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Go-To-Webinar Audio Troubleshooting

Determine which audio mode Wil
you will use today to connect v 9

to our webinar: (O Computer audio
(@) Phone call

(O No audio

Using your computer’s mic & speakers? Using your telephone?

m Select Computer Audio. ©)  Seclect Phone Call.
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Webinar Friendly Reminders

>

>

This presentation contains general information and is meant to
be used as a guide during the webinar.

All participants are muted during the webinar.
Have a question?

» Type your question in the Questions area during the
webinar. The moderator will see it and

» Respond, or
» Flag for response by the presenter.

There will be a question-and-answer period at the end of each
topic.

» A compilation of questions-and-answers will be emailed to
all attendees.

Please maximize your screen size to have full use of the
webinar’s features.

If you experience technical difficulties during the presentation
use the £5 keyon your keyboard to refresh your console.



Agenda
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EMIS & Authorized Contacts overview
TRSL Eligibility and Enrollments
Optional Retirement Plan

Monthly Contribution/Salary Reporting
Service Credit Certifications/Corrections
Retirement/DROP Processing

Leave Information




TRSL vs. LASERS

» TRSL assigns agency
numbers

» Employer Contribution
rate is same as K-12
employer contribution
rate

» Service credit
awarded on fiscal
year basis

» Does not interface
with LAGov

LASERS’ agency number
generally assigned based on
Division of Administration
numbers

Different rates for employer
contributions based on
membership type

Service credit awarded on
calendar year basis

Interfaces with LAGov



TRSL Liaisons

» Each agencyis
aSSIgn ed a n ACCOUNTANT MANAGER Karla Henderson (225) 925-6462
ACCO u nta nt a n d RETIREMENT SUPERVISOR leff George (225) 925-1887
Retirement Benefits

An a |ySt | Ia ISO ns EMPLOYER TRAINING Sharon Lachney (225) 925-4097

Other Employer Services Staff

DEPARTMENT DIRECTOR Ed Branagan (225) 925-4846

ORP VENDOR LIAISON Paula Rhodes (225) 925-7863
RETURN-TO-WORK SPECIALIST lessica Trosclair (225) 925-3663

EMPLOYER TRAINING Heather Landry (225) 925-7093

Employer Services
TRSL Liaisons
Employer Training
Employer Surveys

GASB
Contact

Employer Reporting
EMIS Instructions

FTP/File Layouts

Procedures Manual
Contribution Rates

IRS Limits

Employer FAQs

TRSL Liaisons

To view the name and/or contact information for your agency's liaisons, use the search box below. You can search by the employer
name, employer ID, or liaison's first or last name. You will see an accountant liaison and a retirement analyst liaison for each agency;
please refer to the following list of liaisons' specialities:

+ Contact your Accountant Liaison: For help with Contributions Exception Reports, Salary Rejections lists, contribution rates,
ORP reports, enroliment eligibility, etc.

+ Contact your Retirement Analyst Liaison: For help with questionable years, service credit certifications, sick leave
certifications, actuarial cost corrections, etc.

l SEARCH




Employer Procedures Manual (EPM)

Employer Services
TRSL Liaisons
Employer Training

Employer Surveys

GASB
Contact
Employer Reporting

EMIS Instructions

FTP/File Layouts

Procedures Manual
Contribution Rates

IRS Limits

Employer FAQs

THE KEY Newsletter
Subscribe to eNews

Ask TRSL

» Employers’ guide for

TRSL reporting

Procedures Manual

The online procedures manual is a comprehensive guide to all TRSL processes and procedures that employers need for reporting

retirement data.

] Online Reporting Error Messages

Procedures Manual (by index number)
Index Subject (Revised Date)
Intro Introduction (07/2017)

0.0 Employer/Membership Information Site (EMIS) (12/2019)

1.0 Authorized Contacts & Employer Directory Contacts (11/2020)

2.0 TRSL Membership (02/2019)

3.0 Beneficiary Designation (12/2019)

40 Contribution Reporting & Corrections (12/2019)

5.0 Online Member Access & Statements (11/2020)

6.0 Service Credit Certifications/Corrections (11/2020)

7.0 Refunds of Employee Contributions (12/2020)

8.0 Transfers, Reciprocals, & Administrative Error Transfers (03/2019)
9.0 Purchases of Service Credit (10/2017)

"Mastering the Manual” tips

Series preview

New to EMIS?

Authorized contacts

New hires to enroll?

Please don't sign/witness blank beneficiary forms
Annual contribution limits

Member Access through EMIS

Reminders regarding service credit

Understanding the 90-day waiting period for refunds

Correcting administrative errors

"How much does it cost to purchase service credit?”

18 topic-specific indices




Index 0.0: Employer Membership
Information Site (EMIS)

» Index 0.0 provides an overview of TRSL's employer
access database, including basic instructions

Qz;r RSL EMPLOYER MANUAL X3

INDEX 0.0: Employer Membership Information Site (EMIS) December 2019

| Employer/Membership Information Site (EMIS)

CONTENTS This section pravides an overview of TRSLs employer access database,
including basic instructions for newly appointed employer personnel who
What is EMIS have been granted authorized access to the site. More detailed instructions

are provided in each Employer Procedures Manual index that corresponds

i . pe
Setting'started to a specific EMIS program.

Navigating EMIS

Members menu What is EMIS?
Member summary The Employer/Membership Information Site (EMIS) is a secure web site
screen where you can complete many TRSL reporting and certification functions.
Account history screen Through EMIS, employers can enroll new hires, certify/correct employee

data, upload required files/reports, and view various reports.




EMIS

» TRSL's employer database Updates

Apency Certification (Form 11B)

» Employers can

Annual Leave Update

» Certify/correct employee data Contribution Correction
Enrollments Submit
» Upload required files/reports Full-Time Only Corrections |0 _
DOA ORP Contribution
» OSUP reports: rrloueh Certifiation and P2t | boa satary Cantribution
Home Address Update
DOA Sick Leave
> Monthly ORP Salary Entry {up to 25 EmpIWLSUDRF Contribution
salary/contributions prior Year Salary COmection® |\ su MEDICAL ORP Contribution
Questionable Year Certification LSU Salary Contribution
» Annual sick leave Retiree Voluntaryfinsurance Dedug /W o Contribution
usa ge Salary Contribution Entry (up to 23 LSU Sick Leave
Sick Leave Days Paid Update LSU-MEDICAL Sick Leave
» View various reports Sick Leave Add and/or Update |
Terminations

Salary Contribution

Sick Leave

Submit Miscellaneous File




Member Summary

» Member’s personal information

» Historical record of TRSL-covered employment with dates

Member Summary

s I » Place to check to
R e = determine if member

Birth Date: ~ Age: .
can elect to retain
membership

Status Information
Sys Seq Status Code Date DROP Record

: AcTIvE W) oasraoe » Must have 5.00 years
TRSL Regular Plan Information Of se rvi ce Cred |t for
Date of Service Accrual: 02/29/2016 Average Comp: 50.00 o
ol Secut e oot eligibility
2015 Retirement Plan

Service Credit for Benefit Computation Member Contributions

Regular Service 4.33 Tax-Sheltered Regular Savings 19,209.13 m
Regular Salary Report as of 11/2020 1,985.01 S
Estimate as of 06/30/2020 4.33  Total Contributions 21,194.14
Member Summary

Service credit for eligibility as of 06/30/2020: 4.33

Account History

Empr ID | Emp Ind |Employer Name RTW Type Employment Dates

Member Hotations
r P - 02/29/2016 to 99/99/9999

Beneficiaries
Gender

Monthly Salary/Contributions

SSN Birth Date |Relation Type

Annual Salary History




Account History

» Location to view member’s service credit by fiscal year

» Way to identify any questionable years left to certify
when reviewing a member’s account

Account History | Members 1

Process ID Legend
System: 4 SSH: R @ Status: ACTIVE (A ) Member Summary
Name: = cmmm—— Status Date: 02/29/2016

Se : :
Service
Contribution Cert efit tio Actual Full Time  Service Credi
Eff Date Seq Emp Ind Source Amount Type Ind ¥ Earnings Eamnings  for Eligibility -
06302016 001 Primary poo e Member Hotations
1.458. 31 TSREG * 0.33 REGULAR 18,228.88 5447702 033
'ONLINE SAL CORR-1st Year of Employment N .
Monthly Salary//Contributions
06HI7T By 1,307.44 TSREG 033 JE 16,343.11 16,762.17 0.33
QUESTIONABLE YEAR
Annual Salary History
06/20/2017 002 Primary
4,207 26 TSREG * 1.00 REGULAR 52501.32  52501.32 1.00
06/30/2018 003 Primary W0 W
441514 TSREG * 1.00 REGULAR 55,109.46  55,189.46 1.00
06/30/2019 004 Primary W W
450176 TSREG * 100 REGULAR 5627195 5627195 1.00
06/202020 005 Primary [0 00
4 62666 TSREG * 1.00 REGULAR 5783198 5783108 1.00
Contributions Service Credit Eligibility
Regular Sheltered 19,208.13 Regular Service 433
Estimated service credit Estimated service credit
Total Contributions: 19,209.13 for benefit computation: 433 for eligibility: 43




Monthly Salary/Contributions

» Member's current flsgal | Monthly Salary/Contributions
year salary and contribution o o e —
reporting T T T 5
» Use to determine when o o e T
Agency Certification can be = L
completed o R
» Active members (EXP): - T

» “37: Earnings expected

» “47: Earnings may be reported

Member Summary
» “O”: No earnings can be

reported

Account History

Member Hotations

‘Einthw Salary/Contributions )

Annual Salary History




Employer Contacts

» TRSL uses this

Employer Contacts

screen to know who
to contact regarding
accounting and

Phone:

Charter School: No

Revised: 10/23/2020

Name

. TR

Status: Active
Employer Type: State Agency

retirement issues e R — — =
DP |IT UNDER DIV OF ADMINISTRATION - — —-— - ey _
> T h e Upda te PC |HUMAN RESOURCES MANAGER B i
- - . PH |HUMAN RESOURCES DIRECTOR . e L | - ————
Permissions section i et . —
AS |PAYROLL & BENEFITS MANAGER pr— i - i ————
S h OWS W h O Ca n P Descrip!ion of Contact Cades_ . .
AH Agency Head AD Agency Head Designee AS Authorized Signer BM Business Manager

access EMIS and

PS President of School Board
* Authorized to sign retirement forms

DF Director of Finance
PC Personnel Contact
RC Retirement Contact

DP Data Processing
PH Personnel Head

FS Director of Food Service
PR Payroll Contact

perform update

Update Permissions

functions

INQ  Inguiry
CCR Contribution Correction
SAL Salary Entry

Authorized User

ADR Address Change
PYC PY Salary Correction
ORP ORP Entry

Description of Update Codes

ENR Enrollment

SLU Sick Leave Update
AGC Agency Certification
ENR | TRM | CCR | PYC | SLU

INQ | ADR

TRM Termination
INS  Insurance Deductions
FSM File Submission

INS

SAL

ORP

AGC

FSM

Employer Contribution Accounts Receivable

Employer Contribution Charges

Employer Payments

L mployer Contacts
[ —




Index 1.0: Authorized Contacts &
Employer Directory Contacts

» Index 1.0 provides information on how to establish
and maintain accurate information contacts and
permissions in EMIS

CONTENTS
Authorized Contacts
(Form 1)

What is an authorized
signer?
Authorized inquiry only

#TRSL.

INDEX 1.0: Authorized Contacts & Employer Directory Contacts

access (EMIS)

Updating Authorized
Contacts (Form 1)

Form 1 requirements

EMPLOYER MANUAL 83

Nov 2020

Employers provide information necessary for TRSL to establish and maintain
accurate membership accounts. Each TRSL reporting agency must authorize
employer personnel who will report, correct, and certify employee data,
either by paper forms or through the Employer/Membership Information
Site (EMIS) via the Authorized Contacts (Form 1). Additionally, employers
can identify personnel who will serve as information contacts via the
Employer Directory Contacts (Form 1EDC).

Authorized Contacts (Form 1)

This explains details how to designate personnel responsible for certifying
data on TRSL documents and accessing/certifying data on EMIS. These
personnel must be authorized by their Superintendent/Agency Head or
Agency Head Designee on the Authorized Contacts (Form 1).




Authorized Contacts (Form 1)

» Designates personnel
responsible for:

TRS Teachers' Retirement System of Louisiana Form 1 (04/18)
I 8401 United Plaza Blvd, Ste 300 » Baton Rouge, LA 70809-7017 =
» PO Box 84123 » Baton Rouge, LA 70804-9123 [ EeT ]
Telephone: (225) 925-6446 Empcyer number
Toll free {outside the Baton Rouge area): 1-877-ASK-TRSL (877-275-8775)
wivw: TRSL.org » web.master@trsl.org

1f submitting multiple forms, please ) Ko ‘miqu
complete: Page ___of Authorized Contacts .

> I 2e p O rtl n g Print in ink or type all entries except signatures. Designate personnel who will ke responsile for certifying and accessing data. The eontact must provide

an email atdress 10 access the THSL darabase. Notify TRSL if 8 tontact changes so that unauthorized personnal will not have access to TRSL records.
The designated empiayeels) shoukd be famitiar with the accuracy of the data as the emplayer will be respensible, under the provisions of LSA-RS. 11:888(B)
(€}, for any errors that result rom incorrect certifications. Personnel will receive communication such as emad messages and Emplayer eMews Updates.

Arcess 1o TRSL member information is gowerned by the provisions of LSA-RS. 44:1 et seq. Informatian on TRSL DROP participants and revireas is more

H spedifically governed by LSA-R.S. 44:16 A and B, Any distriution or other use of this infarmation in viskation of these statutory provisions will be the sole
orrectin oy pe enplp

Manm o Emgloper

L ———

» Certifying —

Teiephors hurber (aith asa o) Fak M Gt dres cods) Agancy Websita cdess
. . . Mot of Desigaien Persca el Emal Radress eamc)
.
[RSL information in B —
Butherieed Sgnatuse? Chock desiredt sccess ights fizm 1he follssing
HOTE: o i checksd DY | O gy O eolments O sickfanmal eane update corections
EMIS or on paper RIS e PER P
0 s [ Aetinee wsseancs deduction O i simbsion O Saiay cepont famby for empbayens weth ne mors than 28 erplojess)
0 we O Home addness updaze. O Comebuion corection O ORP satary sepiort [eny for employers with no mare than 25 emplopess)
AR SgnEture e sl # “yes bax chackac) Tate [ i dignes, proside mame 1 be deeied
»
O H H I f t b [T p— [T eT———
» Original form must be ——
. st Sgatare? Check desrec aczem rights o tha folkvsing:
m HOTE: ¥ oo i chacksd vuirss | 0 oy O et 0 Scuiannuai ieave updte cormstions
S u b Itted e oty s e ) L1 #rnor year contbeatongicomactons O ferminations O agoncy Consicarian frama |18
0w O Retren inaacance vicucsion O fie sumssion O3 ol report forvy for oy wish o mare then 25 smpiopees)
OO orne adiress upeiate: O conrbusion caection O AP satary et son foe esnpicpers wath i oo then 795 exrphogess)
[m
Musthorize Signature (Use oAl A “yes” s checker) Datn Siored (mm-cidyyrrh W replicing or deleting & previous desigree, provide name i by deleted
| 4
3. Naive of Cesignated fersanel | Emai Address (recuiredt
o lwnmmmm
sutbertzed Signanre? Check desred) rcess ights kom she following

"ﬂfﬁ'*mﬂsfihmﬂ O inquiy O Ewolments O schionnuslieave cpdate eormections

O) prior pear cermbestiansizoncsons O Werwivations. O Agency Cortdaiion {Fawm 118
0= O ketive isssance deducsion O Fesuvmssion O sabsey raport forky Tor #mphoers with i mor U 25 empicyes)
0 O Home agdress upoate: O comi i o i ove than 25 erpiogees)

Autherzed Signaturs tuse oy o “yes” bos checked) DBate Signed {mm-ciok yyyy) W repiacing or dwating o previous desigroe, provds name 1o be deleed
»

| ity that the shave designatod e opee(h is sulhorioed s access aru ceriiy date mairisrand by the Toechers’ Retitement Sysiem af Louisiens.
Horra cf i

Date Sgnad i st

Additional copies can be made




Employer Directory Contacts
(Form 1EDC)

Teachers’ Retirement System of Louisiana Form 1EDC (04/18)
‘z;T'RSL 8401 United Plaza Blvd, Ste 300 » Baton Rouge, LA 70809-7017

PO Box 94123 « Baton Rouge, LA 70804-9123
Telephone: (225) 925-6446

Toll free (outside the Baton Rouge area): 1-877-ASK-TRSL (877-275-8775)
www. TRSL.org = web.master@trsi.org

» Designates personnel who
I g n p n n W Submit original form ONLY. No copies,
. . e s TRSL Employer Directory Contacts
will serve as prima ry bk i Pt e e . i e ey e e
ment System of Louisiana (TRSL). The individuals isted here will be included in TRSL's database for employer mailings. TRSL only allows one contact per

category.

OKmlmageD

[T m—

contacts for specific

Citg Statn B Tt T Cockn Agoncy Webito Addros:

retirement reporting A "

Saection 1 — Administrative Personnel

- Please include the appropriate professional and/for courtesy title (e.g. Dr. / Mr. / Mrs. / Ms. / Miss). Area Code
unCtIOnS Catzgory Name Position Phone # Ext. 8 Email
Agency Head
Agency Head
Designee

» Only one contact per S

Directar of Finance

contact code e

Directar
of Food Senices

President
of School Board

3 Original form must be

Contribution
Reports

submitted —

Optional

Retiremnent Flan

Payral

Personnel

Retirement

Norme of Aesthorized Sigrt (Phase )

Sigraturs of Autheriesd Siger [EE—r———

>

Contacts will remain until removed or replaced with a new Form 1EDC accepted by TRSL. Additional copies may be made.




Index 2.0: TRSL Membership

» Employer’s reference guide on TRSL membership
eligibility and enrollments process

qz;r RSL EMPLOYER MANUAL EXi

INDEX 2.0: TRSL Membership June 2018

The information in this section is provided to help you determine an
employee’s eligibility for membership and the steps needed to enroll the

CONTENTS eligible employee in TRSL.

Eligibility for TRSL membership State laws govern the rules of TRSL membership eligibility and enrollment.
Plan types Some of them are referenced below:
Membership eligibili e Definition of Teacher (eligible for membership) — LSA R.S. 11:701(33)
Ineligible employees e Part-time Employee Membership Eligibility — LSA R.S. 11:162

dalecsl b s e  Enrollment Timeline (60 days) — LSA R.S. 11:722

Part-time, seasonal, or

R e Retain Membership provision (at least 5 years eligibility service credit) —

LSARS. 11:723

. e TRSL Secondary Employer Criteria — Louisiana Administrative Code Title
Employees who contribute 58, Part III,§201.

tn hwin diffarant cuctame

Visas




Documents for Enrolilments Process

Documents to include in your hiring packets:

» Election to Retain Membership (Form 2R)
» Submit original to TRSL

» Forfeiture of Retirement Benefits/Attestation of
Understanding (Form 2FRB)

» Do not submit. TRSL will request if needed.

» Statement Concerning Your Employment in a Job Not
Covered by Social Security (Form 2SS)

» Submitto TRSL
» Beneficiary Designation for Non-Retired Members (Form 3)
» Submit to TRSL timely

» Employee/member responsibility to submit form



Election to Retain Membership

(Form 2R)

Teachers’ Retirement System of Louisiana Form 2R {0618}
‘z. 8401 United Plaza Blvd, Ste 300 = Baton Rouge, LA 70809-7017
PO Box 94123 » Baton Rouge, LA 70804-3123

Telephone: (225) 925-6446
Toll free (outside the Baton Rouge area): 1-877-ASK-TRSL (877-275-8775)
www. TRSL.org & web.master@trslorg Submit original form
ONLY. No coples, faxes,
or scans are accepted.

Election to Retain Membership

Section 1— Member Information

» LSAR.S. 11:723 allows a TRSL

Wamma Lt i, MY, st U, W, etc) Socisl Security numiber
Strast/ PO Box
‘Attach copy of card
City s,
e Date of birth
Dayme toksphora Evorng taophons .
( ) ( ¥ men-dd ey

Louisiana Revised Statute 11:723(A) allows any person who is a member of the Teachers” Retirement System of Louisiana (TRSL), who has
service credit of at least five years In TRSL, and who becomes employed in other public empioyment where he or she is no longer eligible for
membership in TRSL but is eligible for membership in another statewide retirement system, to remain a member of TRSL in lieu of membership
in the other statewide retirement systemn by filing a notice, in writing, with TRSL within 60 days after the effective date of employment.

| understand that by this form, | have elected to remain a member of TRSL. | also understand that this election is imevocable.

Tepicants sgraturs D rat print of g Tt sigrad fmm e ]
»>
Section 2— To be completed by employer

Ham o rmployer Emplayer' elophona rumbs
{ )
et 770 B Ty s, 70
Tite of peation
i EEEE
Employment Status
Date of empleyment
[Clrurtime [T paritime [T unclassifed G appiicable) ~ Fulk-time equats _ nours per day.
1 /
Annual full-ime earnings This employee will work . hours per week. T dd yyyy
nt Is being envolled In: | Basls of employment For what
percent o the first year
ReguiarPen [ ] mane | [Jomontns [homonts 711 mentns [T]12 mentrs  wil the applicant be employsd? %
Check the appropriate box for each category below:
[lves [lnoe Hisiner first employment making him siigibie for inal on o after January 1. 2013

[lves [wos He'shewss employed in 2 positon aligibi for membership in 3 Lousiana public rerement system pror o January 1. 2013, but helshe
terminated seniice prior to January 1, 2013. Through re-employment on or after lanuary 1, 2013, hefshe is again efigible for member-
ship in & Lousiana public

[lves [Jnos Hefshe asumss an siective offics an orafte January 1. 2013, and by virue of that service o srevious public senvice, hashe & sigbie
for membership in a Louisiana public retirement system.

* If the answer to all three questions above is NO, you do not have to complete the “Forfeiture of Benefits™ section below.
Forfeiture of Benefits - Employee Attestation (Check the appropriate box below whether or not the employee has signed Form 2FRE.)

] e ! hersby certty that this employes has received and executed TRSLs Forfeture of fstrement Benefit - Attestation of Understanding fForm
2FRg), and that this fom will be in the personnel records of this employer.

I MO State law, La. R.5. 11:203, requires tha this employe receive and axecute TRSL Forfaiture of Retirement Benlits - Attestation of Understand-
ing (Farm 2FRB). The enrallment of this emplayee cannot be completed until Form 2FRB is properly executed in compliance with state law,

member with at least 5 years of
TRSL eligibility credit who begins
employment in a position eligible
for membership in another state or
statewide retirement system can
elect to retain their TRSL
membership

» LSAR.S. 11:723 not applicable to
employees covered by Parochial
Employees’ Retirement System of
Louisiana (PERS) or Louisiana Clerks of
Courts Retirement & Relief Fund

Election to Retain Membershi
(Form 2R) must be completed
within 60 days of new employ



Form 2R Errors

TRSL Liaisons

To view the name and/or contact information for your agency's liaisons, use the search box below. You can search by the employer name,

employer 1D, or liaison's first or last name. You will see an accountant liaison and a retirement analyst liaison for each agency; please refer

to the following list of llalsons specialities:

+ Contact your Accountant Liaison: For help with Contributions Exception Reports, Salary Rejections lists, contribution rates, ORP
reports, enroliment eligibility, etc.

+ Contact your Retirement Analyst Liaison: For help with questionable years, service credit certifications, sick leave certifications,
actuarial cost corrections, etc.

I |

Other Employer Services Staff

DEPARTMENT DIRECTOR ACCOUNTANT MANAGER RETIREMENT SUPERVISOR

Ed Branagan Karla Henderson leff George
(225) 925-4846 (225) 925-6462 (225) 925-1887
ORP VENDOR LIAISON EMPLOYER TRAINING EMPLOYER TRAINING

Baula Rhodes Sharen Lachney Heather Landry

(225) 925-7863 (225) 925-4097 (225)925-7093

» Contact your

EXAMPLES: Incorrect date of employment (hire date),
enrollment to be deleted if employee was not eligible to participate
in TRSL (part-time, seasonal, or temporary positions), etc.

TRSL Accountant
Liaison for
assistance with
any errors
discovered after
submitting the
Form 2R



Part-time, Seasonal, or Temporary

Generally, employees who are part-time, seasonal, or
temporary are not eligible for membership

Retaining TRSL membership for part-time, seasonal, or
temporary employees is not allowed unless the employee
meets the below criteria:

» Ten (10) year rule
» 10 or more years of TRSL eligibility service credit

» Part-time definition: Employees who work 20 hours or less
are considered part-time and are not eligible to retain
membership unless they have 10 or more years of TRSL
eligibility service credit. Employees who work more than
20 hours per week can retain membership.

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

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




Forfeiture of Retirement Benefits -
Attestation of Understanding
(Form 2FRB)

RS Teachers’ Retirement System of Louisiana Form 26RE (1131
I | €401 United Plaza Blvd, Ste 300  Batan Rouge, LA 70809-7017 [ 00-3FRE |
¢ PO. Box 94123 « Baton Rouge, LA 70804-9123
elephone; (225} 925-6446 » Fax: (225) 925-4779
Toll free (outside the Baton Rouge area): 1-877-ASK-TRSL (877-275-8775)
www. TRSL.0rg = web. master®irsl org

Forfeiture of Benefits — of

. .
Allindividuals empioyed on or after January 1, 2013 are required to read and sign this attestation form.
I I eW I eS a e eq u I e O La. R.5. 11:293 provides for the forfeiture of retirement benefits by a public employee or elected official (hired or beginning
service on or after lanuary 1, 2013) comvicted of & *public corruption crime.* This law defines *public corruption crime* as
a state or federal felony committed on or after January 1, 2013, in which the sentencing judge finds that the public servant
. acted willfully and in the course and scape of his official capacity and that any of the following apply:
1. The public servant realized or attempted to realize a financial gain for himself or for a third party
2. The public servant committed any criminal sexual act with or upon the person of a minor, and there was  direct as-
sociation between the public servant and the minor related to the public servants employment. e
The statutory text of La. R.S. 11:203, setting forth the provisions of law governing forfeiture of benefits, is below:

hibdivision of the state for monetary foss:
Do s b e ot e

o the metber's &pouse, dupandent, of for-
TR e DDA [ oL P

» Keep this form in employees’

d2 ntorma
A, As used 1n this Section, the followlng, words or phirases shall have the followlng meanings: Z‘:,;mmmmy,m nineal]
J n accondanco with extung com iy
(1) *Convictlon™ m'munm’mammmmw guiliy plea. or plea of nolo contendere that is final, and all appellate
personnel records i Sy ety
(2) ~Public comup state or federal felony commitied on or alter January 1. 2013, 1n which the sentencing judge finds.
e pubtic ssevan acid ity st and the evidence X e e
{ormr spouso i consection wth e crme.
@) e prontor o bmsef o for a thisd party.

" fremant system to-

» The Form 2R will require ST e -

(3) ~Public reurement system means any state, staewide, ox any local public reurement system, plan, or fund.

(4 - - an 35 doined i 5. 421102 who 15 4 mombar, omar membr. ke direct payment of the benefit awarded to
plan pastictpant, P of the

agency to verify if the e . w2

(8 e eployed 1. postion kg e e o mamber 4y rlroaat s i o s 1. 013, b o 3
e s service prior 10 that date and is reemployed in such a posidon on or afier that date. P MBMETLCR Mk of rtitees, It s

fsystenrs use.
€, e assumes an lcve i on o ater a1 013, 4 by i of iz

employee has completed and et T pmmmmm

ket e ki ST R S
mnrmwmuulum tntesast of a current or former spouse.

signed the Form 2FRB G S

(2)ia) 1 tha coun determines

i
any kind undor this T mwpurmluaﬂh'mmw conenibuiod by 1hd PUDRC 0rvans 10 th e anont sysiam

or pay
A e, St 10 ST 0 of (4 PASEEO [P such ormation and assmie 1.0

Page 10f 2 o o a feceral public cormupion crme,

» YES: enroliment is processed SR

T e STy oy o o o Alier ARy T, 2013,

» NO: enroliment is not processed —

and its contents.

e s e

>
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Statement Concerning Your Employmen
in a Job Not Covered by Social Security
(Form 2SS)

Form 255 (101141

» TRSL members do not pay into o

Information abom TRSL Form 255 (Form $5A-1945),
[¢ Your in a Job Not Covered by Social Security

Social Security and are subject T

later in a job not covered under
| Security benefits.to which they

t th f | I H - 'z TRS Teachers® Retirement System of Louisiana Form 255 (1014) e by i sy
‘8401 United Plaza Blivd, Ste 300 « Baton Rouge, LA 70809-7017 Cover ocial Security,

(0] e 10l1owINng. e ey R e L
Telephone: (225) 925-6446  Fax: (225)925-4779 act the amount of a workers

Toll free (outside the Baton Rouge area): 1-877-ASK-TRSL (877-275-8775) Fect any possible Social Security

www. TRSL org » web. master@trslorg

[¢ ing Your Employment in a Job Not Covered by Soclal Security

» Government Pension Offset (GPO) ~== SEEECEECEED
Ermpdoyer Mame Employer D8 U
» Windfall Elimination Provision (WEP) Vot ey oy ol et e o Sy e . o Joes [ emn s e oms

Social Security based on either your own work or the work of your husband or wife, or former husband or wife,
your pension may affect the amount of the Social Security benefit you receive. Your Medicare benefits, however, loyeas.

will not be affected. Under the Social Security law, there are two ways your Social Security benefit amaunt may
be affected

H 1 Windfall Elimination Provision (WEP)
n eW I res a re re q u I re O Under the Windfall Elimination Prawision, your Sacial Security retirement or disability benefit is figured using a

modified formula when you are also entitled to a pension from a job where you did not pay Sogal Security tax,
As a result, you will receive a lower Social Security benefit than if you were not entitled 1o a pension from this
job. For example, if you are age 62 in 2005, the maximum monthly reduction in your Social Security benefit as a

.
result of this prowision is $313.50. This amount is updated annually. This prowvision reduces, but does not totally
elln!maw, your Social Security benefit. For additional information, please refer to the Social Security publication,

o Mot y secunty,

“Windfall Elimination Provision."
Government Pension Offset (GPO)

Under the Government Pension Offset, any Social Security spouse or widow(er) benefit to which you become
entitled will be offset if you also receive a federal, state, or local government pension based on work where

> FO rwa rd CO m p I eted fo rm to T RS L ?;&?S;ﬁtiﬁfl,ﬁ‘;”;%?&lﬁi;‘Jﬁf&;ﬁ‘i;ﬁ? the amount of your Social Security spouse or widowier)

For example, if you get a monthly pension of $600 based on eamings that are not covered under Social Security,
two-thirds of that amount, $400, is used to offset your Social Security spouse or widowder) benefit, If you are
eligible for a $500 widowler) benefit, you will receive $100 per month from Social Security, $500 - $400 =
$100. Even if your pension is high enough ta totally offset your spouse or widewvier) Social Security benefit, you
are still eligible for Medicare at age 65. For additional information, please refer 1o the Social Security publication,
“Government Pension Offset.”

For more information

Social Security publications and additional information, including information about exceptions to each provision,
are available at www:socialsecurity. gov. You may also call toll free 1-800-772-1213, o, for the deaf or hard of
hearing, call the TTY number 1-800-325-0778, or contact your local Social Security office.

| certify that | IINImNIdTISLNMZSSImeSSA—ﬂ‘ﬂW(MHMIMMMH“M“M

of the Windfall Pension Offset (GPO) on my potential future
Social Security benefits

Signature of Employee Date (mim-dd-yywy)

»>

Form 55A-1945 (11-2004)




Beneficiary Designation for Non-
Retired Members (Form 3)

>

Employee's responsibility to
complete the form and
submit to TRSL

TRSL only recognizes the
Form 3 on file at time of a
non-retiree’s death

Forms submitted after a
member’s death are not
accepted

+']'RS]__ Beneficiary Designation for Non-Retired Members
—— 3 =

Swhbmitt DRIGINAL forn ONLY.

No coplas, faxes, or scans accopted.

Print in ik or byps il srviries srcept sigrotune. incompleis-or shensd fomwil bs e, The folowisg bessficeny Seeprason(y wil mples

8 e o, Dot of Somiciaris oo e ol 1 s TEL AP, frvet o by TESL shor . ek o S ety

chomy sl bl g wie. T e s e e o particirind in v i wok

e s e 2C ey Comgr Wi ooy Lot

Bewre Lrd Fird WA ol Wi [ ety rumber ree-aedeni Fra—
ik

=T ] o bt

Pipares ircisda AL herabciarm ik H aroarh wil b chwsind syl ]

T e e e Sl e St e e
meec. H WEECH an it Form ] and CMct the 3o iy Wctos | o mups | DT WSS ) O OTIRGET” el i
sigka b ‘i afl iy et i, 3 bofoe i rerbe dom. A b & szt '.-':;Thu megurnr, Try hurer g wenmars

" mimatoe | = | hhw | e [
Ow O | ®
Cly Ol %
Om Or ®
Ow O | ®
T e s | e |;:=?E|.
Ow O [ | %
Ow COf [ | *
Ow O [ | ®

'n::'q-i;:qujrw-u_ﬂ.m.m:nm:::m-q:mlumn_qmu

P Bioe 41 23 « Barton Aouge, LA PESDE-9123 « 1-B77-ASK-TREL [1-B77-275-B775) « veww: TRSLong « wish masfoni rslorg




Index 16.0: Optional Retirement
Plan (ORP)

» Discusses the defined contribution plan available to
academic and unclassified employees of Louisiana
colleges, universities, and community colleges

Qz;r RSL EMPLOYER MANUAL ()

INDEX 16.0: Optional Retirement Plan (ORP) March 2018

The Optional Retirement Plan (ORP) is a defined contribution plan and
an alternative to the defined benefit plan administered by TRSL. The ORP
CONTENTS was established on July 1, 1990, to provide retirement benefits to eligible

participants while affording maximum portability.
Key features of the ORP

ORP contributions Eligible employees make an irrevocable election to participate in ORP. ORP
ORP carriers participants are not considered TRSL members.
Ellgibility Key features of the ORP:
ORP-eligible employers
Determining employee * An ORP account is owned by the participant, and there is no
eligibility waiting period to join the plan.
ORP eligibility for ¢ ORP accounts are portable.
non-higher education . | thei )
employees * ORP participants control their own investments.
Timeframe for choosing * Employee and employer contributions are invested by the
to participate in ORP designated ORP carrier in the investment option chosen by the
Transfer of funds from participant.

TRSL Regular to ORP e Participants are 100% vested from the date of ORP enroliment.




What is the Optional

Retirement Plan?

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

» Provides retirement benefits to participants based
on contributions and interest earned

Optional Retirement Plan

What is the ORP?

The ORP (Optional Retirement
I Plan) is a defined contribution [5]

» Portable plan, under Intemal Revenue
Code §401(a), in which account
. ' . . holders direct their own investments
» The decision to participate in ORP is through private carriers
irrevocable Am | eligible?
Academic and unclassified employees of
» ORP participants do not participate in TRSL's Lovislana oolfeg;: ur;iw?rstirtzs;;ﬁe;muniw
Defined Benefit Plan and are not considered TRSL retirament plan s siso avallbie 1o employess
members. G
» Participants control their own investments b i PR
through private carriers e e
the date of enroliment.
» Employee & employer contributions are invested + Member and employer contributions are
by the ORP carrier in the investment option(s) gt sy sk g
chosen by the employee. chosen by the member.
. The performance of_the membe_.-r‘s
» Participants are 100% vested from date of el e P il
en rol I m ent are provided, but not guaranteed, by the

ORP carriers.




ORP Eligibility for NON-higher
Education Employees

» |If the ORP participant is employed in a TRSL-covered
position, he/she must remain in ORP, regardless of the
number of years (This holds true even if the position is
not in higher education)

» If the ORP member is employed in a position covered by
another Louisiana public retirement system, see below:

» If member has fewer than five years. You will enroll
him/her in the new retirement system

» If member has five or more years. He/she can opt to
retain ORP membership under TRSL by completing a
Form 2R within 60-days of new employment

ORP members are 100% vested from the date of enroliment
and make an irrevocable election to participate in ORP.




ORP Enroliment

» Application for Optional
Retirement Plan or Change
of Carrier (Form 16)

» Employee completes
Sections 1-3

» Employer completes Section
4 and submits original Form
16 to TRSL for processing

Teachers' Retirement System of Louisiana Foem 16 (06/15)
.zJRSL 8401 United Plaza Blvd, Ste 300  Baton Rouge, LA 70809-7017 o016 |
PO, Box 94123 » Baton Rouge, LA 70804-9123
Telephone: (225} 925-6446  Fax: (225) 925-4779
Toll free {outside the Baton Rouge area): 1-877-ASK-TRSL (877-275-8775)
www, TRSL.org » web.masterditrs!.org

Application for Optional Retirement Plan or Change of Carrier

Print in ink or type all entries except signatures. Incomplete forms will be returned. This & a multipurpose form to be used by indsadusly joining the
Opr i {ORP) o by hanging canmiers. The e of this Sorm contains inth aboun the ORF

Torowt (PO B
e o e
Social Secursy number Cate of tarth [ ™ 3. oo e ot via
. | [ s e
| 1 . ! . | S| 1=t [ femae Ito
Ta b compleied only by cument members of the Teachors System (TRSL:
a1 warnter my accurmulated contributions with TRSL to the D8P carmier | have designated below,

[ rere——

[0 wowsevotimeer (] changs of b camier [ usting 06 participant ot vk
ORP carrer ORP carrer code l_ T
Section 3 — Applicant’s signature

ion for the (L ith LSA-RS. 11:921-031. | understand that future

employeo loss a small fow, and the of future employer contributions will be forwarded to the
ORP carier dasignated abowve, | have resd the back of this form. | that | can naves bos mamber of TRSL

and that no lump-sum payout of the entire account can be made from the ORP carrier directly to me during my lifetime,

= — T e

>

Soction 4 — Agoncy cortification

Harrw: of agency . Agancy numibes [_l..._._
Effective date of DRP slection Effectve date for change of camier immyyy) I —_or when thiz

idate of empioyment for new smployees) mimedd-py foem 15 received by TREL, whichever & later. Contnbutions withheld for this

peiod and thereafier will be transfsrred o the camiar in Section 2 above.

¥ cortify that this employes is eligible to participate in the ORP according to LSA-R.S. 11:925 and that he or she has signed a contract with the
carrior designated above,

Er

>

See reverse side for important information




ORP Contribution Components

Employer contributions: The total contribution rate for all
employers includes the following:

» Transfer Amount:

» The percentage amount actually transferred to each
ORP participant’s account; set by law

» The transfer rate is 6.2%
» Shared UAL:

» The percentage all employers pay toward the
unfunded accrued liability (UAL) and retained by TRSL




ORP Transfer Amounts

Employer Total transferred
portion to be to ORP carrier
transferred account

*Employee
contributions

1.95% 06.2% 14.15%

* ORP participants contribute 8% of salary, less a 0.05% TRSL administrative fee. TRSL
transfers 7.95% of the employee’s contributions to their selected carrier.




ORP Salary & Contribution Limits

» Contributions reported/transferred to the ORP carriers
are limited to $58,000 for calendar year 2021

» The limit includes both the employee and employer
contribution amounts




Termination of ORP Participants

» You do not process an online termination in EMIS for
an ORP participant

» You must go into your agency’s software and
terminate 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 carrier



Index 4.0: Contribution Reporting &
Corrections

» Provides information on salary and contribution reporting

» Includes instructions for identifying and correcting
previously reported contributions for current year and
prior years

Qz;r RSL EMPLOYER MANUAL £

INDEX 4.0: Contribution Reporting & Corrections December 2018

CONTENTS

Contributions & reporting

Contributions
Earnable compensation
Monthly salary &
contribution reports
Special cases
Leave without pay
Docked by substitute
Extended sick leave
Sabbatical leave
100% accrual

Part-time employees
Workers' compensation

DROP participation

Eirlanahad amnlausnc

Contributions and reporting

As a participating TRSL reporting agency, accurate and timely contribution
reporting and payments is an important part of your TRSL reporting duties.

This index provides information and instructions for TRSL reporting
agencies to accomplish the following:

¢ withhold employee and employer contributions on all TRSL-eligible
earnable compensation
e prepare and submit accurate and timely contribution reports

e remit contributions promptly and review employer account activity to
ensure accurate credits, payments, and adjustments for your agency's
accounts

e identify and correct any previously reported contributions for current
year and prior years requiring corrections

e process terminations for TRSL-covered employees who have resigned or
are no longer eligible to contribute to TRSL




Office of State Uniform Payroll
(OSUP)

» The Office of State Uniform Payroll (OSUP) submits
salary and contributions information (monthly files) for
most state agencies

» If your agency is not OSUP-based, you may have the
option to enter salary information directly into EMIS or
submit a monthly file

» Generally applies to Boards and Commissions




Earnable Compensation

» Definition:

» 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
15t of each month

» Payments made after close of fiscal year should
be moved to the correct fiscal year




Earnable Compensation

Earnable compensation can /nc/ude the following:

» Cash housing allowances
» Overtime, bonuses, stipends, supplements, etc
» Bonuses (market rate adjustments, promotions

» Compensatory leave payments

Not an inclusive list. Contact your Accountant Liaison for help.



Earnable Compensation

Earnable compensation exc/udes the following:

» Per diem

» Post allowance

» Payment in kind

» Hazardous duty pay
» Reimbursement of expenses due to employment
» Payment in lieu of unused sick or annual leave

» Lump sum payments for discontinuation of
contractual services




Contribution Rates

» Contributions are calculated based on member’s
gross earnable compensation

» Member (employee) portion: 8.0%
» Employer portion (subject to change each fiscal year):

» Normal cost: Amount needed to fund benefits
accrued in the fiscal year

» Administrative expense rate: Non-investment
administrative expenses of TRSL (funded directly
beginning in FY 2019)

» Shared UAL: Unfunded accrued liability payment




LASERS vs. TRSL Contribution Rates

Employer rate (ER)
Employee

contribution Admin
rate expense Total ER
rate

LASERS/TRSL

Fiscal year sub-plans

Rank & file employees

(prior to 7/1/2006)
2"335232 _ 1.97% 0.87% 36.70% 39.5%
Rank & file employees 8.0%
(on or after 7/1/2006)
K-12 Regular Plan* 8.0%
eyl Lunch Plan A 9.1% 3.3377% 0.38% 21.47%
2021-22 Lunch Plan B 5.0%
Re:u'lgahre;ég 8.0% 2.6210%  0.38%  21.47%

*Includes university laboratory schools

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




Full-time Earnings

» Definition (for monthly salary reporting):

» Compensation the employee would have been
paid had she/he worked full-time in a TRSL-eligible
position for the entire month

» Must be equal to or greater than actual earnings
» Can never be less than actual earnings

» Do not reduce because the employee is docked or on
leave without pay (LWOP)




Identifying Errors:
Monthly Salary/Contribution Report

» 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 Accountant or 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




Contribution Exceptions

- l I e: A l leacners Reurement
‘z’ System of Louisiana

| Employers ) LEEE

Employer Contribution Accounts Receivable
___t Employer Contribution Charges
Employer Payments

- ' Emnlover Confacts

elcome, Sharoni!
“mployer: TRSL

» Available from the “Employer Contribution Charges”
screen under the Employers menu in EMIS

» ldentifies reporting and enrollment errors

» Should be reviewed, cleared, or reconciled each month

» Cumulative report: Clicking the last month posted will pull all
current contribution exceptions that need to be cleared




Retrieving the Contribution
Exception Report

R : t h E I Employer Contribution Charges
» Review the Employer _ N
. . Fiscal Year: 2021 Show Rejections
CO nt rI b u tl O n C h a rges Mo Earnings Sheltered Unsheltered Full-Time Employer
. JUL Error Transmittal 1,503,638.79 117,799.72 842.92 1,504,442.20
screen in EMIS after peosatl I <] I I ] IR,
Posted 1,502,153.16 117,680.87 842.92 1,506,705.95
posting your monthly wo s [t womena] el el wen
. . CCRs 12,241.73 979.31 0.00 121,963.27 4,791,167.62
S a I a ry / CO nt rl b u tl O n S re p O rt Posted 18,570,417.15 1,474,398.32 843883 || 18,704,622.15
SEP Emor Transmittal | 18,413,023.67 1,458,735.86 11,081.27 | 18,413,023.67
for the Re gular G| rems|  rseos wo| | amoss
Posted 18,414,97747 1,456,892.12 11,081.27 | 18,590,959.55
Plan (System 4) S Pl IRl Bl Bl (o
CCRs 0.00 0.00 0.00 197,430.54 4,787,775.88
Posted 18,440,991.78 1,455,165.08 16,888.29 |  18,638,422.32
.
> CI I C k O n th e | a St “ E r rO r 7 NOV  Error ;::::"m'::’ '5-529-:::;-: 13611;::;: 17:“1$ 13-529-:::::;
CCRs 2,914.79 23318 0.00 2,914.79 4,781,066.54
m e S S a ge O n th e SC ree n Posted 18,531,265.67 1,462,290.74 17,12056 | 18,531,265.67
TOTAL Report || Transmittal | 75,469,630.79 5,969,213.19 54,380.87 |  75,470,434.20
Rejections 2,166.79 173.34 0.00 2,166.79
CCRs -7,659.07 61272 0.00 503,708.23 ||  19,468,620.67
Posted 75,459,804.93 5,968,427.13 75,971,975.64




Contribution Exception Report

Date:  12/0H2020 Teachers' Retirement System of Louisiana - Regular Plan
Tima: 4:35:22FM Contriiution Exceplion Repart
Fir Fiscal Yoar 2020-2021
Employer: 070
Feporting Contrib Anbusl Full-Tims  Expspblon
Fariod Type Earninge Earninge Maccage
_-zhi.m-_tm.m atatuc situs Doty Coniring
- NEAL "
OBMV200E ACTIVE QBIOV20OE  11:2020 Enrelled reat regored.
- _ T GREGORY R
QBOB/Z01E ACTIVE QBOBZOIE  11/2020 Enreiled rat repored
' BAUDEAN.
1212018 ACTIVE QMOWIE  11/2020 Enreiled rat repored
. - VICTORIA K
OBMNI0IE ACTIVE OBMNIOIE  11/2020 Enrelled rat repored

- -MYERS
1 VEN2000 ACTIVE Q11442000 112020 Enrolled nat reported.

~ _P" TABITHA C
OBAI0TE ACTIVE OBAWIONE 112020 Enrolled nat reported.

S V0L —

aTHE2018 ACTIVE a112019 112020 Enrolled nat reported.
- JENNIFER A
a7F24:2013 ACTIVE ar242013 112020 Enrolled nat reported.
A -FOSTER -
QEDE2016 ACTIVE OBNE2016 112020 Enrolled nat reported.
B . JESSICAF
avo2012 ACTIVE OBNE2012 112020 Enrolled nat reported.

- -WILLIAME
0152015 ACTIVE 08152016 112020 Enrelled nat repored.

Souroe: EMIE, ConfrbulicnExcemion




Clearing Exceptions

Updates

Agency Certification (Form 11B)

Annual Leave Update

ﬁ entribution 1‘.2~:J|rr~e,-|::1tia::-__-fi)I

Full-Time Only Corrections

Home Address Update

Journal Entry Review

KPrior Year Salary Correctiond

Questionable Year Certification
Retiree Voluntaryfinsurance Deduction
Sick Leave Days Paid Update

Sick Leave Add andfor Update

(Cormination>

» Online updates in EMIS

» Enrollments (if authorized)
» 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)



Retrieving Salary Rejections

» Review the Employer

T e Contribution Charges
L S | screen in EMIS after

Employer Contribution Charges

Month Earnings Sheltered Unsheltered Full-Time Employer

WL Report | Tramsmival| 176155581 |  tangeade o] 176330277 pOSti n g your mon th |y
Rejections | 26206846 2016562 00| 25208816 i i
CCRe 1,358.45 10869 00|  ABd4s| 38900682 sala ry / contributions
Posted 150812748 12085045 000 150967645

MG Eror | Tanemital| ) w2 o] ez repo rt for the Regu lar
= Mw Twoom "W . Plan (System 4)
Posted 100826556 822612 00| 102863770

o s > Click on the “Show

Actual Sheltered Unsheltered FullTime

Month/¥ear | SN Eror Message

Eamings Contributions | Contributions Eamings

Rejections” button

0712020 128,861.44 10,308.97 0.00 128,851 44EARNINGS > 69898 99 DISALLOWED
(77020 | S— 11944172 955045/ 0.00 119,441 7AEARNINGS > 59309 99 DISALLOWED n ea r tO p Of th e SC re e n
0712020 3,765.00 301.20 0.00 3,766.000PERSON IN ESTIMATED STATUS .

e i » Screen will update and

e 97 g ,910.?4NEG MONEY AMOUNT DISALLOED display rejected records
- RTET 1 T 00 -113,3?3_:)!*&5 NONEY AMOUNT DISALLOWED at bottom of the screen
TOTAL 857880 1886289 00 22878240 in calendar month
L 574872 45090 000 5,?43_7+EE MONEY AMOUNT DISALLOWED order

TOTAL: 514872 -459.90 000  Gr4sn2




Salary Rejections

Month/Year

35N

Actual
Eamings

Salary Rejections

Sheltered
Contributions

Unsheltered
Contnbutions

FullTime

o Error Message

072020 128 86144 10,308.97 0.00 128,861 44EARNINGS > 99999.99 DISALLOWED

072020 - 11944172 9,550.40 0.00 119 441 TAEARNINGS > 99999.99 DISALLOWED

0712020 - 3,765.00 301.20 0.00 3,769.000PERSON IN ESTIMATED STATUS
TOTAL: 292,068.16 20,165.62 0.00  252,068.16

1072020 -121910.72 -0.752.92 0.00 -121,910. 7ANEG MONEY AMOUNT DISALLOWED

1072020 -113,873.08 -9.109.97 0.00 -113,873.08NEG MONEY AMOUNT DISALLOWED
TOTAL: -235,783.80  -18,862.89 0.00 -235,783.80

122020 | N, -5,748.72 -459.90 0.00 -5, 748.T2NEG MONEY AMOUNT DISALLOWED
TOTAL: -5,148.72 -459.90 0.00 -5,748.72




Reconciling Rejections

» Common rejection types:
» ORP MEMBER
» PENDING RET/DROP
» ESTIMATED STATUS
» CONTRIBUTION MUST BE O
» NEG MONEY AMOUNT DISALLOWED
» EARNINGS > 99999.99 DISALLOWED

NOTE: Refections remain on the report and do not fall off, even after correction




Contribution Correction
(Online Corrections)

» Corrects salary reporting in the current fiscal year

» Adds, edits/changes, or deletes monthly salary
postings reported

Contribution Correction
System: 4 Employer: m .
SSN: Fiscal Year: 2021
Name: . Reporting Month/Year: 09/2020

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 month.

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

6. Enter actual earnings and full-time earnings with the decimal. For example, to enter 510 key in 10.00.

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

Actual Full-Time Contribution Contribution

Earnings Earnings Amount Type

Edit 7270.67 7270.67 581.65 30 Delete




Prior Year Salary Corrections

(Online Corrections)

>

Use to correct prior year actual
earnings, contributions, and
full-time earnings

Must enter annual actual
earnings and full-time earnings
for a prior (closed) fiscal year

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

Prior Year Salary Corrections

Employer 1D:
Fiscal Year: 2015

shererea Primary | usel, nz 13088 | 15,861.02

Instructions for using Prior Year Salary Corrections:

1. Enter the actual earnings and full-time earnings and click "Submit” if replacing Sheltered data that has been posted for the year.
2. Click "Delete Posting” to delete the Shaltered posting for the year,

3. Click “add Unsheitered” to open the Unsheltered line for editing. Enter the combined full-time eamings on the Sheltered lina.

4. If you do not want to change posted Sheltered values when adding Unsheltered, leave the Sheltered actual earnings box empky.

Actual Earnings Full-Time Earnings Delete Posting
Sheltered: | | 0

|| Add Unsheltered:

Instructions for using 100% Switch:
1. To executs a 100% contribution type switch from Sheltered to Unshelterad, dlick the "100% Switch™ box only.
[ 100% Switch

Instructions for using Salary Comment:
1. Select a reason for the correction.

2. A comment can be added for additional information nee ded
te clarify the cerrection. The comment is eptienal unless a
reason is not chosen in which case the comment is required.

Reason: | ~| .

Comment: |




Payment Distribution Voucher
(Form 4D)

» Corrections made to current year and prior year actual
earnings may result in additional contributions due

> Pay m ent 8401 United Plaza Blvd, Ste 300 » Baton Rouge, LA 70B09-7017 Form 4D (01/20)
Distribution SIRSL. =~ Ceiied
Teachers Retiremen Toll free mdr;;-e o;l:?mmuﬂlwogﬁzjésaﬂs} Form4D@trsl.org
Systern of Louisiana . )
VO UCh er Payment Distribution Voucher
. Employer ID Employer Name
( FO rm 4 D) |S Total remitted 0.00 (Amount will auto-calculate from total contributions in blocks below )
required with REGULAR PLAN OPTIONAL RETIREMENT PLAN (ORP)
paym e nt Apply to Mo/Yr Type Contributions Apply to Mo/Yr Type Contributions
- Current Year Current Year
1./ S - Member | § 1.0,/ S -Member | §
2. U - Member | § 2./ U - Member | §
3./ -- Employer | § 3. . -- Employer | §
4./ I - Employer | § 4. |/ 1 - Employer | $
Prior Year Prior Year
S - Member | § S - Member | §
U - Member | § U - Member | §
-- Employer | § -- Employer | §
I - Employer | § | - Employer | $
TOTAL | s 0.00 TOTAL | s




Terminations

» Enter a termination date for an employee who:

» Resigns
: . : Terminations
» Dies while active
SSN: Employer: 0097 TRSL
» Date of death should be o
termination date Procedures for using Terminations:
1. Click Edit’ in the first column to open the line for editing.
2. Enter the termination date and select the months of contract and click ‘Update'.
> |S a pproved for TRS L 3. Click ‘Cancel to unttljo changes entered or to return to the initial display. x
disability retirement T
12/17/2000
» Use MM/DD/YYYY format.

» Update within 30 days of the member’s last day of
work (or last day of official leave) or date of death.

NOTE: Termination date should not be the same as the enrollment date




Index 6.0: Service Credit
Certifications/Corrections

» Provides instructions for identifying and correcting
records requiring service credit certification

qz;r RSL EMPLOYER MANUAL 3

INDEX 6.0: Service Credit Certifications/Corrections August 2018

The information presented in this index describes the following:

CONTENTS *  What is service credit?
* How to identify records requiring service credit certification
Related terms & definitions * How to certify service credit/certify questionable years

What is service credit i eae
) ) Related terms and definitions
Service credit formula

Impact of service credit Employers should be familiar with the following terms and definitions as it
Identifying records that relates to TRSL service credit:

Lesamd ol « Actual earnings: All earnings paid to a member meeting the
tertification definition of earnable compensation in accordance with LSA R.S.
What is a guestionable year 11:701(10). (See "Earnable compensation® section of Index 4.0 for
Qv)? more information and instructions.)
Questionable Years Report * Full-time earnings: The compensation that would be payable if
Report options the employee worked full-time for the entire reporting period plus
Sort selections any extra earnings. For service credit certifications, the full-time

earnings amount should be the compensation the member would
have earned if he/she worked the entire fiscal year as a full-time
employee in a TRSL-covered position plus extra earnings.

How to retrieve your
agency's QY report

Requests for Certification
of QYs ¢ Part-time for the purpose of earning service credit for
Y letter eligibility purposes: Employees are considered part-time for the
QY letter g . .

it £ Licilsilie, if dln




Related 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

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:
» # hours worked / # hours in a full workday

» EXAMPLE: Employee works 5 hours per day; normal
full-time is 8 hours per day; 5/8 hours = 63% effort



Retrieving Questionable Year Report

I Reports
ActivelActive DROP Member Service
Agencies Without Charges

Annual Leave

Checklist Status

Contribution Exception

Employer Payments

Employer Delinquent Contributions
Employer Statements

Enrolled Mot Reported

Ending DROP Participation
Furloughed Employees Certification
Insurance/Veoluntary Deduction
Members Eligible to Retire

ORP Statements

Reporting Mot Enrclled
Sick Leave

Sick Leave Errors

Questionable Years

Questionable Year Statistics for All Fiscal Years

Employer ID

Report Selection

@ retirement actions
pending

@ all outstanding
questionable years

@ fiscal years less
than/equal to 3 years old

@ fiscal years greater
than 3 years old

® by fiscal year

member status I
reason code

Questionable Years Report

The Questionable Years Report generates a list of members who have questionable years
requiring certification. There are five options for creating reports and four different ways
to sort the report.

« Option 1: Retirement Actions Pending - This report will list questionable years for
which TRSL has requested certification via a Questionable Years Letter. This report
will primarily consist of members presently going through the retirement process or
approaching retirement eligibility.
Option 2: All Outstanding Questionable Years - This report will list all outstanding
questionable years for your agency. A Retirement Actions Pending section will be
listed at the front of the report.
Option 3: Fiscal Years Less Than/Equal to 3 Years Old - This report will list all
outstanding questionable years less than or equal to three years old from the
current fiscal year. A Retirement Actions Pending section will be listed at the front
of the report only for fiscal years less than or equal to 3 years old.
Option 4: Fiscal Years Greater than 3 Years Old - This report will list all outstanding
questionable years greater than three years old. A Retirement Actions Pending
section will be listed at the front of the report only for fiscal years greater than 3
%ears old.

ption 5: By Fiscal Year - This report will list all outstanding questionable years for
a range of fiscal years or a single fiscal year of your choosing.




Questionable Years Report

Date: 12/11/2020 Teachers' Retirement System of Louisiana Page 2 of 4
Time: 2:05:35PM Questionable Years By: Heather

This report contains all outstanding questionable years sorted by SSN.

Current Count 28 as of 12/11/2020 Employer:  —
Original Count 69 59%
Description of Reason

1 Annual salary is more than 5% decrease from previous vear

2 1st year of employment for an employer [ 1st year of employment after DROP ) _ - _ - .
3 Changed employer / Terminated during the fiscal year Note: Employers will be liable for service credit corrections after three

h i Corrections resulting in an increase in the service credit will be an
Please updatefverify enrollment andfor termination date(s) ml rs. | ti - s Revised Statut 888
4 Partial year of service credit not previously certified rial in accordance with Louisiana ell. c.

5 (P/T) Possible part-time employment (may receive additional eligibility credit)

Name Sys SSN Fiscal Status Date of Date of Actual Full-Time Service Reason for
Year Employment  Termination Earnings Earnings Credit Que‘;‘;'lioning
‘ear

ROCKWELL 4 — 2016 INACTIVE 04/13/2015 01/03/2019 32,676.00 32,676.00 Loo
4 2019 INACTIVE 04/13/2015 01/03/2019 31,216.45 31,216.45 0.50 1,34
- JOSHUA 4 2020 ACTIVE 02/11/2020 16,883.85 15,883.85 0.40 24
BEAVERS 4 2020 ACTIVE 01272020 27,752.05 27,752.05 0.44 24
MELINDA L 4 - 2019 ACTIVE 12172018 30,066.42 30,086.42 0.52 2,4
LEMOINE 4 2019 ACTIVE 03/25/2019 16,065.60 16,065.60 0.28 2,4
- CHRISTAS 4 - 2017 ACTIVE 04/17/2006 12/18/2016 26,603.20 26,603.20 0.47 34
POLOTZOLA 4 2016 ACTIVE 01/23/2016 26,676.98 27,461.60 0.43 24
VELANIE M 4 2013 ACTIVE 01/23/2018 22,000.06 22,000.06 0.46 1,24
CROCHET - 4 2019 ACTIVE 04/08/2019 14,538.00 14,538.00 0.24 24
L LESLY A 4 2013 ACTIVE 11202017 15,516.00 15,516.00 0.60 1,24
MCGRAW 4 - 2012 ACTIVE 11/06/2017 47,123.09 47,123.09 0.64 1,24

Source: EMIS, QY Ouistanding




How to Certify Questionable Years

Submit Fles ~

Updates
Annual Leave Update

Contribution Correction

Enrollments

fﬁi—rm Only Correctiol r]D

Home Address Update

Journal Entry Review

ORP Salary Entry (up to 25 employees on
(Brior Year Salary Corrections)

Sick Leave Days Paid Update

Sick Leave Add and/or Update

Three online processes:
» Full-Time Only Corrections
» Questionable Year Certification

» Prior Year Salary Corrections

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



How to Certify Questionable Years
(Online Processes)

» Full-Time Only Correction

» 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 Correction
» Use when incorrect actual earnings reported

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



Full-Time Only Corrections

Member Inquiry > UpdateS Se I’VICe Credlt
Full-Time Only Corrections

. S - » Must provide correct
Full-time Earnings
amount

Sheitered  Primary 33,829.01 2,706.33 1,829.01 1.00

Instructions for using Full-Time Only Corrections:

1. The information as reported to TRSL for the fiscal year is displayed above.

2. Full-time earnings is the compensation that would be payable if the employee worked full-time for the full normal
waorking period. Full-time earnings equal an employee’s full-time base pay (regardless of whether or not this amount is > Use Reaso n d ro p—d OW n
actually paid) plus any additional payments made to the employee (i.e., PIP summer school, overtime, stipends, cash house|

allowances, coaching supplements, sales tax, bonuses and any other monies paid to a member over and above his or her

e box orenter Comment

3. If the fiscal year you are correcting has service credit LESS THAN 1.00 and the service credit should be 1.00,
because the member's actual and full-time amounts are correct and are the same, you MUST enter the SAME full-time
earnings, which will divide actual by full-time and update that fiscal year to 1.00.

4. If the fiscal year has service credit of 1.00 and you enter the same full-time earnings that is already on the Reason:
database, you will receive an error “New full-time is equal to reported. Enter a corrected full-time amount.” This
process will also mark the year with asteriks as CERTIFIED.

Official Leave (Other than Sabbatical)

5. Select a reason for the correction. Comment: | g phatical at Reduced Pay L
6. A comment can be added for additional information needed to clarify the correction. The comment is optional unless a :
reason is not chosen in which case the comment is required. Extra Earnin gs 5
7. Click the ‘Submit button to submit the correction. Workers' Compensation
8. NOTE: The correction of an authorized signer's personal TRSL member account must be completed by another Summer School Earnjngs
authorized signer at the agency. 3 A
Full-Time Earnings Under/Over-stated
Full-Time Earnings: | | Full-Time not previously reported
Sismd 3 1st Year of Employment
| Last Year of Employment

1st Year of Employment After DROP
Part-time Employee
Submit Substitute Earnings




EXAMPLE: Full-Time Only Correction

» Record appears on the Questionable Years report
» EXAMPLE: Employee termed on 12/31/2005

» Need correct Full-time earnings to clear the
questionable year record

Name Sys SSN Fiscal Status Date of Date of Actual Full-Time Service
Year Employment Termination Earnings Earnings  Credit Questioning
Year

JAMES L 4 2006  INACTIVE 08/15/2004 12/31/2005 14,243.00 14,243.00 0.45




EXAMPLE: Full-Time Only Correction

Full-Time Only Corrections

?h
i
:

3

I

Contribution| Employer Actual Contribution ne Service Comment

Type Indicator Eamnings Amount

Sheitered | Primary | 14,24300 | 1,139.44 1424300 | pas JUESTIONABLE YEAR

Instructions for using Full-Time Only Corrections:

1. The information as reported to TRSL for the fiscal year is displayed above.

2. Full-time earnings is the compensation that would be payable if the employee worked full-time for the full normal
working period. Full-ime earnings equal an employee’s full-ime base pay (regardless of whether or not this amount is
actually paid) plus any additional payments made to the employee (i.e., PIP summer school, overtime, stipends, cash house
allowances, coaching supplements, sales tax, bonuses and any other monies paid to a member over and above his or her
base pay defined as earnable compensation by LSA-R.S. 11:701(10)). Full-time earnings for part-time employees is the
same as full-time employees. Full-time earnings must be equal to or greater than actual earnings.

3. If the fiscal year you are correcting has service credit LESS THAN 1.00 and the service credit should be 1.00, because
the member's actual and full-time amounts are correct and are the same, you MUST enter the SAME full-time earnings,
which will divide actual by full-time and update that fiscal year to 1.00.

4, If the fiscal year has service credit of 1.00 and you

dy on the database,
is process will

you will receive an error "New full-time is equal to
also mark the year with asteriks as CERTIFIED.

5. Select a reason for the correction.

6. A comment can be added for additional informatio

Provide total salary amount
employee would have made if
worked entire year as a full-time
employee + any additional pay
(overtime, etc).

optional unless a

reason is not chosen in which case the comment is r
7. Click the ‘Submit’ button to submit the correction.
8. NOTE: The correction of an authorized signer's persol
authorized signer at the agency.

Full-Time Earnings -

Reason: -

Comment: | 12m EE

by another

Use Comment field
whenever possible

Submit |




Common Errors: Full-time Earnings

» Not including extra earnings (overtime, lump sum
payments, etc.) in full-time earnings

» Entering full-time earnings amount for a period of
time less than a full fiscal year (Example: Only
entering the full-time earnings amount for January -
June if member was hired in January)

» Changing the full-time earnings by $0.01 if the
actual and full-time earnings are both correct but
the service credit is incorrect

» Not prorating the full-time earnings when a member
has multiple rates of pay or a change in pay during
the fiscal year (contact your assigned retirement
analyst liaison for assistance)




Common Errors: Part-time
Employment Certification

Salary Correction Full-Time

» Selecting “Part-time
Employee” for
someone who

Instructions 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. A comment can be added for additional information needed
to clarify the change. The comment is optional unless a reason

is not chosen in which case the comment is required.

Reason:

Comment:

Full-Time not previously reported
1st Year of Employment After DROP

1st Year of Employment

Last Year of Employment

Official Leave (Other than Sabbatical)
Sabbatical at Reduced Pay

Extra Earnings

Workers’ Compensation

Summer School Eamings

- I der/Over-stated
Part-time Employee

Subsitute Earnings

worked full-time but
only worked a
portion of the year

Selecting “Part-time
Employee” but not
including the percent
effort in the
comment field



Common Errors: Miscellaneous

» Not providing correct
start or termination
date in comment field
if correct dates have
not previously been
reported

» Reporting rollover earnings via a Full-time
Only Correction (Rollover earnings should be
moved to the year in which they were
earned/accrued via a Prior Year Salary

Correction)

Salary Correction Comment
Instructions for using Salary Comment:

1. Select a reason for the correction.

2. A comment can be added for additional information needed
to clarify the correction. The comment is optional unless a
reason is no} chosen in which case the comment is requireg.

Reasoni| Eamings reported in July but eamed in June Vv )

-

Comment: J




Questionable Year Certification

» Does not update
service credit; certifies
reported data is correct
asis

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

Member Inquiry
Questionable Year Certification

Employer:

SSM:
Name: Fiscal Year: 2011
System:

Sheitered  Primary 90,07%.50 0.00 92,778.36 0.97

Instructions for using Questionable Year Certification:

1. The information as reported to TRSL for the fiscal year is displayed above.
2. This certification will only update the record with asteriks to certify the data reported is correct. IT WILL NOT CHANGE
SERVICE CREDIT, The FULL-TIME ONLY CORRECTIONS must be used if service credit should be updated.

3. Select a reason for the certification.

4. A comment can be added for additional information needed to dlarify the certification. The comment is optional unless a
reason is not chosen in which case the comment is required.

5. Click the ‘Certify’ button to submit the certification.
6. NOTE: The certification of an authorized signer’s personal TRSL member accoun t must be completed by another
authorized signer at the agency.

Reason: | - Select a Reason v

Comment:

NOTE: If applicable, you must select “Part-time Employee” from the
“Reason” drop-down list and enter the percent effort in the comment
field for member to receive correct service credit for eligibility.




EXAMPLE: Questionable Year
Certification

» Record appears on the Questionable Years report

» EXAMPLE: New hire as of O7/01/1997, termed
on 6/2005, need certification for 15t year of
employment (FY 1998)

» Per employer’s research, employee has worked
the entire year and had no dockages or leave
without pay (LWOP) during FY 1998, and Full-time
earnings previously reported is correct

Name Sys SSN Fiscal Status Date of Date of Actual Full-Time Service Reason for
Year Employment Termination Earnings Earnings  Credit Questioning
Year
21,479.04 1.00 2

LISAF 4 15 1998  ACTIVE 08/14/1997 06/01/2005 21,479.04




EXAMPLE: Questionable Year
Certification

Questionable Year Certification

SSN: Employer: BD
Name: M Fiscal Year: 20

Contribution| Employer Coniribution Full Time Service

Trpe Indicator Earnings Amount Earnings Credit

Primary | 2147904 1,718.29 21,47904 | 1.00 [\ QUESTIONABLE YEAR

Instructions for using Questionable Year Certification:

1. The information as reported to TRSL for the fiscal year is displayed above.
2. This certification will only update the record with asteriks to certify the data reported is correct. IT WILL HNOT CHAMGE
SERVICE CREDIT. The FULL-TIME OHLY CORRECTIONS must be used if service credit should be updated.
3. Select a reason for the certification.

4, A comment can be added for additdonal information needed to clarify the certificaton. The comment is optonal unless
a reason is not chosen in which case the comment is required.

5. Click the 'Certify’ button to submit the certification.

&. NOTE: The certification of an authorized signer's personal TRSL member account must be completed by another

authorized signer at the agency. /
Use Comment field

when needed

Reason: | 1styear of employment

Comment:




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

Prior Year Salary Corrections

SSN: Employer ID: 5C BD
Fiscal Year: 2017

Contribution | Employer | Actual Earnings |  Contribution Full Time Service, Gomment

Type Indicator Amount Eamings Credit

Sheltered 11,878.92 12,098.12 0.32 |QUESTIONABLE YEAR

Instructions for using Prior Year Salary Corrections:

1. Enter the actual earnings and full-time earnings and click "Submit” if replacing Sheltered data that has been posted for the year.
2. Click "Delete Posting” to delete the Sheltered posting for the year.

3. Click "Add Unsheltered” to open the Unsheltered line for editing. Enter the combined full-time earnings on the Sheltered line.

4. If you do not want to change posted Sheltered values when adding Unsheltered, leave the Sheltered actual earnings box empty.

Actual Earnings Full-Time Earnings Delete Posting

Sheltered: O

[]Add Unsheltered:

» $150 fee if correction
increases earnings/
contributions and service
credit or average comp for
fiscal years more than three
(3) years old; fee will be
requested if required

Instructions for using 100% Switch:
1. To execute a 100% contribution type switch from Sheltered to Unsheltered, click the "100% Switch” box only.
[ 100% Switch

Salary Correction Comment

Salary Correction Full-Time

Instructions for using Salary Comment: Instructions for using Full-Time Comment:
1. Select a reason for the correction. 1. Required for Primary when the Full-Time is different.
2. A comment can be added for additional information needed 2. Select a reason for the full-time change.
to dlarify the correction. The comment is optional unless a 3. A comment can be added for additional information needed
reason is not chosen in which case the comment is required. to darify the change. The comment is optional unless a reason
Reason: | v‘ is not chosen in which case the comment is required.

Comment: | | fencon: | v|

c |




EXAMPLE: Prior Year Salary
Correction

Prior Year Salary Corrections

SSM: Employer 1D 3C BD
Name: Fiscal Year: 2017
Contribution | Employer | Actual Eamings | Contribution Full Time Service Comment
Type Indicator Amount Eamings Credit
Shettered Primary 11,878.92 950.32 12,098.12 0.32 |QUESTIOMABLE YE*™
Agency provided correct Full-
i i i i time Earnings
Instructions for using Prior Year Salary Corrections: (amount if employee worked
1. Enter the actual earnings and full-time earnings and click "Submit” if replacing Shelterec  entire fiscal year as a full-time
i- E:' Agency entered correct Actual '”Eff":jh_‘:i e e contined i ployee + any extra pays)
- Cli : ne for editing. Enter the combin -
Earnings (fiscal year total @
4. If» os( y ) when adding Unsheltered, leave the Sheltezﬁ actual earnings box empty.
\ Actual Earnings Full-Time Earnings Delete Posting

Sheltered: 14678.92 42750 O

[ ] Add Unsheltered:




EXAMPLE: Prior Year Salary
Correction

» Agency must complete both the Salary Correction
Comment and Salary Correction Full-Time sections.

Salary Correction Comment Salary Correction Full-Time
Instructions for using Salary Comment: Instructions for using Full-Time Comment:
1. Select a reason for the correction. 1. Required for Primary when the Full-Time is different.
2. A comment can be added for additional information needed 2. Select a reason for the full-time change.
to clarify the correction. The comment is optional unless a 3. A comment can be added for additional information needed
reason is not chosen in which case the comment is required. to clarify the change. The comment is optional unless a reason
Reason: | V| is not chosen in which case the comment is required.
Comment: [Nov sales tax not reported ] ] D |
v\ Comment: |Worked 9/21,’2016—|;l,’2/2017; 9 Mon EE x|

Use Comment field or Reason

Use Comment field or Reason =
Submit |
drop-down menu

drop-down menu

Salary Corrzction Comment Salary Correction Full-Time

Instructions for usjfg Salary Comment: Instructions forfusing Full-Time Comment:

1. Select a reason fpf the correction. 1. Required for Pfimary when the Full-Time is different.
3 2. Select a rea
3. A commenty

:g r?:trul:f:oien Full-Time not previously reported
1st Year of Employment After DROP
Reason: | 1st Year of Employment
Last Year of Employment - -
Comment: | oeia) | eave (Orhe: than Sabbatical) 1
Sabbatical at Reduced Pay
Extra Earnings
Workers' Compensation
Summer School Earnings
Full-Time Eamnings Under/Over-stated
Part-time Employee
Subsitute Earnings

Earnings reported in July but earmned in June
Comment: Owerstated Salaries/Contributions
Understated Salaries/Contributions

Audit Compliance

Date of Retirement Changed
Sheltered/Unsheltered switch




EXAMPLE: Prior Year Salary
Correction

Prior Year Salary Corrections

SSN: Employer 1D: BD
Name: R Fiscal Year: 2017

Contribution Employer | Actual Earnings | Contribution Full Time Service Comment
Type Indicator Amount Eamings Gredit

Sheltered Primary 11,878.92 950.32 12,098.12 0.32 |QUESTIONABLE YEAR

Instructions for using Prior Year Salary Corrections:

1. Enter the actual earnings and full-time earnings and click "Submit” if replacing Sheltered data that has been posted for the year.
2. Click "Delete Posting” to delete the Sheltered posting for the year.

3. Click "Add Unsheltered” to open the Unsheltered line for editing. Enter the combined full-time earnings on the Sheltered line.

4. If you do not want to change posted Sheltered values when adding Unsheltered, leave the Sheltered actual earnings box empty.

Actual Earnings Full-Time Earnings Delete Posting

Sheltered: 14678.92 42750 O

[[]Add Unsheltered:

Instructions for using 100% Switch:

1. To execute a 100% contribution type switch from Sheltered to Unsheltered, click the "100% Switch” box only.
] 100% Switch

Salary Correction Comment Salary Correction Full-Time

Instructions for using Salary Comment: Instructions for using Full-Time Comment:

1. Select a reason for the correction. 1. Required for Primary when the Full-Time is different.

2. A comment can be added for additional information needed 2. Select a reason for the full-time change.

to clarify the correction. The comment is optional unless a 3. A comment can be added for additional information needed
reason is not chosen in which case the comment is required. to clarify the change. The comment is optional unless a reason

Reason: | v| is not chosen in which case the comment is required.
((Commend) |Nov sales tax not reported ] Reasor:| v

= Comment:) |Worked 9{21{2016—|;l{2f2017; 9 Mon EE x‘

——

Submit |




Rollover Earnings: Earnings Reported
in July but Earned in June

» Due to biweekly pay, some June earnings will be
reported on the first paycheck in July

» These earnings are rollover earnings

» Earnings should be reported when earned, not when
paid
» You should perform a Contribution Correction to
delete the rollover earnings from the current

fiscal year and a Prior Year Correction to move
the rollover earnings into the prior fiscal year




June Enroliments — No Earnings Posted,;
Prior Year Salary Correction Needed

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

» Step 2: Prior Year Salary
Correction to add rollover amount
deleted from step 1 to fiscal year
of enroliment

» Will need to provide full-time earnings

member would have made had they
worked July 1 - June 30

Teachers' Retirement System of Lovisiana Wm

Baton Bouge LA 70804-3123

August 8, 2019 L 03-6 I
Empr #0176

NORTHSHORE TECHNICAL COMMUNITY COLLEGE
65658 CENTERPOINT BOULEVARD
LACOMBE, LA 70445-0000

Re:
SSN:.

Dear Employer:

Additional information is required in order fo continue processing the above member’s file.
Please retum this letter to TRSL with the information requested below along with your signature
and date:

Please submit Prior Year Comection of eamings and contributions for FY 2019. Enrolimant date
was 06/17/2019 but no eamings were posted for the period worked from enrollment data to
06/30/2018. No Service Credit will be applied to Fiscal Year until correction has beer

submitted. If enroliment date is wrong, p|aasa provide TRSL with comect Enrnllmsrn Date on
this form and returned to TRSL for correction

Correct Enrollment Date if Applicable:

Signature Date

If you have any questions, please contact Anthony Zeringue at (225) 825-6407.
Sincerely,

Employer Services Department
Teachers' Retirement System of Louisiana

mm(mwnmw-m 1877 ASK.TRSL (1.577.375.8775)
Teachers' Hetireenent Systern. of equal eppectuaity empoyer an camplies with Americars with Disalilities Act




OSUP Payroll Calendars - FY 2021

021 Year 2021 Pay Periods
OSUP CALENDAR
Pay Insurance
s T""‘:ﬂZVT N ) Period From To Check Date Month AFS Posting
s 45 8 o ﬁ‘ 2 iAT—‘"I—c;)—: 1 12/28/2020 01/10/2021 02| oo 01/13/2021
tﬁ: 2B A w G 2 01/11/2021 01/24/2021 01/29/2021 0112712021
mnzs@m 19 20 21 22 23 24
: x 2 os WD 3 01/25/2021 02/07/2021 02/12/2021 02/10/2021
March
4 02/08/2021 02/21/2021 02/26/2021 02/24/2021
Feb 2021 “Aug 2021
s M T WS M T W T E s 5 02/22/2021 03/07/2021 03/12/2021 e 03/10/2021
2 3 4 5 6 7
@l 1: 0 1D o) {i] s 101 12 ED [ 03/08/2021 03/21/2021 03/26/2021 03/24/2021
@ nern e ﬁ Payday W16 17 18 19 20 2
b1 < Pay Checks free of Bxnss@n 7 03/22/2021 04/04/2021 04/09/2021 May 04/07/2021
Semi-Monthly Ded 8 04/05/2021 04/18/2021 04/23/2021 04/21/2021
Mar 2021 P
s w W E ay Perod Ends Y . 9 04/19/2021 05/02/2021 05/07/2021| 05/05/2021
L 5 [ ] T————
[e s wn@n State Holiday TA: . s 10 05/03/2021 05/16/2021 05/21/2021 05/19/2021
e N gD 123 16 15 18 @1 11 05/17/2021 05/30/2021 06/04/2021 06/02/2021
2 3 u 7 0 21 2 BEDs July
27 28 28 N 12 05/31/2021 06/13/2021 06/18/2021 06/16/2021
— — 13 06/14/2021 06/27/2021 0710212021 5ot 07/01/2021
§ M T W :‘: 5 M T W T F S 14 06/28/2021 07/11/2021 07/16/2021 07/14/2021
1 2
g; hASA ,’515 %‘ e I@a 15 07/12/2021 07/25/2021 07/30/2021 Free 07/28/2021
W on R ] 819 20 2 2
s 21 2 2 W g Brna@a 16 07/26/2021 08/08/2021 OBA2021 | o oer 08/11/2021
17 08/09/2021 08/22/2021 08/27/2021 08/25/2021
May 2021
cuw s e 18 08/23/2021 09/05/2021 09102021 | o 09/08/2021
=L T s : 19 09/06/2021 09/19/2021 09/24/2021 09/22/2021
Eifni‘tfz ECP.' @a am e
R B RE 5 8 7 FAD 20 09/20/2021 10/03/2021 10/08/2021 10/06/2021
24 25 26 271 28 :: F 22 23 24 26 27 MNovember
31 » 21 10/04/2021 10/17/2021 10/22/2021 10/20/2021
—_— — 22 10/18/2021 10/31/2021 10052021 | 11/03/2021
O I B 23 11/01/2021 11/14/2021 11/19/2021 11/17/2021
7T & 8 10 11 12 6 7 8 8 19 1
W e TaD® A 24 11/15/2021 11/28/2021 120032021] oo 12/01/2021
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OFFICE OF STATE UNFORM PAYROLL = Indicates payroll posting completed on Thursday or Friday instead of the normal Wednesday.




Index 11.0: Retirement/DROP

Processing

L____Froecuontlv acked anactinng

cz;r RSL EMPLOYER MANUAL

INDEX 11.0: Retirement/DROP Processing Rev. 12117

CONTENTS

Service/ILSB retirement

Deferred Retirement

Option Plan (DROP)
Entering DROP (DROP In)

Changing employers
during DROP

Ending DROP.
Participation Report

After DROP (DROP Out)
Acknowledgement letters

Confirming receipt via
EMIS

Employer request letters
Questionable years letters
10% or 15% cap letters

Agency Certification (Form
11B)

Common agency
certification issues

Agency certification
discrepancy letter

Employer checklists

Whenever a TRSL-covered employee retires or enters DROP (Deferred
Retirement Option Plan), TRSL will request the applicable employer(s) certify
specific information in a timely manner so that we are able to accurately
calculate the retirement benefits and promptly begin paying those benefits
to the retiree.

This index provides employer information and instructions if a TRSL-covered
employee submits an application for retirement or DROP.

Service/ILSB retirement

Each member who is eligible to retire and wishes to apply for Service
retirement or Initial Lump Sum Benefit (ILSB) retirement must submit a
completed Application for Service Retirement, ILSB, or DROP (Form 11) or
apply online through Member Access no earlier than six months befare
the date of retirement. Both the member and employer should be certain
that eligibility requirements have been or will be met by the anticipated
retirement date prior to submitting an application for retirement or
terminating employment.

Details on retirement eligibility, member application, and member
documentation requirements are discussed in our TRSL Member Handbook:
Regular Plan, Plan A, & Plan B. For members who are interested in the ILSB
retirement, additional information can be found in our member brochure,

Initial Lump Sum Benefit (ILSB

Although the employee is nat required to have employer personnel review
or approve their retirement application form, TRSL strongly encourages
members to provide their employer with sufficient advance notice to
ensure a smooth retirement transition and to coordinate the date of
retirement with the employer.

Deferred Retirement Option Plan (DROP)

» Provides information

and instructions for
employer certifications
needed when a
member applies for
retirement or enters
DROP



Employer Certifications for
Retirement/DROP Processing

» The following data is needed for each Updates :
TRSL-covered employee who applies Agency Certification (Form T18)
for retirement or DROP:

Annual Leave Update

Contribution Correction
» Certify all questionable years Enroliments
Full-Time Only Corrections
» Certify sick leave days used for Furlough Certification and Update
all fiscal years of employment Home Address Update
. . . ORP Salary Entry (up to 25 employees only)
» Certify sick leave days paid at T
retirement Questionable Year Certification

Retiree Voluntary/Insurance Deduction

Salary Contribution Entry {up to 25 employees only)

» Complete Agency Certification

after termination date and after .
all earnings & contributions are Sick Leave Add and/or Update
reported to TRSL Terminations

» Complete Cap Exemption Letter
(if applicable)




Request Letters

Timeline for request letters:

» TRSL will request » Initial Request:

certain types of acknowledgment when
information when an application is received
application for » First Request: sent on
retirement or DROP is member’s retirement or DROP
received begin date

» Second Request: send

» Questionable Years _ _
approximately 45 days after First

» Agency Certification Request
> Agency Certification » Final Request (warning letter):
Discrepancy Sent approximately 30 days
» Sick Leave Days Used after Second Request
» Sick Leave Days Paid » Employers have 15 calendar

days to submit requested
information




Agency Certification (Form 11B)

Teachers' Retirement System of Louisiana
8401 United Plaza Blvd, Ste 300 - Baton Rouge, LA 70809-7017
P.0. Box 94123 » Baton Rouge, LA 70804-9123
Telephone: 225-925-6446 » Fax: 225-925-6366
www.trsl.org

Agency Certification (Form 11B)

Instructions: The employer must submit this information for a member of the Teachers' Retirement System of Louisiana
(TRSL) who (1) enters DROP, (2) retires or (3) dies. The most recent employer(s) may not certify this information until after
the last day for which the member will receive pay. Certification for members electing to participate in the Deferred
Retirement Option Plan (DROP) may not be submitted until after the beginning date of the DROP participation. A second
certification is required when the DROP participant ultimately terminates employment, which is referred to as DROP Out.
Date of termination should be the last day of work or last day of leave. Salary information should reflect actual earnings and
contributions for the current fiscal year through the date of termination or the day before DROP participation, if applicable.
Certification of regular earnings should be for dates earned during the current fiscal year and must agree with the
Contribution Reports submitted by the employer payroll department. The monthly Contributions Reports are the official
reports of member earnings as provided by LSA-R.S. 11:888,

[Member mformation
Member name

Social Security number

Employer

|l:ummt Year Information (July 1 - June 30) - Complete for all retirements, DROP and deaths
Date of termination - See Instructions |

Full-time earnings the member would have earned working Full-time earnings
the full year at 100% effort plus any additional pay s

received. Refer to the Employer Procedures Manual, Index

4.1, for more information. Do not include rollover earnings

in the full-time earnings.

Rollover earnings earned in June (prior year), paid in July Rollover earnings
- amount of salary that is earned in June that would s
normally be paid in July.

Percent effort

[ =

Percent of effort (if part-time) - percent of time part-time
member works. For example, the member works 4 hours
out of an 8-hour day, 5 days a week, the percent effort
would be 50%.

Comment

[11 understand that by sub|
contributions posted on the
transaction by electronic

Agency Certification (Form 11B)

Annual Leave Update

Contribution Correction

» Requested when a
TRSL member retires
or enters DROP

» Certifies member’s
termination date and
service credit for the
current fiscal year

» Available under
Updates menu

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




Timeframe to Certify

» Employer must wait for

all final earnings &

contributions to post to
TRSL before completing

Agency Certification

Verify on TRSL's Monthly
Salary/ Contributions

Screen

Monthly Salary/Contributions

Actual Earnings

% Year Employed: 19.00%

Fulltime Earnings

Hide Contribution Corrections

Contributions

Members

Member Summary
Account History

Member Motations

0.00 0.00 0.00 3 3
6,151.64 6,151.64 492.14 3 3
5,563.98 5,563.98 445.12 3 3
3,394.65 3,394.65 271.57 4 3

0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
13,110.27 15,110.27 1,208.83

Monthly
Salary/Contributio

Annual Salary
History

Benefit Payroll

Type Oper

Contributions
2T1.57

Earnings
R 3,30465
Posted on 11/22/2019 by EMPR -

Contribution Corrections

Adjusted
Eamings




Index 17.0: Leave Information

» Provides employer information and instructions for
certifying a TRSL-covered employee’s sick leave

Qz;r RSL EMPLOYER MANUAL

INDEX 17.0: Leave Information September 2018

TRSL members” unused leave may be eligible for conversion to additional
service credit at the time of their retirement. In order to calculate the leave

CONTENTS conversion, TRSL requests all reporting agencies certify their employees’
sick leave usage, number of sick leave days paid at retirement, and (if
Sick leave applicable) annual leave balances.

Certification of sick leave . . . . . . .
Sl e b This index provides employer information and instructions for certifying a

Sick leave add and/or TRSL B . .
-covered employee’s sick and annual leave information.
update ploy
Direct upload in EMIS Sick leave
File transfer protocol
(FTP) Employers certify the following sick leave information for each fiscal year
(July 1= June 30):
percent effort o )
Reporti jal cas 1. Certification of sick leave used
Members on extended «  Months of contract (9, 10, 11, or 12)
sick leave

R *  Number of sick leave days usec! and (if applicable) number of
e T | in DROP summer school days worked with summer school percent effort

Members who do not_ 2. Number of sick leave days paid at retirement




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 Sick Leave Add and/or Update

used SSN: System: 4
Hame: ww o Emplover: SN S
» OSUP submits annual sick |frocedures for using sick Leave add andror update:

2. Enter the appropriate data and click 'Update’,

3. Click 'Cancel’ to undo changes entered or to return to the initial display.

I eave fi I e 4, Click 'Delete’ to remove data permanently.

MNOTE: The certification of an authorized signer's personal TRSL b must be pleted by another
authorized signer at the agency.

Fiscal Months of | Days Used Summer Summer Eligibility Data Error|

Year Contract School Days | School % Indicator | Unavailable |Code

» May need to certify current

. . Ending Worked Effort
fiscal year (if not closed) P e | 0w o v
Edit 2000 09 5.00 0.00 0 Y
Edit 2001 09 4.50 0.00 0 Y
Updates Edit 2002 09 4.00 0.00 0 Y
Annual Leave Update Edit 2003 09 6.50 0.00 0 Y
Edit 2004 09 4.00 0.00 0 Y
Sick Leave Days Paid Update Edit 2005 0?2 2.00 0.00 0 Y
Edit 2006 09 12.50 0.00 0 Y
Sick Leave Add and/or Update Edit 2007 09 6.00 0.00 0 Y
1 1. = Edit 2008 09 22.00 0.00 0 Y
Edit 2009 09 11.00 0.00 0 Y
Edit 2010 09 5.50 0.00 0 Y




ETA Specialists

» Employer Training/Assistance (ETA) Specialists can
assist you with your training needs

» ETA Specialists can prepare customized trainings to
be conducted online (webinar) based on your Update
Permissions in EMIS and job duties

Sharon Lachney
« Email: sharon.lachney@trsl.org
«  Phone: 225.925.4097 / 225.361.1482

Heather Landry
Email: heather.landry@trsl.org
«  Phone: 225.925.7093 / 225.361.3482



mailto:sharon.Lachney@trsl.org
mailto:heather.landry@trsl.org

Public Information Webinars

Search TRSL

Upcoming toplics: e

Members

Retirees

» Social Security
Offsets (4/14/2021)

» 2021 Legislative
Updates (6/30/2021)

Home » brrgilogers ¢ Bmipkiper Services 3 Employer Training

Employer Training

Employers play an im portant role in the retirerment process, To make sure you have all the infermation you roeed, TRSL offers a numbssr of
employer training eppertunites throughour the year, These reseurces include semi-annual employer procedures worksheps, anline
tralning sesslons through convenlent weh-conferencing, anesite ralning aryour request, and orlentation resources for new hires,

Wi encour age you to take advantage of these great eppartunities to freshen up your retirerment knowleage and get answiers [ your
reporting guestions,

Online training sessions

+ Topic-specific online training sessions are offered via GoeToMeeting throughout the year.
« These meetings are particularly beneficial to new staff members who are respansible for reporting and certifications.
= Sessions begin at 10 a.m. and usually last about 30 minutes.

+ Attendees receive an invitation with instructions on how to enter the online meeting site.
Search Events

Missed a webinar?
Click the icons below to view a PDF or watch a previously recorded webinar presentation. To view the
webinar, you will need to provide your name and email address.




We Are Here For You!

Contact us...

» Local phone: 225-925-6446

» Toll free (outside Baton Rouge): 1-877-275-8775
» Website: www.TRSL.org

» Email: web.master@trsl.org

fllw)
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