772015 2
Steve Smth RP20 Suspended 080772015 1

Listing 1 - 2 0f 2 fems

Click SSN or TRS Temporary ID for the detail record to edit.

Note 1: By default, only the first 10 records appear on this screen. To see more than 10
records, select a different value from the Records per page field. Use the First, Last,
page number, Previous and Next buttons to navigate to additional pages of record details.

Note 2: If you are editing detail records because the report was assigned the Rejected or
Incomplete status during the validation process, the records that need to be corrected will
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have the status of Suspended, and the Number of Errors column will display a value

greater than zero.

The ED - Employee Demographics, RP - Regular Payroll or ER - Employment After
Retirement screen appears (depending on the type of report you are editing), populated
with the details of the selected record.

RP - Regular Payroll

Record Type

Empioyee identification
Number

Date of Binh
Gender Code
Last Name
First Name

Zero Days Reason Code

Elgidie TRS Gross
Compensation

Total Gross
Compensation

Member Contrbution

Service Crecwt Purchase
Deduction

Service Crecst Tax
Shefter Flag

Eligibie Compensation
Paid from Federal
Funds/Private Grants

Federal Fund/Privale
Grant Contribution

RE Payment for New
Member Contribution

Eligible Compensation
Paid from

Education/General Local
Funds

Education/General Local
Fundgs Contribution

Elgible Compensation
Paii from Non-
Education/General Local
Funds

Non-EducationGeneral
Local Funds Contribution

[RP20 v
111223333 _|
(01/01/1980

(Mole V]

40 |

v
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3.

5.

Update the record as needed. See the ED - Employee Demographics, RP - Regular
Payroll, or ER - Employment After Retirement screen help topic for field definitions.

Click Save. The Edit Report screen appears.

Note: If the information you entered violates a TRS business rule, the record is not saved
and the screen reloads to display an error message detailing the issues with the entered
information.

Repeat these steps for each record that you want to edit.

To delete a detail record:

1.

60

If it is not currently displayed, navigate to the Edit Report screen for the report with the
detail record to edit:

¢ Navigate to the Report Summary screen, locate the report with the detail record to edit,
and click Edit on the corresponding row.

Create Mew Report Detal
Juby 05
Report Type Status. Dalete Edit History Deetails Tatal Signature
RP - Reguiar Payroll Loaded Dealate (=] History Deetails Tolals
ER - Employment afler Retirement Loaded Delafe = History Detalls Totals
O ED Regons
Report Type DatelTime Status Delete  Edit  History Details Total Signature
ED - Employee Demographic OBAOT2015 121700 Loaded [Delels Edi History Delgils  Totals
Period From [ ] Report Type | >
Period To LI Status

The Edit Report screen appears, populated with a list of the detail records for each
employee or retiree.
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ED - Employee Demographic — July 2015

Option 1 — Add or Edit a3 Record
You may add a new record or edit an existing record. Enter 3 SSN or TRS Temporary 10 to view, add or edit a record for an empioyee

SSNorTRSTemporay [ |
D

Option 2 — Submit Report

Click the "Submit All Recoras” button located at the bottom of Ihe screen 10 Submit adoed reconds
You may re-edit Ihis repont at any time in the future until the report is at a status of Compieted
The number of member records on this report is 2

n Next . Results Per Page[10 v

SSNor TRS Temporary I EmployseName  Record TypeCode  Status  Dateand Time  Number of Errors

0 111223333 Paul Lambert ED4D Valid 080772015 0
0 111223333 Paul  Lamber ED20 Valks 08072015 0
. n et Listing 1« 2 0f 2 flems

Submit All Records Delete Selected

2. Check the box(es) on the row of the detail record(s) to delete.

ED - Employee Demographic — July 2015

Option 1 — Add or Edit a Record
You may acd a new record or edit an existing record. Enter a SSN or TRS Temporary 1D o view, add or edit a record for an employee

SSN or TRS Temporary
3]

Add Search

Option 2 — Submit Report
Chek the "Subma All Recoras® button located at the botlom of the screen 1o submit adced recoras.
You may re-edit this repoct at any tme In the fulure until the report 1S at a status of Completed

The number of member records on this repord Is 2
n Nt . Results Per Page[ 10 wv!

SSNorTRS Temporary D EmployseName  Record TypeCode  Status  Dateand Time  Number of Emrors

O 111223333 Paul Lambert ED40 Valid 080772015 0
0 111223333 Paul  Lamben ED20 Vahd 080772015 0
o n Jeud . Listing 1 - 2 0f 2 flems

Submit All Records Delete Selected

Note 1: By default, only the first 10 records appear on this screen. To see more than 10
records, select a different value from the Records per page field. Use the First, Last,
page number, Previous and Next buttons to navigate to additional pages of record details.

3. Click Delete Selected. A confirmation prompt appears.
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Message from webpage E

-

Are you sure you want to delete this record?
e -

oK | [ Cancel

4. Click OK to delete the detail record from the report. The Edit Report screen reloads to
display a confirmation message.

OR

Click Cancel to retain the detail record and return to the Edit Report screen.

To delete a report:

Use these instructions to delete a report and all of its detail records. You cannot delete a
report in Completed status.

1. Locate the report to delete and click Delete on the corresponding row.

Create Mew Repor Datal

RE - Regular Payrol Loaded Detote i Histoey Ceatails Totals
ER - Employment afler Retirement Loaded Delate Eg Histgey Deetails Totals

© ED Regons
Report Type Date/Time Status Delete  Edit  History Detalls  Total  Signature
ED - Employee Demographic CROTR015 121700 Loaded [Delets  Edl History Delpils  Tolals

Period From [___vI[__] Repot Type | vl
Periad To L] Status

A confirmation prompt appears.
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Message from webpage
Are you sure you want to delete this?
| ok || Cancel

2. Click OK to delete all detail records from the report and update the report status to
Deleted.

OR

Click Cancel to retain the detail records and current report status.

To view report details or download a .csv copy of a report:

Use these instructions to view each detail record in a report or download a .csv file that
contains the report's detail records.

1. Locate the report to view the details of or download and click Details on the corresponding

row.
Create Mew Report Detal
Juby 05
Repart Type Status Delete Edit  History Detaile Tetal Signature
RF - Requiar Payroll Loaded Dealate (=] History Deetails Tolals
ER - Employment afler Retiremend Loaded Delete Eoi Histiony Detaits Totals
© ED Regons
Report Type DatelTime Status Delete  Edit  History Details Total Signature
ED - Emgpioyee Demographic O8RS 1217200 Loaded [Delete Edil History Detaits  Tolals
Period From [ ] Report Type | v]
Period To | Status

The View Report Details screen appears, populated with a list of the detail records for
each included employee or retiree.

63



Reporting Entity Portal User Guide

View Report Details

Repod Penod July 2015

n . Results Per Page 30 v/

(Original)
Record  Empioyee (Original)  (Oniginal)  (Original)  (Oniginal)  (Original)
Type Identification  Date of Gender Last First Micdie (Onginal) Address Address A

Status  Code Number Birth Code Name Name Name Generation Line 1 Line 2 u
Vaix ED20 111223333 01/01/1980 M Lambert Paul 100
Main St
Vaid  ED40 11223333 01011980 M Lambert Paul
< >
n Nex Listing 1 - 20f 2 iems
n v Fi

Return

Note: By default, only the first 30 records in the report appear on this screen. To see more
or fewer than 30 records, select a different value from the Records per page field. Use the
First, Last, page number, Previous and Next buttons to navigate to additional pages of
record details.

(Optional) Click Download as CSV File. The report file is downloaded using the options
and settings for your web browser.

Internet Explorer E

What do you want to do with
ED_Report_Detail_07_2015.070815_132206.csv?

Sizer 2.01 KB
From: devl.ad tre.statebous

% Open

The file won't be saved autornatically.
% Save

& Save as

Cancel

To view a report's status history:
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Use these instructions to view the time and date of changes made to a report's status.

1. Locate the report for which you want to view the status history and click History on the
corresponding row.

Create Mew Hepor Letal
Juby 05
Report Type Status Deletse  Edit  History Details Total Signature
RF - Reguiar Payroll Loaded Deigte Eo Hisiory Dtalls Iolals
ER - Employment afler Relirement Loaded  Delsle  Ed  Histoy Detalls Totals
O ED Repons
Report Type DatelTime Status Delete  Edit  History Details  Total Signature
ED - Empicyee Demographic DEOTR01S 121700 Loaded Elste Edit Higtony Belails Tolals
Period From [ ] Report Type | V]
Period To L] Status

The Report History screen appears, populated with a list of changes made to that report's
status.

Report History

Repont Penod July 2015
Report Type €D - Empioyee Demographic
Loaded 080772015 12.17.00

N

2. (Optional) Click Return. The Report Summary screen appears.

To view report totals:

Use these instructions to view totals for the detail records included in the report, including the
corresponding TEXNET Deposit date and amounts, and ledger balances.

1. Locate the report for which you want to view the totals and click Totals on the
corresponding row.
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Create Mew Hepor Letal
Edit
RE - Reguiar Payrol Loaded Detete =] History Detaits Igtais
ER - Employment afler Retiremend Loaded Detete Edi Histiony Detaits Iotals
© ED Regons
Report Type Diated Time Status  Delete  Edit  History Details  Total  Signature
ED - Empioyee Demographic ORAOTR0S 1217200 Loaged [eiele Edil History Detaits  Tolals
Search Reports
Period From [ ] Report Type | vl
Period To ] Status V]

The View Report Totals screen appears, populated with the sum totals of the wage and
contribution information for all employees or retirees included in the report.
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Report Period Apri 2014
DateTime Processed 5/8/14 8.42 AM
Daie Detad Received 572814 7:42 AM

Date Signature Received  528/14 742 AM

Total Engdle Compensation

Total Gross Compensation

Totali Member Contribution

Total Member TRS-Care Contribution
Total RE TRS-Care Contridution

Totat Service Credit Purchase Deduction

Eligdle Compensation Paki From Federal
Fungs/Private Grants

Federal Fund/Private Grant Contribution

Federal TRS-Care Contribution

Adjusted State Minimum Compensation

Statutory Minimum Contribution

RE Payment for New Member Contribution

RE Payment for Non-OASDI Member Contribution

NA

NA
§118/14 8.42 AM
S18/14 8.42 AM
528/14 742 AW
S1814 842 AM
NA

5/18/14 8:42 AM
41814 842 AN
NA

S18/14 842 AM
S18/14 8:42 AM
518/14 842 AM

NA

N/A
$1,800,000 00
$130,000.00
$110,000.00
$632.00

NA

$6,800.00
$1,000.00
NA
$340.000.00
$3.400.00
$225.000.00

$20,000,000,00

$20,000.000.00
$1,800,000.00
$130,000.00
$110.000.00
$632.00
$100,000.00

$6,800.00
$1.000.00
$5,000.000.00
$340,000.00
$3,400.00
$225,000.00

$20,000,000.00
$20,000.000.00
$1,800,000,00
$130,000.00
$110,000.00
$632.00
$100,000,00

$6.800.00
$1,000.00
$340,000.00
$3,400.00
$225,000.00

$515.00
s12.21

$0.00
$0.00

Number of Detail 242 Number of Warmings 4

Recoras :
Number of Errors 0

Number of Signature 242

Records

2. (Optional) Click Return. The Report Summary screen appears.

5.2 Screens

5.21 Report Creation

The Report Creation screen lets you select the type of report to create and the method for
populating the information.
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Report Creation
Report Period [May v| 2015 |
Report Type B v
Please choose a method for populating your report
Upioad Report

Copy Forward

Manual Entry

The following fields are available in the Report Creation panel:

Name Description

Report Period - [Select the month of the reporting period for which you want to create a

Month report. Defaults to the month of the next reporting period for which there is
no report.

If the selected report type is RP - Adjustment or ER - Adjustment, this field
is read-only and displays the month of the last report of the corresponding
type that is in the Completed status.

Report Period - [Enter the year of the reporting period for which you want to create a report.
Year Defaults to the year of the next reporting period for which there is no report.

If the selected report type is RP - Adjustment or ER - Adjustment, this field
is read-only and displays the year of the last report of the corresponding
type that is in the Completed status.

Report Type Select the type of report to create, either: ED - Employee Demographic, RP
- Regular Payroll, RP - Adjustment, ER - Employment after Retirement, or
ER - Adjustment.

Selecting either RP - Adjustment or ER - Adjustment causes the Report
Period - Month and Report Period - Year fields to default to period for the
last Regular Payroll or Employment after Retirement report with a status of
Completed.

The following buttons are available in the Please choose a method of populating your report
panel:

Name Description

Upload Report [Select this button if you intend to populate your report to the portal by
uploading a report file.

This button is disabled until a Report Type has been selected.
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Name

Description

Copy Forward

Select this button if you intend to populate your report to the portal by
copying the details of the prior month's report.

This button is disabled if a Report Type has not been selected, if the report
period is not the current month, or if the selected report type is ED -
Employee Demographics, RP - Adjustment, or ER - Adjustment .

Manual Entry

Select this button if you intend to populate your report to the portal by
manually entering the report details using screens in the reporting entity
portal.

This button is disabled until a Report Type has been selected.

Next

Click to display the Upload File, Copy Forward Confirmation, or Edit Report
screen, depending on whether the Upload Report, Copy Forward, or
Manual Entry radio button is selected.

5.2.2 Upload File

The Upload File screen lets you browse the files on your computer to locate a report file, and
to upload that file to the Reporting Entity Portal as a means of populating report information.

Upload File
Upload the file for the RP - Regular Payroll repon for the report month February 2015,
TO move 1he file from your computer or system 1o ours, ciick on the Browse bution. Then choose the file from your girectory
Browse

The following fields and buttons are available on this screen:

Name Description

(file path) After using the Windows file browser to select a report file on your local
machine, displays the location of that file. Otherwise is blank. (Read-only)

Browse Click to open a Windows file browser that you can use to locate and select
the report file to upload.

Upload Click to upload the selected report file to the portal.

5.2.3 Upload Report Confirmation

The Upload Report Confirmation screen displays when a report file has been successfully
uploaded to the Reporting Entity Portal.
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v RP - Regular Payroll for April 2015 has been successfully uploaded.
CONFIRM

Do you want to upload another file?

vos | o |
The following buttons are available on this screen:
Name Description
Yes Click to display the Report Creation screen and begin work on a new report.
No Click to display the Report Summary screen.

5.24 Report Summary

The Report Summary screen displays summary information about the current and previous
month's Employee Demographic (ED), Regular Payroll (RP), Regular Payroll Adjustment (RE -
Adjustment), Employment after Retirement (ER), and Employment After Retirement -
Adjustment (ER - Adjustment) reports. This screen also contains links to edit or delete
submitted reports and view different levels of report detail.

In addition to the past and current month's reports, this screen lets you search for and view the
details of reports submitted before the previous month, and to begin the process of creating a
new report.

When you access this screen, a warning message appears with a list of RP and ER reports
that are overdue, if any. A report is overdue if it does not exist in the system by the end of
business on the due date.

If no reports are overdue, the warning message does not appear.
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Craate New Report Detal
Juby 015 Jume 2015
Report Type status Delete Edit History Details Total Signature
RE - Regular Payroll Loaded Deedete (= History Details Totals
ER - Employment afler Retirement Loaded Dghate Eg Histony Detalls Totals
O ED Regens
Report Type Date Time Status Delete  Edit  History Details  Total Signature
ED - Empioyes Demographic GRAO72015 121700 Loaged [Delele  Edil History Detalts  Igtals
Search Reports
Period From [ | . Repod Type | v
Period To [ VI ] Status

The following button is available above the Reports panel:

Create New Report Detail

Name Description

Create New |Click to display the Create a New Report Detail screen and begin work on a
Report Detail | new report.

This button does not appear in the context of the View RE Reports activity.

The Reports panel is where you can view the summary information about the current and
previous month's reports. This panel also contains links that allow you to edit or delete reports
in a status other than Complete, and to access various levels of detail about each report.

In this panel, the current month tab will update on the first of each month to display information
about reports for the month that just ended. For example, on June 1st, the current month
becomes May of that same year. The previous month tab is always the month before the
current month.

The following read-only fields and link are available in the Reports panel:
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August 2015

July 2015

Report Type Status Delete Edit Changes History Total Signature
RP - Regular Payrod Loaded Delele ot Histony Details Tolals
ER - Employment after Relirgmient Loaded Delgie Edi Hislory Deetaits Totals
© ED Repods
Name Description
Current The month and year of the current reporting month. Click to update the Reports
month tab panel to show information about reports submitted to TRS for the current
month.
Previous The month and year of the previous reporting month. Click to update the
month tab Reports panel to show information about reports submitted to TRS for the
previous month.
Report Type |The type of a report submitted to TRS: RP - Regular Payroll, ER - Employment
after Retirement, ED, RP - Adjustment, or ER - Adjustment.
Note that rows for ED, RP Adjustment, and ER Adjustment reports only appear
after clicking the respective link.
Date/Time The date and time that an ED, RP Adjustment, or ER Adjustment report was
submitted. This field does not appear on the row for RP or ER reports.
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Status

Displays the status of a report: blank, Completed, Deleted, Hold, Loaded,
Pending, Rejected, or, for an ED Report, Incomplete.

A report is not assigned a status until one of the following have occurred:
o It has been created using the file upload, copy forward, or
manual entry process

A report is assigned the Loaded status when it is created using the file upload,
copy forward, or manual entry process.

A report is assigned the Pending status during the report validation process if it
is not placed in Hold status and any of the following is true:
¢ Iltis an RP, RP - Adjustment, ER, or ER - Adjustment report, no
errors were discovered during validation, and the report
signature has been rejected or has not been submitted.

A report is assigned the Rejected status during the validation process if it is not
assigned the Hold status and any of the following is true:
e The prior month's report of that type has any status other than
Completed.

¢ Itis an RP or ER report and errors are discovered at the report
level or in any of the employee or retiree record details.

e ltis an ED report, errors are discovered at the report level or in
any of the employee record details, and none of its included
records are Valid or Posted.

A report is assigned the Completed status during the validation process if all of
the following four conditions are true:
e Itis not assigned the Hold status during validation.

« The file format and header information is error free.
o All of the report details have been assigned the Valid status.

e The amounts reported in the report signature for each
contribution type are equal to the sum of the amounts reported
for that contribution type for each included employee or retiree.

AND
e For an ER report that reports no retirees working at the reporting
entity, the signature contains a certification to that effect.

e For an ED report, the report details have been assigned the
Posted status.

A report is assigned the Hold status during the validation process if the report
signature indicates that the absolute value of negative adjustments to a
contribution type amount reported before switching over to the reporting entity
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Name Description
portal is greater than the current month's positive amount for that contribution
type.

An ED report is assigned the Incomplete Status during validation if some, but
not all of the records are Valid or Posted.

Delete Click to delete the report on the corresponding row.

This link is not displayed if the report details do not exist in the portal, the report
status is Completed, or your authority level is Display.

Edit Click to display the Edit Report screen for the report on the corresponding row.
This link is not displayed if the report details do not exist in the portal or the
report status is Completed.

History Click to display the View Report History screen for the report on the
corresponding row.

Details Click to display the View Report Details screen for the report on the
corresponding row.

Totals Click to display the View Report Totals screen for the report on the
corresponding row.

Signature Click to display the View Signature screen for the report on the corresponding
row.

ED Reports |Click to view or hide a table that displays information about ED reports
submitted in the current or previous month, depending on whether the current
month tab or previous month tab is selected.

This link does not appear if there are no reports of this type for the selected
month.

RP — Click to view or hide a table that displays information about RP Adjustment

Adjustment reports submitted in the current or previous month, depending on whether the

Reports current month tab or previous month tab is selected.

This link does not appear if there are no reports of this type for the selected
month.

ER - Click to view or hide a table that displays information about ER Adjustment

Adjustment reports submitted in the current or previous month, depending on whether the

Reports current month tab or previous month tab is selected.

This link does not appear if there are no reports of this type for the selected
month.

The Search Reports panel lets you search for and view information about all reports submitted
in the current calendar year and the two prior calendar years.

The following fields and button are available in the Search Reports panel:
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Period From v | Repon Type v
Period To v Status V|

Name Description

Period From - |Select the beginning month of the reporting period to limit search results to

Month reports submitted during or after that month in the year selected for the
Period From - Year menu.

Period From - |Select the beginning year of the reporting period to limit search results to

Year reports submitted during or after the Period From - Month of the selected
year.

Period To - Select the ending month of the reporting period to limit search results to

Month reports submitted before or during that month in the year selected for the
Period To - Year menu.

Period To - Select the ending year of the reporting period to limit search results to

Year reports submitted before or during the Period To - Month of the selected
year.

Report Type |Select the type of report to search for: All, ED - Employee Demographic, RP
- Regular Payroll, RP - Adjustment, ER - Employment after Retirement, or
ER - Adjustment.
If you select All, the search results contain all reports that match the other
criteria you have entered, regardless of type.

Status Select the status of reports to search for: All, Completed, Deleted, Hold,
Loaded, Pending, or Rejected.
If you select All, the search results contain all reports that match the other
criteria you have entered, regardless of status.

Search Click to search for all reports that match the search criteria you have

entered.

The Search Results table appears below the Search button and displays information about all
reports found by a report search. This table does not appear if you have not run a search, or if
no reports match the entered search criteria.

The following read-only fields and links are available in the Search Results table:

Month Year Date/Time Report Type Status  Delete Edit History Details Total  Signature
March 2015 092972015 RP - Reguilar Payroll Loaced Delete Edt Hislory Details  Tolals
09.57:36
March 2015 092%2015 ER - Empioyment afler Loased Delete Edit Hisloy Details Tolals
09.57.51 Retirement
March 2015 09292015 ED - Employee Demographic Loaded Delete Edit Hislory elails Tolals

09:58.05
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Name Description

Month Displays the month of a report.

Year Displays the year of a report.

Date/Time Displays the date and time that a report was submitted.

Report Type |Displays the type of a report: ED - Employee Demographic, RP - Regular
Payroll, RP - Adjustment, ER - Employment after Retirement, or ER -
Adjustment.

Status Displays the status of a report: All, Completed, Deleted, Hold, Loaded,
Pending, or Rejected.
This field is blank until the report has been created, a deposit has been
made, and the signature has been submitted.

Delete Click to delete a report.
This link is not displayed if the report status is Completed, or if your authority
level is Display.

Edit Click to display the Edit Report screen for a report.
This link is not displayed if the report status is Completed.

History Click to display the View Report History screen for a report.

Details Click to display the View Report Details screen for a report.

Total Click to display the View Report Totals screen for a report.

Signature Click to display the View Signature screen for a report.

5.25 Copy Forward Confirmation

The Copy Forward Confirmation screen displays when a new report has been created using
the Copy Forward function.

The number of records copied to the new report are: 3

You must review and submit the report for validation.

1 A new Regular Payroll report for May 2014 has been successfully created.

The following button is available on this screen:

Name

Description

Review Report

Click to display the Edit Report screen, populated with the details of the
newly created report.
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5.2.6 Edit Report

In the context of the Maintain RE Reports activity, the Edit Report screen lets you add records
to, delete records from, and review the employee or retiree records included in a report. This
screen also lets you submit a report for validation.

In the context of the View RE Reports activity, this screen is used only to review the records in
a report, but not to add or delete records, or to submit a report for validation.

Regular, Payroll — May 2014

Option 1 — Add or Edit a Record
fou may 3dd a new record or dit an exssting record. Enter a 55N of TRS Temporary 1D to view, 20d or edit a record fof an employee

SSN or TRS Temporary
(=]

Option 2 — Submit Report
Chck the “Submit All Records™ bution located at the bottom of the screen 1o submi added records
You may re-edit this report at any time in the future until the report is at a status of Completed

The number of member records in this report is 3

55N or TRS Temperary ID Employes Hame Record Type Code Status Date and Time Number of Ermors
BOGGRSES Lisa Hayden RF20 Valid D5/28/2014 0
S999Heaa9 Joseph Hayden RE20 Suspended 057282014 2
299990999 John Smith RF20 Suspended D5/268/2014 1

Submit AN Records Delefe Selected

b

The label for this screen is presented in the [Report Type] - [Report Period] format, and
displays the type, month, and year of the report that were selected on the Create a New
Report Detail screen.

Regular, Payroll — May 2014

The following field and buttons are available in the Option 1 - Add or Edit a Record section of
this screen:

Option 1 — Add or Edit a Record
You may add 3 new recond or edit an existing record. Enter 3 S5N o TRS Temporary 10 o view, 20d or edit a record for an employee

SSN or TRS Temporary
[n]
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Name Description

SSN or TRS Enter the Social Security Number (SSN) or TRS Temporary ID for the
Temporary ID | participant you want to add to the report, or whose record you want to search
for, view, and edit.

Add Click to add a record for the participant whose SSN or TRS Temporary 1D
you have entered or searched for and display the Employee Demographics
Record Detail, Regular Payroll Record Detail, or Employment After
Retirement Record Detail screen, depending on the type of report you are
working on.

This button is not displayed if your authority level is Display.

Search Click to display the record details for the person whose SSN or TRS
Temporary ID is entered in the SSN or TRS Temporary ID field.

The Option 2 - Submit Report section displays the number of employee records in the report,
along with a grid displaying summary information about each employee record. Only 50
records display in this grid, though all records in excess of 50 are available to view by clicking
the page number links to view additional pages of records.

By default, the records in the grid are sorted by the Number of Errors, then by Record Type
Code, and then by SSN or TRS Temporary ID. You can change the default sort order by
clicking the header for the column by which you want to sort the records. Clicking a header
once sorts the records in ascending order; clicking it again sorts the records in descending
order.

The following read-only fields and buttons are available in the Option 2 - Submit Report
section of this screen:

Option 2 — Submit Reporn
Chick the “Submi All Records™ bution located at the bottom of the screen 1o submil added records
You may re-edit this report a any time in the fulure until the report is at a status of Completed

The number of member records in this repart s 3

55M or TRS Tempeorary ID Employee Hame Record Type Code Status Date and Time NHumber of Ermors
AAGRRaas Lisa Hayden RE20 Valid 05262014
R R Joseph Hayden RE20 Suspended 05282014 r]
S099aa0og John Smith R0 Suspended D5/28°2014
Submit AN Records Dejele Selected
Name Description

The number of member |Displays the number of records currently contained in the report.
records in this report is: | This number is automatically updated as records are added to or
deleted from the report.

Click to select a record contained in the report. Selecting a record

Radio button enables the Delete Selected button.
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Name

Description

SSN or TRS Temporary
ID

The SSN or TRS Temporary ID of a participant included in the
report. Click to display the record details screen for that participant.

Employee Name

The name of an employee included in the report.

Record Type Code

Displays the code for the type of record included in the report:

ED20 - Used to report demographic information for a person not
previously reported in any ED report.

ED25 - Used for adjustments to an employee's personal, address, or
contact information.

ED40 - Used to report new employment and position records.

EDA45 - Used to report adjustments to employment and position
records.

ED90 - Used to report employment termination records.

RP20 - Used to report an employee's compensation and contribution
information.

RP25 - Used to report adjustments to an employee's previously
reported compensation and contribution information.

ER20 - Used to report employment information for a retiree.

ER25 - Used to report an adjustment that adds a record to an
employment after retirement report.

ER27 - Used to report adjustments that edit a record on an
employment after retirement report.

Status

The status of a record:

Added: The record has been added to a report, but has not been
validated.

Suspended: There is one or more error in the record that is not
related to the record format.

Edited: The record has been modified and saved.
Valid: The record has been validated without error.

Posted: The record data has been posted to the system.

Date and Time

The date and time a record was added to a report.

Number of Errors

The number of errors in the record.
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Name

Description

Submit All Records

Click to submit the report for validation and display a confirmation
screen.

This button is disabled if the report does not contain any records. It
is not displayed if in the context of the View RE Reports activity.

Delete Selected

Click to delete all records for which the corresponding radio button is
selected and display a confirmation screen.

This button is disabled unless the radio button is selected for one or
more report records. It is not displayed if in the context of the View
RE Reports activity.

Delete All Suspended

Click to delete all records with a status of Suspended.

This button is only displayed when the Report Type is an Employee
Demographics report.

5.2.7 Employee Demographic Record Details

The Employee Demographic Record Details screen lets you enter or edit the details of a
record for an Employee Demographic (ED) report. The fields available on this screen are
different depending on the value selected in the Record Type Code field. Click a link below to
navigate to the fields available for specific record type:

e ED20 - Used to report demographic information for a person not previously reported in

any ED report.

e ED25 - Used to report adjustments to an employee's personal, address, or contact

information.

e ED40 - Used to report new employment and position records.

o EDA45 - Used to report adjustments to employment and position records.

e ED90 - Used to report employment termination records.

Note: In the context of the View RE Reports activity, all of the fields on this screen are read-
only, regardless of record type.

The label for this screen is presented in the [Report Type] - [Report Period] format, and
displays the type, month, and year of the report that were selected on the Create a New

Report Detail screen.

B il g v
Employee Demographic — May 2014
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The ED20 record type is used to report demographic information for a person not previously
reported in any ED report by that specific reporting entity. The following field and buttons are
available on this screen when entering an ED20 record:

Note: Any information already on record for a participant will be pre-populated in the
appropriate fields.

Employee Demographics

Record Type

Employee ldentification
numbes

Date of Birth
Genoer Cooe
Last Name
First Name
Middie Name
Generation
Adcdress Ling 1
Aodress Line 2
Acdress Line 3
Ciy

State

Zip

Province
Country Code
Postal Code
Work Emall
Primary Phone

IR0

[UNITED STATES 52

m

D20 v

Female WV

v

1000 RED RIVER ST

a smith@fakemad com

Name

Description

Record Type

Select a record type code: ED20, ED25, ED40, ED45, or ED90.

Selecting a record type causes the screen to reload and display only the
fields relevant for the selected type. (Required)

Employee Enter the employee's Social Security Number or TRS-Assigned Temporary
Identification ID. (Required)
Number
Do not use an employer-issued ID number. If the employee's SSN is not
available, contact TRS to obtain a TRS-Assigned Temporary ID to use in
its place.
Date of Birth Enter the employee's date of birth in the MMDDYYYY format. (Required)
Gender Code Select the employee's gender, either Male or Female. (Required)
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Name Description

Last Name Enter the employee's last name as it appears on their Social Security Card.
A person who has only one name must have that name reported in the
Last Name field. (Required)
Hyphens, apostrophes, and spaces are acceptable.

First Name Enter the employee's first name as it appears on their Social Security Card.
Hyphens, apostrophes, and spaces are acceptable.

Middle Name Enter the employee's middle name as it appears on their Social Security
Card.
Hyphens, apostrophes, and spaces are acceptable.

Generation Select the employee's generational indicator as it appears on their Social

Security Card, if any.

Address Line 1

Enter the first line of the employee's address, which typically includes the
building number and street name. (Required)

Address Line 2

Enter the second line of the employee's address, which typically includes
the apartment or suite information, if any.

Address Line 3

Enter the third line of the employee's address. This may be used to provide
internal routing information.

City Enter the city of the employee's address.
Hyphens, apostrophes, and spaces are acceptable. (Required)

State Select the two-letter postal abbreviation for the state of the employee's
address.
Required for US addresses.

Zip5 Enter the five-digit ZIP code for the employee's address.
Required for US addresses.

Zip4 Enter the +4 portion of the ZIP code for the employee's address.
Only applicable for US addresses.

Province Enter the province of an employee's address.
For foreign addresses only

Country Code Select the employee’s country of residence. (Required)

Postal Code Enter the postal code for an employee's address.

Required for foreign addresses.
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Name Description
Work Email Enter the employee's work email address, using the name@domain.com
format.

Primary Phone Enter the employee's full, 10-digit phone primary number, including the
Number three-digit area code plus the seven-digit phone number entered without
parentheses or hyphens.

Save Click to save the record to the report, update the Record Status to Edited,
and display the Edit Report screen.

This field is disabled until a Record Type is selected. It does not appear if
your authority level is Display.

Cancel Click to discard the current record and display the Edit Report screen.

The ED25 record type is used to report adjustments to an employee's personal, address, or
contact information. The following field and buttons are available on this screen when entering
an ED25 record:

Note 1: At least one of the "New" fields must be completed for an ED25 record. All “Original”
fields are required.

Note 2: Any information already on record for a participant will be pre-populated in the
appropriate fields.
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Employee Demographics

Record Type |ED25 V|

Onginal Employee
Identification number

Onginal Date of Birth = j

Original Gender Cose | Female /|

Original Last Name

Original First Name

Onginal Middle Name ﬁ g
Onginal Generation v

New Employee |
Identification number

New Date of Birth
New Gender Cooe | Unknown v

New Last Name | \

New First Name

Neéw Middle Name

New Generation [ V]
New Address Line 1

New Address Line 2

New Address Line 3

New City .

New State ‘ v)
New Zip ' '

New Province

New Country Code 1' v
New Postal Code ' !
New Work Emat [

New Primary Phone i

Name Description
Record Type Select a record type code: ED20, ED25, ED40, ED45, or ED90.

Selecting a record type causes the screen to reload and display only the
fields relevant for the selected type. (Required)

Original Employee | Enter the employee's Social Security Number or TRS-Assigned
Identification Temporary ID as it was last reported. (Required)
Number

Original Date of Birth | Enter the employee's date of birth in the MMDDYYYY format, as it was
last reported. (Required)
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Name

Description

Original Gender
Code

Select the employee's gender, either Male or Female, as it was last
reported. (Required)

Original Last Name

Enter the employee's last name as it was last reported. A person who
has only one name must have that name reported in the Last Name
field. (Required)

Hyphens, apostrophes, and spaces are acceptable.

Original First Name

Enter the employee's first name as it was last reported. (Required)

Hyphens, apostrophes, and spaces are acceptable.

Original Middle
Name

Enter the employee's middle name as it was last reported. (Required)

Hyphens, apostrophes, and spaces are acceptable.

Original Generation

Select the employee's generational indicator as it was last reported, if
any. (Required)

New Employee
Identification
Number

Enter the employee's new Social Security Number or TRS-Assigned
Temporary ID.

Do not use an employer-issued ID number. If the employee's SSN is not
available, contact TRS to obtain a TRS-Assigned Temporary ID to use in
its place.

New Date of Birth

Enter the employee's new date of birth in the MMDDYYYY format.

New Gender Code

Select the employee's new gender, either Male or Female.

New Last Name

Enter the employee's new last name as it appears on their Social
Security Card. A person who has only one name must have that name
reported in the Last Name field.

Hyphens, apostrophes, and spaces are acceptable.

New First Name

Enter the employee's new first name as it appears on their Social
Security Card.

Hyphens, apostrophes, and spaces are acceptable.

New Middle Name

The employee's new middle name as it appears on their Social Security
Card.

Hyphens, apostrophes, and spaces are acceptable.

New Generation

Select the employee's new generational indicator as it appears on their
Social Security Card, if any.

New Address Line 1

Enter the first line of the employee's new address, which typically
includes the building number and street name.

New Address Line 2

Enter the second line of the employee's new address, which typically
includes the apartment or suite information, if any.
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Name

Description

New Address Line 3

Enter the third line of the employee's new address, typically used to
accommodate addresses that require more than two address lines. For
example, internal routing information.

New City Enter the city of the employee's new address.
Hyphens, apostrophes, and spaces are acceptable
New State Select the two-letter postal abbreviation for the state of the employee's
new address.
Only applicable for US addresses.
New Zip5 Enter the five-digit ZIP code for the employee's new address.
Only applicable for US addresses.
New Zip4 Enter the plus-4 portion of the ZIP code for the employee's new address.

Only applicable for US addresses.

New Province

Enter the province of an employee's new address.

For foreign addresses only

New Country Code

Select the employee’s new country of residence.

For foreign addresses only.

New Postal Code

Enter the postal code for an employee's new address.

For foreign addresses only.

New Work Email

Enter the employee's new work email address, using the
name@domain.com format.

New Primary Phone

Enter the employee’s new, full, 10-digit primary phone number, including
the three-digit area code plus the seven-digit phone number, entered
without parentheses or hyphens.

Save Click to save the record to the report, update the Record Status to
Edited, and display the Edit Report screen.
This field is disabled until a Record Type Code is selected. It does not
appear if your authority level is Display.

Cancel Click to discard the current record and display the Edit Report screen.

The ED40 record type is used to report new employment and position records. The following
field and buttons are available on this screen when entering an ED40 record:

Note: Any information already on record for a participant will be pre-populated in the

appropriate fields.
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Employee Demographics

Record Type

number

Date of Birth
Gender Code
Last Name
First Name
Middle Mame
Generation
Address Line 1
Address Line 2
Address Line 3
City

Stale

Zip

Province
Country Code
Postal Code

Work Email

Primary Fhone

Note: The screen shown above is an example of an ED20 record on an Employee Demographic

Employee ldentification

[ |

[JONES |

[anN |

[ |

W

100 Main St

| |
| |
X hd

o ]

[ ]

[UNITED STATES v

[ 1]

|Smilh@fakemail.com

5555554567

report. Other record types and report types use different fields.

Name

Description

Record Type

Select a record type code: ED20, ED25, ED40, ED45, or ED90.

the fields relevant for the selected type. (Required)

Employee

Identification Number

Enter the employee's Social Security Number or TRS-Assigned
Temporary ID. (Required)

Selecting a record type causes the screen to reload and display only

Do not use an employer-issued ID number. If the employee's SSN is
not available, contact TRS to obtain a TRS-Assigned Temporary ID to
use in its place.

Date of Birth Enter the employee's date of birth in the MMDDYYYY format.
(Required)

Gender Code The employee's gender, either Male or Female. (Required)

Last Name Enter the employee's last name as it appears on their Social Security

Card. A person who has only one name must have that name reported
in the Last Name field.

Hyphens, apostrophes, and spaces are acceptable. (Required)

87



Reporting Entity Portal User Guide

Name Description

First Name Enter the employee's first name as it appears on their Social Security
Card.
Hyphens, apostrophes, and spaces are acceptable.

Middle Name Enter the employee's middle name as it appears on their Social
Security Card.
Hyphens, apostrophes, and spaces are acceptable.

Generation Select the employee's generational indicator as it appears on their

Social Security Card, if any.

TRS Membership
Eligibility Flag

Select whether the employee is eligible for TRS membership, either Y
(Yes) or N (No). (Required)

Entitled to group
benefit coverage

Select whether the employee is entitled to group insurance coverage
as a result of retirement from ERS (Employee Retirement System), UT

under ERS/UT/A&M | (University of Texas), or A&M, and is now in a TRS-eligible position,
either Y (Yes) or N (No).
Not applicable to Higher Education or State Agencies. Required for all
other reporting entity types.
Employment Start Enter the most recent date that employee began employment with
Date their current employer, in the MMDDYYYY format. (Required)
Beginning Date of Enter the beginning date of the current school/fiscal year contract/work
Contract/Work agreement, in the MMDDYYYY format. (Required)
Agreement
Ending Date of Enter the ending date of the current school/fiscal year contract/work
Contract/Work agreement, in the MMDDYYYY format. (Required)
Agreement

Position Code

Select the code for the employee's primary position:

01 = Professional/Administrative
02 = Teacher or Full-time Librarian
03 = Support Staff

04 = Bus Driver

05 = Full-time Nurse/Counselor
06 = Peace Officer

07 = Food Service Worker

(Required)

Full-Time Equivalent
(FTE)

Select the number of hours per week that the employee must work to
be considered full-time in their primary position, entered as any
number from 30-40. (Required)

If the employee's position doesn't have a full-time equivalent, select
00.
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Name

Description

Employment Type

Select the code for the type of the employee's employment. (Required)
For ISD, Charter School, or Service Center employees, the codes are:

S = Substitute

P = Less than Half-Time
F = Half-Time or more
M = Temporary

For Higher Education employees, the codes are:

S = Substitute

P = Less than Half-Time
F = Half-Time or more

M = Temporary

D = Student Employment

For TRS employees, the codes are:
P = Less than Half-Time

F = Full-Time
M = Temporary

Adjunct Faculty

Select whether the employee is an adjunct faculty member, either Y
(Yes) or N (No).

Required for Higher Education employees. Not applicable to other
reporting entity types.

RE Pays Social
Security

Select whether social security is paid by the reporting entity: Y (Yes),
N (No), or M (Medicare only)

Required for ISD, Charter School, and Service Center employees. Not
applicable to other reporting entity types.

Pay Unit/Salary Flag

Select whether the employee is hourly or salary, either H (Hourly) or S
(Salary). (Required)

Hourly Rate

For hourly employees, enter their normal hourly rate of pay without the
dollar sign ($), commas, or a decimal point. (Required for hourly
employees)

Non-Standard Work
Week

Select whether the employee is currently working a non-standard work
week, either Y (Yes) or N (No).

An employee working a non-standard work week is regularly
scheduled to work fewer than 5 days per week

ORP Eligible Position

Select whether the employee is working in an Optional Retirement
Program-eligible position, either Y (Yes) or N (No).

Only applicable to Higher Education.
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Name

Description

ORP Eligibility Date

Enter the date the employee became eligible for Optional Retirement
Program, in the MMDDYYYY format.

Only applicable to Higher Education.

ORP Vested
Flag/Indicator

Select whether the employee has vested in Optional Retirement
Program, either Y (Yes) or N (No).
Only applicable to Higher Education.

Save Click to save the record to the report, update the Record Status to
Edited, and display the Edit Report screen.
This field is disabled until a Record Type Code is selected. It does not
appear if your authority level is Display.

Cancel Click to discard the current record and display the Edit Report screen.

The EDA45 record type is used to report adjustments to employment and position records. The
following field and buttons are available on this screen when entering an ED45 record:

Note 1: At least one of the "New" fields must be completed for an ED45 record. All “Original”

fields are required.

Note 2: Any information already on record for a participant will be pre-populated in the

appropriate fields.
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Name

Description

Record Type

Select a record type code: ED20, ED25, ED40, ED45, or ED90.

Selecting a record type causes the screen to reload and display only
the fields relevant for the selected type. (Required)

Employee
Identification Number

Enter the employee's Social Security Number or TRS-Assigned
Temporary ID.

Do not use an employer-issued ID number. If the employee's SSN is
not available, contact TRS to obtain a TRS-Assigned Temporary ID to
use in its place. (Required)

Date of Birth

Enter the employee's date of birth in the MMDDYYYY format.
(Required)

Gender Code

Select the employee's gender, either Male or Female. (Required)

Last Name

Enter the employee's last name as it appears on their Social Security
Card. A person who has only one name must have that name reported
in the Last Name field.

Hyphens, apostrophes, and spaces are acceptable. (Required)

First Name

Enter the employee's first name as it appears on their Social Security
Card.

Hyphens, apostrophes, and spaces are acceptable.

Middle Name

Enter the employee's middle name as it appears on their Social
Security Card.

Hyphens, apostrophes, and spaces are acceptable.

Generation

Select the employee's generational indicator as it appears on their
Social Security Card, if any.

Original TRS
Membership Eligibility
Flag

Select whether the employee was last reported as being eligible for
TRS membership, either Y (Yes) or N (No). (Required)

Original Entitled to
group benefit
coverage under
ERS/UT/A&M

Select whether the employee was last reported as being entitled to
group insurance coverage as a result of retirement from ERS, UT, or
A&M, and now in a TRS-eligible position, either Y (Yes) or N (No).
(Required)

Not applicable to Higher Education or State Agencies. Required for all
other reporting entity types.

Original Employment
Start Date

Enter the date that was last reported as the date that the employee
began employment with their current employer, in the MMDDYYYY
format. (Required)
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Name

Description

Original Beginning
Date of Contract/Work
Agreement

Enter the date that was last reported as the beginning date of the
current school/fiscal year contract/work agreement, in the MMDDYYYY
format. (Required)

Original Ending Date
of Contract/Work
Agreement

Enter the date that was last reported as the ending date of the current
schoolffiscal year contract/work agreement, in the MMDDYYYY
format. (Required)

Original Position Code

Select the last code reported for the employee's primary position:

01 = Professional/Administrative
02 = Teacher or Full-time Librarian
03 = Support Staff

04 = Bus Driver

05 = Full-time Nurse/Counselor
06 = Peace Officer

07 = Food Service Worker

(Required)

Original Full-Time
Equivalent (FTE)

Select the last number reported as the number of hours per week that
an employee must work to be considered full-time in their primary
position. If the last primary position reported for the employee did not
have a full-time equivalent, select 00. (Required)

Original Employment
Type

Select the last code reported for the type of the employee's
employment. (Required)

For ISD, Charter School, or Service Center employees, the codes are:

S = Substitute

P = Less than Half-Time
F = Half-Time or more
M = Temporary

For Higher Education employees, the codes are:

S = Substitute

P = Less than Half-Time
F = Half-Time or more

M = Temporary

D = Student Employment

For TRS employees, the codes are:
P = Less than Half-Time

F = Full-Time
M = Temporary
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Name

Description

Original Adjunct
Faculty

Select whether the employee was last reported an adjunct faculty
member, either Y (Yes) or N (No).

Required for Higher Education employees. Other institutions should
leave this field blank.

Original RE Pays
Social Security

Select the last reported indication of whether social security is paid by
the reporting entity: Y (Yes), N (No), or M (Medicare Only)

Only applicable to ISD, Charter School, and Service Center
employees.

Original Pay
Unit/Salary Flag

Select the last reported indication of whether the employee is hourly or
salary, either H (Hourly) or S (Salary). (Required)

Original Hourly Rate

For hourly employees, enter the last normal hourly rate of pay that was
reported for the employee, entered without the dollar sign ($), commas,
or a decimal point.

Required for hourly employees.

Original Non-Standard
Work Week

Select whether the employee was last reported as working a non-
standard work week, either Y (Yes) or N (No).

An employee working a non-standard work week is regularly scheduled
to work fewer than 5 days per week

Original ORP Eligible
Position

The last reported indication of whether the employee is working in an
ORP-eligible position, either Y (Yes) or N (No).

Only applicable to Higher Education.

New TRS
Membership Eligibility
Flag

Select whether the employee is now eligible for TRS membership,
either Y (Yes) or N (No).

New Entitled to group
benefit coverage
under ERS/UT/A&M

Select whether the employee is now entitled to group insurance
coverage as a result of retirement from ERS, UT, or A&M, and is now
in a TRS-eligible position, either Y (Yes) or N (No).

Not applicable to Higher Education or State Agencies.

New Employment

Enter the new date that employee began employment with their current

Start Date employer, in the MMDDYYYY format.

New Beginning Date |Enter the new beginning date of the current school/fiscal year
of Contract/Work contract/work agreement, in the MMDDYYYY format.
Agreement

New Ending Date of
Contract/Work
Agreement

Enter the new ending date of the current school/fiscal year
contract/work agreement, in the MMDDYYYY format.
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Name

Description

New Position Code

Select the new code for the employee's current primary position:

01 = Professional/Administrative
02 = Teacher or Full-time Librarian
03 = Support Staff

04 = Bus Driver

05 = Full-time Nurse/Counselor
06 = Peace Officer

07 = Food Service Worker

New Full-Time
Equivalent (FTE)

Select the new number of hours per week that the employee must work
to be considered full-time in their primary position, entered as any
number from 30-40.

If the employee's position doesn't have a full-time equivalent, select 00.

New Employment
Type

Select the new code for the type of the employee's current
employment.

For ISD, Charter School, or Service Center employees, the codes are:

S = Substitute

P = Less than Half-Time
F = Half-Time or more
M = Temporary

For Higher Education employees, the codes are:

S = Substitute

P = Less than Half-Time
F = Half-Time or more

M = Temporary

D = Student Employment

For TRS employees, the codes are:
P = Less than Half-Time

F = Full-Time
M = Temporary

New Adjunct Faculty

Select the new indication of whether the employee is an adjunct faculty
member, either Y (Yes) or N (No).

Only applicable to Higher Education. Other institutions should leave
this field blank.

New RE Pays Social
Security

Select the new indication of whether social security is currently paid by
the reporting entity: Y (Yes), N (No), or M (Medicare Only)

Only applicable to ISD, Charter School, and Service Center
employees.
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Name

Description

New Pay Unit/Salary
Flag

Select the new indication of whether the employee is currently hourly
or salary, either H (Hourly) or S (Salary).

New Hourly Rate

For hourly employees, enter their new normal hourly rate of pay,
entered without the dollar sign ($), commas, or a decimal point.

New Non-Standard
Work Week

Select the new indication of whether the employee is currently working
a non-standard work week, either Y (Yes) or N (No).

An employee working a non-standard work week is regularly scheduled
to work fewer than 5 days per week

New ORP Eligible
Position

Select the new indication of whether the employee is working in an
ORP-eligible position, either Y (Yes) or N (No).

If an ORP Position Termination Date is reported for an employee, the
New ORP Eligible Position must be N.

Only applicable to Higher Education.

ORP Position
Termination Date

Select the date the employee was terminated from an Optional
Retirement Program-eligible position, in the MMDDYYYY format.

If an ORP Position Termination Date is reported for an employee, the
New ORP Eligible Position must be N.

Only applicable to Higher Education.

Adjustment Reason
Code

Select the reason for the adjustment: E, N, or D. (Required)

E = Edit
N = End Contract/Position Record
D = Delete

Save

Click to save the record to the report, update the Record Status to
Edited, and display the Edit Report screen.

This field is disabled until a Record Type Code is selected. It does not
appear if your authority level is Display.

Cancel

Click to discard the current record and display the Edit Report screen.

The ED90 record type is used to report employment termination records. The following field
and buttons are available on this screen when entering an ED90 record:

Note: Any information already on record for a participant will be pre-populated in the

appropriate fields.
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Employee Demographics

Record Type EDS0 v

Employee ldentification
number

Date of Birth

Last Name

First Name

Middie Name

Generation | v
Termination Dalte

Termination Reason
Code

Final Payroll Transaction
Repont Period
(MMNWYYYY)

Annualized Eligible
Compensation

Genoer Cooe Female Vv

Name

Description

Record Type

Select a record type code: ED20, ED25, ED40, ED45, or ED90.

Selecting a record type causes the screen to reload and display
only the fields relevant for the selected type. (Required)

Employee Identification
Number

Enter the employee's Social Security Number or TRS-Assigned
Temporary ID.

Do not use an employer-issued ID number. If the employee's SSN
is not available, contact TRS to obtain a TRS-Assigned
Temporary ID to use in its place. (Required)

Date of Birth

Enter the employee's date of birth in the MMDDYYYY format.
(Required)

Gender Code Select the employee's gender, either Male or Female. (Required)
Last Name Enter the employee's last name as it appears on their Social
Security Card. A person who has only one name must have that
name reported in the Last Name field.
Hyphens, apostrophes, and spaces are acceptable. (Required)
First Name Enter the employee's first name as it appears on their Social

Security Card.

Hyphens, apostrophes, and spaces are acceptable.
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Name Description

Middle Name Enter the employee's middle name as it appears on their Social
Security Card.
Hyphens, apostrophes, and spaces are acceptable.

Generation Select the employee's generational indicator as it appears on their

Social Security Card, if any.

Termination Date

Enter the month, day, and calendar year for the employee's last
date of employment, in the MMDDYYYY format. (Required)

Termination Reason Code

Select the reason the employee's employment was terminated,
either D (Death) or E (End of Employment). (Required)

Final Payroll Transaction
Report Period (MM/YYYY)

Enter the month and calendar year of the report containing the
employee's final transaction, whether positive or negative, in the
MMYYYY format. (Required)

Annualized Eligible
Compensation

Enter the amount of eligible compensation that an employee
would have earned in the school year, entered without the dollar
sign ($), commas, or a decimal point.

Report this amount only if the termination is due to the member's
death.

Save

Click to save the record to the report, update the Record Status to
Edited, and display the Edit Report screen.

This field is disabled until a Record Type Code is selected. It does
not appear if your authority level is Display.

Cancel

Click to discard the current record and display the Edit Report
screen.

5.2.8

Regular Payroll Record Details

The Regular Payroll Record Details screen lets you enter or edit the details of a record for a
Regular Payroll (RP) report. The fields available on this screen are different depending on the
value selected in the Record Type Code field. Click a link below to navigate to the fields
available for a specific record type:

¢ RP20 - Used to report an employee's compensation and contribution information.

¢ RP25 - Used to report adjustments to an employee's previously reported

compensation and contribution information.

Note: In the context of the View RE Reports activity, all of the fields on this screen are
read-only, regardless of record type.
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The label for this screen is presented in the [Report Type] - [Report Period] format, and
displays the type, month, and year of the report that were selected on the Create a New
Report Detail screen.

[ Regular Fayroll Report — May 2014

The RP20 record type is used to report an employee's compensation and contribution
information. The fields that appear on this screen are different depending on whether your
reporting entity is an Independent School District, Higher Education institution, or a State
Agency. See the definitions for the fields relevant to your reporting entity. The following field
and buttons are available on this screen when entering an RP20 record:
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RP - Regular Payroll

RP20 v
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Note: The screenshot above shows the RP20 fields for a Higher Education reporting entity.
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Name

Description

Record Type

Select a record type code, either RP20 or RP25.

Selecting a record type causes the screen to reload and display
only the fields relevant for the selected type. (Required)

This field is read-only if the record has been saved and
validated.

Employee Identification
Number

Enter the employee's Social Security Number or TRS-Assigned
Temporary ID as it was last reported. (Required)

Date of Birth

Enter the employee's date of birth in the MMDDYYYY format,
as it was last reported. (Required)

Gender Code Select the employee's gender, either Male or Female, as it was
last reported. (Required)

Last Name Enter the employee's last name as it was last reported. A
person who has only one name must have that name reported
in the Last Name field. (Required)

Hyphens, apostrophes, and spaces are acceptable.

First Name Enter the employee's first name as it was last reported.
Hyphens, apostrophes, and spaces are acceptable.

Middle Name Enter the employee's middle name as it was last reported.
Hyphens, apostrophes, and spaces are acceptable.

Generation Select the employee's generational indicator as it was last

reported, if any.

Position Code

Select the code for the employee's primary position:

01 = Professional/Administrative
02 = Teacher or Full-time Librarian
03 = Support Staff

04 = Bus Driver

05 = Full-time Nurse/Counselor
06 = Peace Officer

07 = Food Service Worker

(Required)

Employers must submit a payroll record for each position that is
held by an employee.

Hours Worked

Enter the actual number of hours that the employee worked in
the reporting period month.

Must be reported if actual hours are tracked.
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Name

Description

Hours Scheduled

Enter the number of hours that the employee is scheduled per
week.

Must report this value if the employee's actual hours are not
tracked.

Days Worked

Enter the actual number of days worked in reporting period
month. (Required)

Zero Days Reason Code

Select the reason for reporting zero days worked for an
employee: A, C, F, or L.

A = Accrued Pay/Not Terminated

C = Employee on less than 12 month pay schedule/Not
Terminated

F = Final Pay/Terminated

L = Leave Without Pay

Required if the number of days worked for an employee is "0".

Eligible TRS Gross
Compensation

Enter the amount of regular TRS eligible compensation
reported for the employee in the current month, without the
dollar sign ($), or commas. This amount should not include any
performance pay. (Required)

Performance Pay Gross

Enter the amount of performance pay reported for the
employee in the current month, without the dollar sign ($), or
commas.

Does not display if the RE type is SR, JR, MD, ES, or SA.

Total Gross Compensation

Enter the employee's total gross compensation amount from
Payroll Register for the employee, without the dollar sign ($), or
commas. (Required)

Member Contribution

Enter the amount of regular monthly member retirement
contribution reported for the employee in the current month,
without the dollar sign ($), or commas. (Required)

Member TRS-Care
Contribution

Enter the employee's member contribution to TRS-Care based
on regular eligible compensation reported for current month,
without the dollar sign ($), or commas. (Required)

Does not display if the RE type is SA, SR, JR, or MD.

RE TRS-Care Contribution

Enter the reporting entity's contribution to TRS-Care based on
eligible compensation reported for the current month, entered
without the dollar sign ($), commas, or a decimal

point. (Required)

Does not display if the RE type is SA, SR, JR, or MD.
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Name

Description

Service Credit Purchase
Deduction

Enter the monthly installment payment from a member who is
purchasing service credit, without the dollar sign ($), or
commas.

Service Credit Tax Shelter
Flag

Select whether a payroll deduction is after-tax or before-tax,
either A (After-tax) or B (Before-tax). Currently only A is
allowed. Only applicable if the purchase amount is greater than
zero.

Eligible Compensation Paid
from Federal Funds/Private
Grants

Enter the amount of eligible compensation for the reporting
period, if any, paid from Federal funds or private grants, without
the dollar sign ($), or commas.

Does not display if the RE type is SA.

Federal Fund/Private Grant
Contribution

Enter the state matching contribution amount based on eligible
compensation paid from Federal funds or private grants,
without the dollar sign ($), or commas.

Does not display if the RE type is SA.

Federal TRS-Care
Contribution

Enter the state TRS-Care matching contribution amount based
on eligible compensation paid from a Federal fund or private
gran, without the dollar sign ($), or commas.

Does not display if the RE type is SA, SR, JR, or MD.

RE Payment for a New
Member Contribution

Enter the state matching contribution on eligible compensation
paid to a new TRS member during the first 90 days, without the
dollar sign ($), or commas.

Does not display if the RE type is SA.

RE Payment for Non-OASDI
Member Contribution

Enter the reporting entity's contribution amount for TRS-eligible
compensation paid to employees for whom the RE does not
pay Social Security, without the dollar sign ($), or commas.

Does not display if the RE type is SA, SR, JR, or MD.

Adjusted State Minimum
Compensation

Enter the amount of current adjusted state minimum
compensation, without the dollar sign ($), or commas.

Only displays if the RE type is PS.

Statutory Minimum
Contribution

Enter the state's matching contribution on amount of eligible
compensation paid above the adjusted state minimum
compensation, without the dollar sign ($), or commas.

Only displays if the RE type is PS.
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Name

Description

Eligible Compensation Paid
from Education/General
Local Funds

Enter the amount of eligible compensation for the reporting
period, if any, paid from Educational/General Local funds,
without the dollar sign ($), or commas.

Only displays if the RE type is SR, JR, or MD.

Education/General Local
Funds Contribution

Enter the state's matching contribution amount based on
eligible compensation paid from Educational/General Local
funds, without the dollar sign ($), or commas.

Only displays if the RE type is SR, JR, or MD.

Eligible Compensation Paid
From Non-
Educational/General Funds

Enter the amount of eligible compensation for the reporting
period, if any, paid from Non-Educational/General funds,
without the dollar sign ($), or commas.

Only displays if the RE type is SR or MD.

Non-Educational/General
Funds Contributions

Enter the state's matching contribution amount based on
eligible compensation paid from Non-Educational/General
funds, without the dollar sign ($), or commas.

Only displays if the RE type is SR or MD.

Community/Junior College
Contribution

Enter the state's matching contribution on 50% of salaries paid
to members in instructional or administrative positions and
100% of salaries paid to all other members, without the dollar
sign ($), or commas.

Only displays if the RE type is JR.

Save Click to save the record to the report, update the Record Status
to Edited, and display the Edit Report screen.
This field is disabled until a Record Type is selected. It does not
appear if your authority level is Display.

Cancel Click to discard the current record and display the Edit Report

screen.

The RP25 record type is used to report adjustments to an employee's previously reported
compensation and contribution information. The fields that appear on this screen are different
depending on whether your reporting entity is an Independent School District, Higher
Education institution, or a State Agency. See the definitions for the fields relevant to your
reporting entity. The following field and buttons are available on this screen when entering an

RP25 record:

Note: Any information already on record for a participant will be pre-populated in the

appropriate fields.
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Note: The screenshot above shows the RP25 fields for a Higher Education reporting entity.
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Name

Description

Record Type

Select a record type code, either RP20 or RP25.

Selecting a record type causes the screen to reload and display
only the fields relevant for the selected type. (Required)

Adjusted Report Period

Enter the report period for which adjustments are being reported
to compensation and/or surcharges, in the MMYYYY format.
(Required)

Employee Identification
Number

Enter the employee's Social Security Number or TRS-Assigned
Temporary ID as it was last reported. (Required)

Date of Birth

Enter the employee's date of birth in the MMDDYYYY format, as
it was last reported. (Required)

Gender Code Select the employee's gender, either Male or Female, as it was
last reported. (Required)

Last Name Enter the employee's last name as it was last reported. A person
who has only one name must have that name reported in the
Last Name field.
Hyphens, apostrophes, and spaces are acceptable. (Required)

First Name Enter the employee's first name as it was last reported.
Hyphens, apostrophes, and spaces are acceptable.

Middle Name Enter the employee's middle name as it was last reported.
Hyphens, apostrophes, and spaces are acceptable.

Generation Select the employee's generational indicator as it was last

reported, if any.

Position Code

Select the code for the employee's primary position:

01 = Professional/Administrative
02 = Teacher or Full-time Librarian
03 = Support Staff

04 = Bus Driver

05 = Full-time Nurse/Counselor
06 = Peace Officer

07 = Food Service Worker

(Required)

Employers must submit a separate payroll record for each
position that is held by an employee.
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Name

Description

Hours Worked Adjustment

Enter the net difference between the original amount reported
and the correct amount of hours worked in the reporting period
month.

If the adjustment is a net negative, enter a minus sign (-) before
the amount.

Hours Scheduled
Adjustment

Enter the net difference between the original amount reported
and the correct amount of hours scheduled per week.

If the adjustment is a net negative, enter a minus sign (-) before
the amount.

Only report this value if the employee's actual hours are not
tracked.

Days Worked Adjustment

Enter the net difference between the number of days originally
reported and the correct number of days in reporting period
month.

If the adjustment is a net negative, enter a minus sign (-) before
the amount.

Zero Days Reason Code

Select the reason for reporting zero days worked for an
employee: A, C, F, or L.

A = Accrued Pay/Not Terminated

C = Employee on less than 12 month pay schedule/Not
Terminated

F = Final Pay/Terminated

L = Leave Without Pay

Required if the number of days worked for an employee is "0".

Eligible TRS Gross
Compensation Adjustment

Enter the net difference between the original amount reported
and the correct amount of regular eligible compensation, without
the dollar sign ($), or commas.

If the adjustment is a net negative, enter a minus sign (-) before
the amount.

This amount should not include any performance pay.

Performance Pay Gross
Adjustment

Enter the net difference between the original amount reported
and the correct amount of performance pay, without the dollar
sign ($), or commas.

If the adjustment is a net negative, enter a minus sign (-) before
the amount.

Does not display if the RE type is SR, JR, MD, ES, or SA.
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Name

Description

Total Gross Compensation
Adjustment

Enter the net difference between the original amount reported
and the correct amount of total gross compensation from Payroll
Register for the employee, without the dollar sign ($), or
commas.

If the adjustment is a net negative, enter a minus sign (-) before
the amount.

Member Contribution
Adjustment

Enter the net difference between the original amount reported
and the correct amount of the regular monthly member
retirement contribution reported, without the dollar sign ($), or
commas.

If the adjustment is a net negative, enter a minus sign (-) before
the amount.

Service Credit Purchase
Deduction Adjustment

Enter the net difference between the original amount reported
and the correct amount of the monthly installment payment of
member's service credit purchase, without the dollar sign ($), or
commas.

Positive adjustments only; negative adjustments are not allowed
for service credit purchases.

Service Credit Tax Shelter
Flag

Select whether a payroll deduction is after-tax or before-tax,
either A (After-tax) or B (Before-tax). Currently only A is allowed.
Only applicable if the purchase adjustment amount is greater
than zero.

Eligible Compensation Paid
from Federal Funds/Private
Grants Adjustment

Enter the net difference between the original amount reported
and the correct amount of eligible compensation paid from
Federal funds or private grants for the adjustment month, without
the dollar sign ($), or commas.

If the adjustment is a net negative, enter a minus sign (-) before
the amount.

Does not display if the RE type is SA.

Federal Fund/Private Grant
Contribution Adjustment

Enter the net difference between the original amount reported
and the correct amount of the state's matching contribution
based on eligible compensation paid from Federal funds or
private grants for the adjustment month, without the dollar sign
(%), or commas.

If the adjustment is a net negative, enter a minus sign (-) before
the amount.

Does not display if the RE type is SA.
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Name

Description

RE Payment for a New
Member Contribution
Adjustment

Enter the net difference between the original amount reported
and the correct amount of the state's matching contribution on
eligible compensation paid to a new TRS member during the first
90 days of employment, without the dollar sign ($), or commas.

If the adjustment is a net negative, enter a minus sign (-) before
the amount.

Does not display if the RE type is SA.

Eligible Compensation Paid
from Education/General
Local Funds Adjustment

Enter the net difference between the original amount reported
and the correct amount of eligible compensation for the reporting
period, if any, paid from Educational/General Local funds,
without the dollar sign ($), or commas.

If the adjustment is a net negative, enter a minus sign (-) before
the amount.

Only displays if the RE type is SR, JR, or MD.

Member TRS-Care
Contribution Adjustment

Enter the net difference between the original amount reported
and the correct amount of the member's contribution to TRS-
Care based on regular eligible compensation reported for the
adjustment month, without the dollar sign ($), or commas.

If the adjustment is a net negative, enter a minus sign (-) before
the amount.

Does not display if the RE type is SA, SR, JR, or MD.

RE TRS-Care Contribution
Adjustment

Enter the net difference between the original amount reported
and the correct amount of the reporting entity's contribution to
TRS-Care based on eligible compensation reported for the
adjustment month, without the dollar sign ($), or commas.

If the adjustment is a net negative, enter a minus sign (-) before
the amount.

Does not display if the RE type is SA, SR, JR, or MD.

Federal TRS-Care
Contribution Adjustment

Enter the net difference between the original amount reported
and the correct amount of the state TRS-Care matching
contribution based on eligible compensation paid from Federal
funds or private grants for the adjustment month, without the
dollar sign ($), or commas.

If the adjustment is a net negative, enter a minus sign (-) before
the amount.

Does not display if the RE type is SA, SR, JR, or MD.
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Name

Description

RE Payment for Non-OASDI
Member Contribution
Adjustment

Enter the net difference between the original amount reported
and the correct amount of the reporting entity's contribution
amount for TRS-eligible compensation paid to employees for
whom the RE does not pay Social Security for the adjustment
month, without the dollar sign ($), or commas.

If the adjustment is a net negative, enter a minus sign (-) before
the amount.

Does not display if the RE type is SA, SR, JR, or MD.

Adjusted State Minimum
Compensation Adjustment

Enter the net difference between the original amount reported
and the correct amount of the adjusted state minimum
compensation for the adjustment month, without the dollar sign
($), or commas.

If the adjustment is a net negative, enter a minus sign (-) before
the amount.

Only displays if the RE type is PS.

Statutory Minimum
Contribution Adjustment

Enter the net difference between the original amount reported
and the correct amount of the state's matching contribution for
eligible compensation paid above the adjusted state minimum
during adjustment month, without the dollar sign ($), or commas.

If the adjustment is a net negative, enter a minus sign (-) before
the amount.

Only displays if the RE type is PS.

Education/General Local
Funds Contribution
Adjustment

Enter the net difference between the original amount reported
and the correct amount of the state's matching contribution
amount based on eligible compensation paid from
Educational/General Local funds, without the dollar sign ($), or
commas.

If the adjustment is a net negative, enter a minus sign (-) before
the amount.

Only displays if the RE type is SR, JR, or MD.

Eligible Compensation Paid
From Non-
Educational/General Funds
Adjustment

Enter the net difference between the original amount reported
and the correct amount of eligible compensation for the reporting
period, if any, paid from Non-Educational/General funds, without
the dollar sign ($), or commas.

If the adjustment is a net negative, enter a minus sign (-) before
the amount.

Only displays if the RE type is SR or MD.
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Name

Description

Non-Educational/General
Funds Contributions
Adjustment

Enter the net difference between the original amount reported
and the correct amount of the state's matching contribution
amount based on eligible compensation paid from Non-
Educational/General funds, without the dollar sign ($), or
commas.

If the adjustment is a net negative, enter a minus sign (-) before
the amount.

Only displays if the RE type is SR or MD.

Community/Junior College
Contribution Adjustment

Enter the net difference between the original amount reported
and the correct amount of the state's matching contribution on
50% of salaries paid to members in instructional or
administrative positions and 100% of salaries paid to all other
members, without the dollar sign ($), or commas.

If the adjustment is a net negative, enter a minus sign (-) before
the amount.

Only displays if the RE type is JR.

Save Click to save the record to the report, update the Record Status
to Edited, and display the Edit Report screen.
This field is disabled until a Record Type Code is selected. It
does not appear if your authority level is Display.

Cancel Click to discard the current record and display the Edit Report

screen.

5.2.9 Employment after Retirement Record Details

The Employee after Retirement Record Details screen lets you enter or edit the details of a
record for an Employment after Retirement (ER) report. The fields available on this screen are
different depending on the value selected in the Record Type Code field. Click a link below to
navigate to the fields available for the specific record type:

e ER20 - Used to report employment information for a retiree.

e ER25 - Used to report an adjustment that adds a record to an employment after

retirement report.

e ER27 - Used to report adjustments that edit a record on an employment after

retirement report.

Note: In the context of the View RE Reports activity, all of the fields on this screen are
read-only, regardless of record type.
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The label for this screen is presented in the [Report Type] - [Report Period] format, and
displays the type, month, and year of the report that were selected on the Create a New
Report Detail screen.

Employment After Retirement Report — May 2014

The ER20 record type is used to report employment information for a retiree. The following
field and buttons are available on this screen when entering an ER20 record:

Note: Any information already on record for a participant will be pre-populated in the
appropriate fields.

ER - Employment after Retirement

| Recors Type [Era0 V]
Employee Identifcation

Gender Code Female

Last Name [SMITH |
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Name

Description

Record Type

Select a record type code: ER20, ER25, or ER27.

Selecting a record type causes the screen to reload and display only the
fields relevant for the selected type. (Required)

Employee Enter the retiree’s Social Security Number or Individual Taxpayer

Identification Identification Number. (Required)

Number

Date of Birth Enter the retiree's date of birth in the MMDDYYYY format. (Required)

Gender Code Select the retiree's gender, either Male or Female. (Required)

Last Name Enter the retiree's last name as it appears on their Social Security Card.
A person who has only one name must have that name reported in the
Last Name field.
Hyphens, apostrophes, and spaces are acceptable. (Required)

First Name Enter the retiree's first name as it appears on their Social Security Card.
Hyphens, apostrophes, and spaces are acceptable.

Middle Name Enter the retiree's middle name as it appears on their Social Security
Card.
Hyphens, apostrophes, and spaces are acceptable.

Generation Select the retiree's generational indicator as it appears on their Social

Security Card, if any.

Position Code

Select the code for the retiree's primary position:

01 = Professional/Administrative
02 = Teacher or Full-time Librarian
03 = Support Staff

04 = Bus Driver

05 = Full-time Nurse/Counselor
06 = Peace Officer

07 = Food Service Worker

(Required)

Employers must submit a separate payroll record for each position that
is held by a retiree.
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Name

Description

Employment Type

Select the retiree's type of employment: S, H, C, or F:

S = Substitute

H = Half-time or less

C = Combination of Substitute and Half-time or less
F = Full-time.

(Required)

Hours Worked

Enter the actual number of hours that the retiree worked in the reporting
period month. (Required)

Days Worked

Enter the actual number of days that the retiree worked or was on paid
leave in the reporting period month. (Required)

Zero Days Reason
Code

Select the reason for reporting zero days worked for a retiree: A, C, F,
orL.

A = Accrued Pay/Not Terminated

C = Employee on less than 12 month pay schedule/Not Terminated
F = Final Pay/Terminated

L = Leave Without Pay

Required if the number of days worked for a retiree is "0".

Beginning Date of
Employment

Enter the start date of the retiree's employment type for the current
school year, in the MMDDYYYY format. (Required)

Ending Date of
Employment

Enter the ending date of the retiree's employment type for the current
school year, in the MMDDYYYY format. (Required)

Paid through 3rd
Party Entity?

Select whether the retiree works for a 3rd party entity and not the
reporting entity, either Y (Yes) or N (No). (Required).

Total Gross
Compensation

Enter the retiree’s total gross compensation amount from Payroll
Register for the employee, without the dollar sign ($) or commas.
(Required)

Pension Surcharge

Enter the amount of pension surcharge due based on retiree's

Contribution employment, if any, without the dollar sign ($) or commas.

TRS-Care Enter the amount of TRS-Care surcharge due based on retiree's

Surcharge employment, if any, without the dollar sign ($) or commas.

Contribution

Save Click to save the record to the report, update the Record Status to
Edited, and display the Edit Report screen.
This field is disabled until a Record Type Code is selected. It does not
appear if your authority level is Display.

Cancel Click to discard the current record and display the Edit Report screen.
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The ER25 record type is used to report an adjustment that adds a record that should have
been included in a previous month’s employment after retirement report. The following fields
and buttons are available on this screen when entering an ER25 record:

Note: Any information already on record for a participant will be pre-populated in the
appropriate fields.

ER - Employment after Retirement

Record Type |ER25 v ‘
Adjusted Report Period | v

Employee identification
Number

Date of Buth C—=u

Gender Code i.‘e/no!e 7\'7

Last Name [SMITH

First Name -

Midcse Name

Generation v

Posation Code | v
Empioyment Type .
Hours Worked '

Days Worked

Zero Days Reason Code | 7 v

Beginning Date of
Empioyment

Ending Date of
Employment

Pald Throogh 3rd Party
Entay?

Total Gross
Compensation

<

Pension Surcharge
Contribution

TRS-Care Surcharge
Contribution

Name Description
Record Type Select a record type code: ER20, ER25, or ER27.

Selecting a record type causes the screen to reload and display only the
fields relevant for the selected type. (Required)

Adjusted Report Enter the report period for which adjustments are being reported to
Period compensation and/or surcharges, in the MMYYYY format. (Required)
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Name Description

Employee Enter the retiree’s Social Security Number or Individual Taxpayer

Identification Identification Number. (Required)

Number

Date of Birth Enter the retiree’s date of birth in the MMDDYYYY format. (Required)

Gender Code Select the retiree’s gender, either Male or Female. (Required)

Last Name Enter the retiree’s last name as it appears on their Social Security Card.
A person who has only one name must have that name reported in the
Last Name field.
Hyphens, apostrophes, and spaces are acceptable. (Required)

First Name Enter the retiree's first name as it appears on their Social Security Card.
Hyphens, apostrophes, and spaces are acceptable.

Middle Name Enter the retiree's middle name as it appears on their Social Security
Card.
Hyphens, apostrophes, and spaces are acceptable.

Generation Select the retiree's generational indicator as it appears on their Social

Security Card, if any.

Position Code

Select the code for the retiree's primary position:

01 = Professional/Administrative
02 = Teacher or Full-time Librarian
03 = Support Staff

04 = Bus Driver

05 = Full-time Nurse/Counselor
06 = Peace Officer

07 = Food Service Worker

Employers must submit a separate payroll record for each position that
is held by a retiree. (Required)

Employment Type

Select the retiree's type of employment: S, H, C, or F:

S = Substitute

H = Half-time or less

C = Combination of Substitute and half-time or less
F = Full-time.

(Required)

Hours Worked

Enter the actual number of hours that the retiree worked in the reporting
period month. (Required)

Days Worked

Enter the actual number of days that the retiree worked or was on paid
leave in the reporting period month. (Required)
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Name

Description

Zero Days Reason
Code

Select the reason for reporting zero days worked for a retiree: A, C, F,
or L.

A = Accrued Pay/Not Terminated

C = Employee on less than 12 month pay schedule/Not Terminated
F = Final Pay/Terminated

L = Leave Without Pay

Required if the number of days worked for a retiree is "0".

Beginning Date of
Employment

Enter the start date of the retiree's employment type for the current
school year, in the MMDDYYYY format. (Required)

Ending Date of
Employment

Enter the ending date of the retiree's employment type for the current
school year, in the MMDDYYYY format. (Required)

Paid through 3rd
Party Entity?

Select whether the retiree works for a 3rd party entity and not the
reporting entity, either Y (Yes) or N (No). (Required)

Total Gross
Compensation

Enter the retiree's total gross compensation amount from Payroll
Register for the employee, without the dollar sign ($) or commas.
(Required)

Pension Surcharge

Enter the amount of pension surcharge due based on retiree's

Contribution employment, if any, without the dollar sign ($) or commas.

TRS-Care Enter the amount of TRS-Care surcharge due based on retiree's

Surcharge employment, if any, without the dollar sign ($) or commas.

Contribution

Save Click to save the record to the report, update the Record Status to
Edited, and display the Edit Report screen.
This field is disabled until a Record Type is selected. It does not appear
if your authority level is Display.

Cancel Click to discard the current record and display the Edit Report screen.

The ER27 record type is used to report adjustments that edit or delete a previously reported
record on an Employment After Retirement report. The following field and buttons are
available on this screen when entering an ER27 record:

Note 1: At least one of the "Adjustment"” or “New” fields must be completed for an ER27
record. All “Original” fields are required.

Note 2: Any information already on record for a participant will be pre-populated in the

appropriate fields.
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ER - Employment after Retirement

Record Type v/
Adjusted Report Period v

Empiloyee identification
Number

Date of Bth = i

Genaer Cooe [Femoe /|

Last Name SMITH

First Name s

Middie Name

Generation | v |

Posgtion Code v

Employment Type | V;
Hours Worked

Days Worked

Zero Days Reason Code v

Beginning Date of

Empioyment

Ending Date of

Employment

Paid Through 3rd Pary v
Entry?

Total Gross

Compensation

Pension Surcharge
Contributhon

TRS-Care Surcharge

Name Description

Record Type Select a record type code, ER20, ER25, or ER27.

Selecting a record type causes the screen to reload and display only the
fields relevant for the selected type. (Required)

Adjusted Report Enter the report period for which adjustments are being reported to
Period compensation and/or surcharges by selecting the report month from the
drop down field and entering the report year in the YYYY format in the
field to the right. (Required)

Employee Enter the retiree's Social Security Number or Individual Taxpayer
Identification Identification Number. (Required)

Number

Date of Birth Enter the retiree's date of birth in the MMDDYYYY format. (Required)
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Name Description

Gender Code Enter the retiree's gender, either Male or Female. (Required)

Last Name Enter the retiree's last name as it appears on their Social Security Card.
A person who has only one name must have that name reported in the
'Last Name' field.
Hyphens, apostrophes, and spaces are acceptable. (Required)

First Name Enter the retiree's first name as it appears on their Social Security Card.
Hyphens, apostrophes, and spaces are acceptable.

Middle Name Enter the retiree's middle name as it appears on their Social Security
Card.
Hyphens, apostrophes, and spaces are acceptable.

Generation Select the retiree's generational indicator as it appears on their Social

Security Card, if any.

Original Position
Code

Select the code for the retiree's primary position as originally reported:

01 = Professional/Administrative
02 = Teacher or Full-time Librarian
03 = Support Staff

04 = Bus Driver

05 = Full-time Nurse/Counselor
06 = Peace Officer

07 = Food Service Worker

Employers must submit a payroll record for each position that is held by
a retiree. (Required)

Original Employment
Type

Select the retiree's type of employment: S, H, C or F as originally
reported:

S = Substitute

H = Half-time or less

C = Combination of Substitute and half-time or less
F = Full-time

(Required)

Hours Worked
Adjustment

Enter the net difference between the amount originally reported and the
correct amount of actual number of hours that the retiree worked in the
reporting period month.

If the adjustment is a net negative, enter a minus sign (-) before the
amount.
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Name Description
Days Worked Enter the net difference between the amount originally reported and the
Adjustment correct amount of days that the retiree worked in the reporting period

month.

If the adjustment is a net negative, enter a minus sign (-) before the
amount.

Zero Days Reason
Code

Select the reason for reporting zero days worked for a retiree: A, C, F,
orL.

A = Accrued Pay/Not Terminated

C = Employee on less than 12 month pay schedule/Not Terminated
F = Final Pay/Terminated

L = Leave Without Pay

Required if the number of days worked for a retiree is "0".

Original Beginning
Date of Employment

Enter the last reported start date of the retiree's employment type for the
current school year, in the MMDDYYYY format.

Original Ending Date
of Employment

Enter the last reported ending date of the retiree's employment type for
the current school year, in the MMDDYYYY format.

Original Paid through
3rd Party Entity?

Select the last reported indication of whether the retiree works for a 3rd
party entity and not the reporting entity, either Y (Yes) or N (No).

New Position Code

Select the code for the retiree's new primary position:

01 = Professional/Administrative
02 = Teacher or Full-time Librarian
03 = Support Staff

04 = Bus Driver

05 = Full-time Nurse/Counselor
06 = Peace Officer

07 = Food Service Worker

Employers must submit a payroll record for each position that is held by
a retiree.

New Employment
Type

Select the retiree's new type of employment: S, H, C, or F:

S = Substitute

H = Half-time or less

C = Combination of Substitute and half-time or less
F = Full-time.

New Beginning Date
of Employment

Enter the new start date of the retiree's employment type for the current
school year, in the MMDDYYYY format.

New Ending Date of
Employment

Enter the new ending date of the retiree's employment type for the
current school year, in the MMDDYYYY format.
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Name

Description

New Paid through
3rd Party Entity?

Select whether the retiree works for a 3rd party entity and not the
reporting entity, either Y (Yes) or N (No).

Total Gross
Compensation
Adjustment

Enter the net difference between the amount originally reported and the
correct total gross compensation amount from Payroll Register for the
retiree, without the dollar sign ($) or commas.

If the adjustment is a net negative, enter a minus sign (-) before the
amount.

Pension Surcharge
Contribution
Adjustment

Enter the net difference between the amount originally reported and the
correct amount of pension surcharge due, if any, based on retiree's
employment, without the dollar sign ($) or commas.

If the adjustment is a net negative, enter a minus sign (-) before the
amount.

TRS-Care Surcharge
Contribution
Adjustment

Enter the net difference between the amount originally reported and the
correct amount of TRS-Care surcharge due, if any, based on retiree's
employment, without the dollar sign ($) or commas.

If the adjustment is a net negative, enter a minus sign (-) before the
amount.

Adjustment Reason
Code

Select the reason for adjusting a record, either E or D.
E = Edit a previously reported ER20 or ER25 record.

D = Delete a previously reported ER20 or ER25 record.

Save Click to save the record to the report, update the Record Status to
Edited, and display the Edit Report screen.
This field is disabled until a Record Type Code is selected. It does not
appear if your authority level is Display.

Cancel Click to discard the current record and display the Edit Report screen.
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6 Viewing Reports

6.1 Activities

6.1.1 View RE Reports

All Reporting Entity Portal users can use this activity to perform the following tasks related to
viewing Employee Demographic (ED), Regular Payroll (RP), Regular Payroll Adjustment (RP -
Adjustment), Employment after Retirement (ER), and Employment After Retirement
Adjustment (ER - Adjustment) reports that your Reporting Entity has created in the Reporting
Entity Portal:

e Locate the report to view

e View a report's details and download a .CSV copy

e View a report's details using the editor view

e View a report's status history

e View a report's totals

e View a report's signature

This activity starts on the Report Summary screen. To start the activity and reach that screen:

In the Wage and Contribution Reporting menu, select View RE Reports.

View RE Reports [ —
Inegt
Submit Signature

[ 4

The Report Summary screen appears.
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© show ED Repons
A
Penca From 0112013 Report Type "P
Peroa To | 01:2013 Stats ' .

RP oy Detaly ot
March 2013 O0S20131200AM RP Completed ooy Dotais It Sonate
February 2013  020820131200AM RP Comgieted tadocy Detats ol Sonauwe
January 2013 OWOB0131200AM AP Compioted Madory Detaty Joiy  Sooatce
L J

From the Report Summary screen:

To locate the report to view:

Reports appear in different places on the screen depending on the reporting period. Click a
link to navigate directly to the instructions for the report you want to find:

e Reports for the current reporting period

e Reports for the previous reporting period

e Reports prior to the current or previous reporting period

To locate reports for the current reporting period:

1. The current reporting period's RP and ER report(s) are listed in the Reports panel.
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Reports

August 2015 sy 201

RP - Regutar Payroll Loaced
ER - Employment afler Retirement Loaded
© EQ Repods
© BE—Adusiment Repors

O E8-Aqustment Repords

2. Inthe Reports panel, click ED Reports to view a list of the current reporting period's
Employee Demographic (ED) report(s).

Reports
August 2015 fy 201

ST A | R

RP - Regutar Payrol Loaded
ER - Employment afier Retirement Loaded

© ED Repons
[N s m— D LT ey —

ED-Employee Demographic 0292015 083027

O BE - Aduriment Repons
O ER-Adnmiment Repods

Note: The ED Reports Link displays only if an ED report has been created for the current
month.

3. Inthe Reports panel, click RP - Adjustment Reports to view a list of the current reporting
period's RP - Adjustment report(s).

utus  Oete  Eor  Mistoy  Detas.
RP - Reguiar Payrod Loased DRete 24 Histoty Detass Iclats
ER - Empioyment after Retirement Loaded Deiete Ect Histony Cetats Totals
© ED Reports
O BP - Aduniment Reponts
RP - Agpstment 09292015 083027 Loaced Delede  Eof Hesloy Detas  Totas
O ER.-Aduntment Repors

Note: The RP - Adjustment Reports Link displays only if an RP - Adjustment report has
been created for the current month.
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4. Inthe Reports panel, click ER - Adjustment Reports to view a list of the current reporting
period's ER - Adjustment report(s).

RP - Reguiar Payrod Loaded  Deiete  Ef  Hsioy Detas Ictats
ER - Employment afler Retrement Loaded  Deiete  Eof  Hsloy Cetais Totats
© ED Reponts

O BP - Adustment Reports

0 L5 - Aqustment Reparts

ER - Agustment 097292015 08.:30-27 loaded Deiete Eof Mooy Detas  Totals

Note: The ER - Adjustment Reports Link displays only if an ER - Adjustment report has
been created for the current month.

To locate reports for the previous reporting period:

1. In the Reports panel, click the tab for the previous reporting period.

RP - Regular Payros loaded  Deiele  Edf  Hstoy Detals  Iotals
ER - Employment afier Retrement Lossed  Delte  EM  Msioy Detats  Totals

© ED Regons

2. Inthe Reports panel, click ED Reports to view a list of the previous reporting period's ED
report(s).

Note: The ED Reports Link displays only if an ED report has been created for the current
month.

3. Inthe Reports panel, click RP - Adjustment Reports to view a list of the current reporting
period's RP - Adjustment report(s).

Note: The RP - Adjustment Reports Link displays only if an RP - Adjustment report has
been created for the previous month.

4. In the Reports panel, click ER - Adjustment Reports to view a list of the current reporting
period's ER - Adjustment report(s).
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Note: The ER - Adjustment Reports Link displays only if an ER - Adjustment report has
been created for the previous month.

To locate reports prior to the current or previous reporting period:

1. In the Search Reports panel, enter search criteria matching the report you want to view.
See the Report Summary screen help topic for field definitions.

Note 1: To search, you must enter criteria in all of the available fields. If you don't want to
restrict your search by a particular Report Type or Status, the appropriate selection is All.

Note 2: The report search can only find reports from the current calendar year and the two
prior calendar years. For example, if it is currently 2015, the search cannot find reports
from any reporting period prior to January of 2013.

2. Click Search.

Search Reports

Period From [March  vji2015 | Report Type {Au Vi
st s wiionve | P

Period To | March V{2015 | Status { Al hd

Search

The screen reloads to display reports matching the search criteria in the area below the
Search button.

Period From (March v (2015 Report Type A v
Perios To (Morch V| 2015 Status A v
Month  Year Date/Time Report Type Status  Delete Eonr  History Detalls Total  Signature
March 2015 09292015 RP . Regutar Payrod Loaded Deiie £  Hisloy Detals Totals

09.57:36
March 2015 092972015 ER - Employment afier Loaded [Delie Eof History Dotails Totals

095751 Retrement
March 2015 09292015 ED - Empioyee Demographic Loaded [Delete Egf  Hisloy Details Totais

0956 05

To view a report's details and download a .CSV copy:

1. Locate the report to view and/or download. For instructions on locating a report, see the
section of this help topic labeled To locate the report to view.

2. Click Details on the row of the report to view or download.

Report Type DaterTime Status  Delete  Edit  History  Detalls  Totsl  Signature
ED - Employee Demographic 09292015 08.30:27 Loaoed Doiete Ean Hsoy Detads Jotas
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A read-only version of the View Report Details screen appears, populated with the details
of the employee or retiree records contained in the report.

View Report Details

Repart Period ALgLEL 2015
n [r. Resulls Per Page 30 w
| Griginaly
Record  Type ldentificamon  Dabe of Tender Last First Micsdle (Dnginaly Address Addness &
Status  Code Number Birth Code Mamas Mama Hame ‘Gansration  Line 1 Line 2 L
Posied EDID Kl DAVID 1] 1000
Red
Rives
Posied ED2D M CARLCS G 000
Red
Rver
Postéd EDGD I BETTY A glons]
Red
River
L4 >
Listing 13 of 3 fems

Note 1: Use the horizontal scroll bar to view additional columns.

Note 2: By default, only the first 30 records in the report appear on this screen. To see
more or fewer than 30 records, select a different value from the Records per page field.
Use the First, Last, page number, Previous and Next buttons to navigate to additional
pages of record details.

3. (Optional) Click Download as CSV File. The report file is downloaded using the options
and settings for your web browser.

To view report details in the editor

1. Locate the report with the employee or retiree record detail you want to view in the editor.
For instructions on locating a report, see the section of this help topic labeled To locate the
report to view.

2. Click Edit on the row of the report to view.

Report Type Date'Time Status Delete  Edmt  History Detaits  Total Signature
ED - Employee Demographic 09292015 0830 27 Loaded  Delele EQl  Hislory Detats Totals

The Edit Report screen appears, populated with a summary of each employee or retiree
record in the report.
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ED - Employee Demographic - May 2015

Option 1 -- Add or Edit a Record
You may 300 2 new record of 6o an existing record Enter 3 SSN or TRS Temporary 1D 10 view, 309 of €dit a record for an employee

SSNor TRS Temporary | ]
10

Option 2 -- Submit Report

Cick the Submit All Records Dution 10caled at the DOOm of the screen 10 Submit 300ed reconds
You may re-eon thes report 3t any tame in ihe future until Ihe report s at 3 status of Compieted
The number Of MEMmDEr reconds on this report is 3

n Moy Results Per Page[10 v
$SN or TRS Temporary ID Empioyee Name Record Type Code Status  Date and Time Number of Errors
= BETTY ED20 Vasa 07/132015 0
Ll E CARLOS "y ED20 Vasd 07/132015 0
N DAVID ED20 Vasd 074372015 0
n \ Lsting 1 -3 of J Rerms

3. Click SSN or TRS Temporary ID on the row for the employee or retiree whose record
details you want to view. A read-only version of the Employee Demographic Record
Details, Regular Payroll Record Details or Employment After Retirement Record Details
screen appears (depending on the type of report you are viewing), populated with the
details of the selected record.
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Employee Demographics

Record Type (€020 v

Empioyee ientification

number

Date of Birth [— ]

Gender Cose [Femoe ]

Last Name [JONES ]

First Name [ann ]

Midate Name K |

Generation v

Aodress Line 1 100 Main St

Address Line 2 [

Acdress Line 3 [ N

ciy [Larcdo

sute ]

20 posos )|

provce [ =

Country Code |UNITED STATES v
Postal Code I

Work Email [smith@fakemail.com ]
Primary Phone 5555554567 |

Note: The screen shown here is an example of an ED20 record on an Employee
Demographic report. Other record types and report types use different fields.

To view a report's status history:

1. Locate the report you want to view the status history of. For instructions on locating a
report, see the section of this help topic labeled To locate the report to view.

2. Click History on the row of the report for which you want to view the history.

Report Type DaterTime Status  Delete Eort  History  Detals  Total  Signature
ED - Employee Demographic 092972015 08:30:27 Loaded Delete Eat  Hislory Detats Toias

The Report History screen appears, populated with a list of changes made to that report's
status.

Report History

Report Period May 2015

Report Type ED - Employee Demographic

Compieted 07/15/2015 0861901
Loaoed 071372015 13.56:42
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3. (Optional) Click Return. The Report Summary screen appears.

To view a report's totals:

1. Locate the report you want to view the totals for. For instructions on locating a report, see
the section of this help topic labeled To locate the report to view.

2. Click Totals on the row of the report for which you want to view the total amounts for a
detail records contained in the report.

Report Type Date/Time Status Delete  Edit  History Details  Total Signature
ED - Employee Demographic 09292015 083027 Loaded Deiete Eat History Detatis Jotals

The View Report Totals screen appears, populated with the totals for all employee or
retiree records in the report.

RP - Regular Payroll Report

Report Peniod May 2015 Repor Stalus Completed
Date/Time Processed 0602015 18:08:22
Date Detail Received 06092015 18:08:22

TEXMET Deposit TEXNET Detail RE Ledger
Recelved Deposit Total Balance

Total ENgible Compensation § 4,000.00
Total Gross Compensation § 4,000.00
Tolal Member Contribution § 268,00
Total Service Credit Purchase Deduction § 150,00

Eligible Compensation Paid From Federal Funds! Private 51,000.00
Grams

Federal Funds! Private Grant Confribution S 68.00

Murnber of Detai 1 Hurmber of Warmings u]

[Reconds
Humber of Emors i

J

b

Note: The screen shown here is an example of the totals screen for a Regular Payroll
report. Other report types show different information.

View a report’s signature:

1. Locate the report you want to view the totals for. For instructions on locating a report, see
the section of this help topic labeled To locate the report to view.

2. Click Signature on the link for the report you want to view.

Month  Year Date/Time Report Type Status  Delets EGR  History  Detals  Total  Signature

September 2015 09292015 ER - Employment after Loaded [Delete Eoq  History Detas Totals Accepied
113433 Retirement
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The Signature Report Totals screen appears, populated with the totals for all employee or
retiree records in the report.

Signature Report Totals

Report Type Reguiar Payroil
Report Period May 2014
Report Status Pending

Current Month Prior Month Adjustments
Total Humber of Detall Reconds Submifted 262 0
Tolal Elginke Compensation Submitted 51,181,942 26 0.00
Todal Gross Compensation 51181042 26 $0.00
Tolal Member Condributions Submitied 57564430 $0.00
Total Member Insurance Contributions Submitied S65 500 50.00
Tolal RE TRS-Caré Conlributons 53406000 $0.00
Total Service Credit Purchase Deduchons 520,900 00 $0.00
Total Egpbie Compensation Paid from Fegeral FundsPrivate Grants $0.00 $0.00
Tolal Federal GrantPrivate Grants Contribution 50.00 $0.00
Todal Federal TRS-Care Contribution 50.00 £0.00
Tolal RE Payment for New Member Contnbution 50.00 s0.00
Tolal RE Payment for Hon-0ASDI Member Contribution $0.00 $0.00
Tolal Adjusbed State Mnimum Compensation 50.00 50.00
Todal Statulony Mindmum Contrution 50.00 50,00
[ Return— |

L. -

Note: The screen shown here is an example of the totals screen for a Regular Payroll
report. Other report types show different information.

6.2 Screens

6.2.1 View Report Totals
The View Report Totals screen displays information about report totals, including the
corresponding TEXNET Deposit date and amounts, and ledger balances.

The fields that display on this screen are different depending upon the type of report. Click a
link below to jump directly to the table that defines the fields displayed for a report type:

¢ Employee Demographic Report (ED)

e Reqgular Payroll Report (RP)

¢ Employment after Retirement Report (ER)

132



The following read-only fields and button are available when viewing the totals for an ED

report:
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ED - Employee Demographic Report

Report Penod
Date/Time Processed
Date Detall Received
Number of Detall
Records

Number of Signature
Records

August 2015 Repoit Status Loaded
09292015 08:30:27
092972015 08:30:27

0 Number of Wamings 0

Number of Errors 0
0

Name

Description

Report Period

The month and year of the report.

Report Status

The current status of the report: Completed, Deleted, Hold, Incomplete,
Loaded, Pending, or Rejected.

Date/Time The date and time the report was last validated.

Processed

Date Detail The date and time a record detail was last added to the system for the
Received report.

Number of The total number of employee records included in the report.

Detail Records

Number of The total number of warnings associated with the report.
Warnings

Number of The total number of errors included in the report’s detail records
Errors

Return Click to return to the Report Summary screen.

The following read-only fields and button are available when viewing the totals for an RP

report:

Note: Negative values displayed in the Detail Total and Signature Total columns will appear in
parentheses and in bold red font.
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Regular Payroll Report

Repont Period Apri 2014 Report Status Compieted

Date/Time Processed 5/8/14 542 AM

Date Detal Received 28114 7.42 AM

Date Signature Received  5/28/14 7:42 AM
Total Engible Compensation $20.000,000.00 $20.000.000.00

Total Gross Compensation $20,000,000.00 $20,000,000.00
Total Member Contribution 518/14 842 AM $1,800,000.00 $1,800.000.00 $1,800.000.00 $0.00
Total Member TRS-Care Contribution S/16/14 842 AM $130,000.00 $130,000.00 $130.000.00 $52.85
Total RE TRS-Care Contribution §28/14 7.42 AM $110,000.00 $110,000.00 $110.000.00 $0.13
Total Service Credt Purchase Deduction S/18/14 842 AM $632.00 $632.00 $632.00 $0.00
Eligible Compensation Paid From Federal $100,000.00 $100,000.00
Funds/Private Granis
Federal Fund/Private Grant Contribution 5/18/14 8.42 AM $6,800.00 $6,800.00 $680000 S51500
Federal TRS-Care Contribution §18/14 842 AM $1.000.00 $1,000.00 $1,000.00 s12.2
Adjusted State Minimum Compensation $5.000.000.00 $5.000.000.00

Statutory Minimum Contridbution S/18/14 8.42 AM $340,000.00 $340,000.00 $340,000.00 $0.00
RE Payment for New Member Contribution S18/14 842 AM $3,400.00 $3,400.00 $3.400.00 $0.00
RE Payment for Non-OASDI Member Contribution SM18/14 8.42 AM $225,000.00 $225,000.00 $225,000.00 $0.00
Number of Detall 242 Number of Warnings 4

Recorgs

Number of Efrors 1]
Number of Signature 242
Records

Name Description

Report Period

The month and year of the report.

Report Status

The current status of the report: Completed, Deleted, Hold, Loaded,
Pending, or Rejected.

Date/Time The date and time the report was last validated.

Processed

Date Detail The date and time a record detail was last added to the system for the
Received report.

Date Signature The date and time a signature was last submitted for the report.
Received

Total Eligible The sum of eligible compensation for all employees in the report.
Compensation

(Detail Total)
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Name

Description

Total Eligible
Compensation
(Signature Total)

The amount entered for Total Eligible Compensation on the report's
signature record.

Total Gross
Compensation
(Detail Total)

The sum of total compensation for all employees in the report.

Total Gross
Compensation
(Signature Total)

The amount entered for Total Gross Compensation on the report's
signature record.

Total Member
Contribution
(TEXNET Deposit
Received)

The most recent date the employee retirement contribution deposit
amount was received from the reporting entity.

Total Member
Contribution
(TEXNET Deposit)

The employee retirement contribution deposit amount from the reporting
entity.

Total Member
Contribution (Detail
Total)

The sum of employee retirement contributions for all employees in the
report.

Total Member
Contribution
(Signature Total)

The amount of employee retirement contributions entered on the report's
signature record.

Total Member
Contribution (RE
Ledger Balance)

The reporting entity's ledger balance for employee retirement
contributions.

Total Member TRS-
Care Contribution
(TEXNET Deposit
Received)

The most recent date that an employee insurance contribution deposit
was received from the reporting entity.

Only displays if the RE Type = PS, CS, ES, or OT.

Total Member TRS-
Care Contribution
(TEXNET Deposit)

The reporting entity's total deposit amount for employee insurance
contributions.

Only displays if the RE Type = PS, CS, ES, or OT.

Total Member TRS-
Care Contribution
(Detail Total)

The sum of insurance contributions for all employees in the report.

Only displays if the RE Type = PS, CS, ES, or OT.

Total Member TRS-
Care Contribution
(Signature Total)

The amount of insurance contributions entered on the report's signature
record.

Only displays if the RE Type = PS, CS, ES, or OT.
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Name

Description

Total Member TRS-
Care Contribution

The reporting entity's ledger balance for employee insurance
contributions.

(RE Ledger

Balance) Only displays if the RE Type = PS, CS, ES, or OT.

Total RE TRS-Care |The most recent date that a RE TRS-Care contributions deposit was
Contributions received from the reporting entity.

(TEXNET Deposit

Received) Only displays if the RE Type = PS, CS, ES, or OT.

Total RE TRS-Care |The reporting entity's total deposit amount for RE TRS-Care
Contributions contributions.

(TEXNET Deposit)

Only displays if the RE Type = PS, CS, ES, or OT.

Total RE TRS-Care
Contributions (Detail
Total)

The sum of RE TRS-Care contributions for all employees in the report.

Only displays if the RE Type = PS, CS, ES, or OT.

Total RE TRS-Care
Contributions
(Signature Total)

The amount of RE TRS-Care contributions entered on the report's
signature record.

Only displays if the RE Type = PS, CS, ES, or OT.

Total RE TRS-Care
Contributions (RE
Ledger Balance)

The reporting entity's ledger balance for RE TRS-Care contributions.

Only displays if the RE Type = PS, CS, ES, or OT.

Total Service Credit
Purchase
Deductions
(TEXNET Deposit
Received)

The most recent date that a service credit purchase deductions deposit
was received from the reporting entity.

Total Service Credit
Purchase
Deductions
(TEXNET Deposit)

The reporting entity's total deposit amount for service credit purchase
deductions.

Total Service Credit
Purchase
Deductions (Detall
Total)

The sum of service credit purchase deductions for all employees in the
report.

Total Service Credit
Purchase
Deductions
(Signature Total)

The amount of service credit purchase deductions entered on the
report's signature record.

Total Service Credit
Purchase
Deductions (RE
Ledger Balance)

The reporting entity's ledger balance for service credit purchase
deductions.
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Name

Description

Eligible
Compensation Paid
from Federal Funds
(Detail Total)

The sum of eligible compensation paid from Federal Funds for all
employees in the report.

Eligible
Compensation Paid
from Federal Funds
(Signature Total)

The amount of eligible compensation paid from Federal Funds entered
on the report's signature record.

Federal Fund/
Private Grant
Contribution
(TEXNET Deposit
Received)

The most recent date that Federal Grant contributions were deposited by
the reporting entity.

Federal Fund/
Private Grant
Contribution
(TEXNET Deposit)

The reporting entity's total deposit amount for Federal Grant
contributions.

Federal Fund/
Private Grant
Contribution (Detail
Total)

The sum of Federal Grant contributions for all employees in the report.

Federal Fund/
Private Grant
Contribution
(Signature Total)

The amount of Federal Grant contributions entered on the report's
signature record.

Federal Fund/
Private Grant
Contribution (RE
Ledger Balance)

The reporting entity's ledger balance for Federal Grant contributions.

Federal TRS-Care

The most recent date that Federal TRS-Care contributions were

Contribution deposited by the reporting entity.

(TEXNET Deposit

Received) Only displays if the RE Type = PS, CS, ES, or OT.

Federal TRS-Care |The reporting entity's total deposit amount for Federal TRS-Care
Contribution contributions.

(TEXNET Deposit)

Only displays if the RE Type = PS, CS, ES, or OT.

Federal TRS-Care
Contribution (Detail
Total)

The sum of Federal TRS-Care contributions for all employees in the
report.

Only displays if the RE Type = PS, CS, ES, or OT.

137



Reporting Entity Portal User Guide

Name Description
Federal TRS-Care |The amount of Federal TRS-Care contributions entered on the report's
Contribution signature record.

(Signature Total)

Only displays if the RE Type = PS, CS, ES, or OT.

Federal TRS-Care
Contribution (RE
Ledger Balance)

The reporting entity's ledger balance for Federal TRS-Care contributions.

Only displays if the RE Type = PS, CS, ES, or OT.

Adjusted State
Minimum
Compensation
(Detail Total)

The sum of adjusted state minimum compensation for all employees in
the report.

Only displays if the RE Type = PS.

Adjusted State
Minimum
Compensation
(Signature Total)

The amount of adjusted state minimum compensation entered on the
report's signature record.

Only displays if the RE Type = PS.

Statutory Minimum
Contribution
(TEXNET Deposit
Received)

The most recent date statutory minimum contributions were deposited by
the reporting entity.

Only displays if the RE Type = PS.

Statutory Minimum
Contribution
(TEXNET Deposit)

The reporting entity's total deposit amount for statutory minimum
contributions.

Only displays if the RE Type = PS.

Statutory Minimum
Contribution (Detail
Total)

The sum of statutory minimum contributions for all employees in the
report.

Only displays if the RE Type = PS.

Statutory Minimum
Contribution
(Signature Total)

The amount of statutory minimum contributions entered on the report's
signature record.

Only displays if the RE Type = PS.

Statutory Minimum
Contribution (RE
Ledger Balance)

The reporting entity's ledger balance for statutory minimum contributions.

Only displays if the RE Type = PS.

RE Payment for
New Member
Contribution
(TEXNET Deposit
Received)

The most recent date that RE payment for new member contributions
were deposited by the reporting entity.

Displays for all RE types except SA.

RE Payment for
New Member
Contribution
(TEXNET Deposit)

The reporting entity's total deposit amount for new member contributions.

Displays for all RE types except SA.
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Name

Description

RE Payment for
New Member
Contribution (Detail
Total)

The sum of new member contributions for all employees in the report.

Displays for all RE types except SA.

RE Payment for
New Member
Contribution
(Signature Total)

The amount of new member contributions entered on the report's
signature record.

Displays for all RE types except SA.

RE Payment for
New Member

Contribution (RE
Ledger Balance)

The reporting entity's ledger balance for new member contributions.

Displays for all RE types except SA.

RE Payment for
Non-OASDI
Member
Contribution
(TEXNET Deposit
Received)

The most recent date that RE payment for non-OASDI member
contributions were deposited by the reporting entity.

Only displays if the RE Type = PS, CS, ES, or OT.

RE Payment for
Non-OASDI
Member
Contribution
(TEXNET Deposit)

The reporting entity's total deposit amount for RE payment for non-
OASDI member contributions.

Only displays if the RE Type = PS, CS, ES, or OT.

Payment for Non-
OASDI Member
Contribution (Detail
Total)

The sum of RE payment for non-OASDI member contributions for all
employees in the report.

Only displays if the RE Type = PS, CS, ES, or OT.

Payment for Non-
OASDI Member
Contribution
(Signature Total)

The amount of RE payment for non-OASDI member contributions
entered on the report's signature record.

Only displays if the RE Type = PS, CS, ES, or OT.

Payment for Non-
OASDI Member
Contribution (RE
Ledger Balance)

The reporting entity's ledger balance for the RE payment for non-OASDI
member contributions.

Only displays if the RE Type = PS, CS, ES, or OT.

Eligible
Compensation Paid
from
Education/General
Local Funds (Detail
Total)

The sum of eligible compensation paid from Education/General Local
Funds reported by the RE.

Only displays if the RE Type is Senior College, Junior College, or
Medical/Dental School.
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Name

Description

Eligible
Compensation Paid
from
Education/General
Local Funds
(Signature Total)

The sum of eligible compensation paid from Education/General Local
Funds entered in the signature record

Only displays if the RE Type is Senior College, Junior College, or
Medical/Dental School.

Education/General
Local Funds
Contribution Funds
(TEXNET Deposit

The most recent date Education/General Local Funds Contributions were
deposited by the RE.

Only displays if the RE Type is Senior College, Junior College, or

Received) Medical/Dental School.
Education/General | The sum of Education/General Local Funds Contributions deposited by
Local Funds the RE.

Contribution Funds
(TEXNET Deposit)

Only displays if the RE Type is Senior College, Junior College, or
Medical/Dental School.

Education/General
Local Funds
Contribution Funds
(Detail Total)

The sum of Education/General Local Funds Contributions reported by
the RE.

Only displays if the RE Type is Senior College, Junior College, or
Medical/Dental School.

Education/General
Local Funds
Contribution Funds
(Signature Total)

The sum of Education/General Local Funds Contributions entered in the
Signature record.

Only displays if the RE Type is Senior College, Junior College, or
Medical/Dental School.

Education/General | The sum of Education/General Local Funds Contributions calculated
Local Funds balance.

Contribution Funds

(RE Ledger Only displays if the RE Type is Senior College, Junior College, or
Balance) Medical/Dental School.

Eligible The sum of eligible compensation paid from Non-Education/General

Compensation Paid
from Non-

Funds reported by the RE.

Education/General |Only displays if the RE Type is Senior College or Medical/Dental School.
Funds (Detail Total)
Eligible The sum of eligible compensation paid from Non-Education/General

Compensation Paid
from Non-
Education/General
Funds (Signature
Total)

Local Funds entered in signature record.

Only displays if the RE Type is Senior College or Medical/Dental School.
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Name

Description

Non-
Educational/General
Funds Contribution
(TEXNET Deposit

The most recent date Non-Educational/General Funds Contributions
were deposited by the RE.

Only displays if the RE Type is Senior College or Medical/Dental School.

Received)
Non- The sum of Non-Educational/General Funds Contributions deposited by
Educational/General | the RE.

Funds Contribution
(TEXNET Deposit)

Only displays if the RE Type is Senior College or Medical/Dental School.

Non-
Educational/General
Funds Contribution
(Detail Total)

The sum of Non-Educational/General Funds Contributions reported by
the RE.

Only displays if the RE Type is Senior College or Medical/Dental School.

Non-
Educational/General
Funds Contribution
(Signature Total)

The sum of Non-Educational/General Funds Contributions entered in the
Signature record.

Only displays if the RE Type is Senior College or Medical/Dental School.

Non-
Educational/General
Funds Contribution
(RE Ledger
Balance)

The sum of Non-Educational/General Funds Contributions calculated
balance.

Only displays if the RE Type is Senior College or Medical/Dental School.

Community/Junior
College
Contributions
(TEXNET Deposit
Received)

The most recent date Community/Junior College Contributions were
deposited by the RE.

Only displays if the RE Type is Junior College.

Community/Junior
College
Contributions
(TEXNET Deposit)

The sum of Community/Junior College Contributions deposited by the
RE.

Only displays if the RE Type is Junior College.

Community/Junior
College
Contributions (Detail
Total)

The sum of Community/Junior College Contributions reported by the RE.

Only displays if the RE Type is Junior College.

Community/Junior
College
Contributions
(Signature Total)

The sum of Community/Junior College Contributions entered in the
Signature record.

Only displays if the RE Type is Junior College.

Community/Junior
College
Contributions (RE
Ledger Balance)

The sum of Community/Junior College Contributions calculated balance.

Only displays if the RE Type is Junior College.
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Name Description

Number of Detail The total number of employee records included in the report.
Records

Number of The total number of employee records in the report as entered on the
Signature Records |report's signature record.

Number of The total number of warnings associated with the report.

Warnings

Number of Errors The total number of errors included in the report’s detail records.

Return Click to return to the Report Summary screen.

The following read-only fields and button are available when viewing the totals for an ER
report:

Note: Negative values displayed in the Detail Total and Signature Total columns will appear in
parentheses and in bold red font.

"
Employment After Retirement Report.
Reéport Period Apail 2014 Repodt Status Completed
Date/Time Processed SE14 842 AN
Date Detal Recemed BI04 T 42 A
Dale Sagnaiune Redepsed ErAM4 T 42 AM
TEXHET Dapotit TEXMET Signature RE Ladger
Received Deposit Dwtail Total Total Balance
Total Gross Compensation $20.000,000.00 $20.000.000.00
Fension Surcharge S/28M4 742 AM $24 000,00 $24.000.00 $24.000.00 $1,000.00
Contribution
TRS-Cane Surchanpe S/28M4 T 42 AM S4 000, 0 54 000,00 4 000,00 $0.00
Mumber of Detad 120 MNumber of Warmings 2
Retords
Numiber of Error 0
Mumber of Signature 120
Retornds

Name Description
Report Period The month and year of the report.
Report Status The current status of the report: Completed, Deleted, Hold, Loaded,

Pending, or Rejected.

Date/Time Processed | The date and time the report was last validated.

Date Detail Received | The date and time a record detail was last added to the system for the
report.
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Name Description

Date Signature The date and time a signature was last submitted for the report.
Received

Total Gross The sum of total compensation for all employees in the report.

Compensation (Detail
Total)

Total Gross
Compensation
(Signature Total)

The amount entered for Total Gross Compensation on the report's
signature record.

Pension Surcharge
Contribution
(TEXNET Deposit
Received)

The most recent date that pension surcharge contributions were
deposited by the reporting entity.

Pension Surcharge
Contribution
(TEXNET Deposit)

The reporting entity's total deposit amount for pension surcharge
contributions.

Pension Surcharge
Contribution (Detail
Total)

The sum of pension surcharge contributions for all employees in the
report.

Pension Surcharge
Contribution
(Signature Total)

The amount of pension surcharge contributions entered on the report's
signature record.

Pension Surcharge
Contribution (RE
Ledger Balance)

The reporting entity's ledger balance for pension surcharge
contributions.

TRS-Care Surcharge

The most recent date that TRS-Care surcharge contributions were

Contribution deposited by the reporting entity.

(TEXNET Deposit

Received)

TRS-Care Surcharge | The reporting entity's total deposit amount for TRS-Care surcharge
Contribution contributions.

(TEXNET Deposit)

TRS-Care Surcharge
Contribution (Detail
Total)

The sum of TRS-Care surcharge contributions for all employees in the
report.

TRS-Care Surcharge
Contribution
(Signature Total)

The amount of TRS-Care surcharge contributions entered on the
report's signature record.

TRS-Care Surcharge
Contribution (RE
Ledger Balance)

The reporting entity's ledger balance for TRS-Care surcharge
contributions.

Number of Detail
Records

The total number of retiree records included in the report.
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Name

Description

Number of Signature

Records

The total number of retiree records in the report as entered on the
report's signature record.

Number of Warnings

The total number of warnings associated with the report.

Number of Errors

The total number of errors included in the report’s detail records.

Return

Click to return to the Report Summary screen.

6.2.2

View Report Details

The View Report Details screen lets you view the details of records included in a report and
download the report as a .CSV file.

The record details that display on this screen are different depending upon the type of report.
The buttons and links are the same regardless of the report type. Click a link below to jump
directly to the table that defines the fields displayed for a report type, or the table that defines
the buttons and links on the page:

e Buttons and links on this page

¢ Employee Demographic (ED) Report fields

e Regular Payroll (RP) Report fields

¢ Employment after Retirement (ER) Report fields

The following buttons and links are available on this screen:

Name

Description

Report Period

Displays the month and year of the report for which the record details are
displayed.

First

Click to navigate to the first page of records included in the report.

Previous

Click to navigate to the previous page of records included in the report.

Page Number

Click a page number to navigate directly to that page of records included in
the report.

Next Click to navigate to the next page of records included in the report.

Last Click to navigate to the last page of records included in the report.

Results per Select the number of records to display on each page: 10, 20, 30, 40, 50, or
page 100. By default, the screen displays 50 records.

Download as Click to download a copy of the report as a CSV file.

CSV file

Return Click to return to the Report Summary screen.
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The following read-only fields are available when viewing the details of an ED report:

View Report Detalls

Repon Penod May 2015
n e Resufts Per Page[30 v|
(Onginal)
Employee (Original)  (Original)  (Original)  (Original)  (Original)
Recorda  Type identification  Date of Gender Last First Middle (Original) Address Address A
Status Code Number Birth Code Name Name Name Generation  Line 1 Line 2 L
Posted ED20 = M DAVID M 1000
Red
River
Posted ED20 3 M -_— CARLOS G 1000
Red
River
Posted ED20 F BETTY A 1000
Red
River
< >
n Nex Listing 1 -3 01 3 items

n Y F

Name Description

Record Status |Displays the status of a record:

Suspended: One or more errors were discovered during the validation
process.

Valid: No errors were discovered with the record during the validation
process.

Posted: The record data was posted to the system during the posting
process.
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Name

Description

Record Type
Code

Displays the code for the record type:

ED20 - Used to report demographic information for a person not previously
reported in any ED report.

ED25 - Used to report adjustments to an employee's personal, address, or
contact information.

EDA40 - Used to report new employment and position records.
ED45 - Used to report adjustments to employment and position records.

ED90 - Used to report employment termination records.

(Original)
Employee
Identification
Number

For an ED20, ED40, EDA45, or ED90 record, the employee's Social Security
Number or TRS-assigned temporary ID number.

For an ED25 record, the employee's Social Security Number or TRS-
assigned temporary ID number as it was last reported.

(Original) Date
of Birth

For an ED20, ED40, ED45, or ED90 record, the employee's date of birth.

For an ED25 record, the employee's date of birth as it was last reported.

(Original)
Gender Code

For an ED20, ED40, ED45, or ED90 record, the employee's gender, either
Male or Female.

For an ED25 record, the employee's gender, either Male or Female, as it was
last reported.

(Original) Last
Name

For an ED20, ED40, ED45, or ED90 record, the employee's last name as it
appears on their Social Security Card.

For an ED25 record, the employee's last name as it was last reported.

(Original) First
Name

For an ED20, ED40, ED45, or ED90 record, the employee's first name as it
appears on their Social Security Card.

For an ED25 record, the employee's first name as it was last reported.

(Original) For an ED20, ED40, ED45, or ED90 record, the employee's middle name as
Middle Name it appears on their Social Security Card.

For an ED25 record, the employee's middle name as it was last reported.
(Original) For an ED20, ED40, ED45, or ED90 record, the employee's generational
Generation indicator as it appears on their Social Security Card, if any.

For an ED25 record, the employee's generational indicator as it was last
reported, if any.

Address Line 1

The first line of the employee's address, which typically includes the building
number and street name.
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Name

Description

Address Line 2

The second line of the employee's address, which typically includes the
apartment or suite information, if any.

Address Line 3

The third line of the employee's address. This may be used to provide
internal routing information.

City The city of the employee's address.

State The two-letter postal abbreviation for the state of the employee's address.

Zip5 The five-digit ZIP code for the employee's address.

Zip4 The +4 portion of the ZIP code for the employee's address.

Province The province of an employee's address.

Country The employee’s country of residence.

Postal Code The postal code for an employee's address.

Work Email The employee's work email address.

Address

Primary Phone | The employee's full, 10-digit primary phone number.

Number

(Original) TRS | For an ED40 record, indicates whether the employee is eligible for TRS

Membership membership, either Y (Yes) or N (No).

Eligibility Flag
For an ED45 record, indicates whether the employee was last reported as
being eligible for TRS membership, either Y (Yes) or N (No).

(Original) For an ED40 record, indicates whether the employee is entitled to group

Entitled to insurance coverage as a result of retirement from ERS (Employee

group benefit
coverage under

Retirement System), UT (University of Texas), or A&M, and is now in a TRS-
eligible position, either Y (Yes) or N (No).

ERS/UT/A&M
For an ED45 record, indicates whether the employee was last reported as
being entitled to group insurance coverage as a result of retirement from
ERS, UT, or A&M, and now in a TRS-eligible position, either Y (Yes) or N
(No).

(Original) For an ED40 record, the most recent date that employee began employment

Employment with their current employer.

Start Date
For an ED45 record, the date that was last reported as the date that the
employee began employment with their current employer.

(Original) For an ED40 record, the beginning date of the current school/fiscal year

Beginning Date
of
Contract/Work
Agreement

contract/work agreement.

For an ED45 record, the date that was last reported as the beginning date of
the current school/fiscal year contract/work agreement.
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Name Description

(Original) For an ED40 record, the ending date of the current school/fiscal year

Ending Date of |contract/work agreement.

Contract/Work

Agreement For an ED45 record, the date that was last reported as the ending date of the
current school/fiscal year contract/work agreement.

(Original) For an ED40 record, the code for the employee's primary position.

Position Code

For an ED45 record, the code last reported for the employee’s primary
position.

The codes are:

01 = Professional/Administrative
02 = Teacher or Full-time Librarian
03 = Support Staff

04 = Bus Driver

05 = Full-time Nurse/Counselor
06 = Peace Officer

07 = Food Service Worker

(Original) Full-
Time Equivalent
(FTE)

For an ED40 record, the number of hours per week that the employee must
work to be considered full-time in their primary position.

For an ED45 record, the last number reported as the number of hours per
week that an employee must work to be considered full-time in their primary
position.

148




Viewing Reports

Name

Description

(Original)
Employment
Type

For an ED40 record, the code for the type of the employee's employment

For an ED45 record, the code last reported for the type of the employee's
employment.

For ISD, Charter School, or Service Center employees, the codes are:

S = Substitute

P = Less than Half-Time
F = Half-Time or more
M = Temporary

For Higher Education employees, the codes are:

S = Substitute

P = Less than Half-Time
F = Half-Time or more

M = Temporary

D = Student Employment

For TRS employees, the codes are:
P = Less than Half-Time

F = Full-Time
M = Temporary

(Original)
Adjunct Faculty

For an ED40 record, indicates whether the employee is an adjunct faculty
member, either Y (Yes) or N (No).

For an ED45 record, indicates whether the employee was last reported an
adjunct faculty member, either Y (Yes) or N (No).

(Original) RE
Pays Social
Security

For an ED40 record, indicates whether social security is paid by the reporting
entity: Y (Yes), N (No), or M (Medicare only).

For an ED45 record, the last reported indication of whether social security is
paid by the reporting entity: Y (Yes), N (No), or M (Medicare Only).

Only applicable to ISD, Charter School, and Service Center employees.

(Original) Pay
Unit/Salary Flag

For an ED40 record, indicates whether the employee is hourly or salary,
either H (Hourly) or S (Salary).

For an ED45 record, the last reported indication of whether the employee is
hourly or salary, either H (Hourly) or S (Salary).

(Original)
Hourly Rate

For an ED40 record, an hourly employee's normal hourly rate of pay.

For an ED45 record, the last normal hourly rate of pay that was reported for
the employee.
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Name

Description

(Original) Non-

For an ED40 record, whether the employee works a non-standard work

Standard Work |week.
Week
For an ED45 record, whether the employee was last reported as working a
non-standard work week, either Y (Yes) or N (No).
An employee working a non-standard work week is regularly scheduled to
work fewer than 5 days per week.
ORP Eligible Whether the employee is working in an Optional Retirement Program-eligible
Position position, either Y (Yes) or N (No).
ORP Eligibility | The date the employee became eligible for the Optional Retirement Program.
Date
ORP Vested Whether the employee is vested in the Optional Retirement Program, either
Flag/Indicator |Y (Yes) or N (No).
ORP The date the employee was terminated from an Optional Retirement
Termination Program-eligible position.
Date
Termination The month, day, and calendar year for the employee's last date of
Date employment
Termination The reason the employee's employment was terminated, either D (Death) or
Reason Code |E (End of Employment).
Final Payroll The month and calendar year of the report containing the employee's final
Transaction transaction, whether positive or negative.
Report Period
Annualized The amount of eligible compensation that an employee would have earned in
Eligible the school year.

Compensation

New Employee

The employee's new Social Security Number or TRS-assigned temporary 1D

Identification number.

Number

New Date of The employee's new date of birth.

Birth

New Gender The employee's new gender, either Male or Female.
Code

New Last Name

The employee's new last name as it appears on their Social Security Card.

New First Name

The employee's new first name as it appears on their Social Security Card.

New Middle The employee's new middle name as it appears on their Social Security
Name Card.

New The employee's new generational indicator as it appears on their Social
Generation Security Card, if any.
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Name Description

New Address The first line of the employee's new address, which typically includes the

Line 1 building number and street name.

New Address The second line of the employee's new address, which typically includes the

Line 2 apartment or suite information, if any.

New Address | The third line of the employee's new address, typically used to accommodate

Line 3 addresses that require more than two address lines. For example, internal
routing information.

New City The city of the employee's new address.

New State The two-letter postal abbreviation for the state of the employee's new
address.

New Zip5 The five-digit ZIP code for the employee's new address.

New Zip4 The plus-4 portion of the ZIP code for the employee's new address.

New Province

The province of an employee's new address.

New Country

The employee’s new country of residence.

New Postal The postal code for an employee's new address.

Code

New Work The employee's new work email address.

Email Address

New Primary The employee’s new, full, 10-digit primary phone number.

Phone Number

New TRS Whether the employee is now eligible for TRS membership, either Y (Yes) or
Membership N (No).

Eligibility Flag

New Entitled to
group benefit
coverage under
ERS/UT/A&M

Whether the employee is now entitled to group insurance coverage as a
result of retirement from ERS, UT, or A&M, and is now in a TRS-eligible
position, either Y (Yes) or N (No).

New
Employment
Start Date

The new date that employee began employment with their current employer.

New Beginning
Date of
Contract/Work
Agreement

The new beginning date of the current school/fiscal year contract/work
agreement.

New Ending
Date of
Contract/Work
Agreement

The new ending date of the current school/fiscal year contract/work
agreement.
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Name

Description

New Position
Code

The new code for the employee's current primary position:

01 = Professional/Administrative
02 = Teacher or Full-time Librarian
03 = Support Staff

04 = Bus Driver

05 = Full-time Nurse/Counselor
06 = Peace Officer

07 = Food Service Worker

New Full-Time
Equivalent
(FTE)

The new number of hours per week that the employee must work to be
considered full-time in their primary position.

New
Employment
Type

The new code for the type of the employee's current employment.
For ISD, Charter School, or Service Center employees, the codes are:

S = Substitute

P = Less than Half-Time
F = Half-Time or more
M = Temporary

For Higher Education employees, the codes are:

S = Substitute

P = Less than Half-Time
F = Half-Time or more

M = Temporary

D = Student Employment

For TRS employees, the codes are:
P = Less than Half-Time

F = Full-Time
M = Temporary

New Adjunct
Faculty

The new indication of whether the employee is an adjunct faculty member,
either Y (Yes) or N (No).

New RE Pays
Social Security

The new indication of whether social security is currently paid by the
reporting entity: Y (Yes), N (No), or M (Medicare Only).

Only applicable to ISD, Charter School, and Service Center employees.

New Pay
Unit/Salary Flag

The new indication of whether the employee is currently hourly or salary,
either H (Hourly) or S (Salary).

New Hourly
Rate

The new normal hourly rate of pay for an hourly employee.
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Name Description
New Non- Select the new indication of whether the employee is currently working a non-
Standard Work |standard work week, either Y (Yes) or N (No).
Week
An employee working a non-standard work week is regularly scheduled to
work fewer than 5 days per week
New ORP Select the new indication of whether the employee is working in an ORP-

Eligible Position

eligible position, either Y (Yes) or N (No).

If an ORP Position Termination Date is reported for an employee, the New
ORRP Eligible Position must be N.

Only applicable to Higher Education.

ORP Position | Select the date the employee was terminated from an Optional Retirement
Termination Program-eligible position, in the MMDDYYYY format.
Date
If an ORP Position Termination Date is reported for an employee, the New
ORRP Eligible Position must be N.
Only applicable to Higher Education.
Adjustment Select the reason for the adjustment: E, N, or D. (Required)

Reason Code

E = Edit
N = End Contract/Position Record
D = Delete

The following read-only fields are available when viewing the details of an RP report:
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Aiew Darnsrd Natalle
View Report Details
Report Period May 2014
n . 50 * | results per page
|
Record Employee \
Record Type Identification  Date of Gender Last First Middle Position Employment |
Status  Code Number Birth Code Name Name Name Genenation Code Type |
Posted RP20 123456789 1/4/1560 M Smeh George A 01 F
Posted RP20 123456789 N23/197% M Johnson Frank | 01 F
Posted RP20 123456789 6/12/1965 F White Belty B 01 F
Posted RP20 123456789 1/4/1960 F Smith Jean S 01 F
Posted RP20 123456789 Q231976 M Johnson Sam w 01 F
Posted RP20 123456789 6I12/1965 M Black Adam A 01 F
Posted RP20 12345678 12/15/1973 © Brown Lon Vv 01 =
»
n 2 Ve of 27 er
Download as CSV file
Name Description

Record Status

Displays the status of a record:

Suspended: One or more errors were discovered during the validation
process.

Valid: No errors were discovered with the record during the validation
process.

Posted: The record data was posted to the system during the posting
process.

Record Type Code

Displays the code for the record type, either:

RP20 - Used to report an employee's compensation and contribution
information.

RP25 - Used to report adjustments to an employee's previously
reported compensation and contribution information.

Employee The employee's Social Security Number or TRS temporary ID number.
Identification

Number

Date of Birth The employee's date of birth.

Gender Code The employee's gender, either Male or Female.
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Name Description

Last Name The employee's last name as it appears on their Social Security Card.

First Name The employee's first name as it appears on their Social Security Card.

Middle Name The employee's middle name as it appears on their Social Security
Card.

Generation The employee's generational indicator as it appears on their Social
Security Card, if any.

Hours Worked For an RP20 record, the actual number of hours that the employee

worked in the reporting period month.

For an RP25 record, the net difference between the original amount
reported and the correct amount of hours worked in the reporting
period month.

Hours Scheduled

For an RP20 record, the number of hours that the employee is
scheduled per week.

For an RP25 record, the net difference between the original amount
reported and the correct amount of hours scheduled per week.

Days Worked

For an RP20 record, the actual number of days worked in reporting
period month.

For an RP25 record, the net difference between the number of days
originally reported and the correct number of days in reporting period
month.

Zero Days Reason
Code

The reason for reporting zero days worked for an employee: A, C, F, or
L.

The codes are:

A = Accrued Pay/Not Terminated

C = Employee on less than 12 month pay schedule/Not Terminated
F = Final Pay/Terminated

L = Leave Without Pay

Eligible TRS Gross
Compensation

For an RP20 record, the amount of regular TRS eligible compensation
reported for the employee in the current month.

For an RP25 record, the net difference between the original amount
reported and the correct amount of regular eligible compensation.

Performance Pay
Gross

For an RP20 record, the amount of performance pay reported for the
employee in the current month.

For an RP25 record, the net difference between the original amount
reported and the correct amount of performance pay.
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Name

Description

Total Gross
Compensation

For an RP20 record, the employee's total gross compensation amount
from Payroll Register for the employee.

For an RP25 record, the net difference between the original amount
reported and the correct amount of total gross compensation from
Payroll Register for the employee.

Member
Contribution

For an RP20 record, the amount of regular monthly member retirement
contribution reported for the employee in the current month.

For an RP25 record, the net difference between the original amount
reported and the correct amount of the regular monthly member
retirement contribution reported.

Member TRS-Care
Contribution

For an RP20 record, the employee's member contribution to TRS-Care
based on regular eligible compensation reported for current month.

For an RP25 record, the net difference between the original amount
reported and the correct amount of the member's contribution to TRS-
Care based on regular eligible compensation reported for the
adjustment month.

RE TRS-Care
Contribution

For an RP20 record, the reporting entity's contribution to TRS-Care
based on eligible compensation reported for the current month.

For an RP25 record, the net difference between the original amount
reported and the correct amount of the reporting entity's contribution to
TRS-Care based on eligible compensation reported for the adjustment
month.

Service Credit
Purchase Deduction

For an RP20 record, the monthly installment payment from a member
who is purchasing service credit.

For an RP25 record, the net difference between the original amount
reported and the correct amount of the monthly installment payment of
member's service credit purchase. Only report positive amounts.
Negative adjustments are not allowed for service credit purchases.

Service Credit Tax
Shelter Flag

Whether a payroll deduction is after-tax or before-tax, either A (After-
tax) or B (Before-tax).

Eligible
Compensation Paid
from Federal Funds/
Private Grants

For an RP20 record, the amount of eligible compensation paid from
federal funds or private grants for the reporting period, if any.

For an RP25 record, the net difference between the original amount
reported and the correct amount of eligible compensation paid from
federal funds or private grants for the adjustment month.
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Name

Description

Federal Funds/
Private Grant
Contribution

For an RP20 record, the state matching contribution amount based on
eligible compensation paid from federal funds or private grants.

For an RP25 record, the net difference between the original amount
reported and the correct amount of the state's matching contribution
based on eligible compensation paid from federal funds or private
grants for the adjustment month.

Federal TRS-Care
Contribution

For an RP20 record, the state TRS-Care matching contribution amount
based on eligible compensation paid from a federal fund or private
grant.

For an RP25 record, the net difference between the original amount
reported and the correct amount of the state TRS-Care matching
contribution based on eligible compensation paid from federal funds or
private grants for the adjustment month.

RE Payment for a
New Member
Contribution

For an RP20 record, the state matching contribution on eligible
compensation paid to a new TRS member during the report periods
that include the employee’s first 90 days of employment.

For an RP25 record, the net difference between the original amount
reported and the correct amount of the state's matching contribution on
eligible compensation paid to a new TRS member during the report
periods that include the employee’s first 90 days of employment.

RE Payment for
Non-OASDI
Member
Contribution

For an RP20 record, the reporting entity's contribution amount for TRS-
eligible compensation paid to employees for whom the RE does not
pay Social Security.

For an RP25 record, the net difference between the original amount
reported and the correct amount of the reporting entity's contribution
amount for TRS-eligible compensation paid to employees for whom the
RE does not pay Social Security for the adjustment month.

Adjusted state
Minimum
Compensation

For an RP20 record, the amount of current adjusted state minimum
compensation.

For an RP25 record, the net difference between the original amount
reported and the correct amount of the adjusted state minimum
compensation for the adjustment month.

Statutory Minimum
Contribution

For an RP20 record, the state's matching contribution on amount of
eligible compensation paid above the adjusted state minimum
compensation.

For an RP25 record, the net difference between the original amount
reported and the correct amount of the state's matching contribution for
eligible compensation paid above the adjusted state minimum during
adjustment month.
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Name

Description

Eligible
Compensation Paid
from
Education/General

For an RP20 record, the amount of eligible compensation paid from
Educational/General Local Funds for the reporting period, if any.

For an RP25 record, the net difference between the original amount

Local Funds reported and the correct amount of eligible compensation for the
reporting period, if any, paid from Educational/General Local funds.
Education/General |For an RP20 record, the state's matching contribution amount based
Local Funds on eligible compensation paid from Educational/General Local funds.
Contribution
For an RP25 record, the net difference between the original amount
reported and the correct amount of the state's matching contribution
amount based on eligible compensation paid from Educational/General
Local funds
Eligible For an RP20 record, the amount of eligible compensation paid from

Compensation Paid
From Non-
Educational/General
Funds

Non-Educational/General Funds for the reporting period, if any.

For an RP25 record, the net difference between the original amount
reported and the correct amount of eligible compensation for the
reporting period, if any, paid from Non-Educational/General funds.

Non-
Educational/General
Funds Contributions

For an RP20 record, the state's matching contribution amount based
on eligible compensation paid from Non-Educational/General funds.

For an RP25 record, the net difference between the original amount
reported and the correct amount of the state's matching contribution
amount based on eligible compensation paid from Non-
Educational/General funds.

Community/Junior
College Contribution

For an RP20 record, the state's matching contribution on 50% of
salaries paid to members in instructional or administrative positions
and 100% of salaries paid to all other members.

For an RP25 record, the net difference between the original amount
reported and the correct amount of the state's matching contribution on
50% of salaries paid to members in instructional or administrative
positions and 100% of salaries paid to all other members.

Adjusted Report
Period

The month and year of the report adjusted by an RP25 record.

The following read-only fields are available when viewing the details of an ER report:
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View Report Details

Dovnioad as CSY Flle

Repont Period June 2015
n Results Per Page 30 v
(Original)
Record Employee (Onginal)  (Original)  (Original)  (Original)  (Original)
Record Type Identification  Date of Gender Last First Middie {Onginal) Address Address A
Status  Code Number Birth Code Name Name Name Generation Line1 Line 2 u
Vaii ER20 F BETTY A

>

Listing 1 - 1 0f 1 items

Name

Description

Record Status

Displays the status of a record:

Suspended: One or more errors were discovered during the validation
process.

Valid: No errors were discovered with the record during the validation
process.

Posted: The record data was posted to the system during the posting
process.

Record Type
Code

Displays the code for the record type:
ER20 - Used to report employment information for a retiree.

ER25 - Used to report an adjustment that adds a record to an employment
after retirement report.

ER27 - Used to report adjustments that edit or delete a record on an
employment after retirement report.

Employee The retiree's Social Security Number or Individual Taxpayer Identification
Identification Number (ITIN).

Number

Date of Birth The retiree's date of birth.

Gender Code | The retiree's gender, either Male or Female.

Last Name The retiree's last name as it appears on their Social Security Card.

First Name The retiree's first name as it appears on their Social Security Card.
Middle Name The retiree's middle name as it appears on their Social Security Card.
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Name

Description

Generation

The retiree's generational indicator as it appears on their Social Security
Card, if any.

Position Code

For an ER20 or ER25 record, the code for the retiree's primary position.

For an ER27 record, the code for the retiree's primary position as originally
reported.

The codes are:

01 = Professional/Administrative
02 = Teacher or Full-time Librarian
03 = Support Staff

04 = Bus Driver

05 = Full-time Nurse/Counselor
06 = Peace Officer

07 = Food Service Worker

Employment For an ER20 or ER25 record, the retiree's type of employment: S, H, C, or F.
Type
For an ER27 record, the retiree's type of employment: S, H, C or F, as
originally reported.
The codes are:
S = Substitute
H = Half-time or less
C = Combination of Substitute and Half-time or less
F = Full-time
Hours Worked |For an ER20 or ER25 record, the actual number of hours that the retiree
worked in the reporting period month.
For an ER27 record, the net difference between the amount originally
reported and the correct amount of actual number of hours that the retiree
worked in the reporting period month.
Days Worked |For an ER20 or ER25 record, the actual number of days that the retiree

worked in the reporting period month.

For an ER27 record, the net difference between the amount originally
reported and the correct amount of days that the retiree worked in the
reporting period month.
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Name

Description

Zero Days
Reason Code

The reason for reporting zero days worked for an employee: A, C, F, or L.
The codes are:

A = Accrued Pay/Not Terminated

C = Employee on less than 12 month pay schedule/Not Terminated
F = Final Pay/Terminated

L = Leave Without Pay

Total Gross
Compensation

For an ER20 or ER25 record, the retiree’s total gross compensation amount
from Payroll Register.

For an ER27 record, the net difference between the amount originally
reported and the correct total gross compensation amount from Payroll
Register for the retiree.

Pension For an ER20 or ER25 record, the amount of pension surcharge due based on

Surcharge retiree's employment.

Contribution
For an ER27 record, the net difference between the amount originally
reported and the correct amount of pension surcharge due, if any, based on
retiree's employment

TRS-Care For an ER20 or ER25 record, the amount of TRS-Care surcharge due based

Surcharge on retiree's employment.

Contribution

For an ER27 record, the net difference between the amount originally
reported and the correct amount of TRS-Care surcharge due, if any, based
on retiree's employment

Beginning Date
of Employment

For an ER20 or ER25 record, the start date of the retiree's employment type
for the current school year.

For an ER27 record, the last reported start date of the retiree's employment
type for the current school year.

Ending Date of
Employment

For an ER20 or ER25 record, the ending date of the retiree's employment
type for the current school year.

For an ER27 record, the last reported ending date of the retiree's
employment type for the current school year.

Paid through
3rd Party Entity

For an ER20 or ER25 record, indicates whether the retiree works for a 3rd
party entity and not the reporting entity, either Y (Yes) or N (No).

For an ER27 record, the last reported indication of whether the retiree works
for a 3rd party entity and not the reporting entity, either Y (Yes) or N (No).
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Name

Description

New Position
Code

The code for the retiree's new primary position:

01 = Professional/Administrative
02 = Teacher or Full-time Librarian
03 = Support Staff

04 = Bus Driver

05 = Full-time Nurse/Counselor
06 = Peace Officer

07 = Food Service Worker

New
Employment
Type

The retiree's new type of employment: S, H, C, or F:

S = Substitute

H = Half-time or less

C = Combination of Substitute and half-time or less
F = Full-time

New Beginning
Date of

The new start date of the retiree's employment type for the current school
year.

Employment

New Ending The new ending date of the retiree's employment type for the current school
Date of year.

Employment

New Paid The new indication of whether the retiree works for a 3rd party entity and not
through 3rd the reporting entity, either Y (Yes) or N (No).

Party Entity

Adjusted Report
Period

The month and year of the report adjusted by an ER27 record.

Adjustment
Reason Code

For an ER27 record, the reason for the adjustment, either E or D.

E = Edit a previously reported ER20 or ER25 record.
D = Delete a previously reported ER20 or ER25 record.

6.2.3

Report History

The Report History screen displays the changes that have been made to a report's status, as
well as the date and time of those changes.

When you arrive at this screen, the changes made to a report's status are displayed in reverse
chronological order.

If a submitted report is overdue, an informational message appears at the top of the screen
that displays the report's due date.
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Report History

Report Period May 2015

Report Type ED - Employee Demographic

Report Status Date/Time Processed

Compieted 06/17/2015 09:47:39

Rejecied 06/12/2015 16:28.59

Loaded 06/11/2015 08:42.50
| Rotum_ |

The following read-only fields and button are available on this screen:

Name Description

Report Period The month and year of the report for which the status history is displayed.

Report Type The type of report for which the status history is displayed.

Report Status The status assigned to the report at the date and time on the
corresponding row.

Date/Time The date and time the report was assigned the status on the
Processed corresponding row.
Return Click to return to the Report Summary screen.

6.24 Signature Report Totals

The Signature Report Totals screen displays information about the report totals on the report's
signature record.

The fields that display on this screen are different depending upon the type of report. Click a
link below to jump directly to the table that defines the fields displayed for a report type:

e Regular Payroll Report (RP)

¢ Employment after Retirement Report (ER)

The following read-only fields and buttons are available when viewing the totals for an RP
report:

Note: Negative values displayed in the Detail Total and Signature Total columns will appear in
parentheses and in bold red font.
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f Signature Report Totals

Report Type Reguiar Payrod

Report Period May 2014

Report Status Pending

Current Month Prior Month Adjustments

—7-:7':'\1"’:!:—.:‘ of f—"__'v'o—v’-fv-\‘, gs Submitted _."_'A 2

Total Eigibie Compensation Submitted $1.181.042.26 000

Total Gross Compensation $1.181 04226 <0 00

Total Member Coninbutions Submitted $75644 30 $0.00

Total Member Insurance Contributions Submitted $62 0 $0 00

Tolal RE TRS-Care Contnbutions $34.060 00 $0.00

Total Service Credit Purchase Deductions $29 X $0.00

Total Elgible Compensation Paid from Feceral Funds/Private Grants $0.00 $0.00

Total Federal Grant/Private Grants Contribution $0.00 $0.00

Total Federal TRS-Care Contributon $0.00 $0.00

Total RE Payment for New Member Contnbution SO0 S0 O

Total RE Payment for Non-OASDI Member Contribution $0.0 $0.00

Total Agjusted State Mnimum Compensation S0 00 S0.00

Total Statutory Minimum Contridution S0 00 $0.00

Note: This example shows the screen as it appears for an independent school district or
charter school. Other reporting entity types will see different fields, as noted in the field
definitions below.

Name

Description

Report Type

The type of report for which the signature amounts are displayed.

Report Period

The month and year of the report.

Report Status

The current status of the report: Completed, Deleted, Hold, Loaded,
Pending, or Rejected.

Total Number of
Detail Records

The total number of detail records for a report on the report's signature
record.

Submitted

Total Eligible The amount displayed for Total Eligible Compensation on the report's
Compensation signature record.

Total Gross The amount displayed for Total Gross Compensation on the report's
Compensation signature record.

Total Member The amount of member retirement contributions displayed on the report's
Contributions signature record.

Submitted
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Name

Description

Total Member

The amount of member insurance contributions displayed on the report's

Insurance signature record.

Contributions

Submitted Does not display for higher education reporting entities or state agencies.
Total RE TRS-Care |The amount of RE TRS-Care contributions displayed on the report's
Contributions signature record.

Does not display for higher education reporting entities or state agencies.

Total Service Credit

The amount of service credit purchase deductions displayed on the

Purchase report's signature record.
Deductions
Total Eligible The amount of eligible compensation paid from Federal Funds displayed

Compensation Paid
from Federal
Funds/Private
Grants

on the report's signature record.

Total Federal Fund/
Private Grant
Contribution

The amount of Federal Grant contributions displayed on the report's
signature record.

Total Federal TRS-
Care Contribution

The amount of Federal TRS-Care contributions displayed on the report's
signature record.

Does not display for higher education reporting entities or state agencies.

Total RE Payment
for New Member
Contribution

The amount of new member contributions displayed on the report's
signature record.

Total RE Payment
for Non-OASDI
Member
Contribution

The amount of RE payment for non-OASDI member contributions
displayed on the report's signature record.

Does not display for higher education reporting entities or state agencies.

Total Adjusted State
Minimum
Compensation
(Signature Total)

The amount of adjusted state minimum compensation displayed on the
report's signature record.

Does not display for higher education reporting entities or state agencies.

Total Statutory

The amount of statutory minimum contributions displayed on the report's

Minimum signature record.
Contribution

Does not display for higher education reporting entities or state agencies.
Total Eligible The amount of Eligible Compensation Paid from Education/General

Compensation Paid
from
Education/General
Local Funds

Local Funds displayed on the report's signature record.

Only displays for higher education reporting entities.
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Name Description

Total The amount of Education/General Local Funds Contributions displayed
Education/General |on the report's signature record.

Local Funds

Contribution Only displays for higher education reporting entities.

Total Eligible The amount of Eligible Compensation Paid From Non-

Compensation Paid
From Non-
Educational/General
Funds

Educational/General Funds displayed on the report's signature record.

Only displays for higher education reporting entities.

Total Non-
Educational/General
Funds Contributions

The amount of Non-Educational/General Funds Contributions displayed
on the report's signature record.

Only displays for higher education reporting entities.

Total
Community/Junior
College Contribution

The amount of Community/Junior College Contributions displayed on the
report's signature record.

Only displays for higher education reporting entities.

Return

Click to return to the Report Summary screen.

The following read-only fields and buttons are available when viewing the totals for an ER

report:

Note: Negative values displayed in the Detail Total and Signature Total columns will appear in
parentheses and in bold red font.

signature Report lotals

Report Type
Report Period

Report Status

Total Pension Surcharge Contribution Submiti

Total TRS-Care

Employment Afler Retrgment ]

May 2014

Penading

Curment Manth Priar Month Adjustments

$20,628.90

$0.00

Surcharge Contribation Suba

Name

Description

Report Type

The type of report for which the signature amounts are displayed.

Report Period

The month and year of the report.
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Name

Description

Report Status

The current status of the report: Completed, Deleted, Hold, Loaded,
Pending, or Rejected.

Total Number of
Detail Records
Submitted

The total number of details records for a report on the report's signature
record.

Total
Gross Compensation

The amount displayed for Total Gross Compensation on the report's
signature record.

Number of Retirees
Paid Through Third-

The number displayed on the report's signature record for the number of
retirees paid through third-party entities.

Party Entity

Total Pension The amount of pension surcharge contributions displayed on the report's
Surcharge signature record.

Contribution

Submitted

Total TRS-Care The amount of TRS-Care surcharge contributions displayed on the
Surcharge report's signature record.

Contribution

Return Click to return to the Report Summary screen.
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7 Submitting a Signature

71 Activities

711 Submit Signature

The Reporting Entity Portal allows reporting entities to submit five different types of reports to
TRS:

e Employee Demographic (ED): Used to report employee demographic information,
new and adjusted employment and position information, and employee termination
information

¢ Regular Payroll (RP): Used to report employee compensation and contribution
details, as well as adjustments to compensation and contribution details from previous
months

¢ Regular Payroll - Adjustment (RP - Adjustment): Used to report adjustments to
employee compensation and contribution details from previous months

o Employment after Retirement (ER) report: Used to report employment information,
compensation, and surcharges for retirees, as well as adjustments to previously
reported retiree employment information, compensation, and surcharges

¢ Employment after Retirement - Adjustment (ER - Adjustment) report: Used to
report adjustments to previously reported retiree employment information,
compensation, and surcharges

When a submitted report meets TRS requirements and there is no more work to perform for it,
the report is assigned the Completed status. Getting a report to the Completed status is a
multi-step process that requires you to understand the following concepts:

Report Status: The status assigned to the report as a whole.

Detail records: Reports submitted to TRS contain one or more detail records for each
included employee or retiree. The types of detail records vary from report to report, as does
the information included or required for each one.

Record Status: Each detail record in the report is assigned a status as it is added to a report,
validated by the system, or edited to correct errors. In order for a report to be assigned the
Completed status, each of the detail records must have the Valid status.

Signature: When an RP, RP - Adjustment, ER, or ER Adjustment report reaches the point
where each included detail record has a record status of Valid, that report is assigned the
Pending status. When one of these reports has a Pending status, the system allows Reporting
Entity Portal users with the Signature authority level to review the sum total of the contribution
type amounts for all included employees or retirees, and to "sign" the report by accepting
those totals as complete and accurate. If the totals are incorrect, the user has the option to
reject them as not incomplete or inaccurate. An RP, RP - Adjustment, ER, or ER - Adjustment
report is not assigned Completed status until the signature is accepted.
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With these concepts in mind, the following chart outlines the basic steps for getting a report to
Completed status:

Get a report to Completed status using the Reporting Entity Portal
- No
3
- =
s
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This help topic only addresses the steps inside the blue box, which can be accomplished
using the Submit Signature activity. For information about creating and maintaining reports,
see the Create and Maintain Reports activity help topic.

Once an RP, RP - Adjustment, ER, or ER - Adjustment report has been created in the
Reporting Entity Portal and all of the included detail records have been assigned the Valid
status, the report as a whole is assigned the Pending status. When a report is assigned the
Pending status, the system automatically sends an email to users with the Signature authority
that a report is ready to be reviewed and "signed." Submitting a signature is required before a
report of these types is assigned a status of Completed.

Reporting Entity Portal users with the Administration or Signature authority levels can use this
activity to perform the following tasks related to submitting a signature for a Regular Payroll,
Regular Payroll Adjustment, Employment after Retirement, or Employment after Retirement
Adjustment report:

e Submit the signature for an RP, RP - Adjustment, or ER - Adjustment report, or for an
ER report that contains at least one retiree record

e Create and sign an ER report when there are no retirees

This activity begins on the Reports Ready for Signature screen. To start the activity and reach
that screen:

In the Wage & Contribution Reporting menu, select Submit Signature.
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Create and Maintain Reports

v ViewRE Reports

' View Year-to-Date Wage and Contribution Summary

Submit Signature

Note: The Submit Signature activity is available only to Reporting Entity Portal users with
the Signature authority level.

The Reports Ready for Signature screen appears.

Report=s Ready for, Signature

RP—Regular Paviol May 2015 05 2015 083345

BP—Adjustment Aprii 2015 04 2015 1002555
U

ER—Mo refiress May 2015 Subrme FR-No Reteres Frpioyed

From the Reports Ready for Signature screen:

To submit the signature for an RP, RP - Adjustment, or ER - Adjustment report, or for an
ER report that contains at least one retiree record:

1. Click Report on the row of the report for which you want to submit a signature.

Note: A link only appears for a report if it the detail records have been submitted for
validation, the report is in Pending status, all detail records contained in the report are in
Valid status, and no Accepted signature record exists for that report.

The Report Signature screen appears.
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Repont Type RP—Ragutar Payrol

Report Period May 2014

Repon Status Pending

Current Month Priot Month Adjustments

Total Number of Detall Records 1.250 0
Total Gross Compensation $65,000,000.00 $0.00 |
Total Egtie Compensation $65,000.000 00 $000 '
Total Performance Pay Compensation $0.00 $000
Total Member Contridution $4,500 000.00 $0.00
Total Member TRS-Care Contridbution $0.00 $0.00
Total RE Exgibie Compensabtion Paid From Federal Funds/Private Grants $000 $000
Total RE Federal FunaPrivate Grant Contribution $0.00 $000
Total Adjusted State Minimum Compensation $0 00 $000
Total RE Statutory 1tnemum Contribution $0 00 $0 00
Total Exgie Compensation Pald from Non-Educational'General Funds $0.00 $0.00
Total RE Non-EducationalGeneral Funds Contribution $0.00 $000
Total RE Federal FundPrivate Grant TRS-Care Contributon $0.00 $0.00
Total Exgdie Compensation Paid from Educational'General Funds $0.00 $000
Total RE EducationatGeneral Funds Contribution $0.00 $0.00
Total Member Service Crear Purchase Payroll Deduction $0.00 $0.00
Total RE TRS-Care Contribution $0 00 $0.00
Total RE New Memders Contribution $0.00 $0.00
Total RE Comumuntly/Junior College Contrdution $0.00 $0.00
Total RE Non-OASDI Member Contribution $0.00 $0.00

Note: The fields that appear on the Report Signature screen depend on the report type
and, for Regular Payroll reports, the type of reporting entity. See the Report Signature

screen help for field definitions, including an explanation of the conditions under which
each one appears.

2. Review the information on the Report Signature screen and do one of the following:
e Click Accept. A confirmation prompt appears.

i) Click OK to update the Signature Status to Accepted, display the Reports Ready for
Signature screen, and add an Accepted link to the row for that report on the Report
Summary screen. Employee or retiree records cannot be added to or deleted from a
report once the Signature Status is Accepted. Once a signature is accepted, the
report is sent through validation again:

(1) If the absolute value of negative adjustment amounts to a contribution type
reported for periods prior to implementation of the new Reporting Entity Portal is
greater than the current month's positive amount for that contribution type, the
report is assigned the Hold status. If a report is assigned the Hold status, contact
TRS. A TRS representative must remove the hold from the report.
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(2) If the report is not assigned the Hold status, it is assigned the Completed status
and work on that report is complete. Even though the work for the report is
complete, the information from the report is not applied to your reporting entity's
record, or the record of any included employee or retiree, until the nightly posting
job is run for that report.

Note: Click Cancel to return to the Report Signature screen without submitting the
signature.

OR

o Click Reject. A confirmation prompt appears.

i) Click OK to update the Signature Status to Rejected, display the Reports Ready for
Signature screen, and add a Rejected link to the row for that report on the Report
Summary screen. If a signature is rejected, the report status remains Pending, and a
Reporting Entity Portal user with the Submit authority level can correct any problems
by adding, editing, or deleting detail records using the instructions found in the
Create and Maintain Reports activity help topic. Click Cancel to return to the Report
Signature screen without rejecting the signature.

Note: If a signature is rejected in error, resubmit the report for validation using the
instructions found in the Create and Maintain Reports activity help topic. Once the
validation is complete, the report will appear on the Reports Ready for Signature screen.

To create and sign an ER report when there are no retirees:

1. Click Submit ER No Retirees Employed.

Reports Ready for Signature.

Report Period Date/Time
RP—Reguiat Payrod May 2015 05 2015 09,33 42
82—Adusimen April 2045 04 2015 102555
ER-=NO retyees May 2015 Suderet ERNo Retweos Errployed

emplioyed

A confirmation prompt appears.

Message from webpage @

:I Do you want to Accept this Signature?

(0] 4 l ’ Cancel
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2. Click OK to create an Employment after Retirement report for the month and year
displayed to the left of the button and submit the report signature. The report created using
this button does not contain any detail records. Click this button only if your reporting entity
has no retiree information to report for the month and year displayed.

OR

Click Cancel to return to the Reports Ready for Signature screen without creating the
report or submitting the signature.

7.2 Screens

7.21 Reports Ready for Signature

The Reports Ready for Signature screen displays a list of the Regular Payroll, Regular Payroll
Adjustment, Employment after Retirement, and Employment after Retirement Adjustment

reports in Pending status, for which all detail reports are in the Valid status, and for which no

signature has been accepted. Clicking any of these links displays the Report Signature screen

for that report.

In addition to these links, this screen displays the Submit ER No Retirees Employed button.
This button is used to create, submit, and sign an Employment after Retirement report when

your reporting entity did not employ any retirees in the month and year displayed to the left of
the button.

Period Date! Time

ER—Mao reliress
employed

May 2015 05 20105 0933045

Aprii 2015 04 2015 10:25:55

May 2015 Subrme ER-No Refirees Employed

H

The following fields and button are available on this screen:

Field

Description

Report

The type of report that is in Pending status for the Period on the
corresponding row, for which all included details records are in Valid status,
and for which an Accepted signature does not exist for that report and
period: Regular Payroll, Regular Payroll Adjustment, Employment After
Retirement, or ER Adjustment.

Click a Report link to display the Ready Signature screen populated with the
signature details for the report on the corresponding row.

Period

The month and year of a report that is in Pending Status, for which all
included details records are in Valid status, and for which an Accepted
signature does not exist for that report and period. (Required)
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Field Description

Date/Time The date and time that the report on the corresponding row was validated
and assigned Pending status. (Required)

ER - No The month and year of the next Employment after Retirement report that is

Retirees to due to be submitted for your reporting entity.

Report

Submit ER Click to create and sign an Employment after Retirement report for the

No Retirees |month and year displayed to the left of the button. The report created using
Employed this button does not contain any detail records. Click this button only if your
reporting entity has no retiree information to report for the month and year
displayed.

The “ER-No Retirees Employed” panel will not display if the current calendar
month EAR report is Completed..

7.2.2 Report Signature
The Signature Report Totals screen allows the user a final overview of reports prior to
accepting or rejecting the report.

Current Month totals and Prior Month Adjustment are listed for each line on the RP-Regular
Payroll and ER-Employment after Retirement reports.

Current Month Adjustments and Prior Month Adjustments are listed for each line on the RP-
Adjustment and ER-Adjustment reports.

Buttons at the bottom of the screen let you either accept the displayed information as accurate
and complete, or reject it as inaccurate or incomplete.

The fields that display on this screen depend on the report type. Click any of the following links
to view the fields that appear for a particular report type:

¢ Common fields

e Regular Payroll and Regular Payroll Adjustment reports

¢ Employment After Retirement and Employment After Retirement Adjustment reports

e Buttons

The following read-only fields are available on this screen regardless of the report type:

Report Tw.\, P ER—Adjusiment
Report Period May 2014
Report Status Pending
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Field Description

Report Type |Displays the type of report for which you are creating a digital signature.
(Read-only)

Report Period | Displays the month and year of the report for which you are creating a
digital signature. (Read-only)

Report Status |Displays the current status of report for which you are creating a digital
signature. (Read-only)

The following additional fields are available on this screen when submitting the signature for a
Regular Payroll or Regular Payroll Adjustment report.

Use these fields to verify the required signature information for the current month's report,
adjustments to the prior month's report, and certify that the information in the report is accurate
and complete.

Adjustments to a prior month's report are reported as the net difference between the amount
originally reported and the correct amount. Negative adjustments are preceded by a minus
sign and shown in bold red font.
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Reports Ready for Signature
Report Type RP—Reqular Payroll
Repart Period May 2014
Report Status Pending
Current Month Prior Month Adjustments
Tolal Number of Delall Reconds 1.250 o
Todal Gross Compensation $65,000,000.00 50,00
Tolal Ekgible Compensation $65,000,000.00 $0.00
Tolal Perfermance Pay Compensation S0.00 S0.00
Tolal Member Contribution 54,500.000.00 50,00
Total Member TRS-Care Contribution $0.00 $0.00
Tolal RE Elgibée Compensaltion Paid From Federal Funds/Private Granis 50,00 50,00
Total RE Federal FundPrivate Grant Contribution §0.00 50,00
Tolal Adjusted Slate Minimum Compensation 50.00 50,00
Tolal RE Statutory Minamum Contribution 50.00 50,00
Telal Engible Compensation Paid from Mon-EducationalGeneral Funds 50.00 50,00
Total RE Mon-EducationaliGeneral Funds Contribution £0.00 £0.00
Tolal RE Federal FundPrivate Grant TRS-Care Condribution 50.00 50.00
Total ERgitde Compensation Paid from EducationalGeneral Funds 50.00 50.00
Tolal RE EducationaliGeneral Funds Contribution $0.00 50,00
Tolal Member Service Credit Purchase Payroll Dedudbien £0.00 £0.00
Tolal RE TRS-Care Contribution S0.00 s0.00
Total RE New Members Contribution $0.00 50,00
Tolal RE Community/Junior College Contribution 50,00 50,00
Tolal RE Non-0ASDI Member Contribution $0.00 $0.00
Reject

Field Description

Total Number of Current Month: The number of detail records included in the current

Detail Records month's report.

Prior Month Adjustments: The number of records submitted as
adjustments to prior month reports.

Total Gross Current Month: The sum total of gross compensation for all
Compensation employees included in the current month's report.

Prior Month Adjustments: The net adjustment to the gross
compensation reported for prior months.
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Field

Description

Total Eligible
Compensation

Current Month: The sum of the eligible compensation for all reported
members included in the current month's report.

Prior Month Adjustments: The net adjustment to the total eligible
compensation reported for prior months.

Total Performance
Pay Compensation

Current Month: The sum total of performance pay for all employees
included in the current month's report.

Prior Month Adjustments: The net adjustment to the total
performance pay compensation reported for prior months.

Total Performance Pay Compensation appears only if the reporting
entity type is Public School or Charter School.

Total Member
Contribution

Current Month: The sum total of retirement contributions for all
members included in the current month's report.

Prior Month Adjustments: The net adjustment to the total member
contribution reported for prior months.

Total Member TRS-
Care Contribution

Current Month: The sum total of member TRS-Care contribution for all
members included in the current month's report.

Prior Month Adjustments: The net adjustment to the member TRS-
Care contributions reported for prior months.

Total Member TRS-Care Contribution appears only if the reporting
entity type is Public School, Charter School, Educational Service
Center, or Other.

Total RE Eligible
Compensation Paid
from Federal
Funds/Private Grants

Current Month: The sum total of eligible compensation paid from
federal funds or private grants for all members included in the current
month's report.

Prior Month Adjustments: The net adjustment to the eligible
compensation paid from federal funds or private grants reported for
prior months.

Total RE Federal
Fund/Private Grant
Contribution

Current Month: The sum total of contributions from federal funds or
private grants for all members included in the current month's report.

Prior Month Adjustments: The net adjustment to the contributions
from federal funds or private grants reported for prior months.
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Field

Description

Total Adjusted State
Minimum
Compensation

Current Month: The sum total of eligible compensation above the
adjusted state minimum for all members included in the current month's
report.

Prior Month Adjustments: The net adjustment to the adjusted state
minimum reported for prior months.

Total Adjusted State Minimum Compensation appears only if the
reporting entity type is Public School.

Total RE Statutory

Minimum Contribution

Current Month: The sum total of RE statutory minimum contributions
for all members included in the current month's report.

Prior Month Adjustments: The net adjustment to the RE statutory
minimum contributions reported for prior months.

Total RE Statutory Minimum Contribution appears only if the reporting
entity type is Public School.

Total Eligible
Compensation Paid
from Non-

Current Month: The sum total of non-educational or general funds
paid to all members included in the current month's report.

Educational/General |Prior Month Adjustments: The net adjustment to the non-educational

Funds or general funds reported for prior months.
Total Eligible Compensation Paid From Non-Educational/General
Funds appears only if the reporting entity type is Senior College or
Medical/Dental School.

Total RE Non- Current Month: The sum total of non-educational or general fund

Educational/General
Funds Contributions

contributions for all members included in the current month's report.

Prior Month Adjustments: The net adjustment to the non-educational
or general fund contributions reported for prior months.

Total RE Non-Educational/General Funds Contributions appears only if
the reporting entity type is Senior College or Medical/Dental School.

Total RE Federal
Fund/Private Grant
TRS-Care
Contribution

Current Month: The sum total of Federal Fund/Private Grant TRS-
Care contributions for all members included in the current month's
report.

Prior Month Adjustments: The net adjustment to the Federal
Fund/Private Grant TRS-Care contributions reported for prior months.

Total RE Federal Fund/Private Grant TRS-Care Contribution appears
only if the reporting entity type is Public School, Charter School,
Educational Service Center, or Other.
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Field

Description

Total Eligible
Compensation Paid
from
Educational/General
Funds

Current Month: The sum total of eligible compensation paid from
Educational/General funds for all members included in the current
month's report.

Prior Month Adjustments: The net adjustment to the eligible
compensation paid from Educational/General funds reported for prior
months.

Total Eligible Compensation Paid from Educational/General Funds
appears only if the reporting entity type is Senior College, Junior
College, or Medical/Dental School.

Total RE
Educational/General
Funds Contribution

Current Month: The sum total of Educational/General Local fund
contributions for all members included in the current month's report.

Prior Month Adjustments: The net adjustment to the
Educational/General Local fund contributions reported for prior months.

Total RE Educational/General Funds Contribution appears only if the
reporting entity type is Senior College, Junior College, or
Medical/Dental School.

Total Member
Service Credit
Purchase Payroll
Deduction

Current Month: The sum total of service credit purchase payroll
deductions for all members included in the current month's report.

Prior Month Adjustments: The net adjustment to the service credit
purchase payroll deductions reported for prior months.

Total RE TRS-Care

Current Month: The sum total of RE TRS-Care contributions for all

Contribution members included in the current month's report.
Prior Month Adjustments: The net adjustment to RE TRS-Care
contributions reported for prior months.
Total RE TRS-Care Contribution appears only if the reporting entity
type is Public School, Charter School, Educational Service Center, or
Other.
Total RE New Current Month: The sum total of the reporting entity's new member
Members contributions for all members included in the current month's report.
Contribution

Prior Month Adjustments: The net adjustment to the reporting
entity's new member contributions reported for prior months.
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Field

Description

Total RE
Community/Junior
College Contribution

Current Month: The sum total of community or junior college
contributions for all members included in the current month's report.

Prior Month Adjustments: The net adjustment to community or junior
college contributions reported for prior months.

Total RE Community/Junior College Contribution appears only if the
reporting entity type is Junior College.

Total RE Non-OASDI
Member Contribution

Current Month: The sum total of non-OASDI contributions for all
members included in the current month's report.

Prior Month Adjustments: The net adjustment to non-OASDI
contributions reported for prior months.

Total RE Non-OASDI Member Contribution appears only if the
reporting entity type is Public School, Charter School, Educational
Service Center, or Other.

The following additional fields are available on this screen when submitting the signature for
an Employment after Retirement or Employment after Retirement Adjustment report.

Use these fields to verify the required signature information for the current month's report,
adjustments to the prior month's report, and certify that the information in the report is accurate

and complete.

Adjustments to a prior month's report are reported as the net difference between the amount
originally reported and the correct amount. Negative adjustments are preceded by a minus
sign and shown in bold red font.

Report Signature.

Report T\_\.'pe ER=—Adjusiment
Report Period May 2014
Repart Stalus Pending
Curmment Month Adjustments Prior Month Adjustments
Total Mumber of Delall Records Submitbed 120 12
Total Gross Compensation §3,500,000.00 3,500

Taotal RE Pension Surcharge for Reponed Retirees

Total RE TRS-Care Surcharge for Reporied Relirees

Mumber of Relress Paid thraugh Third Famy Enlfy

[ecen [ et |

181



Reporting Entity Portal User Guide

Name

Description

Total Number

Current Month: The number of detail records included in the current

of Detail month's report.

Records

Submitted Prior Month Adjustments: The number of records submitted as
adjustments to the prior month's report.

Total Gross Current Month: The sum total of gross compensation for all employees

Compensation

included in the current month's report.

Prior Month Adjustments: The net adjustment to the gross compensation
reported for the prior month.

Total RE Current Month: The sum of pension surcharges for all retirees included in
Pension the current month's report.

Surcharge for

Reported Prior Month Adjustments: The net adjustment to pension surcharges
Retirees reported for the prior month.

Total RE TRS- | Current Month: The sum total of TRS-Care surcharges for all retirees
Care included in the current month's report.

Surcharge for

Reported Prior Month Adjustments: The net adjustment to TRS-Care surcharges
Retirees reported for the prior month.

Number of Current Month: The total number of retirees in the current month's report
Retirees Paid |who were paid by a third-party entity.

through Third-

Party Entity Prior Month Adjustments: The net adjustment to the number of retirees in

the current month's report who were paid by a third-party entity.

The following buttons appear on this screen regardless of the report type:

Name Description

Accept Click to update the Signature Status to Accepted, display the Reports Ready
for Signature screen, and add an Accepted link to the row for that report on
the Report Summary screen.

Reject Click to update the Signature Status to Rejected, display the Reports Ready

for Signature screen, and add a Rejected link to the row for that report on
the Report Summary screen.
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8 Viewing Employee Information

8.1 Activities

8.1.1 View Employee Information
All Reporting Entity Portal users can use this activity to search for an employee's record and
view summary information about their TRS membership and contributions.

This activity starts on the Search Employee screen. To start this activity and reach that
screen:

In the | want to... panel, click View Employee Information

« Employer Home
« Create and Maintain Reports

« View Employee Information

OR

In the Employees menu, select View Employee Information.

EMPLOYMENT

. View Employee Infarmation

View 401 (a){17) Limit

The Search Employee screen appears.

Search Employee

SSN or TRS-Assigned
Temp 1D

Last Name l

L___]

Date of Birth [

From the Search Employee screen:

183



Reporting Entity Portal User Guide

1. Enter search criteria for the employee whose information you want to view.

Note: When entering search criteria, the employee’s SSN or TRS-Assigned Temp ID is
required. In addition, either the Last Name or Date of Birth must be entered in order to
perform a successful search.

2. Click Search.

Search Employee

SSN or TRS-Assigned |

Temp 1D
Last Name

Date of Bith [

The Employee Information panel appears, populated with information about the employee
who matches the entered search criteria. The fields that display in this panel depend on
the employee's member account status, whether the employee is an ORP participant, and
whether or not you are searching for the employee on behalf of a Higher Education
reporting entity. See the Search Employee screen help topic for field definitions, including
the conditions under which the various possible fields and messages will appear.

The information provided IS based on the most recent data available, but may be affected by outstanding data. This data is subject 10 audit, agjustments
ang correction

SSN or TRS-Assgned New Member No
Temp ID Contributions Due

First Name
Middie Name

Last Name SMITH

TRS Member Yes

Note 1: If no employee matches the SSN or TRS-assigned temporary ID number that you
entered, the screen will display “No” in the TRS Member field. If you enter an invalid SSN
or TRS-assigned temporary ID number, an error message appears at the top of the screen
and the Employee Information panel does not appear.

Note 2: Click Clear to clear the SSN or TRS-Assigned Temp ID field and reset the screen
to its default state.

8.2 Screens

8.21 Search Employee

The Search Employee screen lets you search for an employee's record by their Social
Security Number (SSN) or TRS-Assigned Temporary ID number.
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This screen has two panels: Search Employee and Employee Information. When you arrive at
this screen, only the Search Employee panel is displayed. The Employee Information, which
displays summary information about the employee and their TRS membership and
contributions, appears only after you perform a successful search.

The following field and buttons are available in the Search Employee panel:

Search Employee

SSN or TRS-Assigned
Temp 1D
Last Name
Date of Birth
Name Description
SSN or TRS- |Enter an employee's SSN or TRS-assigned temporary ID number to search
Assigned for that employee's record. (Required)
Temp ID
Last Name Enter the last name of the employee whose record you want to view.

Required unless the Date of Birth is entered.

Date of Birth |Enter the date of birth of the employee whose record you want to view.

Required unless the Last Name is entered.

Search Click to search for the employee who matches the entered search criteria
and display their information in the Employee Information panel.

Clear Click to reset to delete any information entered in the search fields and reset
the screen to its initial state.

The following read-only fields are available in the Employee Information panel:

Employee Information

The information provided s based on the most recent data avaliadle, but may be affected by outstanding data. This data Is subject to auadit, adjustments
and correction
SSN of TRS-Assigned New Member No
Temp 1D Contributions Due
First Name
Middie Name
Last Name
TRS Member Yes
Name Description
SSN or TRS-Assigned Temp | The employee's Social Security Number (SSN) or TRS-
ID assigned temporary ID number.
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Name Description

First Name The employee's first name.
Does not display if the employee's Member Account Status is
Non-Member.

Middle Name The employee's middle name.
Does not display if the employee's Member Account Status is
Non-Member.

Last Name The employee's last name.
Does not display if the employee's Member Account Status is
Non-Member.

TRS Member Indicates whether an employee is a TRS member, either Yes

or No.

Yes is displayed if the employee’s Member Account Status is
Active, Escheated, or Inactive.

No is displayed if employee’s Member Account Status is
Deceased. Withdrawn, Transferred, or Non-Member, or if
there is no employee account that matches the SSN or TRS-
assigned temporary ID number.

ORP Election Date

Displays the date the employee elected to participate in an
Optional Retirement Program (ORP).

Displays only if the employee's ORP status is ORP
Participation.

ORP Vesting Status

Indicates whether the employee is vested in an ORP, either
Yes, No, or Unknown.

Displays only if the employee's ORP status is ORP
Participation.
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Name Description

ORP Messages If the employee's ORP Status is ORP Participation and their
ORP Vesting status is Yes, the following message displays at
the bottom of the Employee Information panel:

This employee is an ORP participant and not eligible for
TRS membership.

If the employee's ORP Status is ORP Participation and their
ORP Vesting status is No, the following message displays at
the bottom of the Employee Information panel:

If the employee is working in a position that is ORP
eligible, then the employee must remain in ORP.

If the employee is working in a position that is not ORP
eligible but is TRS-eligible, then the employee must
participate in TRS

If the employee's ORP Status is ORP Participation and their
ORP Vesting status is Unknown, the following message
displays at the bottom of the Employee Information panel:

If the employee is working in a position that is ORP
eligible, the employee must remain in ORP.

If the employee is working in a position that is not ORP
eligible and the employee is vested, then the employee
must remain in ORP. If the employee is not vested and
the position is TRS eligible, the employee must return to
TRS membership. Please contact the employee
regarding vesting status.

If the employee's ORP Status is ORP Participation, the
following message displays at the bottom of the Employee
Information panel:

This employee previously elected ORP.

If the employee has terminated all employment in
Higher Education, the employee is eligible for
membership in TRS if the position is TRS-eligible.

If the employee is currently working in Higher
Education, the employee is not eligible for membership

in TRS due to prior ORP election.
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Name

Description

New Member Contributions
Due

Indicates whether new member contributions are due for the
employee, either Yes or No.

Displays Yes if:

1. the employee's Member Account Status is Active,
Escheated, Withdrawn, Transferred, or Inactive and the
number of days of employment at a reporting entity is
equal to or less than 90

OR
2. the Member Account Status is Non-Member
OR

3. no account matching the search criteria

Displays No if none of the above criteria are met.

TRS Retiree

Indicates whether the employee retired before or after
September 1, 2005.

Displays only if the employee's Member Account Status is
Disability Retirement or Service Retirement.

Monthly TRS-Care
Surcharge Amount

The employee's monthly TRS-Care surcharge.

Displays only if the retiree's Member Account Status is
Disability Retirement or Service Retirement, their retirement
date is after September 1, 2005, and they are enrolled in
TRS-Care.

Pension Surcharge (% of
salary paid in the calendar
month)

The retiree's pension surcharge percentage as of the current
date.

Displays only if the retiree's Member Account Status is
Disability Retirement or Service Retirement and their
retirement date is after September 1. 2005.

Surcharge Message

If the employee's Member Account Status is Disability
Retirement or Service Retirement and they retired before
September 1, 2005, the message "No Surcharges Due" is
displayed at the bottom of the Employee Information panel.
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9 Viewing the Ledger

9.1 Activities

9.11 View Ledger

All Reporting Entity Portal users can use this activity to search for and view entries on your
reporting entity's ledger.

This activity starts on the Search RE Ledger Details screen. To start the activity and reach that
screen:

In the Contribution Remittance menu, select View RE Ledger.

CONTRIBUTION REMITTANCE

DG View RE Ledger

The Search RE Ledger Details screen appears.
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Search RE Ledger Details

Coniribution Type [ &a . B A
et ot St Posted e
TypeSance Enang osieq e
Current Total RE Ledger 353 A26.34 ) Reporting Percd Range
Fe stanng Reporteg Pero | +| |+
Endng ReportngPenod | || 7]
=
First  Presious 2| 3.|.! mest || Last | S0 ¥ | nesURs per page
111472014 MIC Post Member Contribution -51.800,000,00 1072014 11140014 §55.585.21
11102014 MG TEXMET DEPCET $1.800,000.00 102014 11TR2014 §1.855,586.21
107282014 MG Transfer In 555,506.21  DA2014 12T 555,566.21
1142014 IN Post Member TRS-Care Contribution -$130,000.00 10/2014 11142014 £0.00
12014 IN TEXNET DEPOSIT $130,000.00 102014 1T2014 $130,000.00
11142014 R Post RE TRS-Care Contribution -$110,000.00 1072014 11142014 $1.000.13
12014 R TEXNET DEPDEIT $111,000.00 1072014 1T04 $111,000.13
111452014 5P Post Member Senvice Credi Purchase ~5632,00 1072014 11140014 50.00
Deduciion
12014 5P TEXMNET DEPOSIT SE32.00 1072014 1T204 S632.00
11142014 FG Post RE Federal FundPrivabe Grant -§6.800.00 1072014 111472014 $0.00
Contribution
12014 FG TEXMNET DEPOSIT $6,600.00 102014 11T2014 $6,600,00
111142014 Fl Post RE Federal Fund/Private Grant TRS- -$1.000.00 102014 111452014 £10.00
Care Contribution
12014 FI TEXNET DEPOSIT S1,090.00 102014 1TR20d 51,010.00
111472014 SM Post RE Saatutory Minimum Contribution <534,000.00 102014 11145014 51,000.00
11102014 SM TEXMET DEPOSIT §35.000.00 1072014 1UT2014 §35,000.00
111472004 NM Post RE Mew Member Contribution -53.400.00 1072014 11142014 $30.00
102014 NM TEXNET DEPOSIT 5343000 102014 11204 $3,430.00
11914/2014  NO Post RE Mon-OASDH Member Contribution -§225,000.00 102014 111402014 56,200.00
1192014 NO TEXNET DEPOSIT £230,000.00 102014 11T2014 £231,300.00
11142014 A Post RE Penally Interest -$21.80 1072014 111402014 £78.40
11102014 P TEXNET DEPOST $2293 1072004 1T2014 $101.33
First  Fresious n E‘| 3|d Mext || Last 1-10 of 76 Rems:

From the Search RE Ledger Details screen:
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1. Enter information in one or more of the search criteria fields in the Search RE Ledger
Details panel. See the Search RE Ledger Details screen help topic for detailed field
descriptions.

Note 1: You can use one of two different date range searches to locate ledger entries -
Posted Date Range and Reporting Period Range - but not both.

Note 2: If searching by Posted Date Range, neither the Starting Posted Date nor the
Ending Posted Date can be a future date. The Starting Posted Date cannot be after the
Ending Posted Date.

Note 3: If searching by Reporting Period Range, neither the Start Reporting Period nor the
End Reporting Period can be a future date. The Starting Report Period cannot be after the
Ending Report Period.

2. Click Search.

Search RE Ledger Details

Conftribiticn Type All b & Posted Dale Range
1282014
Current Contribution Starting Posied Dale W0
Type Bolance Ending Posted Date 142014
Current Total RE Ledger  $63,826.34 feparting Period Rangs
Balance _ :
Slarting Reporng Penod - c
Ending Reporting Period . '

L £

The screen reloads to display ledger entries matching the search criteria in the RE Ledger
Details panel.
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RE Ledger Details

Fifsl || Previcus n 23| 4| MNext||Last 50 v | MeSulls per page
Ceposit

Cate~ Typs Transastion Dessiption Rrmount  Fenoa > Dame ot BT Chanee

111142014 MG Post Member Contribution -§1,800,000.00 1002014 1171472014 RO1115 £55, 586 21

TAEMd WG TEXMET DEPQSIT S1LEDO.00D.00 102014 T4 RoG20 $1,855.586.21

10282014 MG Transfer in £55.586.21 0%2014 10T TRIGES £55.586.21

1111472014 I Fost Member TRS-Cane «£130,000.00 1014 111472014 RO1116 S0.00
Coniriution

111102014 1IN TEXMET DEPOSIT 5130,000000 10052014 1172014 RS20 51:20,000,00

111472014 Rl Post RE TRS-Care Contribution 11000000 1002014 111452014 RO1115 $1.000.13

A4 Ri TEXMET DEPCSIT £111,00000 1052014 112014 RO1520 £111,000.13

AR T T D F b= 2] Post Membser Service Credi 583200 gl e 142014 RO11156 S0.00
Purchase Dedution

111072014 59 TEXMET DEPOSIT $63200 1002014 11772014 RO1520 $632.00

11472014 FG Post RE Federal Fund/Private 55 E00.00 102014 11142014 RBO1115 20.00
Grant Contribution

104 FG TEXMET DEPCSIT 3660000 102014 1T2014 RO1520 2680000

1114014 F1 Post RE Feders FundPrvate «51, 000,00 10014 11142014 RO1115 10000
Grant TRS-Care COnribution

1171102014 FI TEXMET DEPOSIT $1,01000 1072014 11772014 RO1520 £1,010,00

42014 38 Posi RE Statutory Minimum 33400000 1052014 1171472014 RO1115 $1.000.00
Contributicn

1104 3M TEXMET DEPCSIT 53500000 1052014 1T2014 RS20 $35.000.00

TM4204 WM Post RE Mew Member Contritution -53,400000 102014 111142014 Ra1115 230,00

111102014 NM TEXMET DEPOSIT $3.43000 1072014 11772014 RQ1520 $3.430.00

142014 NOD Post RE Mon-OASD1 Member -$125,000.00 102014 1171472014 RO1115 £5,200.00
Contriution

TIOEE14 MO TEXMET DEPCSIT S230,000.00 102014 1T2014 RO1520 £231,200.00

1111472014 A Post RE Penalty inferest £2160 1014 1145014 RO111E 47840

11102014 A TEXMET DEPOSIT §2293 1072014 1172014 RQ1520 §101.33

Bl z|z]4] nen||Last 1-10 of 76 items

Note: Ledger entries matching the search criteria are grouped by type. Within each group
of transactions of a specific type, entries are displayed in descending order by the Posting
Date.

3. (Optional) In the Results Per Page field, select the number of matching ledger entries that
you want to appear on each page of search results, up to a maximum of 50.

Results Per Page

The screen reloads to show the selected number of results.

4. (Optional) Use the First, Previous, page number, Next, and Last buttons to navigate
through the pages of search results.

Firsd 5::.'--n2|$|5 Mewt || Last
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9.2 Screens

9.21 Search RE Ledger Details

The Search RE Ledger Details screen lets you search for and view information about
transactions posted to your reporting entity's ledger.

Search RE Ledger Details

Confribution Type | A v ® Posted Date Range
. Starting Posted Date 10282014
Tie e Endng Poses e
Current Tolal RE Ledger  563,626.34 @ Reporting Period Range
s ' sarting Reporting Perog | Cetcver+
Ending Reporting Period | November »
S
First  Previous 2 | 3 | 2 |[met || Last | S0 ¥ | resuRs per page
111472014 MG Post Member Contribution =51.800,000.00 102014 111472014 §55,586.21
11AN2014 MG TEXMET DEPOSIT $1,800,000.00 102014 117204 §1,855,586 21
1072802014 MG Transfer In S5558521 0472014 102THma 55 585 21
11142014 IN Post Member TRS-Care Contribution -$130,000.00 1072014 11147204 50,00
1102014 IN TEXNET DEPOSIT $130,00000 102014 1UT2014 $130,0:00,00
11142014 R Post RE TRS-Care Contribution -$110,000.00 1072014 11145014 $1.000.13
1102014 R TEXNET DEPOSIT $111.,00000 1072014 T4 $111,000.13
111472014 5P Posi Member Service Credl Purchass =5632,00 1072014 11142014 £0.00
Deduction
112014 5P TEXMET DEPOSIT SE3200 1072014 1UTr204 $632.00
11142014 FG Post RE Federal FundPrivate Grant -56.800.00 102014 11147204 50.00
Canfribution
111102014 FG TEXNET DEPOSIT $6,60000 102014 1UT2014 $6,500,00
11142014 FI Post RE Federal Fund/Private Grant TRS- -51,000,00 1072014 111452014 $10.00
Care Contribution
111072014 FI TEXNET DEPOSIT S1.090.00 1072014 1UT2014 51,010.00
11472014 SM Post RE Siatutory hinimum Contribution <534,000.00 1072014 11145014 51,000.00
102014 5M TEXNET DEPOSIT $35,000.00 10°2014 TUT2014 535,000.00
111452014 NM Post RE Mew Member Contribution -53.,400.00 102014 11142014 $30.00
102014 WNM TEXNET DEPOSIT $3.43000 102014 1UT204 53,430.00
111142014 NO Post RE Non-0ASDH Member Contribution -$225,000.00 102014 11142014 $6.200.00
1102014 NO TEXMET DEPOSIT £230,00000 1072094 1172014 £231,200.00
111142014 I Post RE Penally Interes! 42180 1072014 111472014 £78.40
112014 A TEXMET DEPOSEIT £2293 1072014 1TM4 §101.33
First  Previous n ] | ] | 4 || Mext || Last 1-10 of 76 kems
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The Search RE Ledger Details panel lets you search for entries in your reporting entity's

ledger using a

variety of criteria.

The following fields and buttons are available in the Search RE Ledger Details panel.

search RE Ledger Details
Contribution Type All « Posted Date Range
Current Contribution S!El.':ll'l!ll Pasted Date V2014
Type Balance Ending Posted Date 11142014
Current Tolal RE Ledger ~ $63,826.34 Reparting Period Range
Balance
Starling Reporting Period | Oclober = | 2014 =
Ending Reporting Period | November * | 2014 =
Field Description
Reporting The name of your reporting entity.
Entity Name
Contribution | Select the contribution type for ledger entries to include in the search results.
Type Defaults to All.
Current If a search has been performed after selecting a Contribution Type other than
Contribution | All, displays the reporting entity's current contribution balance for that type.

Type Balance

Otherwise is blank. (Read-only)

Current Total

If a search has been performed after selecting All as a Contribution Type,

RE Ledger displays the reporting entity's current ledger balance. Otherwise is blank.
Balance (Read-only)
Posted Date |Select this radio button to enable the Starting Posted Date and Ending Posted
Range Date fields and deselect the Reporting Period Range radio button.
Selecting the Reporting Period Range button deselects this button and
disables the Starting Posted Date and Ending Posted Date fields.
Defaults to selected.
Starting Enter a date in the MMDDYYYY format to limit ledger search results to

Posted Date

transactions posted on or after that date. Cannot be a future date.
Defaults to September 1st of the current fiscal year.

This field is enabled unless the Reporting Period Range button is selected.
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Field

Description

Ending
Posted Date

Enter a date in the MMDDYYYY format to limit ledger search results to
transactions posted on or before that date. Cannot be a future date.

Defaults to the current date.

This field is enabled unless the Reporting Period Range button is selected.

Reporting
Period Range

Select this radio button to enable the Starting Report Period and Ending Report
Period fields and clear the Posted Date Range radio button.

Selecting the Posted Date Range button clears this button and disables the
Starting Report Period and Ending Report Period fields.

Starting
Report Period

Select the month and year of a report period to limit ledger search results to
transactions included in reports filed during or after that period. Cannot be a
future report period.

These fields are disabled unless the Reporting Period Range button is
selected.

Ending
Report Period

Select the month and year of a report period to limit ledger search results to
transactions included in reports filed during or before that period. Cannot be a
future report period.

These fields are disabled unless the Reporting Period Range button is
selected.

Search

Click to search your reporting entity's ledger for transactions that fit the entered
search criteria.

The RE Ledger Details panel displays all ledger entries that fit the criteria entered in the
Search RE Ledger Details box. In the results, ledger entries are grouped by type and listed in
descending order by the Posted Date.

The following read-only fields are available in the RE Ledger Details panel.
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RE Ledger Details

st Previous n 2]3 4 || Next || Last 50 v |results per page
111472014 MC Post Member Contribution -$1,800.000.00 10/2014 117142014 $55.586. 21
111020014 MC TEXNET DEPOSIT $1,800.00000 1072014 11/72014 $1.855,586.21
102822014 MC  Transferin $5558621 092014 10/27/2014 $55,586.21
11142014 IN  Post Member TRS-Care Contribution -$130,000.00 102014 1111412014 $0.00
11102014 IN  TEXNET DEPOSIT $130.000.00 10/2014 11/7/2014 $130,000,00
111142014 RI  Post RE TRS-Care Contridution -$110,000.00 10/2014 11/142014 $1.000.13
11102014 R TEXNET DEPOSIT $111,000.00 102014 11/7/2014 $111,000.13
11142014 SP  Post Member Service Credit Purchase $832.00 10/2014 111412014 $0.00
Deduction
11102014 SP TEXNET DEPOSIT $63200 102014 111772014 $632.00
11142014 FG  Post RE Federal Fund/Private Grant -$8,800.00 102014 1111412014 $0.00
Contribution
11102014 FG  TEXNET DEPOSIT $5.80000 10/2014 11/7/2014 $6,800.00
11142014 FI  PostRE Federal Fund/Private Grant TRS- -$1,000.00 10/2014 11114/2014 $10.00
Care Contribution
11102014 FI  TEXNET DEPOSIT $1.01000 102014 111712014 $1,010.00
11/14/2014 SM  Post RE Statutory Minimum Contributon -$34,000.00  10/2014 111142014 $1,000,00
11102014 SM  TEXNET DEPOSIT $35.00000 1072014 11712014 $35,000.00
111472014 NM  Post RE New Member Contribution -$3,400.00 102014 1111412014 $30.00
11102014 NM  TEXNET DEPOSIT $3.43000 102014 11/7/2014 $3,430.00
11/14/2014 NO  Post RE Non-OASDI Member Contribution -$225,000.00 10/2014 1111472014 $6,200.00
111072014 NO TEXNET DEPOSIT $230.000.00 1072014 11/7/2014 $231,200.00
11142014 Pl Post RE Penally Interest -$21.60 102014 11/14/2014 $§78.40
11102014 Pl TEXNET DEPOSIT $2293 1072014 11/7/2014 $101.33
Yevious n 2|3 4] Next|| Last 1-10 of 76 ftems
Field Description
First Click to navigate to the first page of search results.
Previous Click to navigate to the previous page of search results
Page Number |Click a page number to navigate directly to that page of the search results.
Next Click to navigate to the next page of search results.
Last Click to navigate to the last page of search results.
Results per page | Select the number of ledger entries to display on each page of search
results.
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Field

Description

Posted Date

The date when a transaction took place. For a deposit, this is the date it was
assigned Reconciled status.

Type

The two-letter code for a contribution type:

AC: RE TRS-ActiveCare Premiums

CJ: RE Community/Junior College Contribution

CS: RE TRS-Care Surcharge for Reported Retirees
EG: RE Educational/General Funds

FG: RE Federal Fund/Private Grant Contribution

Fl: RE Federal Fund/Private Grant TRS-Care

IN: Member TRS-Care Contribution

MC: Member Contribution

NE: RE Non-Educational/General Funds

NM: RE New Member Contribution

NO: RE Non-OASDI Member Contribution

Pl: RE Penalty Interest

PS: RE Pension Surcharge for Reported Retirees
RI: RE TRS-Care Contribution

SM: RE Statutory Minimum Contribution

SP: Member Service Credit Purchase Payroll Deduction

Transaction
Description

The description of a transaction's contribution type, receivable type, or
payable type.

Posted Amount

The dollar amount of a transaction.

Reporting Period

The month and year of the reporting period in which the Posted Amount was
applied to the contribution type.

Deposit
Date/Receivable
Date

The date that the Posted Amount was deposited to TRS.

RE Ledger
Balance

The total balance for the contribution type of a transaction on the
transaction's posting date.
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10
10.1 Activities
10.1.1 View Forms

Accessing forms and presentations

Accessing forms and presentations

All Reporting Entity Portal users can use this activity to access the Forms page of the TRS

website.

To view forms:

In the Forms & Publications menu, select TRS Forms for Reporting Entities.

FORMS & PUBLICATIONS

TRS Forms for Reporting

Entities

’ Training and Presentations

A new browser window opens, displaying the Forms page of the TRS website.

EMPLOYERS

Genegral iInformation

L Actve Memders | Retrees & Benoficianes | Employers |
TEAM Program = = - =)
st sl TRS Forms for Reporting Officials |
Reporting Officials
TRAQS Home Page TRS requres tat certain designated forms be ¢ and o 10 TRS for
ertification monihly reporting of 10 inliate certain actions relating 1o your members’ TRS
m‘:—-_ s 815 This soction features foems infended for use by Reporting Entity Stadt
RS Actvcar:
Long Term Care lasurance (g TxET TRS Payor information Form
FAQs
Forms Notice of Final Depost of Deceased Member
Publications mm-.
TRS News ooy Emgicymant ASer Retrement Daabaty Elecion
Certificason of Parformance Pay
ml’ﬂ&.‘ﬁ!
TRS Reporting and Cuery System (TRAQS) Authorzation
{illg 1R3 587 Imtecmanon® (FSatiairtecactve Fom)
User 1D and Password Agreement
POF "REEEES

* An asterisk af the end of 8 form dencies mutipie Peges

LTERVEREEI VIV IV

» TRAQS LOGIN
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10.1.2 View Presentation
All Reporting Entity Portal users can use this activity to access the Training and Presentation
page of the TRS website.
To view presentations:

In the Forms & Publications menu, select Training and Presentations.

TRS Forms for Reporting
Entities

’ Training and Presentations

A new browser window opens, displaying the Training and Presentation page of the TRS
website.

it ® Home |leowcaseschoeery | (TSEAROH )

EMPLOYERS k Actve Members | Retirees & Beneficlaries | Employers | General Information )
TEAM Program L TEXTSZE[TITIT] ]
Communications TRS Publications for Employers) G TRAGE (OB
Reporting Officials
TRAQS Home Page TRS NEWS
403(b) Certification &

Product Registration m Match 2015 TRS News
S| —
Employers [TRS) 772S News Archived Edith
Long Term Care Insurance E{‘o, & Procedures
FAQs MyTRS Emad Sybscriptions — What is &7 ER Comection System
Forme Procedures [scf)
: v Tl = Crint : Meomber Data Correction
(D AT S S o Sy o
TRS News [paf) Payroll mau:..
Update Newsletter tpa1) Update Newsletter (for reporting officials) ::umd Brochure
[y February 2015 Update S d Dl 2
Chid Nutrition
Update Archived Ediions e
Social Media
Social Media T of
TRS Brochures s.mw;:'
v
[T 10¢ Danafite Hsndhanl Thic rahlieolion ic o nriman masec ot hu TS T_Rf:_‘ = e
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11 Viewing FAQs

11.1  Activities

11.1.1  View FAQ

All Reporting Entity Portal users can use this activity to view a list of frequently asked
questions (FAQs).

To view the FAQs for reporting entities:

In the upper-right corner of any screen, click FAQ.
FAQ | My Profile | ContactUs | Log Off

The View FAQ screen appears.

Messages from Reporting Entity: FAQ

© 1new message

G JIWanteoss Q:  Whom de | call if | have gquestions about employer reporting as it relates to the TEAM Program or to the new Reporting Entity Portal?

Az You may contact TRS by sending an email to REQutreach@trs.texas.gov.

* Employer Home

+ Create and Maintain Reports
+ View Employes Information Q: Do we have to get certified if we plan to enter employes and payroll data manually rather than submitting a report file?

Az es. All REs need to submit employee, payroll, and working retiree information whether it's in a report file or entered manually into the
Reporting Entity Portal.

Q:  Can Reporting Entities continue to submit reports uging the same file formats as today, once the new rting system iz i d?

A Mo. All Reporting Entities will be required to use the new file formats once the new reporting system is in place

Q:  Why are there different choices for Employment Type on the ED and ER reports?

A There are different rules for non-retirees and retirees, which caused the difference in codes and descriptions. ED codes only apply to non-
retirees and ER codes only apply to refirees.

Q:  There is a requirement for actual number of days and actual number of hours. Are both of those required, or just one?

A: Yes, both days and hours need to be reported. Actual hours worked per month are reported if tracked. If actual hours per month are not
tracked, report hours scheduled per week. Actual days worked are reported if tracked. If actual days worked are not tracked, report days
scheduled per month.

Q. Will there be a method for REs to get data from the Reporting Entity Portal (e.g., extract files, selected data in spreadsheets? If so, will all
information from REs be available?

11.2 Screens

11.2.1  View FAQ

The View FAQ screen displays the frequently asked questions (FAQs) that are relevant to
Reporting Entity Portal users. Use the scroll bar on your browser to navigate up and down the
list.
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Messages from Reporting Entity: FAQ

© 1new message

0 JIWanteoss Q:  Whom de | call if | have gquestions about employer reporting as it relates to the TEAM Program or to the new Reporting Entity Portal?

“fou may contact TRS by sending an email to REQutreachi@trs.texas.gov.

* Employer Home
+ Create and Maintain Reports

+ View Employes Information Q: Do we have to get certified if we plan to enter employes and payroll data manually rather than submitting a report file?

‘res. All REs need to submit empleyee, payroll, and working retiree information whether it's in a report file or entered manually into the
Reporting Entity Portal.

Q:  Can Reporting Entities continue to submit reports uging the same file formats as today, once the new rting system iz i d?

Mo. All Reporting Entities will be required to use the new file formats once the new reporting system is in place

Q:  Why are there different choices for Employment Type on the ED and ER reports?

There are different rules for non-retirees and retirees, which caused the difference in codes and descriptions. ED codes only apply to non-
retirees and ER codes only apply to refirees.

Q:  There is a requirement for actual number of days and actual number of hours. Are both of those required, or just one?

*fes, both days and hours need to be reported. Actual hours worked per month are reported if tracked. If actual hours per month are not
tracked, report hours scheduled per week. Actual days worked are reported if tracked. If actual days worked are not tracked, report days
scheduled per month.

Q. Will there be a method for REs to get data from the Reporting Entity Portal (e.g., extract files, selected data in spreadsheets? If so, will all
i ion from REs be available?

The following read-only fields and link are available on this screen:

Name Description

Q: Displays the text of a frequently asked question.

A: Displays the text of an answer to a frequently asked question.
Back to Top Click to navigate to the top of the View FAQ screen.
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12 Accessing Chat and Share

12.1  Activities

1211 Access Chat and Share Screen
All Reporting Entity Portal users can use this activity to access chat and screen sharing
software that allows reporting entity users to connect directly to a TRS representative.
To access the WhosOn chat and screen sharing software:

1. Click Contact Us in the upper-right corner of any screen.

The Contact Us screen appears.

ContactUs

Contact Us
Chat with TRS
RE Reporting Chat Hours Monday-Friday 9.00am - 4.00pm

Address

Teacher Retirement System of Texas
1000 Red River Street
Austin, TX 78701 - 2698

2. Click Chat with TRS. The WhosOn Chat software opens in a new browser window.

12.2 Screens

12.2.1 Contact Us

Use the Contact Us screen to view the TRS address or initiate a chat session with a TRS
representative.

ContactUs

Contact Us
Chalwith TRS
RE Reponting Chat Hours Monday-Friday 9:00am - 4.00pm

Address

Teacher Retirement System of Texas
1000 Red River Street
Austin, TX 78701 - 2698

The following link and read-only fields are available on this screen:
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Field

Description

Chat with TRS

Click to open a WhosOn chat session in a new browser window.

Contact Us

The main TRS address.
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