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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. 

 
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 
Password 

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

 
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: 

 
  

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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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: 

 Reporting Entity Portal screens 

 Common controls 

 Using the Reporting Entity Portal to do your work 

 Menus 

 Menu and activity availability 

 System messages 

 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: 

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

 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. 

 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. 

 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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Common controls: 

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: 

 
   
Example of a read-only field: 

 

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.  

 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. 

 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: 

 
   
Example of a drop down menu with the 
selections displayed: 

 
   
Example of a drop down menu after making a 
selection. 

 
  

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: 

 
   
Example for selecting one or more option 
from a list: 
   

 

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: 

 

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 
   
Example: 

 

Links in the Reporting Entity Portal, like links 
on the internet or in a document, are 
navigational controls you click to move from 
screen to screen. Links are displayed as 
blue, underlined text. 

Button 
   
Example: 

 

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

, 

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: 

 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: 

 

  

 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.”: 
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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: 

 

  

 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:  

 

  

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: 

 

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 

2.1.1 Log in to the Reporting Entity Portal 

Use this activity to perform the following tasks: 

 Log in to the Reporting Entity Portal   

 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. 

 
  

From the login screen: 
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To log in to the Reporting Entity Portal: 

1. Enter your User ID and Password. 

2. Click Log In. One of the following occurs: 

 If 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: 

 

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 @) 

ii) Click Save. The Account Identification Information screen appears. 
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iii) Select and answer three security questions. You will be asked to provide the answer 
to one of these questions if you reset your password. 

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

 

i) Read the messages and click I 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 I 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 
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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 I 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. 

 

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. 
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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. 

  

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. 

 

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. 
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2.2 Screens 

2.2.1 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. 

 
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 
Password 

Click to display the User Verification screen and begin the process to 
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. 
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2.2.2 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. 

 
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 
Rules 

Click to display the Password Rules screen. 

Confirm New 
Password 

Enter the same password that you entered in the New Password field. 
(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. 
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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 
Identification 
Question 

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

Answer To Your 
Identification 
Question 

Enter the answer to the question you selected from the identification 
question immediately above. You might be prompted provide this answer if 
you try to retrieve a forgotten password. (Required) 

Select An 
Identification 
Question 

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

Answer To Your 
Identification 
Question 

Enter the answer to the question you selected from the identification 
question immediately above. You might be prompted provide this answer if 
you try to retrieve a forgotten password. (Required) 

Select An 
Identification 
Question 

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

Answer To Your 
Identification 
Question 

Enter the answer to the question you selected from the identification 
question immediately above. You might be prompted provide this answer if 
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. 
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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. 

 
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 
Number 

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

2.2.5 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. 

 
The following fields and button are available on this screen: 
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Field Description 
Identification 
Question 1 

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

Answer to 
Identification 
Question 1 

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

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. 

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

Reenter the new password for your account. 

Secret Question 
1 

Select one of the available security questions. You will be prompted to 
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 
2 

Select one of the available security questions. You will be prompted to 
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 
3 

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

  

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

 

  

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

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

 
   

  

3.1.2 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. In the Employer Contacts menu, select Maintain RE Contacts. 
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The Contact List screen appears.  If no contacts have been saved for your reporting entity, 
the message "No contact detail on record" is displayed. 

 

  

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

. 

 
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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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. 

 

 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. 

4. 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 

3.2.1 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. 

 
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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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., III, 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. 

 
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 Assigning Authority Level 

4.1 Activities 

4.1.1 Assign 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. 

 
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.  

 
  

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: 

 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. 

  

4.1.2 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. 

 
  

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

.  

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 

4.2.1 Assign Authority Level 

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

 
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. 
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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. 

 
  

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

 

Name Description 
TRS RE 
Number 

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

Reporting Entity 
Name 

The name of the reporting entity whose contacts are displayed in the User 
Accounts panel. 

  

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

5.1.1 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: 

 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 

 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: 

 
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: 

 Create a report 

 Submit a report for validation 

 Add, edit, or delete detail records 

 Delete a report: 

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

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

 View a report's status history 

 View report totals 

  

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

In the I want to... panel, click Create and Maintain Reports. 
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OR 

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

  

The Report Summary screen appears. 

 

  

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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 Create a report via file upload 

 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. Click Create New Report Detail. 

 

 The Create a New Report screen appears. 

 

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

 

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. In the Please choose a method for populating your report panel, select Upload Report. 

 

Note: The Upload Report radio button is disabled until you select report type. 

4. Click Next. The Upload File screen appears. 

 

5. Click Browse. A file browser window opens. 

  

6. Use the file browser to locate and select the report file to upload. 
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7. Click Open. The file browser window closes and the file path is populated on the Upload 
File screen. 

 

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

 

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. 

9. 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. 

 

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: 

 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: 

 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 

 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. 

 

 The Create a New Report screen appears. 

 

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

 

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. In the Please choose a method for populating your report panel, select Copy Forward. 
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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. 

4. Click Next. The Copy Forward Confirmation screen appears. 

 

  

5. 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. 
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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. 

 

The Create a New Report screen appears. 
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2. In the Report Creation panel, select the report period and type for the new report. 

 

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

4. Click Next. 

 

The Edit Report screen appears. 
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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. If it is 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. 

 

The Edit Reports screen appears, populated with a list of the detail records for 
each included employee or retiree. 
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2. 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. 

  

3. 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. 

 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. 

 Posted: It is 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. 

 If a report is assigned the Pending status, one of the following is true: 

i) It is 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. 

 If a report is assigned the Rejected status, one of the following is true: 

i) It is 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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(2) If a record'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) It is an ED report, and none of its detail records have been assigned a status of 
Valid.  

iii) It is 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. 

 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 

 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. If it is 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. 

 

The Edit Report screen appears, populated with a list of the detail records for each 
included employee or retiree. 
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2. 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. 

3. Click Add. 

  

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

 For an ED report: 

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

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

iii) 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 

 For an RP report: 

i) RP20: Used to report an employee's compensation and contribution information 

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

 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 

 For an ER report: 

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

ii) 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 

 For an ER - Adjustment report: 

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

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

 

2. 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. 
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3. Update the record as needed. See the ED - Employee Demographics, RP - Regular 
Payroll, or ER - Employment After Retirement screen help topic for field definitions. 

4. 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. 

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

  

To delete a detail record: 

1. 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. 

 

The Edit Report screen appears, populated with a list of the detail records for each 
employee or retiree. 
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2. Check the box(es) on the row of the detail record(s) to delete. 

 

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. 



Reporting Entity Portal User Guide 

62 

 

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. 

 

A confirmation prompt appears. 
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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. 

 

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

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

 

  

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. 

 

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

 

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

5.2 Screens 

5.2.1 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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The following fields are available in the Report Creation panel: 

Name Description 
Report Period - 
Month 

Select the month of the reporting period for which you want to create a 
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 - 
Year 

Enter the year of the reporting period for which you want to create a report. 
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. 

 
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. 



Reporting Entity Portal User Guide 

70 

 
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. 

  

5.2.4 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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The following button is available above the Reports panel: 

 

Name Description 
Create New 
Report Detail 

Click to display the Create a New Report Detail screen and begin work on a 
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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Name Description 
Current 
month tab 

The month and year of the current reporting month. Click to update the Reports 
panel to show information about reports submitted to TRS for the current 
month. 

Previous 
month tab 

The month and year of the previous reporting month. Click to update the 
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:    

 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: 

 It is 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: 

 The prior month's report of that type has any status other than 
Completed. 

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

 It is 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: 

 It is not assigned the Hold status during validation. 

 The file format and header information is error free. 

 All of the report details have been assigned the Valid status. 

 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 
 For an ER report that reports no retirees working at the reporting 

entity, the signature contains a certification to that effect. 

 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 – 
Adjustment 
Reports 

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

ER – 
Adjustment 
Reports 

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

  

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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Name Description 
Period From - 
Month 

Select the beginning month of the reporting period to limit search results to 
reports submitted during or after that month in the year selected for the 
Period From - Year menu. 

Period From - 
Year 

Select the beginning year of the reporting period to limit search results to 
reports submitted during or after the Period From - Month of the selected 
year. 

Period To - 
Month 

Select the ending month of the reporting period to limit search results to 
reports submitted before or during that month in the year selected for the 
Period To - Year menu. 

Period To - 
Year 

Select the ending year of the reporting period to limit search results to 
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: 
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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. 
  

5.2.5 Copy Forward Confirmation 

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

 
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. 

 
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. 

 
  

The following field and buttons are available in the Option 1 - Add or Edit a Record section of 
this screen: 
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Name Description 
SSN or TRS 
Temporary ID 

Enter the Social Security Number (SSN) or TRS Temporary ID for the 
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 ID 
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: 

 

Name Description 
The number of member 
records in this report is: 

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

 Radio button Click to select a record contained in the report. Selecting a record 
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. 
 
ED45 - 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: 

 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. 

 ED40 - 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. 

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. 
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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. 

 

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. (Required) 
  
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 
Number 

Enter the employee's full, 10-digit phone primary 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 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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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 
Identification 
Number 

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

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. 



Creating and Maintaining Reports 

87 

  

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

  
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. (Required) 
    
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) 
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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 
under ERS/UT/A&M 

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

Enter the most recent date that employee began employment with 
their current employer, in the MMDDYYYY format. (Required) 

Beginning Date of 
Contract/Work 
Agreement 

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

Ending Date of 
Contract/Work 
Agreement 

Enter the ending date of the current school/fiscal year contract/work 
agreement, in the MMDDYYYY format. (Required) 

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 ED45 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 
school/fiscal 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 
Start Date 

Enter the new date that employee began employment with their current 
employer, in the MMDDYYYY format. 

New Beginning Date 
of Contract/Work 
Agreement 

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

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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 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. 

 
  

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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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: 

 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. 

 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. 

 
  

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. 
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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 
Identification 
Number 

Enter the retiree’s Social Security Number or Individual Taxpayer 
Identification Number. (Required) 

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, 
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 
Contribution 

Enter the amount of pension surcharge due based on retiree's 
employment, if any, without the dollar sign ($) or commas. 

TRS-Care 
Surcharge 
Contribution 

Enter the amount of TRS-Care surcharge due based on retiree's 
employment, if any, without the dollar sign ($) or commas. 

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. 

 

 

 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 
Period 

Enter the report period for which adjustments are being reported to 
compensation and/or surcharges, in the MMYYYY format. (Required) 
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 Name Description 
Employee 
Identification 
Number 

Enter the retiree’s Social Security Number or Individual Taxpayer 
Identification Number. (Required) 

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 
Contribution 

Enter the amount of pension surcharge due based on retiree's 
employment, if any, without the dollar sign ($) or commas. 

TRS-Care 
Surcharge 
Contribution 

Enter the amount of TRS-Care surcharge due based on retiree's 
employment, if any, without the dollar sign ($) or commas. 

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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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 
Period 

Enter the report period for which adjustments are being reported to 
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 
Identification 
Number 

Enter the retiree's Social Security Number or Individual Taxpayer 
Identification Number. (Required) 

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 
Adjustment 

Enter the net difference between the amount originally reported and the 
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, 
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". 

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: 

 Locate the report to view 

 View a report's details and download a .CSV copy 

 View a report's details using the editor view 

 View a report's status history 

 View a report's totals 

 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. 

 
  

The Report Summary screen appears. 
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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: 

 Reports for the current reporting period 

 Reports for the previous reporting period 

 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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2. In the Reports panel, click ED Reports to view a list of the current reporting period's 
Employee Demographic (ED) report(s). 

 

Note: The ED Reports Link displays only if an ED report has been created for the current 
month. 

3. In the 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 current month. 



Reporting Entity Portal User Guide 

126 

4. In the Reports panel, click ER - Adjustment Reports to view a list of the current reporting 
period's ER - Adjustment report(s). 

 

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. 

 

The previous reporting period's RP and ER report(s) are displayed. 

 

2. In the 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. In the 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. 

 

The screen reloads to display reports matching the search criteria in the area below the 
Search button. 

 

  

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. 
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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. 

  

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. 

 

The Edit Report screen appears, populated with a summary of each employee or retiree 
record in the report. 
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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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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. 

  

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

 

The View Report Totals screen appears, populated with the totals for all employee or 
retiree records in the report. 

 

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. 
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The Signature Report Totals screen appears, populated with the totals for all employee or 
retiree records in the report. 

 

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) 

 Regular Payroll Report (RP) 

 Employment after Retirement Report (ER) 
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The following read-only fields and button are available when viewing the totals for an ED 
report: 

 

 

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 
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. 

Number of 
Detail Records 

The total number of employee records included in the report. 

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. 

  
  

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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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. 

Date Signature 
Received 

The date and time a signature was last submitted for the report. 

Total Eligible 
Compensation 
(Detail Total) 

The sum of eligible compensation for all employees in the report. 
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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 
(RE Ledger 
Balance) 

The reporting entity's ledger balance for employee insurance 
contributions. 
  
Only displays if the RE Type = PS, CS, ES, or OT. 

Total RE TRS-Care 
Contributions 
(TEXNET Deposit 
Received) 

The most recent date that a RE TRS-Care contributions deposit was 
received from the reporting entity. 
  
Only displays if the RE Type = PS, CS, ES, or OT. 

Total RE TRS-Care 
Contributions 
(TEXNET Deposit) 

The reporting entity's total deposit amount for RE TRS-Care 
contributions. 
  
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 (Detail 
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 
Contribution 
(TEXNET Deposit 
Received) 

The most recent date that Federal TRS-Care contributions were 
deposited by the reporting entity. 
  
Only displays if the RE Type = PS, CS, ES, or OT. 

Federal TRS-Care 
Contribution 
(TEXNET Deposit) 

The reporting entity's total deposit amount for Federal TRS-Care 
contributions. 
  
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. 
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Name Description 
Federal TRS-Care 
Contribution 
(Signature Total) 

The amount of Federal TRS-Care contributions entered on the report's 
signature record. 
  
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. 



Viewing Reports 

139 

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. 



Reporting Entity Portal User Guide 

140 

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 
Received) 

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 
Medical/Dental School. 

Education/General 
Local Funds 
Contribution Funds 
(TEXNET Deposit) 

The sum of Education/General Local Funds Contributions deposited by 
the RE. 
  
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 
Local Funds 
Contribution Funds 
(RE Ledger 
Balance) 

The sum of Education/General Local Funds Contributions calculated 
balance. 
  
Only displays if the RE Type is Senior College, Junior College, or 
Medical/Dental School. 

Eligible 
Compensation Paid 
from Non-
Education/General 
Funds (Detail Total) 

The sum of eligible compensation paid from Non-Education/General 
Funds reported by the RE. 
  
Only displays if the RE Type is Senior College or Medical/Dental School. 

Eligible 
Compensation Paid 
from Non-
Education/General 
Funds (Signature 
Total) 

The sum of eligible compensation paid from Non-Education/General 
Local Funds entered in signature record. 
  
Only displays if the RE Type is Senior College or Medical/Dental School. 



Viewing Reports 

141 

Name Description 
Non-
Educational/General 
Funds Contribution 
(TEXNET Deposit 
Received) 

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. 

Non-
Educational/General 
Funds Contribution 
(TEXNET Deposit) 

The sum of Non-Educational/General Funds Contributions deposited by 
the RE. 
  
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 
Records 

The total number of employee records included in the report. 

Number of 
Signature Records 

The total number of employee 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. 
  

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. 

 

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 
Received 

The date and time a signature was last submitted for the report. 

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. 

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 
Contribution 
(TEXNET Deposit 
Received) 

The most recent date that TRS-Care surcharge contributions were 
deposited by the reporting entity. 

TRS-Care Surcharge 
Contribution 
(TEXNET Deposit) 

The reporting entity's total deposit amount for TRS-Care surcharge 
contributions. 
  

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: 

 Buttons and links on this page 

 Employee Demographic (ED) Report fields 

 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 
page 

Select the number of records to display on each page: 10, 20, 30, 40, 50, or 
100. By default, the screen displays 50 records. 

Download as 
CSV file 

Click to download a copy of the report as a 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: 

 

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. 

ED40 - 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, ED45, 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) 
Middle Name 

For an ED20, ED40, ED45, or ED90 record, the employee's middle name as 
it appears on their Social Security Card. 
  
For an ED25 record, the employee's middle name as it was last reported. 

(Original) 
Generation 

For an ED20, ED40, ED45, or ED90 record, the employee's generational 
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 
Address 

The employee's work email address. 

Primary Phone 
Number 

The employee's full, 10-digit primary phone number. 

(Original) TRS 
Membership 
Eligibility Flag 

For an ED40 record, indicates whether the employee is eligible for TRS 
membership, either Y (Yes) or N (No). 
  
For an ED45 record, indicates whether the employee was last reported as 
being eligible for TRS membership, either Y (Yes) or N (No). 

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

For an ED40 record, indicates whether the employee is entitled to group 
insurance coverage as a result of retirement from ERS (Employee 
Retirement System), UT (University of Texas), or A&M, and is now in a TRS-
eligible position, either Y (Yes) or N (No). 
  
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) 
Employment 
Start Date 

For an ED40 record, the most recent date that employee began employment 
with their current employer. 
  
For an ED45 record, the date that was last reported as the date that the 
employee began employment with their current employer. 

(Original) 
Beginning Date 
of 
Contract/Work 
Agreement 

For an ED40 record, the beginning date of the current school/fiscal year 
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) 
Ending Date of 
Contract/Work 
Agreement 

For an ED40 record, the ending date of the current school/fiscal year 
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) 
Position Code 

For an ED40 record, the code for the employee's primary position. 
    
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. 
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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-
Standard Work 
Week 

For an ED40 record, whether the employee works a non-standard work 
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 
Position 

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

ORP Eligibility 
Date 

The date the employee became eligible for the Optional Retirement Program. 

ORP Vested 
Flag/Indicator 

Whether the employee is vested in the Optional Retirement Program, either 
Y (Yes) or N (No). 

ORP 
Termination 
Date 

The date the employee was terminated from an Optional Retirement 
Program-eligible position. 

Termination 
Date 

The month, day, and calendar year for the employee's last date of 
employment 

Termination 
Reason Code 

The reason the employee's employment was terminated, either D (Death) or 
E (End of Employment). 

Final Payroll 
Transaction 
Report Period 

The month and calendar year of the report containing the employee's final 
transaction, whether positive or negative. 

Annualized 
Eligible 
Compensation 

The amount of eligible compensation that an employee would have earned in 
the school year. 

New Employee 
Identification 
Number 

The employee's new Social Security Number or TRS-assigned temporary ID 
number. 

New Date of 
Birth 

The employee's new date of birth. 

New Gender 
Code 

The employee's new gender, either Male or Female. 

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 
Name 

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

New 
Generation 

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



Viewing Reports 

151 

Name Description 
New Address 
Line 1 

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

New Address 
Line 2 

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

New Address 
Line 3 

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 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 
Code 

The postal code for an employee's new address. 

New Work 
Email Address 

The employee's new work email address. 

New Primary 
Phone Number 

The employee’s new, full, 10-digit primary phone number. 

New TRS 
Membership 
Eligibility Flag 

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 

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-
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 

  

The following read-only fields are available when viewing the details of an RP report: 
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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 
Identification 
Number 

The employee's Social Security Number or TRS temporary ID 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 
Local Funds 

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 
reported and the correct amount of eligible compensation for the 
reporting period, if any, paid from Educational/General Local funds. 

Education/General 
Local Funds 
Contribution 

For an RP20 record, the state's matching contribution amount based 
on eligible compensation paid from Educational/General Local 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 Educational/General 
Local funds 

Eligible 
Compensation Paid 
From Non-
Educational/General 
Funds 

For an RP20 record, the amount of eligible compensation paid from 
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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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 
Identification 
Number 

The retiree's Social Security Number or Individual Taxpayer Identification 
Number (ITIN). 

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 
Type 

For an ER20 or ER25 record, the retiree's type of employment: S, H, C, or F. 
  
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. 



Viewing Reports 

161 

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 
Surcharge 
Contribution 

For an ER20 or ER25 record, the amount of pension surcharge due based on 
retiree's employment. 
  
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 
Surcharge 
Contribution 

For an ER20 or ER25 record, the amount of TRS-Care surcharge due based 
on retiree's employment. 
  
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 
Employment 

The new start date of the retiree's employment type for the current school 
year. 

New Ending 
Date of 
Employment 

The new ending date of the retiree's employment type for the current school 
year. 

New Paid 
through 3rd 
Party Entity 

The new indication of whether the retiree works for a 3rd party entity and not 
the reporting entity, either Y (Yes) or N (No). 

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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 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 
Processed 

The date and time the report was assigned the status on the 
corresponding row. 

Return Click to return to the Report Summary screen. 
  

6.2.4 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: 

 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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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 
Submitted 

The total number of detail records for a report on the report's signature 
record. 

Total Eligible 
Compensation 

The amount displayed for Total Eligible Compensation on the report's 
signature record. 

Total Gross 
Compensation 

The amount displayed for Total Gross Compensation on the report's 
signature record. 

Total Member 
Contributions 
Submitted 

The amount of member retirement contributions displayed on the report's 
signature record. 
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Name Description 
Total Member 
Insurance 
Contributions 
Submitted 

The amount of member insurance contributions displayed on the report's 
signature record. 
  
Does not display for higher education reporting entities or state agencies. 

Total RE TRS-Care 
Contributions 

The amount of RE TRS-Care contributions displayed on the report's 
signature record. 
  
Does not display for higher education reporting entities or state agencies. 

Total Service Credit 
Purchase 
Deductions 

The amount of service credit purchase deductions displayed on the 
report's signature record. 

Total Eligible 
Compensation Paid 
from Federal 
Funds/Private 
Grants 

The amount of eligible compensation paid from Federal Funds displayed 
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 
Minimum 
Contribution 

The amount of statutory minimum contributions displayed on the report's 
signature record. 
  
Does not display for higher education reporting entities or state agencies. 

Total Eligible 
Compensation Paid 
from 
Education/General 
Local Funds 

The amount of Eligible Compensation Paid from Education/General 
Local Funds displayed on the report's signature record. 
  
Only displays for higher education reporting entities. 
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Name Description 
Total 
Education/General 
Local Funds 
Contribution 

The amount of Education/General Local Funds Contributions displayed 
on the report's signature record. 
  
Only displays for higher education reporting entities. 

Total Eligible 
Compensation Paid 
From Non-
Educational/General 
Funds 

The amount of Eligible Compensation Paid From Non-
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. 

 

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-
Party Entity 

The number displayed on the report's signature record for the number of 
retirees paid through third-party entities. 

Total Pension 
Surcharge 
Contribution 
Submitted 

The amount of pension surcharge contributions displayed on the report's 
signature record. 

Total TRS-Care 
Surcharge 
Contribution 

The amount of TRS-Care surcharge contributions displayed on the 
report's signature record. 

Return Click to return to the Report Summary screen. 
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7 Submitting a Signature 

7.1 Activities 

7.1.1 Submit Signature 

The Reporting Entity Portal allows reporting entities to submit five different types of reports to 
TRS: 

 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 

 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: 

 
  

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: 

 Submit the signature for an RP, RP - Adjustment, or ER - Adjustment report, or for an 
ER report that contains at least one retiree record 

 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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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. 

  

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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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: 

 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 

 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. 

 

A confirmation prompt appears. 
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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 

7.2.1 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. 

 
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 
Retirees to 
Report 

The month and year of the next Employment after Retirement report that is 
due to be submitted for your reporting entity. 

Submit ER 
No Retirees 
Employed 

Click to create and sign an Employment after Retirement report for the 
month and year displayed to the left of the button. 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. 
  
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 

 Regular Payroll and Regular Payroll Adjustment reports 

 Employment After Retirement and Employment After Retirement Adjustment reports 

 Buttons 

  

 The following read-only fields are available on this screen regardless of the report type: 
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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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Field Description 
Total Number of 
Detail Records 

Current Month: The number of detail records included in the current 
month's report. 
  
Prior Month Adjustments: The number of records submitted as 
adjustments to prior month reports. 

Total Gross 
Compensation 

Current Month: The sum total of gross compensation for all 
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-
Educational/General 
Funds 

Current Month: The sum total of non-educational or general funds 
paid to all members included in the current month's report. 
  
Prior Month Adjustments:  The net adjustment to the non-educational 
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-
Educational/General 
Funds Contributions 

Current Month: The sum total of non-educational or general fund 
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 
Contribution 

Current Month: The sum total of RE TRS-Care contributions for all 
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 
Members 
Contribution 

Current Month: The sum total of the reporting entity's new member 
contributions for all members included in the current month's report. 
  
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. 
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Name Description 
Total Number 
of Detail 
Records 
Submitted 

Current Month: The number of detail records included in the current 
month's report. 
  
Prior Month Adjustments: The number of records submitted as 
adjustments to the prior month's report. 

Total Gross 
Compensation 

Current Month: The sum total of gross compensation for all employees 
included in the current month's report. 
  
Prior Month Adjustments:  The net adjustment to the gross compensation 
reported for the prior month. 

Total RE 
Pension 
Surcharge for 
Reported 
Retirees 

Current Month: The sum of pension surcharges for all retirees included in 
the current month's report. 
  
Prior Month Adjustments:  The net adjustment to pension surcharges 
reported for the prior month. 

Total RE TRS-
Care 
Surcharge for 
Reported 
Retirees 

Current Month: The sum total of TRS-Care surcharges for all retirees 
included in the current month's report. 
  
Prior Month Adjustments:  The net adjustment to TRS-Care surcharges 
reported for the prior month. 

Number of 
Retirees Paid 
through Third-
Party Entity 

Current Month: The total number of retirees in the current month's report 
who were paid by a 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. 

  



Viewing Employee Information 

183 

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 I want to... panel, click View Employee Information 

  

OR 

In the Employees menu, select View Employee Information. 

 
  

The Search Employee screen appears. 

 
  

From the Search Employee screen: 
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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. 

 

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. 

 

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 

8.2.1 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: 

 

 

Name Description 
SSN or TRS-
Assigned 
Temp ID 

Enter an employee's SSN or TRS-assigned temporary ID number to search 
for that employee's record. (Required) 

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: 

 

Name Description 
SSN or TRS-Assigned Temp 
ID 

The employee's Social Security Number (SSN) or TRS-
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 

9.1.1 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. 

 
  

The Search RE Ledger Details screen appears. 



Reporting Entity Portal User Guide 

190 

 
  

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. 

 

The screen reloads to display ledger entries matching the search criteria in the RE Ledger 
Details panel. 
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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. 

 

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. 
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9.2 Screens 

9.2.1 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. 
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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. 

 

Field Description 
Reporting 
Entity Name 

The name of your reporting entity. 

Contribution 
Type 

Select the contribution type for ledger entries to include in the search results. 
Defaults to All. 

Current 
Contribution 
Type Balance 

If a search has been performed after selecting a Contribution Type other than 
All, displays the reporting entity's current contribution balance for that type. 
Otherwise is blank. (Read-only) 

Current Total 
RE Ledger 
Balance 

If a search has been performed after selecting All as a Contribution Type, 
displays the reporting entity's current ledger balance. Otherwise is blank. 
(Read-only) 

Posted Date 
Range 

Select this radio button to enable the Starting Posted Date and Ending Posted 
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 
Posted Date 

Enter a date in the MMDDYYYY format to limit ledger search results to 
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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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 
FI:  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 
PI: 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 Accessing forms and presentations 

10.1 Activities 

10.1.1 View Forms 

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. 

  

A new browser window opens, displaying the Forms page of the TRS website. 
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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. 

  

A new browser window opens, displaying the Training and Presentation page of the TRS 
website. 
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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. 

 
The View FAQ screen appears. 

 
  

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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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 

12.1.1 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. 

 

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. 

 
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. 
  

 


