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Index 0.0: Employer Membership Information Site (EMIS)

Index 1.0: Authorized Contacts & Employer Directory Contacts

Provides an overview of TRSL’s employer access database
and how to obtain employer access to EMIS




Reports available in EMIS

Employer contacts with EMIS access can <TT Rl vpdates - | Logol

create various reports at any time i b oo srer |

Annual Leave

q N Contrbution Exception
Various report options include:
« Active/Active DROP Member Service Employer Payments
: T Employer Statement
« Ending DROP Participation sl
* Members Eligible to Retire

Furloughed Employees Certification

Insurance/Voluntary Deduction

[Members Eligible to Retire

Questionable Years
Reporting Not Enrolled
Sick Leave

Sick Leave Errors
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Active/Active DROP Member Service Report

Lists Active and Active DROP members employed by your agency
based on age and service credit criteria entered.

* Helps identify current employees

and those working after DROP JActiveiactive DROP Member Servic
« Will not include employees Agencies Without Charges
currently in DROP Annual Leave

Checkist Status.

CGontribution Exception

Suggested Query Parameters:

* Age Range: 18 to 99

+ Service Credit Range: 0.00 to 50.00
« Sort Selection: Service, SSN (for service credit order)

Ending DROP Participation Report

Report lists members from your agency who will end DROP k&epors >
within the time period selected Active/Active DROP Member Service

Annual Leave

Contrbution Exception

 Can query future and past dates Employer Payments
(month/year) Employer Statements

* Employers should pull this report up
to three months in advance to Qi Dstcustec Erpiojess CormPestor
ensure deductions/contributions
resume if employee continues
working after DROP.

Insurance/Voluntary Deduction
e




Members Eligible to Retire Report

Provides a list of employees who will be eligible to retire based
upon information reported to TRSL and on the fiscal year

selected.

« Report will also list employees who are currently in DROP

and working after DROP.

* Note: Prior year corrections (PYC) or other missin;
information may impact whether a person is actua

to retire or not.

%Iy eligible

[&epors >

ActiverActive DROP Member Service
Annual Leave

Contribution Exception

Employer Payments

Employer Statements

Ending DROP Participation
Furloughed Employees Certification
Insurance/Voluntary Deduction

to Retire.

Members Eligible to Retire Report

The Members Eligible to Retire Report provides a detailed report er a summary report of

members eligible to retire. The report will include employees who meet eligibility

® Summary Count 0 requirements by June 30 of the projected fiscal year selected. The projection assumes

that a full year of service credit will be added to the employee’s current service years.

Example: Members Eligible to Retire Report

Date: 011912023 Teachers' Retirement System of Louisiana Page 10113
Time: 9:48:26AM Members Elgible to Retre Report By: Sharon
s of 0613012023
* Members eligible for early retirement.
+ Service credit not projecte:
The isted on this " atthe time
Employer: Public Schools
System: TRSL - Regular
15t Ellg Tosl  DROP
ssn Name a Fiscal Year Regular  Regular
+ %22 2800 2660
2015 e oo 1%
222 57 oo 574
222 wer 0w 29
2020 28 0w 2
2023 W0 oo 3000
. 218 51 000 2551
. 22 [ oeovaoz2 osmvazs| oo o oo 3000
. 5 019 2451 2451 000 2451
: oo | omomz osmvmes | e s oo arm
ST 2017 me s om0 2597
223 ms 28 000 2%
. Ch i 55| e e | Bu Bw om B
22 28 28 0w 2
2021 %0 6% 000 1690
2017 205 2650 o0 2650
s Information
Seq | Sats | Code]
lACTIVE 0771942021

System 4 | TRSL Regular Plan — Defined Benefit Plan for “teachers” in TRSL eligible positions

ORP (Optional Retirement Plan) — Defined Contribution Plan; for employees who choose
System 6 |ORP instead of TRSL's Regular Plan (System 4) — available for unclassified employees at
Louisiana public institutions of higher education; irrevocable election
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Form 1: Authorized Contacts

Grants access rights to designated employer personnel
* Section 2 (Authorized signer):
v/ Check all access rights desired for each designated personnel

Check desired access rights from the following (See back of form for descriptions):

O inquiry [ Enroliments [ sickvannual leave]
EI Prior year certifications/corrections EI Terminations D Agency Certifica
O] Retiree insurance deduction [ File submission ] salary report (onl
[ Home address update [ contribution correction ] ORP salary repor{

Form 1: Authorized Contacts (cont'd)

Section 2 (Authorized signer):
* Must include staff member’s signature for access other than Inquiry
* Complete bottom of section 2 to delete previously designated personnel no longer
needing TRSL database access for your agency

Section 3 must be signed by employer’s Agency Head or Agency Head Designee

To delete a previous designee, provide name(s) to be deleted below. Please complete a TRSL Employer Directory Contact (Form 1EDC) to
designate a replaced directory contact.
Name to be deleted

Name to be deleted [Name 10 be deleted

Name to be deleted Name to be deleted [Name to be deleted

EMIS access rights

Inquiry (INQ) Offers view-only access

Enrollments (ENR) Use to enroll new hires and retirees returning to work in TRSL-covered positions

* Sick Leave - Use to update employers’ sick leave usage
* Annual Leave - (Higher ed and state agencies only) - Use to report annual
leave balances

Sick/Annual Leave
Update/Corrections (SLU)

Use to update Actual Earnings (gross earnable compensation), Full-Time Only

[ o VOB (i) Earnings, and Questionable Year Certifications for a closed out (or prior) fiscal

Corrections (PYC) o

Terminations (TRM) Use to report employee’s last day of work or last day of leave

Agency Certification - Use to certify current year information for an employee who is retiring or
Form 11B (AGC) entering DROP
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EMIS access rights (cont'd)

Retiree Insurance Deduction (INS)

(For non-Office of Group Benefits employers) - Use to report or
update insurance deductions from retiree’s benefit check

File Submission (FSM)

Use to upload required files/reports securely without encryption

Salary Report (SAL)

(Only for employers with no more than 100 employees) - Use to
report monthly salary and contributions during the current fiscal

year

Home Address Update (ADR)

Use to update mailing address for active employee

Contributions Corrections (CCR)

Use to add, delete, or replace employee’s monthly actual and/or full-
time earnings during the current fiscal year

ORP Salary Report (ORP)

(Only for employers with no more than 100 employees in ORP) - Use
to report monthly salary and contributions for ORP participants

during the current fiscal year

Form 1EDC: Employer Directory Contacts

Updates or replaces agency contacts

 Ensure your agency has the following designated

contacts:

+ Agency Head (AH) — Must sign Section 3 of
Form 1to authorize access rights
* Retirement Contact (RC) - Employer request

letters addressed to RC

* Include email addresses/phone numbers/ position

title for each contact

NOTE: Not all categories require an employer contact.

Keep employer contacts up to date

Use Employer Directory Contacts (Form
1EDC) to update Employer Contacts.

Use Authorized Contacts (Form 1) to give

and remove online access rights.

Tip: Review Employer Contacts screen twice

ayear

[

Employer Contribution Accounts Receivable
Employer Contribution Charges

Employer Payments

Employer Contacts

Employer Contacts

03/07/2023
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INDEX 20: TRSL Membership. s

Index 2.0: TRSL MemberShip

Employer’s reference guide on TRSL membership el
and enrollments process for non-retirees

RE ORMS.

TRSL membership eligibility (Non-retirees)

Eligible positions per definition of “Teacher” - R.S. 11:701(35)

All unclassified employees at public college/university or higher education governing
board

Lab school employees: other than bus drivers and maintenance personnel

Visa holders other than F-series or J-series

* Exception: J-1visa holders are TRSL eligible
Employment status:
Work at least half of what the college or university considers full-time or more than 20 hours
per week (employees who work 20 hours or less are considered part-time) and/or the position
is not seasonal or temporary

« Seasonal: An employee who works on a full-time basis less than five months in a year

* Temporary: Any employee performing services under a contractual arrangement with

the employer of two years or less in duration

Membership Eligibility - SPECIAL CONDITIONS

Part-time, seasonal, or temporary employment (Non-retirees)

Generally, employees who are part-time, seasonal, or temporary are not eligible for TRSL
membership, however, there are exceptions that require mandatory enroliment & reporting:

Five (5) year rule {Eff. 7/1/2003}
Ten or more years of eligibility Five or more years of eligibility
service credit service credit

Applies ONLY to lab school

classroom teachers who are paid
+ Canwork 20 hours or less per week with W-2 earnings

* W-2 employees only

Can work 20 hours or less per week




Membership Eligibility - SPECIAL CONDITIONS

Part-time, seasonal, or temporary employment (Non-retirees)

Generally, employees who are part-time, seasonal, or temporary are not eligible for TRSL
membership, however, there are exceptions that require mandatory enroliment & reporting:

Secondary employment ORP participants in TRSL positions

Has primary employment at another ORP participants are 100% vested,

TRSL-reporting agency, while also continued participation is mandatory
. " even if future employment in a TRSL
working part-time, seasonal, or

eligible position is part-time, seasonal,

temporary in a TRSL-eligible or temporary.

position at your agency v W2 earnings
v'W-2 earnings ¥ Form 1099 payments - if secondary
v'Form 1099 payments — employment rule applies

certain criteria

Membership Eligibility - SPECIAL CONDITIONS

Form 1099 payments — certain criteria (Non-Retirees)

*  W-2 covered employee at another TRSL-eligible employer that meets

Primary Employment criteria
* Do not report 1099 earnings

« Concurrently working part-time/seasonal/temporary at another ONLY for TRSL non-retirees.
TRSL-covered employer in a TRSL-covered position and receives
Form 1099 payments at the secondary agency * Non-retiree must be a current

W-2 employee who meets
Primary Employment criteria
Enroll under “Secondary” employer type if any of the following occur: at another TRSL-eligible
employer.

* The individual 1099 contract is for more than $1,000 B
« 1099 limitations do not apply

* The cumulative amount of 1099 payments issued by a single
to TRSL RTW retirees

employer to the employee exceeds $15,000 in a fiscal year, then all

payments in excess of $15,000 are considered earnable
compensation
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Adjuncts (Non-retirees)

Traditional adjuncts teach scheduled number of credit hours each semester
* Must determine eligibility EACH semester

Eligibility to enroll Adjuncts:
¢ Must meet Secondary employment criteria or
¢ Must be at least 50% of Full-time or
* Must have 10 years TRSL service credit for eligibility and/or
* The position is not seasonal or temporary
* Seasonal: An employee who works on a full-time basis less than five months in a year

* Temporary: Any employee performing services under a contractual arrangement with
the employer of two years or less in duration




Eligibility for adjuncts (non-retirees)
Fall & Spring Semesters: If 15 hours is Full-time

* 9 hours/15 hours = 60% ELIGIBLE (Fall or Spring)

* 6 hours/15 hours = 40% NOT ELIGIBLE (Fall or Spring)

* Unless vested with 10-years of eligibility or Secondary employment

Summer Semester: If 6 hours is Full-time

* 3 hours/6 hours = 50% ELIGIBLE (Summer)

If eligible in both Fall & Spring, then eligible for Summer

03/07/2023

Check employee’s status

Prior to enrollment, use Member Summary screen to check employee’s TRSL
membership status and number of years of service credit for eligibility

e - Enter Employes SSN under Query.
Record mber Summary
e e

Status Information

TRSL Regular Plan Information
o e 25 200 e Compe 1,65
it ety Bty bt

Enrollment process

When entering the employee’s SSN into EMIS, ensure the SSN entered matches the
number on the employee’s Social Security card

Tip: Do Not enroll an employee using an invalid “dummy” SSN

Lucesers —Jinworers s~ Lopoes—Jsumires —iowwe ||
—
e,

Enrollment deadlines from
date of hire:

* 60 days for active members
* 30 days for retirees

Enrollments
Envollments allows employers and TRSL to envall members in TRSL.

After entering the member's SSN and clicking ‘Select’ the appropriate screen willdisplay
toallow the specific enrolment to be processed. The envollment willbe adding a member|
to TRSL, procesing an enrollment for a member who already belongs to TRSL or
processing areturn-to-work enrollment for a member who has retired and returned to




Enrollments screen

Example entry screen if the employee has never contributed
to TRSL before
Tips:
* Double-check SSN: Compare SSN entered to employee’s
Social Security card
* Do Not enroll and term with the same date
* Do Not use an invalid “dummy” SSN when enrolling

If you enroll a member with any incorrect information,
please contact your Retirement Benefits Analyst Liaison
immediately to correct it before any further processing.

‘Agency Certification (Form 118)

Annual Leave Update:

Contribution Correction

Full-Time Only Corrections

Trrollments

03/07/2023

Online enrollment confirmation

Look for confirmation message to ensure successful online enrollment.

Enrollments

Enrollment processed successfully.
B Date of Birth:
Name:

Status Information
System Status Status Code Status Date
4 [ACTIVE () 01/23/2023

Enrollments - SPECIAL CONDITIONS

DROP member enrollments

When enrolling a new hire currently in TRSL’s DROP, enrollments screen will display

“DROP Member” message (example below). Continue online enrollment.

Enrollments

DROP Member - New Employment History will NOT be created
unless the Enrollment Date is after the DROP End Date; otherwise

this process will create notification of new employer only.
e

SSN: b
Name:

Instructions for Enrolling Existing Members:
1. Complete all required fields and click ‘Submit'.

Status Information
System Status Status Code Status Date
4 DROP MBR (ID) 05/02/2022




Enrollments - SPECIAL CONDITIONS

DROP member enroliments (cont’d)

Look for confirmation message to ensure successful online enrollment of DROP
member.

Enrollments
DROP member employment notification successful.
NO RETIREMENT CONTRIBUTIONS ARE REQUIRED.
DROP Member - New Employment History will NOT be
created unless the Enroliment Date is after the DROP
End Date; otherwise this process will create
notification of new employer only.

No retirement contributions required - member’s DROP participation continues if no
break in service

Enrollments - SPECIAL CONDITIONS

Enrollment error — ORP status

EMIS online enrollment not allowed for employees in ORP (Optional Retirement Plan)
* Enroll with Form 16, Application for Optional Retirement Plan or Change of Carrier

‘z.TRS Teachers’ Retirement

Welcome, Sharonl!
Employer:

Query Record

ssn Enrollments
ORP status exists

Enrollments - SPECIAL CONDITIONS

Unable to enroll online - general error message

1. Ensure the following data entered
correctly in Enrollments program:
« Social security number
+ Enrollment date (first day of

Enrollments
There was an error processing your request. Please
n later. If you continue to receive this

work) ontact helpdesk@trsl.org for assistance.
SSN: Date of Birth:
. . Nare:

2. Re-try online enrollment if any of the =

above data previously entered Status Information

H tly Status Code Status Date

incorrectly. E
3. Contact TRSL’s helpdesk at the email No Employment History Records Found

address provided if you receive the

error message again.

03/07/2023
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INDEX 16.0; Optional Retirement Plan (ORP)
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What is the Optional Retirement Plan (ORP)?

ORP is a Defined Contribution (DC) Plan
« Established July 1,1990

* Provides retirement benefits to participants based on contributions
and interest earned on their investments
* Portable

The decision to participate in ORP is irrevocable

* ORP participants do not participate in TRSL’s Defined Benefit Plan and
are not considered TRSL members

Participants control their own investments through private carriers
« Employee & employer contributions are invested by the ORP carrier in
the investment option(s) chosen by the employee
* Participants are 100% vested from date of enrollment

Current ORP carriers

W@VA * https://trsl.beready2retire.com

FINANCIAL™

|
L TIAA * https://www.tiaa.org/public/tcm/louisianaorp

oy . . q . B
Corebl'ldge . https://www.corebridgefinancial.com/rs/trsl

financial

11



Higher ed employees eligible for ORP

Eligibility for new hires who are: Eligibility for current personnel who are:

* unclassified employees of colleges, * unclassified employees enrolled in
universities, and community colleges TRSL’s Regular Plan and have less than
and eligible for TRSL membership five years of retirement service credit

unclassified employees and not eligible
for TRSL membership because of part-
time, seasonal, or temporary
employment

IRREVOCABLE ELECTION: Includes elections made during part-time, seasonal, or temporary
employment. Continued participation in ORP is mandatory even if future employment in a TRSL
eligible position is part-time, seasonal, or temporary.

03/07/2023

Are employees of technical colleges eligible for ORP?

ORP is only available to academic and unclassified employees of higher education
institutions (colleges, universities, and community colleges)

ORP is not available to post-secondary/technical colleges unless the unclassified
employee is already in ORP then they must remain in ORP

* SOWELA Technical Community College

* L.E. Fletcher Technical Community College

* Northshore Technical Community College

* Northwest Louisiana Technical Community College

* Central Louisiana Technical Community College

When is an employee eligible to join ORP?

An employee can make an irrevocable election to join the ORP within
five years of becoming eligible for the ORP.

Members who choose to

Election made within the first 60 days of eligible employment . .

(employee and employer contributions transfer to the participant’s partlcxhpate in ORP aﬂ.er

ORP account, the UAL portion is retained by TRSL) being in the TRSL Defined
Benefit Plan (Regular Plan):

Election made after 60 days but within 5 years of eligible o PO TR RSy

employment (only employee contributions transfer to the quest, ¢

participant’s ORP account) on[}/ the membeli P E
retirement contributions

TRSL members who have more than five years of retirement service will Pe .transferred to the
credit and have never had the opportunity to elect ORP can choose to carrier if the member has
join ORP when initially hired by an ORP-eligible employer. They must been in TRSL more than 60
be within their first 60 days of new employment. days.

EXAMPLE: A TRSL regular member with 10 years of service credit with
a K-12 employer changes jobs and is now, for the first time, working as
an unclassified employee at a higher education institution

12



Higher education ORP contributions

The total employer contribution rate for all employers includes | rotal oRP Employer Contribution Rate
the following: (FY 2024)
Transfer Amount: The percentage amount actually **Transfer Amount 6%
transferred to each ORP participant’s account; set by law or
! AShared UAL 2016%

Board resolution.

* The transfer rate minimum is 6.2%** Total Employer 26.4%

Contribution Rate

Shared UAL: The percentage all employers pay toward the

unfunded accrued liability (UAL) and retained by TRSL.

ORP participant’s carrier

*Employee 7.95%

*Employer 62%

Total transferred to
ORP carrier 14.15%
account

Contributions transferred to the

* ORP participants contribute 8% of salary, less a 0.05% TRSL
administrative fee.

** LSAR.S. 11:927 sets the employer portion transfer amount,
which cannot be less than 6.2%.

ATRSL retains the UAL portion of the employer’s total
contribution rate.

ORP salary & contributions limits

Contributions reported/transferred to the ORP carriers are limited to $66,000 for

calendar year 2023

 The limit includes both the employee and employer contribution amounts

Optional Retirement Plan (ORP) I RS
= = = = e <,
Maximum Contribution Limits z.

Calendar Year

ximum Annual Contribution
yer & Employee conf

[ 2023 —see000 |
0: $61,000
2021 $58,000
2020 $57,000
2019 56,000
2018 $55,000

Termination of ORP participants

Do not process an online termination in EMIS for an ORP participant

* Update your agency’s software with the termination date for the participant to
ensure salary information is no longer reported to TRSL

* When the former employee requests a rollover of his ORP funds, TRSL will contact
you for a termination date

» TRSL will provide the confirmed termination date to the former employee’s ORP
carrier to initiate the rollover

03/07/2023
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INDEX 40: Conrbution Reporting & Corct

Oz;r RSL EMPLOYER MANUAL B
Repor s

Provides information on salary and contribution reporting,
including instructions for identifying and correcting reported
contributions for current and prior years

Employer contribution rates (FY 2023-24)

Once your contribution report has been posted with salaries reported, TRSL will
calculate the amount for Employer contributions.

EMPLOYER RATE
TRSL Employee
sub-plan | normal cost | Normal Admin Shared Total
@ expense VAL employer
rate contribution
K-12
Regular® 8.0%
Plan A 9.1% 3.5748% 0.37% 20.16% 24.1%
Plan B 5.0%
Higher Ed
Regular 8.0% | 2.7880% | 0.37% 20.16 23.3%

*Includes university laboratory schools

Earnable compensation

Compensation (wages, salary, and other payments) earned by the member during the
full normal working time in a position that is TRSL-eligible

All earnable compensation is reported as “Actual Earnings”
* Member and employer contributions must be made on all earnable compensation

* Report contributions in the fiscal year earned (July 1 through June 30)
 Contribution reports and payments are due by the 15th of each month
* Payments made after close of fiscal year should be moved to the correct fiscal year




Types of contributions

This is not an exhaustive list. Contact your Retirement Analyst Liaison for assistance.

Tax sheltered Tax unsheltered

Active members only Employees on workers’ compensation

(contributions via third-party payments)

Includes paid sabbatical or
extended sick leave (only for |+ USERRA payments

IEbsdieels) * TRSL retirees who returned to work in a

« Employees on workers’ TRSL-eligible position and are classified
compensation and using their as “retired teachers” or enrolled under
sick leave RTW Option 1 or RTW Option 2.

Employer contributions

03/07/2023

Reporting special situations/cases

Workers’ Compensation (WC) 100% Accrual

LSA R.S. 11:151—Prohibits the increase in salary when * No further member contributions are due
someone is receiving workers’ compensation

Employer contributions continue

Employer must provide employee the option to pay
contributions based on: Employer must continue to report member’s
> Workers’ compensation benefit received monthly earnings with $0 employee
OR contributions
» Employee’s salary at time of qualification for WC

Contributions should be unsheltered unless the member is
using sick leave

Notify TRSL when TRSL-covered employee first begins
receiving WC benefits - and provide date of injury.

Provide list of all members who continue to receive WC at
start of each new fiscal year.

Notify TRSL when employee’s WC benefits end - and
confirm ending date.

Identifying Errors from Monthly Salary/Contribution Reports

Two reports available:
* Contribution Exceptions
« Salary Rejections

Both reports should be reviewed and corrected/reconciled each month to ensure
accurate and timely membership and salary/contribution reporting.

Contact your assigned Retirement Benefits Analyst Liaison for assistance with these
reports.
You may be contacted by an Employer Services Department staff member who is not
your assigned liaison on www.TRSL.org

15



Contribution Exceptions Report

Teachers’ Retirement:

System of I:Ig_

LTSN croovers ) R
Welcome, Sharont! Ermployer Contribution Accounts Receivable
Employer: TRSL

3 Enployer Contibution Charges

Identifies reporting and enrollment errors

Should be reviewed, cleared, or reconciled
each month

Retrieve from the Employer Contribution Eamployer Contribution Charges
Charges screen under the Employers menu

in EMIS

« Available for Defined Benefit Eoy I B B I
retirement plan (System 4) =R R
* Two ways to retrieve report N -

Retrieving the Contribution Exception Report

: « ” p—
Click on the last “Error’ Employer Contribution Charges
message on the screen st~ mecuR oy T A
Ficat veur: 2022
*  Pulls cumulative report
sorted by SSN WL Report | Transmial|  s7089432 745774 108015|  eota304
Rojoctons o0 000 a0 000
cons o0 525 a0 somm| 21330361
Posted momin| e toso1s|  satisess
NG Repon | Tansmita| 128521140 w208 2052 1a2msezer
Rejectons o0 000 a0
cors ase151 1692 a0 asetss|  amawez
postod raosiese|  sesra0e 21082 192440007
SEP Emor Transmittal | 1.902,489.02 1475232 Zfﬂ!?’ 1,949,381.98
Rejecions o0 000 a0
ccrs o 000 a0 tammes| 40610088
Fosted 12| 1rsma atera|  tesarross
ocv Transmital| 20105283 | 21568500 sseasn| 205120790
Rojecons o 000 a0 a0
ccrs o 000 a0 ooo|  os0s3048
posted aemman|  2sessos 20| 205120790

Retrieving the Contribution Exception Report

Customized Report

From “Query Record” section of the Employer Contribution Charges screen, choose Report Type
& Sort Selection, then click “Generate Report”

S i [ [ T [T T Recommend Report Type:
Complete Report

Employer Contribution Charges

FreL - REGULAR Empiayer i

AR Rigan | Tonemita om0 saeno mn|  w
Rujactions am 0 o
om s o
Poated oamos|  saiss mn| s |Reported Not Enrolled
WO Rapan | T | emsen|  mumes [T
Frjections [ 009 [ Sort Selection
con 228100 s2024 o
Posted 14112032 110 LSO U Social Security Number

SEP Empr | Temeial | AMEME| 24363 sme| ax | Alphabetically
Rejectons oo [ 0z
ks o = i [ Exception Message

03/07/2023
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Contribution Exception Report

Layout: oo ovzomas Teachers' Retirement System of Lousiana - Regular Fan ot
yout: oo xcasion g
N Sated by Aphabetc o Facarvoat 3028 5055 Tt et ]
. Fiared Byt Pir
Sort & filter info | |plemerreniecr L
Nepering Coni s FulTime Ercpion
* Number of sonose Tmose  sows  sousome Fetes ™ comngs _convis_Camngs Mesiage
exception records
oz ACTVE  ounz o Setesd  S1ME 21570 3118482 Consbtonuesonte
G0t oSN ACTVE  03autees 1022 Shelews 2000 1600 20000 Reporednaevoled
wwea wovzez 1202 AW membor Enoled ot e
e W momor Enolod et epoen
oozt AR 100120 1a0ee [ —
ovtaamn A oviezzz oaao2 [ T—
oracz Az o a2 [T ————
ORurt oM NACTVE 010207 M2 Setewd 167210 370 167210 Revorednotemolea

Tip: Exception records will delete from report upon each online correction/update
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Retrieving salary rejections

Review Employer Contribution Charges

Employer Contribution Charges

screen in EMIS after posting your monthly e
salary/contributions report for the Regular
Plan (System 4)‘ . e ;’;:?,}j‘ swona] o] s

o siwn| | ea|  sws| s

bt | usmonn| vam| s wous

o e || ewr] o

Click on “Show Rejections” button near top e | mn| o em| s s
of screen. e | sl omesl vl e

 Screen will update and display rejected
records at bottom of screen in calendar
month order.

Employer: N SC BD

Show Rejections

Salary rejections

Rejections remain on the report and do not fall off, even after correction.

Salary Rejections

72021 674834 53987 000 0.00[PERSON I ESTIMATED STATUS
72021 314288 25143 000 3,142 83{CONTRIBUTION AMT MUST BE O

TOTAL: 989117 79130 0.00 314283
002021 381025 a15.22 000 3,940 25|PENDING RET/DROPIOPTSDROP MER
092021 467983 390,39 000 4879 83[PENDING RET/DROPIOPTS/DROP MER
002021 406675 32531 000 4066 73|0RP MEMEER

TOTAL: 1288681 103095 000 1288681
102021 l 384025 31522 000 3,94025[PENDING RET/DROPIOPTSIDROP MER
102021 : 187988 320,39 000 4,879 83|PENDING RET/DROPIOPTSIDROP MER
102021 ! 406873 32534 000 4,068.73J0RP MEMBER

TOTAL: 12,886.81 1,03095 0.00 12,886.81
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Reconciling rejections

Common rejection types:

Reminder: rejections remain on the report and do not fall off, even after correction

ORP
MEMBER

CONTRIBUTIONS

MUST BE o

PENDING
RET/DROP

NEG MONEY
AMOUNT
DISALLOWED

ESTIMATED
STATUS

EARNINGS >

99999-99
DISALLOWED

Salary rejections with $0 earnings/contributions

Rejections with $0 Actual Earnings, $o Contributions, and $o Full-time Earnings require no

action!

Salary Rejections

TOTAL

a2

ooz

)

ToTAL:

oo ooo[fErson I EsTATED
[ dferson s
oo
% 000
oo oo
o) ] o0 0 00[fERSON IN ESTIMATED STATUS
0 0 o n.
o) o0 w00
] oo oo
o) o0
oo oo PENDIG RETIDROPIOPTSIDROP MER
% 000 0.00pERSON IN ESTIATED STATUS
000 o 000 o

Clearing exceptions & rejections

Online updates in EMIS
* Enrollments
* Terminations

* Contribution Correction
(current fiscal year only)

* Prior Year Salary Correction

(previous fiscal year)

Must have specific access rights designated on

Authorized Contacts (Form 1)

Updates
Ageney Certification (Form 118)

Annual Leave Update
ontribution Correctio

Full-Time Only Corrections

sy
pET—
R
Questionable Year Certification

Retiree Voluntary/Iinsurance Deduction
Sick Leave Days Paid Update

Sick Leave Add and/or Update

|

03/07/2023
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(Online) Salary Contribution Corrections

Corrects salary reporting in the current fiscal year

* Add, edit/change, or delete monthly salary postings reported

Contribution Correction

Employer:
Fiscal Year:[c.
Reporting Month/Year:

Instructions for using Contribution Correction:

1. Click Edit’ or "Add in the first column to open the line for editing.

2. Enter the actual earnings and full-time earnings and click 'Replace’ if replacing data that has been posted for
the month. If only actual earnings OR full-time earnings is changing, enter the same amount for the field not
changing and enter the new amount for the field that is changing.

3. Enter the actual earnings and full-time earnings and click 'Add" or ‘Add Zeros' if adding a posting for the month.
Adding zeroes can only be done for July, August and June in which 0.00 should be entered for the actual earnings
and full-time earnings. Full-time earnings are required for the rest of the months.

4. Click 'Delete’ or 'Delete Zeros' to delete the posting for the mont}

5. Click ‘Cancel' to undo changes entered or to return to the initial display.

6. Enter actual earnings and full-time eamings with the decimal. For example, to enter $10 key in 10.00.

Actual Full-Time Contribution Contribution
Earnin Type
2736.00 218.88 30

7. Contribution Type "30" is for sheltered contributions and Contribution Type "10" is for unsheltered contributions.

03/07/2023

Monthly Correction Journal Screen

Pro(\jndfes detailed ]15? of all gn(ljlne contnbut|?nhcofr.rectllons Enplyer Comrbution esouts Receiable
ma r any reportin riod (mm the fisca
e 1ol y repo g perio ( /WW) o e fisc Employer Contribution Charges
year.
Employer Payments
) . X Employer Contacts
May result in additional charges or credits to employer’s
Journal Entry
account.
ORP Contribution Charges
Manthly orrection Journal
Monthly Correction Journal
For 12/2022
System 4 Fiscal Vear: 2023 Evployer
Camn (R T 5 T T ]
Posted on 011182023y EMPR -
|Unsheitered Reguiar Totals 0.00 0.00 0.00 0.00 0.00 0.00
|Sheitercd Regular Totals 178750 14300 1781.50 176750 14300 1.787.8

Terminations

Enter a termination date for employee who:

Resigns

Changes to a non-covered position at your last day of official leave)

agency * Termination dates do not have to
Is approved for TRSL disability retirement be the same for TRSL and
= insurance coverage
ey * Use MM/DD/YYYY format
‘ e Employer
Name:

Procedures for using Terminations:
1. Click Edit in the first column to open the tine for editing.
2. Enter the termination date and select the months of contract and click Update

3 Glck Cancet s ko changes’esieretl or o vetur to:the Wial Haplay: with the same date

Update within 30 days of the
member’s last day of work (or

Reminder: Do Not enroll and term

Employment Date
001
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nz;rRSL EMPLOYER MANUAL

INDEX 6.0 Service redit Cotifications/Corractions. P
CONTEN

Index 6.0: Service Credit Certiﬁcatfohs / Corrections

Provides instructions for identifying and correcting records
g service credit certification

Terms/definitions

* Questionable year: A fiscal year record that meets one of TRSL’s criteria to require
service credit certification or correction

* Actual earnings: All earnings during a specified fiscal year earned by a member that
meets the definition of earnable compensation

* Full-time earnings: Total compensation amount that would be payable if the
employee worked full-time for the entire fiscal year in a TRSL-covered position plus
any extra earnings

« Service credit: A measure of the number of years a member has worked and
contributed to TRSL per the service credit formula

Terms/definitions (cont'd)

Service credit formula:
* Actual earnings / Full-time earnings = Service credit for benefit computation

« Service credit for benefit computation / % effort = Service credit for eligibility

Percent (%) effort formula:
* #hours worked / # hours in a full workday
Example 1: Employee works 5 hours per day; normal full-time is 8 hours per day;
* Percent effort: 5/8 hours = 63% effort

Example 2: Adjunct employee scheduled for Fall semester to teach 6 credit hours;
normal full-time is 15 credit hours for Fall & Spring

* Percent effort: 6/15 credit hours = 40% effort for Fall semester .

03/07/2023

20



How to certify questionable years

Three online processes:

* Full-Time Only Corrections: Use when incorrect full-
time earnings reported or service credit is incorrect

* Questionable Year Certification: Use when service
credit, actual earnings, and full-time earnings reported
are correct and reasonable

* Prior Year Salary Corrections: Use when incorrect
actual earnings reported

Updates

Annual Leave Update
ontribution Correction
enrolments

[€st-Time only Corrections)
Home Address Update.

Journal Entry Review

wp

e

Sick Leave Days Paid Update:

Sick Leave Add andor Update:

Must have access rights designated on Authorized Contacts (Form 1)

03/07/2023

Full-Time Only Corrections

Updates service credit Full-Time Only Corrections
* Must provide correct Full-time Earnings || —
amount
¢ Use Reason drop-down box or enter
Comment tructon for i Full T Ol Crrections:

Reason:

Official Leave (Other than Sabbatical)

Comment:

Sabbatical at Reduced Pay
Extra Eamnings
Workers' Compensation

Summer School Earnings

ikt bt bt 10 s he ot

thorcedserer ¢ e gy

nt
15t Year of Employment After DROP D )

Part-time Employee e
Substitute Earnings

Submit

EXAMPLE: Full-Time Only Correction

Record appears on the Questionable Years (QY) report
EXAMPLE: New hire as of 10/23/2019
* Ensure Actual Earnings reported are correct
* Need correct Full-time earnings (FTE) to clear the
questionable year record

Questionable year reason codes
Annual earrings decreased more than,
SShfrom previous year

15 year of employment for an
employer /15t year of employment
SMer OROP.

Changed employers during the fiscal
vear andor break in service
Partial year of service credit not
previously cerif

Name Sys oSS Fscal g Date of Date of
Year Employment  Termination

‘Actual Full Time  Service | Reason for
Eamings Eamings  Credit | Questioning

2020 ACTVE 10232019

286050 26030 071

Tip: Never rely on Full-time earnings appearing on QY report or TRSL EMIS Screens.

Always research correct FTE.

21



EXAMPLE: Full-Time Only Correction

Full-Time Only Corrections

03/07/2023

Actuarial Cost for Full-Time Only Corrections

LSA-R.S. 11:888 and LSA-R.S. 11:158 allow

for an actuarial cost to the employer for
any corrections for fiscal years greater
than three (3) years old that result in an

increase in service credit.

 Journal Entry invoice for total Full-Time

Only Corrections charges calculated
after end of each fiscal year.

The three-year timeline for
certifying/correcting questionable
years is calculated as follows:
Current Fiscal Year: FY 2023
Fiscal Year 1: FY 2022
Fiscal Year 2: FY 2021
Fiscal Year 3: FY 2020
Older than FY 2019 &all
three years: | fiscal years prior

Actuarial Cost/Charges for Full-Time Only Corrections

Example of actuarial cost invoice (notification)

Your agency will receive a Journal Entry invoice
for all Full-Time Only Corrections records

greater than three (3) years old that resulted in
increased service credit.

Journal Entry

£1| s i LSARS. 11889 11158 TRSL o e

Invoice attachments will
include summary breakdown
for each member record
included in the total Full-Time
Only Corrections actuarial cost.

| e spTe Gy Com ity o ey 473

268 b corwcnd o s s

anceseis natol TRSL merbrs s oy o
i o ey e s

o G (229251667 o

s, s
nginion

i

sy ot e oo st e -
s corsc o S 1229 825 458

oo somesies o

setaoe
[ cRer—
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Service credit for traditional adjunct instructors
EXAMPLE (instructor with 10 or more years of TRSL service for eligibility):

Typically, full-time is 15 hours per semester. Each semester is ¥ fiscal year.
Fall semester = 0.50 service credit; Spring semester = 0.50 service credit.

Fall semester - 3 contract hours Spring semester — 9 contract hours

3 hours /15 hours = 0.20 effort 9 hours /15 hours = 0.60 effort

* 0.50 service credit x 0.20 effort = 0.10 * 0.50 service credit x 0.60 effort = 0.30
service credit for benefit computation service credit for benefit computation

* 0.10 part-time service credit / 0.20 effort * 0.30 part-time service credit / 0.60 effort =
= 0.50 service credit for eligibility purposes 0.50 service credit for eligibility purposes

Total service credit for benefit computation for the year = 0.40
Fall semester (0.10) + Spring semester (0.30)
Total service credit for eligibility purposes for the year = 1.00
Fall semester (0.50) + Spring semester (0.50)

ing traditional adjunct employment

Use TRSL’s Adjunct Certification letter for
adjunct employees employed by credit hour #TRSL.

contracts N
* Ensure eligibility each semester before ———
certifying e .

Assigned Retirement Analyst Liaison will
provide instructions to update online in EMIS

TR ek Gl e o adtes T, i e
e Pt Yoo oo o st g it

o

TRSL adjunct certification letter
(for Traditional Adjuncts only) TRSL.

Example: Adjunct certification letter

o475

Example: Information from Adjunct T o o e e
certification letter updated online in ==
M o o — - we wn

03/07/2023
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Calculating % effort for traditional adjunct employment

% effort guide

EXAMPLE: Semester
# semester
If 15 credit hourg is full- # classes hours hourslfull— % effort
time for Fall/Spring time
1class 3 hours 3/15 20%

2 classes 6 hours 6/15 40%

3 classes 9 hours 9/15 60%

4 classes 12 hours 12/15 80%

5 classes 15 hours 15/15 100%

Certifying hourly adjuncts in EMIS

1. Calculate Full-time Earnings amount P E—
Hourly rate x total hours of contract for a year i Ty (|
* 9 months: 1,440 hours x hourly rate

o v [
* 12 months: 2,080 hours x hourly rate

Comen: [ e Conew

2. Skip reason field

3. Enter comment only: Hourly employee @ XX/hr, sched to work at least XX
hours per week.
* Document employees contracted to work more than 20 hours per week or at 50%,
but worked less due to class cancellation from lack of enrollment or other reason.

Certifying hourly adjuncts in EMIS
EXAMPLE: Hourly adjunct certification

Employee worked as an hourly adjunct at $20 per hour for the academic year
(9 month contract)

* $20/hr. x 1,440 hours = $28,800 Full-time earnings
* Comment entered to provide hourly rate and scheduled hours per week

05 Primary
EG * 019 REGULAR 5,407.50
WORKED AS NEEDED AT $20 PER HOUR. SCHED 28 HOURSWE
o011 By E we TRE 6 F sas 22000
‘QUESTIONABLE YEAR.

03/07/2023
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Questionable Year Certification

Does not update service credit; certifies
reported data is correct as is

* Must select Reason from drop-down box
or enter Comment

If applicable, you must select “Part-time

Questionable Year Certification

Employer:
Fical vear: 2016

Instructions for using Questionable Year Certification:
1 The nformationas reported o TRSL o the fscl yer i dilayedsbove.

(L o cha

2
SCRVCE CREDI
3. Slect e o thecetifcaton.

The comment 1 opina s .

03/07/2023

Employee” from the “Reason” drop- : b o ’
down list and enter the percent effort in ke oy Bton oo o comcion

L

the comment field for member to SR
receive correct service credit for P ~

eligibility

Reason:
Previously reported information certfied
Comment: | 15t year of employment afler DROP

15t year of employment

Last year of employment

Official leave (ofher than sabbatical)
‘Sabbatical al reduced pay

Extra eamings

Workers' compensation

Summer school earnings

Part-fime employee

Substitute eamings only

cenify

EXAMPLE: Questionable Year Certification

Record appears on the Questionable Years report
« Example: New hire as of 08/06/2019; need certification

Questionable year reason cor

for 1st year of employment (FY 2020) et v

* Per employer’s research, employee has worked the
entire year and had no dockages or leave without pay
(LWOP) during FY 2020; both Actual Earnings and Full-
time earnings previously reported are correct.

5% from previous year
15 year of employment for an
employer / 15t year of employment
after DROP

Changed employers duri
year andor bredk in
Partial year ofservice credit not
previously centiied

ing the fiscal

Name S5 SN Fisal  stoms Date Date o Actual FullTime Service | Reason for
Year Employment Termination  Eamings  Eamings Credit | Questioning

Year

4 ACTIVE 08/06/ 5840614 5840614 100 2

EXAMPLE: Questionable Year Certification

Questionable Year Certification

Employer:
Fiscal Year:

—
Contribution | Employer Full Time ‘Comment
Type _In

4,672.49

Instructions for using QUestionable Year Certification:

1. The information as reported to TR for the fiscal year i displayed above

2. This certification will only update the record with asterisks to certify the data reported is correct. T W
SERVICE CREDIT. The FULL-TIME ONLY CORRECTIONS must be used if service credit should be updated.
3. Select a reason for the certification.

reason is not chosen in which case the comment is required.
5. Click the ‘Certify’ button to submit the certification
6. NOTE: i i

authorized signer at the agency.

Reason: (TsLyear of smployment <

Comment:

4. Acomment can be added for additional information needed to clarify the certification. The comment is optional unless a

e certification of an authorized signer's personal TRSL member account must be completed by another

25



Full-Time Only Correction vs. QY Certification

Helpful tips:
. ! i1 fe
Multiple reason codes: s carmings o] Siac
X o X Year
* Use Full-Time Only Corrections if Actual Earnings
amount reported is correct 1858880 10,0400 098 4
MG e 09 24
Reason Codes 1, 2, or 3 only:
X L a7 450 100 2
* Use Questionable Year Certification if no o0 ae1800 100 .
dockages/no LWOP, and full year of employment;
: 03768 5064800 099 4
Actual Earnings reported must be correct
wgs  asa30 099 34
Questionable year reason codes o7l 440718 098 24
L fonualeomings decreasedmorethon || 500000 gi000 005 | 204
B bionet ST v o mployment M2BW 420 10 2

after DROP
Changed employers during the fiscal
‘year and/or breakin service

Partial year of service credit not
previously certifie

-

Full-Time Only Corr. vs. QY Cert Error Messages

Error messages will instruct which program to use: Questionable year reason codes
Example: If Full-Time Only Correction is selected, L B carnings decreased more then

15 year of employment for an

employer / 1st year of employment

after DROP

3« during the fiscal
year and/or break in service

Full-Time Only Corrections Partial year of service credit not
The new full-time earnings entered is equal to reported previously certified
and the service credit agrees with the posted service credit.
The Questionable Year Certification must be used to
certify this year as correct.

but Questionable Year Certification is required:

»

o 4 2019 ACTIVE 08/06/ 4471300 4471300 100 @ |

Full-Time Only Corr. vs. QY Cert Error Messages

Error messages will instruct which program to use: Questionable year reason codes
Example: If Questionable Year Certification is selected, o e v 4 more han
but Full-Time Only Correction is required: e o o ment

after DROP
3. d employer duris ng the fiscal
Questionable Year Certification e et ot
Service credit doesn't match actual earnings/full-time earnings. previously certified

Full-Time Only Corrections must be used to update full-time earnings.

M 4 2019 REFUNDED 0 2018 12,679.30  12,679.30 022 [

03/07/2023
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Prior Year Salary Corrections

Updates service credit

* Must enter both correct actual earnings and
full-time earnings amounts

Must use reason drop-down box and/or
comment field for both Salary Correction
Comment and Salary Correction Full-Time

Comment

.

If correction increases earnings/contributions

and service credit and/or final average comp
for fiscal years more than three (3) years old,
$150 fee required, increasing to $200 on 1/1/2024

EXAMPLE: Prior Year Salary Correction

Must provide correct total ‘

Prior Year Salary Corrections

Actual Earnings & Full-time
Earnings earned for the
specified fiscal year

EXAMPLE: Prior Year Salary Correction

Agency must complete

both the Salary Correction

Comment and Salary

Correction Full-Time
sections.

Use Comment e or Reason
drop-down menu ]

nstructions foyfusing Full-Time Comment:
- Raquied o pffnary whn the Pl Time s ifernt.

Use Comment field or Reason
‘drop-down menu

o cirty iy

03/07/2023
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Defer pay/rollover earnings

Agencies should report earnings as earned, not as paid

Example: 9-month faculty paid over 12 months on a September to August pay cycle
* 15t paycheck for new academic year is September, last paycheck issued in August

 Agency can report paychecks issued during the summer (June, July, & August) for
work completed by the end of the academic year with the June monthly
salary/contributions file

If end of fiscal year earnings are reported to TRSL in July and/or August, agencies
should move those earnings to the correct fiscal year

03/07/2023

June enrollments with no earnings posted

Step 1: Contribution Correction update (if
current fiscal year) or Prior Year Salary
Correction (if prior fiscal year) to remove $ het
earned in June, but paid/posted in July from
fiscal year following enrollment

Step 2: Prior Year Salary Correction to add e L e o s

rollover amount removed from Step 1 to ot o 021014 s e et Y 21, e i
fiscal year of enroliment

o Caracion o sumoge s conors o Y 2021, Hssnegves

* Will need to provide full-time earnings
member would have made had they
worked July 1-June 30

o TRSL i cornc e
TR

o,

oy st s coroc ey Zeson o 22925451

o seves g
Tosi Rt et evers

EXAMPLE: June enrollments with no earnings posted

* Member was enrolled in TRSL on

| ! Account History
6/27/2022, no earnings reported in FY 2022. .

vy Do

[omm e
e ot

Step 1: Earnings from 6/27 -6/30/2022

reported in Jly 2022 (current isca

year).

* June amount $1,003.30 - to be

moved from July 2022 (current Fiscal Monthly Salary/Contributions
Year 2023)' :{s‘:lwa:r SZS;;! % Year | Emp:ry’:s 100.00%
* Anonline Contribution Correction is iz

Actual Ez Fulltime E: Contributic
needed to subtract $1,003.30 from g =

0 50661 5066 3
current July 2022 amount reported. s — ) R

84
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EXAMPLE: June enrollments with no earnings posted (cont'd)

* Member was enrolled in TRSL on

6/27/2022, no earnings reported in FY 2022.

Contribution Correction

Step 1(cont’d): Online Contribution Correction
is processed to remove $ reported in July of
current fiscal year, but earned in previous
fiscal year.

* Earnings from 6/27/2022 - 6/30/2022 in this u Full-Time

Earnir

example - reduce July by $1,003.30

Contribution Corrections

NonthYear _ Type _Oper Eaings
T 40032 WO A2 00

Aduked Adustd
Fultine __ Eamings _ Confributons
0z

03/07/2023

EXAMPLE: June enrollments with no earnings posted (cont'd)

* Member was enrolled in TRSL on 6/27/2022, Prior Year Salary Corrections

no earnings reported in FY 2022

Step 2: A Prior Year Salary Correction is
processed to report earnings removed in
Step 1to add June earnings to correct fiscal
year.

* June earnings removed from FY 2023
was $1,003.30. A Prior Year Salary
Correction is processed to add $1,003.30
to FY 2022 to reflect earnings for 6/27 -
6/30/2022 in this example.

s g
Nae: Focal Your: 2022
st ¢

Instructions orusingPrct Year Salry Carections

Sl o 038 manal i otk onrtion e
b e et
Actaltamiog ol e Earvings
pe—
A

Tt Eriogs ) awmiegsmesin e deion o “awmble compeveston” b e wth LURS. 1170110

peric -
iy admlsaymarts e 1 th member (., PP, umnet schi, e, e, (s b e, coachiny
eracts, it - v i

[

o b b e ) ecte e dcind

Add Actual Earnings Full-Time Earnings
Sheltered: 1003.30
0 Unsheltered:

EXAMPLE: June enrollments with no earnings posted (cont'd)

Salary Correction Comment

Instructions for using Salary Comment:

1. Select a reason for the correction.

2. Acomment can be added for additional information nesded

o clarify the correction. The comment is optional unless a

-eason is not chosen in which case the comment is required.
Reason: Eamings reported in July but eamed in June v

Comment: Rollover from July 2022

Salary Correction Full-Time.

lInstructions for using Full-Time Comment:

1. Required for Primary when the Full-Time is different.

[2. Select a reason for the full-time change.

|3. Acomment can be added for additional information needed

lto clarify the change. The comment is optional unless a

[reason is not chosen in which case the comment is required.
Reason: | 1st Year of Employment v

Comment: 12 mo

Overstated Salaries/Contributions
Understated Salaries/Contributions
Audit Compliance

Date of Retirement Changed
Sheltered/Unsheltered switch

Full-Time not previously reparted
r DROP

sl Yoar of Employment
"Cast Yoar of Employment
Official Leave (Other than Sabbatical)
Sabbatical at Reduced Pay

Exira Eamnings

Workers' Compensation

Summer School Eamings

Full-Time Eamings Under/Over-stated
Part-time Employee

Subsitute Earnings.
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EXAMPLE: June enrollments with no earnings posted (cont'd)

* Member was enrolled in TRSL on 6/27/2022,
no earnings reported in FY 2022

Step 2 (cont’d): A Prior Year Salary

Correction is processed to add $ earned for

FY 2022.

* Earnings from 6/27/2022 - 6/30/2022 in
this example is $1,003.30

Prior Year Salary Corrections
O i

mstretions far wsing Price Yar satary Catrections

Actuarial Cost/Charges for Prior Year Salary Corrections

If prior year correction increases earnings/contributions and service credit and/or final

average comp:

For fiscal years three years old or less: The three-year timeline for

« employer will be charged member & employer e calonecionsd
contributions + interest at TRSL’s assumed actuarial Current Fiscal Year: FY 2023
valuation rate.

) Fiscal Year 1: FY 2022

For fiscal years more than three (3) years old:

« will result in actuarial purchase of service credit by Il Va2 (Y 202
the employer Fiscal Year 3:|  FY 2020
 $150 fee required, increasing to $200 on 1/1/2024
* Separate Journal Entry invoice for actuarial charge QEEiiEm| Ay A&l

three years: | fiscal years prior

Journal Entry screen G IR
. . . ’ Englayer Contrbutin hesnunts Rrcshatle
Online prior year corrections will PR
)
create arecord on your agency’s prer———
Journal Entry screen in EMIS P
* Actuarial JE - Prior Year Salary O Cotrbtion Curys Journal Entry
Corrections resulting in actuarial T e
charges to your agency JE Mum e ssn me
a1 0711412022
w20
szt asi2202022
s w2 a0m
ssie g0z | a0
5885 W | wm
;IN\ 12/09/2022 2022
57682 12409/2022 022
8412 01/20/2023 2021

03/07/2023
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Qz;r RSL EMPLOYER MANUAL 8

INDEX 17.0: Leave Information prm—

g 'z;rRSL EMPLOYER MANUAL

| INDEX 11.0: RetrementDROP Processng pas——

Retirement Process / Issues

Index 11.0: Retirement/DROP processing &
. Index 17.0: Leave Information

Provides information related to the retirement process

Employer certifications: Retirement/DROP processing

The following data is needed for each TRSL-covered employee
who applies for retirement or DROP:

.

Certify all questionable years

Certify sick leave days used for all fiscal years of
employment and sick leave days paid at retirement
Complete Agency Certification after termination date and o

after all earnings & contributions are reported to TRSL e
Complete Cap Exemption Letter (if applicable) stry Conriution Ety p 025 cplore on

Sick Leave Days Paid Upcite.

Home Address pdte.
ORP Satary Entry (upto 25 mployees only)

.

SickLeave A6 andlor Updite.

Termintions

*Must have access rights designated on Form 1 to submit information

Request letters

Identify member, date of retirement
(or DROP begin date), and information
TRSL still needs from the employer.

* First Request (sent on or near
the member’s retirement date)

« Second Request (sent approximately
45 days after the 1st Request)

* Final Request (Sent approximately 30
days after 2nd Request; employer has
15 calendar days to complete)

03/07/2023
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Agency Certification (Form 11B)

Certifies member’s termination date and service
credit for the current fiscal year
* Requested when a TRSL member retires or
enters DROP

Updates

Agency Certification (Form 118)

Annual Leave Update

Contribution Correction

Available under Updates menu
* Must have access rights designated on
Authorized Contacts (Form 1)

Termination date vs. retirement date

« Termination date cannot be the same as the retirement date.

* Termination dates do not have to be the same for TRSL and insurance.

RETIREMENT DATE

Day after termination date or the date
TRSL receives completed retirement
application (whichever is later)

TERMINATION DATE

Member’s last day of work or
last day of official leave

03/07/2023

Employer sick leave certification

« Certification of sick leave days used for all fiscal years of _m
employment, including fiscal years during DROP Liisis

Annual Leave Update

« Certification of sick leave days paid at retirement
Sick Leave Days Paid Update

Isick Leave Add and/ar Update

Must have access rights designated on Authorized Contacts
(Form 1)

32



Sick leave days used

Employers must certify sick leave information
for each fiscal year (July 1 - June 30)
* Months of contract (9, 10, 11, or 12)
must be entered for each fiscal year
* Number of sick leave days used
« If applicable, number of summer
school days worked with summer

school percent effort (can be
different than regular school year

percent effort) I Updates

Annual Leave Update

Sick Leave Days Paid Update

Sick Leave Add andior Update

Sick Leave Add and/or Update

== o

Procedures for sin Sick Leave Add andor Update
s S S

Submit sick leave by data file

Employers can submit a data file to update the sick leave B -
i i DOA ORP Contribution
usage for their employees at any time v
« Allows for historical information to be saved in a separate | pon sk eave
location | 150 080 onttion

* Most software vendors have created a file path to use

L5U Stry Contributon
LSUMEDICAL Satary Conriution

15U sickLeave

Starting ) o j susepion sk Lesve
position Field description Data type Length oo s
Sty Contrution
1 Employer ID Alpha 4 —
5 Social Security number Numeric 9 Suomit iscelncous Pl
14 Fiscal year Numeric 4
18 | Contract months Numeric 2 Tip: Check Sick Leave
Si Report for sick
2ol [SicRieave days zed Numend 5 ummary Report for si
leave records rejected
25 Summer percent effort (050 for 50%) Numeric 3 from the uploaded sick
28 | Summer days worked Numeric 5* leave data file.
TOTAL 32 bytes (characters)

Sick leave days paid at retirement

Employers must report number of sick
leave days paid at time of retirement or
DROP.

* Report number of days, not hours

* Report even if 0.00 days paid

Annual Leave Update

Sick Leave Days Paid Update

Sick Leave Add and/or Update.

Sick Leave Days Paid Update

D Enplyer: gy
ame:

Instructions for using Sick Leave Days Paid Update:

This namberreflcts days pad, ot hours,

Cotifiation (Frm 18], canbe e o updatd. Ropor he umber of ey pld, o hurs.
31 th oy oy s pen f Sk lave oy apn e DROP, o cays it
ncld s e

4, Cick he A buton st g th rmberof ik cas i

. Clk the Upéate o sfe camactin e umber of sk vy .
. Cickthe Dt bt toclt te rumber f Sck e s i

rter sick

ke b i L doyopaid

T Cickda
» ‘/

03/07/2023
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EMIS sick/annual leave summary screen

Confirms leave data already updated by employer(s) I—M
| Members

Sick Leave Hember Summary

ccount History

=
Days ised gty Last Updatod By Member Hotatians

Ihonthly Salary/Contributions.

w0 | © i +.00 EMPLOMR.FILE ar710r201a
ws | w 2 0 e w0z Annual Salary History
e | w ” 0 e anarzon
w1 | w [ 230 BLomR.ALE H1razon] Benent Payrol
08 | 00 " 1.7 EMPLOVERFILE 0711012018 Benefit Payee
W | w ” w2 ewronR e wrroarzon) COLA History
we | w " 550 OTRILE a7r2172020 .
| w " o ewLonRALE yrovrzmy 1099-R Information
Total: | 166.50 Pl Retirement Benefit Payment History

‘ ~
Sick Leave Days Paid

'DROP/ILSE Summary/History

Erployor 1D Last Updated By

.00 R ons1172088

Special cases

Sick Leave Not Accrued Sick Leave Records not available

Adjunct instructor position or Only if sick leave records are lost or missing
WAE/temporary employment in which * Update “Data Unavailable” field to “Y”
the member did not accrue sick leave (for Yes)

* Written notification required — TRSL
will update in EMIS to denote no sick
leave accrued for specified fiscal
year(s)

Fiscal Year| Months of | DaysUsed | Summer Summer Data Error
Ending | Contract School Days | School% | Indicator ||Unavailable | Code
Worked Effort

101

TRSL EMPLOYER MANUAL
W ez

INDEX 150 Retiroes Returning to Work — OVERV

CONTENTS

Contains information regarding the employment of TRSL

retirees in TRSL-covered positions

03/07/2023
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RTW Laws

As of June 2022, there are three different RTW groups —the 2010 RTW Group (La. R.S.
11:710); the 2020 RTW Group (La. R.S. 11:710.1); and the 2022 RTW Group - Higher
Education Only (La. R.S. 11:710.2).

What do the laws say? When do the laws apply?
* Do specify what happens Anytime a TRSL retiree is reemployed with a TRSL
to retiree benefits agency in a TRSL-eligible position; or is paid to provide
« Do specify whether services that would otherwise be reportable to TRSL
contributions are

Includes employment by contract/corporate contract (
Excludes:
* Disability retirees who do not yet meet regular
retirement eligibility
* ORP or LSU Co-Op retirees
* Retirees of other state retirement systems

required

* Do not state whether
you can or cannot hire a
retiree

03/07/2023

Determining TRSL-eligible positions

Higher Ed, TRSL reporting state agencies, etc.: Typically unclassified positions

If position is unusual or temporary, must look at the duties being performed.

* TRSL-eligible when the duties being performed could belong to a regular, full-time
position within the employing agency

NOTE: RTW laws determine when contributions are required. The guidelines established
for active members in secondary employment / 1099 payments DO NOT apply to retirees.

Waiting period

All retirees are subject to a waiting period which begins on the date of retirement.

Reemployment in the waiting period requires a suspension of benefits for the duration
of reemployment or until waiting period expires, whichever occurs first.

 The standard waiting period is 12-months; however, retirees who retired between July
1,2017 and June 30, 2020 and whose retirement was actuarially reduced or was
calculated at an accrual rate of less than 2.5% may be subject to a 36-month waiting
period. All 36-month waiting periods will have expired by June 30, 2023.
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Louisiana Return-to-Work (RTW) Laws

2010 RTW Law (La. R.S. 11.710) 2020 RTW Law (La. R.S. 11.710.1)
Retired on or before June 30, 2020 Retired on or after July 1, 2020
v Position typically determines impact v/Hiring method determines “options”

Retirees in the 2010 RTW Group can irrevocably elect to be covered by the 2020 RTW Law

2022 RTW Law (Higher Education only)

(La. R.S. 11.710.2) When the 2022 RTW Law is not

applicable, retiree must be enrolled
When hired as an adjunct professor in a nursing under the 2010 or 2020 RTW Law
program where a critical shortage exists

03/07/2023

Determining retiree’s group

Determine date of retirement > If date of retirement is before July 1, 2020
(review retiree’s status and date) a. Hasretiree converted to the 2020 RTW
Group? or
R e —— b. Is retiree eligible to convert to the 2010
L s RTW Group?

Example: converted to 2020

S r—
A — E—
BEFORE: 02 4

2
iSSP 0810772019 10 0371672020 |
[RIVFAC-EL (Ponition 010)| 084032020 to 99/95/995

2010 RTW Group

July 1, 2020
Example: eligible to convert to 2010
ON OR AFTER: Employment History
2020 RTW Group RTW Type Employment Dates
02/19/2011 to 02/19/2011
0870772003 to 05/22/2020
RIWLFAC EL (Position 001)| 05/10/2022 to 99/99/9999

2010 RTW Law: Summary of provisions

TW provision Required Status Position Requirements

Yes, refundabl
Retired Teacher, CHIAMERS Retired before 07/01/2010 or retired

Grandfathered upon None Noimpact before 07/01/2020 and holds an

e inati
orAdv.Speech _'erminating advanced speech degree
re-employment

Yes, refundabl
€ TeTUNAabIe oo of benefit  Benefit suspended or reduced if

(per fiscal earnings limit exceeded or if within
year) waiting period

Adjunct professor, tutor, presenter
of professional development

Retired Teacher, upon
EarningsLimit  terminating
re-employment

Benefit suspended
Retired Member No None for duration of
re-employment

Applies to all TRSL-eligible positions
that do not meet the above criteria
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RTW Law: Summary of provisions

RTW Contributions  Earnings
Limit

Option Required

o Yes, refundable  25% of FAC

terminati fiscal

Optiont upon terminating  (per fiscal
re-employment year)

RTW
X Yes None
Option 2

Employment
by Contract

Y No
or Corporate

Contract

None

Benefit Supplemental Position
Status Benefit Requirements
Available to all
Benefit suspended or .
Ny o part-time and full-
reduced if earnings limit . .
R NJA time direct
exceeded or if within 12-
" i employment
month waiting period e
positions
. Available to all
Benefit suspended Accrues O
7 full-time direct
for duration of supplemental
5 employment
re-employment benefit A
positions
Applies to all
Benefit suspended W[J b
employmen
for duration of N/A ploy Y
contract or
re-employment
corporate contract

03/07/2023

exists

2022 RTW Law (La. R.S. 11:710.2) *Higher Ed Only*

Applies to adjunct professor positions in a nursing program where a critical shortage

To declare:

Retiree eligibility:
* Retired on/before June 30, 2020
* Have at least 30 years of service

* Be at least age 62

Must list unfilled positions or positions filled
by retirees on websites of:

Post-secondary institution

1.
Institution’s management board

2.
3. Board of Regents

2022 RTW Law (La. R.S. 11:710.2)

No form required for new 2022 RTW Law
“Empioyer 107]

* Certifications statements are included in
the online enrollment process.

Enter Enrollment Information Below.

Mem

to-
Profeskor Nursing Program.

iber will be enrollzd under the ret
rk provisions of Act 549 In the Adjunct

Gender wpdace gender I

iy

inciuiog

{aiviion; o, compute,Internet, mimedi e phan, of corespondencs and may be
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Putting the laws into action

Notification from the employing agency sets the RTW Law in motion and the specific
impact is dependent on the provision selected.

= Suspension of benefits (when applicable): Initiated by the employer’s submission of
an online enrollment; the benefit is resumed with the submission of a termination
date.

Earnings limit (when applicable): Applied to gross salary reported during the
employment period provided by the employer.

Service credit (earned under RTW Option 2): Based on salary reporting and fiscal
year certifications.

Election to switch laws (or applicable provision): Effective upon employer’s
submission of appropriate enroliment.

Employer reporting requirements

I All retirees employed in TRSL positions require an online
Enroliments enrollment within 30 days of hire.

* Form 15ELEC required for every 2020 RTW enrollment

T . . Employers should submit an online termination date
erminations at the end of the reemployment period.

* Form 11RTW required for RTW Option 2 - allows retiree’s benefit to be resumed

* Form 7A required to initiate refund process - allows refund of eligible contribution

Salary and unsheltered contributions are required monthly for all provisions except
“Retired member” (2010 RTW Law) and employment by contract/corporate contract (2020 RTW Law) n

How to convert: —

Eligible retirees who wish to make this irrevocable
election should FIRSL s
* Complete Form 15ELEC and submit it to the
employing agency

The employer should
« Complete employer portion of Form 15ELEC and B T o P N
forward a copy to TRSL : e
* Submit a termination for the 2010 RTW
enrollment
« Submit a new enrollment under the applicable
2020 RTW provision in enrollment PORTAL B

03/07/2023
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How to convert: —

Eligible retirees who wish to make this election should

* Complete Form 15TR and submit it to the

employing agency

* Complete Form 11RTW* and submit to TRSL, if

converting from RTW Option 2
The employer should

* Complete employer portion of Form 15TR and

forward a copy to TRSL
* Submit a termination for the 2020 RTW
enrollment, if applicable

« Submit a new enrollment under the applicable
2010 RTW provision in enrollment PORTAL A

i
It

*required to resume retiree’s regular monthly benefit

03/07/2023

Pros and cons of switching groups

Converting from
2010 to 2020 Group

¢ Earnings limit option available
to all directly employed positions

e Earnings limit typically higher when
based on FAC

¢ Option 2 allows for additional service
credit

* Employment by contract results in
suspension of benefit

Converting from
2020 to 2010 Group

« If employed in capacity other than
described above, could have earnings
limit or suspension of benefit

* 36-month waiting period may be
applicable

Annual retiree audit

= No later than August 15: Employers must report to TRSL the earnings of all persons
paid in the prior fiscal year, including earnings for part-time, substitute, or temporary
employment as well as independent or corporate contract work. NOTE: This includes
earnings reported on IRS Form W-2 and those reported on IRS Form 1099.

Upon receipt of the file: TRSL auditors will

identify all retirees, comparing the

employer data to the information submitted in EMIS over the course of the prior
year. Additional certification may be required for variances or unreasonable

reporting.

REMINDER: Submitting timely, accurate enrollments is key to avoiding
overpayment charges that can occur with the annual retiree audit.
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Customized training available!

available via online webinar or in-person/on-site based

on your job duties and Update Permissions in EMIS
P #
Heather Landry e = )

Email: heather.landry@trsl.org
Phone: 225-925-7093 (0) or 225-361-34

Please complete online survey
to help us improve future
trainings!

* Survey link will be sent to all attendees
via email this week

* Survey link closes in two weeks

Surveys

03/07/2023
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