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Index 0.0: Employer Membership Information Site (EMIS)

Index 1.0: Authorized Contacts & Employer Directory Contacts

Provides an overview of TRSL’s employer access database
and how to obtain employer access to EMIS
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TRSL vs. LASERS: Comparison for state agencies

* TRSL assigns agency numbers LASERS’ agency number generally
assigned based on Division of

* Employer Contribution rate is same as " "
e Administration numbers

K-12 employer contribution rate

« Different rates for employer
contributions based on membership

type
Service credit awarded on calendar year
basis

Interfaces with LAGov

* Service credit awarded on fiscal year
basis

* Does not interface with LAGov

g3 Other Employer Services Staff
TRSL liaisons
DEPARTMENT DIRECTOR £ ranggan 2259254845
Each agency is a55|gngd an Accountant ACCOUNTANT MANAGER Vacant 2299256462
and Retirement Benefits Analyst liaisons
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Employer FAGs

Employer Procedures Manual (EPM)

Employer Serviees Employers’ guide for TRSL reporting, including 18 topic-specific
T indices
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Employer/Member Information System (EMIS)

TRSL’s employer database
Employers can
* Certify/correct employee data
* Upload required files/reports*
 View various reports

*OSUP reports monthly
salary/contributions & sick leave usage for
most state agencies (DOA agencies) with
TRSL-covered employees

Subm

Files s [Subm m
Agency Certification (Form 118) e

Annual Leave Update

Contribution Correction

Enroliments
Full-Time Only Corrections

Furlough Certification and Update

Home Addres: Update

ORP Salary Entry (up to 100 employees only)
Prior Year Salary Corractions

Questionable Year Certification

004 ORP Contribution
00 Satary Contribution

D0 ick Leave

L5 ORP Contribution
LSU-MEDICAL ORP Contribution
L5u satay Contribution
LSU-MEDICAL Salary Contribution
L5 sick Leave:
LSU-MEDICAL Sick Leave

0R? salary
Retiree Voluntary/Insurance Deduction Satary Contribution

4 Entry (up to )| [sick Leave
ick Leave Days Paid Update Submit iscellaneous File

Sick Leave Add and/or Update

Terminations

Member Summary

Member’s personal information

* Historical record of TRSL-covered
employment with dates

* Place to determine if member can elect to

retain membership
* Must have 5.00 years of service
credit for eligibility

Account History
Hember Notations
FHonthly Salary/Contributions

Annualsalary History

i

Member Summary

s
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TRSL Regular Plan Information
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Account History

Location to view member’s service credit by

fiscal year
* Way to identify any questionable years

left to certify when reviewing a member’s

account

Account History
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Monthly Salary/Contributions

Displays member’s current fiscal year salary and contributions reported
* Can be used to determine when Agency Certification can be completed
* Active members (EXP): [ Monthly Salary/C

ame
X Yur Emplayed 00008

 “3”: Earnings expected

* ‘““4”: Earnings may be reported —

* “0”: No earnings can be reported el ) L B
- o mal s
o Ty

45040

7%
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- ;
EMIS system codes
s Information
=
\ACTIVE (A ) 07/19/2021

System4 | TRSL Regular Plan - Defined Benefit Plan for “teachers” in TRSL eligible positions

ORP (Optional Retirement Plan) — Defined Contribution Plan; for employees who
System6 | chose ORP during employment at a Louisiana public institution of higher education;
opted out of TRSL’s Regular Plan (System 4), must remain in ORP

Reports available in EMIS

Employer contacts with EMIS access can create TRl vedates - | Logol

various reports at any time.

Annual Leave

Various report options include: Contrbuton Exception
* Active/Active DROP Member Service nplover Peyments
* Ending DROP Participation
* Members Eligible to Retire

Employer Statements
Ending DROP Participation
Furloughed Employees Certification

Insurance/Voluntary Deduction

Fembers Eligible to Retire

Questionable Years
Reporting Not Enrolled

Sick Leave

Sick Leave Errors.




Active/Active DROP Member Service Report

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

* Helps identify current employees
and those working after DROP el b )

=
sro B 7

Servies Credit

srom G 7o IR

=
P

« Will not include employees reths YSiock Chpes e

currently in DROP Annusl Leave

Checidist Status

Contribution Exception

ET—
Suggested Query Parameters:

* AgeRange:18to99

* Service Credit Range: 0.00 to0 50.00
+ Sort Selection: Service, SSN (for service credit order)
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Ending DROP Participation Report

Report lists members from your agency who will end Reports>,
DROP for the time period selected ActivelActive DROP Member Service

* Can query future and past dates (month/year)

* Employers should pull this report up to three months in Employer Payments
advance to ensure deductions/contributions ERGGy o SRS
resume if employee continues working

after DROP.

Annual Leave

Contribution Exception

Furloughed Employees Certification

oo Insurance/Voluntary Deduction

3
Sysim of Loulsmar-

Ending DROP Participation Report

Teport o Moy, 50, thn o receve 3 1ert withrrars whose ORO? and dtes
e o oy 18y 31 of 28

Members Eligible to Retire Report

Provides a list of employees who will be eligible to retire  [&2e=>
based on fiscal year selected. et

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

Annual Leave
Contribution Exception
Employer Payments
Employer Statements

Ending DROP Participation

Furloughed Employees Certification
Insurance/Voluntary Deduction

to Retire.

[T—r——

[ Sclect | clear |

Members Eligible to Retire Report

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 zervice credit will be added to the employee’s current service years.




Example: Members Eligible to Retire Report

03/07/2023

Date: 01/19/2023 Teachers' Retirement System of Louisiana Page 10f 13
Time: 9:48:26AM Members Eigble to Retre Report By: Sharon!
* Members eligible for early retirement. o 023
+ Servics credit not projected.
The are
Employer: Public Schools
System: TRSL - Reguiar
- Eighiity  Towl  DROP
ssn Nome . OB FiscalYesr utnaleFadD Senice  Regular  Regular
. 22 w0 2o 000
ACTVE 205 B msm 0w
DEFeR RET s S sn 0w
AcTve o wor s oo
AcTve 220 e 2 o
AcTve o) %0 N oo
A 201 ®51 st o
: e [Toeovam wewmz| wo oo om
: S0t 251 st oo
ey 2017 B s oo
2 B 3w oo
. (roraezal S | wonam e | wm ma om
ACTVE 22 e @ o
AcTve 2021 W e oo
Actve 207 %5 s o
ploy! F—
TRSL uses this screen to know who T =
. : S
to contact regarding accounting and — .
retirement issues s e
* The Update Permissions section O -
shows who can access EMIS and 5 i it .
perform update functions s s —
RS I R E RIS
loyers Reports promias R

Employer Contribution Accounts Receivable
Employer Contribution Charges
Employer Payments

[Employer contacts

[tz g seomen s

Update Permissions

- o e o

o caection P Py Gt

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

O mquiry |
[ Prior year certifications/corrections [
O Retiree insurance deduction ||
[ Home address update O

Contribution correction EI

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

Enroliments n Sick/annual leave]
Terminations n Agency Certifica
File submission O] salary report (onl

ORP salary repor




Form 1: Authorized Contacts (cont'd)

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

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

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

Name to be deleted Name to be deleted Name 10 be deleted

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

03/07/2023

EMIS access rights

Inquiry (INQ) Offers view-only access

« sick Leave - Use to update employees’ sick leave usage
+ Annual Leave - (Higher ed and state agencies only) - Use to report annual
leave balances

Sick/Annual Leave
Update/Corrections (SLU)

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

ROl eariCertiicationsi Earnings, and Questionable Year Certifications for a closed out (or prior) fiscal

Corrections (PYC)

year
Terminations (TRM) Use to report employee’s last day of work or last day of leave
Agency Certification - Use to certify current year information for an employee who is retiring or
Form 1B (AGC) entering DROP

EMIS access rights (cont'd)

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)I 2 & e dliring the curent fiscallyear

(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




03/07/2023

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.

=D

Keep employer contacts up to date

Employer Contribution Accounts Receivable

Employer Contrbution Charges
Ermployer Payments

Use Employer Directory Contacts (Form

1EDC) to update Employer Contacts.

Use Authorized Contacts (Form 1) to give
and remove online access rights.

Tip: Review Employer Contacts screen twice
ayear

lz:r RSL EMPLOYER MANUAL

INDEX 20: TRSL Membership. s

CONTENTS

Index 2.0: TRSL MémberShip

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




Enrollments process
Documents to include in hiring packet

1. Election to Retain Membership (Form 2R)
* Submit original to TRSL
2. Forfeiture of Retirement Benefits/Attestation of Understanding (Form 2FRB)
* Do not submit to TRSL. TRSL will request if needed.
3. Statement Concerning Your Employment in a Job Not Covered by Social Security
(Form 2SS)
* Submit a copy of the form to TRSL; employer retains the original
4. Beneficiary Designation for Non-Retired Members (Form 3)
* Submit original to TRSL timely
« Employee/member responsibility to submit form

Form 2R: Election to Retain Membership

LSARS. 11723 i

When a Louisiana state agency hires an employee, the
new hire is normally eligible for LASERS membership. If
that employee has at least 5 years of TRSL eligibility
credit, he may elect to retain TRSL membership, instead —
of joining LASERS.

Not applicable to employees covered by Parochial
Employees’ Retirement System of Louisiana (PERS) or
Louisiana Clerks of Courts Retirement & Relief Fund.

* Election to Retain Membership (Form 2R) must be
completed within 60 days of new employment.

* Must submit original Form 2R with original signatures £
to TRSL.

Form 2R errors

Contact your TRSL Retirement Benefits Analyst Liaison for assistance with any errors

discovered after submitting Form 2R
TRSL Liaisons

J——————

ERROR EXAMPLES: © Contct your et st s e 5

Incorrect date of employment (hire ==
date)

Other Employer Services Staff

Enrollment to be deleted if employee
was not eligible to participate in

N PP i s
TRSL (part-time, seasonal, or [r———
temporary positions), etc. S

03/07/2023




Membership Eligibility - SPECIAL CONDITIONS

Part-time, seasonal, or temporary employment

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

Ten (10) year rule
Ten or more years of TRSL
eligibility service credit
*  W-2employees only

* Canwork 20 hours or less
per week

Definitions:

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

Seasonal: An employee who normally 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

Form 2FRB: Forfeiture of Retirement Benefits — Attestation of

Understanding

The Form 2R will require agency to verify if
the employee has completed and signed

the Form 2FRB

* YES: enrollment is processed
* NO: enrollment is not processed

All new hires are required to complete

Form 2FRB

* Keep original signed form in
employees’ personnel records

BTRSL rotencot e vttty (555
T —
T —
T
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Form 2SS: Statement Concering Employment in a Job Not Covered

by Social Security
SIS e 5
Most TRSL members do not pay into Social Security
and are subject to the following:
* Government Pension Offset (GPO)
« Windfall Elimination Provision (WEP) S

All new hires are required to complete and sign the

Form 2SS

* Forward a copy of the completed form to TRSL;
the employer retains the original

10



03/07/2023

Form 3: Beneficiary Designation for Non-Retired Members

Employee's responsibility to complete the
form with original signatures and submit to
TRSL

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

* Forms submitted after a member’s death
are not accepted

e ———
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INDEX 16.0: Optional Retirement Plan (ORP)

CONTENTS

* Index 16.0: Optional Retiremert Plan (ORP)

Provides information on the Defined Contribution Plan available
to academic and unclassified employees of Louisiana colleges,
universities, and community colleges

What is the Optional Retirement Plan (ORP)?

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

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

The decision to participate in ORP is irrevocable

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

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

11



ORP eligibility for NON-higher education employees

If the ORP participant is employed in a TRSL-covered position, he/she must remain in ORP,
regardless of the number of years (This holds true even if the position is not in higher
education or the TRSL eligible position the employee is filling is part-time, seasonal, or
temporary)

If the ORP participant is employed in a position covered by another Louisiana public retirement
system, see below:
« If member has fewer than five years: You will enroll him/her in the new retirement system
* If member has five or more years: He/she can opt to retain ORP membership under TRSL by
completing a Form 2R within 60-days of new employment

ORP members are 100% vested from the date of enrollment and make an irrevocable election to

participate in ORP.

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

ORP enrollment
GTRSL. Application for om4ur-?l »}ef:,emenl Plan e

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

* Employee completes Sections 1-3
« Employer completes Section 4 and submits
original Form 16 to TRSL for processing H

[ New ervolment

Oc

{ ORP carrier

03/07/2023

Current ORP carriers

j/ Q}’ \ « https://trsl.beready2retire.com

FINANCIAL™

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

[ . o i 1 i
Corebl'ldge . https://www.corebridgefinancial.com/rs/trsl

financial

12



ORP contributions rates

The total employer contribution rate for all employers includes

the following: Total ORP Employer Contribution Rate
(FY 2024)
Transfer Amount: The percentage a‘mount actually S ranstorAmount o2%
transferred to each ORP participant’s account; set by law.
* The transfer amount is 6.2%** “Shared UAL 2016%
Total Empl
Shared UAL: The percentage all employers pay toward the i 26.4%

unfunded accrued liability (UAL) and retained by TRSL.

c““é';‘:'ﬂz,'ﬁ;'.;':.’.f:r;ﬁ.'.“,"‘“ *ORP participants contribute 8% of salary, less a 0.05% TRSL

administrative fee.

*Empl 7.95%
el **¥LSA R.S. 11:927 sets the employer portion transfer amount,
~Employer 6.2% which cannot be less than 6.2%.
i : )
e ATRSL retains the UAL portion of the employer’s total
ORP carrier 14.15% contribution rate.

account

ORP salary & contributions limits

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

* The limit includes both the employee and employer contribution amounts

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

ximum Annual Contribution
yer & Employee conf
2023
0:

$61,000

Calendar Year

2021 $58,000
2020 $57,000
2019 56,000
2018 $55,000

Termination of ORP participants
Do not process an online termination in EMIS for an ORP participant

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

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

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

03/07/2023
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Oz;r RSL EMPLOYER MANUAL B

INDEX 40: Contrbution Reperting & Corrections s

CONTENTS

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

Office of State Uniform Payroll (OSUP)

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

Salary Contribution File Submission

. Gnce

If your agency is not OSUP-based, oy
you may have the option to enter
salary information directly into

the postng st

EMIS or submit a monthly file omem | Toabicial ol ruirine o her Tl Unerd
T o) o) o) o)
Month | | vear
N T

cancel |

Monthly contribution payments by OSUP

For most state agencies, the Office of

State Uniform Payroll (OSUP) submits ATRSL. pamentDisbuton Yot ey — ’

monthly employee and employer S— . 4‘
v —

contribution payments corresponding to

the monthly salary/contributions report | oy CPTIONAL RETIREWENT PLAN (ORF)
and the Payment Distribution Voucher 5
(Form 4D) to TRSL. ot o
* Payment Distribution Voucher 5 5
(Form 4D) is required with all e 1t ool
payments.

14



Additional invoices/actuarial costs

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

* May result in miscellaneous invoices or actuarial costs to the state agency

Any correction made by a state agency outside of the monthly salary/contributions remittance
is the responsibility of the state agency
* Individual state agency will be responsible for submission of payment and the Payment
Distribution Voucher (Form 4D) to TRSL for these additional costs.

Form 4D should accompany payment and can be submitted by several methods:
* Mail to TRSL’s address
¢ Fax to 225-922-4258
* Email to Form4D@trsl.org

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 Benefits Analyst Liaison for
assistance.

Tax sheltered Tax unsheltered

Active members only * Employees on workers’ compensation
(contributions via third-party payments)

Employees on workers’
compensation and using their |+ USERRA payments

sick leave e
* Employer contributions

03/07/2023
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Contribution rates
Contributions are calculated based on member’s gross earnable compensation
Member (employee) portion: 8.0%
Employer portion (subject to change each fiscal year):
* Normal cost: Amount needed to fund benefits accrued in the fiscal year

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

* Shared UAL: Unfunded accrued liability payment

LASERS vs. TRSL contribution rates

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

Employer rate (ER)
Fiscal LASERS/TRSL Ut i
year Sub-pll:ns contribution | Normal .:dn::n Shared Total
rate cost EXpEne UAL ER
rate
Rank & file employees 7.5%
rior to 7/1/2006 )
WS p . Zii2006) 2.5000% 0.89% 37.92% 41.3%
202324 Rank & file employees 8.0%
(on or after 7/1/2006) .
K-12 Regular Plan* 8.0%
TRSL Lunch Plan A 9.1% 3.5748% 0.37% 20.16% 24.1%
2023-24 Lunch Plan B 5.0%
Higher Ed Regular Plan 8.0% 2.7880% 0.37% 20.16% 23.3%

*Includes university laboratory schools

Full-time earnings

Definition (for monthly salary reporting):
* Compensation the employee would have been paid had she/he worked full-time in a
TRSL-eligible position for the entire month

Must be equal to or greater than actual earnings
* Can never be less than actual earnings
* Do Not reduce because the employee is docked or on leave without pay (LWOP)

For part-time employees eligible to contribute to TRSL, the amount should reflect the
compensation that the member would have earned if he worked full-time for the entire
month
Example: For a two-pay period month - report Full-time Earnings amount equal to two
80-hour bi-weekly paychecks

03/07/2023
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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

03/07/2023

Contribution Exceptions Report Teachers' Retitement

Systemuflnu(
Identifies reporting and enrollment errors

L | Empioyers )
Should be reviewed, cleared, or reconciled [rescome; smoveny Erer ey —
each month iy, ECERGHT

Retrieve from the Employer Contribution
Charges screen under the Employers menu
in EMIS

Employer Contributi

* Available for Defined Benefit P I - e
retirement plan (System 4) I
= Two ways to retrieve report i
. . . . .
Retrieving the Contribution Exception Report
Click on the last “Error” Employer Contribution Charges
message on the screen i
+  Pulls cumulative report = T I T
sorted by SSN - e
Py eeR Cre Ry Ry
Rt oo oo on o
oo o o o [ I
Peud woor|  ueen ]
P e T Y [ e
oo o o o
o G| asoss
0CT Repon | Trnsmital 1871552 prer 000 Toriesz|
oo oo oo o oo
o G| 4
Found e e
roion | om| o o "om
Com om om on om|  ams
Foued wenso| s om| e
TOTAL Report | Transs 102,408.15| 819267 000 10240915 |
P o o o [
wans| s om| s
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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 S s | SR | m | R | AN - Recommend Report Type:
Complete Report

Employer Contribution Charges

[TeL - REGULAR Erpieper:
Fiscal Yoar: 2023

AL Regot wozes|  sasem ]
o o o0
om0 ass 0w Reported Not Enrolled
manmos| s | s
O Hapon | T | voesad| s a1 Sort Selection
Arictions 00 0 [ _—
<ol 22590 204 0 Social Security Number
v s wen| 1w Alphabetically
e | e wwre| oz | Exception Message
[ o om
[ o o
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Contribution Exception Report

Layout:
* Sort & filter info
* Number of
exception records

Date: 011262028
Time: 2:54:37PH
Sorted By: Soval Securty Namber
Fitred

Contibuton Excepton Repor
For Fiscal Yo 20222073

Teachers' Retirement System of Louisiana - Regular Plan Page 1of 1
b Reoo Sharon!
Exceptions Found: 1

Al
SttDae TemDsie  Sutus  SousDse Perod  Type Erings  Contibs_E

Reparting Conto

FullTime Excaption

armings Nessage

[ ACINE

w102 102022
112022
122122

Envoled not epores.
Envoled not epores.
Envoled not epored

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

Retrieving salary rejections

Review Employer Contribution Charges

screen in EMIS after posting your monthly
salary/contributions report for the Regular

Plan (System 4).

Click on “Show Rejections” button near top

of screen.

 Screen will update and display rejected

records at bottom of screen in calendar

month order.

Employer DEPT.

Show Rejections

Employer Contribution Charges

L REGULAR
Pl Yeur: 2023 Show R

WL R T | s s | e
Rt 25100 % w| e
ccts e | nses|  mun
pused wis| s | s

W Er T | meass| e | sz
Rrcions ) [ % 1
cors ) 1 " w|  new
Puant mass|  nen | s

S fr | Towme | gAST| st | arsex)
Rt I3 o o o
oot ) ) ) w| )
Pust masn| 2w w|  muen
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Salary rejections

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

Salary Rejections
Sheltercd Unsheltercd FullTime.
Contributions | _Contrbutions i

Error Mossage

TOTAL:

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 0 AMOUNT 2999993
DISALLOWED DISALLOWED
Clearing exceptions & rejections
Updates

Online updates in EMIS
* Enrollments — Contact assigned Accountant Liaison
* Terminations
 Contribution Correction
(current fiscal year only)
* Prior Year Salary Correction
(previous fiscal year)

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

Ageney Certification (Form 118)

Annual Leave Update
ontribution Correctio

Full-Time Only Corrections

Questionable Year Certification
Retiree Voluntary/Iinsurance Deduction
Sick Leave Days Paid Update

Sick Leave Add and/or Update

03/07/2023
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(Online) Contribution Corrections

Corrects salary reporting in the current fiscal year

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

Contribution Correction

Employer:
Fiscal Year

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.

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

4. Click 'Delete’ or 'Delete Zeros' to delete the posting for the month.
. Click ‘Cancel to undo changes entered or to return to the initial display.
6. Enter actual earnings and full-time eamings with the decimal. For example, to enter $10 key in 10.00.
7. Contribution Type "30" is for sheltered contributions and Contribution Type “10" is for unsheltered contributions.

Actual Full-Time Contribution Contribution
in, Type

2736.00 218.88 30

(Online) Prior Year Salary Corrections

Use to correct prior year actual earnings, Prior Year Salary Corrections
contributions, and full-time earnings

- Erplpe .

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

* Must use Reason drop-down box and/or

Comment field for both Salary Correction Se s [T ——
Comment and Salary Correction Full-Time b
e T em—

Terminations

Enter a termination date for employee who:

« Resigns or 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

l = Employer: insurance coverage

* Use MM/DD/YYYY format

« Is approved for TRSL disability retirement

Terminations

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 ‘Cancef to undo changes entered or to return to the nitial display.

Reminder: Do Not enroll and term
with the same date

Employment Date

20



nz;rRSL EMPLOYER MANUAL

INDEX 6.0 Service redit Cotifications/Corractions. P

CONTENTS

Provides instructions for identifying and correcting records
requiring service credit certification

03/07/2023

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

21



Retrieving Questionable Years Report

Query Record

@ retiement actions
ding

Contribution Exception
Employer Payments

Employer Delinquent Contrbutions
Employe Satements

Enroliea ot Reportea

Ending DROP Paticoaton
Furioughed Employoes Cortfication
Insurancenvotuntary Deduction
Hembers Eigibi toRetire

G e—

Questonasle Year tats

+ Option 1: Retirement Actions Pending

a a Questionable Years Letter. This

ncy. A Retirement Actions Pending section vl

Years 0ld - This report will list all outst:

T o=
S —— J— Questionable Years Report

‘Agencies Without Charges. The Questionable Years Report generates a list of members who have questionable years
At Repot seection Teuitingcortcation. There ae fe aptons for Sreatng reports nd fou Geremt wars
— o rt the report

This report will lst questionable years for

report

will primarily consist of members presently going through the retirement process or
approaching retirement eligibiliy.

« Option 2: All Outstanding Questionable Years - This report will lst all outstanding
questionable years for your ager
tisted at the front of the repor

« Option 3: Fiscal Years Less Than/Equal to 3 Years Old - This report will s all
outstanding questionable years less than or equal to three years old from the
current fiscal year. A Retirement Actions Pending section will be listed at the front
of the report only for fiscal years less than or equal to 3 years old.

« Option 4: Fiscal Years Greater than 3
questionable years greater than three years old. A Retirement Actions Pending
section will be listed at the front of the report only for fiscal years greater than 3

Lbe

anding

ool
- on By scl vear - Thi report wil sl cstancing questionsbl years for
< rang of ol years r a single sl year o your choosng

Reportng ot Envaied
SikLesve

Sic Leave Erors

Questionable Years Report

New records added after the close of |[=%=

each fiscal year (approx. August 1)

« Certify/correct each record within

three years to avoid actuarial

charges to your agency

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

(TR s s

Annual Leave Update:
ontribution Correction
enrotiments

[€uit-Time only Corrections)
Home Address Update:

Journal Entry Review

pto

@ior Vear Salary Corrections
Guestionabie Year Certication

Sick Leave Days paid Update.

Sick Leave Add and/or Update.

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

03/07/2023
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Full-Time Only Corrections

Updates service credit

* Must provide correct Full-time Earnings
amount

* Use Reason drop-down box or enter
Comment

Official Leave (Other than Sabbatical)
Sabbatical at Reduced Pay

Extra Earnings

Workers' Compensation

Summer School Earnings

Full-Time Earnings Under/Over-statad

Full-Time not previously raporte

Substitute Earnings

nstructions for using Full

1. The femation s eorted 0 THSL o thefscalyeu s dilyed o

Full-Time Only Corrections

Envioper.
Pl ver: 207

-Time Only Corrections:

e ot

actalypk) sy ot

oot mae o he enloe (L PP s o, o, spend, o
foune smarcs, o e, e . s i i g 0 e o s e s ¢
o N0,

ot

Skt s e o the conect

7.k St bt b the et

aubrizedne 3 h geny.

FulTime Eamigs:

L

Conment

Subnit |

EXAMPLE: Full-Time Only Correction

Record appears on the Questionable Years (QY) report

EXAMPLE: New hire as of 10/23/2019

* Ensure Actual Earnings reported are correct
* Need correct Full-time earnings (FTE) to clear the

questionable year record

Questionable year reason codes

SS%from previous year
1 year of employment for an
employer /15t year of employment
after OROP.

year and/or break n service
Partial year of service credit not
previously cerified

1. Anual earrings decreased more thar,

Changed employers during the fiscal

Hame Sy SN Fhcal g Date of Date of Full Time  Service | Reason for
Year Employment  Termination Eamings  Credit | Questioning

Year

DOEJ 4 202 ACTVE 1072372019 2863050 86030 07T 24

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

Instructions for using Full-Time Only Corrections:
Y. The info portec to TRSL far the fiacal yew o

2 ouid be pa
working paricd. T 3

actually paid gl any
Tt s, ol

ot s
ain

412 8 mamiser Gvar and b W o
o

frofeadoct
Y

1 ostional unless 2

M

03/07/2023
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COMMON ERRORS: Full-time earnings

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

.

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

.

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

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

03/07/2023

COMMON ERRORS: Part-time employment certification
* Selecting “Part-time Employee” for I

someone who worked full-time but only Instructions for using Full-Time Comment:
worked a portion of the year 1. Required for Primary when the Full-Time is different.

i DAt »” 2. Select a reason for the full-time change.

* Selecting “Part-time Employee” but not 3. A comment can be added for additional information needed
including the percent effort in the to clarify the change. The comment is optional unless a reason
comment field is not chosen in which case the comment is required.

Reason:

Full-Time not previously reported

1st Year of Employment After DROP

1st Year of Employment

Last Year of Employment

Official Leave (Other than Sabbatical)

Sabbatical at Reduced Pay

Extra Eamings

Workers' Compensation

Summer School Eamings
& der/Over-stated

Comment:

me Employee
fute Eamings

COMMON ERRORS: Miscellaneous

* Not providing correct start

oo : Salary Correction Comment
or termination date in -

comment field if correct Instructions for using Salary Comment:
dates have not previously 1. Select a reason for the correction.
been reported 2. A comment can be added for additional information needed
. to clarify the correction. The comment is optional unless a
* Repgrtmglro[[over reason is not chosen in which case the comment is required
earnings viaa

Full-time Only Correction Reason(LEarmngs reported in July but eamed in June VD

(Rollover earnings should Comment:
be moved to the year in which
they were earned/accrued via a
Prior Year Salary Correction)
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Questionable Year Certification

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

Questionable Year Certification

Employer:
Fical vear: 2016

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

If applicable, you must select “Part-time

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

(L o cha

2
SCRVCE CREDI
3. Slect e o thecetifcaton.

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

The comment 1 opina s .

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

L

Reason:
Previously reported inormatin certied ity
Comment: | 1st year of employment after DROP
1st year of employment
Lastyear o employment
Offcal leave (other han sabbatical
‘Sabbatical at reduced pay
Exira eamings
Workers' compensation
‘Summer school earnings
Part-time employee
Subsilute eamings only
EXAMPLE: Questionable Year Certification
Record appears on the Questionable Years report
« Example: New hire as of 07/01/2019; need certification orr——
uestionable year reason codes
for 1st year of employment (FY 2020) p ,m.a.m'n;mmd.w.w
o prevousveor
* Per employer’s research, employee has worked the e et
entire year and had no dockages or leave without pay B Z'h‘;f::jfm:m:mm,m«.sm
(LWOP) during FY 2020; both Actual Earnings and Full- 4. Partilyeor of sanicscrecit not

time earnings previously reported are correct.

previously centiied

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

DOE JANE 4 ACTIVE 07/01/2019 58,406.14  58406.14 100 2

EXAMPLE: Questionable Year Certification

Questionable Year Certification

Employer:
Fiscal Year:

—
Contribution | Employer Full Time
Type _In

4,672.49

‘Comment

Instructions for using QUestionable Year Certification:
1. The information as reported to TR for the fiscal year i displayed above

03/07/2023

2. This certification will only update the record with asterisks to certify the data reported is correct. [T W

SERVICE CREDIT. The FULL-TIME ONLY CORRECTIONS must be used if service credit should be updated.

3. Select a reason for the certification.

4. A comment can be added for additional information needed to clarify the certification. The comment s 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: (TsLyear of smployment <

Comment:

25



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

Prior Year Salary Correct

Comment

.

If correction increases earnings/contributions

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

EXAMPLE: Prior Year Salary Correction

‘ Prior Year Salary Corrections,

Instrceions for sing 100% Swieeh:

EXAMPLE: Prior Year Salary Correction

* Must provide correct total Prior Year Salary Corrections

Actual Earnings & Full-time

: R Enployer E
Earnings earned for the s o
specified fiscal year peimE]
ovtre | ooy | e | oz | wmar |6 posnounsgs
Agency provided correct Full-
. i . o . time Earnings
MOVe rOlIOVEr €AIMINGS O |uumcsms oo v st et o imeE
correct fiscal year if - o 4 d cickSubmie f entir fiscal year as a fulltime

employee worked less than
entire year for 15t year or
last year of employment.

b.ci p, ? 5)
\gency entered correct Actual ploy y extra pays
i " Earmings (tscalyear total fn;:mh diting. Enter the combined full-smmsmmamgemmrermremrmmermrmreee]

Full-Time Earnings Delete posting
Sheltered: 2750) o

[IAdd Unsheltered:

03/07/2023
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EXAMPLE: Prior Year Salary Correction

Agency must complete

nstructions

e

both the Salary Correction ||

Comment and Salary e
Correction Full-Time Comert o o o o o et b T
sections. Use Comment g Resson Use Comment field or Reason

nstructions for usjd Salary Comment:

Dt o atramen Changed
ChatireaUnshehied suhen

Grecion. e comment 2 otiord s

[ —
Eeming egord n by ut e s
Grartied EamesiCanitons

15V ofEmloyment Afer DROP
Resson: 11 vaar o Employment

FullTime Earrings UndarOrarstatad
Parime Empagee

03/07/2023

ROLLOVER EARNINGS

June earnings reported in July

Due to biweekly pay, some June earnings will be reported on the first paycheck(s) in July.

* These earnings are rollover earnings
 Earnings should be reported when earned, not when paid.

Agency should process an online Contribution Correction to remove the rollover earnings from
the current fiscal year and submit a Prior Year Correction to add the rollover earnings into the

prior fiscal year

OSUP payroll calendars

Year 2022 Pay Periods

E=E—Eot

6| s | ontrates | osnat | ey | osnoom
) ) ] B "

Year 2023 Pay Periods
perputa|_pom | 12| coockbun | s o] vty
1 vamwacza|_ovowaons| o113023] ¢y Sy
2| ovoonon | _ovzazons| _ovarms ovasaon
2 ovavmen|omosoum | ozroaoms] ooz
«[Coavenons | _omeaons | _ovmams o
5[ oazonues | _omoszon]_ovneaoms| osonzmzs
o[ ovoumen | owrenuns | ovnenon oanmn
[ ovmm | osovmom | ovwraons] ounsms
8] 04032023 | oa162023 | 042112023 v 04192023
o[ ounnanzs | ouooaces | osesons] osovzmy
o] osovaon | osnaman | _oseoum oszm
1 [Cossaves | _osenzoar|_owozeems| wsoznzs
12| osaatzs | canvacas| owreaoas canazons

1| owronons| ovasmnn | _owommm | ree
" Conzmaoas | _oronas [ op o T
1] orauaoas | oevszons| cemiamm| o omowaues
1 onorzons | onouman | omasoums ooy
1] ozvzoas | _ovoumas| owosmems| oo | omoenuas
1] ouounon | omrn | omeanum oanumn
| owtoaoas|soonaons | owsmnms| o | tooumm
21| sooamo | tonsaons| tomma orees
[ tonumon] somwoum [ yvmaaon| o | 1uomaon
| toco0m0s| _1yrazons| s [
P73 TPy BT P ) Ty
25| vvaroen| roonem | tansao Twraaon
| o | roawerms | vmoom|  rwe | s

[ F—
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June enrollments with no earnings posted

Step 1: Contribution Correction update (if TRSL

current fiscal year) or Prior Year Salary

ey G

Correction (if prior fiscal year) to remove $ het

earned in June, but paid/posted in July from

fiscal year following enrollment

S

Step 2: Prior Year Salary Correction to add ot b s

rollover amount removed from Step 1to

fiscal year of enrollment

* Will need to provide full-time earnings
member would have made had they

worked July 1-June 30

50 apphd el s ar posied.

o Caracion o sumoge s conors o Y 2021, Hssnegves

51 i Ve a1 P s s
St

s o TRSL i cornc e
=

o,

oy st s coroc ey Zeson o 22925451

o seves g
Tes Rt et evsrs

03/07/2023

EXAMPLE: June enrollments with no earnings posted

.

Member was enrolled in TRSL on

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

Account History

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).

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

! s Bl
. P
e .

Erployment ity
ErpriD g i Employr ame. AW T Enployment Dates.
v 2100 s I R

Monthly Salary/Contributions

: Name:
FisalYear: 1023 ¢ Year Employed:00.00%
Primary Employer

Actual Eamings | Fulttime Eamings __ Contributions

0 51661 5.016.60 o] 3 3

= e soea o 5 | s

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

Member was enrolled in TRSL on

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

Contribution Correction

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

fiscal year.

* Earnings from 6/27/2022 - 6/30/2022 in this

example - reduce July by $1,003.30

Contribution Corrections Actual Full-Time Contribution
Adjsted — Adused Eaming Earning Type
NonthYear _Typo _ Oper Eamings _Contibtions __Fullim___Eamings_ Contbutons
[ R 4032 WO N2 060 %

84
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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

= Enplpe it
Foal v 20

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

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

.
sy ¢

Insteuction for usingPrict Yeat Selry Carections

o oo b o 3642 manal g for eyt 1.
1 Eteth il Toms s o oo o e

Avalameg b

b
p—

[

03/07/2023

#arings meeting he defitio of “sarabl compeeaaton” B ecriin A LURS. 117011

peri
iy sl poyaets rack 1 th mnber ., P, ot schid, e, g, sk b s, coachi
oy o Py

R0

o e et bechnt s membes s e

Add Actual Earnings Full-Time Earnings
Sheltered: 1003.30
[u] Unsheltered:

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

Salary Correction Comment
Instructions for using Salary Comment:
1. Select a reason for the correction.
2. Acomment can be added for additional information needed
o clarify the correction. The comment is optional unless a
Feason is not chosen in which case the comment is required.
Reason: | Earnings reported in July but eamed in June v
Comment: Rollover from July 2022

Salary Correction Full-Time

nstructions 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
Ireason is not chosen in which case the comment is required.

Reason: 1t Year of Employment v

Comment: 12 mo

Overstated Salaries/Contributions
Understated Salaries/Contributions
Audit Compliance

Date of Retirement Changed
Sheltered/Unsheltered switch

Full-Time not previously reparted
DROP

‘of Employment

aar of Employment
Official Leave (Other than Sabbatical)
Sabbatical at Reduced Pay
Extra Eamings
‘Workers' Compensation
Summer School Eamings
Full-Time Eamings Under/Over-stated
Part-time Employee
Subsitute Earnings.

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

Correctionis processed to add $ earned for

FY 2022.

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

Prior Year Salary Corrections
sntem <

et

nserclons far sing rioe Year Satary Carrections.

a — =

29



Helpful tips for OSUP-covered state agencies:

Selecting Correct Online Update Program to Correct/Certify Questionable Year Records

Multiple reason codes:
Codes 2,3,4:

* Use Full-Time Only Corrections if employee
was hired and terminated within the same

fiscal year; Actual Earnings reported must be

correct
Codes 2,4; 3,4; Or 1,3,4:
* Use Prior Year Salary Corrections to

03/07/2023

Actual
Earnings.

Full-Time Service
Earnings Credit

Reason for
Questioning|

65,384.80
81,011.72
33,062.96
7380085
28,453.90
o5,384.75

44,800.00

move rollover earnings (earned in Questionable year reason codes

02.45

June, paid in July) to correct fiscal | 1. sl comings decressed more than P01.00
s 55

year for employee’s first year or last | ;. 1«yearof employment for an 6161

year of employment. employer /15t year of employment 1570,00

N

. Partial

previously certified

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

65,8480 0.8
8101172 1.00
33,36296 033
7380088 100
2845390 026
9538475 0.62
4450000 0.92
27,60245 064
20,9000 0.3
4096161 088

1,92000 004

I year of service credit not

Helpful tips for OSUP-covered state agencies:

Selecting Correct Online Update Program to Correct/Certify QY Records (Cont.)

Single reason code:
Reason Codes 1, 2, or 3 only:

« Use Questionable Year Certification if no
dockages/no leave without pay (LWOP),
and full year of employment; Actual
Earnings reported must be correct

Reason Codes 4 only:

* Use Questionable Year Certification only

Actual
Earnings.

Full-Time_Service
arnings  Credit

65,364.80
81,011.72
33,362.96
73,800.88
28,453.90

95,384.75

44,800.00

if employee had dockages/LWOP and the
$ amount of total dockages equals the
difference between Actual Earnings and
Full-time Earnings amounts reported;
Actual Earnings must be correct.

Questionable year reason codes

Annual earnings decreased more than
rom previous year

1% year of employment for an

employer / 1t year of employment

after DROP

Changed employers during the fiscal

year andor break in service

Partial year of service credit not

previously certified

-

6538480  0.68
5404172 1.00
3336296 033
7380088 1.00
2845390 026
95,384.75 062
4450000 0.92
27,60245 064
20,9000 0.3

4006161 088

1,92000 004

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 on

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:

three years:

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

fiscal years prior
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Actuarial Cost/Charges for Full-Time Only Corrections

Example of actuarial cost invoice (notification)

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

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

Journal Entry

Invoice attachments will
include summary breakdown
for each member record

s el s

e, st e S G o 8 G55 4T

included in the total Full-Time o Wm:i“m;ww,ym-w
e S
Only Corrections actuarial cost. | ... e

Retremet Beneis Supensor

03/07/2023

Actuarial Cost/Charges for Prior Year Salary Corrections

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

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

« employer will be charged member & employer Prior Year Corrections:

contributions + interest at TRSL’s assumed actuarial

Current Fiscal Year: FY 2023

valuation rate.
For fiscal years more than three (3) years old: Fiscal Year 1: FY2022
« will result in actuarial purchase of service credit by Il Va2 (Y 202
the employer Fiscal Year 3:|  FY 2020

* 5150 fee required, increasing to $200 on 1/1/2024

+ Separate Journal Entry invoice for actuarial charge QEEiiEm| Ay A&l
three years: | fiscal years prior

Journal Entry screen

Emloyer Contribution Accounts Recetvable]
Online prior year corrections will Enployee Corbutin Churpes
create a record on your agency’s Erglyer Paymects

Journal Entry screen in EMIS

Journal Entry

* Actuarial JE - Prior Year Salary
Corrections resulting in actuarial

Fiscal Year:2023

Fiscal Yoar

charges to your agency ZEDNS ect
oriarzoze | 2021
sy | on2
werzaszon | oz
comm | wn
owsiviaon | 2001
wavam | wn
oo | 023
ooy | ona
varowacsr | oz
oavae | o
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Qz;r RSL EMPLOYER MANUAL 8

INDEX 17.0: Leave Information prm—

: 'z;rRSL EMPLOYER MANUAL

INDEX 11.0: RetrementDROP Processng pas——

CONTENTS

Retirement Process / Issues

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

Provides information related to the retirement process

When a TRSL member applies to retire/enter DROP

TRSL members have two ways to apply
to retire:
* Application for Service Retirement,
ILSB, or DROP (Form 11), or
* Through Member Access

D=

TRSL encourages members to:

* Coordinate their retirement date with their employer
* Speak with their employer for questions regarding insurance benefits
* Work with their employer when requesting payment for annual leave payout

This differs from LASERS, as LASERS members are instructed to contact their agency’s
Human Resources Office to obtain a retirement application

03/07/2023

32



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)

— .
rgency Certifcaton (Form 118)

e e

-

Fatm i

e s e
[Fe——
s
e
B —
e
e

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

Request letters

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

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

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

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

Agency Certification (Form 11B)

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

Updates

Agency Certification (Form 118)

Annual Leave Update

Contribution Correction

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

03/07/2023
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Timeframe to certify

« Employer must wait for all

final

earnings & contributions to post to
TRSL before completing Agency

Certification
* Review TRSL’s Monthly

Salary/Contributions Screen

* Active members (EXP):
“3”: Earnings expected
“4”: Earnings

may be reported

“0”: No earnings

can be reporte

Member Summary.
Account History

Member Notations

Tonthly
Salary/Contributio
Annual Salary
History

Benefit Payroll

Monthly Salary/Contributions

ctal arnings

50184
50184

1306

% Your Employed: 50,005

Fultime Ewrnings | Contriutions

5,184 45614
s 565

13506 o215

Termination date vs. retirement date

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

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

TERMINATION DATE

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

RETIREMENT DATE

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

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

(Form 1)

Updates Im.

Annual Leave Update

Sick Leave Days Paid Update

Isick Leave Add and/ar Update

03/07/2023
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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

OSUP submits annual sick leave file

* May need to certify current fiscal year (if not
closed) or other fiscal years where sick leave

data was not reported

Annual Leave Update

I Updates m

Sick Leave Days Paid Update

Sick Leave Add and/or Update

Sick Leave Add and/or Update

== o

Procedures for sin Sick Leave Add andor Update
e s s SR

i
g

@ [ | o v [
W we | o su v e

Sick leave days paid at retirement

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

* Report number of days, not hours

* Report even if 0.00 days paid

Annual Leave Update

Sick Leave Days Paid Update

Sick Leave Add and/or Update:

Sick Leave Days Paid Update

En Enplyer: FTy
Hame:

Instructions for using Sick Leave Days Paid Update:

This number rflcts days peid, ot hours,

Certiction (rom 11), can be adedor date. Rport the umberof‘yspad, ot haurs.
3.1 th empiope oy sllon payment o Sick e s upaneain OROP,those s pid
Sl be reprta here.

4. Cickhe 6 butonate dig the rmber o ickasve ds pad.

5. Clck tho pdat ot crctin the b of sck vt iy i
. Cickhe Dttt toclt the rumbar f ck e s i

Enter# Sick

Lv days paid

(ex.25),then
hdd

Sick Laov Doy Poid

EMIS sick/annual leave summary screen

Confirms leave data already updated by employer(s) Im
Members

Hember Summary

| —

Employer  Months of Days Used| Eligibility Last Updated By
| Contract

Transaction]
Date

2014 | 0 w2 1.00 EMPLOVER FILE 0711012014
25 | o © 000 0372012017
w16 | 00 ” 0.00 0711372020
27 | o ) 250 EMPLOYER FILE 11372017,
w018 | 0 2 175 EMPLOVER-FILE 71012018
200 | o n 18.25 EmpLOVER-FILE o7/0812013)
220 | o 2 550 EMPLOVER-FILE o7721/200)
2 | o © .00 EmpLOVER FILE 1170172021
ot amn e

Sick Leave Days Paid

Days Paid Last Updatod By

25.00

Account History
=== Hember Notatians
Honthly SalaryContributions.
Annual Salary History

Benerit Payron

Benefit Payee

COLA History

1099-R Information

Retirement Benefit Payment History

Sick Leave/Annual Leave.

Transaction Dato. 'DROP/ILSE Summary/History
07132021

03/07/2023

35



03/07/2023

Special cases

* Sick Leave Not Accrued Sick Leave Records not available
* WAE/temporary employment in  Only if sick leave records are lost or
which the member was eligible to missing
retain TRSL membership but did not + Update “Data Unavailable” field to “y”
accrue sick leave (for Yes)

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

Summer ‘Summer Eligibility || Data Error
School Days | School% | Indicator || Unavailable | Code
Worked Effort

LAl [P

Customized training available!

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

Heather Landry
Emailggheather.landry@trSons
Phone: 225-925-7093 (0) or 225-;

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
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L THANK YOU!
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