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MONTANA PUBLIC EMPLOYEE
RETIREMENT ADMINISTRATION



Welcome Message

Dear Employer,

Welcome to the Montana Public Employee Retirement Administration’s Employer Reporting
Manual. Whether you are an employer already participating in one of our state-administered
retirement plans, or an employer considering providing retirement benefits to your employees, |
congratulate you on recognizing the importance of providing retirement benefits to your
employees. This manual will provide step-by-step instructions for contracting with MPERA to offer
retirement benefits as well as what is required for retirement payroll reporting purposes.

Employers report retirement contributions through our Employer Reporting Information Center
(ERIC). ERIC is a comprehensive reporting tool which enables employers to provide MPERA with
accurate employment information. MPERA partners with employers to ensure that retirement
system members receive all benefits for which they are eligible.

This manual contains important resources about plan information, contribution requirements, and
directions for new and terminating employees. MPERA relies on our partnership with participating
employers to provide sound retirement benefit administration and the best customer service to
employees. Please refer employees with retirement benefit questions to MPERA and consider
scheduling an educational activity at least once a year.

The financial future of your employees depends on our relationship and communication. Thank you
for partnering with us and please don’t hesitate to contact us for information or suggestions.

Sincerely,

Dore Schwinden, Executive Director
Montana Public Employee Retirement Administration
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MPERA Contact Information

If you have questions you can contact our office. Our office
hours are Monday through Friday, 8:00 a.m. to 5:00 p.m.
except on designated state holidays.

Member Call Center
(877)275-7372
(406) 444-3154

Employer Call Center
(844) 304-5452
(406) 444-3994

Mailing Address
P.O. Box 200131
Helena. MT 59620-0131

Office Address

100 North Park Ave.
Suite 200

Helena, MT 59601

Email - mpera@mt.gov

Website — hittp://mpera.mt.gov



mailto:mpera@mt.gov
http://mpera.mt.gov/

MPERA Board Information

PUBLIC EMPLOYEES’ RETIREMENT BOARD (PERB)

The Public Employees' Retirement Board is an independent, seven-member board,
appointed by the Governor to administer eight retirement systemsand the State’s
Deferred Compensation Plan. The Board approves MPERA's operating budget,
decides legislative policy and priorities, and hires the executive director. In addition,
the Board establishes the policies and procedures that govern operations at MPERA
and hear and rule on appeal matters of disabilities, retirees, and members. Board
members do not receive compensation for theirservice to MPERA, but are reimbursed
for necessary expenses incurred while serving.

PERB Mission Statement

The Montana Public Employees’ Retirement Board, as fiduciaries, administers its
retirement plans and trust funds, actingin the best interest of the members and

beneficiaries.

Sheena Wilson, President
Helena, PERS Retired Member
PERS Board Representative - BOI
Appointed: 4/1/2013

Term Expires: 4/1/2018

Email: Sheena.Wilson@mt.gov

Mike McGinley, Vice President
Dillon, Member at Large
Appointed: 4/1/2013

Term Expires: 4/1/2018

Email: Mike.McGinley@mt.gov

Timm Twardowski
Member at Large
Appointed:

Term Expires:
Email:

Maggie Peterson

Anaconda, Experience in Investment
Management

Appointed: 6/5/2014

Term Expires: 4/1/2019

Email: Maggie.Peterson@mt.gov

Marty Tuttle

Clancy, Active DC Plan Member
Appointed:7/31/2015

Term Expires: 4/1/2019

Email: Marty.Tuttle@mt.gov

Julie McKenna

Helena, Active Public Employee
Appointed:7/31/2015

Term Expires: 4/1/2017

Email: Julie.McKenna@mt.gov

Pepper Valdez

Bilings, Active Public Employee
Appointed 7/31/2015

Term Expires 4/1/2020

Email: Pepper.Valdez@mt.gov



mailto:Sheena.Wilson@mt.gov
mailto:Mike.McGinley@mt.gov
mailto:Maggie.Peterson@mt.gov
mailto:Marty.Tuttle@mt.gov
mailto:Julie.McKenna@mt.gov
mailto:Pepper.Valdez@mt.gov

Forms

Pending information from MPERA.



EMPLOYER PARTICIPATION IN PENSION AND/OR
DEFERRED COMPENSATION PLANS

Employer Participation in the Pension Plans

Local governments or political subdivisions can contract with the Montana Public
Employees’ Retirement Board to participatein any of the MPERA-administered
retirement systems. Interested employers can contact MPERA and we will provide
you with the appropriate documents and procedures applicable for the system
you are interestedin.

If you contract to participatein any of the MPERA-administered retirement systemes,
you must cover all eligible full-time and regular part-time employees as of their
employment date. Please be aware you must cover all eligible employees
regardless of any probationary period you may have for other benefits.

Employer Participation in the 457 Plan

State and University system employees are eligible to participatein the State of
Montana’s 457 (b) Deferred Compensation Plan administered by MPERA. Other
interested employers can enter into a contract with the Montana Public
Employees’ Retirement Board to allow itsemployees to be eligible to participate
in the plan (§19-50-201, MCA). There is no cost to an employer to participate in
this plan.

If you do not already offer a 457 (b) Deferred Compensation plan to your
employees, you may want to consider contracting with us to offer this
supplementalretirement option. The process is easy and it provides a valuable
benefit for your employees. If you are interested, simply contact MPERA, and we
can guide you through the process.

Thefirst stepis fohave your governing body pass a ‘resolution’ expressing the
desire to enterinto an agreement with MPERA to provide the State’s deferred
compensation option to your employees. After passing a resolution, you would
then enterinto a contract, which willneed to be approved by the MPERA Board.
We can provide drafts of theresolution and contract language for

you. Information about the contract requirements can be found in §19-50-201,
MCA.



Upon entering into the contract, employees can begin participating by completing
salary deferral agreements. They will indicate what amount they would like taken
from their paycheck each pay period. The deductions will need tolbe made by the
payroll officer (§19-50-202, MCA) and forwarded to MPERA within five (5) business
days.

Thisis a great way for employees tosave for retirement because the money comes
out of their paycheck through a payroll deduction and their contributions can be
either pre-tax, post-tax, or both. Employees can contribute as little as $5 per pay
period or $10 per month. MPERA contractswith Empower Retirement to maintain
the plan records, process payroll contributions and provide quarterly statementsto
plan participants. In addition, MPERA and Empower staffs are available to provide
training to your employees on retirement planning and investment education.

There is more detailed information available about the 457 plan on our website at:
mpera.mt.gov

We are also happy tocome and talk with your governing body regarding the plan.
To schedule an appointment or talk with an Education Staff member for more
information, please contact MPERA.


http://mpera.mt.gov/457bDefComp.shtml

EMPLOYERS' RESPONSIBILITES

Employers’ Role with Employee Refirement Benefits

Thishandbook explains what is required of employers for reporting members of
retirement systems administered by MPERA.. If you do not find the answers in this
handbook, please contact us at MPERAEmployerCommunications@mt.gov.

The MPERA Reporting Handbook for Employers is a reference for payroll reports and
otherinformation required by the Montana Public Employee Retirement
Administration (MPERA). This Handbook also provides additional information that may
be useful to payroll clerks when dealing withretirement issues. This Handbook is
available on our website at mpera.mt.gov for all agencies that report employee
information for the following retirement systems:

» Public Employees’ Retirement System (PERS)

» Judges’' Retirement System (JRS)

« Highway Patrol Officers’ Retirement System (HPORS)

» Sheriffs’ Retirement System (SRS)

« Game Wardens’' and Peace Officers’ Retirement System (GWPORS)
* Municipal Police Officers’ Retirement System (MPORS)

» Firefighters’ Unified Retirement System (FURS)

» Volunteer Firefighters’ Compensation Act (VFCA)

+ TheState of Montana’s 457(b) Deferred Compensation Plan

Retirement statutes and rules require your agency to send a payroll report and
retirement contributions to us within five working days after each regularly occurring
payday. Penalties of 9% or $10.00 a day, whicheveris greater, can be assessed for
latereporting (§ 19-2-506, MCA):(ARM2.43.2114)

Each Employer (and Volunteer Fire Department) that interacts with MPERA willhave
access fothe Employer Reporting and Information Center (ERIC). This application
allows employers to maintain and create records on theiremployees that can be
sent to MPERA for processing.

Thishandbook goes over uploading employer reporting files containing enrollment or
payroll records; as well as, how to process those records manually. It also goes over
employment history status, how to correct errors on records, and other processes.

Retirement statutes exclude certain employees from membership and membership
may be optional for others.

Y ourreport should list every employee in your agency. If a new employee is already

receiving a monthlyretirement benefit from MPERA, they are considered to be a
working retiree.
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Employer Reporting and
Information Center
(ERIC)
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How to launch ERIC

Thisis the Login Screen tothe Employer Reporting and Information Center (ERIC).
Access o ERIC is assigned by a user with the Portal Access Manager role.

Video- ERIC Login and Home page

Welcome

Employer Reperting and Information Center

Employer Login O |Instructions

@ PERIS ESS i5 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.

Username :

MPERA

7 7 7 AGE ® I you are not registered with PERIS EWP and would like to access this service, contact

Password

© 2014 PERIS - All Rights Reserved

Welcome

Employer R ing and Inf ion Center

Use dropdown tolocate
your organization, click
submit. Contact ID will
automaticallyfill in.

Lookup

Contact MPERA if you forget your password or pin.

HelpLul
pa— 12



http://doaperwebdev/videos/html5video/ERICAccessforotherusers.webm

Home Screen

Thisis the Home Screen of ERIC. There are twoways you can access lookup
screens either by the quick links on the Home page or theleft side menu.

Logout
Opensthe
online help
system.
Print
Upon click
Switches Contact ascreen
Home shotis
N — taken to
Displays your print.
home screen. .
Message Bar Previous
MPERAwillsend Works like the
yoU messages Screen Name backbuttonin
via ERIC. Name of the screen your browser.
for reference
pUrposes.
X welcome!
5200 : CITY OF BIG TIMBER — Esther Ames (EAmes) @ @ @ e
o Home Contact Us
lal ,
Hessages S — Displays MPERA ]
Welcome to the MPERA Employer Reporting and Information Center (ERIC). ERIC is your guide to a secure portal where you can view and update your organization information and view al ConTO CT
® Employer Report Summary Here is a brief description of the various activities that you can do: IﬂfOFmOTIOﬂ
® Demographic Header
8 Demographic Detail
. = Alerts & Messages 1+ Upload File
0 G e u Click here to navigate to the message board screen to view messages u Click here to navigate to the upload file screen
8 Enrollment Detail
® Payroll Header
8 Payroll Detail
® Upload File
/\5/1‘ Employer Reporting @) Enroll New Employee
EREio coss Files il Click here to navigate te the Employer Reporting Summary lockup screen Click here to navigate te the enrallment lockup screen
® Process Records |
® 457 Contribution File
® Pensionable Payroll Repartit
il 2 P1ro! Report o Employee Data Organization Profile
=+ Clik here to navigate to the person leokup screen Click here to navigate fo the employer maintenance screen
© Invoice Receivable
® Service Credit Purchase

Quick Links

Thelinks on the home screen are
common functionsused within ERIC.
Each of these options are also available
on theleft side main menu.

Main Menu

The main menu quick links will
appear here regardless of
what screen you navigateto.

13



Alerts and Messages

other tasks in ERIC.

The message boardis how MPERA will send messages to you. They can be marked as
Correspondence, Information, Urgent, or flagged as an ‘Action Required’. Messages are
filtered so they appear only to individuals in which the message is relevant to. Messages
that are marked *ACTION REQUIRED" must be addressed first or you cannot complete

Video- Alerts and Messages.mp4

Click on Messages in the side bar or the Alerts & Messages quick

21 link on the home page.

N\

\

[ Previous Page Displayed, ]

Welcome ta the MPERA Emgloyer Reporting and Informats
Here is a braet descriphan of the vansus ackvies that you

m Center (ERTCNERIC &5 your guide to 3 secure portal where yeu can wiew and update yeur srganiza
can dot

Click here b ravigate ta the u

ERIC displays the message
Board. OPEN the message you
wish toview.

ERIC displays the message Board Detail

screen.

ERIC marks the message as read and

records date and time stamp.

Message Board

‘ [ Record displayed ]

—Messages

Message Type : | All ¥ |Read/Unread :

B Message Type Message Subject

Information Test

Information

Received Date Attachment Read
01/02/2015

Retiree Insurance Deduction 01/16/2015

Read INFO

Read INFO

Message Board Details

‘ [ Record displayed ]

Mark For Delete

Messages
Message Type @ Information

Message Subject @ Test
Attachment :

Message :

Received Date : 1/2/2015

Welcome to Training! (test)

IRead On ¢ 1/22/2015 10:09:26 AM |

14



Setting Up Your Portal Access Manager
(PAM)

Each organization needs to assign a Portal Access Manager
(PAM). The PAM s responsible for granting access to ERIC to
other employees of their organization.

1 Contact MPERA Employer Servicesat 1-844-304-5452to
") begin the process of setting up your Portal Access Manager.

MPERA Employer Services grants permission and sends an
email to the infended PAM.
access via ePass.

Once the process is complete, the PAM can login to ERICto
set up any subsequent users for their organization.

n The PAM follows the instructionsin the email to set up their

15



Portal Access Manager (PAM)

Instructions for granting ERIC access to other employees.

Video-How to grant ERIC access.

10| Click on the Organization Profile quick link on the home page.

Home

[ Record displayed ]

Welcome to the MPERA Employer Reporting and Information Center {ERIC). ERIC is your guide to a secure portal where you can view and update your organization information and view and report person information.
Here is a brief description of the various activities that you can do:

I— ] Alerts & Messages 1+ Upload File
u Click here to navigate to the upload file screen

Click here to navigate to the message board screen to view messages

Employer Reporting @) Enroll New Employee

Click here to navigate to the Employer Reporting Summary lookup screen Click here to navigate to the enrollment lookup screen

B

g Employee Data E Organization Prcfile
- Click here to navigate to the person lockup screen Click here to navigate to the employer maintenance screen
————
‘ Access is also available by clicking ® Messages
del on “Organization” under the
He P‘Q Organization Information section of @ Insurance
Tips the side menu.
8 Organization

16


http://doaperwebdev/videos/ERICAccessforotherusers.html5-video/ERICAccessforotherusers.shtml

Portal Access Manager (PAM)

Granting ERIC access to other employees, cont.

ERIC displays the Employer Maintenance screen.

Employer Maintenance

Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

Organization Type : Employer Employer Type : City Effective Date : 01/01/1]
State TIN : “County :| Sweet Grass End Date :
Federal TIN : Status : Active MPERA ID : 302
Preferred Communication : Email Reporting Method : Web Status Effective Date : 01/01/1)
Employer Pays Contribution for Service Purchase : No Employer Pays Interest For Service Purchase : No Employer Pays Interest For Workers Comp. : No
Auto Submit ER File : No Auto Post ER File : No
Health Care vendor Organization Name : Primary Contact : AME_1427 AME_1427 Primary Address : 103 E Tl
Primary Email : AIL_1427 Primary Phone :(405)932'5511{53 City Class :

Other Details

Address  Plan I Contact I Bank  Payroll Schedule  Status History  Annual Salary  Insurance

oo com

M ContactID Contact Name Job Title Contact Role Phone Number / Extension Address
O 5157 AME_1427 AME_1427 PERS (406) 932-5611{9—" 103 E THIRD,P O BOX 416,BIG TIMBER,Montana, 59011
O 6266 ERS_22 Payroll Reporting, Human Resources,PERS {) - 103 E THIRD,F O BOX 416,BIG TIMBER, Montana, 59011

Click on the Contactstabin the Other Details panel.

To grant an employee access 1o ERIC, click NEW.

v *If the employee you wish to grant ERIC access toisalready
“ef listed asa contact, simplyopen theirrecord by clicking on the
®=| contact ID hyperlink.

17



Portal Access Manager (PAM)

Granting ERIC access to other employees, cont.

ERIC displays the Organization Contact Maintenance screen.

Organization Contact Maintenance

Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

ez

Organization Information

Organization ID : 5200 Organization Name : CITY OF BIG TIMBER
Organization Type : Employer

Organization Contact Information

“Contact Last Name : McQuack “Contact First Name : Launchpad Contact Middle Name:
Contact Prefix : Contact Suffix :
Job Title :
*Main Phone / Ext : (555) 555-5555 Alternate Phone/Ext :
“Email : dMcQuack@Ducktales.com Fax Number:
*Contact Address :| 103 E THIRD,P O BOX 416,BIG 'I'[MBER,Montana,SQOII “Status ;| Active
“Effective Date :01/22/2016 End Date :
“Contact Role:
[asz [lBoard Member/su perintendent [¥| Business/Finance Officer
[Trurs [Jeweors [Hrors
D Human Resources Dlnsuranoe Reporting D JRS
[Impors [ other O Payment
[} Payroll Reporting [Clrers [srs
[ stakeholder [vrea web User

Enterin therequired information marked by asterisks. (Note: Contact
address will be a drop down of provided address(es) of the organization, not
of the user).

yA| Click SAVE.

18



Portal Access Manager (PAM)

Granting ERIC access to other employees, cont.

Inthe Web User Management section enter the following:
o Click the (EWP) Employer Web Portal Access checkbox.
 InitialRegistration Date.

« Employee’s ePass Username. /

Organization Contact Maintenance /

Msg ID : 8 [ All changes successfully saved. ] /

Owrganization Information

©Organization ID : 3200 Organization Name : CITY OF BIG TIMBER

Organization Type : Employer

‘Organization Contact Information

~Contact First Name : Contact Middle Mame:

Launchpad
Contact Suffix :

~Contact Last Name : McQuack
Contact Prefix :

Job Title :

“Main Phone f Ext : (555) 555-3555 Alternate Pheone/Ext :

*Email ¢ LaunchpadMcQuack®Duck Fax Number:

“Conract Address :| 103 E THIRD.P O BOX 416,8)G TIMBER, Montans, 55011 “Status : | Active

“Effective Date :|01/22/2016 (] End Dats : ]

ll:l 457 . [J Board Member/Superighendent Business/Finance Officer

e cemourees e eporidll Sl Click Send Email, the recipient will
e — Eias be notified of ERIC access for this
e L __L___uei ___————| orggnization.

Zend Email

EWP Access: Initial Regiscration Date: 0L/22/2016

=Pass Username: Last Successful Login:
arms and Conditions Read Dats:

Drisability Medical Consultant

S¥ ey er insurance Adminizator Addthe Security Roles the new user should
have. Be sure toclick ADD afteryou select
each role.

22
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Portal Access Manager (PAM). The PAM is responsible for

Once roles granting access to ERIC to other employees of their organization.
are added, || Maintain Employer Profile- Provides the capability for viewing
click SAVE. and updating Employer profile.

Employee Information Processor- Provides the capability for
viewing the person accountrelated to enrollment and
demographics.

Payroll Report Processor- Provides the capability for viewing,
creating, and completing all functions associated with Employer
Reporting.

Employer Insurance Admin.- Administers the organizations
insurance plans/retiree coverage information to ERIC.

19




intaining Your Organization In ERIC

The Organization Profile link will allow you to add, update, and view
information about your organization online.

X welcome!
5200 : CITY OF BIG TIMBER — Esther Ames (EAmes)

Home

M a
cssades | T e dopeli=al 1

Employer Reporiing

Welcome to the MPERA Employer Reporting and Information Center (ERIC). ERIC is your guide to @ secure portal where you 8 view and update your organization information and view and report person information.

8 Employer Report Summary Here is a brief description of the various activities that you can do:
® Demographic Header

® Demographic Detail

Upload File

Click here to navigate to the upload file screen

Alerts & Messages 1+

® Enrollment Header
Click here to navigate to the message board screen to view messages u

® Enrollment Detail

© Payroll Header

® Payroll Detail

® Upload File
,\5/“‘ Employer Reporting @) Enroll New Employee
O il Click here to navigate to the Employer Reporting Summary lookup screen re to navigate to the enraliment lookup screen

® Process Records

® 457 Contribution File

8 Pensionable Payroll Reportii

® Pensionable Payroll Reportii

nandal Information

® Invoice Receivable

- Empl Data Organization Profile
. mployee
S T frns =

Click here to navigate to the person lookup screen Click here ta navigate to the employer maintenance screen

® Service Credit Furchase

olution : 12/18/2015 5: AppSrv : DOAISD7656  Current Time

20



Employer Demographic Information

If your agency address or banking information changes or if you need toupdate
information about a contact you can complete it here.

View

information
about the plans View and

Employer Maintenance that your - update your
organization organization’s
‘ Msg ID : 7 [ Record displayed. Please make changes and prg pOrTlCI pOTeS In - bClnk CICCOUHT

at MPERA. information.

Organization Type : Employer

Effective Date :

01/01/1967

State TIN : End Date :

Federal TIN : Status : MPERA 1D : 302

Preferred Communicatig, Reporting Method :

Employer Pays Contribution for Service P, : Employer Pays Interest For Service Purchase :
/ Auto Post ER File : Mo

Health Care Vendor Org B Primary Contact : AME_1427 AME_1427

Primary Phone : (406)932-5611

Status Effective Date : 01/01/1367

ployer Pays Interest For Workers Comp. : Mo

Primary Address : 103 E THIRD,P O BOX 416,BIG TIMBER, Montana, 53011
City Class :

Other Details

Address | Plan | Contagt | Bank Payroll Schedule | Status History | Annual Salary | Insurance UpdGTe deTOllS ObOUT
Y oen J Primany Acires. your organization
and clicktheSave
B Aldress ID Street Nam .~ City State / Pr.vince Zip Code f Postal Code

Country Status Primary Address

button.

5165 103 E THIRD,P 0 BOX'W6 BIG TIMBER Montzna 59011-0416 United States of America Active ¥

N
10/10/2014 121541.’\

\ N

\ Create : CONVERSION \

View and
update your

Modify : demouser 1/1/2015 4:28:10 PM

organization’s
Address.

View and update
your organization'’s
payroll schedules.

View and update

contactsinyour
organizationthat
have access to
ERIC.
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Entering/Updating Agency Address

1 On the home page click on =2 _ Am = T
v Organization Profile. =

i . Jaexostens

x=_=- £ T & .. Ctminiaticn Prafis

ERIC displays the Employer Maintenance screen. Click on the
“Address” tab.

Other Details

Address || Plan Contact Bank

I e

[l AddressID Street Name City

H You can view all agency listed addresses.

B AddressID Street Name City State f

[l 7530 100 M. Park Helena Montana

and click “SAVE". The Primary Address buttonindicates thisis the main

n To create a new address click NEW and then enter all required information
address for your agency.

Other Details

Address Plan Contact Bank

B AddressID Street Name City

22



Entering/Updating Bank information

olololo/ol0le
1 On the home page click on — _, mm 2 R
v Organization Profile. =

Srganizatien Prafils

ERIC displays the Employer Maintenance screen. Click on the “Bank” tab.

Other Details

Address  Plan Contact Bank Payroll Schedule

-
Bl BankID Bank Name Routing Number Accou

Click New button tocreate NEW bank record or Click Open buttonto
update existingrecord. ERIC displays the Bank Maintenance screen.

e
B BankID Bank Name Routing Number Account Number Account Type

[ 5241 US BANK NA 092900383 _NO_379 Checking

Click on “search” buttontolocate a bank. Once you elect a bank, the
routing number will be auto-populated. Select a plan from Organization
dropdown. Continue entering required information.

*Routing Number : Q Bank Name :
*Organization Plan : PERS El ACH Activated :
*fccount Murmber 3 _NO_379 *fAccount Type 1 Checking El
*Effactive Date : 06/24/2003 E:j End Date :
Address Line 1 : Address Line 2 :
Address line 3 : City &

ﬂ Click SAVE button | Eas
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Creating and Updating Your Payroll
Schedule(s)

Payroll Schedule: Sumtotal of all compensation that an agency must pay to its employees
for a set period of time or on a given date.

Guide to Payroll Schedules: Employers can create and update payroll schedules in ERIC.
Once a payroll schedule is created or updated it will send notification to MPERA. Whena
payrollis nearing the end date the employer willreceive a message via ERIC message box.
The PERIS application automatically searches for payroll schedules that are nearing their end
date on a monthly basis.

Payroll Schedule Begin Date: The date your payroll schedule begins. Your organization may
hav e the Payroll Schedule set by the Fiscal Year, Calendar Year, or some other specific
dates. Generally though the Begin date would be the start of the Fiscal Year, and End on the
last day of the Fiscal Year.

Frequency: How often the Pay Periods happen. Depending on what frequency you select,
(monthly, biweekly, etc) the systemwill display options for example, if you select biw eekly it
will ask what the first pay date is. From there it will automatically create aschedule of the
appropriate pay periods and pay dates following that first one upon clicking Populate. If
there needs to be a correction made to a pay period users will be able to adjust them prior
to saving.

Extending Payroll Schedule: You can open the payroll schedule you would like to extend
and enterina new End Date, click Save, and Populate. This will extend out the Payroll
Schedule to the new End Date with new Pay Periods so you do not have to create a new
schedule.

Conftribution Cycle Code: Anytime a new payroll schedule is created, the system assigns a
unique Conftribution Cycle Code that is used for reporting. Anytime a confribution cycle is
reported by afile upload, this Contribution Cycle Code is embedded in that file for the
systemto identify.

Multiple Payroll Schedules: Employers can hav e multiple payroll schedules that have

ov erlapping dates with same or different frequencies. This is allow ed so that multiple
Employer Reports can be submitted for employees, contractors, etc. that may hav e different
payroll schedule needs.

24



Create and Update Payroll Schedule

Video-Create/update Payroll Schedule

‘fﬂi IEyer REormey lié Encol New Empioyee
& P s i 30 e 0 2 R T R £ 5o b 8 e 3 o o LT

1. Click on Organization Profile. s

ERIC displays the Employer Maintenance screen.

Employer Maintenance

Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

Main Section
Organization Type : Employer Employer Ty
State TIN : “Coun
Federal TIM : Staf
Preferred Communication : | Email v Reporting Meth
Select the Payroll Schedule tab located in the Other Details hr:
" panel. it
FTITETyY ENTa T AIC_T=Z7 FTIT=ETY Fho

Other Details
Address | Plan  Contact | Bank | payroll Schedule | S ERIC displays the existing

payroll schedules.

B Payroll Schedule ID Payroll Schedule Begin Date Payroll Schedule End Date Frequency System
[} 13104 01/01/2015 12/31/2015 Maonthly SRS

(] 13102 12/01/2014 12/31/2015 Manthly PERS

Open the Payroll Schedule you wish toupdate or click NEW to create a
new payroll schedule.

25



Create and Update Payroll Schedule, cont.

ERIC displays the Payroll Schedule Maintenance screen.

Enterin the following information:
e Organization Plan

Employer Payroll Schedule Maintenance « PayrollSchedule Begin & End Date

* Frequency

Msg ID : 8 [ All changes successfully saved. ] » Subsequent fields regarding Frequency
s » Do not Execute On (when applicable)
@ » Check the First Payroll Schedule to

indicate this is the first schedule for the
Organization Plan.

Organization Information

Crganization ID : 5200 Organization Name ; CITY OF BIG TIMBER _~
COrganization Type : Employer System :

Payroll Schedule Information

Organization Plan : | SRS A Payroll Schedule Status @ | Active A First Payroll Schedule : |+
Payroll Schedule Begin Date : 04/01/2015 m Payroll Schedule End Date : 06/23/2015 m
Frequency : | Biweekly A Do Mot Execute On : T
*First Pay Date : 04/17/2015 111

‘Populate. 8. Click the Populate button FIRST.

Payroll Schedule

Period Begin Date Period End Date Pay Date/ Reporting Date
[ |p4/01/2015 [ |0as14/2015 [ 0a/17/2015 1] Ifyou are creo’ring
— T T -, a new schedule,
[] |04/15/2015 T |na/28/2015 i |os/o1/2015 . .
B il kil kil this section only
(] |04/29/2015 [ os/12/2015 [# ls/15/2015 1] appears after you
H 1] 1"
[ |o5/13/2015 [l o0s/26/2015 [ o0s/29/2015 1] click POpUlOTe :
[ |os/27/2015 [ ls/09/2015 [ |6/12/2015 1]
Click SAVE.
e In thisexample you must enter the First Pay Date; however, if you

HelpLul select a different Frequency option from the drop down, different
Tips fields will appear specific tothat frequency type.
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Employer Insurance Maintenance

1] On thehome page, click on Organization Profile.

£_ Onganization Profile
-] b i rrer

ERIC displays the Employer Maintenance screen.

Employer Maintenance

Under the Other Details panel, ]
click on thelnsurance tab.

| Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

Main Section

Organization Type : Employer Employer Type : i Effective Date : 01/01/1967

State TIN : “County : End Date :

Federal TIN : MPERA ID : 302
Preferred Communication :| Email Reporting Metyfd : web Status Effective Date : 01/01/1967
Employer Pays Contribution for Service Purchase : No Employer Pays Interest For Service Pyffhase : No Employer Pays Interest For Workers Comp. : No
Auto Submit ER File : No o
Health Care Vendor Organization Nama : p ME_1427 AME_1427 Primary Address : 103 E THIRD,P O BOX 416,BIG TIMBER,Montana, 55011
Primary Email : AIL_1427 imary Phone : (406)932-5611 City Class :

Other Details

Address | Plan = Contact | Bank Payroll Schedule = Status History | Annual Salary |Insumnte|

 Wew Jopen| Click the NEW button.

M Insurance Org ID Insurance Org Name Effective Date End Date

1 6354 CASCADE COUNTY 01/01/2016

O 6372 MSU BILLINGS 01/01/2016

Organization Insurance Maintenance

— ERIC displays the
Fill in the Insurance Org. Insurance

Or’g | D O n d 1_ h e ‘ Msg ID : 8 [ All changes successfully saved. ] M .

: aintenance
i Save f Refresh

effective date [5evs JRefresh screen.

Organization Information

or ization ID : 5200 Organization Mame : CITY OF BIG TIMBER

Click the SAVE Insurance Details

7 Insurance Organization ID :
[ )

b U T ‘I‘On . “Insurance Organization : 6314

“Effective Date : 01/28/2016

Insurance Organization Name : STATE OF MONTANA

End Date :

B r

Description :

Organization Insurance Maintenance

‘ Msg ID : 8 [ All changes successfully saved. ]

Click the NEW button.

Organization Information

Organization ID : 5200  Organization Name : CITY OF BIG TIMBER

Insurance Details

Insurance Organization ID : 5210

“Insurance Qrganization : x||Q Tnsurance Organization Name : STATE OF MONTANA
“Effective Date : 01/28/2016 End Date :
Description :

Insurance Plans

Plan IO : Effective Date : Status :

Video- Create Org e e
Insurance Plan.mp4

No records to display
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Employer Insurance Maintenance

Cont.

ERIC displays the Organization Insurance Plan Maintenance screen.

Organization Insurance Plan Maintenance

Fill in the Plan

‘ Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

10.

Effective Date

Organization Information

Organization ID : 5200

Organization Mame : CITY OF BIG TIMBER

Insurgees

Insurance Details
Plan ID :
I‘Plan Effective Date : 01/28/2016

Current Plan Rate : $0.00
Description :

Plan End Date :

Status : Review

Plans Rates

Add Rate j F¥port To Excel
B Rate Effective Date Plan Rate

Under the Plan

Mo records to display

Ratespanel, click

Other Details

Validation Info

Status History

l Message ID Message Severity

No records to display

on the Add Rate
button.

Fill in the Rate Effective
Date and the Plan Rate.

Click the SAVE button.

Organization Insurance Plan Maintenance

‘ Msg ID : 8 [ All changes successfully saved. ]

Organization Information

Organization ID : 5200 Organization Name : CITY OF BIG TIMBER Insurance Org ID : 5210

Insurance Details

Plan ID : 6547
“Plan Effective Date : (ENAD I x

Current Plan Rate : $0.00
Description :

e

Plan End Date :
Status : Approved

| Rate Effective Date Plan Rate
[] o1/28/2016 $115.00
Other Details

Validation Info

Status History

H Message ID Message Severity

No records to display
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Create an Insurance Record for

Retirees

Navigate tothe Organization Information section and
click the Insurance sub-menu item.

ERIC displays the Insurance Maintenance screen.

& welcamat
661 1 COMM OF HIGHER EDUCATION -~ AME_06 AME_306 {demauser]

Insurance Maintenance

» Organization Information

B Messages

8 Organization

0]0/0/6/0.0.0;

1 R displayed |

3. @

New button.

Input the Person ID and click the

COMM OF HIGHER EDUCATION

& Brasionable Payre s e UBmell MameidiZ  pizs sz 0w 15200 000 Adwe
o — e MITD UName3IsS, Famedi9ES T mine CoMM OF MIGHER EDUCATION 008278 06/2X3014 s188.00 080 Axtve
gy 0 04 Umeioss, Mamsdines I g2 COMM OF MIGHER BCLCATION  COS384 QU32/2036 s8I0 $0.00 dce
2ss 4 Ulamesods, MiamentdaT gz COMM OF MIGHER IDUCATION 05345 122072015 ] o0 dce
: EH 243033 LName19035, Flamel9008 T Kiid COMM OF HIGHER EDUCATION  DOSIE1 1223015 t326.00 000 Actue
nn 23407 UName11se, FameliSas T g COMN OF MIGHER EDUCATION 008380 0E/N201a s2ss1 000 Astve
® Paymert o8 I UNameIISS, MOameIIasE T mi COMIN OF HIGHER EDUCATION 11500 050 Rswn
b Cirgamisatian tnfermation | g BAIE UNamedSEi, MamelSain T mazs oMM OF HIGHER EDUSATION 158,11 a0 Ave
e e 143980 LNametaos, Miamessos I mie COMM OF HIGHER EDUCATION 038278 DX/TLZ018 sist.00 000 veid
ey 1M Utamelicas, Mameiiois I ma COMM OF WIGHER BCUCATION 05378 03/01/2016 $194.00 00 dewe

Creste ¢ Vot

ERIC displays the Retiree Insurance Maintenance screen.

Retiree Insurance Maintenance

| Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

= @

Organization Information
Organization 1D : 6643  Organization Name : COMM OF HIGHER EDUCATION

Insurance Details

Person ID : 249548 Q Person Name: FName30129 Z LName30129
Insurance Organization : COMM OF HIGHER EDUCATION ¥ Insurance Organization ID :
Plan ID : | 5278/196.00 ¥ Plan Description :
Current Rate : $0.00
Effective Date : 02/01/2016 End Date :
Status : Review Retiree Insurance ID ;
Validation Info Rate History Status History
[ s 1o wesese vy
No records to display
Create : Modify
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Create an Insurance Record for Retirees
Cont.

Input the Person ID, Insurance Organization, Plan ID, and Effective Date.

Click the SAVE button.

Retiree Insurance Maintenance /

Mg DI R etn s e ey | Bleas=lma ke thanges and | pres SAVED] /

Organization Information

Organization ID : 6643  Organization Name : COMM OF HIGHER j#f

Insurance Details

Person ID : 249548 Q Person Name: FName30129 Z LName30129

Insurance Organization : | COMM OF HIGHER EDUCATION ¥ Insurance Organization ID :

“PlanID : | 5278/196.00 ¥ Plan Description :
“Current Rate : $0.00
Effective Date : 02/01/2016 5] End Date :

Status : Review Retiree Insurance 1D :

Other Details.

Validation Info Rate History Status History
[ [aae o

No records to display

Create : Modify :

Retiree Insurance Maintenance

ERIC saves the Insurance Maintenance record.

‘I Msg ID : 8 [ All changes successfully saved. ]I

Organization Information

Organization ID : 6643 Organization Name : COMM OF HIGHER EDUCATION

Insurance Details

“Person ID : m Q. Person Name: FNlame30129 Z LName30128

Insurance Organization : | COMM OF HIGHER EDUCATION ¥ Insurance Organization ID : 8224
PlanID : | 5278/196.00 ¥ Plan Description : 5102/01
“Current Rate : $196.00
“Effective Date : 03/01/2016 E‘J End Date : E:‘
Status : Pending Batch Retiree Insurance ID : 8052
Other Details |
What Happens Next? Validation Info ~ Rate History | Status History
If you search for the same person on the
Insurance Lookup screen, you’ll see the P Status Status Effective Date
status as ‘Pending Batch’. That means
that MPERA will soon process the record. [[] Pending Batch  02/08/2016
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Update Annual Salary

This applies to MPORS, HPORS, JRS, FURS and Part-Paid Firefighter positions. Once an
annual salary is entered, you can updateit via ERIC. The position will reflect the new
salary information for the fiscal year.

QUUEOOE

On the home page click on
1. Organization Profile.

ERIC displays the Employer
Maintenance screen.

Employer Maintenance

Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

Main Section
Organization Type : Employer Emplayer Type : City Effective Date : 01/01/1967
State TIN : County : Sweet Grass ¥ End Date :
Federal TIN © Status : Active MPERA ID : 302
Preferred Communication : | Email v Reporting Method : Web Status Effective Date : 01/01/1967
Employer Pays Contribution for Service Purchase : No Employer Pays Interest For Service Purchase : No Employer Pays Interest For Workers Comp. : No
Auto Submit ER File : No Auto Post ER File : No
Health Care Vendor Organization Name : Primary Contact : AME_1427 AME_1427 Primary Address : 103 E THIRD,P O BOX 416,B1G TIMBER,Montana,59011
Primary Email : AIL_1427 Primary Phone : (406)932-5611 City Class :

Other Details

Address  Plan Contact  Bank Payroll Schedule  Status History IAnnuaI Salary Ilnsurance

e

B Org Annual Salary ID System Job Classification Effective Date innual Salary

(%]} 6280 MPORS MPORS Member 04/01/2015 $50,000.00
6288 HPORS HPORS Member 01/01/2015 $45,000.00
y i

/

Click on the AnnualSalary tab.

Video- Create and Update Annual
Click NEW. Salary Information.mp4
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Updatfing Annual Salary, cont.

ﬂ ERIC displays the Employer Annual Salary Detail Maintenance page.

n Enter System, Job Classification, AnnualSalary and Effective Date.

Employer Annual Salary Detail Maintenance

Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

Sa\re Refresh

Other Details

I Emplover Annual Salary Detail 1D : l

“System RS r Job Classification : | Supreme Court Justice T
“Effective Date ; 01/01/20 *Annual Salary : [$100,000.00

Empluver Annual Salary Detail ID : 6293 |

Click SAVE. Note that aftersaving an Org AnnualSalary ID is generated.
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Employee Maintenance
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New Employees

New employees need tocomplete and send to MPERA the Membership
Card/Designation of Beneficiary form. This form provides basic information about the
employee and gives the employee with an opportunity to designate a beneficiary. |f
an employee has questions about the beneficiary designation, refer themto the
handbook for their pension plan or have them contact MPERA.

Before sending your employee’s Membership Card/Designation of Beneficiary form to
MPERA, please review it to ensure it is complete with all employee and beneficiary
information such as social security numbers.

ELIGIBILITY
Determining the Right Pension Plan for a New Employee

MPERA administers eight different retirement systemsincluding:
Public Employees' (PERS);

Game Wardens' and Peace Officers' (GWPORS);

Judges' (JRS);

Highway Patrol Officers' (HPORS);

Sheriffs' (SRS);

Municipal Police Officers' (MPORS);

Firefighters' Unified (FURS);

Volunteer Firefighters’ Compensation Act (VFCA)

Employees Eligible to Parlicipate in an MPERA Administered Retirement System

If your organization participatesin any of the MPERA-Administered retirement systems,
you must cover all eligible full-time and regular part-time employees as of their
employment date. Please be aware each of the above retirement systems are
governed by theirown set of unique rules.

THE PUBLIC EMPLOYEES’ RETIREMENT SYSTEM (PERS) § 19-3-301, MCA

The Public Employees’ Retirement System (PERS) contains the largest number of
members from state, city, county, and school district employers.

Who is Eligible for PERS?

« Any employee of the state of Montana, its university system or any of the colleges,
schools, components, or units of the university system; and

* Any employee of an employer eligible to participate under the contract between
the board and the contracting employer under § 19-3-201, MCA.
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Who is Not Eligible for PERS?

* Inmatesorresidents of stateinstitutions or correctional institutions;

» Persons in stateinstitutions principally for the purpose of training but whoreceive
compensation;

* Independent contractors;

» With certain exceptions, persons who are members of any other retirement or
pension system supported wholly or in part by funds of the United States
government, any state government, or political subdivision of the state and who
are receiving credit in the other system for employment.

» Substitute teachers or part-time teacher's aides who may elect tojoin the
Teachers' Retirement Systemin accordance with § 19-20-302(4), MCA;

« Court commissioners, elected officials, or appointive members of any board or
commission who serve the state or any contracting employer intermittently and
who are paid on a per diem basis;

» Full-time students employed at and attending the same public elementary
school, high school, community college, or unit of the state university system,
except that aperson excluded from membership as a student of a public
community college or a unit of the state university systemwho later becomes an
active member by otherwise becoming an employee may affirmatively exercise
the option of purchasing the service credit excluded by this subsection by
applying tothe board in writing after becoming an active member and
become eligible toreceive service credit for the excluded service under the
provisions of § 19-3-505, MCA.

University System Temporary Employee Exemption § 19-3-111, MCA

For the university system, thereis an exemption for temporary employees.
"Temporary employee" means an employee of the university system who is hired
into a position that isnot permanent and who has negotiated an alternative
benefits package through a labor organization certified torepresent employees of
the university system pursuant toTitle 39, chapter 31. The employer contribution to
the alternative benefits package may not exceed the cost of the benefitsthat the
employee would otherwise be entitled to through employment.

Federally Subsidized Employees Eligible § 19-3-402

A person whose compensation is paid either fully or in part from federal funds but
who is not subject tothe federal retirement systemis considered an employee and
is entitled to all benefits and is required to make all employee contributionsunder
theretirement system based upon the full salary received by such employee,
including that portion of salary paid from federal funds.
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Optional PERS Membership
Membership is optional only for certain new employees:

Anemployee directly appointed by the Governor.

A Chief Administrative Officer of a city or county.

A legislative branch employee working 10 months or less to perform work
related tothelegislative session.

A new employee of a county hospital or rest home.

An Employee working 260 hours or less in PERS-covered positions.

If an employee is already a member of PERS (already have contributionsin PERS
through any employment), they cannot elect out of PERS. If your employee
declines membership, they need tobe aware that:

They will not receive membership service or service credit for employment for
which membership was declined;

They cannoft later become a member of PERS while still employed with the
same employer but in a different optional position;

They cannot become a member if they ferminate employment, and become
employed in another optional position within 30 days of termination;

They are eligible for another optional membership election if they terminate
employment, and become employed in another optional position 30 days or
more aftertermination; and

If they subsequently accept employment in a position for which retirement is
mandatory, they must become a member regardless of their election to
decline in their optional position.

When an employee in an optional position exceeds 260 hours in a fiscal year
they become a mandatory member.

When an employee is nearing the 960 hour limitation,
the employer will receive an informational message:

“Emp]oyee is Heal”fng the 960 hour Iimitation”. [ ]

“Employee has been reported for X’ hours”.

If an employee is over the 960 hour limitation, the
employer will receive an ERROR message indicating; [ Record displayed ]
“employee is over 960 hour limitation, membership is

mandatory”. “Employee has been reported for “X” _

hours, contributions are required”. MPERA will send Limitation Type :

Limitation Maintenance

the employer correspondence indicating membership Limit % From : {455 Limiation
iS mandatory fOI‘ this member, ‘Working Retiree Limitation
Filter OME Limitation

1 234567889

Fiscal Year Calendar Year SSN Job Classification Hours Limit Hours Reported % of Limit{Hour)

2016 2015 000-00-0736 _MM_3655 55 _NM_3655 OP Employee under 960 hours 960 235.0000 24.4792%
2016 2016 000-00-2496 _NM_2972 72 NM_2972 OP Employee under 960 hours 960 390.6000 40.6875%

2016 2016 000-00-5527 _NM_48205 05 _NM_48205 OP Employee under 950 hours 960 431.7000 44.9688%
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Montana University System Retirement Program
(MUS-RP) Elections

Scenarios:

A newly hired classified position - has 12 months to make a plan choice
election between DB, DC and MUS-RP. If theyelect MUS-RP report as
“Excluded” on the NCE.

A newly hired classified or contracted position who is already a PERS
member - has 30 days to elect fo remain in PERS, or join the MUS-RP. If no
election is made, they default to PERS.

A newly hired contracted position that is not a PERS member - is a
member of the MUS-RP. Report as “Excluded” on the NCE.

A person in a classified PERS-covered position who elected MUS-RP that is
then hired into a non-university position gets 12 months to make an
election for their non-university position between PERS DB and DC.

Examples:

A person newly hired into a classified position who is a PERS member has
30 days to elect tojoin the MUS-RP, or remain in PERS. After 30 days they
will default to PERS.

A person in a classified position who elected PERS (DB or DC) who'is hired
intoa contracted position has 30 days to elect to join the MUS-RP, or
remain in PERS. After 30 days they will default to PERS.

A person in a contracted position who is not a member of PERS is hired
into a classified position has 12 monthsto elect between the MUS-RP and
PERS DB or DC plans. If no election is made, they will default to the PERS
DB plan.

A person who is hired into a contracted position and is not a PERS
member has no election. They are a member of the MUS-RP.

Important! A university system employee who has PERS money on account
through their university employment and later elects the MUS-RP and stops
contributing to PERS cannot withdraw or take a benefit from their PERS
account untilthey have severed employment with the Montana university
system.
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THE JUDGES’ RETIREMENT SYSTEM (JRS) § 19-5-301, MCA

Who is Eligible for (JRS)?

Except for a judge or justice who elected in writing toremain under the Public
Employees' Retirement System on or before October 1, 1985, a judge of a district court,
a justice of the Supreme Court, and the chief waterjudge or associate water judge
provided for in § 3-7-221, MCA must be members of the Montanajudges' retirement
system.

Who is Not Eligible for JRS?
A judge pro temporeis not eligible for active membership in theretirement system.

THE HIGHWAY PATROL OFFICERS’ RETIREMENT SYSTEM (HPORS) § 19-6-301, MCA
Who is Eligible for (HPORS)?

Allmembers of the Montana highway patrol, including the supervisor and assistant
supervisors, must be members of the retirement system.

THE SHERIFFS’ RETIREMENT SYSTEM (SRS) § 19-7-301, MCA

Who is Eligible for (SRS)?

Sheriffs, investigators and detention officers are eligible for SRS. However, a member of
the Public Employees' Retirement System who begins employment in a position
covered by the Sheriffs' Retirement System may remain in the Public Employees'
Retirement System or may elect tobecome a member of the Sheriffs' Retirement
System by filing a written election with the board no later than 90 days after beginning
the employment.

A sheriff, investigator, or detention officer who elects tobecome a member of the
sheriffs' retirement system must be an active member aslong as actively employed in
an eligible capacity, except as provided in § 19-7-1101(2), MCA.

THE GAME WARDENS' AND PEACE OFFICERS’ RETIREMENT SYSTEM (GWPORS) § 19-8-301,
MCA

Who is Eligible for (GWPORS)?

The following state peace officers must be covered under the Game Wardens' and
Peace Officers' Retirement System and, beginning on the first day of employment,
must become and shall remain active members for as long as they are employed as
peace officers:

game wardens who are assigned to law enforcement in the department of fish,
wildlife, and parks;

motor carrier officers employed by the department of tfransportation;

campus security officers employed by the university system;

wardens and deputy wardens employed by the department of corrections;
corrections officers employed by the department of corrections;

probation and parole officers employed by the department of corrections;

stock inspectors and detectives employed by the department of livestock; and

drill instructors employed by the department of corrections.
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THE MUNICIPAL POLICE OFFICERS’ RETIREMENT SYSTEM (MPORS) § 19-9-301, MCA
Who is Eligible for (MPORS)?

A police officer becomes an active member of theretirement system:

on the date the police officer's service with an employer commences;

on July 1, 1977, if the police officer is employed by an employer on that date; or
in the case of an employer that electstojoin theretirement system, as provided in
8§ 19-9-207, MCA, on the effective date of the election if the police officer is
employed by the employer on that date.

An employee who is a member of the Public Employees' Retirement System on the
date of the employer's election may remain in the public employees' retirement
system or may elect to become a member of the Municipal Police Officers'
Retirement System by filing an irrevocable written election with the board no later
than 90 days afterthe date of the employer's election.

An active member is not eligible to be covered under any other mandatory
retirement plan for police service towhich an employer is required to contribute on
the member's behalf, except the Social Security Act, while the member is eligible to
be covered by this plan.

THE FIREFIGHTERS' RETIREMENT SYSTEM (FURS) § 19-13-301, MCA

Who is Eligible for (FURS)?

A full-paid firefighter becomes an active member of theretirement system:

on thefirst day of the firefighter's service with an employer;

on July 1, 1981, if the firefighter is employed by an employer on that date; or

in the case of an employer who elects tojoin theretirement system, as provided in
8§ 19-13-211, MCA on the effective date of the election if the firefighteris employed
by the employer on that date.

A part-paid firefighter may elect tobecome a member of the retirement system by
filing an irrevocable written election with the board within 90 days of becoming a
part-paid firefighter.
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When Employees Have Plan Choice
Elections

PERS Plan Choice Electfions

New members of PERS, or members who refunded their previous account and return
to PERS-covered employment aftera minimum 24 month break in service have 12
monthsto choose between the Defined Benefit Retirement Plan (DBRP) or the
Defined Contribution Retirement Plan (DCRP).

Not e: Mont ana University System membershave a third choice of the Montana
University System Retirement Program (MUS-RP).

Thisis an extremely important decision for PERS members. Once a member makes
an election, their electionisirrevocable.

MPERA Resources tohelp new members with their decision:

New Hire Welcome Packet - Employees newly reported to MPERA willreceive a
welcome packet by either email or hard copy. Please inform your new employees
to expect this packet within approximately two months of hire.

PERS New Hire Handbook -The PERS New Hire Handbook is available on our website.
Thishandbook provides an overview of the DBRP and DCRP as well as information on
the 457 (b) Deferred Compensation Plan.

EducationalServices - MPERA offers in-person or online PERS Plan Choice Election
education. Schedules are available on MPERA's online Education Calendar. MPERA
trainers will also schedule sessions for employers who have groups of new employees.
Online classes are held frequently and are offered free of charge.

Videos - If employees are unable to attend a class, our New Member Plan Choice
Educational videos are available.

In addition to our class offerings, MPERA staffis available to answer any questions
your employees may haveregarding theirretirement. Our office can be reached at:
1-877-275-7372 or 406-444-3154.

To e-mail us, go to: mpera@mt.gov

40


http://mpera.mt.gov/DBRP.shtml
http://mpera.mt.gov/DCRP.shtml
http://mpera.mt.gov/docs/PERSNewhire2013.swf
http://mpera.mt.gov/EducationCalendar.shtml
http://mpera.mt.gov/EducationCalendar.shtml
http://mpera.mt.gov/Videos.shtml
http://mpera.mt.gov/contact.shtml

Enrolling Your New Employee

Overview of Enrollment

If you don't have a file to upload for enrollments there are twoways you
can enroll a new employee manually.

* Youcan create a new enrollment and a new Employer Reporting
Summary record; or

e Youcan add a new enrollment to an existing, (non posted) Employer
Reporting Summary.

When you enroll someone as a new employee you will enter their basic
information such as theirname, SSN, and address. You will also enter the
system, job classification, and their first day of employment (can be past or
future).

Assoon as the Enrollment of the member is complete, MPERA will send out
all appropriate documentation and forms tothe member. Thisis based on
the System and Job Classification reflected in the Enrollment, as well as
any other current or prior employment history that would effect their
membership options.
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MPERA Job Classifications

Job Classifications System |Plan |Job Code|[Comments
PERS Member PERS DB/DC |PERS Contributing
Any retiree returning to work within the same retirement system - PERS PERS NCE PEWR Working Retiree
Appointed Members of Board paid by per diem PERS NCE EPBM Excluded
Appointees of Governor PERS NCE OEGV Optional
Carve outs under Political Subdivision contracts PERS NCE ECPS Excluded
Chief Administrative Officer ofany CO or CI PERS NCE OECA Optional
County Superintendent of Schools PERS NCE EEEO Excluded
Court Commissioners paid by per diem PERS NCE EPCC Excluded
Current active members of other retirement systems PERS NCE ECFD Excluded
Elected Official-House Legislator PERS NCE OPHO Optional
Elected Officialsfor Local Governments PERS NCE OPLE Optional
Elected Officials paid by per diem PERS NCE EPEO Excluded
Elected Official-Senate Legislator PERS NCE OPEO Optional
Election Judge Employee PERS NCE EEJE Excluded
Employee under 960 hours PERS NCE OEUH Optional
Employees of School district/University employed in a position noteligible| PERS NCE ETRS Excluded

for PERS

Full time students attending and workingat the same elementary or high |PERS NCE EFSE Excluded
school

Full time students attending and workingat the same school of higher PERS NCE EFSU Excluded
education (l.e., University)

Inmates & residents of state institutions PERS NCE EINM Excluded
Legislative Branch PERS NCE OELB Optional
MUS-RP elected position PERS NCE EORP Excluded
Rest home or county hospital employees PERS NCE OERH Optional
Special Exclusion PERS NCE EOCE Excluded
Trainer employees instate institutions PERS NCE EITS Excluded
University Temporary Employees PERS NCE EUTE Excluded
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MPERA Job Classifications cont.

Job Classifications System Plan Job Code |Comments
Sheriff SRS DB SRSS Contributing
Under Sheriff SRS DB SRUS Contributing
Deputy Sheriff SRS DB SRDS Contributing
Detention Officer SRS DB SRDO Contributing
Gamblingor Criminal Investigator SRS DB SRGC Contributing
Any retiree returning to work within the same retirement system - SRS | SRS NCE SRWR Working Retiree
Game Warden GWPORS DB GWRS  [Contributing
Stock Detective GWPORS DB GWSD Contributing
Motor Detective Inspector GWPORS DB GWMD |Contributing
Stock Inspector GWPORS DB GWSI Contributing
Motor Carrier Officer GWPORS DB GWMC |Contributing
Campus Security Officer GWPORS DB GWCS Contributing
Prison Warden or Deputy GWPORS DB GWPW |Contributing
Drill Instructor GWPORS DB GWDI Contributing
Correction Officer GWPORS DB GWCO |Contributing
Probation Officer GWPORS DB GWPO |Contributing
Parole Officer GWPORS DB GWPA | Contributing
Full Paid Firefighter FURS DB FUFP Contributing
PartPaid Firefighter FURS DB/ NCE | FUPP Contributing/NCE
Any retiree returning to work within the same retirement system - FURS NCE FUWR Working Retiree
FURS

Volunteer Firefighter VFCA VFCA

JRS Member JRS DB JRSM Contributing
Associate Water Judge JRS DB AWJ

Chief Water Judge JRS DB CcwlJ

DistrictJudge JRS DB DJ

Supreme Court Chief Justice JRS DB SCCJ

Supreme Court Justice JRS DB SCJ

Any retiree returning to work within the same retirement system - JRS [JRS NCE JRWR Working Retiree
HPORS Member HPORS DB HPOM | Contributing
MPORS Member MPORS DB MPOM | Contributing
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Short Description
Inmates &
residents of state
institutions

Trainer
employees in
stateinstitutions

Current active
members of other
retirement
systems (ie. the
feds)

Elected Officials
paid by per diem

Appointed
Members of
Board paid by
per diem

Full tfime students
attending and
working af the
same elementary
or high school

Employees of a
school

district /university
employed in a
position not

N L P Y o Y el e Y e

Descriptions

Long Description

Section 45-2-101(31) defines “inmate” as “a
person who is confined in a correctional
institution.” So “inmates of stateinstitutions”
would be persons confined in state
correctional institutions.— INMATES ARE NOT
CURRENTLY CAPTURED IN SABHRS & NOT
REPORTABLE TO MPERA

All otherresidents of stateinstitutions that
are performing work for that institution are
reportable to MPERA-This has changed
and residents of stateinstitutions are also
not reportable per management decision.
Persons in stateinstitutions principally for
the purpose of training but whoreceive
compensation

Funded by Feds - member cannot be
receiving credit in two systems for the same
service.

Exceptions:

If a bargaining unit agreement requires
membership in the retirement systems

If a person is a retiree of a different
retirement plan and receiving a benefit.

Those who serve the state or any
contracting employer intermittently and
who are paid on a per diem basis.

Those who serve the state or any
contracting employer intermittently and
who are paid on a per diem basis.

Is NOT eligible to purchase service. (A part
time student would fall under the
categories of optional or mandatory,
depending on the circumstances.)

Contributing and non-contributing
employees working in a TRS position that is
not eligible for PERS including TRS
contributing employees, employees who
are optional under TRS and TRS working

I B N o N . A I

Applicable
Employers

Corrections ;

DPHHS

DPHHS;

Corrections;

School for
the Deaf &
Blind

All

All

All

School for
the Deaf &
Blind;
Dept. of
Military
Affairs

CO, CP, SD,

UN, HS, OA

Retirement
System
PERS

PERS

PERS

PERS

PERS

PERS

PERS



Short Description
Elected Officials

EE under 260

hours

Appointees of
the Governor

Legislative Branch

Any retiree

returning towork
within the same

retirement
system.

Long Description

Legislators

Employees have an election to belong,
or not, if it is anficipated that the
position is part time working less than
960 hours. At 961 hours it is mandatory
for the employee to belong tothe
retirement plan and start making alll
required confributions.

Department heads, administrative
staff, etc. The governor has a certain
number of exempt positions that serve
at the pleasure of the governor.

Legislative staff has an election to
belong, or not, if it is anticipated that
the position will work for 10 months or
less for work related to the legislative
session. After 10 monthes, it is
mandatory for the employee to belong
tothe retirement plan and start making
all required confributions.

Any retiree that returnsto a PERS
covered position that works under 260
hours. If they retired under the RIF they
are limited to 600 hours if they go to
work for anotherretirement system
pursuant to 19-3-908(7), MCA.

Reported as NCE and can workup to a
totalof 180 days. No pension offset.

Any SRS retiree returning towork for up
t0 480 hours. Earnings limitation - lose
$1 for each $3 earned in excess of

$5.000.

Any FURS retiree returning towork for
up 10480 hours. No pension offset.

Applicable
Employers
CP1104

All

CP

CP

All
Judiciary

Dept. of Justice

Milit ary Affairs
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System
PERS

PERS

PERS

PERS

PERS

JRS

SRS

FURS



Determining Your Employee’s

Eligibility/Create an Enrollment Manually

Option #1 Create new enrollment detailfor a new employee. State
agenciescan enroll workingretirees following these steps.

welpLul
Tips

Video- Manual Enrollment

On the home page click on Enroll New F s NE TR MR
Employee.

ERIC displays the Enrollment Lookup screen.

For a new enrollment, enter SSN and choose the retirement system from the
dropdown, then click the NEW button.

Enrollment Lookup / \

Msg ID : 5 [ Please enter search criteria and press SEAR% \

SSN : |123-45-6789 Q System : | PERS v L
Last Mame : Duck First Name : Daisy
Enroliment Status : | all v Enroliment Submitted: | All ¥
Reporting Source @ | All v Employer Reporting Summary 1D :
Employment Start Date From : L'_'j Employment Start Date To : ['_'J Employer Reporting
@ Store Search
Search Results
m Export To Excel
o] it e e et e E ottt Dt b itctionE rlien i et st
Mo records to display

Y ou can also use the search filters tolocate a member in ERIC.
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Create an Enrollment Manually cont.

ERIC displays the Enrollment Maintenance screen.

Enter required information as indicated by a red asterisk (*) (next to each box.

Click SAVE and the POST button will appear, click POST. If you do not see a POST
button, go to the VALIDATION Info tab and address any errors/warnings.

Enrollment Maintenance

Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

DD

Enroliment Header Information

Enrollment Header ID : 5066 Received Date : 04/07/2015  Posted Date :
Enrollment Header Type : PERS Enrollment Header Status : Valid File Name : Enrollment File.csv
Total Detail Records : 1 Employer Reporting Summary 1D : 5079

Enroliment Information

Organization Name : CITY OF BIG TIMBER Enrollment Status : Valid Posted Date @
SSM : 100-20-3113 Name Prefix : v
*Last Name : Mcnroe First Name : John Middle Name : Z
Mame Suffix: v Date Of Birth: 06/11/1385 [i] Gender : | Male v
Marital Status : Married v International : [] Suppress Warnings : ||
*Address Line 1 : 123 Custer Ave Address Line 2 ¢ Address Line 3 ¢
City : Helena State : Montana v Zip Code/Plus 4 : 66610
Country : | United States of America v
Phone Number : Phone Type : v
Email Address : Email Type : v Reporting Source : File Upload

Enrollment Details

System : | PERS v Job Classification : | PERS Member T

Employment Start Date : 07/01/2014

Other Details

B

Name Check | validation Info

Message

9308 Membership is mandatory. Contributions are required. Enroll as a PERS member. Error

Once you hav e addressed errors/warnings, click SAVE and the POST button will
7. appear so you can POST the record.

- Errors must be addressed to POST the record. An errorexample may be when

nelpeud an employee declines membership but membership is mandatory. Warr_lings
Tips can Ipe suppressed howe\{er, ensure youread and oddre;s the warningif
required to do so. A warning example may be, the DOB is under age 16.
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Enrollment - Employer Reporting Summary

Option #2 Add a new enrollment to an existing Employer Reporting
summary. This will allow you to enroll members and set up the payrollheader ata

later date with the enrolled members.

S Employer Reporting

. . . m

1 Navigate to the Employer Reporting link. B oo i il i Skt st 0
L]

ERIC displays the Employer Report Summary Lookup screen.

Employer Report Summary Lookup

[ Previous Page Displayed. ]

Received Date From: Search for existing Employer Report Summary.

Posted Date From : —

Reporting Source : | Al v Receivable Status : a4l

Create Invoice @ | Al ¥ Summary Submitted @ Al ¥

Employer Reporting Summary Status @ | all A Employer Reporting Summary 1D :

“Paycycle Fregquency @ | All

Search Results

New ‘Open’ Export To Excel |l Copy Forward
1

$0.00

(] S0DB6

1 $1,168.58

Y o= u\ 1

ERIC displays the searchresults, select the desired record and click the Open
button or click on the Employer Reporting Summary 1D (link).
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Enrollment - Employer Reporting Summary
cont.

Employer Reporting Summary Maintenance

Click onthe New Enrollment
Header tab.

Poated bate

Enrmllment] Demsgraphst Inlnrmation

ent eformatacs | Deemagraphic nfamiton

Toial ESWH Records 1 1 Enrelimart Hender Stabs - Vi

ERIC displays the Enrollment Header Maintenance screen click NEW in the
enrolliment details tab to add the enroliment. /

Enrollment Header Maintenance /
Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ] /

New Detail Record

eader Type : PERS  Enroliment Header Status : Valid

Enrollment Header ID ; 5066

Employer Reporting Summary 1D : 5079
Received Date : 04/07/23

Total Detail Records :

Posted Date : File Name : Enrollment File.csv

Other Details

Enrolment Details By Status  Enrollment Details By Error } Information

Enrollment Details

w Export To Excel

B Enrollment ID SSN

Last Name First Name Employment Start Date Job Classification Enroliment Detail Status

PERS Member wvalid

a 5062 100-20-3113 Mcnroe John 07/01/2014

ERIC displays the Enrollment Maintenance screen, enter enrollment
7. information and click SAVE. Once the POST bufton appears, click it.

[/

En'ilmert Nairt%an:e
1y 1027 [ B diipheped Plosrs make chumvpes s preve SAVE |




Correcting Enrollment Detail Records

If you needto correct enrollment details about an employee, you can still accomplish this if

therecord

is notin a POSTED status.

1. Navigate to the Employer Reporting section and click on the Enroliment Detail link.

P BRI R Ep SR 8 _ Enrollment Detail I

Search for existing Employer Detail Record by entering information then click

search. Enrollment Lookup

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

SSMN @ 123-45-6789 Q System : | PERS v L
Last Name ! Duck First Name : Daisy
Enrollment Status : | All v Enrollment Submitted: | all ¥
Reporting Source @ all v Employer Reporting Summary 1D ¢
Employment Start Date From : Employment Start Date To : Employer Reporting

Store Search

Enrollment M

aintenance

Msg ID: 7 [ Record displayed. Please make changes and press SAVE. ]

ERIC displays the Enrollment Maintenance screen.

Total Detail Rec:

No records to display

Message ID

862 Job cl

Enroliment Header Information

Enroliment Header 1D : 5072
Enrollment Header Type : PERS Enrollment Header Status : Review File Name :

Enrollment Information
Organization Name : CITY OF BIG TIMBER Enrollment Status : Review Posted Date :
SSN @ 746-84-5123 Name Prefix : | mr, v
*Last Name : Bloe First Name : Joe Middle Name :
Name Suffix: v Date Of Birth: 12/04/1870 Gender @ Male v
Marital Status : ¥ International @ [ Suppress Warnings @ [|
Address Line 1 100 N Park Avenue Address Line 2 : Address Line 3 :
City : Helena State : Montana v Zip Code/Plus 4 : 67777
Country :  United States of America v
Phone Number : Phane Type : v
Email Address : Email Type : v Reporting Source : Manual
Enrollment Details (-]
*System : | PERS v Job Classification : | Campus Security Officer v

Employment Start Date : |12/10/1999

ember Conbuton e 7907 Update any information and/or address any warnings

Comments

Employment History ID | Organization ID | Organization Name m ob Cla atus | Employment Start Date | Termination of Employment Date

e e[ vaamion e ) Click the SAVE button.

Received Date : 12/28/2015  Posted Date :

ords : 1 Employer Reporting Summary 1D : 5089

J . and errors in the Validation Info panel.

Message Severity

lassification is not allowed for the system. Error
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View Employee Information

The Employee Datalink on the home page and the Person Link on theleft hand
side allow you toaccess an employees’ person account and view limited data
such as; mailing/email addresses and phone numbers. This only appliesto
employees who are enrolled within your agency.

Click on the Employee Data link or the PERSON link on the left side menu.

4

Employes Data

Clck hure £2 nwgats io the person lockup screes

8 Person

ERIC displays the Person Lookup screen.

Enterin search criteria for the employee record you wish to view.

Person Lookup

Click the Search button. |

[ Previous Page Displayed. |

Search Parameters

Person 10 : |
Last Name ©
System :
Employment Start Date From :

Termination of Employment From :

26486 I00CI-G6ATE  Johnsan

George

236485 XOCX000021 Mo il

Person SSN
First Name :

Job Classification = All [
Employment Start Date To :

Termination of Employment To ©

s Mamw:  Date of Birth  Date of Death  Gender  Alln - C/0  Street Address [ Suite State f Province  fip
12/03/1581 Male 127 Fake 5t Boom Ave MT
04/01,/1980 Female 123 Fake S5t Billings MY

Last Four Digits of S5 ©
Previous Name &

Employment Status : All

AAEE 000143 Jovi

Openthe employee record you wish to view.

! 2D646] XKX-XX-9206 Bouvier Pi

236462 XXX-XK-5654 Golucky Ha| 05/ 1571577 Male 345 Boom Ave Billings MT
O 236461 X0OCKCSARS Kargnson  Karen 1021/1977 Femal: 321 Boom 51 Billings MT
1 Sasany 90 Dy \anngrh 103001977 nanig ADA M Do or Blinas T
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View Employee Information Cont.

ERIC displays the Person Maintenance screen.

Person Maintenance

[ Record displayed ]

o

Person Information

Person ID : 236463 SSN : XXX-XX-9286 Previous Name :
Last Name : Bouvier First Name : Patty Middle Name :
Name Prefix : Name Suffix : Gender : Female
Date of Birth : 04/11/1967 Date of Death : Marital Status :
SSN Verified : No Date of Birth Verified : No
Current Home Phone : Ccurrent Email : Current Mailing Address : 2343 4th St,Helena,

Montana,59106,United States of America

Other Details

Phone EmaiII Person Account I

127192 01/02/2015 2343 4th 5t Helena Montana

Address ID Effective Date Attn - C/O Street Address City State / Province Zip Code [ Postal Code Country Address Type Status Do Not Use

59106 United States of America Mailing Active N

The person account maintains
employment status/history for all
members within your agency.

Person Details

55N @ XXX-XX-1468 Person ID : 477180
Name : FST_50538 LST_50538 Z  Date of Birth : 05/22/1992

Person Account Details

Person Account ID : 68744 System : MPORS
Status Effective Date : 01/23/2015
Termination Date :

GABA Elected : Yes

Person Account Summary Information

Last Contribution Posted Date : 01/22/2016
Limitation
Earnings Limit : $0.00
Earnings Remaining : (54,542.50)

Other Details

Employment History | Status History

Employment History ID Organization ID Organization Name Job Classification Start Date

10949 6572 CITY OF MISSOULA MPORS Member 12/29/2014

7 Ensure you close the record once you are done with the screen.
L]

Employer Reporiing

8 Employer Report Summary

o To update any information regarding address, phone ®_Demographic Header
welpLul number or email you must go to the Demographic Detail ® Demographic Detail
1‘{?& record. @ Enrollment Header
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Create & Update Demographic Detall

If you need toreport a death, update an address or add details to an employee
record, thiscan be accomplished via the Demographic Detail link. This creates NEW
Demographic Detailas the employees’ activerecord and prior entries become

inactive.

Video- Demographic Change 2.mp4

P Employer Reporting

Navigate to the Employer Reporting section.

8 Employer Report Summary

8 pDemographic Header

I ® Demographic Detail I

Select Demographic Detail. s Enroliment Header

ERIC displays the Demographic Lookup screen.

Enter the SSN and click NEW or use the search filters

Demographic Lookup
to locate an employee.

[ Previous Page Displayed. ]

SSM: 000-21-0212 Q Last Name : First Name :

Reporting Source ¢ | Al A Employer Reporting Summary 1D : Error Message @ | All

Status ¢ All v

Employer Reporting Demographic Header ID:

£ I o

Search Results

ERIC displays the searchresults.

SSN First Name Last Name Middle Name Reporting Source Status Employer Reporting Summary 1D
J 5004 7702 000-21-0212 Rita Hayworth Manual Posted 5080
J 5002 236463 005-83-9286 Patty Bouvier Manual Posted 5053
J 5001 236461 868-76-5435 Karen Karenson Manual Walid 5044
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Create & Update Demographic Detall

ERIC displays the Demographic Detail Maintenance screen.

Demographic Maintenance

Msg ID : 8 [ All changes successfully saved. ]

oo oo

Demographic Header Details

Change/Add information.

Demographic Header ID : 5005 Demographic Header Status @ Valid Received Date : 12/02/2015

Posted Date : File Mame : Total Records : 1
Employer Reporting Summary ID : 5087

Demographic Details

Demographic Detail ID : 5005 *SEN : 000—21—021

Status : Valid

“Last Name : Haywarth “First Name : Rita

Middle Name : “Date of Birth 06/17/1954

“Gender :  Female b Suppress Warnings @ ||

International: || “Address Line 1 : PO BOX 944

Address Line 2 : 1235 East Ave N Address Line 3 :
“City : |BIG TIMBER “State : | Montana r
“Zip Code /Plus 4 59011
Country : | United States of America v
Phone Number : Phone Type : v
Email Address : Email Type : v
Date of Death: Duty Related Death: v

Duty Related Death Information:

( validation Info

o —
T

Mo records to display

. Click POST. Note: If Post button

Click the SAVE button. does not appear then scroll down to
Validation Info and address any
warnings or errors.

54



Reporting Your Payroll
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Overview of Employer Reporting

The Employer Reporting process is used toreceive Enrollment, Contribution, and
Demographic data from MPERA Employers. The Employer submitsthe datavia
ERIC which sends that information to MPERA'sinternal 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 system. Headers will be specifically Enrollment, Contribution or
Demographic information. Detail Records contained within those Headers are the
individualinformation for a member. For example an Enrollment Detailrecord will
contain the information to Enroll a single individual.

Each Employer Report can contain one or multiple Headers. For example you may
have two Contribution Headers in the same Employer Report you are submitting;
one Contribution Header containing the individual detail records of members that
are part of PERS; then a second Contribution Header that has the individual
records of members that are part of SRS.

Thissame idea is true regarding Enrollment Headers or Demographic Headers.
Each Header is specific tothe 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 Contribution or
Demographic Header(s).
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COMPENSATION FOR PAYROLL REPORTING

For PERS Retirement Contributions

Compensation means payment paid out of funds controlled by an employer in payment

for the member's services (§ 19-3-108, MCA). Itincludes:

» Payfor currentservices rendered.

» Longevity pay.

» Payforused administrative, compensatory, annual, sick, vacation, or personalleave.

* Any retroactive compensation payments pursuant to court orders, arbitration awards, or
litigation and grievance settlements (These amounts are credited for the time period
represented by the order, aw ard or settlement.)

Compensation does not include:

* Lump-sum payments for compensatory leav e, sick leave, banked holiday time, or
annual leav e paid without termination of employment.

* In-kind goods provided by the employer such as uniforms, housing, transportation or
meals.

» Contributions to group insurance.

e Bonusesthat are one-time, temporary payments in addition to and not considered part
of base pay.

« Earlyretirementincentive pay.

If you hav e questionsregarding what is acceptable compensation, please contact
MPERA before sending your contribution payment.

For JRS Retirement Contributions
Compensation means payment, as definedin 88 2-16-403, 3-5-211, and 3-7-222, MCA paid
to a member.

Compensation does not include bonuses provided after July 1, 2013 that are one-time,
temporary payments in addition to and not considered part of base pay.

For HPORS, SRS, and GWPORS Retirement Contributions

Compensation means payment from funds controlled by an employer in payment for the

member's services or for fime during which the member is excused fromw ork because the

member has taken:

« compensatoryleave

e sickleave

* annualleave

* leave of absence before any pretax deductions allowed by state or federal law are
made.

Compensation does not include maintenance, allow ances, and expenses; or bonuses that
are one-time, temporary payments in addition to and not considered part of base pay.
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For MPORS Contributions

Compensation means the payment from funds controlled by an employer in payment for the
member's services before any pretax deductions allowed by state or federal law are made.

Compensation does not include ov ertime, holiday payments (only the additional amount
paid over and above the regularwage for Holidays that are w orked), shift differential
payments, compensatory time payments, and payments in lieu of sick leave and annual
leave, maintenance, allowances and expenses, or bonuses provided after July 1, 2013, that
are one-time, temporary payments in addition to and not considered part of base pay.

Whenreporting earnings for an MPORS member who works on a holiday the regular hours
should be reported as Pay Type = Regular Pay (contributions apply) and any additional
earnings associated with that work should be reported as Pay Type = Holiday Worked
(contributions do not apply).

For FURS Contributions
Compensation means:

For a full-paid firefighter - the payment paid fromfunds controlled by an employer in payment
for the member's services before any pretax deductions allowed by state and federal law are
made.

For a part-paid firefighter employed by a city of the second class:

15% of the regular payment, excluding ov ertime, holiday payments, shift differential
payments, compensatory fime payments, and payments in lieu of sick leav e, paid on July T of
eachyearto a newly confirmed, full-paid firefighter of the city that employs the part-paid
firefighter; orif that city does not employ a full-paid firefighter, 15% of the averageregular
payment, excluding ov ertime, holiday payments, shift differential payments, compensatory
time payments, and payments in lieu of sick leav e, paid on July 1 of each year to all newly
confirmed, full-paid firefighters employed by cities of the second class.

Compensation for full-paid and part-paid firefighters does notinclude overtime, holiday
payments (only the additional amount paid over and abov e the regularw age for Holidays
that are worked), shift differential payments, compensatory time payments, payments in lieu
of sick leav e, maintenance, allowances and expenses, or bonuses provided after July 1, 2013,
that are one-time, temporary payments in addition to and not considered part of base pay.

Whenreporting earnings for FURS member who works on a holiday the regular hours should be

reported as Pay Type = Regular Pay (contributions apply) any additional earnings associated
with that work should be reported as Pay Type = Holiday Worked (contributions do not apply).
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View Employer Plan and Rates

Employers can view all MPERA plans, systems and contribution rates. Any changes will be
managed by MPERA.

n Navigate to the Organization Information section  [SEFEEEEEEEEEFE T

u Select Contribution Rate. 8 Contribution Rate

n ERIC displays the Confribution Rate Lookup screen.

Contribution Rate Lookup Enter search criteria for the system and plan you
wish fo view.

Msg ID : 6 [ All search criteria has been reset. ]

System : v Plan Mame:| ¥
Employer Type : | all r GABA Elected : A
. Arh . Aed,
Hire Date Start Date (From) : kidid Hire Date Start Date (To) : ki
. iy . A,
Hire Date End Date (From) : ] Hire Date End Date (To) : ki
Member Rate : . Employer Rate :
Click Search.
Searc! 'Reset Store Search
Search Results
Export To Excel
Employer Type | Rate Effective Date | Hire Date Start Date | Hire Date End Date | Member Rate | Total Employer Rate m
No records to display
ERIC displays the plan, systemand rates in the searchresults panel.
Search Results
Export To Excel
Employer Type Rate Effective Date Hire Date Start Date Hire Date End Date Member Rate Total Employer Rate Plan Name System
County 07/01/2005 01/01/1900 7.9000 8.2700 Defined Benefit Retirement Plan Public Employees’ Retirement System
University 07/01/2000 01/01/1900 7.9000 8.2700 Defined Benefit Retirement Plan Public Employees' Retirement System
School District 01/01/1900 01/01/1900 0.0000 8.0000 Defined Benefit Retirement Plan Sheriffs' Retirement System
County 01/01/1900 01/01/1900 65.9000 8.0000 Defined Benefit Retirement Plan Sheriffs’ Retirement System
City 01/01/1900 01/01/1900 7.9000 8.2700 Defined Benefit Retirement Plan Public Employees' Retirement System
City 01/01/1900 01/01/1900 5.9000 7.9000 Defined Benefit Retirement Plan Sheriffs' Retirement System
School District 01/01/1900 01/01/1900 7.9000 8.2700 Defined Benefit Retirement Plan Public Employees’ Retirement System
State Agency 01/01/1900 01/01/1900 5.9000 7.1700 Defined Benefit Retirement Plan Public Employees' Retirement System
University 01/01/1900 01/01/1900 7.9000 8.2700 Defined Contribution Retirement Plan Public Employees’ Retirement System
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Upload Employer Reporting File

The Employer Reporting file can be uploaded with enrollment, payroll, and demographic
information. Once the file is uploaded ERIC will identify any formatting errors that will need
to be resolved prior fo the Employer Reporting Summary being created.

Video-file upload.mp4

X welcome!

5200 : CITY OF BIG TIMBER — Esther Ames (EAmes)

Alerts & Messages |— Home

M
S [ Record displayed ] ‘

Employer Reparting

8 Employer Report Summary Here is a brief description of the various activities that you can do:

Welcome to the MPERA Employer Reporting and Information Center (ERIC). ERIC is your guide to a secure portal where you can view and update your organization information and view and report person information,

Demographic Header

® Demographic Detail
Alerts & Messages 4+ Upload File
8 Enrollment Header u
Click here to navigate to the message board screen to view messages Click here to navigate to the upload file screen
8 Enrollment Detail
8 Payroll Header
8 Payroll Detail
8 Upload File
A$/|i Employer Reparting @ Enroll New Employee
Sl pess fles i Click here to navigate to the Employer Reparting Summary lookup screen ick here to navigate to the enrallment lookup screen

Process Records

457 Contribution File

Pensionable Payroll Reportii

Pensionable Payroll Reportii

d Employee Data - rh%.ﬁ Organization Profile

Finandal Information = Click here to navigate to the person lookup screen Click here to navigate to the employer maintenance screen

8 Invoice Receivable

® Service CreditPurchase

Framework : 5.0.2.5, Solution : 12/18/2015 5:30:51 AM ClientIp : 192.10.207.17  AppSrv : DOAISD7656  Current Time : 12/18/2015 10:07:18 AM Developmen

Click Upload File from either the Employer Reporting section
or the quick link on the Home page.
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Upload Employer Reporting File cont.

Upload File

[ Record displayed ]

ERIC displays the Upload File screen, it
may be one of the two displayed, _
1. Use the "Browse...” button to select vour file

dep_endlng onthe browser youare 2. Click the "Upload File" button
UTI|IZIﬂg. 3. Wait for Confirmation

To submit a file:

File Type : v

File : (| Choose File ) o file chosen

S

To submit 2 file: Upload File

1. Use the "Browse..." button to select your file
2. Click the "Upload File" button
3. Wait for Confirmation

File Type :

Fle ‘;

Upload File

Click the Browse or Choose file button and locate the Employer Reporting file
you would like to upload. Select the file and click OPEN.

. Recent places kL oHsers.
L. Ohsers Comespondence Register
i CneDrive Ohsers Correspendence Register 021
b Ohsers New Form Design
M This PC Technecal Writer RELCV NY
Lt b | i TRSNVC
| Documents L TRSNYC Seripe Decuments
& Downloads @) 002_Administer System.ppte
B Music B Access the Dedicated VIH Machanes - PHL..
= Prctures ¥ Acctinfn - Req fram Mbr or Bank.doc

Videas -
.\. et o £

Filr name=

Click the Upload File button. File : ile | SC
Upload File

Verify the file was successfully uploaded.

Filename : ER_Inbound_File_Payroll.csv 5ize : 175 successfully loaded
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Addressing upload file errors

Once you upload a file, verify that you have a “processed” file, this means it was loaded
with no errors/warmnings. If you do nothave a processed file, follow the steps in this section
to clear file formattingissues. If the load was good but there are still issues, then the next
section willhelp you clear any Payroll Header/Detail errors.

Navigate to the Employer Reporting section

Select the Process Files menu item. || ® Process Files ||

ERIC displays the Process Files Lookup screen.

Search for uploaded Employer Reporting Inbound File.

Process Records Lookup

Msg ID : 1 [ 2 Records met the search criteria. ]

File Type ¢ All v Cycle Number : I:l

Original File Name : Status @ | Review r

Line Mumber : Data :
Processed Date From : :j Processed Date To : :’

File Header ID : 37

o R 5o so

B LineNo Status Record Data Transaction Code File Header ID File Name Processed Date
(0] 2 Review 001~6505~1~M 001 37 ER_Inbound_File_Enroll_Org6505.csv 4/2/2015 2:09:37 PM
o 3 Review 002~1~PERS 002 37 ER_Inbound_File_Enroll_Org6505.csv 4/2/2015 2:09:37 PM

ERIC displays the searchresults.

Select the desired file and click the Open button.
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Addressing upload file errors cont.

y/ | ERIC displays the Process Files Maintenance screen.

Process Files Maintenance

[ Previous Page Displayed. ]

File Type : Employer Reporting Inbound file Status i Processed with Warnings
Original File Name : ER_Inbound_File_Enroll_Org6505.csv File Mame : 2015-04-02-14-09-37_ER_Inbound_File_Enroll_Org6505.csv
Processed Date : 4/7/2015 10:10:44 AM Mumber Of Rows : 4
Cycle Number : File Header ID ; 37

Error Message :

Status Status Count
Valid 2

Review 2

In the Status Summary panel, select the Detail Records that are in Review.

ERIC displays the Process Files Lookup screen populated with the records that are in
review.

Search Results

B Line No Status Record Data Transaction Code File Header ID File Name Processed Date
J 2 Review 001~6505~1~M 001 37 ER_Inbound_File_Enroll_Org6505.csv  4/2/2015 2:09:37 PM
4] 2 Review 002~1~PERS 002 37 ER_Inbound_File_Enroll_Org6505.csv 4/2/2015 2:09:37 PM

10 Click on Line No. to display the error detail.

Process Records Maintenance

| | Recor displayed |

ERIC displays the Process Records
Maintenance screen.

File Details

(I
-

File Type : Employer Reporting Inbound file Cyele Mumber :
Original File Name ¢ ER_tnhound_File_Enroll_Org&S0S.cv File Name : 2015-04-02-14.0%.37_ER_Tnbound_File_Enroll_OrgsS05.cov
Processed Date @ 4/2/2015 2109:37 PM Stans 1 Review
Mismber OF flows £ 4 Line Mamber @ 3
File Hdr 10 ¢ 37

Reerrd Data

Enrullment Header ID : 002 Detail Count : 1

System ; FERS

In the Error Details panel, the error
message is displayed.

B
e

Skapping Detail Record since Header has errors

Correcterror and upload file again.

(WY
-
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Payroll Detail Errors — Upload file

Once a file is uploaded, any payroll detail errors/warnings will require afttention fo achieve
a VALID status. The steps below will guide you on how to address errors/warnings and

submit a valid payroll file.

. . $ Emplover Reporti
Employer Reporting
1 Navigate to the Employer Reporting link. M) s e
L]

ERIC displays the Employer Report Summary Lookup screen.

Employer Report Summary Lookup

[ Previous Page Displayed. ]

Critenia
Received Date From: m Received Date To : m
Posted Date From : m Posted Date To @ m
Reporting Source @ | all v Receivable Status : | Al v
Create Invoice : | Al ¥ Summary Submitted : | Al ¥
Employer Reporting Summary Status @ | 4l v Employer Reporting Summary 1D :

“Paycycle Freguency | All T

2 [

Search Results

New ‘Open' Export To Excel |l Copy Forward
1

Search for existing Employer Report Summary.

Total Enrollments Total Demographic Changes Total Payroll Detail Records Pre-Tax EE Contribution Post-Tax E

£0.00

1 1 $1,168.58

ERIC displays the searchresults, select the desired record and click the Open
button or click on the Employer Reporting Summary 1D (link).

Video- Process File and Create Invoice.mp4
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Payroll Detail Errors — Upload file cont.

ERIC displays the Employer Report Summary Maintenance screen.

Employer Reporting Summary Maintenance

Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

Employer Reporting Summary Information

Reporting Source : Manual Posted Date : File Name :
Employer Reporting Summary ID : 5085 Create Invoice : ||
No Payroll : ] Summary Submitted : [_]
Submitted Date : Paycycle Frequency : Monthly Employer Reporting Summary Status : Review
Received Date : 12/01/2015 Comments :

Enrollment/fDemographic Information

Enrollment Information Demographic Information

Total Enrollment Records : 1 Enrollment Header Status : Review

New Enroliment Header

B Enroliment Header ID Header Type Header Status Total Enrollment

(] 5059 PERS Review 1

Payroll Summary Information

Payroll Summary Status : Review ER Contributions ; $1,223.32
Pre-Tax EE Contributions @ $1,168.58 Total Contributions @ $2,391.90
Post-Tax EE Contributions : $0.00

@ New Payroll Header

B Payroll Header ID Header Type Payroll Header Status

Total Earnings Total Hours Pre-Tax EE Contributions Post-Tax EE Contributions ER Contributions Total Contributions

|# 5004 PERS

Review \ 548,066.50 888.0000 $1,168.58 $0.00 $1,223.32 $2,391.90

In the Payroll Summary Information panel, select the desired Payroll Header
ID thatis in a REVIEW status and click OPEN.
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Payroll Detail Errors — Upload file cont.

ERIC displays Payroll Header Maintenance screen, ensure you are in a VALID stafus.

[f not check the VALIDATION info tab.

Payroll Header Maintenance

i

yd

Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

Payroll Header Information

roll Record Count

Payroll Header Details | Contribution Totals By Pay Type

{ Header Type X PERS
Received Date : 12/01/2 Posted Date : Payroll Summary Status : Review
Payroll Header Status : Review Total Earnings: $48,066.50 Total Detail Records : 1
Total Pre-Tax EE Contributions $1,168.58 Total Post-Tax EE Contributions : $0.00 Total ER Contributions : $1,223.32
Total Pre-Tax Service Purchase Amount : £0.00 Suppress Warnings : [ |
Payroll Start Date : [Z/[JELEE [ir] Payroll End Date : 03/15/2014 Pay Date : [04/14/2014. []
Employer Reperting Summary ID : 5085 File Name :

Other Details

Payroll Details Compensation Payroll Details Payroll Details by Status Validation Info
New ‘Qpe Export To Excel

Name Payroll Detail Status Eamings

Payroll Detail ID Person ID

HUK-KK-6847 Review $48,066.50

Address warnings/ errors displayed
in the Validation Info tab.

ER Contribution (Sys Calc) ER Contribution (Reported) EE Contribution (Sys Calc) Pre Tax EE Contribution(Reported)

$3,975.10 $1,223.32 $3,797.25 $1,168.58

B ciccsnve

Payroll Header Maintenance

Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

Payroll Header Information

Payroll Header Detal Contribution Totals By Pay Type  Payroll Record Count

Header Type : PERS
Received Date : 12/01/2015 Posted Date Payroll Summary Status : Review
Payroll Header Status : Review Total Earnings: $48,066.50 Total Detail Records : 1
Total Pre-Tax EE Contributions $1,168.58 Total Post-Tax EE Cantributions : $0.00 Total ER Contributions : $1,223.32
Total Pre-Tax Service Purchase Amount : $0.00 Suppress Warnings : [ ]
Payroll Start Date : payroll End Date : 03/15/2014 Pay Date : 04/14/2014 [1:1]
Employer Reporting Summary ID : 5085 File Name :

‘Other Details

Payroll Details Compensation Payroll Details  Payroll Details by Status  Validation Info

N ‘Open Export To Excel

ew
| ] Name Payroll Detail Status Eamings

Payroll Detail ID Person ID

KHK-KX-6847 Review $48,066.50

ER Contribution (Sys Calc) ER Contribution (Reported) EE Contribution (Sys Calc) Pre Tax EE Contribution(Reported) |

$3,797.25 $1,168.58

$3,975.10 $1,223.32
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Payroll Detail Errors — Upload file cont.

11. ERIC displays Payroll Detail Maintenance screen.

Payroll Detail Maintenance

Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

‘Sa\re' Refresh Enrollment

Payroll Information

Payroll Header Type: PERS Payroll Header ID : 5006 Received Date : 12/01/2015
Posted Date : ER Summary Status : Review Payroll Header Status : Review
Reporting Frequency : Monthly ER Summary ID : 5085
Payroll Start Date : 5/2/2014 Payroll End Date : 5/15/2014

Payroll Details

Payroll Detail 1D : 5006 Payroll Detail Status : Review S5N : 659-46-4947
Last Name : First Hame : Middle Name :
Earnings : $48,066.50 Pay Type : | Regular Pay v
Employee Contribution (Sys Calc) : $0.00 Pre-Tax Employee Contribution @ $1,168.58 Post-Tax Employee Contribution @ $0.00
Employer Contribution (Sys Calc) : $0.00 Employer Contribution (Amount Reported) : $1,223.32 Comments : .
Hours : 8&8.0000 Rate Type : | Annual Salary ¥ Rate : $0.00
Employment Status : ¥ Employment Status Date : Suppress Warnings : [
Final Pay : || Termination of Employment Date : Last Day Worked :
Job Classification : | Sheriff v

Service Purchase Detail

n Service Purchase Type| Pre-Tax Service Purchase Amount

No records to display

Validation Info

868 Employee and employer contributions are not within the allowable amount of the system calculated contribution rates. Error

807 Enrollment is required. Error

12. Address any warnings/errors displayed in the Validation Info tab.

Click SAVE.

Click the previous button and ensure all screens are in a VALID status.
Return to the Employer Reporting Summary Maintenance screen.

B Payroll Detail ID Person ID Name Payroll Detail Status
O 5007 403806 XXX-XX-1234 Tobias Hood |Valid 4
O 5008 403810 X)XX-XX-0209 Essie Zehren |Valid 4
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Payroll Detail Errors — Upload file cont.

ERIC displays the Employer Reporting Summary Maintenance screen.

If allheaders are in a VALID status, you will see the Create Invoice button,
click the button to submit the invoice.

16.

Employer Reporting Summary Maintenance

[ Previous Page Displayed. ] ‘

R e K

Employer Reporting Summary Information °
Reporting Source : Manual Posted Date : File Mame :
Employer Reporting Summary ID : 5026 Create Invoice : [ |
No Payroll : [] Summary Submitted : [ ]
Submitted Date : Paycycle Frequency : Biweekly Employer Reporting Summary Status : Valid
Received Date : 02/17/2016 Comments :

Enrollment/Demographic Information °
Payroll Summary Information °

Fayroll Summary Status : Valid ER Contributions : $75.34
Pre-Tax EE Contributions : $71.10  Total Contributions : $146.44
Post-Tax EE Contributions : $0.00

m New Payroll Header

Il Payroll Header ID Header Type Payroll Header Status Total Eamings Total Hours Pre-Tax EE Contributions Post-Tax EE Contributions ER Contributions Total Contributions

(] 5009 PERS Valid $900.00 16.0000 §71.10 £0.00 $75.34 5146.44

17 Read the message and click OKif
y you agree.

You are indicating to create invoice. Mo further updates will be allowed
to your report. Are you sure you want to submit for payment?

Upon clicking OK, the record isupdated to a Read-Onlyview. The information issent
to MPERA and appropriate records and invoices are created as applicable.

1540 Goto the Payments link to process the inv oice.
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Manual - Employer Payroll Reporting

Processing Employer Payroll Reporting can be done twoways:

» By uploading a file; or
* Manually by entering employee payroll information.

During this process Non-Contributing individuals are reported as well. An example
of thiswould be University Employees that are taking part in the MUS-RP election
instead of PERS. Employers are able to make payroll records for those individuals
with a $0.00 contribution.

The following pages will take you through the step by step process of manually
creating an Employer Payroll Report. Once all detail records are entered and clear
of errors and warnings, the Employer Report updatesto “Valid” statusand the
report can be submitted for posting.

& Welesmel

S00 1 CITY OF BIG TIMBER — Cxther Ames (EAmes)

Alerts & Messages i
Home
et I Record displayed 1
--
| Welcome to the MPERA Employer Reparting and Information Center (ERIC), ERIC is your guide to 8 secure portal where vou ¢an view 80d update your organization infermation and view and report person information.
® Emglayer Repoet 5 i v Here 15 a breel descnphion of the varous achtes that you can do:
® Demograph d
® Demograpghs Detail
s Faar l l Alerts & Messages 1 Upload File
Click here to navigate tn the message board screen o view messages ﬁ.i Click hare ta navigate tn the upinad file screen
(\s’ﬂ Employer Reporting % Enroll New Employee
II‘ Chck here to navigate to the Employer Reporting Summary luckup screen Ciick here o nawigate to the enrollment lookup screen

Pansionable Payrall Report

Pensionahle Payroll Reporte . .
- Employee Data ﬁ%ﬁ Organization Profile

0 fnunice Receraable

Catrant Time ; 12/10/2015
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Quick Start

Lookup Screen

» Search for existing records

» Openrecords for viewing/editing
» Export searchresults to Excel

» Create New Records

Messag

Employer Repo

8 Employer Report Summary

® Demographic Header
8 Demographic Detail
B Enrollment Header
® Enrollment Detail

8 Payroll Header

8 Payroll Detail

B8 Upload File

B Process Files

B Process Records

B 457 Contribution File

8 Pensionable Payroll Reportit

8 Pensionable Payroll Reportit

Finandal Information

® Invoice Receivable
B Service Credit Purchase
B Adjustment Summary

B8 Payment

X Welcome!

Employer Report Summary Lookup

5200 : CITY OF BIG TIMBER — Esther Ames (EAmes)

‘ Msg ID : 5 [ Please enter search criteria and press SEARCH//

Cntena

Received Date From:

Search Button

Posted Date From :

Initiate a Reporting Sousfe : | all
search

after CreatgInvoice : | All
enTering g Syfimary Status @ | Vaid
criteria.

aycycle Frequency : | All

ResetButton

Clearentered search
criteria from the screen
(start fresh).

Received Date To :

] Posted Date To ¢

A Receivable Status @
Summary Submitted

r Employer Reporting Summary 1D :

B

E

No\records to\display

AV | Employer Reporting Sumvary ID | Total Enrollments

Total Demographic Changes

Total Payroll Detail Records | Pre-Tax EE Contribution E

Open Button

Exportto Excel

Opensselected
record for viewing
and updating.

New Button

Create a new employer
report summary for
manual entry

Mov e searchresults
column dataintoMS
Excelfor further
analysis.

Copy Forward

Makes a copy of the selected
fle tothen alterand saveasa
new v ersion.
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Quick Start

Maintenance Screen
* View Record Data
* Modify and Sav e Existing Data

X welcome!
5200 : CITY OF BIG TIMBER — Esther Ames (EAmes)

Employer Reporting Summary Maintenanc

0/0/0/6/0/0l6

Save Button

‘ Msg ID : 7 [ Record displ, e

essa
Employer Reporting

Updatesthe database with datachanges ‘

(addition, modification, and deletion) for
retriev allater.

® Employer Report Summary

@ Demographic Header

Demographic Detail

Enrollment Header

Enrollment Detail

Payroll Header

Payraoll Detail

Upload File

Process Files

Process Records

457 Contribution File

Pensionable Payroll Reportit

@ Pensionable Payroll Reportit

Finandal Information

® Invoice Receivable
® Service Credit Purchase
® Adjustment Summary

@ Payment

‘Organization Information

8 Messages

Save of Refresh

Employer Reporting Summary Information

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

o 5089 PERS Review 1

Payroll Summary Information

Payroll Summary Status : Review
Pre-Tax EE Contributions : $2,337.16
Post-Tax EE Contributions : $0.00

New Payroll Header

ER Contributions : $2,446.54

Total Contributions : $4,783.80

yroll Header ID

Header Type  Payrull Header Status  Total Eamings  Total Hours  Pre-Tax EE Contributions Pos

Reporting Source : Manual Posted Date : File Name :
Employer Reporting Summary 1D : 5085 Create Invoice : [
No Payroll : [ Summary Submitted @ [
Submitted Date : Paycycle Frequency : Monthly Employer Reporting Summary Status : Review
Received Date : 12/01/2015 Comments : y
Enrollment Information | Demographic Information
Total Enrollment Recards : 1 Enrollment Header Status : Review

Logically breaks the screen info
components to take actions on specific
data. Collapse/expand by clicking
anywhere on the header.

Panel

fax EE Contributions ER Contributions Total Contributions

[B] 5004 PERS Review $48,066.50  B85.0000 $1,168.58 $0.00 $1,223.32 $2,391.90
(D] 5006 PERS Review §48,066,50  B88.0000 $1,168.58 $0.00 $1,223.32 $2,391.80
Create : demouser 12/1/2015 3:29:51 PM Modify : demouser 12/1/2015 3:29:51 PM

Solution : 12/22/2015 1

Current Time : 12/28/2015

Client Ip : 192.10.207.17

AppSrv : DOAISD7656 11 AM Development
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Manual - Employer Payroll Reporting

One way toprocess 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 aninvoice, payment and
employer report summary.

Video- Manual Payroll Enroll Payment.mp4

Click on the Employer Report Summary link. Wl et ot s S s e

ERIC opens the Employer Report Lookup screen.

Choose the Payroll Frequency fromthe dropdown menu.

A welcome!
8289 : Esther’s Minions — Esther Swayzee (EAmes) @ @ @ @

| Employer Report Summary Lookup

Msg ID : 5 [ Please enter search criteria and press SEARCH. ] ‘

Criteria
Received Date From: [111] Received Date To : [1i1]
Posted Date From : E:j Posted Date To @ E:j
Reporting Source @ | All v Receivable Status : | All v
Create Invoice : | All ¥ Summary Submitted : | Al ¥
Employer Reporting Summary Status @ | All v Employer Reporting Summary 1D @

I'Pay(ytle Frequency : | Biweekly v I

Click the NEW button. —

m Export To Excel | Copy Forward
n Employer Reporting Summary ID | Total Enroliments | Total Demographic Changes | Total Payroll Detail Records | Pre-Tax EE Contribution | Post-Tax EE Contribution i

No records to display

72



Manual - Employer Payroll Reporting

ERIC will display the Employer Reporting Summary maintenance screen.

Click the SAVE button to create the Employer Reporting Summary ID.

Employer Reporting Summary Maintenance

‘ Msg ID : 8 [ All changes successfully saved. ]

2 Cm

Employer Reporting Summary Information

Reporting Source : Manual Posted Date : File Mame :
Employer Reporting Summary 1D : 5026 Create Invoice : ||
No Payroll : [ Summary Submitted [
Submitted Date : Paycycle Frequency : Biweekly Employer Reporting Summary Status : Review
Received Date : 02/17/2016 Comments : y
Enrollment/Demographic Information °
Enrollment Information Demographic Information
Total Enrollment Records : Enrollment Header Status :

New Enroliment Header
n Enrollment Header ID | Header Type | Header Status | Total Enrollment

No records to display

Payroll Summary Information (-}

Payroll Summary Status : ER Contributions : $0.00
Pre-Tax EE Contributions : $0.00 Total Contributions : $0.00
Post-Tax EE Contributions : $0.00

New Payroll Header
n Payroll Header ID | Header Type | Payro'| Header Status | Total Earnings | Total Hours | Pre-Tax EE Contributions | Post-Tax EE Contributions | ER Contributions | Total Contributions

Mo records to display

Create : demouser 2/17&16 2:46:44 PM Modify : demouser 2/17/2016 2:46:44 PM

Under the Payroll Summary Information panel, click the New Payroll Header
7. button.
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Manual - Employer Payroll Reporting

ERIC displays the Payroll Header Maintenance screen.

In the PayrollHeader Maintenance screen, enterheader type fromthe dropdown,
the Payroll Start Date, Payroll End Date, and Pay Date.

Payroll Header Maintenance

‘ Msg ID : 8 [ All changes successfully saved. ]

Payroll Header Information

Payroll Header Details Contribution Totals By Pay Type Payroll Re

Header Type : PERS

Received Date : 02/17/2016 Posted Date : : Review
Payroll Header Status : Review Total Earnings:
Total Pre-Tax EE Contributions $0.00 Total Post-Tax EE Contributions : + $0.00

Total Pre-Tax Service Purchase Amount : $0.00 gs : [

I Payroll Start Date : [(EZREIEII m Payroll End Date : 02/28/2016 m Pay Date : 02/29/2016 1] I
Employer Reporting Summary ID : 5026 File Name :

Payroll Details Compensation Payroll Details Payroll Details by Status ~ Validation Info
m Export To Excel
u Payroll Detail ID @m Payroll Detail Status m ER Contribution (Sys Calc) | ER Contribution (Reported) | EE Contribution (Sys Calc) | Pre Tax EE Contribution(Reported) m

Mo records to display

Click the SAVE button.

Under the Other Details panelin the Payroll Details tab, click the NEW button.

11.
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Manual - Employer Payroll Reporting

ERIC displays the Payroll

12- Detail Maintenance screen.

Payroll Detail Maintenance

-
pelpLul

Tips

Payroll details for each pay type will
need tobe added for each
employee. (VLT,SLT, OT, etc...) B

‘ Msg ID : 8 [ All changes successfully saved. ]

] i

Payroll Information

Payroll Header Type: PERS
Posted Date :

Reporting Frequency : Biweekly

Payroll Start Date : 2/15/2016

Payroll Header ID : 5009 Received Date : 02/17/2016
ER Summary Status : Review Payroll Header Status : Review
ER Summary ID : 5026
Payroll End Date : 2/28/2016

Payroll Details

Enter in the member’s SSN.

Payroll Detail 1D : 5007 Payroll Detail Status : Valid SSN :431-63-1234
Last Name : Hood First Name : Tohias Middle Name :
Earnings : $450.00 I Pay Type : Regular Pay I
Employee Contribution (Sys Calc) : $35.55 Pre-Tax Employee Contribution :|$35.55 Post-Tax Employee Contribution : $0.00
Employer Contribution (Sys Calc) : $37.67 Employer Contribution (Amount Reported) : $37.67 Comments :
| Hours :|6.0000 I Rate Type : Rate : $0.00
Employment Status : Employment Status Date : U Suppress Warnings : [
Final Pay : [ | Termination of Employment Date : [ Last Day Worked : ]
|Job Classification : PERS Member

&

-

pelpLal based on the earnings.

*The Pre-Tax Employee Contribution and Employer Contribution auto-populates

Tips

14 Once the members information is populated, enter in their *Based on the pay
| Earnings, Pay Type, Hours, and Job Classification.* type, different fields

1T Click the SAVE button.

16' Click the Previous button.

may be required.

e If the member has not been enrolled, you willreceive an ENROLLMENT button
pelpLul (ERROR). Click onthe enrollment button and enter the members information till you

Tips POST the record. Once thatis completed the record willbe VALID, return to the
Payroll Header Maintenance screen.
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Manual - Employer Payroll Reporting

17 ERIC displays the Payroll Header Maintenance. Note that once you hav e entered
| all expected Payroll Details for that Pay Period, the Header Status will reflect: Valid.

Click the Previous button.

&L welcome!
8289 : Esther’'s Minions -- Jac Swayzee (1Swayzee)

Payroll Header Maintenance

‘ Msg ID : 8 [ All changes successfully saved. ]

X )

Payroll Header Information

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

Heade ne : PER
Payroll Summary Status : Valid

Received Date : 02/17/2016 Posted Date :

Payroll Header Status : Valid Total Earnings: §300.00 otal Detail Records :
Total Pre-Tax EE Contributions $71.10 Total Post-Tax EE Contributions : $0.00 Total ER Contributions : $75.34
Total Pre-Tax Service Purchase Amount : $0.00 Suppress Warnings : [
Payroll Start Date : (EEEEIEE x Payroll End Date : 02/28/2016 Pay Date : 02/29/2016
Employer Reporting Summary ID : 5026 File Name :

Payroll Details Compensation Payroll Details Payroll Details by Statusj Walidation Info

I ()

H Payroll Detail ID Person ID 55N Name Payroll Detail Status Earnings ER Contribution (Sys Calc) ER Contribution {(Reported) EE Contribution (Sys Calc) Py

O 5007 493806 XXX-XX-1234 Tobias Hood |Valid £450.00 $37.67 £37.67 $35.55
O 5008 493810 XXX-XX-0209 Essie Zehren |Valid $450.00 $37.67 $37.67 $35.55

i If the payroll detailstatusis not VALID, check the VALIDATION INFO tab
Helpeul and address any errors/warnings. Once you have cleared any
1l errors/warnings click the SAVE button again.
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Manual - Employer Payroll Reporting

ERIC displays the Employer Reporting Summary Maintenance screen.

Click the Create Invoice button.

Employer Reporting Summary Maintenance

[ Previous Page Displayed. ] ‘

Employer Reporting Summary Information o
Reporting Source : Manual Posted Date : File Name :
Employer Reporting Summary ID : 5026 Create Inveice : ||
No Payroll : [] Summary Submitted : []
Submitted Date : Paycycle Frequency : Biweekly Employer Reporting Summary Status : Valid
Received Date : 02/17/2016 Comments :

Enrollment/Demographic Information °
Payroll Summary Information e

Payroll Summary Status : valid ER Centributions : $75.34
Pre-Tax EE Contributions : $71.10  Total Contributions : $146.44
Post-Tax EE Contributions : $0.00

W New Payroll Header

Il Payroll Header ID Header Type Payroll Header Status Total Earnings Total Hours Pre-Tax EE Contributions Post-Tax EE Contributions ER Contributions Tetal Contributions

O 5009 PERS Valid £900.00 16.0000 £71.10 £0.00 §75.34 $146.44

You are indicating to create invoice. Mo further updates will be allowed
to your report. Are you sure you want to submit for payment?

Read the message and click OKif
you agree.

Go to the Payments link o process the inv oice

Upon clicking OK, the record isupdated to a Read-Onlyview. The information issent
to MPERA and appropriate records and invoices are created as applicable.
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Create and Maintain Payments

Once you hav e submitted aninvoice, the next stepis PAYMENT. The steps below will
guide you on this process.

Navigate to the Payments link
7 Payments
@ Dick kere io nevigate ko She payment :::l.u;- l:m‘r‘
n ERIC Displays the Payment Lookup screen.

ﬂ Since this is a new invoice, select the Payment Method and click NEW.

\

Payment Lookup \
Msg ID : 5 [ Please enter search criteria and press SEARCH. ] \
Search Criteria
Payment ID : “Payment Method : | aCH T
Payment Date From : E’j Payment Date To: Ej
. Al . Lo
Submitted Date From : | Submitted Date To: ]
Check Mumber : Payment Status @ | Al v

Store Search

Search Results

@=
n Payment ID | Payment Date | Payment Amount | Payment Method | Submitted Date | Payment Status

Mo records to display

Video- Payment and Employer Summary.mp4
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Create and Maintain Payments, cont.

ERIC displays the Payment Maintenance screen, click SAVE first to display

invoice options. Select bank account.

Payment Maintenance \

‘ Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ] \

50 e e

Payment Information

Payment ID : 5006 Payment Status Nyalid Submitted : Mo
Payment Date : 01/20/2015 Payment Method : A Submitted Date :
Check Mumber : Bank Account Mo, ;| _NO_1 ¥ Account Type © ® Checking Savings
NSF : Mo 457 Payment : || Suppress Warnings : ||
Pending Invoice Amount : $76,657.98 Available Credit Memo Amount : $0.00 Remaining Payment Amount : $200.00
Included Invoice Amount : $200.00 Included Credit Memo Amount : $0.00 Pay Different Amount : $0.00
Include All Invoice(s) : || Include All Credit Memal(s) : [ Comment :
By cIic!lng onr sap.button above, I authorize payment of funds from our bank account to MPERA in the amount of the total shown.

Invoice and Credit Details

Invoice Selection | Available Credit = Validation Info

1, 2345

Check the authorization box before submitting.

B Invoice ID Receivable Type Invoice Balance Due Invoice Date Induded in Remittance

(] 178804 Payroll $0.00 12/16/2014 ()
[0 1zssos payrol $0.00 12/16/2014 M|
[ 178807 Payrall $200.00 12/16/2014 W)

Select the invoice to be includedin the remittance and enter/update the
payment information.

Click SAVE then click SUBMIT.

Go back to the Home page and click on the Employer Reporting link to
submit the summary.

Employer Reporting
i i“

Chek here Lo nevigate to the Employer Reporting Summary lovkup screen
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Submitting the summary

Once the invoice has been submitted, the employer report summary must be sent to
MPERA. This will provide you with an opportunity to download or save the information

submitted for payroll processing.

. - s Emplover Reporti

Employer Reporting

1 Navigate to the Employer Reporting link. ..o
L]

ERIC displays the Employer Report Summary Lookup screen.

Employer Report Summary Lookup

[ Previous Page Displayed. ]

Critenia
Received Date From: m Received Date To : m
Posted Date From : m Posted Date To @ m
Reporting Source @ | all v Receivable Status : | Al v
Create Invoice : | Al ¥ Summary Submitted : | Al ¥
Employer Reporting Summary Status @ | 4l v Employer Reporting Summary 1D :

“Paycycle Freguency | All T

Search Results

New ‘Open' Export To Excel |l Copy Forward
1

Search for existing Employer Report Summary.

Total Enrollments Total Demographic Changes Total Payroll Detail Records Pre-Tax EE Contribution Post-Tax E

£0.00

1 1 $1,168.58

ERIC displays the searchresults, select the desired record and click the Open
button or click on the Employer Reporting Summary 1D (link).

80



Submitting the summary cont.

Navigate to the Employer Reporting Summary 1D screen and click SUBMIT.

Employer Reporting Summary Maintenance

[ Previous Page Displayed. ]

s v [

Employer Reporting Summary Information

Reporting Source : Manual Posted Date :
Employer Reporting Summary 1D : 5295 Create Invoice :
No Payroll : [7] Summary Submitted : [7]
Submitted Date : Paycycle Frequency : Monthly
Received Date : 03/07/2016 Comments :

The Create Invoice and Summary Submitted boxes will be checked automatically.

Click on the Generate ER Summary button to sav e the submitted record.

Employer Reporting Summary Maintenance

[ Previous Page Displayed. ]

w Generate ER Summary

Employer Reporting Summary Information

Reporting Source : Manual PR
Employer Reporting Summary ID : 5298 Create Invoice :
Mo Payroll @ [] Summary Submitted :
Submitted Date : 03/07/2018 Ezsziocle Sesonimase el o
Received Date : 03/07/2016 Comments :
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Manual - Employer Payroll Reporting for
State Agencies.

State agencies can report the “working retirees” 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 aninvoice which is the last
step for state agencies only.

Click on the Employer Report Summary link. Wl et ot s S s e

ERIC opens the Employer Report Lookup screen.

Choose the Payroll Frequency fromthe dropdown menu.

A welcome!
8289 : Esther’s Minions — Esther Swayzee (EAmes) @

| Employer Report Summary Lookup

Msg ID : 5 [ Please enter search criteria and press SEARCH. ] ‘

Criteria
Received Date From: Received Date To :
Posted Date From : Posted Date To @
Reporting Source | All v Receivable Status @ | All v
Create Invoice : | All ¥ Summary Submitted : | Al ¥
Employer Reporting Summary Status @ | All v Employer Reporting Summary 1D @

I'Pay(ytle Frequency : | Biweekly v I

Click the NEW button. —

m Export To Excel | Copy Forward
n Employer Reporting Summary ID | Total Enroliments | Total Demographic Changes | Total Payroll Detail Records | Pre-Tax EE Contribution | Post-Tax EE Contribution i

No records to display
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Manual - Employer Payroll Reporting for
state agencies.

ERIC will display the Employer Reporting Summary maintenance screen.

Click the SAVE button to create the Employer Reporting Summary ID.

Employer Reporting Summary Maintenance

‘ Msg ID : 8 [ All changes successfully saved. ]

2 Cm

Employer Reporting Summary Information

Reporting Source : Manual Posted Date : File Mame :
Employer Reporting Summary 1D : 5026 Create Invoice : ||
No Payroll : [ Summary Submitted [
Submitted Date : Paycycle Frequency : Biweekly Employer Reporting Summary Status : Review
Received Date : 02/17/2016 Comments : y
Enrollment/Demographic Information °
Enrollment Information Demographic Information
Total Enrollment Records : Enrollment Header Status :

New Enroliment Header
n Enrollment Header ID | Header Type | Header Status | Total Enrollment

No records to display

Payroll Summary Information (-}

Payroll Summary Status : ER Contributions : $0.00
Pre-Tax EE Contributions : $0.00 Total Contributions : $0.00
Post-Tax EE Contributions : $0.00

New Payroll Header
n Payroll Header ID | Header Type | Payro'| Header Status | Total Earnings | Total Hours | Pre-Tax EE Contributions | Post-Tax EE Contributions | ER Contributions | Total Contributions

Mo records to display

Create : demouser 2/17&16 2:46:44 PM Modify : demouser 2/17/2016 2:46:44 PM

Under the Payroll Summary Information panel, click the New Payroll Header
7. button.
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Manual - Employer Payroll Reporting for
state agencies.

ERIC displays the Payroll Header Maintenance screen.

In the PayrollHeader Maintenance screen, enterheader type fromthe dropdown,
the Payroll Start Date, Payroll End Date, and Pay Date.

Payroll Header Maintenance

‘ Msg ID : 8 [ All changes successfully saved. ]

Payroll Header Information

Payroll Header Details Contribution Totals By Pay Type Payroll Re

Header Type : PERS

Received Date : 02/17/2016 Posted Date : : Review
Payroll Header Status : Review Total Earnings:
Total Pre-Tax EE Contributions $0.00 Total Post-Tax EE Contributions : + $0.00

Total Pre-Tax Service Purchase Amount : $0.00 gs : [

I Payroll Start Date : [(EZREIEII m Payroll End Date : 02/28/2016 m Pay Date : 02/29/2016 1] I
Employer Reporting Summary ID : 5026 File Name :

Payroll Details Compensation Payroll Details Payroll Details by Status Validation Info
m Export To Excel

n Payroll Detail ID mm Payroll Detail Status m ER Contribution (Sys Calc) | ER Contribution (Reported) | EE Contribution (Sys Calc) | Pre Tax EE Contribution(Reported) m

Mo records to display

Click the SAVE button, once saved the NEW button will
appear below.

11 Under the Other Details panelin the Payroll Details tab, click the NEW button.
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Manual - Employer Payroll Reporting for
state agencies.

ERIC displays the Payroll
12- Detail Maintenance screen. o=

Payroll details for each pay type will
HelpLul need tobe added for each
Payroll Detail Maintenance Ties | working retiree. (VLT,SLT, OT, etc...) |

‘ Msg ID : 8 [ All changes successfully saved. ] ‘

] i

Payroll Information

Payroll Header Type: PERS Payroll Header ID : 5009 Received Date : 02/17/2016 . y
Posted Date : ER Summary Status : Review Payroll Header Status : Review
Reporting Frequency : Biweekly ER Summary ID : 5026 EnTer In fhe me mber S SSN *
Payroll Start Date : 2/15/2016 Payroll End Date : 2/28/2016
Payroll Details
Payroll Detail 1D : 5007 Payroll Detail Status : Valid SSN :431-63-1234
Last Name : Hood First Name : Tohias Middle Name :
Earnings : $450.00 I Pay Type : Regular Pay I
Employee Contribution (Sys Calc) : $35.55 Pre-Tax Employee Contribution :|$35.55 Post-Tax Employee Contribution : $0.00
Employer Contribution (Sys Calc) : $37.67 Employer Contribution (Amount Reported) : $37.67 Comments :
| Hours : 6.0000 I Rate Type : Rate : $0.00
Employment Status : Employment Status Date : U Suppress Warnings : [
Final Pay : [ | Termination of Employment Date : [ Last Day Worked : ]
|Job Classification : PERS Member |
The Pre-Tax Employee Contribution and Employer Contribution auto-populates
HelpLul based on the earnings.

Tips

14 Once the members information is populated, enter in their *Based on the pay
| Earnings, Pay Type, Hours, and Job Classification.* type, different fields

may be required.

1T Click the SAVE button.

16' Click the Previous button.

e If the member has not been enrolled, you willreceive an ENROLLMENT button
pelpLul (ERROR). Click onthe enrollment button and enter the members information till you

Tips POST the record. Once thatis completed the record willbe VALID, return to the
Payroll Header Maintenance screen.
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Manual - Employer Payroll Reporting
for state agencies.

ERIC displays the Payroll Header Maintenance. Note that once you hav e entered
all expected Payroll Details for that Pay Period, the Header Status will reflect: Valid.

17.

18. Click the Previous button.

&L welcome!
8289 : Esther’'s Minions -- Jac Swayzee (1Swayzee)

Payroll Header Maintenance

‘ Msg ID : 8 [ All changes successfully saved. ]

X )

Payroll Header Information

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

Heade ne : PER
Received Date : 02/17/2016 Posted Date : Payroll Summary Status : Valid
Payroll Header Status : Valid Total Earnings: §300.00 otal Detail Records :
Total Pre-Tax EE Contributions $71.10 Total Post-Tax EE Contributions : $0.00 Total ER Contributions : $75.34
Total Pre-Tax Service Purchase Amount : $0.00 Suppress Warnings : [
Payroll Start Date : (EEEEIEE x Payroll End Date : 02/28/2016 Pay Date : 02/29/2016
Employer Reporting Summary ID : 5026 File Name :

Payroll Details Compensation Payroll Details Payroll Details by Statusj Walidation Info

I ()

H Payroll Detail ID Person ID Name Payroll Detail Status Earnings ER Contribution (Sys Calc) ER Contribution {(Reported) EE Contribution (Sys Calc) Py
O 5007 403806 XXX-XX-1234 Tobias Hood |Valid $450.00 $37.67 $37.67 $35.55
O 5008 493810 XXX-XX-D209 Essie Zehren |Valid $450.00 $37.67 $37.67 $35.55

If the payroll detailstatusis not VALID, check the VALIDATION INFO tab
Helpeul and address any errors/warnings. Once you have cleared any
1l errors/warnings click the SAVE button again.
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Manual - Employer Payroll Reporting

f

or state agencies.

ERIC displays the Employer Reporting Summary Maintenance screen.

Click the Create Invoice button.

Employer Reporting Summary Maintenance

[ Previous Page Displayed. ] ‘

Employer Reporting Summary Information o
Reporting Source : Manual Posted Date : File Name :
Employer Reporting Summary ID : 5026 Create Inveice : ||
No Payroll : [] Summary Submitted : []
Submitted Date : Paycycle Frequency : Biweekly Employer Reporting Summary Status : Valid
Received Date : 02/17/2016 Comments :

Enrollment/Demographic Information °
Payroll Summary Information e

Payroll Summary Status : valid ER Centributions : $75.34
Pre-Tax EE Contributions : $71.10  Total Contributions : $146.44
Post-Tax EE Contributions : $0.00

W New Payroll Header

Il Payroll Header ID Header Type Payroll Header Status Total Earnings Total Hours Pre-Tax EE Contributions Post-Tax EE Contributions ER Contributions Tetal Contributions

O 5009 PERS Valid £900.00 16.0000 £71.10 £0.00 §75.34 $146.44

You are indicating to create invoice. Mo further updates will be allowed
to your report. Are you sure you want to submit for payment?

Read the message and click OKif
you agree.

21.

Upon clicking OK, the record isupdated to a Read-Onlyview. The information issent
to MPERA for processing. Thisis the last step for state agencies.
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Copy Forward - Employer Payroll Reporting

In these steps, we show you how to take an already posted record, by making
a copy of it fo alter as needed and submit.

Video- Payroll Copy Forward2.mp4

1 NOV igOTe TO The Employer Reporfing |ink' fllsll lick here w navigate tm the EmnIo;‘C!E::.:mleosui;aielnex?nr:cirzn
()

ERIC displays the Employer Report Summary Lookup screen.

Employer Report Summary Lookup Search for existing Employer
Report Summary.

Msg ID : 1 [ 26 Records met the search criteria. ]

Criteria
Received Date From: E:j Received Date To : m
Posted Date From : m Posted Date To : m
Reporting Source @ | all A Receivable Status : | All v
Create Invaice : | All ¥ Summary Submitted : | Al ¥

Employer Reporting Summary Status ;| Posted ¥ Employer Reporting Summary ID :

“Paycycle Frequency @ | all hi

Search Results

—
m Export To Exc 2l l Copy Forward

1 23

B Employer Reporting Summary ID Total Enrollments Total Demographic Changes Total Payroll Detail Records Pre-Tax EE Contribution Post-Tax

$0.00

¥ 5081 1
oy

\

Select the desiredrecord and click the Copy Forward button.
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Copy Forward - Employer Payroll Reporting

ERIC displays the Employer Report Summary Maintenance screen.

Employer Reporting Summary Maintenance

‘ [ Previous Page Displayed

Save Refresh
~—

Employer Reporting Summary Information

Click Save to create Employer Reporting Summary ID.

Reporting Source : Manual Posted Date : File Mame :
Employer Reporting Summary 1D : 5086 Create Invoice : [
Mo Payroll @ ¢ Summary Submitted @ |
Submitted Date Paycycle Frequency : Monthly Employer Reporting Summary Status : Review
Received Date : 12/02/2015 Comments :

Enroliment/Demographic Information

Demographic Information

Enrollment Information

Total Enrollment Records : Enrollment Header Status : 1 CreGTe new EnrO”menT or DemOgrOphiC |nfOI’mOTIOﬂ
e —
Open as needed.

n Enroliment Header ID | Header Type | Header Status | Total Enrollment

No records to display

Payroll Summary Information

Payroll Summary Status : Review ER Contributions : $0.00
Pre-Tax EE Contributions @ $0.00 Total Contributions @ $0.00
Post-Tax EE Contributions : $0.00

@ New Payroll Header

B Payroll Header ID Header Type Payroll Header Status Total Eamings Total Hours Pre-Tax EE Contributions Post-Tax EE Contributions ER Contributions Total Contributions

[54] ‘\5005 PERS Review §0.00 o 50.00 §0.00 50.00 50.00

—

Select the PayrollHeader ID (if applicable) and click the Open button.
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Copy Forward - Employer Payroll Reporting

ERIC displays Payroll Header Maintenance screen.

10 Review/update the Header type, Pay Date, Payroll Start and End Date.

Payroll Header Maintenance

Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

Smz

Payroll Header Information

Payroll Header Details Contribution Totals By Pay Type  Payroll Record Count

Header Type : v

Received Date : 12/02/2015
Payroll Header Status :
Total Pre-Tax EE Contributions £0.00

Total Pre-Tax Service Purchase Amount : $0.00

Payroll Start Date : I /1 I Payroll End Date :

—
Employer Reporting Summary 1D : 5086

Posted Date :
Total Earnings: $0.00
Total Post-Tax EE Contributions :

Payroll Summary Status :
Total Detail Records :
Total ER Contributions : $0.00

Suppress Warnings : ||

Pay Date : |

File Mame :

Other Details

| Payroll Details Compensation Payroll Details ~ Payroll Details by Status  Validation Info

Export To Excel
n Payroll Detail ID m Payroll Detail Status m ER Contribution (Sys Calc) | ER Contribution (Reported) | EE Contribution (Sys Calc) | Pre Tax EE Contribution({Repori

No records to display

Review/update wage and status information for each Employee Payroll Detail
11. record(s).

1WA Click the SAVE button.
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Resolving Payroll Detail Errors

All payroll warnings/errors must be addressed before the payrollis officially submitted.
Errors are identified either because information is missing, its in an incorrect place, or the
systemis expecting different information other than you hav e provided.

1. Navigate to the Employer Reporting link.
1 si“ Emplover Reporting

Chek here Lo nevigate to the Employer Reporting Summary lovkup screen

Select Employer Report Summary.

ERIC displays the Employer Report Summary Lookup screen.

Employer Report Summary Lookup !
Search for existing Employer Report Summary.

[ Previous Page Displayed. ] |

Received Date From: m Received Date To : m
Posted Date From : m Posted Date To : m
Reporting Source @ | All ¥ Receivable Status @ All A
Create Invoice @ | all ¥ Summary Submitted : | Al ¥
Employer Reporting Summary Status @ | all A Employer Reporting Summary 1D :

“Paycycle Frequency @ | All T

Search Results

ERIC displays the searchresults.

Total Enrollments Total Demographic Changes Total Payroll Detail Records Pre-Tax EE Contribution Post

d 5086 $0.00

7] \ s085 1 1 $1,168.58

Select the desiredrecord and click the Open button.
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Resolving Payroll Detail Errors, cont.

7. ERIC displays the Employer Report Summary Maintenance screen.

Employer Reporting Summary Maintenance

Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

Employer Reporting Summary Information

Reporting Source : Manual Posted Date File Mame :
Employer Reporting Summary ID : 5085 Create Invoice ; ||
Mo Payraoll « [/ Summary Submitted @[]
Submitted Date : Paycycle Frequency @ Monthly Employer Reparting Summary Status : Review
Received Date : 12/01/2015 Comments :

Enroliment/Demographic Information

Enrollment Information Demographic Information

Total Enrollment Records @ 1 Enrollment Header Status : Review

New Enrollment Header

B Enroliment Header ID Header Type Header Status Total Enrollment

(] 5069 PERS Review 1

Payroll Summary Information

Payroll Summary Status @ Review ER Contributions @ $1,223.32
Pre-Tax EE Contributions : $1,168.58 Total Contributions : $2,391.90
Post-Tax EE Contributions : $0.00

@ New Payroll Header

@ Payroll Header ID Header Type Payroll Header Status Total Earmnings Total Hours Pre-Tax EE Contributions Post-Tax EE Contributions ER Contributions Total Contributions

] 5004 PERS Review $48,066.50 888.0000 $1,168.58 £0.00 $1,223.32 $2,391.90

In the Payroll Summary Information Panel, select the desired Payroll Header ID
and click open.
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Resolving Payroll Detail

ERIC displays Payroll Header Maintenance screen.

Errors, cont.

Payroll Header Maintenance

Msg ID : 8 [ All changes successfully saved. ]

Payroll Header Information

Payroll Header Details Contribution Totals By Pay Type Payroll Record Count

: 12/01/2015
Payroll Header Status : Review

Posted Date :
Total Earnings: $48,066.50

Received Date

Total Pre-Tax EE Contributions $1,168.58 Total Post-Tax EE Contributions : $0.00
Total Pre-Tax Service Purchase Amount : $0.00
Payroll Start Date : 04/02/2014 Payroll End Date : 03/15/2014

Employer Reporting Summary ID : 5085 File Name :

Header Type : PERS
Payroll Summary Status : Review
Total Detail Records @ 1

Total ER Contributions : $1,223.32
Suppress Warnings : ||
Pay Date : 04/14/2014

<
<
Payroll Details Compensation Payroll Details Payroll Details by Status I Validation Info I Addl"eSS W(]rr]il’]gs Ond
Message ID Message Severity H
errors displayed on
879 Payroll schedule does not exist for the employer. Valid Pay Start and End Dates are required. Error V |.d 1_ I f
i  Click SAVE.
Payroll Header Maintenance
‘ Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]
Payroll Header Information
Payroll Header Details Contribution Totals By Pay Type  Payroll Record Count
Header Type : PERS
Received Date : 12/01/2015 Posted Date : Payroll Summary Status : Review
Payroll Header Status : Review Total Earnings: $48,066.50 Total Detail Records : 1
Total Pre-Tax EE Contributions $1,168.58 Total Post-Tax EE Contributions : $0.00 Total ER Contributions : $1,223.32
Total Pre-Tax Service Purchase Amount : $0.00 Suppress Warnings : [/
Payroll Start Date : CIITEGE | [ Payroll End Date : 03/15/2014 [#1] Pay Date : 04/14/2014 [1]
Employer Reporting Summary 1D : 5085 File Name :

Payroll Details Compensation Payroll Details  Payroll Details by Status  Validation Info

New ‘Opan Export To Excel

=] 5005

Name Payroll Detail Status

XXK-XX-6847 Review $48,066.50 $3,975.10

(Sys Calc) ER Contribution (Reported) EE Contribution (Sys Calc) Pre Tax EE Contribution{Reported) ||

$1,223.32 $3,797.25 $1,168.58

-~

Select the Payroll Detail ID in the Other Details panel and click Open.
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Resolving Payroll Detail Errors, cont.

ERIC displays Payroll Detail Maintenance screen.

Payroll Detail Maintenance

‘ Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

‘ ave ) Refresh Enrollment

Payroll Information

Payroll Header Type: PERS Payroll Header ID : 5006 Received Date : 12/01/2015
Posted Date : ER Summary Status : Review Payroll Header Status : Review
Reporting Frequency : Monthly ER Summary ID : 5085
Payroll Start Date : 5/2/2014 Payroll End Date : 5/15/2014

Payroll Details

Payroll Detail 1D : 5006 Payroll Detail Status : Review S5N : 659-46-4947
Last Name : First Hame : Middle Name :
Earnings : $48,066.50 Pay Type : | Regular Pay v
Employee Contribution (Sys Calc) : $0.00 Pre-Tax Employee Contribution @ $1,168.58 Post-Tax Employee Contribution @ $0.00
Employer Contribution (Sys Calc) : $0.00 Employer Contribution (Amount Reported) : $1,223.32 Comments : .
Hours : 8&8.0000 Rate Type : | Annual Salary ¥ Rate : $0.00
Employment Status : ¥ Employment Status Date : Suppress Warnings : [
Final Pay : || Termination of Employment Date : Last Day Worked :
Job Classification : | Sheriff v

Service Purchase Detail

n Service Purchase Type| Pre-Tax Service Purchase Amount

No records to display

Validation Info

868 Employee and employer contributions are not within the allowable amount of the system calculated contribution rates. Error
807 Enrollment is required. Error
14. Address warnings and errors displayed on Validation Info panel.

15. Click SAVE
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Employer Adjustment File Upload

The following steps demonstrate how to upload an adjustment file. ERIC will only upload files
in the .csv file format. After the file is successfully uploaded, providing there are no
errors/warnings, ERIC will create an Employer Adjustment Summary record.

Upload the adjustment file.

H
[~

Upload File

& o navigete to the upload file scree

Choose the file to upload. A P OhiG Cre pindincSRigas 21

J. Ohers Biews Furm Design
aMTHPC 0 Techo I Virier RECY NY
* g Deskiop i TRSHve
' Documents : J TRSNYC Seript Decurnents
§ Downloads ) 002_Administer System.pptx
b Music 8" fctess the Dedhcated VIH Machanes - PHL..
£ Pctures W Acetinfo - Req from Mbr er Eank.dac

Click the Upload File button.

Filename : Adjustment File.csy  Size - 301 successfully loaded

If the file was not uploaded successfully, go to the Process Files link andreview
the files for any formatting errors that need to be addressed. Once you have
taken care of any errors, upload the file again.

8 Upload File

B Process Files

T After asuccessful file upload the PERIS application will create an Employer
pelpLul Adjustment Summary record and Adjustment Header for each active system
Tips associated with the organization (including non-member).
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Manually Create an Adjustment Detall

Inthe eventyou need to create an Adjustment Detail Record and do not wish to upload a
file, you can create themmanually in ERIC. Once the recordis created you can also add
or adjust it prior to it being posted. Once itis posted you cannot edit the information oniit.

Navigate to the Financial Information section. |

8 Invoice Receivable

Select the Adjustment Summary menu item.
8 Service Credit Purchase

ERIC Displays the Employer Adjustment Summary 8 Adjustment Summary
Lookup screen.

8 Payment
Click NEW.

ERIC displays the Employer Adjustment Summary Maintenance screen.

Employer Adjustment Summary Maintenance

Msg ID : & [ All changes successfully saved. ]

B 6. Click SAVE

Adjustment Summary Information

Adjustment Summary ID : 5059 Adjustment Summary Status @ Review Reporting Source : Manual
Received Date : 12/28/2015
Summary Submitted @ [ Posted Date :
Employer Adjustments
Total Earnings : $0.00
Total Pre-Tax EE Contribution @ $0.00
Total Post-Tax EE Contribution @ $0.00
Total ER Contribution : $0.00
Total Hours : 0
Comments :

/ 7. Click NEW Adjustment Header.
@ New Adjustment Header
8 it s o ettt e T ot 1 ot T oyt 1 8 ottt ot o ot R

Mo records to display

Video- Adjustment Positive.mp4

Video- Adjustment Negative.mp4

96



Create Adjustment Detail Record,
cont.

ERIC Displays the Employer Adjustment Header Maintenance screen.

Employer Adjustment Header Maintenance

Msg ID : & [ All changes successfully saved. ]

Adjustment Summary Detail

Adjustment Summary ID : 5059 Adjustment Summary Status : Review Received Date : 12/28/2015
Total Records : Posted Date :
Employer Adjustments
Total Earnings : $0.00
Total Pre-Tax EE Contribution @ $0.00
Total Post-Tax EE Contribution @ $0.00

Total ER Contribution : $0.00 9. Select the Adjus’rmen’r Header Type

Total Hours @ 0

Adjustment Header Detail

Adjustment Header ID : 5057 I “Adjustment Header Type : | SRS v | Adjustment Header Status : Review

Total Records :

Employer Adjustments
Total Earnings : $0.00
Total Pre-Tax EE Contribution @ $0.00
Total Post-Tax EE Contribution @ $0.00 H
Total ER Contribution : $0.00 10 ° C“Ck SAVE'
Total Hours @ 0
Comments :

Adjustment Details

m Export To Excel
n Adjustment Detail ID mmm Pay Type m EE Contribution (Sys Calc.) | Pre-Tax EE Contribution (Reported) | Post-Tax Contribution (

Mo records to display

(B Click NEW.
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Create Adjustment Detail Record,
cont.

12 ERIC displays the Employer Adjustment Detail Maintenance screen.

Employer Adjustment Detail Maintenance

Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

Adjustment Summary Detail

Adjustment Summary ID : 5059 Adjustment Summary Status @ Review Received Date @ 12/28/2015
Total Records : Posted Date :

Emplover Adjustments
Total Earnings : $0.00
Total Pre-Tax EE Contribution : $0.00
Total Post-Tax EE Contribution : $0.00
Total ER Contribution : $0.00
Total Hours : 0

Adjustment Header Detail

Adjustment Header ID : 5057 Adjustment Header Type : SRS Adjustment Header Status : Review
Total Records :

m
Total Earnings : $0.00
Total Pre-Tax EE Contribution : $0.00
Total Post-Tax EE Contribution : $0.00
Total ER Contribution : $0.00
Total Hours : 0

Adjustment Detail ©

Enter required information on the adjustment.

Adjustment Detail 1D : Adjustment Detail Status @ Review Suppress Warning : [
SSM :
Last Mame : First Name : Middle Mame :
Payroll Begin Date : Payroll End Date :
Beginning Occurrence Period : Ending Occurrence Period :
Earnings : [$0.00 Pay Type : A
Job Classification : v
Pre-Tax Employee Contribution : |$0.00 Employee Contribution {Sys. Calc) : $0.00

Post-Tax Employee Contribution : |50.00

Emplayer Contribution : |$0.00 Employer Contribution (Sys. Calc) : $0.00
Hours : |0 Rate : $0.00 Rate Type : v
Comments :

g

= Click SAVE and SUBMIT —3
D=5 =

Mo records to display

Create : Modify :

- If you hav e anegative adjustment with payroll or hoursetc. You must add a

Helpul negative sign to the adjustment.
Tips

Example: Earnings - $150.00 / Hours: — 25 / Contribution Rate: - $20.00.
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Correct Adjustment Detail Records

Once an Adjustment Detail Recordis created, but not yet posted, you can edit and update
the record. There may also be times in which an Adjustment Detail Record will not post due
to errors/warnings. Here we will show how to open the Adjustment Record to update or
correctit as needed so that it can then be posted.

Navigate to the Financial Information Section.

8 Invoice Receivable

Select the Adjustment Summary menu item.
8@ Service Credit Purchase

ERIC Displays the Employer Adjustment Summary 8 Adjustment Summary
Lookup screen.

8 Payment

Search for the desired Adjustment record.

ERIC Displays the search results.

Employer Adjustment Summary Lookup

[ Previous Page Displayed. ]

Adjustment Summary ID : Adjustment Summary Status : | All v

Received Date From : Received Date To :

BB
BB

Posted Date From : Posted Date To :

Reporting Source : | All v Summary Submitted : v

) (0 D

Search Results

Select the desiredrecord and click Open.

B Adjustment Summary ID Organization Name Received Date Posted Date Total Pre-Tax EE Contribution
5057 5200 CITY OF BIG TIMBER 12/02/2015 $0.00
5055 5200 CITY OF BIG TIMBER 01/22/2015 $0.00
5050 5200 CITY OF BIG TIMBER 01/20/2015 $0.00
bl \ 5046 5200 CITY OF BIG TIMBER 12/18/2014 $0.00
\
— If more than one Adjustment Detail ID exists in the ‘Review'’ status, you can
welpeul seIeg:T the checkbox next to each one qnd click Open. Th|§ will allow you to
Tips nov!go’re betweenrecords fromthe Maintenance screeninstead of having to
navigate back to the Lookup screen to open anotherrecord.
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Correct Adjustment Detail Records

cont.

7.

ERIC displays the Employer Adjustment Summary Maintenance screen.

Employer Adjustment Summary Maintenance

‘ Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

) D

Adjustment Summary Information

Adjustment Summary 1D

Summary Submitted :

Total Earnings :

Total Pre-Tax EE Contribution :
Total Post-Tax EE Contribution :
Total ER Contribution :

5046

Employer Adjustments
$2,000.00

$0.00

40.00

$0.00

Tatol i

Adjustment Summary Status @ Review

Select the Adjustment Header ID and click Open.

5045 SRS

Review $2,000.00

$0.00 $0.00

Reporting Source : Manual
Received Date : 12/18/2014

Posted Date :

$0.00 0 1

Employer Adjustment Header Maintenance

‘ Msg ID : 7 [ Record displayed.

Please make changes and press SAVE

Adjustment Summary 1D :

Total Records :

Total Earnings :

Total Pre-Tax EE Contribution :
Total Post-Tax EE Contribution :
Total ER Contribution :

Total Hours :

5046
1

Employer Adjustments
$2,000.00

$0.00

$0.00

$0.00

o]

ERIC displays the Employer Adjustment
Header Maintenance screen.

Adjustment Summary Status @

Review R

Posted Date :

Adjustment Header Detail

Adjustment Header 1D ¢

Total Records :

Total Earnings :

Total Pre-Tax EE Contribution :
Total Post-Tax EE Contribution :
Total ER Contribution :

Total Hours @

5045

1

Employer Adjustments
$2,000.00

50.00

$0.00

$0.00

o

Comments :

Adjustment Header Type

SRS v

Adjustment Details

Open the existing Adjustment Detail or click
NEW to add a new record.

Export To Excel

B Adjustment Detail ID Person ID

Status

Pay Type Earnings

7702 000-21-0212 Rita Hayworth Review Adjustment $2,000.00
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Correct Adjustment Detail Records, cont.

11.

ERIC displays the Employer Adjustment Detail Maintenance screen.

Employer Adjustment Detail Maintenance

‘ Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

Adjustment Summary Detail

Adjustment Summary ID

Total Records @

Total Earnings @

Total Pre-Tax EE Contribution :
Total Post-Tax EE Contribution :
Total ER Contribution :

Total Hours ;

5046
1 Posted Date :

Adjustment Summary Status : Review

Emplover Adjustments
$2,000.00

50.00

$0.00

50.00

o

Received Date @ 12/18/2014

Adjusiment Header Detail

Adjustment Header ID :
Total Records :

Total Earnings :

Total Pre-Tax EE Contribution :
Total Post-Tax EE Contribution :
Total ER Contribution :

Total Hours ¢

5045
1

Adjustment Header Type : SRS

Emplover Adjustments
52,000.00

Adjustment Header Status : Review

$0.00
50.00
50.00
i

Last Name

Payroll Begin Date

Adjustment Detail 1D ¢

SSN

Beginning Occurrence Period
Earnings :

Job Classification :

Pre-Tax Employee Contribution :
Post-Tax Employee Contribution :

Employer Contribution :

5045 Adjustment Detail Status
000-21-0212 (=}
1 Haywaorth First Name

i [11/01/2014 ] Payroll End Date
$2,000.00
Sheriff
$0.00 Employee Contribution (Sys. Calc)

$0.00

$0.00 Employer Contribution (Sys. Calc)

Enter required information on the adjustment.

t Review

: Rita
:11/30/2015

Ending Occurrence Period :

: §0.00

: $0.00

Suppress Warning ¢ [

Middle Name :

Pay Type : | Adjustment v

Adjustment Detail will be split evenly between months for the designated period.

After all of the errors and warnings have beenresolved the Adjustment Detail Status will
change from ‘Review’ to ‘Valid'. The Adjustment Summary and Adjustment Header statuses
willchange to ‘Valid'.

No valid Employment exists for the reported Adjustment Detail. Update employment history before submitting adjustment. Error

Warning

Navigate back to the Employer Adjustment Summary Maintenance screen by
clicking the Adjustment Summary 1D hyperlink at the top of the screen.

Click SUB

MIT
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Manually Process 457 Payroll Reporting

These steps apply to Employers who participate in the State of
Montana’s 457 Deferred Compensation plan. MPERA will deploy
salary deferral information to applicable employers via ERIC. The
employer will report the payroll detail by creating a 457 payroll
header or by uploading a file as well. This is the same process as
regular payroll detail. There is one exception, no need for a job
classification.

n On the home page click on Organization Profile.

& Welesmel

S00 1 CITY OF BIG TIMBER — Cxther Ames (EAmes)

Alerts & Measages " Home

Hessagcs

[ Record displayed 1
/' W and

inelcome bo the HPERA Employer Reparting and [nformation Center (ERIC), ERIC i your quide to 8 secure portal where rou can view and update your organization infermation and view and report persan infarmation.
8 Emgloyer Report Summary Here 13 a brsel desenphion of the varous acbwtes that you can do:

B Demographic Header

® Deingrapic Detail

H Alerts & Messages 4+ Upload File

Click here to navigatn tn the message board screen to view messnges ﬁ.i Click hare ta navigate tn the upinad file screen

(\s,ﬂ Employer Reportin @ Enroll New Employee
SRR i Chck here Lo navigate to the Emaloyer Repurting Summary loskup screen Ciick here tw navigte to the enroliment lookun screen

- Employee Data E Organization Profile
Eu Click here to navigate to the person lookup screen Chck here to navigate to the employer mamtenance screen

on 3 12/1R/2015 5:30:51 AM Chont Tp : 1921020717 A Cuatrunt Time : 12/ 18/2015 10:07:18 AM Davelopme
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Create/update 457 Payroll Schedule

ERIC displays the Employer Maintenance screen.

Employer Maintenance

Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

Select the Payroll Schedule tab located in the Other Details

panel.
Preferred Communication : | Email v Reporting Meth
Employer Pays Contribution for Service Purchase : No Employer Pays Interest For Service Purcha
Auto Submit ER File : No Auto Post ER H
Health Care Vendor Organization Name : Primary Cont
Primary Email : AIL_1427 Primary Phol

Other Details

I

ERIC displays the existing
payroll schedules.

Address  Plan  Contact Bank I Payroll Schedule I Sta

Payron Z~hedule ID Payroll Schedule Begin Date Payroll Schedule End Date Freguency System

[} 13104 oeQ]/2015 12/31/2015 Manthly SRS
O 12102 12/01/2014 12/31/2015 Maonthly PERS
By

\

Open the Payroll Schedule you wish toupdate or click NEW to create a new
payroll schedule.
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Create/Update 457 Payroll Schedule

ﬂ ERIC displays the Payroll Schedule Maintenance screen.

Enterin the following information:
7. » Organization Plan 457

« PayrollSchedule Begin & End Date

» PayrollSchedule End Date

e Frequency

» Subsequent Fieldsregarding Frequency
» Do not Execute On (when applicable)

* Check the First Payroll Schedule
checkboxif applicable

*ayroll Schedule Information

Organization Plan : | 457 [=] Payroll Schedule Status : Active [=] First Payroll Schedule : [
Payroll Schedule Begin Date : 01/01/2016 E:j Payroll Schedule End Date : 12/31/2016 m
Frequency : | Monthly E| Do Mot Execute On : E|
Fregquency Subtype : Day El
“First Monthly Pay Date : 01/31/2016 1]
Click the Populate button FIRST.
Populate

Period Begin Date Period End Date
[[] |o1/01/2016 [ o01/31/2016 [l |o1/31/2016 [i11] :

[[] |02/01/2016 [ ©02/29/2016 [l |o2/29/2016 [i11]

Pay Date/ Reporting Date

If you are creating
a new schedule,
this section only
appears after you

click “Populate”.

Click SAVE.

e In thisexample you must enter the First Pay Date; however, if you
HelpLul select a different Frequency option from the drop down, different

fields will appear specific tothat frequency type.

Tips

104



457 Payroll Reporting

One way to process Employee 457 Contributionsis 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 aninvoice, payment and
summary.

Click on the Employer Report Summary link. Wl et ot s S s e

ERIC opens the Employer Report Lookup screen.

Choose the Payroll Frequency fromthe dropdown menu.

A welcome!
8289 : Esther’s Minions — Esther Swayzee (EAmes) @

| Employer Report Summary Lookup

Msg ID : 5 [ Please enter search criteria and press SEARCH. ] ‘

Criteria
Received Date From: Received Date To :
Posted Date From : Posted Date To @
Reporting Source | All v Receivable Status @ | All v
Create Invoice : | All ¥ Summary Submitted : | Al ¥
Employer Reporting Summary Status @ | All v Employer Reporting Summary 1D @

I'Pay(ytle Frequency : | Biweekly v I

Click the NEW button. —

m Export To Excel | Copy Forward
n Employer Reporting Summary ID | Total Enroliments | Total Demographic Changes | Total Payroll Detail Records | Pre-Tax EE Contribution | Post-Tax EE Contribution i

No records to display
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457 Payroll Reporting

ERIC will display the Employer Reporting Summary maintenance screen.

Click the SAVE button to create the Employer Reporting Summary ID.

Employer Reporting Summary Maintenance

‘ Msg ID : 8 [ All changes successfully saved. ]

2 Cm

Employer Reporting Summary Information

Reporting Source : Manual Posted Date : File Mame :
Employer Reporting Summary 1D : 5026 Create Invoice : ||
Mo Payroll : ] Summary Submitted @ ||
Submitted Date : Paycycle Frequency : Biweekly Employer Reporting Summary Status : Review
Received Date : 02/17/2016 Comments : y
Enrollment/Demographic Information °
Enrollment Information Demographic Information
Total Enrollment Records : Enrollment Header Status :

New Enroliment Header
n Enrollment Header ID | Header Type | Header Status | Total Enrollment

No records to display

Payroll Summary Information (-}

Payroll Summary Status : ER Contributions : $0.00
Pre-Tax EE Contributions : $0.00 Total Contributions : $0.00
Post-Tax EE Contributions : $0.00

New Payroll Header
n Payroll Header ID | Header Type | Payr.'| Header Status | Total Earnings | Total Hours | Pre-Tax EE Contributions | Post-Tax EE Contributions | ER Contributions | Total Contributions

Mo records to display

Create : demouser 2!17&16 2:46:44 PM Modify : demouser 2/17/2016 2:46:44 PM

Under the Payroll Summary Information panel, click the New Payroll Header
7. button.
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457 Payroll Reporting

ERIC displays the Payroll Header Maintenance screen.

Inthe PayrollHeader Maintenance screen, enterheader type (457) from the
dropdown, the Payroll Start Date, Payroll End Date, and Pay Date.

Payroll Header Maintenance

[ Previous Page Displayed. ]

B

Payroll Header Information

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

Payroll Header ID ; 5045 I Header Type : 457 I Payroll Header Status : Valid
Employer Reporting Summary 1D : 5040 ! Employer Reporting Summary Status : Valid
' i Becaived Daic i02/0/201¢ Pesisd Daie.;
Payroll Start Date : [(EIENIFIEE x Payroll End Date : 05/13/2016 Pay Date : 05/25/2016 I
— —
Total Earnings: $0.00 Total Pre-Tax EE Contributions $145.00 Total Post-Tax EE Contributions : $0.00
Total ER Contributions : $0.00 Total Pre-Tax Service Purchase Amount : $0.00 Suppress Warnings : [ ]
Other Details

Payroll Details | Compensation Payroll Details ~ Payroll Details by Status ~ Validation Info

Export To Excel

H Payroll Detail ID Person ID SSN Payroll Detail Status

O 31481 274474 XXX-XX-7135 FST_7733 LST_7733 Valid

Earnings ER Contribution (Sys Calc) ER Contribution (Reported) EE Contribution (Sys Calc) Pre Tg

£0.00 $0.00 £0.00

$145.00

s N0 Click SAVE

11.
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457 Payroll Reporting

12. ERIC displays the Payroll Detail Maintenance screen.

Payroll Detail Maintenance

Msg ID : 8 [ All changes successfully saved. ] Enfer in The me mber'S SSN.

Payroll Information

Payroll Header ID : 5049 Payroll Header Type: 457 Payroll Header Status : Valid
ER Summary ID : 5040 ER Summary Status : Valid
Reporting Frequency : Biweekly Received Date : 05/18/2016 Posted Date :
Payroll Start Date : 4/30/2016 Payroll End Date :5/13/2016
Payroll Details
Payroll Detail ID : 31481 Payroll Detail Status : Valid
SRV HI000-21-7135 x (LST 7733 First Name : F5T_77|
Earnings : 50.00 Pay Type : 457 ™ I
Employee Contribution (Sys Calc) : $145.00 Pre-Tax Employee Contribution : $145.00 Post-Tax Employee Contribution : $0.00
Employer Contribution (Sys Calc) : 50.00 Employer Contribution {Amount Reported) : |$0.00 Comments :
Hours : 0.0000 Rate Type : Rate : |$0.00
Employment Status : Employment Status Date :
Final Pay : [| Termination of Employment Date : Last Day Worked :
Job Classification : Suppress Wamings : [

14 Once the members information is populated, enter in their Earnings, Pay Type (457),
| and Job Classification.

15 Click the SAVE button and the screenisin a VALID status.

16 Click the Previous button and go back to the Employer
| Reporting Summary Maintenance screen. @ @
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457 Payroll Reporting

17. e displays the Employer Reporting Summary Maintenance screen.

Click the Create Invoice button.

Employer Reporting Summary Maintenance

[ Previous Page Displayed. ] ‘

Employer Reporting Summary Information o
Reporting Source : Manual Posted Date : File Name :
Employer Reporting Summary ID : 5026 Create Inveice : ||
No Payroll : [] Summary Submitted : []
Submitted Date : Paycycle Frequency : Biweekly Employer Reporting Summary Status : Valid
Received Date : 02/17/2016 Comments :

Enrollment/Demographic Information °
Payroll Summary Information e

Payroll Summary Status : valid ER Centributions : $75.34
Pre-Tax EE Contributions : $71.10  Total Contributions : $146.44
Post-Tax EE Contributions : $0.00

W New Payroll Header

Il Payroll Header ID Header Type Payroll Header Status Total Earnings Total Hours Pre-Tax EE Contributions Post-Tax EE Contributions ER Contributions Tetal Contributions

O 5009 PERS Valid £900.00 16.0000 £71.10 £0.00 §75.34 $146.44

You are indicating to create invoice. Mo further updates will be allowed
to your report. Are you sure you want to submit for payment?

19. Read the message and Click OK.

Once you have created aninvoice, go to the Payments link to
submit the invoice.

Upon clicking OK, the record isupdated to a Read-Onlyview. The information issent
to MPERA and appropriate records and invoices are created as applicable.
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When the status of an
employee changes
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TERMINATED EMPLOYEES

Employees leaving employment, have several choices regarding their retirement
funds:

Choice 1 - Leave money on account*

Generally, members can leave their assetsin the plan administered by the
Montana Public Employees’ Retirement Administration (MPERA) to grow tax
deferred untilthey reach age 70 Y.

Vested members of the Defined Benefit Retirement Plans can begin taking a
retirement benefit when they reach either early retirement or normal retirement
age. DB members can estimate theirretirement benefit using MPERA's online
calculators at mpera.mt.gov.

*By law, we are required torefund account balances of less than $1000to
memberswho have terminated employment in a covered system.

Choice 2 - Direct rollover into another eligible plan
Members can choose to roll funds of $200 or more into another eligible plan.

Choice 3 - Take a distribution

Members can choose to take a full distribution of their account. Federal law
requires us towithhold 20% of the distribution for federal income tax purposes.
State tax withholding may also apply.

Once a member takes a distribution, they have 60 days toroll it overintoan IRA or
an eligible employer plan. Amountsnot rolled over within the 60 day time frame
will be subject to ordinary income taxin the year received.

Members under age 59 2 years old may also have topay a 10% additional
income tax for early distributions. We encourage all members considering a
distribution to contact atax professional before making a final decision.

Members who choose a direct rollover or diskribution (choice 2 or 3) willneed to
have been paid out all compensatory, annual and sick leave, and have severed
employment for at least 30 days.

Defined Benefit Plan memberswho t ake a distribution will receive a full distribution
of their contributions plus interest. DB memberswho refund forfeit the employer
portion of the contributions.

Vest ed Defined Contribution Plan memberswho t ake distributions will receive their

employer's contributions and earnings from theirindividual account. Non-vested
members will forfeit the employer portion of the contributions and earnings.
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Retiring Employees

Members who are ready to retire must terminate all covered employment for atleast 30
days, be paid out all sick and annual leave, and hav e no written or verbal agreement to
return to work to be eligible to beginreceiving a monthly retirement benefit.

Members of a Defined Benefit Retirement Plan that are ready to retire, follow these simple
steps:

STEP 1

5 years before retirement, the member should atftend MPERA's "Ready to Retire" inferactive
w ebinar associated with the appropriateretirement system. This will give the member a
detailed look at the retirement process and their options. The webinar schedule is

av ailable on our website.

Members also hav e the option to watch a pre-recorded video on the "Steps to
Retirement".

Other videos availableinclude:

* Managing HealthCare/VEBA

» Estate Planning

STEP 2
3 months before retirement, contact MPERA for an official Defined Benefit Estimate
Request. The estimate will give members an approximate amount of their monthly benefit.

STEP 3

30 days before retirement members must complete the retirement forms that
accompanied their benefit estimate.

» Application for Service Retirement

e Direct Deposit Agreement

» Withholding Certificate

Retirees Returning to Work

» PERS DB members, SRS, FURS, or JRS retirees canreturn to work in alimited capacity in a
position cov ered by the same retirement systemwithout affecting their retirement
benefitif they have:

» Severed employment and hav e been paid all compensation; and

» Receivedatleast one month of retirement benefits; and

» Have no prior verbal or written agreement that they will be returning to work.

« Employer confributions are required for PERS retirees returning to work.

PERS Working Retiree Limitations - You must terminate service for atleast 90 days before
returning to work under covered employment.

For PERS membersless than age 65, and workin PERS covered employment in excess of
960 hours, your benefit willbe reduced $1.00 for each $1.00 earned fromPERS covered
employment and any other concurrent non-PERS covered employment with the same
employer. The limit applies to each calendar year. MPERA reduces benefitsonly if you
exceed the limit.
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http://mpera.mt.gov/EducationCalendar.shtml
http://mpera.mt.gov/Videos.shtml
http://mpera.mt.gov/Videos.shtml
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http://mpera.mt.gov/forms/EstRequest_form.pdf
http://mpera.mt.gov/srs.shtml
http://mpera.mt.gov/furs.shtml
http://mpera.mt.gov/jrs.shtml

For PERS members who are age 65 to 70 1/2 years of age - the Iimit is either 260 hours or an
earning limitation, whicheveris higher. The earning limitation is equal to your HAC adjusted
forinflation. The sum of your retirement benefit and all PERS-associated earnings must be
less than the earnings limitations (HAC adjusted for inflation). Earnings from other sources will
not apply to the limit. Both limits apply to a single calendar year and we only reduce
benefits for those years that your hours or earnings exceed the limit. Your benefit will be
reduced $1.00 for each $1.00 earned fromemployment exceeding the limit.

For PERS members over the age of 70 1/2 - there are no limits restricting the earnings of
retired members.

The abov e limits apply only to PERS retirees working in PERS-covered employment. PERS-
covered employment includes most positions with the state, univ ersity system, local
governments, and school districts. If you are a PERS retiree, ask potential employers if the
position you are considering would be covered by PERS. Covered positionsinclude work
performed for a PERS participating employer by a PERS retiree through a professional
employer arrangement, an employee leasing arrangement, a temporary service contractor
or as an independent contractor. Any retiree working in a PERS cov ered job may at any

time choose to stop retirement and become an active member of PERS again. You may re-
retire again later and we willrecalculate the retirement benefit based on the additional
service.

If a Working Retiree is within 75 - 99% of their hour or earning limit the employer willreceive
an informational message indicating the employee is nearing their calendar year end
limitation and to let them know.

If the Working Retireereaches the limitation the employer willreceive a warning message
that the employee has exceeded their calendar yearlimitation and to let them know.
When the WR crosses the limitation if they also reach the age of 65 or 70 2 within that pay
period the employer will be asked to break out the earnings between the cut off dates.

Contributions do not apply for any earnings past 70 '%.

Limitation Tracking- The limitation fracking is av ailable on ERIC for employersto monitor
working retiree, optional membership and IRC limitations. The employer can view a specific
individual or all employees where the limit applies.

Reports used by MPERA staff- Monthly reports are generated through a batch that indicate
if a workingretiree has exceeded their limitation and what the penalties are.

IMPORTANT: PERS Defined Contribution (DC) members cannot return to work and continue
to receive a distribution. DC members returning to PERS-covered employment must
contribute to PERS and stop receiving distributions.
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SRS Working Retiree Limitations

AN SRS retiree working for an SRS employer has twolimits. Theretiree may earn up to
$5,000.00 without penalty. Theretiree's retirement benefit will be reduced $1.00 for
each $3.00 earned in excess of the $5,000.00 limit from covered employment.

An SRS retiree may work up to 480 hours. If they exceed 480 hours, they must stop
theirretirement benefit payments and become an active member.

FURS Working Refiree Limitations

A FURS retiree may work up t0 480 hours during any calendar year in a FURS-
covered position. If they exceed 480 hours, they must stop theirretirement benefit
payments and become an active member.

JRS Working Refiree Limitations

A retired judge is entitled toreceive compensation in an amount equal to the daily
salary then applicable to the position up to a total of 180 days in a calendar year.
Thisamount will be limited after 180 days.

e ]
Limitation Maintenance

[ Record displayed ]

Limitation Type :

415 Limitation
Lirnit % From ;| 457 Limitation

‘Working Retiree Limitation

Ii i_l OME Limitation

Deceased Employees

Deceased
Please provide MPERA with the employee’s date of death and any contact
information that will assist us in processing the death benefit.
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Updating an Employee’s Employment

Status

If you hav e notsubmitted payroll and an employee has a reporting change such as;
termination, vacation, comp time payout, seasonal leave, military deployment, etc.you
canstill add the status change to the payrollreport. The following steps will guide you on
changing the employment status and reporting it to MPERA. As areminder - once the

Employer Summaryisinthe ‘Posted’ Status it cannot be altered.

1. Click on Employer Reporting link.

s Emplover Reporting
i i“

Chek here Lo nevigate to the Employer Reporting Summary lovkup screen

ERIC displays the Employer Report Summary Lookup screen.

Search for existing Employer Report Summary.

Employer Report Summary Lookup

[ Previous Page Displayed. ]

Criteria
Received Date From:
Posted Date From :
Reporting Source :
Create Invoice :
Employer Reporting Summary Status ;

“Paycycle Frequency :

£ 0 D

All

All

All

All

BB

Received Date To :

BB

Posted Date To :
Receivable Status : | all hd
Summary Submitted @ all ¥

Employer Reporting Summary ID : 5054

%] 5054

Select the desiredrecord and click Open

115



Updating an Employees’ Employment
Status cont.

ERIC displays the Employer Reporting Summary Maintenance screen.

Employer Reporting Summary Maintenance

[ Previous Page Displayed. ]

D

Employer Reporting Summary Information

Reporting Source : Manual Posted Date @ File Mame :
Employer Reporting Summary ID : 5054 Create Invoice ¢ ]
No Payroll @ | summary Submitted @ ]
Submitted Date : Paycycle Frequency : Monthly Employer Reporting Summary Status : Review
Received Date : 01/02/2015 Comments :

Enroliment/Demographic Information

Enrollment Information Demographic Information

Total Enrollment Records @ 1 Enrollment Header Status : Review

New Enroliment Header

B Enroliment Header ID Header Type Header Status Total Enrollment

(] 5070 PERS Review 1

Payroll Summary Information

Payroll Summary Status @ Valid ER Contributions : $173.80
Pre-Tax EE Contributions @ $151.80 Total Contributions : $325.60
Post-Tax EE Contributions : $0.00

@ New Payroll Header

Payroll Header ID Header Type Payroll Header Status Total Eamings Total Hours Pre-Tax EE Contributions Post-Tax EE Contrib i Total Contributio
[54] 5003 SRS valid $2,200.00 @0.0000 5151.80 50.00 $173.80 5325.60
7 Select the PayrollHeader ID in the Payroll Summary Information panel and click
[]

Open.
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Updating an Employees’ Employment
Status cont.

ERIC displays the PayrollHeader Maintenance screen.

Payroll Header Maintenance

‘ Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

= =

Payroll Header Information

Payroll Header Details Contribution Totals By Pay Type Payroll Record Count

Header Type : SRS

Received Date : 01/02/2015 Posted Date : Payroll Summary Status : Valid
Payroll Header Status : Valid Total Earnings: $2,200.00 Total Detail Records @ 2
Total Pre-Tax EE Contributions $151.80 Total Post-Tax EE Contributions : $0.00 Total ER Contributions : $173.80
Total Pre-Tax Service Purchase Amount : $0.00 Suppress Warnings ¢ ||
Payrall Start Date : 02/01/2015 [5¢] Payroll End Date : 02/28/2015 [ir] Pay Date : 02/27/2015 [5#]
Employer Reporting Summary ID : 5054 File Name :

Payroll Details Compensation Payroll Details Payroll Details by Status Validation Info

New pen' Export To Excel
n

Payroll Detail ID Person ID Payroll Detail Status Eamings ER Contribution (Sys Calc) ER Contribution (Reported) EE Contribution (Sys Calc) P
]} 5002 236463 XXX-XX-9286 Patty Bouvier  Valid $1,000.00 579.00 $79.00 $69.00
[} \ 5003 g6452 KXX-XX-5654 Happy GolLucky Valid $1,200.00 £94.80 $94.80 $82.80
h g h

Click the Payroll Detail ID link or check the box and click Open.
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Updating an Employees’ Employment
Status cont.

10 ERIC displays the Payroll Detail Maintenance screen.

Payroll Detail Maintenance

Mag 10 : 7 [ Record displayed. Ploase niske changes amd gress SAVE, |

Receive d Date 1 01022015
Payroll Header Status : Vabd

Payrol Detad Status : Valid 55N © DOS-83-9208

Emplayes Cantribubion (Sys Calc] : £69.00 Pra-Tas Employan Contribibon : $50.00 o
Emplayer Contribution (Sys Calc) £ $75.00 Employer Conbribution (&meant Aeparted) : $7.00 Comments :
Hours | 0.0a00 Rate Type : $0.00
Employment Status : Employment Status Date © i ] I Suppress Warnings : o

Termination of Employment Date :

Service Purchase Detail

n Service Purchase Type | Fre-Ta) al

| oo records to daplay

Employment start date reported on the enroliment should be withiNge payroll start and end dates. Payroll adiustments may be required. Waming

Lr ] Hiirs aré Aot reparted,

Create : demouser 1/2/2005 13:36:50 )\ \omf,- © demauser L/2/2018 11:37:29 AM

N

Update the Employment Status and the Employment Status Date.

Click SAVE

This can be done during the creation of this Payroll Detail Record or at
L any point prior to Posting this Employer Report. When a person is
Help-ul coming back towork after aleave than you would go to the
fIEp= Employment Status dropdown menu and select “Return from Leave”
and enter the date of theirreturnin the Employment Status Date field.
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Employee status- reporting tfermination

Once an employee terminates and the current payroll has not beenreported, you can
still add the status change to the payrollreport. If payroll has beenreported, then you
must create anew employer report. This applies to all of the following: retired, been
terminated, or have otherwise left employment.

Video-Reporting Status Change Via Payroll.mp4

n Navigate to the Employer Reporting link. ) PO .-

n Search for the Employer Report Summary you wish to open.

Employer Report Summary Lookup

[ Previous Page Displayed. ]

Received Date From: m Received Date To : m
Posted Date From : m Posted Date To : m
Reporting Source | All T Receivable Status @ all T
Create Invoice @ all ¥ Summary Submitted : | Al ¥
Employer Reporting Summary Status @ All ¥ Employer Reporting Summary ID :

“Paycycle Frequency @ | All A

£ (0

Search Results

New ‘Open' Export To Excel |l Copy Forward

B Employer Reporting Summary ID Total Enrollments Total Demographic Changes Total Payroll Detail Records Pre-Tax EE Co

S086

L 5085 I 1 1
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Employee status- reporting tfermination

ERIC displays the Employer Reporting Summary Maintenance screen.

Employer Reporting Summary Maintenance

‘ [ Previous Page Displayed. ]

£ B

Employer Reporting Summary Information

Reporting Source : Manual Posted Date ;
Employer Reporting Summary ID : 5054 Create Invoice :
No Payroll : Summary Submitted :
Submitted Date ; Paycycle Frequency : Monthly Employer Reporting |
Received Date : 01/02/2015 Comments

|

Enrollment/Demographic Information

Enrollment Information Demographic Information

Total Enrollment Records : 1 Enrollment Header Status : Review

W New Enroliment Header

B Enroliment Header ID Header Type Header Status Total Enroliment

Open the Employer Report/Payroll Header that contains the employee that
needs the status change. (Or otherwise create the needed Employer Report)*.

Payraoll Summary Status : Valid ER Contributions : $173.80
Pre-Tax EE Contributions : $151.80 Total Contributions : $325.60
Post-Tax EE Contributions @ $0.00

@ New Payroll Header

B Payroll Header ID Header Type Payroll Header Status Total Eamings Total Hours Pre-Tax EE Contributions |

rd 5003 SRS Valid $2,200.00 80.0000 $151.80

Payroll Header Maintenance

‘ [ Previous Page Displayed. ]

Payroll Header Information
ERIC displays the Payroll Payroll Header Details | ICORTBREN ToREIENPoy Tyrel NPavrailneesrd o
i Received Date : 01/02/2015 Posted Date :
HeOder M OInTenOnce Screen' Payroll Header Status : Valid Total Earnings: 52,7}
Total Pre-Tax EE Contnbutions $151.80 Total Post-Tax EE Contributions : 50.(]
Clic k on The Poyroll | D |Ink you Total Pre-Tax Service Purchase Amount : $0.00
Payroll Start Date : x m Payroll End Date : 02/]
WiSh -I-o ChOnge Employer Reporting Summary 1D : 5054 File Name :
™~

Payroll Details Compensation Payroll Details ~ Payroll Details by Status ~ Validation Info

I )

H Payroll Detail ID Person ID Payroll Detail Status Earnings
5002 236463 XXX-XX-9286 Patty Bouvier  Valid $1,000.00
O 226462 XXX-XX-5654 Happy Golucky WValid 51,200.00
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Employee status- reporting tfermination

ERIC displays the Payroll Detail Maintenance screen.

Payroll Detail Maintenance

‘ Msg ID : 7 [ Record displayed. Please make changes and press SAVE. |

I B

Payroll Information
Payroll Header Type: SRS Payroll Header ID : 5003 Received Date :01/02/2015
Posted Date : ER Summary Status : Review Payroll Header Status : Valid
Reporting Freguency : Monthly ER Summary ID : 5054
Payroll Start Date : 2/1/2015 Payroll End Date : 2/28/2015

Payroll Details

Payroll Detail ID : 5003 Payroll Detail Status : Valid SSN : 003-25-5654
Last Name : GoLucky First Name : Happy Middle Name :
Earnings : $1,200.00 Pay Type : Regular Pay
Employee Contribution (Sys Calc) : $82.80 Pre-Tax Employee Contribution : $82.80 Post-Tax Employee Contribution : so.00
Employer Contribution (Sys Calc) : $94.80 Employer Contribution {Amount Reported) : $94.80 Comments :
Hours : 80.0000 Rate Type : Rate : 50.00

Employment Status i Terminated ! Employment Status Date : 01/14/2016
Final Pay :

Suppress Warnings :

I Last Day Worked :

BE

Termination of Employment Date : 01/14/2016

7 Enter the following information:
. + SSN
e Earnings

* Pre-Tax Employee Confribution

* Employer Contribution

* Employment Status: Terminated

e Termination of Employment Date
e Lastday of Work

» Final Pay Checkbox

» Job Classification

Click SAVE

Navigate back to the Payroll Header Maintenance screen.
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Employee status- reporting tfermination

1105 ERIC displays the Payroll Header Maintenance screen.

Payroll Header Maintenance

‘ Msg ID : 8 [ All changes successfully sa)

D e i

Payroll Header Information

Payroll Header Details Contribution Totals By Pay Type  Payroll Record Count

Received Date : 01/02/2015 Posted Date :
Payroll Header Status : Valid
Taotal Pre-Tax EE Contributions $151.80
Total Pre-Tax Service Purchase Amount : $0.00

Click SAVE

Header Type : SRS
Payroll Summary Status : Valid
Total Earnings: $2,200.00 Total Detail Records : 2
Total Post-Tax EE Contributions : $0.00 Total ER. Contributions : $173.80
Suppress Warnings : |:|
Payroll Start Date : 02/01/2015 [ Payroll End Date : 02/28/2015 ]

Pay Date : 02/27/2015
Employer Reporting Summary ID : 5054

File Name :

Other Details

Payroll Details Compensation Payroll Details Payroll Details by Status  Validation Info

I )

H rayroll Detzil ID Person ID Payroll Detail Status Earnings ER Contribution (Sys Calc) ER Contribution (Reported} EE Contribution (Sys Cal
O 5002 236463 XXX-XX-0286 Patty Bouvier  Valid $1,000.00 $79.00 $79.00 $60.
O 5003 236462 XXX-XX-5654 Happy Golucky Valid $1,200.00 $94.80 $94.80 $82.

12 Navigate back to the Employer Reporting Summary Maintenance screen to
2 submit the payroll or make changes before submitting.
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Reporting a Death — Demographic Detall

Inthe case that an employee dies, an employer can notify MPERA of the death by
creatfing a demographic detail record by following the steps below.

Employer Reporting

8 Employer Report Summary

1 Navigate to the Employer Reporting section and select
the Demographic Detail menu item.

8 Demographic Header

8 Demographic Detail

ERIC displays the Demographic Lookup screen. ® Enrollment Header

Demographic Lookup

Enter in the Person’s SSN

[ Previous Page Displayed. ]

55N : 000000021 Q Last Name : First Name :
Reporting Source : | All Employer Reporting Summary ID : Error Message :
Employer Reporting Demographic Header ID: Status : All

) )

Search Results

m [open| Click the NEW button s

H Demographic ID Person ID SSN First Name Last Name Middle Name Reporting Source Status Employer Reporting Summary ID
Mo records to display

Demographic Maintenance

ERIC displays the Demographic Maintenance screen.

‘ Msg ID : 7 [ Record displayed. Please make c

= &z

Demographic Header Details

Demographic Header ID :  Demographic Header Status :  Received Date
Posted Date : File Name :  Total Records :
Employer Reporting Summary ID :

Demagraphic Details

Input the date of death and

Demographic Detail 1D : =SSN :|000-00-0021
Status :

Last W 1 [ selectyes orno fromthe duty
Middle Name : “Date of Birth|11/08/1957
+Gander :[yae Suppress Warnings : [] related death dropdown.
International: [] “Address Line 1 : 404 N 31st St
Address Line 2 ¢ Address Line 3
“City : Billings “State :| Montana

*Zip Code /Plus 4 55101

Country : | United States of Amege®

Phone Number : Phane Type :

Email Address : Email Type :
IDate of Death: 01/06/2016 Ejl Duty Related Death: | No

Duty Related Death Information:

Click the SAVE button.

Click the POST button.

Validation Info

Message ID Message Severity

No records to display

Video- Reporting a Death.mp4




View Service Purchase Agreement

To view a service purchase agreement record, follow the steps below.

Navigate to Financial Information section.

8 Invoice Receivable

Select the Service Credit Purchase menu item. _ _
B Service Credit Purchase

B Adjustment Summary

ERIC Displays the Service Credit Purchase

Lookup screen.
8 Payment
Search for the desired Service Purchase record.
ERIC Displays the searchresults.
Service Credit Purchase Lookup
Msg ID : 1 [ 48 Records met the search criteria. ]
Search Criteria
Service Purchase ID : Purchase Type : | all v Status : | Approved v
55N : Last Name : First Mame :
Expiry Date (From] : Expiry Date (To) :
Search Results
1 2345
B Service Purchase ID Purchase Type SSN Name Expiry Date Status
¥ 10513 \ TRS - Active 000-17-0929 FST_S8766 LST_S&8766 Z  02/21/2010 Approved

Select the desiredrecord and click Open.
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Service Purchase Agreement cont.

7 ERIC displays the Service Credit Purchase Maintenance screen.

Review data as needed.

Service Credit Purchase Maintenance

[ Record displayed ]

Member Details
S5M : 000-00-2714 Mame : FST_18827 LST_18827 Z Date of Birth : 08/13/1978
System : PERS Person ID : 51456 System Hire Date : 12/22/2008
Service Credit Purchase Details

Purchase ID: 10572 Purchase Type : TRS - Active

Status : Review Status Effective Date :  12/03/2015

Request Date : 04/29/2009 Expiry Date : 05/29/2009
Comments :

Purchase Details

“Organization ID : Organization Mame :

“Service Start Date : [07/01/2008 “Service End Date : |11/30/2008
Eligible Service : 0 Year(s) 4.6500 Month(s) Due Date : |05/29/2009
Requested Membership Service : 0 Year(s) 0.0000 Month{s) *Requested Service : 0 Year(s) 4.6900 Maonth(s)

TRS Service in Months TRS Service Credit (Reported) Service Credit (Sys. Calc)

Month/Fiscal Year

0/0 $0.00 0.0000 0.0000 0.0000 0.0000
Previous Year Fiscal Year
Pre-Tax Contribution Amount : $585.80 $585.80
Post-Tax Contribution Amount: $0.00 $0.00
Interest Amount : $27.15 $0.00

Total Amount : $0.00
Total Member Amount Due : $0.00
Total Employer Amount Due : $0.00

Other Details
Available Remittances Status History Validation Info

Member Remittances

Remittance Item ID | Deposit Method | Payment Date | Remittance Amount | Remittance Item Type | Remittance Item Status

No records to display

Organization Remittances

Organization ID | Remittance Ttem ID | Deposit Method | Payment Date | Remittance Amount | Remittance Item Type | Remittance Item Status

No records to display
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Limitatfion fracking in ERIC.

ERIC will tfrack and maintain hours, earnings and contributions for working retirees,
optional members, 457 members etc. The steps below will guide you on how toview
these members and their associated reports.

Navigate to the Organization Information
1- section and click on Limitation Maintenance.

8 Messages

ERIC Displays Limitation Maintenance screen. 8 Organization

8 Limitation Maintenance

Enter in search criteria and click FILTER.

Limitation Maintenance

Msg ID : 8 [ All changes successfully saved. ]

Criteria

Limitation Type : 401 {a) Earning Limitation ¥ SSM ¢ Q

01 E i Limitati e
(a) Earning Limitation | Limit % To : [o

15 Limitation
457 Limitation
Working Retiree Limitation
OME Limitation

s | 4
Limit % From : | 4

@

ERIC Displays the searchresults for review.

1 234567839

Fiscal Year Calendar Year Job Classification Hours Limit Hours Reported 96 of Limit(Hour)
2016 2016 000-00-0736 _NM_3655 55 _NM_3655 OP Employee under 960 hours 960 235.0000 24.4792%
2016 2016 000-00-3496 _NM_2972 72 _NM_2972 OF Employee under 960 hours S60 390.6000 40.6875%
2016 2016 000-00-5527 _NM_48205 05 _NM_48205 OF Employee under 960 hours 960 431.7000 44.96858%

When an employee is nearing the 960 hour limitation, the employer will receive an

informational message: “Employee is nearing the 960 hour limitation”. “Employee has been
reported for X hours”.

If an employee is over the 960 hour limitation, the employer will receive an ERROR message
indicating; “employee is over 960 hour limitation, membership is mandatory”. “Employee has
been reported for “X” hours, contributions are required”. MPERA will send the employer
correspondence indicating membership is mandatory for this member.
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View Security Audit

A Portal Access Manager (PAM) can view what changes or updates those with ERIC
access have completed.

Navigate to the Organization Information

section and click the Security Audit link.
B Messages

ERIC displays the Security Audit Lookup screen. @ Organization

8 Limitation Maintenance

Enter in search criteria. @ Contribution Rate

8 Person

Click Search. . .
8 Security Audit

Security Audit Lookup

Msg ID : 1 [ 16 Records met the search criteria. ]

Change Type : | All v Role Mame : | Al v

Date Changed From : m Date Changed To :

Export To Excel

1 2
B Organization Contact ID Contact Name Role Name Change Type Change By Date Changed
I 6548 Esther Ames Employee Information Processor Insert demouser 04/08/2015
IJ 6550 Bud Phillis Maintain Employer Profile Insert demouser 02/19/2015

Results display the Role Name, Change type, who changed it and on what date.

o
Selecting a record and opening it will bring you to the Organization
pelpLul ) :
Tpe ContactInformation screen where Security access can be altered.

127



Employer Self Service - Definitions

. Demographic Header Record: The Demographic Headerrecordis a summary of all
member / non-member demographic fransactionsreceived via the Employer Reporting
File. The Demographic Header includes the Demographic Detail Records.

. Demographic Record: The Demographic record contains the member / non-member
demographic information fromthe uploaded or entered Demographic record.

. Employer Reporting File: The Employer Reporting File is a file provided by employers that
contains all fransactions (Payroll, Enrollments, and Demographics) for the employer.

. Employer Reporting Summary Record: The Employer Reporting Summary recordis the
summary of all transactions (Payroll, Enrolliments, and Demographics) at the employer
level. The Employer Reporting Summary contains the Payroll Header for each Plan,
Enrollmentrecord, and Demographic record.

. Employer Reporting and Information Center (ERIC): A secure website where
organization contacts loginto access PERIS.

. Enroliment Header Record: The Enroliment Header record is a summary of all member /
non-member enrollments received via the Employer Reporting File. The enrollment
header includes the enrollment detail records.

. Enroliment Record: The Enrollment record contains the new hire/job member / non-
member information from the uploaded or entered Enrollmentrecord

. ERIC access: A frue or false flag associated with each organization contact. When set to
true, the flag indicates the contact has access to PERIS using ERIC.

. ERIC actor: An organization contact that has ERIC access.
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Employer Self Service - Definitions

. Home Page: The landing screen thatis displayed when a actor, with ERIC access, logs
info ERIC. Fromthe Home Page the actor can navigate throughout the application.

. Message Board: Screen where abulletin can be created and published by the PERIS
actor and distributed to one or many ERIC actor/rolesfor viewing. These include alerts,
reminders, and informational type messages. A static link that refers any commonly
published reports, document, and/or PDF files can be included in the message.

. Navigate: The action of moving within ascreen.

. Organization Contact: Anindividualidentified by an MPERA-approved organization as
responsible for performing work for the organization using ERIC.

. Payroll Header Record: The Payroll Header record is a summary of the payroll
transactions for an employer. The Payroll Header contains the Payroll Detail records.

. Payroll Detail Record: The Payroll Detail record contains the individual member or non-
member salary and service information fromthe uploaded or entered Payrollrecord per
pay period. A person may hav e multiple payroll details within a payroll header.
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