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What is EMIS INDEX 1.0: Authorized Contacts & Employer Directory Contacts  Jan 2022

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

Account histc .
What is an authorized

mployer Directory Contacts (Form 1EDC).

Monthly salai .
S S signer? Artharvizad Cantacte [Cama 1)

Index 0.0: Employer Membership Information Site (EMIS)
Index 1.0: Authonzed Contacts & Employer Directory Con

Provides an overview of TRSL’s employer access database

and how to obtain employer access to EMIS

[HRIQYET SCe X will have “view only” access to employee data on EMIS; they will not be
file submissions Authorized Contact: able to update or certify the data. Form 1 should be completed without
Helpful tips (Form 1) the designated personnel’s signature if Inquiry only access is needed for
el AT Employer Director additional emplayer staff. Employer personnel who are given Inquiry only
rrequenthy ascel Contacts (Form 1EDC access do not have to be designated as authorized signers.

- www.TRSL.org * 1-877-ASK-TRSL ¢ web.master@trsl.org 1.0 - Authorized Contacts




Reports available in EMIS

Updates ~ Logo

Employer contacts with EMIS access can (Reports
. i ive/Active DROP Member Servi
create various reports at any time Active/Active DROP Member Service

Annual Leave

Contribution Exception

Various report options include:

* Active/Active DROP Member Service
* Ending DROP Participation

* Members Eligible to Retire

Employver Payments

Employer Statements

Ending DROP Participation

Furloughed Employees Certification

Insurance/Voluntary Deduction

Iﬂembers Eligible to Retire

Questionable Years

Reporting Mot Enrolled
Sick Leave

Sick Leave Errors

.




Active/Active DROP Member Service Report

Query Record

Lists Active and Active DROP members employed by your agency B
based on age and service credit criteria entered. age
From Tom
. XN - EX
From To BB
* Helps identify current employees i"e"“‘s | pe———
and thOse WOrking after DROP Active/Active DROP Member Servic rrom [} R

1 1 i i nd/Or

° Wl” not InCIUde employees Agencies Without Charges And/O
currently in DROP Annual Leave I l l

Checklist Status -

Contribution Exception

Sort Selection

Service,SSN v

Suggested Query Parameters: i Service SSN_ |

* Age Range: 18 to 99

* Service Credit Range: 0.00 t0 50.00

 Sort Selection: Service, SSN (for service credit order)




Ending DROP Participation Report

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

Annual Leave

Contribution Exception

* Can query future and past dates Employer Payments
(m on t h / ye a r) Employer Statements
 Employers should pull this report up » [:nd:ne:k:f’:ar:icipaﬁznmﬁ ﬁ
. Sl ERicsio el Furloughed Employees Certification
to three months in advance to & I'RSL o ’

ensure deductions/contributions
resume if employee continues i

wO rki N g afte r D RO P . yer D Ending DROP Participation Report
|

Welcome, Heather!
Employer: TRSL

The Ending Drop Participation report contains a listing of TRSL members from your agency
whose DROP participation period ends within the actual month and year requested. The
actual month and year can include past or future dates. For example, if you request a
report for May, 2009, then you will receive a report with members whose DROP end dates

are from May 1 to May 31 of 2009.
Select | Clear

.




Members Eligible to Retire Report

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

* Report will also list employees who are currently in DROP
and working after DROP.

* Note: Prior year corrections (PYC) or other missing
information may impact whether a person is actually eligible
to retire or not.

(eports >

Active/Active DROP Member Service
Annual Leave

Contribution Exception

Employer Payments

Employer Statements

Ending DROP Participation
Furloughed Employees Certification

Insurance/Voluntary Deduction

Members Eligible to Retire I

Query Record

Projected Fiscal Year Members Eligible to Retire Report

2023

B Summary Count Only

The Members Eligible to Retire Report provides a detailed report or a summary report of
members eligible to retire. The report will include employees who meet eligibility
requirements by June 30 of the projected fiscal year selected. The projection assumes

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




Example: Members Eligible to Retire Report

Date: 01/19/2023 Teachers' Retirement System of Louisiana Page 1 of 13
Time: 9:48:26AM Members Eligible to Retire Report By: Sharonl
* Members eligible for early retirement. As of 06/30/2023
+ Service credit not projected.
The service credits listed on this report are estimates only and are subject to adjustments at the time of retirement or refund.
Employer: Public Schools
System: TRSL - Regular
1st Elig Eligibility Total DROP
SSN Name At1s DOB Fiscal Year te End Date Service Regular Regular @
+ 2022 | 07/01/2022  06/30/2025 28.00 28.00 0.00 28.00
ACTIVE 2015 13.99 13.99 0.00 13.99
* DEFER RET 2022 574 574 0.00 574
* ACTIVE 2022 2097 20.97 0.00 20.97
* ACTIVE 2020 2285 22.85 0.00 2285
ACTIVE 2023 30.00 30.00 0.00 30.00
* ACTIE 2018 25.51 2551 0.00 25.51
+ DROP MER 2022 06/01/2022  05/31/2025 30.00 30.00 0.00 30.00
* £.CTIE 2019 24.51 24.51 0.00 24.51
+ DROP MBR 2023 09/22/2022  09/21/2025 27.90 27.90 0.00 27.90
* ACTIVE 2017 2597 25.97 0.00 2597
* ACTIVE 2023 25938 2593 0.00 2598
+ 2021 052712021 05/26/2024 25.00 25.00 0.00 25.00
* ACTIVE 2022 21.83 21.83 0.00 21.83
ACTIVE 2021 16.90 16.90 0.00 16.90
* ACTIVE 2017 2650 26.50 0.00 26.50




EMIS system codes

0771972021

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

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




Form 1: Authorized Contacts

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

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

1 Inquiry [T] Enroliments [] Sick/annual leave
] Prior year certifications/corrections ] Terminations [[] Agency Certificaf
] Retiree insurance deduction 7] File submission ] sSalary report (onl
] Home address update ] Contribution correction ] ORP salary report




Form 1: Authorized Contacts (cont'd)

Section 2 (Authorized signer):
* Must include staff member’s signature for access other than Inquiry

* Complete bottom of section 2 to delete previously designated personnel no longer
needing TRSL database access for your agency

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

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

Mame to be deleted Mame to be deleted MName to be deleted

Mame to be deleted Mame to be deleted MName to be deleted




EMIS access rights

Inquiry (INQ)

Offers view-only access

Enrollments (ENR)

Use to enroll new hires and retirees returning to work in TRSL-covered positions

Sick/Annual Leave
Update/Corrections (SLU)

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

Prior Year Certifications/
Corrections (PYC)

Use to update Actual Earnings (gross earnable compensation), Full-Time Only
Earnings, and Questionable Year Certifications for a closed out (or prior) fiscal
year

Terminations (TRM)

Use to report employee’s last day of work or last day of leave

Agency Certification -
Form 11B (AGC)

Use to certify current year information for an employee who is retiring or
entering DROP




EMIS access rights (cont'd)

(For non-Office of Group Benefits employers) - Use to report or

Retiree Insurance Deduction (INS) update insurance deductions from retiree’s benefit check

File Submission (FSM) Use to upload required files/reports securely without encryption
(Only for employers with no more than 100 employees) - Use to

Salary Report (SAL) report monthly salary and contributions during the current fiscal
year

Home Address Update (ADR) Use to update mailing address for active employee

Use to add, delete, or replace employee’s monthly actual and/or full-

Contributions Corrections (CCR) time earnings during the current fiscal year

(Only for employers with no more than 100 employees in ORP) - Use
ORP Salary Report (ORP) to report monthly salary and contributions for ORP participants
during the current fiscal year




Form 1EDC: Employer Directory Contacts

Updates or replaces agency contacts
* Ensure your agency has the following designated
contacts:

* Agency Head (AH) — Must sign Section 3 of
Form 1 to authorize access rights

» Retirement Contact (RC) - Employer request
letters addressed to RC

* Include email addresses/phone numbers/ position
title for each contact

NOTE: Not all categories require an employer contact.

.z;rRSL Employer Directory

meerfuee Contacts (Form 1EDC)

HOW TO
SUBMIT:

8401 United Plaza Blvd, Ste 200
on Rouge LA 70809

Print in ink or type all entries. Designate personnel who will serve as information acts, nOt necessarily authorized
signers, for the Teachers’ Retirement System of Louisiana (TRSL). TRSL uses th 1EICt f I d request letters and
general questions. Please submit a completed Authorized Contacts (Form 1) to ddfd lete th zed signer(s)

You only need to list contacts that change. (You do not have to list everyone.) ONLY ONE co. t per category

food services




Keep employer contacts up to date @l eweieres

Employer Contribution Accounts Receivable
Employer Contribution Charges

Employer Payments

Use Employer Directory Contacts (Form C Employer Contacts

1EDC) to update Employer Contacts.

e s s 10
Title MName Phon Ext
AH [

Use Authorized Contacts (Form 1) to give

and remove online access rights. T e
i e

Update Permissions

Description of Update Codes
INQ Inquiry ADR Address Change ENR Enrollment TRM Termination
CCR Contribution Correction  PYC PY Salary Correction SLU Sick Leave Update INS Insurance Deductions

Tip: Review Employer Contacts screen twice SR R T, SRR RS O
ayear : SRR B R b e e B i

R ‘-
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INDEX 2.0: TRSL Membership March 2022

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.

B State laws govern the rules of TRSL membership eligibility and enrollment.

Plan types Some of them are referenced below

Membership eligibility

Ineligible employees * Definition of Teacher (eligible for membership) - LSA R.S. 11:701(35)
Special conditions * Part-time Employee Membership Eligibility - LSA R.S. 11:162

Part-time, seasonal, or o Enroliment Timeline (50 days) — LSA RS 11:722

temporary employees ) ) o -

Vi * Retain Membership provision (at least 5 years eligibility service credit) -

o P
Mo Social Security number LoA RS, 11:773

_ a  TOCI Crrmndan: Emanlaine Feitasia | acdeinns Adeinicbeation ©ada Titla

Index 2.0: TRSL Membership

Employer’s reference guide on TRSL membership eligibility

and enrollments process for non-retirees

ave made. By doing so, you can ensure that you are reportin
REQUIRED FORMS comectty ) onaeY yosare repering
Statement Concerning Your
Employment in a Job Not
Covered by Sodial Securit

{Form 255)

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

5. All employers are responsible for reporting eligible members and
retirees returning to work from the first day of hire.

Beneficiary Designation for
Non-Retired Members (Form 3)

- www.TRSL.org * 1-877-ASK-TRSL * web.master@trsl.org 2.0 - TRSL Membership




TRSL membership eligibility (Non-retirees)

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

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

Lab school employees: other than bus drivers and maintenance personnel
Visa holders other than F-series or J-series

* Exception: J-1visa holders are TRSL eligible

Employment status:
Work at least half of what the college or university considers full-time or more than 20 hours
per week (employees who work 20 hours or less are considered part-time) and/or the position
is not seasonal or temporary
* Seasonal: An employee who works on a full-time basis less than five months in a year
* Temporary: Any employee performing services under a contractual arrangement with
the employer of two years or less in duration




Membership Eligibility - SPECIAL CONDITIONS

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

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

Ten (10) year rule Five (5) year rule {Eff. 7/1/2003}
Ten or more years of eligibility Five or more years of eligibility
service credit service credit
 W-2 employees only * Applies ONLY to lab school
classroom teachers who are paid
* Can work 20 hours or less per week with W-2 earnings

* (Can work 20 hours or less per week




Membership Eligibility - SPECIAL CONDITIONS

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

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

Secondary employment ORP participants in TRSL positions

ORP participants are 100% vested,
continued participation is mandatory
even if future employment in a TRSL

Has primary employment at another
TRSL-reporting agency, while also

working pa.rt-tlme, sea.so.nal, or eligible position is part-time, seasonal,
temporary in a TRSL-eligible or temporary.
position at your agency v W2 earnings
v'W-2 earnings v Form 1099 payments - if secondary
v'Form 1099 payments — employment rule applies

certain criteria




Membership Eligibility - SPECIAL CONDITIONS

Form 1099 payments — certain criteria (Non-Retirees)

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

* Do not report 1099 earnings

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

W-2 employee who meets
Primary Employment criteria

Enroll under “Secondary” employer type if any of the following occur: at another TRSL-eligible
employer.

e The individual 1099 contract is for more than $1,000
* The cumulative amount of 1099 payments issued by a single * 1099 limitations do not apply
employer to the employee exceeds $15,000 in a fiscal year, then all to TRSL RTW retirees
payments in excess of $15,000 are considered earnable
compensation




Adjuncts (Non-retirees)

Traditional adjuncts teach scheduled number of credit hours each semester

* Must determine eligibility EACH semester

Eligibility to enroll Adjuncts:
* Must meet Secondary employment criteria or
* Must be at least 50% of Full-time or
* Must have 10 years TRSL service credit for eligibility and/or

* The position is not seasonal or temporary
* Seasonal: An employee who works on a full-time basis less than five months in a year

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



Eligibility for adjuncts (non-retirees)

Fall & Spring Semesters: If 15 hours is Full-time
* 9 hours/15 hours = 60% ELIGIBLE (Fall or Spring)
* 6 hours/15 hours = 40% NOT ELIGIBLE (Fall or Spring)

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

Summer Semester: If 6 hours is Full-time
* 3 hours/6 hours = 50% ELIGIBLE (Summer)

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




Check employee’s status

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

Query Record

1. Enter Employee SSN under Query

Record ember Summary

. Click on Member Summary under Address Date: 08/11/2009
m m Members Menu Address:

Birth Date: Age:
Searches
Member Search
Beneficiary Search .

Y Status Information
Members [Sys | Seq | Status | Code | Date DROP Record
4 ACTIVE (A) 08/25/2008

Member Summary
Account History TRSL Regular Plan Information
Member Notations Date of Service Accrual: 08/25/2008 Average Comp: 51,649.94
Monthly Salary/Contributions Switch-Over Date:

. Social Security Eligibility Date:
Annual Salary Histary Original Retirement Plan

Benefit Payroll

Benefit Payee Service Credit for Benefit Computation Member Contributions

COLA History Regular Service 10.93  Tax-Sheltered Regular Savings 14,524.25
Regular Salary Report as of 10,2019 374.28

1099-R Information Estimate as of 06/30/2019 10.93  Total Contributions 14,898.53] _

Retirement Benefit Payment __.--""_--—

History Service credit for eligibility as of 06/30/2019: 10.93 44— |




Enroliment process

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

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

|I-Iume Members ~ Submit Files ~

Enrollment deadlines from
date of hire:

* 60 days for active members
* 30 days for retirees

Always Double-Check:
Compare SSN entered fo
the employee's 85 card

Enrollments

Enrollments allows employers and TRSL to enroll members in TRSL.

After entering the member's SSN and clicking 'Select’ the appropriate screen will display
to allow the specific enrollment to be processed. The enrollment will be adding a member
to TRSL, processing an enrollment for a member who already belongs to TRSL or
processing a return-to-work enrollment for a member who has retired and returned to

work.




Enroliments screen

Example entry screen if the employee has never contributed
to TRSL before

Tips:
* Double-check SSN: Compare SSN entered to employee’s
Social Security card
* Do Not enroll and term with the same date
* Do Not use an invalid “dummy’” SSN when enrolling

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

Submit
I:“"d“t'ﬁ Files

Agency Certification (Form 11E)

Annual Leave Update

Contribution Correction

Enrul[ments

Full-Time Only Corrections H

Enrollments

Instructions for Enrolling New Members:

1. Complete all required fields and click ‘Submit’.

. NOTE: F visas are not eligible for membership with TRSL. J-1 visas are eligible as of 08/15/2009,

3. The street address should be on one line. However, if the entire address won't fit on one line because it
contains an apartment, suite or building number, input the apartment, suite or building number an the
Street Address line and the street address on the Address 2 line.

4, Punctuation, such as a period, comma, or semi-colon, is not allowed.

Enter Enrollment Information Below
System: FZ
Employer I1D:
Employer Type: lm
Primary - Employed on full-time or part-time basis. If part-time, member works everyday at
partial pay.
Secondary - Part-Time/Temporary employment. Member works full-time with onother TRSL
emplayer and will receive zero service credit.
First Mame:
Middle initiol:
Last Name:
Suffix:
Date of Birth (mmiddiyyyy):
Enrollment Date (mmidd/yyyy):
Contract Months: ’E
Type: m
Gender: m

Address:

City:

State: |[LA W
Zip:
Personal E-Mail Address {optional):

Submit




Online enrolilment confirmation

Look for confirmation message to ensure successful online enrollment.

Enrollments

Enrollment processed successfully.
SSN: Date of Birth:
Name: \

Status Information
System Status Status Code Status Date
. ACTIVE (A) 0172372023




Enroliments - SPECIAL CONDITIONS

DROP member enrollments

When enrolling a new hire currently in TRSL’s DROP, enrollments screen will display
“DROP Member” message (example below). Continue online enrollment.

Enrollments

DROP Member - New Employment History will NOT be created
unless the Enrollment Date is after the DROP End Date; otherwise
this process will create notification of new employer only.

SSN: Pate-of Birth:
Name:
Instructions for Enrolling Existing Members:
1. Complete all required fields and click 'Submit’.

Status Information

Status Status Code Status Date
4 DROP MBR (1D) 05/02/2022




Enroliments - SPECIAL CONDITIONS

DROP member enrollments (cont’d)

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

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

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




Enroliments - SPECIAL CONDITIONS

Enrollment error — ORP status

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

TRS Teachers’ Retirement
'z’ System of Louisﬁ?iﬁ"’

I ——.

Employers ~ Submit Files ~

Welcome, Sharonl!
Employer:

Query Record

Enrollments
ORP status exists.




Enroliments - SPECIAL CONDITIONS

Unable to enroll online - general error message

1.

Ensure the following data entered
correctly in Enrollments program:
* Social security number
 Enrollment date (first day of
work)

Re-try online enrollment if any of the
above data previously entered
incorrectly.

Contact TRSL’s helpdesk at the email
address provided if you receive the
error message again.

Enrollments
There was an error processing your request. Please
try again later. If you continue to receive this
message, contact helpdesk@trsl.org for assistance.

SSN: Date of Birth:
Name:

Status Information
System Status Status Code Status Date

Employment Histor
No Employment History Records Found
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INDEX 16.0: Optional Retirement Plan (ORP) January 2023

The Optional Retirement Plan (ORP) is a defined contribution plan and
an alternative to the defined benefit plan administered by TRSL. The ORP

CONTE NTS 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 frrevocable election to participate in ORP
e ORP participants are not considered TRSL members.
Eligibility

ORP-eligible employers Key features of the ORP:

Determining employee = An ORP account is owned by the participant, and there is no
eligibility waiting period to join the plan.

ORP r‘?_" h'b"' dfor ’ « ORP accounts are portable.

non-higher education " .

employess « ORP participants control their own investments.

R U AU S AL DU IO SN S R S

Index 16.0: Optional Retirement Plan (ORP)

Provides information on the Defined Contribution Plan available

to academic and unclassified employees of Louisiana colleges,
universities, and community colleges

Correcting salary files of these contributions are transferred to the carrier.
Tips to ensure proper
regorting

Recovering overpayments

Carrier changes (Form 16)

Re-employing an ORP

participant

Terminations
Rollover requests

Erequently asked guestions

- WWW.TRSL.org » 1-877-ASK-TRSL » webmaster@trsl.org 16.0 - Optional Retirement Plan




What is the Optional Retirement Plan (ORP)?

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

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

 Portable

What is the ORP?
The ORP (Optional Retirement
I Plan) is a defined contribution () I

plan, under Internal Revenue

Code §401(a), in which account
holders direct their own investments
through private carriers.

The decision to participate in ORP is irrevocable

* ORP participants do not participate in TRSL’s Defined Benefit Plan and P
are nOt COnSidered TRSL members Academicagnd uncl.assified employees of

Louisiana colleges, universities, and community
colleges can participate in the ORP. This
retirement plan is also available to employees
of any constitutionally established board that
manages institutions of higher education.

Participants control their own investments through private carriers Hlow s St orks

* An ORP account is owned by the member,

o o . o o and there is no waiting period to join the
* Employee & employer contributions are invested by the ORP carrier in plan, ORP mambers rc 100% vested o
the investment option(s) chosen by the employee Qb i ey

ORRP carrier in the investment options

* Participants are 100% vested from date of enrollment chosen by the member.

«  The performance of the member’s
investments determines the retirement
benefit due. Projections of possible benefits
are provided, but not guaranteed, by the
ORP carriers.




Current ORP carriers

ﬁ C § % * https://trsl.beready2retire.com

iFINANCIALW

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

* https://www.corebridgefinancial.com/rs/trsl

corebridgé?

financial



https://trsl.beready2retire.com/
https://www.tiaa.org/public/tcm/louisianaorp
https://www.corebridgefinancial.com/rs/trsl

Higher ed employees eligible for ORP

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

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

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

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




Are employees of technical colleges eligible for ORP?

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

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

* SOWELA Technical Community College

L.E. Fletcher Technical Community College

Northshore Technical Community College

* Northwest Louisiana Technical Community College

Central Louisiana Technical Community College




When is an employee eligible to join ORP?

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

* Election made within the first 60 days of eligible employment
(employee and employer contributions transfer to the participant’s
ORP account, the UAL portion is retained by TRSL)

* Election made after 60 days but within 5 years of eligible
employment (only employee contributions transfer to the
participant’s ORP account)

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

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

Members who choose to
participate in ORP after
being in the TRSL Defined
Benefit Plan (Regular Plan):

e At the member’s request,
only the member portion of
retirement contributions
will be transferred to the
carrier if the member has
been in TRSL more than 60
days.




Higher education ORP contributions

The total employer contribution rate for all employers includes | total oRP Employer Contribution Rate
the following: (FY 2024)

Transfer Amount: The percentage amount actually **Transfer Amount 6.2%
transferred to each ORP participant’s account; set by law or
Board resolution.

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

Contribution Rate

AShared UAL 20.16%

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

Contributions transferred to the * ORP participants contribute 8% of salary, less a 0.05% TRSL
ORP participant’s carrier . . .
administrative fee.
*Employee 7.95% .
** LSA R.S. 11:927 sets the employer portion transfer amount,
**Employer 6.2% which cannot be less than 6.2%.
Total transferred to N H 1 )
* pansferre 14.15% TRS.L rejcalns the UAL portion of the employer’s total
account contribution rate.




ORP salary & contributions limits

Contributions reported/transferred to the ORP carriers are limited to $66,000 for
calendar year 2023

* The limit includes both the employee and employer contribution amounts

Optional Retirement Plan (ORP)
Maximum Contribution Limits

S TRSL

Teachers” Retirement
System of Louisiana

Maximum Annual Contribution
(Employer & Employee contributions)

Calendar Year

2023 $66,000
2022 §61.000
2021 $58,000
2020 $57,000
2019 $56,000
2018 $55,000

. B



Termination of ORP participants

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

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

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

* TRSL will provide the confirmed termination date to the former employee’s ORP
carrier to initiate the rollover
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INDEX 4.0: Contribution Reporting & Corrections January 2023

Contributions and reporting

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

Earnable compensation This index provides information and instructions for TRSL reporting
Monthly salary & agencies to accomplish the following:
contribution reports
Special cases * withhold employee and employer contributions on all TRSL-eligible
Leave without pay earnable compensation
Docked by substitute * prepare and submit accurate and timely contribution reports
Extended sick leave .

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

Index 4.0: Contribution Reporting & Corrections

Provides information on salary and contribution reporting,

including instructions for identifying and correcting reported
contributions for current and prior years

porang ™o oney

salarv/contribution TRSL member contribution rates are established by LSA R.S. 11:62 (11) for
corrections the three retirement plans administered by TRSL.

Contributions corrections
Prior year salary corrections

Rollover earnings

Current member contribution rates

School Lunch Plan A 9.1% (System Code 2)

Sheltered/unsheltered

contributions School Lunch Plan B 5.0% (System Code 3)
Terminations
Freguently asked guestions Regular Plan 8.0% (System Code 4)

www.TRSL.org * 1-877-ASK-TRSL * web.master@trsl.org 4.0 - Contribution Reporting




Employer contribution rates (FY 2023-24)

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

EMPLOYER RATE
TRSL Employee
sub-plan normal cost Normal Admin Shared Total
cost expense UAL emp.loyc?r
rate contribution
K-12
* 8.0%
Regular
Plan A 9.1% 3.5748% 0.37% 20.16% 24.1%
Plan B 5.0%
Higher Ed
8-0% . 00 . OO . . 00
Regular 2.7880% 0.37% 20.16 23.3%

*Includes university laboratory schools




Earnable compensation

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

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

* Report contributions in the fiscal year earned (July 1 through June 30)

* Contribution reports and payments are due by the 15th of each month
* Payments made after close of fiscal year should be moved to the correct fiscal year




Types of contributions

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

Tax sheltered Tax unsheltered

* Active members only * Employees on workers’ compensation

« Includes paid sabbatical or (contributions via third-party payments)

extended sick leave (only for |+ USERRA payments

D SEook) * TRSL retirees who returned to workin a

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

* Employer contributions




Reporting special situations/cases

© Workers' Compensation(WC) 100% Accrual

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

: , * Employer contributions continue
* Employer must provide employee the option to pay

contributions based on: * Employer must continue to report member’s
» Workers’ compensation benefit received monthly earnings with $0 employee
OR contributions

» Employee’s salary at time of qualification for WC

e Contributions should be unsheltered unless the member is
using sick leave

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

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

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

I



Identifying Errors from Monthly Salary/Contribution Reports

Two reports available:
* Contribution Exceptions
 Salary Rejections

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

Contact your assigned Retirement Benefits Analyst Liaison for assistance with these
reports.

You may be contacted by an Employer Services Department staff member who is not
your assigned liaison on www.TRSL.org




System of Louisiana®

T en——

Contribution Exceptions Report e ——
P el 2 TRS

|dentifies reporting and enrollment errors

Welcome, Sharonl!

Should be reviewed, cleared, or reconciled HAlcoms; Sars
eaCh month _———. Employer Contribution Charges

Emnlover Pavments

Retrieve from the Employer Contribution o Employer Contribution Charges

Employer Contribution Accounts Receivable

Employer ID TRSL - REGULAR Employer: SC BD
Charges screen under the Employers menu L S|
O E M I S Earnings Sheltered Unsheltered Full-Time Employer
I n JUL Error Transmittal 369,165.33 2537081 416234 370,346.30
Rejections 0.00 0.00 0.00 0.00
o e e CCR: 0.00 0.00 0.00 0.00 93,029.66
=== '
° AV a I I a b I e fO r D efl n e d B e n Efl t SRR, Fost:d 369,165.33 25,370.81 416234 370,346.30
Report Type
o Complete Report ™ Transmittal 444,886.23 31,380.45 421034 44488623
retlrement plan (System 4-) e e R:::an::: 0.00 000 000 000
e e CCRs 0.00 0.00 0.00 0.00 11211133
~ —I— t t . t Posted 44488623 31,380.45 421034 44488623
W O Wa y S O re rl e V e re p O r SEP Error Transmittal | 3,143,63135 241,623.05 9,867.86 3,146/647.20
‘ Searches Rejections 0.00 0.00 0.00 0.00
Member Search CCRs 41522 3322 0.00 2394320 79229974
Posted 3144,046.57 244,656.27 9,867.86 347059040

Beneficiary Search

‘ Members OCT Error Transmittal|  3,612,994.15 277,209.56 1183026|| 362077591
Member Summary Rejections 0.00 0.00 0.00 0.00
" CCRs 0.00 0.00 0.00 0.00 910,474.53
Account History
Posted 3,612,994.15 277,209.56 11,830.26 3,620,77591
Member Notations.
Monthly Salary /Contributians TOTAL Report | Transmitial||  7,570,677.06 575,583.87 3007080|| 758265564
Annual Salary History Rejections 0.00 0.00 0.00 0.00
Be CCRs 415.22 3322 0.00 2394320 190791526
nefit Payroll
Posted 7,571,092.28 575,617.09 30,070.80 7.606,598.84

Benefit Payee

. -




Retrieving the Contribution Exception Report

Click on the last “Error”
message on the screen

* Pulls cumulative report
sorted by SSN

Employer Contribution Charges

TRSL - REGULAR Employer: UNIV
Fiscal Year: 2022
Month Earnings Sheltered Unsheltered Full-Time Employer

JUL Report Transmittal 870,994.32 67,457.74 1,080.15 879,143.04
Rejections 0.00 0.00 0.00 0.00
CCRs 0.00 5.25 0.00 2043.80 213,393.61
Posted 870,994.32 67,462.99 1,080.15 881,186.84

AUG Report | Transmittal 1,283,211.40 99,128.98 2190.92 1,328,362.61
Rejections 0.00 0.00 0.00 0.00
CCRs -3,961.54 -316.92 0.00 -3,961.54 31341622
Posted 1,279,249.86 98,812.06 2,190.92 1,324,401.07

SEP Error Transmittal 1,902,489.02 147 539.32 2167.37 1,949,381.98
Rejections 0.00 0.00 0.00 0.00
CCRs 0.00 0.00 0.00 1,388.85 466,109.81
Posted 1,902,489.02 147,539.32 2167.37 1,950,770.83

0 CT@ Transmittal 2,818,528.39 215,685.09 432448 2951,20790
Rejections 0.00 0.00 0.00 0.00
CCRs 0.00 0.00 0.00 0.00 690,539.46
Posted 2,818,528.39 215,685.09 432448 2,951,207.90




Retrieving the Contribution Exception Report

Customized Report

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

S Itiome |Members - |Employers - |Reports - |Updates - |iogow |

Welcome, Sharonl!
Employer: TRSL

Fiscal Year

[Setect | clear

NEW! Custom Report
Help

Report Type
“Complete Report v

Sort Selection

Social Security Number w
Generate Report
e

Employer Contribution Charges

TRSL - REGULAR Employer: UNIV
Fiscal Year: 2023
Month Earnings Sheltered Unsheltered

JUL Report Transmittal 890,128.05 68,642.00 787.70 9l
Rejections 0.00 0.00 0.00
CCRs 0.00 689.56 0.00 .
Posted 890,128.05 69,331.56 787.70 9.

AUG Report Transmittal 1,434,542.32 111,706.88 1,632.78 1,40
Rejections 0.00 0.00 0.00
CCRs -7,253.00 -520.24 0.00 -
Posted 1,427,289.32 111,186.64 1,632.78 1,4

SEP Error Transmittal 3,154,694.60 244 596.95 3,887.68 3,20
Rejections 0.00 0.00 0.00
CCRs 0.00 0.00 0.00

Recommend Report Type:
Complete Report

Report Type
Complete Report
Active Status
Retiree Status
Unknown Name

Enrolled Not Reported
Reported Not Enrolled

Sort Selection

Social Securnity Number
Alphabetically
Exception Message




Contribution Exception Report

Layout:
* Sort & filter info

* Number of
exception records

Date: 01/26/2023

Sorted By: Alphabetically

Filtered By: No Filter

Teachers' Retirement System of Louisiana - Regular Plan

Contribution Exception Report
For Fiscal Year 2022-2023

Page 1 of 1
By- S
Exceptions Found: 7

Employer: UNIVERSITY
Reporting Contrib Actual Full-Time Exception
Start Date Term Date Status Status Date Period Type Earnings Contribs Earnings Message
01/11/2021 ACTIVE 01/11/2021 10/2022 Sheltered 31,184 62 27579  31,184.62 Contribution unreasonable.
05/01/2021 06/30/2021 ACTIVE 08/24/1989 12/2022 Sheltered 200.00 16.00 200.00 Reported not enrolled.
Us/U1/2022 RIWZ28-291 uw01/2022 11/2022 RTW member Enrolled not reported.
12/2022 RTW member Enrolled not reported.
10/01/2021 RTW1173/AD 10/01/2021 11/2022 RTW member Enrolled not reported.
03/19/2022 RTW228-297 03/19/2022 09/2022 RTW member Enrolled not reported.
11/01/2022 RTW228-297 11/01/2022 12/2022 RTW member Enrolled not reported.
06/07/2021 08/19/2022 INACTIVE 08/19/2022 11/2022 Sheltered 167218 133.78 1,672.18 Reported not enrolled.

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



Retrieving salary rejections

Review Employer Contribution Charges Employer Contribution Charges
screen in EMIS after posting your monthly TR REGULAR fenr

Fiscal Year: 2023

S a l a ry/c O n tri b u ti O n S re p O rt fo r t h e R e g u I a r Earnings Sheltered  Unsheltered Full-Time Employer

JUL Error Transmittal 15,058,741.65 1,189,105.78 4,362.36 15,332,014.14
P I a n ( S y S t e m 4 ) © Rejections 22,490.60 1,799.26 0.00 66,240.84
CCRs -39,557.19 -2,884.68 89.60 -58,367.85 3,614,203.22
Posted 14,996,693.86 1,184,421.84 4.451.96 15,207,405.45
AUG Error Transmittal 15,604,877.05 1,228,769.04 4,006.06 16,081,545.94
° (¢ o o 13} Rejections 18,631.68 -171.51 0.00 30,290.34
CI | Ck on ShOW ReleCtlonS button near tOp CCRs 488292 2,894.40 8128 8242755 375510835
Posted 15,581,362.45 1,231,834.95 4,467.34 15,869,128.05
of screen.
H H H Salary Rejections
¢ Screen WI” update and dlsplay reJeCted Month/Y SSN Actual Sheltered Unsheltered FullTime Eror M
R ontnfear Earnings Contributions Contributions Eamings fror flessage
records at bottom Of Screen ln Ca I enda r 072022 1,583.17 126.65 0.00 1,583 17|PENDING RET/DROP/OPTS/DROP MBR
0712022 150.00 12.00 0.00 150 0JPENDING RET/DROP/OPT5/DROP MBR
m O n t h O rd e r. 072022 100.00 8.00 0.00 100.00PERSON IN ESTIMATED STATUS
0712022 5503.51 44028 0.00 5,503.51|PERSON IN ESTIMATED STATUS
E 072022 220.00 17.60 0.00 220.00PENDING RET/DROP/OPTS/DROP MER
p lﬂ’fEI" 1 N S l: ED 0712022 200.00 16.00 0.00 200.00{PENDING RET/DROP/OPTS/DROP MBR
‘ S h oW R‘E‘J 'E‘Et | ons \ TOTAL: 7,756.68 620.53 0.00 7,756.68
082022 44625 35.70 0.00 446.25PENDING RET/DROP/OPTS/DROP MBR
0812022 6,480.00 518.40 0.00 6,480 00fPENDING RET/DROP/OPTS/DROP MBR
082022 350.00 28.00 0.00 350.00{PENDING RET/DROP/OPTS/DROP MBR




Salary rejections

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

Salary Rejections

0712021 6.748.34 539 87 0.00 0.00|PERSON IN ESTIMATED STATUS
072021 3,142 83 25143 0.00 3,‘142_83--GDNTRIBUTIDN AMT MUST BEO

TOTAL: 9,891.17 791.30 0.00 3,142.83
09/2021 3,940.25 315 22 0.00 3,94{}_25"F'ENDING RET/DROF/OFTSDROFP MER
09/2021 4 ,879.83 390 .39 0.00 4,8?9_83"F'ENDING RET/DROP/OPTS/DROP MER
0972021 4,066.73 325 34 0.00 4,066 73|ORP MEMBER

TOTAL: 12,886.81 1,030.95 0.00 12,886.81
10/2021 [ 3.940.25 315 22 0.00 3,94{}_25"F'ENDING RET/DROP/OPTS/DROP MER
1012021 : 4,879.83 390.39 0.00 4,579 83|PENDING RET/DROPIOPTS/DROP MBR
10/2021 ! 4,066.73 325 34 0.00 4,056.?3- -CI'RF' MEMBER

TOTAL: 12,886.81 1,030.95 0.00 12,886.81




Reconciling rejections

Common rejection types:

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

ORP PENDING ESTIMATED
MEMBER RET/DROP STATUS
NEG MONEY EARNINGS >

CONTRIBUTIONS

MUST BE o ARHOINIT 99999-99

DISALLOWED DISALLOWED




Salary rejections with $0 earnings/contributions

Rejections with so Actual Earnings, $o Contributions, and $o Full-time Earnings require no
action!

Salary Rejections
MonthYear oimge | Conbiniioms | Comimboer | Lamime Ertor Message

0712022 0.00 0.00 0.00 0.00|RENDING RET/DROP/OPTS/DROP MER
0712022 0.00 0.00 0.00 0.00 +EF€SON N ESTIMATED STATUS
0712022 0.00 0.00 0.00 0.00 *’EF%SCIN N ESTIMATED STATUS
0712022 0.00 0.00 0.00 0.00 +EF€SON N ESTIMATED STATUS
0712022 0.00 0.00 0.00 0.00 +EF€SDN IN ESTIMATED STATUS
0712022 0.00 0.00 0.00 0.00 +ENDING RET/DROP/OPTS/DROP MBR
0712022 0.00 0.00 0.00 0.00 +EF€SON IN ESTIMATED STATUS

TOTAL: 0.00 0.00 0.00 0.00
08/2022 0.00 0.00 0.00 0.00JPERSON IN ESTIMATED STATUS
0812022 0.00 0.00 0.00 D.UCI'JEF{SON N ESTIMATED STATUS
08/2022 0.00 0.00 0.00 G.[]CI'JERSCIN N ESTIMATED STATUS
08/2022 0.00 0.00 0.00 D.UCJ'JENDING RET/DROP/OPTS/DROP MBR
08/2022 0.00 0.00 0.00 0.00JPERSON IN ESTIMATED STATUS

TOTAL: 0.00 0.00 0.00 0.00




Clearing exceptions & rejections

Online updates in EMIS Updates
EnrO”mentS Agency Certification (Form 11B)

Terminations
Contribution Correction E"t”b”m“ Ldianit,
(current fiscal year only) " sl

Prior Year Salary Correction FAC O Sames o
(previous fiscal year) AR

Journal Entry Review

Annual Leave Update

KPrior Year Salary Correction)

Questionable Year Certification

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

Retiree Voluntary/insurance Deduction
Sick Leave Days Paid Update

Sick Leave Add and/or Update

erminations)

e -




(Online) Salary Contribution Corrections

Corrects salary reporting in the current fiscal year
* Add, edit/change, or delete monthly salary postings reported

Contribution Correction

System: 4 Employer:
SSN: Fiscal Year: l Current Fiscal Year I
Name: Reporting Month/Year:

Instructions for using Contribution Correction:

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

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

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

Click Delete’ or 'Delete Zeros' to delete the posting for the month.

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

Enter actual earnings and full-time earnings with the decimal. For example, to enter $10 key in 10.00.
Contribution Type "30" is for sheltered contributions and Contribution Type "10" is for unsheltered contributions.

No Uk

Full-Time
Earnings

2736.00

Contribution Contribution

Amount
218.88

Actual

Earnings

2736.00 Delete




Monthly Correction Journal Screen

. . . . . . . Employers | Reports  ~
Pro(\jndfes detailed list of all Qn(ljme contrlbutl]?nhco]:.rec’ilons S Coeii el
made for any reporting period (mm/yyyy) of the fisca wp—————
year.

Employer Payments
) o . Employer Contacts
May result in additional charges or credits to employer’s
Journal Entry
account.
ORP Contribution Charges
[Monthly Correction Journal

Monthly Correction Journal
For 12/2022

System: 4 Fiscal Year: 2023 Employer:
DE Upe 3 qs ontributions ime 3 S { [IONS me
30 A 1,787.50 143.00 1,787.50 1,787.50 143.00 1,787.50
Posted on 01/18/2023 by EMPR -
Unsheltered Regular Totals 0.00 0.00 0.00 0.00 0.00 0.00
Sheltered Regular Totals 1,787.50 143.00 1,787.50 1,787.50 143.00 1,787.50




Terminations

Enter a termination date for employee who:
* Resigns

* Changes to a non-covered position at your
agency

* Isapproved for TRSL disability retirement

Terminations

SSN: Employer:

Name:

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

System Employment Date Termination
Edit 4 12/17/2001

Update within 30 days of the
member’s last day of work (or
last day of official leave)
Termination dates do not have to
be the same for TRSL and
insurance coverage

Use MM/DD/YYYY format

Reminder: Do Not enroll and term
with the same date
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INDEX 6.0: Service Credit Certifications/Corrections September 2022

The information presented in this index describes the following:

* What is service credit?
CONTENTS * How to identify records requiring service credit certification

Related terms & definitions * How to certify service credit/certify questionable years
What is service credit . eg=
i ) Related terms and definitions
Service credit formula

Impact of service credit

Identifying records that

Employers should be familiar with the following terms and definitions as it
relates to TRSL service credit:

require service credit. * Actual earnings: All earnings paid to a member meeting the

certification definition of earnable compensation in accordance with LSA R.S
What is a questionable year 11:701(10). (See "Earnable compensation" section of Index 4.0 for
(Qv)? mnara infarmatinn and inctriirtinne )

Index 6.0: Service Credit Certifications / Corrections

Provides instructions for identifying and correcting records

requiring service credit certification

Letter ?  Percent effort for Adjunct Professors: The percentage of
How to certify service credit credit hours or classes taught per semester. For example, if the
Service credit certifications/ number of credit hours considered full-time per semester is
corrections 12 and someone teaches 6 credit hours, their percent effort is
QY certification procedures 50% (6 credit hours divided by 12 credit hours)
Eull-time only corrections °  Percent effort for all other positions: The percentage of

a full day an employee is scheduled to work. For example, if

Common errors to avoid
someone is scheduled to work 5 hours per day and 7 hours is

2:}”?2?[';;::? fulltime considered a full day, then their percent effort is 71% (5 hours
y )
divided by 7 hours = 0.71)

How to read account history

* Questionable year: A fiscal year whose service credit requires
certification.

www.TRSL.org * 1-877-ASK-TRSL * web.master@trsl.org 6.0 - Svc Credit Certifications




Terms/definitions

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

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

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

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




Terms/definitions (cont'd)

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

* Service credit for benefit computation [/ % effort = Service credit for eligibility

Percent (%) effort formula:
* #hours worked [ # hours in a full workday

Example 1: Employee works 5 hours per day; normal full-time is 8 hours per day;

* Percent effort: 5/8 hours = 63% effort

Example 2: Adjunct employee scheduled for Fall semester to teach 6 credit hours;

normal full-time is 15 credit hours for Fall & Spring

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




How to certify questionable years

Three online processes:

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

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

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

Updates Submit Files ~

Annual Leave Update
Contribution Correction

Enroliments

@—Time Only Corrections )

Home Address Update
Journal Entry Review
ORP Salary Entry (up to 25 employees on|

@r Year Salary Corrections)

Questionable Year Certification )

Sick Leave Days Paid Update

Sick Leave Add and/or Update

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




Full-Time Only Corrections

Updates service credit

* Must provide correct Full-time Earnings

amount

* Use Reason drop-down box or enter

Comment

Reason:

Cormment:

Official Leave (Other than Sabbatical)
Sabbatical at Reduced Pay

Extra Earnings

Workers' Compensation

Summer School Earnings

Full-Time Earnings Under/Over-stated
Full-Time not previously reported

1st Year of Employment

Last Year of Employment

1st Year of Employment After DROP
Part-time Employee

Substitute Earnings

Full-Time Only Corrections

SSN: Employer: BD
Name: Fiscal Year: 2017
System: 4

Comment

Contribution| Employer |Actual Eamings| Contribution Full Time  [Service
Type Indicator Amount Eamings | Credit

Sheltered | Primary 8,056.35 644,51 8,056.35 0.37 |QUESTIONABLE 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
waorking period. Full-time earnings equal an employee's full-time 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 enter the same full-time earnings that is already on the
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.

5. Select a reason for the correction.

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.

7. Click the 'Submit' button to submit the correction.

8. NOTE: The correction of an authorized signer’s personal TRSL member account must be completed by another
authorized signer at the agency.

Full-Time Earnings:
Reason: I

Comment:

Submit |




EXAMPLE: Full-Time Only Correction

Record appears on the Questionable Years (QY) report
EXAMPLE: New hire as of 10/23/2019
* Ensure Actual Earnings reported are correct

* Need correct Full-time earnings (FTE) to clear the
questionable year record

1.

2.

3.

4,

Questionable year reason codes
Annual earnings decreased more than

5% from previous year

1% year of employment for an

employer / 1st year of employment
after DROP

Changed employers during the fiscal
year and/or break in service

Partial year of service credit not
previously certified

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

Year

I DOE JOHN I 4 2020 ACTIVE 10/23/2019 28,630.50 28,630.50 0.71 2,4

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

Always research correct FTE.




EXAMPLE: Full-Time Only Correction

Full-Time Only Corrections

SSN: Employer:
Name: Fiscal Year: 2020
W —
Contribution| Employer |Actual Eamings), Contribution Full Time Service
Type Indicator Amount Eamings Credit
Sheltered Primary 28,630.50 / 2,290.41 28,630.50 0.71 |QUESTIONABLE YEAR
"H..._._____/ \___/

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-time earnings equal an employee's full-time 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 enter the same full-time earnings that is already on the
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.

5. Select a reason for the correction.

6. A comment can be added for additional information needed to cl
reason is not chosen in which case the comment is required.

Provide total salary employee
would have made if he worked
entire year as a full-time

1t is optional unless a

7. Click the "Submit’ button to submit the correction. empoloyee + any add'l pay
8. NOTE: The correction of an authorized signer's personal TRSL I| (Stipends, tax supplements, etc.) |eted by another
authorized signer at the agency. /
Full-Time Earnings: 41075.30 '
YReE5oh: (1st Year of Employment v

Use Reason drop-down field when

possible. Comment:
EXCEPTIONS: Use Comment field to not
anything unusual (LWOP, dockages,
incorr hire date, etc.) or if non of Reason
drop-down choices apply




Actuarial Cost for Full-Time Only Corrections

LSA-R.S. 11:888 and LSA-R.S. 11:158 allow
for an actuarial cost to the employer for
any corrections for fiscal years greater
than three (3) years old that result in an
increase in service credit.

* Journal Entry invoice for total Full-Time
Only Corrections charges calculated
after end of each fiscal year.

The three-year timeline for
certifying/correcting questionable
years is calculated as follows:

Current Fiscal Year: FY 2023
Fiscal Year 1: FY 2022
Fiscal Year 2: FY 2021
Fiscal Year 3: FY 2020

Older than FY 2019 & all
three years: | fiscal years prior




Actuarial Cost/Charges for Full-Time Only Corrections

Example of actuarial cost invoice (notification)

Your agency will receive a Journal Entry invoice
for all Full-Time Only Corrections records
greater than three (3) years old that resulted in

increased service credit.

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

&TRSL

Teachers' Retirement System of Louisiana

BOARD OF TRUSTEES
Elected

Holly Bridges Gildig, M.E4.
r

Sth District

David A_ Hennigan

Vice Chair

dth District

Neshelle 5. Nogess MBA
Ist District

Lotte T. Delaney, M.P.A.

Journal Entry

Date: 10/17/2022

Journal Entry #:

Account Description

Debit

[3 PY Employer
ADVANCE ACCOUNT PY Employer

§3,567.45

Credit

$3,567.45

Total

$3,567.45

$3,567.45

Description:

To charge employer the actuarial cost of full-time only corrections submitted during the 2022 fiscal year that corrected fiscal years

greater than 3 years old.

[ __Members

© www.rsl.org
§ 225.925.6446
& 225.925.477%

= web.master@uslorg,
Post Office Box 94123

Baton Rouge LA 70804-5123

Qctober 19, 2022

Dear

In accordance with LSA-R.S. 11:888 and 11158, TRSL and our
actuary firm Foster & Foster recently calculated the actuarial cost
for all Fuil-Time Only Corrections submitted by your agency duting
Fiscal Year (FY) 2022 that corrected members' full-time earnings
for fiscal years greater than 3 years old.

For your records, enclosed is a list of TRSL members and a copy of
the journal entries for which your agency incurred an actuarial cost
due to a Full-Time Only Correction submitted in FY 2022, The total
amount charged to is $3,567.45.

If you have any questions regarding these corrections or the charge
assoclated, please contact Jeff George at (225) 925-1887 or
jeffrey.george@trsl.org

$2,553.99
$301.09
$508.51
$203.86
Audit Log #: 22389
LAST 4SSN MBR NAME SRV TO PURCHASE  EMPLOYER CODE Cost
v v Y011 Vi +%$2,553.99
v v »0.02 Ve /$301.09
’ v /0.02 v »$508.51
v v 0.01 vi /$203.86

Total: ~$3,567.45

IE:

If you have any questions regarding how to submit payment for the
charge, please contact LaTrina Stone at (225) 925-6456 or

latrina.stone@trsl.org
Sincerely,
Jeff George

Retirement Benefits Supervisor

Enclosures




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

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

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

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

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

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

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




Certifying traditional adjunct employment

Use TRSL’s Adjunct Certification letter for +TRSL
adjunct employees employed by credit hour T e i o i
contracts

SERVICE CREDIT CERTIFICATION - ADJUNCT

* Ensure eligibility each semester before veRsTY

MS.

certifying PR

S55N:

The fiscal year listed below is being questoned for possible adjunct eamings. Please cerlify the following
information:

Ficat | S | S e | | Eaton o
. o o e . Year: of Classes | Classes Actual Eamings for | workthe | would have eamed if grfmﬁws
Assigned Retirement Analyst Liaison will || ST e IS smpen,
provide instructions to update online in EMIS | [s=== ; N P
Fall [ Yes f No | &
:mﬁur 5 Yes f No | &
= ; e s

Please verify the membership eligibility before certifying anyone working less than 20 hours per week or less than
50% of what is considered full-ime. Please sea Index 2.0 of the Employer Procedures Manual located on the
THSL wabsite Wwww trsl. ai loyers e anual). 11 you deterrmana the mamber 15 naot
eligible, please submit a Prior Year Comection to remowve any ineligible eamings. If member was contracted to work
maore than 20 hours per week or at 50%, but worked less due 1o class cancellation due o lack of anroliment or
other reason: please document in comments below of contact your agency’s assigned TRSL Retirement Liaison
for assistance.

D, -




TRSL adjunct certification letter

| A #I'RSL.
I 1radition N N ‘¢’
( O a t O a J u CtS O y) {‘" Trachers’ Batiremwns Soyltermn af | s he
oa-8
SERVICE CREDIT CERTIFICATION — ADJUNCT
Jdurne 13, 2017
UNIVERSITY
M5
AVENUE EMPR #00
20 9=- 00D
Example: Adjunct certification letter -
X : unct certification lett —t '
[ ] — - -
p ] The loiowing years are quesbionabis snd contain possdde adjuict eamengs. Please cortfy the Tollowing
imformnalion:
_- Mupmibsr of Puambesr of | ] Dt [ W Mo, indicate Enplasrandson o
Fiscal Higpis Houss oF Frve i el B 8 FrssT i othesr earmangs
¥ [ ETTFES Clagaas Actusd Earmings. for sk e bl Fuans
A7 |giie |Fateme. | wmenBemeser | sy | it | Smpen
T b ook o) arvnrinnds. praeds
' 1 | 1 hosrly wagos eic)
Fal 5 'S [ T o) ¢ Ma | -
- & hr [ s 3,60 Vs / % |
| .
5 = 3 -
:!:::Eu.r b hrs | (B 'si-‘--l"" ) s fHo g I- =
ad = | o —
S, | G hes | & s 5,8 (5o |s
Ty / Argg usd
Flaasa complale and relurn servics caedil cedificatons within 50 deys. Afler 60 days, TRSL will use the
sarvice credil and camings os B or may adust lor reasonablensss. To retumn by lax, send 1o 225 925-6360
__De /5 " Ju7
Sigrsiure Drate
o .
° 06/30/2014 043 Prima UNIV I
Example: Information from Adjunct y ;
. 1,040.00 TSREG 0.11 REGULAR
fall 6/15, spring 615 + summer

certification letter updated online in — e e o

QUESTIONABLE YEAR

EMIS ﬂ




Calculating % effort for traditional adjunct employment

% effort guide

EXAMPLE:
If 15 credit hours is full-
time for Fall/Spring

# semester Semester
# classes hours/full- % effort
hours .
time

1 class 3 hours 3/15 20%
2 classes 6 hours 6/15 40%
3 classes 9 hours 9/15 60%
4 classes 12 hours 12/15 80%
5 classes 15 hours 15/15 100%




Certifying hourly adjuncts in EMIS

1. Calculate Full-time Earnings amount

Fullime Only Corrections program

Hourly rate x total hours of contract for a year FlTine s | [_ErrFaienon_]
« 9 months: 1,440 hours x hourly rate s | J ECCRE
Comment: | Enter Comment

* 12 months: 2,080 hours x hourly rate

2. Skip reason field

3. Enter comment only: Hourly employee (@ XX/hr, sched to work at least XX
hours per week.

 Document employees contracted to work more than 20 hours per week or at 50%,
but worked less due to class cancellation from lack of enrollment or other reason.

.



Certifying hourly adjuncts in EMIS
EXAMPLE: Hourly adjunct certification

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

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

W6/30/2016 005 Primary
0.19 REGULAR 5,407.50 (28,800.00
CWGHI{ED AS NEEDED AT $20 PER HOUR. EHEDEH HOU
10282117 By k 0.48 FT SAOTSD 2120000
QUESTIONABLE YEAR

e, -



Questionable Year Certification

Questionable Year Certification

Does not update service credit; certifies s i o
reported datais correct as is cymtom. 4 resl Yo 206

* Must select Reason from drop-down box | il R

Sheltered Primary 55,468.24 4,437.44 55,468.24 1.00 |QUESTIOMABLE YEAR
or enter Comment

Instructions for using Questionable Year Certification:
1. The information as reported to TRSL for the fiscal year is displayed above.

o ¢ . . o : . . .
() ’ b’ m - m 2. This certification will only update the record with asterisks to certify the data reported is correct. IT WILL NOT CHANGE
,f app 'Ca e’ yo u u St S e I e Ct Pa rt tl e SERVICE CREDIT. The FULL-TIME ONLY CORRECTIONS must be used if service credit should be updated.
3. Select a reason for the certification.

E m p I Oye e ” fro m t h e ¢ R e a S O n » d rO p' 4. A comment can be added for additional information needed to clarify the certification. The comment is optional unless a

reason is not chosen in which case the comment is required.

d OW n I is t a n d e n t e r t h e p e rc e n t effo rt i n 2 flg?ritbr:: ‘::ritfi);ic:l:ii:tt)‘:inoffoazu::::otr?:ef:lesritgiﬁ::'tsiT:::rsonaI TRSL member account must be completed by another
. authorized signer at the agency.
the comment field for member to g -

receive correct service credit for cj:::} v
eligibility

R : I

Fasen Previously reported information certified Certify

Comment: | 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 earnings

Part-time employee

Substitute earnings only




EXAMPLE: Questionable Year Certification

Record appears on the Questionable Years report

* Example: New hire as of 08/06/2019; need certification — p
t
for 1st year of employment (FY 2020) 1. Anrunl earnings decroased more then

5% from previous year
* Per employer’s research, employee has worked the 2 ;:T\;?%;gée;gf',fg;:ﬁﬁ;.ﬂ;mw

entire year and had nO dOCkageS Or Ieave WithOUt pay 3. Changed employers during the fiscal

year and/or break in service

(LWOP) during FY 2020; both Actual Earnings and Full- 4, Parti.alv?aroaggncfjice credit not
. o ° previously certmne
time earnings previously reported are correct.

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

| DOE JANE I 4 ACTIVE 08/06/ 58,406.14 58,406.14 1.00 2




EXAMPLE: Questionable Year Certification

Questionable Year Certification

SSN: Employer:
Name: Fiscal Year:
System: 4

Contribution | Employer ~Actual Earnings| Contribution Full Time Service Comment

Type Indicator Amount Eamnings Credit
Sheltered Primary ‘ 58,406.14 4,672.49 58,406.14 ‘ 1.00 JQUESTIONABLE YEAR

Instructions for using Questionable Year\t‘eﬂ/iﬁca ion:

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

2. This certification will only update the record with asterisks 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 clarify 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 account must be completed by another
authorized signer at the agency.

Reason: | 1st year of employment v|* Use Reason drop-down
[ L e ] field when possible

Comment: [

Certify




Full-Time Only Correction vs. QY Certification

Helpful tips:

Multiple reason codes:
* Use Full-Time Only Corrections if Actual Earnings
amount reported is correct
Reason Codes 1, 2, or 3 only:

* Use Questionable Year Certification if no
dockages/no LWOP, and full year of employment;
Actual Earnings reported must be correct

Questionable year reason codes
1. Annual earnings decreased more than
5% from previous year

2. 1* year of employment for an
employer / 1st year of employment
after DROP

3. Changed employers during the fiscal
year and/or break in service

4. Partial year of service credit not
previously certified

Actual Full-Time Service] Reason for

Earnings Earnings Credit| Questioning
Year

18,988.80 19,041.00 0.98 24
41,624.67 41,748.92 0.95 2,4
43,457.99 43,578.00 1.00 2
47,618.00 47,618.00 1.00 1
50,376.86 50,648.00 0.99 4
44,991.89 45,213.00 0.99 34
44,987.18 44,987.18 0.98 2,4

2,640.00 2,640.00 0.05 2,34
44,223.00 44,223.00 1.00 2




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

Error messages will instruct which program to use: Questionable year reason codes
1 i i . | earnings d d h
Example: If Full-Time Only Correction is selected, " 5% from previeus year o
but Questionable Year Certification is required: 2 %‘ﬁg;;f pmployment foran
atter DROP

3. Changed employers during the fiscal

. . year and/or break in service
Full'Tlme On-ly Correc‘:lons 4. Partial year of service credit not
The new full-time earnings entered is equal to reported previously certified

and the service credit agrees with the posted service credit.
The Questionable Year Certification must be used to
certify this year as correct.

Bl 4 2019 ACTIVE 08/06/ 44,713.00  44,713.00  1.00 @




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

Error messages will instruct which program to use: Questionable year reason codes
. o fe . . . I ings d d h
Example: If Questionable Year Certification is selected, " S from previeus year
but Full-Time Only Correction is required: 2 ijng‘;,‘?g{,;ff{’;i’L?E"’a”?i?‘;ﬁ:;i";mem
after DROP

3. Changed employers during the fiscal
year and/or break in service

QueStlonable Year Certlﬁcatlon 4. Partial year of service credit not

Service credit doesn't match actual earnings/full-time earnings. previously certified
Full-Time Only Corrections must be used to update full-time earnings.

M 4 2019 REFUNDED 08, 2018 12,679.30  12,679.30  0.22




Prior Year Salary Corrections

Updates service credit

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

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

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

Prior Year Salary Corrections

SSN: Employer 1Dz 3C BD
Name: Fiscal Year: 2017

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:

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.
Comment: | Reason: hd
Comment: |

Submit




EXAMPLE: Prior Year Salary Correction

Must provide correct total
Actual Earnings & Full-time
Earnings earned for the
specified fiscal year

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 darify 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

Reison: | v is not chosen in which case the comment is required.
: v
(6@ [Nov sales tax not reported Reason: \

- Comment:)|Worked Q/21/2016-|1/2[2017; 9 Mon EE X

Prior Year Salary Corrections

SSN: Employer ID: BD
Name: R Fiscal Year: 2017
System: 4
Employer | Actual Earnings | Contribution |  Full Time  |Service|
|  Indicator ‘ ‘ Amount |  Eamings ‘ Credit |
Sheltered Primary 11,878.92 | 9s0.32 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

[CJAdd 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 |

, T—

Submit l




EXAMPLE: Prior Year Salary Correction

A e n C m u St CO m I ete Salary Correction Comment Salary Correction Full-Time
g y p Instructions for using Salary Comment: Instructions for using Full-Time Comment:
b th t h S l C t' 1. Select a reason for the correction. 1. Required for Primary when the Full-Time is different.
O e a a ry O rre C l O n 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
CO m m e nt a n d S a l a r reason is not chosen in which case the comment is reguired. to dlarify the change. The comment is optional unless a reason
y REasnn: | v is not chosen in which case the comment is required.
CO rre Ction Fu”_Time Comment: Mov sales tax not reported | Reuaain; v|
‘\ Comment: Worked 9,‘21,"2016-|1;’2j201?;_9 Mon EE x|

Sections. Use Comment field or Reason

drop-down memy

Salary Corrzction Comment

Submit Use Comment field or Reason
drop-down menu

Salary Correction Full-Time

Instructions for usjfg Salary Comment: Instructions foifusing Full-Time Comment:
1. Select a reason fpff the correction. 1. Required for Pfimary when the Full-Time is different.
2. A comment cgpf be added for additional information needed 2. Select a reasgn for the full-time change.
to clarify the grrection. The comment is optional unless a 3. A comment needed
reason is gt chosen in which case the comment is required. to dlarify thyf - - A reason
. Full-Time not previously reported
T— is not chosen

1st Year of Employment After DROP

Earnings reported in July but earned in June Reason: | 1st Year of Employment

Overstated Salaries/Contributions Last Year of Employment

Understated Salaries/Contributions Official Leave (Other than Sabbatical)

Audit Compliance Sabbatical at Reduced Pay
Date of Retirement Changed Extra Earnings

Sheltered/Unsheltered switch Workers" Compensation

Summer School Eamnings

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

Subsitute Earnings

Comment:

Comment:




Defer pay/rollover earnings

Agencies should report earnings as earned, not as paid

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

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

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




June enrollments with no earnings posted

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

Step 2: Prior Year Salary Correction to add
rollover amount removed from Step 1 to
fiscal year of enrollment

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

o www.Irsl.org
' ’ 2259256446
B 225.925.4779

Teachers’ Retirement System of Louisiana 2 web.master@ursl.org ,
PPost Office Box 94123
Baton Rouge LA 708049123

August 16,
Empr #

Re:

SSN:

Dear Employer:

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

Enrollment date was 06/21/2021 but no earnings were posted for FY 2021, No service credit will
be applied until earnings are posted

Please submit Prior Year Correction of earnings and contributions for FY 2021. If earnings were
reported with the July 2021 posting, please process a CCR te remove those earnings and add
those earnings to FY 2021 with a Prior Year Correction and please provide the appropriate
annual Full-time Earnings for FY 2021

If Enroliment date is incorrect, please provide TRSL will a correct date.
then sign & date form & return to TRSL

Signature Date

If you have any questions, please contact Anthony Zeringue at (225) 925-6407.
Sincerely,

Employer Services Department
Teachers' Retirement System of Louisiana




EXAMPLE: June enrollments with no earnings posted

e Member was enrolled in TRSL on

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

Step 1: Earnings from 6/27 -6/30/2022
reported in July 2022 (current fiscal
year).

* June amount $1,003.30 — to be
moved from July 2022 (current Fiscal
Year 2023).

* Anonline Contribution Correction is
needed to subtract $1,003.30 from
current July 2022 amount reported.

Account History

No account history found for this member.

Process ID Legend

System: SSN: Status:
Name: Status Date:

Employment History

EmpriD Empind Employer Name RTW Type Employment Dates
P 06/27/2022 to 99/99/9999

Monthly Salary/Contributions

System: 4 SSN:. Name:

Fiscal Year: 2023 % Year Employed:100.00%
Primary Employer:

Contributions

Month Actual Earnings Fulltime Earnings
2,016.62 5,016.62

Aug 9,016.62 5,016.62 401.32




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

Contribution Correction

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

System: 4 Employer:
SON: Fiscal Year: 2023
Name: Reporting Month/Year: 07/2022
, o . ] o o
.Step L (cont d) Online COﬂtﬂbuthr? Correction Actual Full-Time Contribution ~ Contribution
is processed to remove $ reported in July of Earning Earnings Amount
m 5016.62 5016.62 401.32 30 Delete

current fiscal year, but earned in previous
fiscal year.

* Earnings from 6/27/2022 - 6/30/2022 in this Actua Full Time Contribution
example - reduce July by $1,003.30 Earnings Earnings Type
_ 003. -
Cancel £016.6 5016.62 20

Contribution Corrections Contribution

Adjusted Adjusted

Month/Year  Type Oper Eamings  Contributions Fulltime Eamings  Contributiona e
072022 30 R 4,013.32 N0 4,013.32 -1,003.30 -80.25 Repace 4013.30 401 3,3q 30

Posted on 02/13/2023 by EMPR LdNCet




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

« Member was enrolled in TRSL on 6/27/2022, Prior Year Salary Corrections
no earnings reported in FY 2022 s Employer D:
Name: Fiscal Year: 2022
System: 4
Step 2: A Prior Year Salar y Correction is Instructions for using Prior Year Salary Corrections:
processed to report earnings removed in 1. Check "Add" on the Sheltered and/or Unsheltered line to add a manual posting for that contribution type.
c . 1. Enter the Full-Time earnings on contribution line(s) being added.
Step 1to add June earnings to correct fiscal il st Ermngs FullTime Earins
y ear. 0 Sheltered:
. 0 Unsheltered:
* June earnings removed from FY 2023

Actual Earnings: all earnings meeting the definition of “earnable compensation” in accordance with LSA-R.S. 11:701(10).

was $1,003.30. A Prior Year Salary

Full-time Earnings-the compensation that would be payable if the employee worked full-time for the full normal working

[ 1 period. Full-time earnings equal a member’s full-time base pay (regardless of whether or not this amount is actually paid) plus
CO rrECt 1on is p rocesse d to d d d $1 ) 00 3 ¢ 3 0 any additional payments made to the member (i.e., PIP, summer school, overtime, stipends, cash house allowances, coaching
e supplements, sales tax, bonuses, and any other monies paid to a member over and above his or her base pay defined as
to FY 2022 to reﬂ e Ct earnin g S fo r 6/ 27 - earnable compensation by LSA-R.S. 11:701(10). Full-time earnings for part-time employees is the same as full-time employees.
c . Full-time earnings must be equal to or greater than actual earnings. Fulltime earnings shall never be less than actual earnings
6/3 0/2 0221Nn th IS exXam pl e. or be reduced because a member was docked.
Add Actual Earnings Full-Time Earnings
Sheltered: 1003.30 65216
) Unsheltered:




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

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. Acomment 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:| Earnings reported in July but earned in June v | reason is not chosen in which case the comment is required.
Comment: Rollover from July 2022 Reason: | Tst Year of Employment v]
Comment: 12 mo

Full-Time not previously reported
Earnings reported in July but earned in June

Overstated Salaries/Contributions
Understated Salaries/Contributions
Audit Compliance Sabbatical at Reduced Pay

Date of Retirement Changed Extra Earnings

Sheltered/Unsheltered switch Workers' Compensation

Summer School Eamings

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

Subsitute Eamings

Official Leave (Other than Sabbatical)




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

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

Step 2 (cont’d): A Prior Year Salary

Correction is processed to add s earned for

FY 2022.

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

Prior Year Salary Corrections

SSN: Employer ID:
Name: Fiscal Year: 2022
System: 4

Instructions for using Prior Year Salary Corrections:

1. Check "Add" on the Sheltered and/or Unsheltered line to add a manual posting for that contribution type.
2. Enter the Full-Time earnings on contribution line(s) being added.

Add Actual Earnings Full-Time Earnings
Sheltered: 1003.30 65216
O Unsheltered:

Actual Earnings: all earnings meeting the definition of “earnable compensation” in accordance with LSA-R.5. 11:701(10).

Full-time Earnings-the compensation that would be payable if the employee worked full-time for the full normal working
period. Full-time earnings equal a member’s full-time base pay (regardless of whether or not this amount is actually paid) plus
any additional payments made to the member (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. Fulltime earnings shall never be less than actual earnings
or be reduced because a member was docked.

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

Salary Correction Full-Time
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:| Eamnings reported in July but eamed in June v | RSO 15 IOt CHoseTT T Wi case te vommentis required.
Comment: Rollover from July 2022 Reason: | 1st Year of Employment v]

Comment: 12 mo




Actuarial Cost/Charges for Prior Year Salary Corrections

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

average comp:

For fiscal years three years old or less:

* employer will be charged member & employer
contributions + interest at TRSL’s assumed actuarial
valuation rate.

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

 will result in actuarial purchase of service credit by
the employer

* $150 fee required, increasing to $200 on 1/1/2024
e Separate Journal Entry invoice for actuarial charge

The three-year timeline for
Prior Year Corrections:

Current Fiscal Year: FY 2023
Fiscal Year 1.: FY 2022
Fiscal Year 2: FY 2021
Fiscal Year 3: FY 2020

Older than FY 2019 & all
three years: | fiscal years prior




Journal Entry screen

Employer Contribution Accounts Receivable
Online prior year corrections WI’” Emploger Cotrbution Charges
create arecord on yc?ur agency’s —
Journal Entry screen in EMIS
Employer Contacts
4lJuurnal Entry
* Actuarial JE - Prior Year Salary ORP Contribution Charges Journal Entry
Corrections resulting in actuarial crmiayer E———
Charges to your agency JE Num JEDate | ocal Year SSN  Name
55118 0771472022 2021
55567 0872272022 2022
55571 0872272022 2022
55584 0872372022 2022
56554 09/19/2022 2021
26635 09/21/2022 2022
57109 | Actuarial JE 10/20/2022 2023
57881 12/09/2022 2022
57882 12/09/2022 2022
58412 01/20/2023 2021




Qz;r RSL EMPLOYER MANUAL

INDEX 17.0: Leave Information September 2018
C INDEX
. QP EMPLOYER MANUAL K
Sic
] INDEX 11.0: Retirement/DROP Processing November 2021

Whenever a TRSL-covered employee retires or enters DROP (Deferred
Retirement Option Plan), TRSL will request the applicable employer(s) certify

CONTENTS specific information in a timely manner so that we are able to accurately
calculate the retirement benefits and promptly begin paying those benefits
| ServicefILSB retirement to the retiree.
| Deferred Retirement hi _ | f . . . ; d
I Option Plan (DROP) This index provides employer information and instructions it a TRSL-covere:

) employee submits an application for retirement or DROP.
Entering DROP (DROP In)

Retirement Process / Issues

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

Provides information related to the retirement process

contributions are remitted to TRSL.

| Application for Service

i Retirement, JLSB, or DROP Details on DROP eligibility, how the program works, as well as member
(Form 11) application & documentation requirements are discussed in our DROP
Termination of Handbook: A guide to the Deferred Retirement Option Plan publication.
1 Employment at End i
] e Entering DROP (DROP In)
L Each member who is eligible and wishes to participate in DROP must
Application for RTW. submit a completed Application for Service Retirement, ILSB, or DROP
- Supplement (Form 11RTW) (Form 11) or apply online through Member Access no earlier than six
months before the DROP start date. Both the member and employer

- www.TRSL.org = 1-877-ASK-TRSL *» web.master@trsl.org 11.0 - Retirement/DROP Processing




Employer certifications: Retirement/DROP processing

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

 Certify all questionable years

 Certify sick leave days used for all fiscal years of
employment and sick leave days paid at retirement

* Complete Agency Certification after termination date and
after all earnings & contributions are reported to TRSL

* Complete Cap Exemption Letter (if applicable)

Agency Certification (Form 11B)

Annual Leave Update

Contribution Correction

Enrollments

Full-Time Only Corrections

Furlough Certification and Update

Home Address Update

ORP Salary Entry (up to 25 employees only)
Prior Year Salary Corrections

Questionable Year Certification

Retiree Voluntary/Insurance Deduction
Salary Contribution Entry {up to 25 employees only)
Sick Leave Days Paid Update

Sick Leave Add and/or Update

Terminations

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




Request letters

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

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

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

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

%I RSL

Teades Frivmem Syvoar of i

o 3, 2O

1 SCHOOL SYSTEM
MRS

PO BOX
¥ TON. LA 704

alle ]
181 Request

Wb
ESH
Diate of Ratramant J5570000 1

D Erviphatr:

Asgritionyl informaton i nesded 8 £0n0e
Rafenmant, Fom 1 14 Plda cintiby s i
i ba upEaied cnline after leggeg e T

& Sah ledwn nfanraton fo FISCAL
08}

To report nick: leave days weed & is S an
Lipedane psmiaoen oo TRESL'S vt St e

Sisbemit s foiicwing AFTER P farminal
oyl

= Acwncy Cedificason (Form 118} &
1 ems B T SUDEIET Riaw coiag
(TREL} al (225} S25-5488 o hoil-trea jouly
ASE-TREL {1-877-375-8774)
Sty

Refgimand D parvmant
Tam e Pt nemart S iham o Lovn drs

&I'RSL

Teachers Retirement Systen of Louisiana
July 8, 2021 06 - 58

DROP Out
4 SCHOOL SYSTEM
MRS, (FZCCC
PO BOX £
AT
oRo [ RSL
DROP Dates: {1/
Date of Retiramant; O ‘z.
Teachers' Retirement System of Louisiana
Dear Employer:
Additional information August 16, 2021 06 - 59
Employment at End o
listed below after the 1
into TRSL's Employer] DROP Out
% Submitthe Agy — PARISH SCHOOL SYSTEM
leave. whichen PO BOX
complete the ¢ | La 7

< Report sick leg
% Report sick leg
If you have any guest

(225) 925-8443 or toll
275-B775).

Sincerely,

Retirement Departmer
Teachers' Retirement

sS ) 2
DROP Dates: | 12017 through L. 3/2020
Date of Retirement. 05/22/2021

Dear Employer:

Additional information Is needed to continue processing this member's Termination of
Employment af End of DROP Participation/Employment (Form 11H). Please provide the items
listed below after the member's last day of work. All items can be updated online after logging
into TRSL's EmployerMembership Information Site.

% Report sick leava information for Fiscal Year 2020
If this is nct received within 15 days, the file will be processed as is. if information is

received fater that indicates TRSL overpaid the , the may be
the amount of overpayment in accordance with LA-R.S. 11:888.

IF you have any guestions, please contact Teachers' Retirement System of Louisiana (TRSL) at
(225) 925-6448 or toll-free (outside the Baton Rouge calling area) at 1-877-ASK-TRSL (1-877-
275-8775),

Sincerely,

Rstirement Departmant
Teachars' Retirement System of Louisiana




Agency Certification (Form 11B

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

* Requested when a TRSL member retires or
enters DROP

Updates

Agency Certification (Form 11B)

Annual Leave Update

Contribution Correction

Available under Updates menu

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

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 Information ]
Member name Social Security number

Employer

Current 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 of effort (if part-time) - percent of time part-time Percent effort
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

[Elettmnlc Signature ]
[]1 understand that by submitting this agency certification online that | am certifying the actual earnings and
contributions posted on the member's account are correct for the year certified and | agree to conduct this
transaction by electronic means and that | am signing this certification.

Submit




Termination date vs. retirement date

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

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

RETIREMENT DATE

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

TERMINATION DATE

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




Employer sick leave certification

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

* Certification of sick leave days paid at retirement

Must have access rights designated on Authorized Contacts
(Form1)

| Updates I@.

Annual Leave Update

Sick Leave Days Paid Update
sick Leave Add and/or Update




Sick leave days used

Employers must certify sick leave information
for each fiscal year (July 1 - June 30)

* Months of contract (9, 10, 11, or 12)
must be entered for each fiscal year

* Number of sick leave days used

Sick Leave Add and/or Update

S5M: System: 4
Name: Employer:

Procedures for using Sick Leave Add and/or Update:

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

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

3. Click 'Cancel’ to undo changes entered or to return to the initial display.
4. Click Delete’ to remove data permanently.

NOTE: The certification of an authorized signer’s personal TRSL member account must be completed by another
authorized signer at the agency.

Fiscal Months of | Days Used Summer Summer Eligibility

Contract School Days | School % Indicator | Unavailable | Code
Worked Effort

* If applicable, number of summer T aow | w | s om0 |
school days worked with summer I T T R
school percent effort (can be T T
different than regular school year R R e
percent effort) I Updates m e e S

Annual Leave Update 1;:22 Ezz 2 :

Sick Leave Days Paid Update

Sick Leave Add and/or Update




Submit sick leave by data file

Employers can submit a data file to update the sick leave Submit —
usage for their employees at any time DOA ORP Contribution
DOA Salary Contribution
* Allows for historical information to be saved in a separate DOA Sick Leave
. LSU ORP Contribution
I O C a tl O n LSU-MEDICAL ORP Contribution

LSU Salary Contribution

* Most software vendors have created a file path to use

LSU-MEDICAL Salary Contribution

LSU Sick Leave

Starting ] .. LSU-MEDICAL Sick Leave
e Field description Data type Length ORP Salary
Salary Contribution
1 Employer ID Alpha 4 Sick Leave
5 Social Security number Numeric 9 Submit Hiscellaneous File
14 Fiscal year Numeric 4
18 Contract months Numeric 2 Tip: Check Sick Leave
Summary Report for sick
20 Sick leave days used Numeric 5* Y REp .
leave records rejected
25 Summer percent effort (050 for 50%) Numeric 3 from the uploaded sick
28 Summer days worked Numeric 505 leave data file.
TOTAL 32 bytes (characters)




Sick leave days paid at retirement

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

* Report number of days, not hours
* Report even if 0.00 days paid

I Updates I ﬁ .I

Annual Leave Update
Sick Leave Days Paid Update

Sick Leave Add andfor Update

Sick Leave Days Paid Update

55N: Employer: SC BD

Name:

Instructions for using Sick Leave Days Paid Update:
1. The number below represents the number of sick leave days paid at the time of retirement.
This number reflects ‘days’ paid, not hours.

2. The number of sick leave days paid at the time of retirement, formerly certified on the Agency
Certification {Form 11B), can be added or updated. Report the number of 'days' paid, not hours.
3. If the employer policy allows payment of sick leave days upen entering DROP, those days paid
should be reported here.

4. Click the ‘Add’ button after adding the number of sick leave days paid.

5. Click the ‘Update’ butten after correcting the number of sick leave days paid.

&. Click the 'Delete’ button to delete the number of sick leave days paid. )
y>pa Enter # Sick

Lv days paid
(ex. 25), then
click Add

Sick Leave Days Paid




EMIS sick/annual leave summary screen

Confirms leave data already updated by employer(s)

Members
l Example I Sick Leave Member Summary
Name: Account History
Fiscal Emplover Months of |Days Used | Eligibility Last Updated By Transaction| Summer |Summer! .
Year 1D Contract Date Days |Percent Member Notations
Worked | Effort i .
2014 00 EMPLOYER-FILE 07/10/2014 Monthly Salary/Contributions
2015 00 12 0.00 M 03/30/2017 Annual Salary History
2016 00 12 0.00 Re 07/13/2021 .
Benefit Payroll
2017 00 12 2.50 EMPLOYER-FILE 11/13/2017
2018 00 12 1.75 EMPLOYER-FILE 07/10/2018 Benefit Payee
2019 00 12 18.25 EMPLOYER-FILE 07/08/201% COLA History
2020 00 12 5.50 EMPLOYER-FILE 07/21/2020
1099-R Information
2021 00 12 45.00 EMPLOYER-FILE 11/01/2021
Total: = 166.50 days used 07/01/1990 and Retirement Benefit Payment History
) : forward.
. . Sick Leave/Annual Leave
Sick Leave Days Paid :
Days Paid Employer 1D Last Updated By DROP/ILSE SUI‘III‘I'I-EIF‘_I.I'ﬂ'fIEICIF_I,I'

25.00 07 /1372021




Special cases

Sick Leave Not Accrued Sick Leave Records not available

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

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

year(s)
Fiscal Year| Months of Summer Summer Eligibility Data ! Error
Ending Contract School Days School % Indicator Unavailable | Code
Worked Effort
%% 1996 v 0 0 0 W _I
_— -"1"

Add 1997 0.00 0.00 0
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INDEX 15.0: Retirees Returning to Work — OVERVIEW September 2022

The employment of a TRSL retiree into a TRSL-covered position is the
decision of each employing agency. If you decide to proceed with hiring a

retireg, La. R.S. 11:710, La. R.S. 11:710.1, and La. R.S. 11:710.2 govern the
CONTENTS reemployment of TRSL retirees with respect to the impact on the retiree’s
Enroliments benefit and whether retirement contributions will be paid
Monthly salary reporting Indices 15.1, 15.2, and 15.3 will provide additional information specific to

o each RTW group, including guidance regarding the enrollment of retirees.
Terminations

(RET) Annual salary file 2010 RTW Group m

RTW reference materials Retirees meeting the criteria listed  ®  Retirees who retired before July
at right are in the 2010 RTW 1, 2020, and have not made
Group. (La. R.S. 11:710) an irrevocable election to join

Index 15+: Retirees Returning to Work

Contains information regarding the employment of TRSL

retirees in TRSL-covered positions

Enrollments

The return-to-work (RTW) laws require employers to notify TRSL of all
retirees returning to work in TRSL-covered positions within 30 days of such
reemployment.

If an employer fails to enroll a reemployed retiree within 30 days of
reemployment, and a retiree receives benefits which would have been
suspended had the enroliment occurred timely, the return-to-work law
provides that the employer shall be liable to TRSL for repayment of such
benefits.

- www.TRSL.org * 1-877-ASK-TRSL » web.master@trsl.org 15.0 - RTW Overview




RTW Laws

As of June 2022, there are three different RTW groups —the 2010 RTW Group (La. R.S.

11:710); the 2020 RTW Group (La. R.S. 11:710.1); and the 2022 RTW Group - Higher
Education Only (La. R.S. 11:710.2).

What do the laws say? When do the laws apply?
- Do specify what happens Anytime a TRSL retiree is reemployed with a TRSL

to retiree benefits agency in a TRSL-eligible position; or is paid to provide
* Do specify whether services that would otherwise be reportable to TRSL

contributions are
required

Do not state whether
you can or cannot hire a
retiree

Includes employment by contract/corporate contract (

Excludes:
* Disability retirees who do not yet meet regular
retirement eligibility
* ORP or LSU Co-Op retirees
* Retirees of other state retirement systems




Determining TRSL-eligible positions

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

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

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

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




Waiting period

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

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

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




Louisiana Return-to-Work (RTW) Laws

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

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

2022 RTW Law (Higher Education only)

(La. R.S. 11.710.2) W!1en the 2(322 RTW Law is not
applicable, retiree must be enrolled
When hired as an adjunct professor in a nursing under the 2010 or 2020 RTW Law

program where a critical shortage exists




Determining retiree’s group

Determine date of retirement > If date of retirement is before July 1, 2020
(review retiree’s status and date) a. Has retiree converted to the 2020 RTW
Group? or

Status | ti c o
us ”"ﬂ ion o e b. Is retiree eligible to convert to the 2010

4 0 |[ILSB RET (RG) 05/30/2018 P
4 RTW337 EL (SH) RTW Group.

Example: converted to 2020

Employment History

. RTW Type Employment Dates
BEFORE: 01/08/2002 to 05/24/2017
2010 RTW Group RTW-921SUSP | 08/07/2019 to 03/16/2020
_|RTW-FAC-EL (Position 010)] 08/03/2020 to 99/99/9999

July 1, 2020
Example: eligible to convert to 2010
ON OR AFTER: Employment History

2020 RTW Group RTW Type Employment Dates
02/19/2011 to 02/19/2011

| 08/07/2003 to 05/22/2020 |
RTW-FAC-EL (Position 001)| 05/10/2022 to 99/99/9999




2010 RTW Law: Summary of provisions

RTW provision

Retired Teacher,
Grandfathered
or Adv. Speech

Retired Teacher,
Earnings Limit

Retired Member

Required Limit Status q

Yes, refundable

upon
L None
terminating
re-employment
Yes, refundable
’ on 25% of benefit
u
[,) ) (per fiscal
terminating
year)
re-employment
No None

No impact

Benefit suspended or reduced if
earnings limit exceeded or if within
waiting period

Benefit suspended
for duration of
re-employment

Retired before 07/01/2010 or retired
before 07/01/2020 and holds an
advanced speech degree

Adjunct professor, tutor, presenter
of professional development

Applies to all TRSL-eligible positions
that do not meet the above criteria

e,



RTW Law: Summary of provisions

RTW Contributions  Earnings Benefit Supplemental
Option Required Limit Status Benefit

Benefit suspended or
Yes, refundable  25% of FAC , , o
RTW reduced if earnings limit

upon terminating  (per fiscal N/A

Option 1 exceeded or if within 12-
re-employment year) . _
month waiting period
RTW Benefit suspended Accrues
Obtion 2 Yes None for duration of supplemental
P re-employment benefit

Employment
by Contract
or Corporate

Benefit suspended
No None for duration of N/A

re-employment
Contract

Position
Requirements
Available to all

part-time and full-
time direct
employment
positions
Available to all
full-time direct
employment
positions

Applies to all
employment by
contract or
corporate contract




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

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

* Retired on/before June 30,2020  Must list unfilled positions or positions filled
by retirees on websites of:

* Have at least 30 years of service

- Be at least age 62 1. Post-secondary institution
2. Institution’s management board

3. Board of Regents

e,



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

No form required for new 2022 RTW Law Ente Enrllment fermtien Selew
System: | 4 v

* Certifications statements are included in D
the online enrollment process.

Enrollment Date {mm/dd/yyyy):

Member will be enrolled under the return-
Return-to-Work Provision:[to-work provisions of Act 549 in the Adjunct
Profeskor Nursing Program.

Gender (update gender if needed):

Address:

City:
State:
Zip Code:

| hereby certify that the retiree | am enrolling is being employed to fill a position for an adjunct
professor as defined in R.S. 11:710(1) and is assigned the professional activities of instructing
pupils in a nursing program at a public pestsecondary education institution where a critical
shortage exists. Adjunct as defined in R.5. 11:710(A)(1) means; any part-time faculty, including

[] any instructor, assistant professor, associate professor, or professor, assigned the professional
activities of instructing pupils or conducting research at a public institution of postsecondary
education. Instruction may be provided in person or through an approved medium such as
television, radio, computer, Internet, multimedia telephone, or correspondence and may be
delivered inside or outside the classroom or in other teacher-student settings.

0 | hereby certify that the retiree | am enrolling is DIRECTLY EMPLOYED as an ADJUNCT PROFESSOR
in the HURSING PROGRAM and not employed via 1099 or by Corporate Contract.

0 | hereby certify that the Institution's Postsecondary Education Management Board and the Board
of Regents have received certification that a critical shortage in nursing instructors exists.
| hereby certify that this Critical Shortage Nursing Instructor position being filled by the retiree

[] is prominently displayed on the websites of the institution, the institution's management board,
and the Board of Regents.




Putting the laws into action

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

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

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

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

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




Employer reporting requirements

All retirees employed in TRSL positions require an online

Enrollments enrollment within 30 days of hire.

* Form 15ELEC required for every 2020 RTW enrollment

Employers should submit an online termination date

Terminations at the end of the reemployment period.

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

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

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



How to convert: 2010 —

Eligible retirees who wish to make this irrevocable
election should

* Complete Form 15ELEC and submit it to the
employing agency

The employer should

* Complete employer portion of Form 15ELEC and
forward a copy to TRSL

e Submit a termination for the 2010 RTW
enrollment

* Submit a new enrollment under the applicable
2020 RTW provision in enrollment PORTAL B

& TRSL. Return-to-Work (RTW) of TRSL Retiree - La. R.S. 11:710.1  Z-%€]
reresiener RTWW 2020 Group (Form 15ELEC)

DROP OFF or MAIL IN
HOW TO SUBMIT: 2401 United Flaza Bivd, Ste 300

web. mast stor (225) 975-477
Saton Rouge LA 70809 veb.master@trsi.org 225) 925-4779

Retirees of the Teachers' Retirement System of Louisiana (TRSL) who returm to work in a position eligible for TRSL mermbership are subject 1o
one of the following two laws governing their return to work

1. 2010 RTW LAW: for retirees who retired before July 1, 2020. These retirees are subject 1o La. RS, 11:710
2. 2020 RTW LAW: For retirees who retired on or after July 1, 2020, or retirees who have made an irrevocable election to be subject to
the 2020 RTW Law. These retirees are subject to La. R.S. 11:710.1.

HOW TO COMPLETE THIS FORM: Print in ink or type all entries except signature. Please read this form carefully before signing.
Employers should maintain this form in their records and MAIL or FAX 3 copy to TRSL,

[P Ens * if you are making an irrevocable efection (o be subject to the 2020 RTW Law: Complete Sections 2 through 5.
LR L Complete this form ONLY if you are making an irrevocable election to be subject to the 2020 RTW Laww:

« if you are subject to the 2020 RTW Law by virtue of when you first retired: Complete Sections 2, 4, and 5 upon
reemplayment to select one of the RTW options avallable under the 2020 RTVWY Law:
* if you are subject to the 2020 RTW Law by making an irrevocable election: Complete Sections 2 through 5.

Retirees subject to
2020 RTW LAW:

Section 1 )
Agency name gency ID
Posttion tille of RTW employee Rehire datz (rmiadiy)

Employment status: Dammp D Part tme Is retiree directly employed? D Yes Dm

if "ves,* retiree should complete all sections below based on the elections being made.

if “No,” retiree should be enrolled under 710.1-CONTRACT-SUSP in EMIS and should complete Section 2 and sign Section 5 of this form
acknowledging that (1) refirees employed by contract or corporate contract are not eligible to sefect a RTW option below; and (2) that
their benefit will be suspended for the duration of this employment. (See reverse side for additional information.)

.

Name suffie (r, I, etc ) Social Security nurmber (874-45-4911)
Steet address /PO box Cze of wih (mmddfyy)
Tily, state, 7p Czytame elephone (nclude ares code

TRSL retirees who retired before July 1, 2020, are covered by La. R.S. 11:710 (2010 RTW Law}. However, & retiree falling under the 2010
RTW Law can make a one-time irrevocable elect nstead be covered by La. R.S. 11:7710.1 (2020 RTW Law}. Retirees choesing to
make this irrevacable election must sign the attestation below, then complete Sections 4 through 6,

lam a TRSL retiree who retired before July 1, 2020, | hereby make a one-time irrevocable election o be subject to la. RS, 117101

(2020 RTW Law), allowing me to choose RTW Option 1 or RTW Option 2 as listed on the following page. | acknowledge that | am making

an irrevocable election in accordance with La. RS 11:710.1(B). | further acknowledge that this election will make me subject 1o La. R.S.

11:710.1, whereby | can avail myself of the RTW options listed on the following page. | understand that | can never avall myself of any

provisions contained in La. R'S. 11:710 (2010 RTW Lawy, and forever waive all rights connected to my irrevocable decision. | hereby hold

TRSL harmless for my decision to make this one-time irrevocable election, and | acknowledge that additional information relating to La.
5. 11710 and La, R5. 11:710.1 is available to me on the following page.

Retiree s signature Date (mmiddiyyy)

>

Complete the remainder of the form on the next page, if necessary.

O Box 94123 » Baton Rouge, LA 70804-9123 o 1-877-ASK-TRSL (1-877-275-8775) » TRSL

g r@irsl.org




How to convert: — 2010

Eligible retirees who wish to make this election should
* Complete Form 15TR and submit it to the
employing agency
 Complete Form 1MRTW#* and submit to TRSL, if
converting from RTW Option 2
The employer should

* Complete employer portion of Form 15TR and
forward a copy to TRSL

* Submit a termination for the 2020 RTW
enrollment, if applicable

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

*required to resume retiree’s regular monthly benefit

o] RS RTW of TRSL Retiree - La. R.S. 11:710.1 Special Transfer Group
s wieen Election of 2010 Group Coverage (Form 15TR)

Sderm v | ibiana

rev. 07122

DROP OFF or MAIL IN
HOW TO SUBMIT: 8401 United Plaza Blvd, Ste 300

Baten Rouge LA 70809 web.master@usl.org (225)925-4779

TRSL retirees who retired before July 1, 2020, but returned to work for the first time in a TRSL elgible position on or after July 1, 2020, but before June
17, 2022, are covered by La. R.S. 11:710.1(F) of the 2020 RTW se retirees are within the 5 Transfer Group and are permitted under La. R.S.
11:710.1(F) to make an election 1o be covered under Lz, R.S. 11:710 (the 2010 RTW Law). This form is to be used only by these indiiduzls electing 10 be
covered under the 2010 RTW Law.
Generally, TRSL retirees returning to work in TRSL eligible pesitions are subject to one of two RTW laws as follows:
1. 2010 RTW LAW: For retiees who r
2. 2020 RTW LAW;

before that date,

before July 1, 2020. These retirees are subject to La. RS, 11:710

), 2) retired bel
o the 2020 RTW |
the first time on o after July 1, 022 (special Transfer Group)

urmed 10 work fo
before July 1, 2020, b
s are subject to La. RS 117

HOW TO COMPLETE THIS FORM: Print in ink or type all entries except signature. Flezse read this form carefully before signing
Employers should maintain this form in their records and MAIL or FAX & copy to TRSL.

Agency name Agzncy 1D
Position itle of ATW employee Rehire date {mm/ddiny)
Section 2
Narme: Last, first, M, suffix (11, ll, efc) Social Security narrber (A4-B8-#0 8)
Sireet address/ PO biox Diate of Birth (mm/dayng]
Ty, state, 20 Daytime elephone (roude aree (ooe]

Section 3 — Members w

TRSL retirees who bafore July 1 but returnad to work for the first time on or after July 1, 2020, but before June 17, 2022, are coverad by
La. R.S. 11:710.1(F) of the 2020 RTW Law. These retirees are within the Special Transfer Group and are permitted under La. R.S. 11:710.1(F) to make
an election 10 be covered under La. .5, 11:710 {the 2010 RTW Lawj. Retirees choosing t make this election must sign the attestation below, and
their employer must complete Section 4

® lam a TRSL retiree wha retin July 7, 2020, but returned to work for the first ti
Therefore, i am currently subj L RS 11:710.7 (the 2020 RTW Law), and every pr

* | hereby elect o be transferred from the 2020 RTW Law o the 2010 RTW Law:

* | understand that if f am a supplemental benefit under RTV Ophion 2 of the 2020 RTW Lawy this supple
acoiuing as fong as i ar

¢ understand th
whethe y

1, 2020, but before June 17, 2022
r, which may apply to me

hereund

it

banefit will stop

i { be depends
en 3 e ents under the 20

t on my job classification, my level of certification, or
TW Law

S understand that certain RTW positions under the 2010 RTW Law are subject to earnings limitations that are less favorable than under the 2020
RTW law; and that by making an election to transfer to the 2070 RTW Law; ! may be subjecting myseff to thase kmitatians.

| understand that TRSL is in no way responsible or iable for any adverse effects of my decision to be subject to the 2010 RTW Law

* | heveby hald TRSL harmiess for my deciston to make this efection, and ! acknowledge that additional information relating to La. RS, 11:710and La.
RS, T1:770.7 s available to me on TRSL's website.

1 understand that after making my election to be subject to the 2010 RTW Law, | cannot choose to again be subject to the provisions
of the 2020 RTW Law until July 1, 2027.

* | hereby certify that | have read this form (inchuding all sections) and understand i
* I further understand that | should contact a fina cviscr iF{ have any qu

contents.

Retiree's signarire

| certify that this retiree is employed in a TRSL-covered po:

n and is eligible to make the elections contained herein
I further certify that this retiree will be enrolled in TRSL through EMIS by a representative of this agency.

Authorized signature Date rmiadiyy)

>
Title

e, LA 70804-9123 o 1-877-ASK-TRSL (1-87




Pros and cons of switching groups

Converting from
2010 to 2020 Group

e Earnings limit option available
to all directly employed positions

e Earnings limit typically higher when
based on FAC

e Option 2 allows for additional service
credit

e Employment by contract results in
suspension of benefit

Converting from
2020 to 2010 Group

e [f employed in capacity other than
described above, could have earnings
limit or suspension of benefit

e 36-month waiting period may be
applicable




Annual retiree audit

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

= Upon receipt of the file: TRSL auditors will identify all retirees, comparing the
employer data to the information submitted in EMIS over the course of the prior
year. Additional certification may be required for variances or unreasonable
reporting.

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




Customized training available!

available via online webinar or in-person/on-site based
on your job duties and Update Permissions in EMIS

Heather Landry Sharon Lachney
Email: heather.landry@trsl.org Email: sharon.lachney@trsl.org
Phone: 225-925-7093 (0) or 225-361-3482(c)  Phone: 225-925-4097 (0) or 225-361-1482 (¢)



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

Please complete online survey
to help us improve future
trainings!

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

* Survey link closes in two weeks

Surveys




THANK YOU!

We're here for you.

Local phone: 225-925-6446 | Toll free : 1-877-275-8775

www.trsl.org/employers web.master@trsl.org

&TRSL.

Teachers’ Retirement
System of Louisiana


http://www.trsl.org/employers
mailto:web.master@trsl.org

