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Preface

This manual is a general summary of information needed for employer payroll reporting
staff to complete MPERA's reporting processes. Every effort has been made to ensure
the contents agree with the law and administrative rules, which is not static and can
change from time to time. This manual is not an official source of the law and rules and
should not be taken as final legal authority. Information in this manual is based on the
2023 Montana Code Annotated. If the context of this manual conflicts with state law or
administrative rules, the law or rules will apply.

Helpful Tip: All compensation should be reported; even if it's non-pensionable.



Signing Up for Okta

Employers need to use Okta to log into ERIC. Here are the step-by-step instructions:

1. Open aweb browser and visit hitps://login.mt.gov.

SICN IN
FORMERLY EFASS MONTANA

2. On the Okta Sign In page, select Sign In. sl

Password

—= Ermoeyes Sign-In

Mesd help signing in?

Create Account

Formerly ePass Montana

3. On the Create Account page, enter this information:

e Email [ ]
e Password (follow password requirements guide) o Arfenst 8iharcumtish
e First name « Atleast 1 number(s)
° LOS-l- no me . At least 1 lowercase letter(s)
v At least 1 uppercase letter(s)
~ Does not contain part of username
4. C"Ck On Register. *indicates required field

MONTANA.GOV

5. Open your email client and select the Activate

Account link in your email from Okta. This link expires

within seven days of receiving it. Now your account I Activation I
is created, and you will be redirected to the Sign In

page. ——

To verify your email address and activate your account, please click

the following link
Activate Account



https://login.mt.gov/

6. Enter your email address/username and password,
and click Sign In.

v

7. On the Welcome page, complete these fields:
e Select a forgotten password question.
e Select a security image.

You will then be directed to your User Dashboard.

8. On the User Dashboard, you can search for apps such as
MPERA Employer Reporting and Information (ERIC) and
proceed to ERIC for reporting.

okta & vrerd
ﬁ @ MPERA Employer Reporting Information
My Apps
i . Center (ERIC)

x
—

9. After the initial registration, you can log in using the ERIC Login link on
https://mpera.mt.gov/.

EMPLOYERS

Employer Introduction

Corntriburion Rates

ERIC Payroll Schedule Change

Instruction Video

‘ ERIC Login b


https://mpera.mt.gov/

Gaining Access 1o ERIC

Each organization should have at least one Portal Access Manager (PAM). The PAM is
responsible for granting other employees within an organization access to ERIC. If you are
new to reporting in ERIC, alert your PAM that you now have an OKTA account. You will
need to give them your Okta username. Do not give them your password. If you are the
PAM, here are the steps you will take in setting up your new employee’s access:

1. On your home screen, go into Organization Profile quick link box or the left-side
panel and select Organization, then go into the Contact tab found in Other Details,
and New.

2. This will bring you to the Organization Contact Maintenance screen. Enter in all the
required fields for Contact Information. Under Contact Type, check any box topics
that you would like to receive correspondence/notifications on.

Helpful Tip: Save often! You can save at the top of your screen before completing
the next panel.

3. Inthe Web User Management panel, check off the EWP Access box, the current
date in the Initial Registration Date box, and the contact’s OKTA Username. Do not
ask for their password.

4. In the Security Access panel, use the drop-down menu of the Role to add whatever
role(s) you would like to give them. For each role selected, click the Add button
afterwards. If you want to remove a role, select the role, and click Delete.



Welcome to ERIC

This is the login screen to the Employer Reporting and Information Center (ERIC). Access
to ERIC is assigned by a user with the Portal Access Manager role.

Welcome
Employer Reporting and Information Center

Employer Login

Instructions

« PERIS ESS is MPERA's secure intranet designated just for our employers. This tool provides employers with an effective, time-saving way to submit and
view critical financial and employee information online.

* Ifyou are not registered with PERIS EWP and would like to access this service, contact MPERA

© 2014 PERIS - All Rights Reserved

Use the dropdown to find your organization and click Select. Contact ID will autofill. You
can also enter the Org Number and/or Contact ID. You will need to contact MPERA if
you forget your password.

o

Welcome
Employer Reporting and Information Center

Employer Login

Instructions

* Please enter or select from the pull-down a contact to work with and click the ‘Select Contact’ button.

© 2014 PERIS - All Rights Reserved




Overview of Employer Reporting

The Employer Reporting process is used to receive enrollment, payroll, and
demographic data from MPERA employers. The employer submits the data via ERIC,
which sends that information to MPERA's internal system (PERIS). Employer reports
contain headers and detail records.

A header is a record that contains one or multiple detail records and is broken down by
retirement system. Headers will be specifically enrollment, payroll, or demographic
information. Detail records contained within those headers are the individual
information for a member. For example, an enrollment detail record will contain the
information to enroll a single individual.

Each employer report can contain one or multiple headers. For example, you may
have two payroll headers in the same employer summary report you are submitting -
one payroll header containing the individual detail records of members that are part of
PERS, and a second payroll header that has the individual records of members that are
part of SRS.

The same can be said of enrollment headers or demographic headers. Each header is
specific to the system in which you are reporting member data. Additionally, an
employer report can contain multiple header types within one report. You may have an
enrollment header(s) as well as a payroll or demographic header(s).



ERIC Home Screen

This is the Home Screen of ERIC. You can access lookup screens by selecting the quick
link boxes on the home page, or by the left-side panel menu. Some of the quick link
boxes can also be accessed on the left-side panel.

In the upper right corner, you will see the previous back arrow and welcome menu
drop down box. It is best to use the previous back arrow instead of your back browser
button as this will often take you out of ERIC. The Welcome Menu drop down has
features that are explained in greater detail after the left-side panel definitions.

Your screen may look different than what is displayed here based on your security
access and assigned permissions. To view your security access, go to the Organization
Profile quick link box found on the home page.

Left-Side Panel Quick Link Boxes Previous Back Arrow and
Welcome Menu




Left-Side Panel Features:

o Employer Report S ummary — Where your reports are located. They come through
the files from your software vendor, or from you manually reporting in ERIC, using the
copy forward feature.

¢ Demographic Header - Location of the retirement system (such as PERS), that
houses the demographic details of your employee.

e Demographic Detail - Where you update your employee’'s name or address.
¢ Enroliment Header - Where you enroll your new employee.

e Payroll Header - Location of the retirement system (such as PERS), that houses the
payroll details for your employee.

e Payroll Detail - The individual payroll information for your employee. Payroll details
such as regular pay and overtime should be listed separately.

¢ Upload File - Where you upload your file if you have a software vendor that provides
a program in which you maintain your payroll and other information for your
employees.

e Processed Files — Where you may check the status of your uploaded file.

e Processed Records — The detailed lines of records within the files you uploaded.

e 457 SDA File — Where you see the 457 SDA file you upload for employees who
participate in the supplemental Deferred Compensation 457 (b) plan. This only
applies to 457 contracted employers.

e 457 SDA Change Lookup — Where you check each time before reporting in ERIC, to
see if your employee has updated their deferral. This only applies to 457 contracted

employers.

e Covered Payroll Reporting by Fiscal Year — Where you filter and view a payroll for a
specific fiscal year.

e Covered Payroll Reporting by Pay Date — Where you filter and view a payroll for a
specific pay date, for auditing purposes.

¢ Invoice Receivable — Where you view any invoices you have created from your
summary report.

¢ Credit Memo — Where you view any credit due to you, through an adjustment.

e Service Credit Purchase — Where you view your employees’ service purchases that
have been confracted with MPERA.



Adjustment Summary — Where you create and view adjustments to correct reporting
errors for your employees.

Payment — Where you create or view a payment from your payroll or adjustments.

Messages — Where you view information that can impact your payroll, or changes in
ERIC from MPERA.

Insurance — Where you set up, view, or update continued insurance for your retired
employees.

Organization - Where you maintain all information regarding your organization.

Limitation Maintenance — Where you view your PERS Optional Members under 960
hours and Working Retirees’ hours.

Contribution Rate — Where 1o locate the employer and memiber contribution rates
by year.

Person — Where you can locate a particular employee’s information.

Security Audit — The location of anyone who has security access granted to review
information in ERIC.

New Hire Eligibility - Where you screen a new hire to see if they have a current
account with MPERA or if they are retired. This assists with the enrollment process.

10



Welcome Menu Features:

Welcome CV0703 v

& Form Cache
& Switch Contact
. Contact Us
? Help

anization information an
& Print

O Reset

o) O Logoff
s
Employer Reporting

e Form Cache - If you find ERIC is responding slow, click this. It is beneficial if you click
on it periodically to ensure it clears out cache.

e Switch Contact - If you share a computer at your agency and another user wants to

sign in.

e Contact Us - MPERA's contact information.

e Help - Topics to assist you with navigating in ERIC.

e Print - Allows you to print the screen.

e Reset - Resets all your preferences, views, etfc.

e Logoff — Ends your session in ERIC.

11



Alerts and Messages

Alerts and Messages are in the shortcut box on your home screen. This is where MPERA
sends messages that could impact reporting payroll. By clicking on the View More link
within the quick link box, or the Messages in the left-side panel, the message board will
display. Under the Message Type, the message will list Action Required,
Correspondence, Information or Urgent. Action Required will block you from continuing
in ERIC unless you have marked it as read in the box on the right. Pay attention to these
messages as this is one way that MPERA informs you of important information.

+ IMessage Board X -

[ Record displayed ]

Message Board

Messages
Message Type : | an v Read/Unread : | an v | | Filter

[ Message Type Message Subject Received Date Attachment Read

No records to display.

12



Organization Profile

The Organization Profile box is in the quick link boxes on your home screen. By clicking
on the View More link within the box, the Employer Maintenance Screen will open. In
the Main Section panel, you will see information already populated for your agency
such as your federal TIN, your county, email, and primary contact. To view or update
information for your agency, you will go to the Other Details panel below.

+ Home  Employer Maintenance ¥ Displaying page 1 of 1

[ Record displayed. Please make changes and press SAVE. |

Employer Maintenance

Main Section
Organization Type : Employer Employer Type : Other Local Government Effective Date :
State TIN : | ] * County : [ Lewis and Clark v End Date :
Federal TIN : 2 ] Status : Active MPERAID :
Preferred Communication : v‘ Reporting Method : Status Effective Date : 02/01/2020
Employer Pays Contribution for Service Purchase : Employer Pays Interest For Service Purchase : Employer Pays Interest For Workers Comp. :
Auto Post ER File : No
Health Care Vendor Organization Name : Primary Contact : Terry Dalton Primary Address : 100 N Park Helena Montana 53602
Primary Email : noemail@bresnan net Primary Phone : (406) 555-3131 City Class :
Other Details
Address i
(
AddressID  StreetName City  State/Province Zip Code/Postal Code Country Status  Primary Address
10455 100 M.Park  Helena Moniana 59502 Uniled State of America  Active Y

When you are updating information in ERIC such as an address, bank, or a contact for
your agency, you will always click New. MPERA retains all information for historical
pUrposes.

13



Address Tab — This is the first falbb under the Other Details panel. Here you can view your
agency'’s address that is listed with MPERA. If you want to update your address, you can

click New, and it will bring up a new screen to enter information.

Other Details

Address Contact Payroll Schedule Status History Insurance

MNew l Open

| Primary Address

J Address ID Street Name City State / Province Zip Code / Postal Code

O 10692 100 N. Park Helena Montana 59602

Plan Tab - This is the system(s) your agency provides for the employees. It could be
PERS, or other safety systems such as MPORS (Municipal Police Officers’) for example.

Contact Tab - This is where you maintain the contact(s) for your agency. If you have a
new employee who will be working in ERIC, you will click the New button and an
Organization Information panel will pop up. Anything with a red asterisk is a required
field. In the second panel you will see Contact Type and different categories. Check
whichever boxes you would like the new contact to get MPERA information on, in
relation to that category.

Organization Information

Organization ID: 12149 Organization Name : Terry Creek

Organization Type : Employer

Organization Contact Information

* Contact Last Name : [:] * Contact First Name

Contact Prefix : | ~| Contact Suffix

| Contact Middle Name: |

* Main Phone / Ext :

| Alternate Phone/Ext

|
|

Job Title : \ | * Organization Plan : | ~|
|
|

* Email : Fax Number

* Contact Address : ~| " status : [ active ~|

* Effective Date : | []] End Date : | [
* Contact Type:
O 457 [ Board Member/Superintendent () Business/Finance Officer
O FURS O GWPORS O HPORS
) Human Resources O Insurance Reporting O JRS
O MPORS O Other O Payment
[ Payroll Reporting ) PERS O sRs
[ Stakeholder [ vFCA O web User
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The Web User Management Panel - This is where you enter the new contact’s

username and the date they signed up. If you are unsure of that date, just enter
the current date. Be sure to check the EWP Access box.

Web User Management

Send Email

EWP Access: [

I OKTA Usemame: | II

Terms and Conditions Read Date

The Security Access Panel - This is where you select the roles that you want the
new contact person to have. Selecting the drop down, you will choose a role,
and then to the right click the Add button. You may then select another and
repeat. If you need to go info this record later and take a role away, you can
follow the same steps but click Remove.

Security Access

O

O

O

Role ID

10076

10084

10085

10086

10204

10205

10207

10209

10231

Ilnitial Registration Date:

Last Successful Login:

Role:

v| [ Add ] l Remove ]

Role Name

Portal Access Manager

Maintain Employer Profile
Employer Information Processor
Payroll Report Processor
Employee Information Processor
Employer Insurance Administrator
IMaintain Vendor Profile
Healthcare Qrganization Vendor

Employee Enroliment

15



Be sure to click Save up at the top left side of the Organization Contact Maintenance

Screen:

+ Home / Employer Maintenance / Organization Contact Ma...* > Display

[ Record displayed. Please make changes and press SAVE. |
Qrganization Contact Maintenance
Organization Information

Organization ID : 12149

Organization Type : Employer

I Organization Contact Information

¢ Inactivating a Contact - If the person listed is no longer employed by your
agency, it is important that you inactivate their security access in ERIC. In the
Other Details panel in the Employer Maintenance screen, you can click on the
contact ID link associated with that person to open their record.

Other Details

Address Plan Contact

Payroll Schedule Status History Insurance

[J ContactID ContactName JobTitle ContactRole Phone Number / Extension Phone No Alt Phone No Alt Ext Address [D  Address Email Addres
457 Payroll
Reporting PERS Ve
User,Business/Finance 100N

0 a”e oo Ofcer Human (406) 555-3131 10465 o Heiena Montana soe0z  NOSTAIEDTES
Resources, Insurance
Reporting

16



Go to Status and select Inactive in the dropdown box. Enter the End Date and be sure
to save.

* Contact Last Name : | poe | * Contact First Name : | Jane | Cc
Contact Prefix : | v| Contact Suffix : | v|
Job Title : | | * Organization Plan : | v
* Main Phone / Ext : | (406) 555-3131 || | Alternate Phone/Ext : | i
* Email : | noemail@bresnan net | Fax Number: | |
* Contact Address : | 100 N. Park Helena,Montan + | * Status : [ inactive v] )
* Effective Date : | 11012018 B | End Date : | i |
* Contact Type:
457 C] Board Member/Superintendent & Business/Finance Officer
[JFURS [J GWPORS [JHPORS
Human Resources Insurance Reporting O JRS
[J MPORS O other [J Payment
Payroll Reporting PERS [ SRS
O Stakeholder O VFCA Web User

Bank Tab - This is where you will locate or update your agency’s bank information with
MPERA. To update, you will click the New button, complete the required fields, and
select Save.

Payroll Schedule Tab — This is where you will locate your agency’s payroll schedules. You
will see the schedule ID link which allows you to open the details on that schedule. They
are listed out by fiscal year, system, frequency, and first employer pay date. Schedules
that show active are the current schedule while the completed ones are previous fiscal
year schedules.

As the fiscal year draws to a close, you should be able to view your new payroll
schedule for the new year in May. ERIC will populate the new schedule based on the
previous fiscal year's schedule. It is important to open the new payroll schedule link for
the upcoming year and review the dates that ERIC has in place.

You will need to review, edit, and finalize your payroll schedule each year by June 15.

Online video instructions may be found here:
https://mpera.mt.gov/ media/education/ERICPAYROLLSCHEDULECHANGEINSTRUCTIO

NS.mp4.

17
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Open your upcoming payroll schedule ID link that is currently in a pending status. If you
are an employer who has more than one payroll schedule (for example PERS and SRS)
you will have to approve each of the pending schedules. Here is an example of an
employer who has two upcoming schedules to review and approve:

Other Details

Address Contact Payroll Schedule Status History Insurance
4 4 | Page Dof 2 | » | Resuits 1-100f 16
[ Schedule ID Fiscal Year Schedule Name System Frequency First Employer Pay Date Status
O 16082 2024 FY2024_FERS_BIWEEKLY PERS Biweekly 07114/2023 Pending
| 16083 2024 FY2024_SRS_BIWEEKLY SRS Biweekly 07/14/2023 Pending
O 15288 2023 FY2023-PERS-BEIWEEKLY  PERS Biweeakly 07i01/2022 Active
H| 15289 2023 FY2023-SRS-BIWEEKLY SRS Biweeakly 07/i01/2022 Active
[l 14038 2022 FY2022_PERS_BIWEEKLY PERS Biweeakly 070212021 Completed
[l 14039 2022 FY2022_SRS_BIWEEKLY SRS Biweekly 070272021 Completed
O 12422 2021 FY2021-PERS-Biweekly PERS Biweeakly 070212020 Completed
O 12423 2021 FY2021-SRS5-Biweekly SRS Biweekly 0710212020 Completed
[l 10933 2020 FY2020-PERS-Biweekly PERS Biweekly 07/05/2019 Completed
0 10934 2020 FY2020-SRS-Biweekly SR3 Biweekly 07/05/2019 Completed

Once you have opened one of the Schedule ID links you should see the Payroll
Schedule Information screen. You can go into the Schedule Name and give each
schedule its own unique name to help you identify which schedule should be

associated with the group of employees you report for. For example, you may have

confractors you pay on a different schedule. Verify that the Holiday Pay Dates and Pay
On fields are correct. If you need to make revisions, use the drop-down menu to adjust.
If you adjust one or both fields and click Save, the schedule will regenerate, and all the
pay dates below will adjust based on your new entry.

18



Go to the Payroll Schedule panel and review all the pay dates ERIC has automatically
populated for the upcoming fiscal year. Adjust the pay dates accordingly as they may

not be correct for the actual dates you are paying on.

If your pay date is within five business days before or after what is in that field, this
should allow you to report with no errors.

Payroll Schedule Information

Fiscal Year : 2024 Fiscal Year Begin Date : 07/01/2023
Schedule Name @ [Fv2024_PERS_BIWEEKLY| Fiscal Year End Date : 06/30/2024
Organization System : PERS Schedule Status : Pending
Schedule Frequency : Biweekly Payroll Schedule Header ID : 150382
Holiday Pay Dates : | WWe Do Mot Pay On Bank Holidays | First Payroll Schedule Flag :
Fay On : | Previous Business Day w |

Biweekly Frequency Details

First Pay Date : 07/14/2023

Payroll Schedule

(I Add Pay Date | | Remove Pay Date
(1  Payroll Schedule Detail ID Detail Type Pay Date Pay Period Information
O Regular 071472023 i3]
O Regular 071282023 i3]
O Regular 08/11/2023 =

¢ Adding One Additional Schedule:
Some employers (primarily school districts) may need an additional pay date to
pay out employees before they leave for the summer. Clicking on the Add Pay
Date button opens a blank pay date field at the bottom of your schedule,
allowing you to add up to three new pay dates. The new date(s) must be later
than the last generated payroll detail. If you are trying to enter an earlier date,
please contact Employer Support.

e Deleting a Pay Date:
There is a button that allows you to remove a pay date if necessary.

19



Once you have reviewed and edited your new schedule, go to the top of your screen,
and click on Save and then Finalize Schedule. Once a schedule is finalized, you cannot
edit the schedule. You will then receive the following message:

Y

doaperuatb0 says

Mo changes can be made after clicking continue, Are you sure you wish
to continue?

2|

Click OK. Remember, if you are already within that pay period and you are trying to
push back a date within five business days, ERIC will not allow this. Contact Employer
Support.

If you have another payroll schedule for the upcoming pay period, go back and
review, edit, and finalize. Once your schedules have been finalized, you will see that
they will change from pending to active in the Other Details panel under your Payroll
Schedule tab.

e Declaring No Payroll:
If there is no payroll to report for a pay period, this can be indicated through the
payroll schedule.

Click on the Schedule ID from the Payroll Schedule tab to open the Payroll
Schedule. Select the box to the left of the Pay Date that has no payroll to report
where the Pay Date field is still editable. Click on the Declare No Payroll button.

A “No Payroll” report may only be declared on the pay date immediately following
the most recent pay date with an associated payroll header that has been posted.
A message will appear saying "You are declaring that you have no payroll to report
on behalf of your employees. By clicking on OK, you are confirming you have no
payroll to report to MPERA for this pay date.” Be aware that this action cannot be
undone.

Click OK and Save. Then click on the Organization ID number under Organization

Information or Employer Maintenance on the top bread crumb navigation to exit
the screen and return to the Payroll Schedule tab.

20



Status History Tab — This read-only display will show the status of a retirement system that
the member’s agency is enrolled in and the effective date.

Other Details

Address Plan Contact Bank Payroll Schedule Status History Insurance

Status  Effective Date
Active  07/01/1948

Active  07/01/1948

Insurance Tab - This is where employers report health insurance items such as:

Adding a refiree to insurance
Adding a new insurance rate
Changing an existing insurance rate
Terminating insurance for a retiree

Visit the Insurance section of our welbsite for more information and step-by-step
instructions.

21
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Enrolling a New Employee

Enroll New Employee is in the quick link box on your home screen. This is one of two
ways to access the Enrollment Lookup Screen. You can also open the same screen by
accessing Enrollment Detail on the left panel.

ERIC

| + Home X

I Record displayed.

‘ Alerts & Messages

Messages
Home

B Employer Reporting ~ Welcome to the MPERA Employer Reporting and Information Center (ERIC). ERIC is your guide to a secure portal where you can view and update
Here is a brief description of the various activities that you can do

Employer Report Summanry

Demographic Header ’
Alerts and Messages (0) unread Upload File
Demographic Detail
Click here to navigate to the message board screen to visw messages Click here fo navigate 1o the uplo
Enrcliment Header

Enroliment Detail

Payroll Header

o —
Payroll Detail s o
~
Upload File Enroll New Employee Employee Data
Click here to navigale to the enroliment lookup screen Click here o navigate to the persol

Processed Files
Processed Records
457 SDA File

457 SDA Change Look Up Y

Covered Payroll Reporting by Fiscal Year Payments

Covered Payroll Reporting by Pay Date I Click here to navigate ta the payment laokup screen

New Hire Eligibility:

There may come a time when you are hiring a person as an Optional Employee under
the 960-hour limit or a PERS Member. If that employee has an existing account that they
failed to mention and they currently have contributions on account, or the member is
retired, it is good to be aware of that before you enroll or pay them to avoid
adjustments and issues later. The New Hire Eligibility feature is a way you can screen
them beforehand. It is the last item on your home screen located in the left-side panel.
After clicking on it, you will be brought to a screen that allows you to enter the
employee’s social security number and birth date. This screen will also show if they
have an existing account.

o Organization Information v

Messages New Hire Eligibility Maintenance

Insurance Search Criteria

Emmmm P Qosteorsinn: oo
Organization

Limitation Maintenance

Contribution Rate System Results
First Name -
- No Record(s) exist for that SSN and Birth Date combination
Person
Last Name

Person ID

SSN

22



Enrolling a New Employee Separately:

Before enrolling your new employee, check to see if they already have an account
with MPERA by checking the New Hire Eligibility feature. Please note that all employees
must be reported to MPERA, including teachers and employees who have opted out of
retirement.

For Employers who do not use file upload, or prefer to not enroll within their software,
here are the steps to enroll a new employee:

1. On the home page click on Enroll New Employee; ERIC displays the Enrollment
Lookup Screen.

2. Enter the social security number and the system they are under (for example PERS)
and under the second panel in Search Results, click New.

3. ERIC will display the Enrollment Maintenance screen. Enter the required information
as indicated by each box with a red asterisk.

4. Click Save and check that your Enrollment Status is valid. If it is under review, scroll to
the bottom of the screen to Other Details. Within the Other Details panel, open the
Errors tab to see why it is under review. Correct or complete what is needed and
then click Save.

5. Once itisin a valid status, you will see that there is a Post button at the top of the
Save button. Post your enrollment. Failure to post an enroliment will result in errors
when reporting payroll.

IMPORTANT: If you post an enrollment and realize you had the social security number
incorrect, ERIC will not let you open that record to correct it. Do not create another
enroliment for the same person with the correct social security number. Contact MPERA
immediately. Our Employer Support will assist you and correct this.

Enrolling Several Employees at a Time Within One Report:

This allows you to have all enroliments within one Employer Report Summary so that you
can post all enroliments at one time instead of separately.

1. Follow steps 1 through 4 above.

2. Once your first enrollment is valid, click Save and New.

3. This will bring you to a new Enrollment Maintenance screen. Enter the required
information for your second employee. If you are enrolling a third employee, you will
click Save and New again.

4. When you are done entering information on the last employee, click Save and then
Post. If you have more than one enrollment, you can go back to the system header
and post multiple enroliments at the header level.
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Enrolling New Employee(s) Within Your Software:

Many employers reporting in ERIC utilize their own software before uploading the
information into the ERIC system. If you enroll your new hire within your program ahead
of uploading your Employer Report into ERIC, do not enroll a second time into ERIC, as
this will generate multiple enroliments.

Additionally, when you have your Employer Report Summary loaded, you will want to
open your enroliment details. Click on the enrollment header type (in this example,
PERS), then open the enroliment details and post. If you have more than one
enrollment, you can go back to the system header and post multiple at the header
level. This will prevent you from receiving messages from ERIC that you need to enroll
that person, when in fact you already have.

4 Welcomel
12066 : Terry Creek — Temry Dalton (idtester)

ERIC

A Alerts & Messages [ Record displayed. Please make changes and press SAVE. |

Messages

Enroliment Maintenance

Employer Report Summary
Demographic Header
Demographic Detail
Enroliment Header
Enroliment Detail

Payroll Header

Payroll Detail

Upload File

Processed Files

Processed Records

457 SDA File

457 SDA Change Look Up

Covered Payroll Reporting by Fiscal Year

Covered Payroll Reporting by Pay Date

® Financial Information v

Enroliment Header Information

Enrollment Header ID : 109504

Employer Reporting
Summary ID : 168223

Received Date : 03/11/2020

Reporting Source : File Upload

Total Detail Records : 4

Enroliment Information

Enroliment ID :

11 R fooo-00-0009

“Last Name : | RETIREE

Name Suffix: |

“Date Of Birth: | 04/06/1952

Enroliment Header Type. PERS

Posted Date :

File Name :

Posted Date :

v Marital Status : | Unknown

| Name Prefix :
| “First Name : | woRKING

“Gender : | Female

Enroliment Header
Status :

ER Summary Status :

Enroliment Status :

| Middle Name :

Valid

Valid

Valid

Ensure enrollment for
this member is posted
before submitting
payroll for them
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Adding a New Enroliment to an Existing, Unposted, Employer Reporting Summary

This will allow you to enroll employees and set up the payroll header later with the
enrolled employees.

1. Open the Employer Reporting link on the left side panel of your home screen; ERIC
displays the Employer Report Summary Lookup screen.

Click on Search in the criteria panel.

ERIC will display all summary reports. Select the Employer Reporting Summary ID link
you want to add your enrollment(s) fo.

W N

Employer Report Summary Lookup

Criteria
Received Date From: |ﬁ_| Received Date To : |—E_‘
Posted Date From : |—5| Posted Date To : |—E\
Reporting Source : |ﬁ| Receivable Status : |L‘-I|7v‘
Invoice Created : |x.u7v| Summary Submitted : |LII7V‘
Employer Reporting Summary Status : |A||7v| Employer Reporting Summary ID : |7‘
*Paycycle Frequency : (a1 |

Search Results

1D Enroliments Demo Changes Payroll Records Pre-Tax EE Contribution Post-Tax EE Contribution Total ER Contribution
4 12 515515 0.00 520382
172170 2 11 5210 67 50.00 522389
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Updating an Employee
Address or Name
(Demographic Change)

For all active employees, address or name changes should go through the employer.
MPERA only updates inactive and retirees’ addresses.

On the left-side panel, select Demographic Detail. This will open the Demographic
Lookup screen. Under the Criteria panel, enter the employee’s social security number
and click New. Enter the information, Save and Post.

ERIC

A Alerts & Messages

Messages

B Employer Reporting ~

Employer Report Summanry

Demg e Header Msg ID ; 5] Please enter search criteria and press the SEARCH button |
Demographic Detail Demographic Lookup
Enroliment Header
Criteria A

Enroliment Detail

SSN: LastName : | | First Name : | |
Payroll Header
Payroll Detail Reporting Source:: A v|  Employer Reporting Summary D | | ErrorMessage: Al v|
Upload File Employer Reporting Demographic Header ID ‘ Status : ‘AH y‘

Processed Files @ Reset

Processed Records
457 SDA File Search Results N

457 SDA Change Look Up ‘ﬁ

Caversd Payrall Reperting by Fiseal vear [ DemographicID PersonID SSN FirstName LastName MI Reporting Source Status Employer Reporting Summary ID

Covered Payroll Reporting by Pay Date
No recorris to displav

If you only want to view the employee’s current record and not update their record,
click the Search button. If the employee you are searching for has been inactive prior
to 2016, they may not display due to data conversion. Click the New button if you want
fo update their address or name.
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Reporting Payroll in ERIC

Helpful Tip: All compensation should be reported; even if it's non-pensionable.
There are three ways you may report your payroll to MPERA:

1. Upload a file that is provided by your software vendor.

2. Manually report.

3. Manually report using the copy forward feature.

Uploading a File That is Provided by Your Software Vendor:
The Upload File is in the quick link boxes on the home screen and left-side panel:

— & Welcome!
— ERIC 12236 : Terry Creek — Terry Dalton (tdtester)

+ Home X

.:l Alerts & Messages

Messages

ﬁ Employer Reporting v

Employer Report Summary

Record displayed.

Home
Welcome to the MPERA Employer Reporting and Information Center (ERIC). ERIC is your guide to a secure portal where

Demographic Header view and report person information.
Here is a brief description of the various activities that you can do:

Demaographic Detail /\
Enrollment Header

Alerts and Messages (0) unread Upload File

Enrollment Detail

Payroll Header

Payroll Detail Click here to navigate to the message board screen to Click here to navigate to the upload file screen

view messages
Upload File

Processed Files

Processed Records view more C—)) view more @

457 SDAFile

457 SDA Change Look Up s \.e/
A

Favarad Daural Il Dannartina hu Cicral Vasr L T D B [ R

In the first panel, it will instruct you on how to submit a file. The file that you upload
should be in a CSV file format and provided by your software vendor. The upload file
feature has the capability to upload payroll, enrollment, and adjustment files.
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4+ Home / UploadFile X Displaying page 1 0f 1

[ All changes successfully cancelled. |

Upload File

Instructions
To submit a file:

1. Use the "Browse..." button to select your file

2 Click the "Upload File" button
Select Files CleaD

3. Wait for Confirmation

Upload File

File Type : ‘

Upload File

e How to Upload a File:
In the Upload File panel, select Employer Reporting Inbound File from the File

Type drop-down menu. Then click on Select Files. You should see your most
recent CSV file provided by your software vendor, that you have reported.
Select that file.

e Advance to Processed Files on Left-Side Panel:
Processed Files is where you will see the status of the file you just uploaded.

ERIC [ 127 Records met the search criteria. This exceeds the maximum limit of 100. Please change th
Processed Files Lookup
i Alerts & Messages Criteria
File Type : [ a1 v Cycle Number :
File Name : | stats : (Al -
Processed Date From : | B] ProcessedDateTo: | M
[

File ID File Header ID -

Search Results

14 | Page [0 10 | » ¥ | Resufis - 10of 100
O FileHeaderID FilelD File Type Name Processed Dz
1158972 35  Employer Reporting Inbound file  2023April PERIS csv 05/01/2023

In the Processed Files Lookup panel, click Search to see the results of your file upload. If
your most recent file does not show up, try again in a minute. When you click Search, it
will show up once uploaded. This is where you can check the status of your file.
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e File Statuses:

o Processed - This indicates your file has minimal to zero errors and you now
have an Employer Summary Report to work with.

o Processed with Warnings - This indicates your file has errors that need to be
addressed and you have an Employer Summary Report to work with.

o Review - This indicates that your file has not been uploaded due to missing or
invalid information. There is no Employer Summary Report to work with.

o Void - This indicates that your file has been rejected and there are problems
to resolve. There is no Employer Summary Report to work with.

iearch Rasults

o4 | Page [{Of 10 ‘- * | Results 1-100f 100

(m} File Header ID File ID  File Type Name Processed Date  Status No. Of Rows No. of Rows with errors  Cycle Number
a 1158972 35 Employer Reporting Inbound file  2023April_PERIS csv 05/01/2023 Processed 239

] 1146278 35 Employer Reporting Inbound file  2023March_PERIS. csv 04/04/2023 Processed 234

O 356 Employer Reporting Inbound file  2023March_PERIS csv 04/04/2023 234

a 1128137 35 Employer Reporting Inbound file  2023February_PERIS.csv 03/01/2023 Processed with Warnings 260 2

a 1128136 35 Employer Reporting Inbound file  2023February_PERIS.csv 03/01/2023 Void 260

] 1118843 35 Employer Reporting Inbound file  2023January PERIS.csv 02/03/2023 Processed with Warnings 249 1

If your file status is Review or Void, you can open the File Header ID and explore why
ERIC rejected your file. Below is an example of a voided file. The error message cites
there is an incorrect job classification on the file and the status is unprocessed. Clicking
on Unprocessed opens the file so that you may look at the error(s).

=+ Processed Files Lookup / Processed Files Mainten. . % * Displaying page 1 of 1. *
Record displayed.
Processed Files Maintenance

File Details

File Type : Employer Reporting Inbound file
Original File Name : 2023March_PERIS.csv
Processed Date : 04/04/2023 09:15 AM

Cycle Number :

I Error Message : Error Inserting Payroll Detail at Line No: 228 Hard Error: 9935 Job Classification is blank or incorrect job classification for the SRS Header Type. Please correct job classification and upload the file again I

Status Summary

Status Status Count
Create © 00u7 1banz6DQUTXWg4x7T 04/04/2023 09:14 AM Modify : [BATCH_191_627051] 04/04/2023 09:15 AM
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Manually Reporting Payroll:

One way to process Employee Payroll is by manually creating a new record within the
Employer Report Summary. The steps below will guide you on the payroll process all the
way through submitting an invoice, payment, and employer report summary:

1. Click on the Employer Report Summary link and ERIC opens the Employer Report
Summary Lookup screen.

2. Select the Paycycle Frequency from the drop-down menu.

Msg ID : 5[ Please enter search criteria and press the SEARCH button |

Employer Report Summary Lookup

Criteria
Received Date From: | 53] | Received Date To : | 5] |
Posted Date From : | iii] | Posted Date To : | 5] |
Reporting Source : | Al v | Receivable Status : | Al v |
Invoice Created : | Al v | Summary Submitted : | Al v |
Employer Reporting Summary Status : | Al v | Employer Reporting Summary ID : | |

* Paycycle Frequency :

All v |

Search Results

< MNew [ Open l l Export To Excel l l Copy Forward

[J ID Enroliments Demo Changes Payroll Records Pre-Tax EE Contribution Post-Tax EE Contribution Total ER Contribution

No records to display.

3. Click the New button and ERIC will display the Employer Reporting Summary
maintenance screen.

4. Click the Save button to create the Employer Reporting Summary ID.

oyer Report Summary Maintenance
Employer Reporting Summary Information

Employer Reporting
ry ID:

Payeyele Frequancy : Semi tonthiy Employer Reporting

Posted D

: Payroll Header Status :
Reporting Souree : Manual File Name :
No Payroll : O

Submitted Date : Summary Submitted : [ Invoice Created : No

Comments :

EnrolimentUemographic Intormation

lotal Enreliment Recoras Enroliment H

O Enrollment Header ID  Header Type Header Status  Total Enroliment

No records to display.

| Pavront Summary nformation
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5. Under the Payroll Summary Information panel, click the New Payroll Header button.

Payroll Summary Information

Payroll Header ID  Pre-Tax EE Contributions Post-Tax EE Contributions ER Contributions Pre-Tax Service Purchase Amount Total Contributions

No records to display

Open New Payroll Header

[0 Payroll Header ID Header Type Pay Period Start Pay Period End Pay Date Payroll Header Status Linked Schedule

No records to display

6. ERIC displays the Payroll Header Maintenance screen. Enter Header Type from the
drop-down menu, the Payroll Start Date, Payroll End Date and Pay Date.

7. Click Save.

+ Employer Report Summary... / Employer Reporting Summ... / Payroll Header Maintena... % Displaying page 1 of 1.

[ Record displayed. Please make changes and press SAVE. |

Payroll Header Maintenance

Payroll Header Information

Payroll Header Details Contribution Totals By Pay Type Payroll Record Count

Payroll Header ID : I Header Type : | v | IPayroII Header Status :
Employer Reporting Employer Reporting
Summary ID : 176255 Summary Status :
Received Date : 07/21/2023 Posted Date :
Reporting Source : File Name :
I Payroll StartDate : || ( /_ il Payroll End Date : | il Pay Date : E|I
— —
N Total Pre-Tax EE Total Post-Tax EE
jetaliEamina=st il Contributions : $0.00 Contributions :
Total Contributable S . Total Pre-Tax Service
i $0.00 Total ER Contributions : $0.00 Purchase Amount - $0.00
Total Detail Records : Suppress Warnings : [
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8. Under the Other Details panel in the Payroll Header Details tab, click the New
bufton.

Payroll Header Information

Payroll Header Details Contribution Totals By Pay Type Payroll Record Count
Payroll Header ID : 125487 Header Type : Payroll Header Status : Review
Employer Reporting Employer Reporting
Summary ID : 176259 Summary Status : Review
Received Date : 07/21/2023 Posted Date :
Reporting Source : File Name :
Payroll Start Date : | [HENFIFE ] Payroll End Date : | o7/07/2023 =) Pay Date : | 0711412023 =]
. . Total Pre-Tax EE Total Post-Tax EE
THEf Ermiies 10T Contributions : $0.00 Contributions : $0.00
Total Contributable S ) Total Pre-Tax Service
s $0.00 Total ER Contributions : $0.00 Purchase Amount - $0.00
Total Detail Records : Suppress Warnings : [

Qther Details

Payroll Details Compensation Payroll Details Payroll Details by Status Payroll Details By Error/Warning Errors

Export To Excel

[J Payroll Detail ID PersonID SSN LastName First Name MI Payroll Detail Status Earnings ER Contribution (Sys Calc}) ER Contribution (Reported)

9. ERIC displays the Payroll Detail Maintenance screen. Enter in the required fields for
the employee’s pay. Remember that each pay type must be kept separate. If you
want to go to the next detail maintenance screen without using your back arrow
after saving, click Save And New and this will bring up the next blank detail for your
next entry.

<+ Employer Report Summary.. / Employer Reporting Summ... / Payroll Header Maintena... / Payroll Detail Maintena_.. > Displaying page 1 of 1.
[ Record displayed. Please make changes and press SAVE. ]

Payroll Detail Maintenance

Save ( Save And New b Refresh woid

Payroll Information

Payroll Header ID : 125487 Payrell Header Type: PERS Payreoll Header Status : Review
ER Summary ID : 176259 Reporting Frequency : Semi-tonthly ER Summary Status : Review
Received Date : 07/21/2023 Posted Date :
Payroll Start Date : 06/30/2023 Payroll End Date : 07/07/2023 Pay Date : 07/14/2023

Payroll Details

Payroll Detail ID : Payroll Detail Status :
ssN: Person ID : EMPL ID :
Last Name : First Name : Middle Name :
Job Classification : | ~

Pay Type:[ <]

Earnings :

Pre-Tax Emp

¥ Employee Contribution
Contribution :

J (System Calc) : $0.00

Post-Tax Employee
contribution : %2 |

Employer Contribution
(Amount Reported) :

Employer Contribution
(System Calc) : $0.00

[ 0000000 ] Rate Type : | ~
Employment Status

pate:l A

Base Employer Rate : 0.000%

oo |

Hours : [o.0o00 | Rate :

Employment Status : | ~ |
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Manually Reporting When Using Copy Forward:
If you want to refrain from entering the same information for each payroll when
manually reporting, you can use the Copy Forward feature that utilizes your previously

posted payroll.

Search Results

e —
e
S—”
4 4 | page [__]of 10 L Results 1 - 10 of 100

O ID Enrollments Demo Changes Payroll Records Pre-Tax EE Contribution
175232 30 $1,162.77
0O 174176 36 $1,345.77
0O 173193 27 $1,184.81
O 172263 27 $1,100.61
] 171434 27 $1,071.82

Post-Tax EE Contribution

$0.00

$0.00

$0.00

$0.00

$0.00

Total ER Confribution Received Date |

$1,320.27  06/16/2023

$1,528.03 06/01/2023

$1,345.30 05/16/2023

$1,24970 05/01/2023

$1,216.99  04/17/2023

Search for your last posted Employer Report Summary. Check the box in front of the
Employer Report Summary ID link and click on Copy Forward.

You will now see a blank Employer Reporting Summary Information record. Click Save to
create a new record with an Employer Reporting Summary ID number.

[ Record displayed. Please make changes and press SAVE. |

Employer Report Summary Maintenance

Employer Reporting Summary Information

Employer Reporting
Summary ID :

Received Date : 08/03/2023
Reporting Source : Copy Forward
No Payroll : [

Submitted Date :

Paycycle Frequency :

Posted Date :

File Name :

Summary Submitted :

Employer Reporting
Summary Status : Review

Payroll Header Status :

Invoice Created : No

Comments :

Frrallment/Nemanranhic Infarmation
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Scroll down to the Payroll Summary Information and open up the PERS (or other system)
hyperlink you are reporting on.

Payroll Summary Information

Payroll Header ID Pre-Tax EE Contributions Post-Tax EE Contributions ER Contributions Pre-Tax Service Purchase Amount Total Contributions

125491 $358.08 $0.00 $411.10 $0.00 $769.18

(J  Payroll Header ID Header Type Pay Period Start Pay Period End Pay Date Payroll Header Status Linked Schedule

O 125491 07/10/2023  Review FY2024_PERS_BIWEEKLY

You will see empty fields in the payroll start and end dates to complete. The new pay
date should automatically populate to the date we have on file from when you
reported your new payroll schedule for the year. Enter the Payroll Start Date and Payroll
End Date and click Save.

[ Record displayed. Please make changes and press SAVE. |

Payroll Header Maintenance

N
S

Payroll Header Information

Payroll Header Details Contribution Totals By Pay Type Payroll Record Count

Payroll Header ID : 125491 Header Type : PERS Payroll Header Status : Review
Employer Reporting Employer Reporting
Summary ID : 176265 Summary Status : Review
Received Date : 08/03/2023 Posted Date :
Reporting Source : File Name :
I Payroll Start Date : ‘ @| Payroll End Date : | w Pay Date : |m|
= B =2 |
Total Earnings: $5,355.47 T?:t:l;.r:uﬁfn? $358.08 TO?L:t‘:isbt::ia:nEsE: $0.00
W CERliEIEED o rap o Total ER Contributions : $411.10 U (R it
Earnings : Purchase Amount : $0.00
Total Detail Records : Suppress Warnings : ()
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Scroll below to the Other Details panel and open the Payroll Details tab. You should see
a listing of all your employees and their individual payroll details. Open each link and
adjust the hours and pay information. If you want, you can delete a record or add a
new record on the Other Details page. Click Save often after your entries so you do not
lose your work. Once you have everything entered, back arrow to the Employer Report
Summary and check that your summary report is valid and that your contributions look
correct. If your report is under review, resolve any errors. Then Save and Post your new
Employer Summary Report.

©Other Details

Compensation Payroll Details Payroll Details by Status Payroll Details By Error/Warning Errors
1to 50 of 64

O Payroll Detail ID PersonID SSN Last Name First Name Mi Payroll Detail Status  Earnings

=] . XXX-XX- M Valid $247.86000000
@] XXX-XX L Valid $1,468.80000000
] XXX-XX M Valid $1,409.13000000
@] XXX-XX J Valid $1,555.20000000
=] XXX-XX . W Valid $125.88000000
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Viewing and Downloading Your
457(b) Report

If you are an Employer who participates in the state-sponsored 457 (b) Deferred
Compensation, part of your payroll reporting will include deducting deferrals that your
employee has in place. Since the deferrals are continuously updated by the employee,
it is important to always check the 457 SDA file to see if they have changed so you are
deducting the correct amount each pay period.

1. On the left panel of your ERIC home screen, click on 457 SDA Change Look Up:

g Alerts & Messages =4 Home X

Messages

Record displayed.

B Employer Reporting v
R ...

Employer Report Summary

Welcome to the MPERA Employer Reporting and Information Center |
Here is a brief description of the various activities that you can do:
Demographic Header

Demaographic Detail
Enroliment Header
Enroliment Detall Alerts and Messages (0) unread

Payroll Header Click here to navigate to the message board screen to view mess
Payroll Detail

Upload File

Processed Files view more (—):)

Processed Records

457 SDA File hA

Enroll New Employee

Covered Payroll Reporting by Fiscal Year
Click here to navigate to the enrcllment lookup screen
Covered Payroll Reporting by Pay Date

2. Once you have opened the 457 SDA File you will see any recent updates on salary
deferrals by your employee(s). You can select the CSV file format which is in an
Excel sheet, or the PDF format. Both have the same information, but the PDF version
is a bit easier to view. In this file you will see the following information:
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Social Security number

Name of the employee

Payroll effective date

File Creation date

Pre-tax contribution amount

Pre-tax percentage contribution amount
Post-tax contribution amount

Post-tax percentage contribution amount
Deferral Type

Maximum Deferrals a month

Stop date

Example of an opened CSV SDA file:

e L] L i T T 3 LR —)

AutoSave (@ OF) ol Dalton, Teresa DT
File Home Insert Page Layout Formulas Data Review Wiew Help Laserfiche Acrobat 15 Share I Comment:
Al i Je 513 ~20200207~20200129™1~00000100.00~00000.00" ~00000000.00~00000.00™ Age 50 Catch-
Up™2®
A B C D E | 7 | G H S e ! | 2 K | L | _M . _N | (o] . P Q R
1 |51T 1"’ ~20200207~20200129™~1~00000100.00~00000.00™ ~00000000.00~00000.00™ Age 50 Catch-Up™~2™
2 4
3 4
4
s |
e 4
=
8 4
g 4
10
11|
12 |
13 |
14 |
15 |
16
17|
18 |
9|

Example of an opened PDF SDA file:

457 SDA INFORMATION

NAME PAYROLL |FILE PRE TAX PRE TAX PRE TAX POST TAX POST TAX POST TAX DEFERRAL |MAXIMUM STOP DATE
EFFECTIVE |CREATION | CONTRIBUTION | CONTRIBUTION |CONTRIBUTION |CONTRIBUTION | CONTRIBUTION | CONTRIBUTION | TYPE DEFERRALS
DATE DATE TYPE AMOUNT PCT GROSS TYPE AMOUNT PCT GROSS PER MONTH
1 $100.00 0.00 $0.00 0.00 Age 50 2

2020-02-07 2020-01-29 .
Catch-Up

It is recommended to open your SDA File on your left panel daily to ensure you are
aware of any updates your employee may have made on their 457(b) account. If you
have any 457 or payroll related questions in ERIC, contact Employer Support at MPERA.
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Resolving Errors in
Your Employer Report

There can be a variety of reasons why your Employer Report Summary may not be in a
valid status. If you have errors or warnings in your payroll, enrollment, or demographic
headers, you will receive an error message that will block you from creating an invoice.

You will have to explore the details within your enrollment, demographic, and payroll
headers to get your report back to a valid status so that you can create your invoice. A
warning will still allow you to proceed, but eventually, unresolved warnings will turn into
errors.

Identifying a Report That is Not Valid:

If your Employer Report Summary is not valid, you will be unable to create an invoice
and make a payment. It is important to look at both your enrollment and demographic
headers as well as your payroll header(s). If an enrollment or demographic change has
an error (even if your payrollis valid), it can cause your entire report to be under review.

Employer Report Summary Maintenance

I Save l I Refresh ] [ Print Report l [ Void l

Employer Reporting Summary Information

Employer Reporting i C Employer Reporting
Summary ID : 176250 Paycycle Frequency : Semi-tonthly Summary Status : Review

Received Date : 03/11/2020 Posted Date : Payroll Header Status :
Reporting Source : File Upload File Name :
No Payroll : [
Submitted Date : Summary Submitted : [ Invoice Created : No

Comments :
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In the example below you will notice that the Enroliment Information tab shows the
enrollment header status as being valid. What you do not see is the Demographic
Information tab content, and it is important to check that tab as well, to ensure that
there are no errors there.

Enroliment/Demographic Information

Enrollment Information Demographic Information

Total Enrollment Records © 4

| Open | | Woid | ‘ Mew Enrollment Header |

(] Enrollment Header ID Header Type Header Status Total Enroliment

O 115074 PpPERS Valid 4

Once we click on the Demographic Information tab, we can see that there is in fact a
demographic detail on an employee that is under review. To make the status valid,
select the blue PERS hyperlink, resolve the errors in the detail record that is under review,
save, and then check to see that the detail record is now showing valid.

Enrollment/Demographic Information

Enroliment Information I Demographic Information I

Total Demographic Records : Demographic Header Status : Review

l Open l I Void l l New Demographic Header l

[0 Demographic Header ID Header Type Header Status Total Demographic Changes

0O 36703  PERS
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Posting Enroliments:

To avoid error messages in your report telling you to enroll someone you have already
enrolled and who is in a valid status, simply select their Enrollment ID record and click

Post at the top. If you have multiple valid enrollments, you may post af the Enrollment
Header level instead of posting them individually.

[ Record displayed. Please make changes and press SAVE. ]
Enroliment Header Maintenance

N
l Save l l Refresh l l MNew Detail Record l l Woid "
N’

Main Section

Enroliment Header ID : 120721 Enrollment Header Type : PERS

Employer Reporting
Summary ID : 184844

Received Date : 03/11/2020 Posted Date :
Reporting Source : File Upload File Name :

Total Detail Records : 4

Other Details

Enrollment Details Enrollment Details By Status Enrollment Details By Error \ Information
New [ Open Export To Excel
( Enrollment ID SSN Last Name First Name Ml  Employment Start Date  Job Classification Enroliment C
O 211300 938-90-0002 RETIREE WORKING 04/03/2018 OP Employee under 960 hours  Valid
O 311301 100-10-0100 SMITH JANE 04/03/2018 PERS Member Walid

When working in payroll in ERIC to resolve your errors, if you see payroll for an employee
with a social security number and no name, this is a good indication you have not
posted their enroliment. ERIC doesn’t recognize this member when they haven't been
posted yet.

Payroll Errors:

If you find that your enrollment and demographic information is valid, the next thing to
explore is your payroll header(s). By opening the system hyperlink, you can go through
the details and see which records are under review.

Payroll Summary Information

Payroll Header ID  Pre-Tax EE Contributions Post-Tax EE Contributions ER Contributions Pre-Tax Service Purchase Amount Total Contributions

125486 $188.15 $0.00 $203.82 $0.00 $391.97

(0  Payroll Header ID Header Type Pay Period Start Pay Period End Pay Date Payroll Header Status Linked Schedule

@] 125486 02/15/2020 02/29/2020 02/27/2020

40



Differences Between the Payroll Details Tab and Compensation Payroll Details Tab:
After opening your system header link to explore what is under review, you will see tabs
within the Other Details panel. If you manually report, you should see the listing of your
payroll details for your employees under the first talb named Payroll Details. This can also
be true if your software vendor has their program set up to reflect the details in this tab.

Some employers have a software vendor that utilizes the Compensation Payroll Details
tab. In this tab, you will see an additional detail record for each employee with a
compensation record that contains each of the individual pay detail records within it.
For example, in a compensation record you may see a regular pay, overtime, and sick
leave record. Whatever is considered pensionable will add up to the total amount in
the total compensation record. You may have a bonus detailed record within the
compensation record, however, that amount would not be added in the total
compensation amount since it is not pensionable. Only pensionable amounts add to
the total compensation amount.

How you report will determine which tab you open to explore the individual payroll
details on your employee.

Payroll Header Information

Payroll Header Details Contribution Totals By Pay Type Payroll Record Count

Payroll Header ID : 125486 Header Type : PERS Payroll Header Status : Review
Employer Reporting Employer Reporting
Summary ID : 176250 Summary Status : Review
Received Date : 03/11/2020 Posted Date :
Reporting Source : File Name :
Payroll Start Date : \M| Payroll End Date : \M\ Pay Date : \M\
Total Earnings: $2,595.62 Tc(,:t:LtPnr:uIT:nEE $188.15 To?::::-nsbtu-:?:n?z $0.00
Total Contribl.flable $2.951.49 Total ER Contributions : $203.82 Total Pre-Tax Service
Earnings : Purchase Amount : $0.00
Total Detail Records : Suppress Warnings : [)

Other Details

Payroll Details Compensation Payroll Details Payroll Details by Status Payroll Details By Error/Warning Errors

m Open Export To Excel

1to 11 of 11

[]  Pavroll Detail ID PersonID SSN Last Name First Name MI Payroll Detail Status Eamnings ER Contributio

It is important to note that each payroll type should have its own separate record,
regardless of which tab you use in reporting.

For example, you cannot combine a regular pay amount and an overtime pay
amount in one record. This holds true if you have an employee you report for who is
under TRS, but who also works in a PERS or optional position. All pay types must be
separate and under the correct job classification.
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Three Ways to View What is Under Review:

1. Payroll Details by Status tab — Open the Review hyperlink to see more information on
your errors:
Dther Details

Payroll Details By Error/Warning Errors

Payroll Details Compensation Payroll Details Payroll Details by Status

Payroll Detail Status Status Count

Posted : 0

Valid : 5

Void - 0

2. Payroll Details by Error/Warning tab - The Count hyperlink will give you a more
detailed message as to why your report is not valid:

Other Details

Payroll Details Compensation Payroll Details Payroll Details by Status I Payroll Details By Error/Warning I

Message ID Message Count [ Severity
868 Employee and Employer contributions are not within the allowable amount of the system calculated contribution rates 3 Error
810 One or more Payroll detail record(s) are reported outside of the Employment period. Please verify. 8 Warning
824 EE and ER contributions are required 1 Error

This member is either: not enrolled with your agency, reported as terminated, enrolled under a different job classification, or enrolled with a start date that is

9925 later than this pay period. To correct: enroll the member, change the job classification on this payroll detail, void this payroll detail and report the member in 5 Error
the correct payroll period, or contact MPERA to correct the member’s hire date
9905 Excessive Hours have been reported. Please correct. If you have questions contact MPERA. 3 Information

3. Errors tab - This example shows two different errors. The first error pertains to a
total compensation record for an employer who uses a combination of pay
types that do not add up to the correct amount. The second error indicates
this payroll is trying to be reported before the previous one has been posted.

Other Details

Payroll Details | Compensation Payroll Details | Payroll Details by Status | Payroll Details By Error/Warning I Errcrsl

Export To Excel

Message ID Message Severity
=

995 "Total Compensation' earnings must equal the total earnings for all other compensation pay types. If reporting payouts for termination, please provide termination Error
information on the total compensation record.

9962 The Payroll Header for the previous pay period is not posted Error
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Creating Your Invoice

Once your employer report summary is valid, you should see a Create Invoice button at
the top of your page. Before clicking that, be sure to look below in your payroll header
and verify that your employer and employee conftributions match with what you intend
to pay to MPERA. MPERA allows you o round up to five cents, so if you need to go into
a detail record and adjust a penny so that what ERIC calculated matches what you
took out in the employer contributions, you can do that and click Save.

Payroll Summary Information

Payroll Header ID  Pre-Tax EE Contributions Post-Tax EE Contributions ER Contributions Pre-Tax Service Purchase Amount Total Contributions

124699 $0.00 $0.00 $795.82

(J Payroll Header ID Header Type Pay Period Start Pay Period End Pay Date Payroll Header Status Linked Schedule

O 124899 PERS 06/01/2023 06/15/2023 06/15/2023 Posted FY2023-PERS-SEMI-MONTHLY

Now you are ready to create your invoice by clicking the Create Invoice button.

4 Employec Repod Sumeary | Emplorer Repoding Sume 3 Diaplaying page 1 12 =p

Al changes successt etied. |
tmployer Repopl Summary MNptenance
Save | [ Revesn | [ Creste ivoce | [Jrree mes

Paycycie Frequency T Moty

Posted Date =

File e

Swmmary Submaied

Enroliment Heager States

You will get the following confirmation message to create the invoice:
doaperuatol says

You are indicating to create invoice. No further updates will be allowed
to your report. Are you sure you want to submit for payment?

CHI_IC?I

Click OK. You are now ready to make a payment to MPERA.
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Making a Payment in ERIC

There are two ways to make a payment in ERIC:

1. Select the Make Payment button that automatically appears as soon as you create
your invoice on your Employer Report Summary.
2. Go to the left-side panel and select Make Payment.

[All changes successfully saved. |

Employer Report Sum Maitdgnance

Refrech l I Print Report I [ Make Payment ]

Employer Reporting Summ mation

Employer Reporting
Summary ID : 142308

Employer Reporting

Paycycle Frequency : Monthly Summary Status : Va

Received Date : 02/07/2022 Posted Date : Payroll Header Status :
Reporting Source : Copy Forward File Name :
No Payroll: [
Submitted Date : Summary Submitted : [ Invoice Created : Ye

Comments :

When you select the Make Payment button, a blank record that has no information yet
will open:

+ Payment Lookup / Payment Maintenance X Displaying page 1 of 1

[ Record displayed. Please make changes and press SAVE. ]
Payment Maintenance

o
a
Payment Information

Payment ID : Payment Status : Submitted : No

I Payment Date : [L__ & Payment Method : | acH le Submitted Date :

Organization 1D : 12378

Check Number : I Bank Account No. : | ~ | I
NSF: No 457 Payment : Suppress Warnings : [
Pending Invoice Amount : $0.00 Available Credit Memo Amount : $0.00 Remaining Payment Amount : $0.00
Included Invoice Amount $0.00 Included Credit Memo Amount : 30.00
Comment: |

Invoice and Credit Details

Invoice Selection
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Click Save and your invoice information will populate along with a payment ID number.
Complete the payment date that you want to pay MPERA. If you are doing payroll
ahead of time because you are going to be out of the office and want to putin a
future date, you can do that.

In the Payment Method drop down box, select the way you want to pay us (ACH or
CHECK). The Bank Account No. drop down box should already have your bank
account number. Scroll down to the bottom of your payment screen and view your
invoice amount. You can check off Include All Invoice(s) which will check off more
than one invoice listed or go to Included in Remittance to pay individual invoices.

Invoice and Credit Details

Invoice Selection Available Credit Errors

I Include All Invoice(s) : I

[ Invoice ID Receivable Type Invoice Balance Due Invoice Date | Included in Remittance | System

O 403978 Payroll $1,230.27 12/07/2023 PERS

If you have an available credit coming your way from an adjustment, for example, you
can open that tab to see it. If you want that deducted from what you are paying
MPERA, simply click on Include All Credit Memos. Credits can only be applied to the
same retirement systems, i.e. SRS o SRS.

Invaice Selection Available Credit Errors

Include All Credit Memo(s) :

Credit Memo ID Credit Memo Amount  Credit Memo Date  Included in Remittance System

147 .58 R a2 HFERS

Once you have checked off what you wish to pay MPERA, click Save at the top left of
your page. Once you save and if your payment screen is valid, then you should see a
Submit button. You can now submit your payment to MPERA. Your payment will not be
processed by MPERA unless you select the submit button.

If for whatever reason, you don’t agree with a penalty or amount showing, please reach
out to your MPERA Employer Support Team.
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Check your Employer Report Summary Status:

It is advisable to check your Employer Summary Status to ensure that MPERA has
received your payment. Click Employer Report Summary at the top of your left-side
panel and then click Search to bring up your reports. We recommend you check back
in 24 hours to verify there is a posted dafte. If there isn't, please contact Employer

Support.

:R Eﬂu s

|
|
| 4 Page |4 of 10 F ¥

Expadt To Excel Copy Forward

i L

1] Ensollments  Demo Changes  Payroll Records  Pre.Tax EE Contribution  Post.Tax EE Contribution  Total ER Contribution  Received Date  Invoice Created  Submitted] Posted Date § Pay Cycle Fraquen
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Adjustments

There will be circumstances when you will have to make an adjustment for an
employee in ERIC. After you post an Employer Report Summary, you will be unable to
open that report and make changes. One key thing to remember before creating an
adjustment is this: When reporting contributions such as a retroactive pay adjustment,
you must report separate detail records for each pay date the contribution was to
come out.

This is important because when an employee retires, this can alter correct calculations
for their highest average compensation, which can have a negative impact on their

retirement.

On your home screen, navigate to the left side panel and select Adjustment Summary:

— 2 Welcome!

= ERIC 12274 : Terry Creek — Terry Dalton (tdtester) ft « [ U &Y
457 SDA File + Home X

457 SDA Ghange Look Up Record displayed.

Covered Payroll Rey y Fiscal Year Home

eporting by Pay Date Welcome to the MPERA Employer Reporting and Information Center (ERIC). ERIC is your guide to a secure portal where you can view and update y:

organization information and view and report person information
Here is a brief description of the various activities that you can do:

1+ Jo)

e
Alerts and Messages (0) unread Upload File Employer Reporting
Click here to navigate to the message board Click here to navigate to the upload file screen Click here to navigate to the Em
screen to view messages Reporting Summary lookup sc

[ iewmoe O] [ iewmere S ] [ viewmore O ]
2 @
O, -
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This will bring you to the Employer Adjustment Summary Lookup screen. In the second
panel under Search Results, click New. Remember, we are not searching for a previous
adjustment, we are creating a new record.

X Welcomel
12274 : Temy Creek — Terry Dalton (tdtester)

Msg ID : 5[ Please enter search criteria and press the SEARCH button ]

Employer Adjustment Summary Lookup

Criteria
Adjustment Summary ID : | |  Adjustment Summary Status : | All - |
Received Date From : | %| Received Date To : | 5] |
Posted Date From : | %| Posted Date To : | 3] |
I Reporting Source : ‘ Al v| Summary Submitted : | v|

Search Results

New Open Export To Excel

I [J  Adjustment Summary ID Organization ID Organization Name Received Date Posted Date Total Pre-Tax EE Con

No

Now you are in the Employer Adjustment Summary Maintenance screen. There is no
information or summary ID, so enter the reason why you are doing the adjustment in the
comment box along with the full name of who you are doing the adjustment for and
click the Save button to create a new Adjustment Summary Report. After you save,
there will be a New Adjustment Header button that appears next to the excel button.

-+ Employer Adjustment Sum... / Employer Adjustment Sum._.* > Displaying page 1 of 1

[ All changes successfully cancelled. j

oyer Adjustment Summary Maintenance
( Save Refresh Void
Adjustment Summary Information
Adjustment Summary 4,67, Reporting Source : Manual Adjustment Summary  gpeview
1D : Status :
Received Date : 08/14/2023 Posted Date :
Total Pre-Tax EE Total Post-Tax EE
i : $0.00000000
Total Earnings Contributions : $0.00 Contributions : $0.00
R i Total Base Employer Total State
Total ER Contributions : $0.00 Contributions : $0.00 Contributions : >0-00
Total Hours : O EE Interest : $0.00 ER Interest : $0.00
Summary Submitted : Create-lnvolcelcredlt o
— Memo :
I forgot to pay John Doe Overtime pay. TD
Comments -
2
=
[ Open H New Adjustment Header J wvoia { Export To Excel
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The Comment Box:

After you enter your comment in the comment box, we recommend you copy this text
so that you can paste it into your adjustment header comment box and your
adjustment detail comment box. It is important to enter a comment so that when this is
posted to MPERA, we may understand why this is being reported.

Creating your Adjustment Header:

After saving your new summary report, click the New Adjustment Header box and paste
your comment into the comment box. Select the system that this header represents
from the Adjustment Header Type drop-down menu; the example below is PERS. Click
Save.

[ Record displayed. Please make changes and press SAVE. 1

Employer Adjustment Header Maintenance

Save Refresh
N’

Adjustment Header Details

Organization ID : 12274 Organization Name : Terry Creek
Adjustment Header ID : N Adjustment Header e - Adjustment Header Review
Type : Status :
Adjustment Summary 14974 Adjustment Summary Review
. Status :
Received Date : 08/14/2023 Posted Date :
) Total Pre-Tax EE Total Post-Tax EE
Total Eamings : 50.00000000 Contributions : $0.00 Contributions : $0.00
A— Total Base Employer Total State
- $0.00 $0.00
Total ER Contributions Contributions : $0.00 Contributions :
Total Hours : 0 Total EE Interest : $0.00 Total ER Interest : $0.00

Total Records :

| forgot to pay John Doe Cvertime pay. TD
Comments :

Adjustment Details

Once you click Save, you will notice a New button that appears. Click the New button.

| | s

Adjustment Details

" Open || Export To Excel
S~

] Adjustment Detail ID PersonID 33N LastName First
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This will open the Adjustment Detail record, allowing you to input the information for the
employee you are making the adjustment for. In the example below, you will enter the
social security number and job classification of your employee; their name will populate
after you save. You will also enter the pay type, pay date they should have been paid
that amount, the hours, rate, and rate type. Paste your comments from the previous
screens’ comment boxes or enter why you are doing the adjustment. Click the Save
button after entering this information.

Look at your errors tab below. ERIC will remind you about the Employee and Employer
Contributions and even calculate what should come out in the Employee and
Employer Sys Calc. If you have a penny difference in your own calculations, you can still
enter that amount in contributions as ERIC allows rounding of up to five cents. Click
Save again to see if it is in a valid status. Resolve any errors that show in the errors tab
below:

Adjustment Detail

Adjustment Detail Q

Adjustment Detail ID : Status : Review

SSN @ (012222222 |

Last Name : First Name : Middle Name :

Job Classification : | FERs Memoer v

Pay Type : ‘ Overtime - |

Pay Date : | 0311012023 [iE]]
Earnings : | $100.00000000 |
Pre-Tax Employee ———————————— | Employee Contribution .
Contribution: =*®° | (Sys. Cale) : $0.00 EE Interest : $0.00
Post-Tax Employee —
Contribution : ‘Mil
——— | Empl Contributi
Employer Contribution : \su 00 | mployer (:;'SHC';I:F $0.00 ER Interest : $0.00
Base Employer . )
Contributions : $0.00 State Contributions : $0.00
Hours : \5 0000 | Rate : \szu 00000000 \ Rate Type : | Hourly Rate v
Empl t Status ———————————
Employment Status : ‘ v | mploymen [;:':5_ [ [ii]]
Termination Date : ‘ ﬁ‘ Last Day Worked : ‘ @‘
Final Pay: ) Suppress Warning : )

| forgot to pay John Doe overtime pay. TD
Comments :

If you have more than one adjustment to make and it is for the same system header,
you can arrow back and click New to make another entry. When you are done with alll
your entries and they are valid, you can arrow back fo your summary report, check
what you entered for accuracy, and submit and create your invoice.

If a credit is coming your way, it will show in your payment screen along with the
payment for your payroll. It may also show as a credit memo in your payment screen,
and you can have it deducted from what you are paying MPERA by checking include
credit memo. If you want to pay it separately, go to the payment screen and pay it
immediately so it won't be included in your usual payroll. Please note that you cannot
submit an adjustment and get the credit the same day; it must process through.
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Terminating an Employee in Your Adjustments:

If you failed to report termination information for an employee in a previously submitted
summary report and you have already paid them out, you can report a termination
date in a subsequent payroll. However, if you failed to pay them out sick leave and
vacation (for example), you will have to report that in adjustments.

Another key thing to be aware of, is if you terminated them in a previous payroll and
now you are doing an adjustment to report sick leave payout (for example), you will
need to send MPERA an email explaining this so that we can clear out the previous
termination dates for you in advance. Please do not re-enroll this employee. When
entering the information in the adjustment, you will be able to enter the termination
date.

In a normal payroll, you would report final pay and termination date in either your
Payroll Details tab within your summary report or your Compensation Details tab,
depending on who your vendor is. At that time, it would only be necessary to report all
this information in one record; not in an adjustment.

If reporting for an employee who has regular pay, overtime, sick leave, and/or any

other payout records, you must report termination dates and check off final pay box in
every single record when reporting as an adjustment.
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Terminations

There may be circumstances when you will have to terminate an employee. Some
reasons for fermination may include:

¢ The employee is leaving employment
e A PERS Optional Member under 960 becomes a PERS Member
e Death

Once an employee terminates and the current payroll has not been reported, you may
still add the status change to the payroll report by opening the Employer Report
Summary and navigating to the Payroll Summary Information at the bottom and
opening the system header that the person is in:

Employer Reporting Summary Maintenance

[ Previous Page Displayed. ]

Employer Reporting Summary Information

Reporting Source : Manual Posted Date :
Employer Reporting Summary ID ; 5054 Create Invoice : ||
Mo Payroll @ || Summary Submitked @ |
Submitted Date : Paycycle Frequency : Manthly Employer Reporting !
Received Date : 01/02/2015 Comments

|

Enrollment/Demographic Information

Enrcllment Information Demographic Information

Total Enrollment Records @ 1 Enrollment Header Status : Review

W New Enroliment Header
B Enroliment Header ID Header Type Header Status Total Enrollment

= 5070 PERS Review 1
Payroll Summary Information
Pavroll Summary Status : Valid ER Contributions : $173.80

Pre-Tax EE Contributions : $151.80 Total Contributions : $325.60
Post-Tax EE Contributions : $0.00

@ MNew Payroll Header

[ ] Payroll Header ID Header Type Payroll Header Status Total Earmings Total Hours Pre-Tax EE Contributions

| S003 SRS Valid $£2,200.00 80.0000 $151.80

Helpful Tip: If you are unable to find an employee’s record, you may look them up in
Payroll Detail on the left-side panel.
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From the Payroll Header Maintenance screen, you will navigate to the Other Details
panel at the bottom of the report and open the tab where your employees are listed.

If you are an employer whose vendor uses the Compensation Payroll Details, you will
open the compensation record of that terminated employee to enter information. If you
are an employer whose vendor uses the Payroll Details tab, you will locate the
terminated employee’s regular pay record to enter information.

Payroll Header Maintenance

| [ Previous Page Displayed. ]

Payroll Header Details | Contribution Totals By Pay Type Payroll Record Count

Received Date : 01/02/2015 Posted Date :
Payroll Header Status : Walid Total Earnings: $2,2
Total Pre-Tax EE Contributions $151.80 Total Post-Tax EE Contributions : $0.C
Total Pre-Tax Service Purchase Amount : $0.00
Payroll Start Date : |[SERih FlrlvEES = i::j Payroll End Date : 02/
Employer Reporting Summary ID : 5054 File Mame :

Other Details

I Payroll Details II Com pensation Payroll Details I Payroll Details by Status walidation Info

Payroll Detail Status Earmings

= 5002 236463 XXH-XX-9286 Patty Bouvier walid %1,000.00

(| 226462 XXN-XX-5654 Happy Golucky Vald %1,200.00

In the example above, the employee is listed in the Payroll Details tab. Click on the
Payroll ID link by their name, Remember, since this employee is in the Payroll Details tab,
you will be updating their regular pay record.
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Required Fields:

The information that is required in either the regular pay record or the compensation
record of the employee you are attempting fo terminate will be:

¢ Employment Status — The reason that they are leaving (in the drop-down box).
¢ Employment Status Date — The actual date you are changing the status and

reporting the final payouts.

¢ Final Pay - (in the box to be checked off)
¢ Termination of Employment Date — The date the employee severs all employment

with the employer.

e Last Day Worked - The actual date the employee physically works or uses leave.

T Payroil st oate » 022020 FPAyrol ENG Date ©

Payroll Details

Payroll Detail ID : 35831724 Payroll Detail Status :
SSN : | 000-00-0000 | Person ID :
Last Name : WATERS First Name :

T

=7

Valid

324877
JERRY

s

o)

Pay Date .

EMPL ID :

Middle Name :

Job Classification : | OP Employee under 960 hours

Pay Type : |W|
Earnings : |W|

Pre-Tax Employee Employee Contribution

Contribution : |m—|

Post-Tax Employee —————————————————
Contribution : [s0.00 |

Employer Contribution ——————————————————— Employer Contribution
(Amount Reported) : |“D oo |

Hours : | 25.0000 |

(System Calc) : $0.00

(System Calc) : S0.00

Rate : | s325.00000000

Base Employer Rate

| Rate Type :

1 0.000%

Flat Rate ~

Empleyment Status

Employment Status : | Terminatsd vl Date -

Termination of
Employment Date :

Final Pay : Suppress Warnings :

[ 11/00/2023

| 103012023 | Last Day Worked : [ 10/30/2023

i)
)

Comments -

If you do not have a payroll record to update for your employee who is terminating,
you will have to create a new one. In the Payroll Header Maintenance screen in the
Other Details Panel, you will click on the tab where you have your employees listed
(either Payroll Detail or Compensation Payroll Details) and then click New. You will then

enter the following information:

SSN

Earnings

Job Classification

Pre-Tax Employee Conftribution
Employer Contribution
Employment Status: Terminated
Termination of Employment Date
Last Day of Work

Final Pay Checkbox
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After Completing Your Termination Entries:

Make sure your payroll detail record is in a valid status. If not, check the errors tab
below the record and address the messages. Once valid, you can go back to your
header (if you have other issues to resolve) or your now valid Employer Report
Summary.

Timely Termination Reporting Results in:

Timely refunds and rollovers

Prompt and accurate retirement benefits
Access to the 457(b) funds (if they participate)
New employment and retirement eligibility
Accurate retirement records

When a Payroll Detail is Expected for an Employee:

When working on your employer report summary, you may see a message that shows
(for example) “960 Payroll expected for John Doe OP Employee under 960 hours in
PERS.” You may wonder why this message appears for an employee you might not
recognize or who worked some time ago.

¢  When an employee has not been reported within 610 days of the last payroll,
ERIC will administer a warning. If you suppress the warning, it will not prevent you
from submitting your payroll.

¢ When an employee has not been reported within 730 days of the last payroall,
ERIC will administer an error. This will prevent you from submitting your employer
report until you enter information for that employee.

If you receive the expected payroll detail error for a member, it's due to ERIC
anticipating a payroll detail record for an employee. it is recommended that you
resolve the issue right away to avoid seeing it in the future. To do this, select New on the
payroll details tab to make a new payroll detail, and enter zero earnings with a pay
type of “Other P (IE: Reimbursements).”

e If the employee is no longer employed, terminate the employee and enter their
termination date.

e If they are still employed, place the employee on a leave status with the current
date as the employment Status Date.

After saving, you will receive a warning indicating this information is outside of the
normal payroll period because you are reporting a previous time frame for that
termination. Click on Suppress Warnings and this will allow your detail record to go into
a valid status.
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Death of an Employee:

If you receive word that your employee has passed away and they are sfill being paid,
you can open their payroll details record and enter in termination information as you
would for an employee who has retired or left.

Once you make that entry and save it, open the Demographic Detail on your left-side
panel, which will bring you to the Demographic Lookup screen. Enter your employee’s
social security number and click New under the Search results panel. It will bring you to
the Demographic Details screen (see below), where you can enter in the date of death
and if it was duty related (more common for safety officers). Click Save.

Demographic Details

Demographic Detall ”:? Demographic Status :

“LastName:[wsrers | *First Name : [ eray | Middle Name : |
“Date of Birth [ggonses )| *Gender [ e vl
International:
“Address Line 1 :| PO BOX 200131 | Address Line 2 : | ‘ Address Line 3: ‘
*City : | HeLena | “State : | Montana v ‘
“Zip Code Plus 4 [se | | Country : [ unitea states ot america vl
Phone Number : | | Phone Type : | v‘
Email Address : | | Email Type : | v‘
Date of Death: | 2712023 H‘
Duty Related Death: [y, | Duty RT;?;E;‘:::;T ‘

Suppress Warnings :

Reminders:

e If you are paying out sick or vacation to an employee who is returning in the fall
(such as a PERS school district employee), do not put in a termination date or
check off the final pay box. PERS confributions do not come out of those payouts
if they are returning.

e When reporting final pay, do not check the final pay box on every payroll detail
record for the employee. Adhere to the Regular Pay record or if you use Total
Compensation, use that record.

e |f your employee is working intermittently, use the employment status drop down
and select Intermittent Leave or Seasonal Leave so that ERIC stops generating
warnings and errors for that person. If they return, select Returned from Leave,
and enter the current date as Employment Status date.

e For additional employer questions, visit our Employer Reporting FAQS.

¢ All compensation should be reported; even if it's non-pensionable.

e Allemployees must be reported to MPERA, including teachers and employees
who have opted out of retirement.
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