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Disclosure

• This presentation is intended as a high level overview of TRS reporting. This 
presentation should not be viewed as a comprehensive overview of the TRS 
reporting process. 

• The information in this presentation is based on the TRS Laws and Rules as of 
the 2020-2021 fiscal year

• Please see the various RE Portal training and  resources available on the TRS 
website for more complete information. 
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Part 1 – Active Employees

• TRS Eligible Employment

• View Employee Information

• Census Data



TRS Eligible Employment

Three Requirements

Must be established through a single employer
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Working ½ time or 

more of the FTE for 

the position (not the 

person) 

Definite period of 

time 4 ½ months or 

longer

OR

Undefined amount 

of time

Comparable rate of 

pay



Additional Considerations for Eligibility

• No Full-time Equivalent (FTE)

• Earning a Year of Service Credit

• Substitute Work

• A person who serves on a temporary basis in the place 
of a current employee and is paid at the daily rate of pay 
as set by the employer.
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Online Classes Continuing Education Classes All Other Instructors

• Different standard used

• Must be offered for 

college credit

• Minimum of 2 clock hours 

for each semester/ 

credit/course hour

• Includes adult education and 

employee training 

• Not offered for college credit

• Count actual number of hours 

worked

• Minimum of 2 clock hours for 

every hour spent in the 

classroom or lab

• If employer has established a 

higher ratio (ie. 2.25 clock 

hours for every hour in the 

classroom or lab) OK to use

• Use hours of instruction in the 

classroom or lab, not semester/ 

credit/course hour
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Higher Education – Hour Conversion



TRS Definition of Adjunct

• An instructor position with an institution of 
higher education filled on a semester-by-
semester basis, compensated on a per 
class basis, and the duties include only 
those directly related to instruction of 
students in a class taken by students for 
college credit.

• Employees who are hired to work 
independent studies should be considered 
as adjunct instructors and the hours 
conversion needs to be applied.
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This Photo by Unknown Author is licensed under CC BY-SA

http://commons.wikimedia.org/wiki/File:Center_for_Middle_Eastern_Studies_Lund_University_Classroom.jpg
https://creativecommons.org/licenses/by-sa/3.0/


Adjunct Membership Eligibility

Must be hired to work at least 20 hours per 
week to be TRS eligible based on the 
following calculation:

• Convert instructional time based on a 
minimum of two clock hours for each clock 
hour of instructional time in the classroom 
or lab unless the employer has established 
a greater amount of preparation time for 
each hour in the classroom or lab.
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Adjunct Hour Conversion Examples

Adjunct Faculty Online: 
• 3 credit hours x 2 = 6 clock hours x 3 courses = 18 clock hours per week. 

Not eligible for TRS.

• 3 credit hours x 2 = 6 clock hours x 4 courses = 24 clock hours per week. 
Eligible for TRS

9

Adjunct Faculty in Classroom: 

• Teaching 3 courses. Each course meets 1 hour per day, 3 times a 

week. 3 x 2 = 6 clock hours x 3 courses = 18 clock hours per 

week. Not eligible for TRS.

• Teaching 4 courses. Each course meets 1 hour per day, 3 times a 

week. 3 x 2 = 6 clock hours x 4 courses = 24 clock hours per 

week. Eligible for TRS.



Adjunct Eligibility Examples

• Less than half-time in fall; half-time or more in spring
• Becomes TRS eligible in the spring semester since total employment is 

more than 4 ½ months (Rule 25.1 (g))

• Hired to work 20 hours or more only in the Fall semester
• Not TRS eligible and considered Temporary Employment

• Hired to work 20 hours or more in the Fall semester with the 
understanding they may work in the Spring semester
• TRS eligible beginning in the Fall semester since total employment is 

expected to be more than 4 ½ months (Rule 25.1 (g))
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Adjunct Eligibility Examples

Examples continued:

• Hired to work 20 hours or more in any semester, but low 

enrollment and classes don’t make
• If classes dropped changes TRS eligibility, then the change is retroactive

• Hired to work 20 hours or more in the Fall semester. Continues 

working in the Spring semester but less than 20 hours. Returns to 

working 20 hours or more in the Summer semester
• TRS eligible in the Fall semester, NOT TRS eligible in the Spring 

semester and back to TRS eligible in the Summer semester



Additional Consideration for Eligibility-Concurrent Employment

• Combine multiple positions at ONE employer to meet eligibility
• Different FTEs for each position

• If eligible at one employer, then all employment with TRS-covered employers 
is reported as eligible

Exceptions:
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• Substitute work is not considered 

employment for TRS purposes

• Student Employment is not considered 

employment for TRS purposes



13

View Employee Information Screen

• Look up ALL new hires

• Enter SSN and either last name or DOB - Not all 3 fields

• Search results show you:

• If person is already a TRS member

• If New Member Contributions due

• If person is a TRS retiree

• Person’s retirement date

• If retiree is subject to surcharges

• If person has elected ORP
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View Employee Information - No TRS account
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View Employee Information Screen – ED 20 received only
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View Employee Information---Current TRS Member
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View Employee Information – Active Member Continued
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View Employee Information - Continued
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View Employee Information - Continued
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View Employee Information - Continued
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View Employee Information – Viewing Contract and Payroll Data
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View ED Contract Info Screen
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View Employee Information - Continued
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View RP Payroll Information screen
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View Employee Information - Continued



• Report an employee’s name as it appears on their 
Social Security card

• Report the date of birth and gender as they appear on 
the employee’s government-issued identification

• The State Auditor’s Office (SAO) conducts census data 
audits annually at REs around the state
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Reporting Accurate Demographic Information



Employee Demographic (ED) Report

• The purpose of the Employee Demographic Report is to create and maintain 
information for TRS participants

• ED20, ED25, ED40, ED45 & ED90

• Can submit and complete as many ED reports as needed each month

• Examples of when to send ED records
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New Employee

ED20 or ED25

ED40

Change 

Positions

ED45 to 

End/Add*

Terminate ALL 

Employment

ED90
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Important fields on ED40 Record

• Position code

• Employment type

• Membership eligibility flag

• Non Standard Work Week

• ORP eligible position flag



ED45 Record

• The purpose of the ED45 record is to edit, end, end/add or delete position 
information for TRS participants

• Examples of when to send ED45 records
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Edit

Incorrect original 

information

End 

Position ends 

prior to original 

or expected 

date, not termed

End/Add

Original position 

ends, new 

position begins 

immediately

Delete

Position record 

submitted in 

error
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Optional Retirement Program (ORP)

• New TRS 28 Form

• Eligibility Date

• Effective Date

• Election Date

• Notification Date

• View ORP Participants Screen in RE 
Portal

• ORP information on View Employee 
Information screen



31

Optional Retirement Program

• Use caution when reporting employee after ORP election

• TRS contributions reported after the ORP election can only be corrected via 
RP 25 record if the employee has not vested in ORP. Otherwise, the 
correction requires Trustee to Trustee transfer.

• ED 45 record to end TRS position one day prior to ORP effective date. ED 40 
with begin date as ORP effective Date, TRS eligible flag “no”.

• TRS is continuing to work through the known ORP issues on our system



Reporting ED40 records for ORP Participants
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Scenario 1

The employee is already enrolled and participating in ORP prior to the 

beginning of the fiscal year.

Action
Submit the ED40 record with “TRS Membership Eligibility” flag of No and an “ORP 
Eligible Position” flag of Yes. 

The “Beginning Date of Contract/Work Agreement” and “Ending Date of 
Contract/Work Agreement” fields should reflect the dates the employee was hired to 

work in that fiscal year.



Reporting ED40 records for ORP Participants
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Scenario 2

The employee is hired into a TRS-eligible position during the fiscal year that is 

also an ORP-eligible position.

Action 1
Submit the initial ED40 record with “TRS Membership Eligibility” flag of Yes and “ORP 

Eligible Position” flag of Yes. 

The “Beginning Date of Contract/Work Agreement” and “Ending Date of Contract/Work 

Agreement” fields should reflect the dates the employee was hired to work that fiscal year.

Please note: If the member later decides to elect ORP during the initial election period, but 

has contributed to TRS for the months prior to the ORP election, then an additional action is 

required.



Reporting ED40 records for ORP Participants

34

Scenario 2 Continued

Action 2

Submit an ED45 adjustment record to end the TRS-eligible positon and add the ineligible 

position using an “Adjustment Reason Code” of End/Add. 

Ensure all original fields match the information submitted on the initial ED40 record. Then, 

complete all of the new fields with the ORP contract information. Be sure to indicate the 

“New TRS Membership Eligibility” flag as No and “New ORP Eligible Position” flag as Yes. 

The “New Beginning Date of Contract/Work Agreement” field is the date the employee’s 

ORP participation began (the effective date of the ORP election).

Must submit a completed TRS 28 election form to TRS by the end of the ORP election 

period.



Reporting ED40 records for ORP Participants
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Scenario 3
Employee is hired into a TRS-eligible position during the fiscal year that is also an 
ORP-eligible position; however, the employee decides to remain in TRS and does 

not elect ORP.

Action
Submit the initial ED40 record with “TRS Membership Eligibility” flag of Yes and an 

“ORP Eligible Position” flag of Yes. The “Beginning Date of Contract/Work 

Agreement” and “Ending Date of Contract/Work Agreement” fields should reflect the 
dates the employee was  hired to work in that fiscal year.

No ED45 adjustment record is needed since the employee did not elect to 

participate in ORP.



TRS Forms

• TRS 7 – Notice of Final Deposit before Retirement and 
School Official Certification of Salaries 

• TRS 8 – Notice of Final Deposit of Deceased Member Form

• TRS 22I – Verification of Service and Salary Form

• TRS 22S – Verification of Substitute Service and Salary Form
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TRS 7 – Notice of Final Deposit before Retirement and School Official Certification of Salaries 
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TRS 7 – Notice of Final Deposit before Retirement and School Official Certification of Salaries 
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TRS 7 – Notice of Final Deposit before Retirement and School Official Certification of Salaries 
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TRS 7 – Notice of Final Deposit before Retirement and School Official Certification of Salaries 
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TRS 7 – Notice of Final Deposit before Retirement and School Official Certification of Salaries 
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TRS 7 – Notice of Final Deposit before Retirement and School Official Certification of Salaries 

42



TRS 7 – Notice of Final Deposit before Retirement and School Official Certification of Salaries 
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TRS 7 – Notice of Final Deposit before Retirement and School Official Certification of Salaries 
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TRS 8 – Notice of Final Deposit of Deceased Member
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TRS 8 – Notice of Final Deposit of Deceased Member
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TRS 8 – Notice of Final Deposit of Deceased Member
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TRS 8 – Notice of Final Deposit of Deceased Member
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TRS 8 – Notice of Final Deposit of Deceased Member

49



TRS 8 – Notice of Final Deposit of Deceased Member
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TRS 8 – Notice of Final Deposit of Deceased Member
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TRS 8 – Notice of Final Deposit of Deceased Member
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TRS 22I – Verification of Service and Salary – Page 1
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TRS 22I – Verification of Service and Salary – Page 1
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TRS 22I – Verification of Service and Salary – Page 1
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TRS 22I – Verification of Service and Salary – Page 1
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TRS 22I – Verification of Service and Salary – Page 1
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TRS 22I – Verification of Service and Salary – Page 1
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TRS 22I – Verification of Service and Salary – Page 2
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TRS 22S – Verification of Substitute Service and Salary

60

Employee’s Information



TRS 22S – Verification of Substitute Service and Salary
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Part 2 – TRS Retirees

View Employee Information

Half-time Definition

Substitute

Independent Contractor
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Employment After Retirement: Three Categories

Retired BEFORE 

September 1, 2005

Retired between 

September 1, 2005 –

January 1, 2011

Retired AFTER 

January 1, 2011

Retiree may work without 

limit and receive annuity

Retiree may work without limit 

and receive annuity

Retiree limited to working one 

half-time or less or substitute 

UNLESS there has been a 

12-consecutive-month break 

in service

No surcharges due Surcharges due if retiree works 

more than amount allowed

Surcharges due if retiree works 

more than amount allowed 

Three Categories 

https://www.trs.texas.gov/TRS%20Documents/update_feb_2018.pdf
https://www.trs.texas.gov/Pages/Homepage.aspx
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View Employee Information Screen for a Retiree
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View Employee Information – Retiree continued
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View Employee Information – Retiree continued
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View ER Employment Info
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View Employee Information – Retiree continued



69

View ER Transaction Info



One-Half Time

One-half time for Employment After Retirement AND Surcharges defined as: 

• Working the equivalent of 4 clock hours each workday in the calendar 
month under the one-half time exception. 

• The total number of hours allowed for that month may be worked in any 
arrangement or schedule. 

• Workday is defined as Monday -Friday, regardless of whether reporting 
entity is open or closed.** 

• When a retiree combines substitute and one half time employment in the 
same calendar month, the retiree may work only one-half the number of 
workdays in that calendar month. 

**This is for Employment After Retirement and Surcharge purposes ONLY - not Active members.
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Employment After Retirement Limits Chart



Retirees as Substitutes

Retirees may substitute for another employee for an unlimited number 
of days

Retirees substituting in a vacant/open/newly created/unfilled position:
• 20 days per vacancy
• Cannot be vacancy created by retiree’s retirement
• Cannot be hired to fill position as the employee 

• TRS Audit monitors retirees reported as a substitute for more than 20 
days in a vacancy. 
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ER Report – Independent Contractor

Retirees are considered Employees during the first 12 consecutive calendar
months following retirement if they are performing duties or providing services for
an educational institution that an employee of the institution would otherwise
perform and work as an Independent Contractor.
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Sec. 824.601RULE §31.11

https://www.trs.texas.gov/TRS%20Documents/update_feb_2018.pdf
http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.824.htm
https://www.trs.texas.gov/TRS%20Documents/update_feb_2018.pdf
http://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=&p_tloc=&p_ploc=&pg=1&p_tac=&ti=34&pt=3&ch=31&rl=11
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Time worked by Retirees

For TRS Retirees
• Must be reported each month the retiree works and/or 

receives pay

• You MUST report the actual days and hours worked in the 
calendar month. 
• Only exception is for employment measured in semester or course 

hours; convert their class hours to clock hours based on the 
calculations discussed in the following slides

• Reporting scheduled days and hours is not permitted 



Adjunct Retirees – In Person Course Clock Hours Conversion

Courses Measured in hours or semester hours rather than clock hours

• Each hour of instruction in the classroom or lab will count as 2 clock hours*

• Must track and determine actual number of days worked each calendar month

Hours Worked Example:

A TRS retiree is teaching a 1 semester hour lab at a college. The lab meets once a week on 
Mondays for 4 hours. The students receive college credit for the lab.

If there were five Mondays in the calendar month, then the retiree would be reported as working 40 
hours (8 x 5) for the month. 
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Number of 

Courses

Credit Hours 

per Course Hours per Day

Days per 

Week course 

meets

Clock Hour 

Conversion 

Rate

Clock Hours 

per Week

In person 8 

week course
1 1 4 1 2 4 X 1 X 2 = 8



Adjunct Retirees – Online Course Clock Hours Conversion

Online and Hybrid Courses

• Each hour of college or semester credit given for the class will count as two hours 
worked in a week*

• Days worked based on comparable in person course

Hours Worked Example
A 3 hour online or hybrid class- to calculate the Hours Worked in a month:

Multiply the number of hours worked per day by the total days worked in a month to get 
the Hours Worked in a calendar month. 
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Credit Hours

Number of 

Courses Conversion

Number of Hours 

per Week

Number of 

Days per week

Number of 

hours per DAY

3 1 2 3 X 1 X 2 = 6 5
6 ÷ 5 = 

1.2 Hours
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