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Contributions and reporting

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

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

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

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

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

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

Contributions

Louisiana law mandates that participating employers and covered
employees contribute to TRSL. These contributions and investment
earnings fund benefits paid out to TRSL members and their beneficiaries.

Contributions are calculated based on a member’s gross earnable
compensation.

Employers must withhold the correct contribution amounts from TRSL-
eligible employees’ earnable compensation (also referred to as actual
earnings) and remit both member and employer contributions to TRSL
each month with the corresponding salary and contributions transmittal
report (or file).

Member contribution rates

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

Current member contribution rates

School Lunch Plan A 9.1% (System Code 2)

School Lunch Plan B 5.0% (System Code 3)

Regular Plan 8.0% (System Code 4)
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Member contributions are tax-sheltered (pre-tax). There are, however, some
exceptions, such as employees who are TRSL return-to-work (RTW) retirees
that are required to contribute on their RTW earnings, employees who are
on workers’ compensation (and not using sick leave), and members making
contributions during USERRA military leave (and not using sick/annual
leave). For these instances, members contributions are unsheltered (post-
tax).

Employer contribution rates

Employer contribution rates are established annually under LSAR.S.
11:101, 11:102, 11:102.2, and 11:104 by the Public Retirement Systems’
Actuarial Committee (PRSAC) and are subject to change each fiscal year
(July 1 - June 30).

Employers can find both current fiscal year and historical employer
contributions rates by viewing the TRSL Defined Benefit Plan Contribution
Rates table, available on the Contribution Rates page in the Employers
section of our website.

The Contribution Rates page also provides information about the Optional
Retirement Plan (ORP) employer contribution rates. See Index 16.0 for
more details on ORP.

Earnable compensation

Earnable compensation is defined as the compensation (wages, salary,
and other payments) earned by a member during the full normal working
time in a position that is TRSL-eligible [LSA R.S. 11:701(10)]. Employers
must report every TRSL-eligible employee’s earnable compensation and
remit applicable member and employer contributions to TRSL by the 15t
of each month.

All earnable compensation for TRSL-covered employees should be
reported in the fiscal year earned (July through June is TRSL's fiscal year).

If your agency has TRSL-covered employees who are scheduled to work
nine (9) months (such as school-based employees), but are paid over 12
months (annualized compensation or “12 month salary spread”), you must
ensure all 12 paychecks representing compensation earned in a single
school year are reported in the correct fiscal year.

Most Louisiana K-12 public schools will report the summer paychecks
(June, July, and August) that represent payment for work performed prior
to the end of the school year in the month of June to ensure all salary and
contributions are reported in the correct fiscal year.
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Earnable compensation subject to TRSL contributions

CONTENTS Member and employer contributions must be made on all TRSL members’
o _ earnings. Reportable earnable compensation includes, but is not limited
Contributions & reporting to, the following:
Earnable compensation e PIP earnings for members who participated in the Professional
Monthly salary &

Improvement Program
e overtime, bonuses, stipends, tax revenues

contribution reports
Special cases

Leave without pay e extra pay for after-school daycare programs
Docked by substitute e extra pay for collecting fees at ball games
Extended sick leave e cash housing allowances

Sabbatical leave

100% accrual

Part-time employees
Workers' compensation

o full salary for members on extended sick leave paid at 65%

e individual Form 1099 contract payments of more than $1,000 to any
non-retiree who is also a current W-2 employee at another TRSL-
covered agency and meets Primary Employment enrollment with

DROP participation the other TRSL reporting agency. All Form 1099 payments for
Furloughed employees non-retirees must meet criteria for Secondary Employment
USERRA military leave earnings.*

Charter organizations
operating multiple schools

e cumulative Form 1099 payments issued by a single Secondary
Employer during a fiscal year that exceeds $15,000 (remit

Dual positions - Plan B contributions on the portion of earnings that exceed $15,000 in a fiscal
parishes year). Employee must also have current W-2 earnings at another TRSL-
Employer payments/accounts covered agency and meet Primary Employment enrollment with the
Remitting contributions & other TRSL reporting agency.*
payments to TRSL

*Form 1099 contract payment limits/exclusions do not apply
Employer account screens .
Loy to TRSL return-to-work (RTW) retirees. Refer to Index 15.0 for more
(EMIS) i . X )
details on Form 1099 reporting requirements for RTW retirees.
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Reporting Not Enrolled

Salary/contribution
corrections
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Compensation not subject to TRSL contributions

There are some payments and compensation that do not meet the criteria for
“earnable compensation.” Contributions must not be withheld from the following:

e Per diem: monies paid to employees to cover living expenses when
traveling for work

¢ Post allowance: cost-of-living allowances granted to employees officially
stationed at a post in a foreign area to cover substantially higher living
expenses

e Payment in kind: the use of a good or service as payment instead of cash

e Hazardous duty pay: additional pay for performing hazardous duty or work
involving physical hardship

¢ Payment in lieu of unused sick or annual leave
(EXAMPLE: agencies who pay retiring employees up to 200 hours for unused
sick leave and/or up to 300 hours for unused annual leave)

e Lump sum payments for discontinuation of contractual services
(such as retirement incentive payments)

e Form 1099 only payments for non-retirees without a Primary
Employer: if employee is a TRSL non-retiree without W-2 covered earnings
that meet Primary Employment enroliment with another TRSL reporting
agency, then Form 1099 contract earnings alone are not reportable. All
Form 1099 payments for non-retirees must meet criteria for Secondary
Employment enrollment.

¢ Form 1099 secondary employer payments to a TRSL member with a
Primary Employer are not reportable if all of the following occur:

a. Employee is not a TRSL retiree.

b. Individual contract is for $1,000 or less and

C. Cumulative amount of Form 1099 payments issued by a single secondary
employer to an employee in a fiscal year is $15,000 or less

If your agency determines any employees’ earnings or payments, not specifically
listed in statute as an exclusion, are not earnable compensation, your agency
must provide documentation and legal analysis of your determination
that the compensation paid to the employee is not earnable

compensation under LSA R.S. 11:701(10).

The above lists are not all inclusive. Contact your assigned
. if you have any questions about

what wages and compensation you should include or exclude
in the amounts you report to TRSL.
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Salary limitations
Charter schools

Earnable compensation for charter school employees shall not include any
compensation paid to a teacher or school employee which exceeds the
salary that would have been paid if employed by the local school system
as per LSA R.S. 17:3997(4). This statute is frequently referred to as the
“phantom salary” law. TRSL-covered charter schools are required to have a
policy in place to be in compliance with LSA R.S. 17:3397(4).

IRS salary and contribution limits

The Internal Revenue Service (IRS) limits annual earnable compensation
and contributions amounts allowable under a qualified retirement plan.
These limits are subject to change each calendar year.

Employers can find both current and historical compensation (for TRSL'S
Defined Benefit Plan) and contribution (for the Optional Retirement Plan

— ORP) limits by viewing the tables available on the IRS Limits page in the
Employers section of our website.

If contributions are made on earnings in excess of the annual
compensation (or ORP contribution) limits, TRSL will credit the employer’s
account with applicable contributions; it is the employer’s responsibility to
refund the employee contributions to the member.

Monthly salary and contributions reports

Employers are required to send contribution reports (frequently referred
to as salary/contributions files) every month detailing employees’
earnable compensation and contributions paid by TRSL-covered
employees. Reports are required for each of the TRSL retirement plans:
Plan A, Plan B, and Regular Plan. The report is due by the 15" of every
month.

TRSL retirees, employed under return-to-work provisions requiring
contributions should be included on employers’ contribution report
transmittals. See Index 15.0 for more information on rehired retirees.
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How to submit your report
CONTENTS There are three ways to submit your agency’s monthly salary and

N . contribution reports:
Contributions & reporting

Earnable compensation Method Registration process

Monthly salary & Upload unencrypted file on  Employer must be registered to
contribution reports . EMIS access EMIS and request access
ial Direct rights to “Submit Files” on Form 1
el e upload  1rq) receives and posts file
Leave without e on EMIS  immediately See Index 1.0 for more
Docked by substitute information.
Extendgd sick leave Send encrypted file via Employer must make application
Sabbatical leave pgp-compatible encryption and registration with TRSL to
100% accrual software obtain TRSL public key
Part—tim(’a employees 'll:'lrlaensfer Employer uses TRSL public Encrypted file name must conform
Workers’ compensation Protocol key for PGP encryption of files  to naming convention given in the
DROP participation (FTP) sent to TRSL transaction layout
Furloughed employees File transaction occurs See Index 18.0 for more
USERRA military leave overnight; file posts to TRSL on information
Charter organizations the next business day
operatmg multlple schools Employer manually keys in Only available for employers
Dual positions - Plan B _ data (member SSN, salary and  with 100 or less TRSL-eligible
parishes Online contributions information) — employees
update  up to 25 employees only
EmD'OYe_r pavmer_lts/ gccounts on EMIS Employer must be registered to
Remitting contributions & (manual TRSL receives and posts data  access EMIS and request access
payments to TRSL entry) input immediately rights for “Salary report (only for
Employer account screens employers with no more than 100
(EMIS) employees)” on Form 1.

S If a salary/contributions report has been sent in error, contact your

Salary rejections assigned TRSL's Active Membership Specialist immediately regarding
Contrib exception report resubmission of the data.

Enrolled Not Reported
Reporting Not Enrolled

Salary/contribution
corrections

Contributions corrections
Prior year salary corrections
Rollover earnings

Sheltered/unsheltered
contributions

Terminations
Frequently asked questions
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Direct upload on EMIS

TRSL recommends reporting agencies submit their monthly salary and
contributions reports by uploading the file directly to EMIS.

Designated employer personnel must be specifically authorized with
file submission access on Authorized Contacts (Form 1). Those with file
submission access will see a “Submit Files” menu after logging into EMIS.

1. Loginto EMIS

2. Under Submit Files menu,
select “Salary Contribution”

3. Select “Browse” button to find
the file path and file name
from your computer system

Salary Contribution

Sick Leave
| q L i {'v T &5 Submit Miscellaneous File |
nbership Information Sit

4. Select “Upload File” once
the correct monthly salary/
contribution data file has been
selected (no encryption necessary).

Submit Fles

Employers

Salary Contribution File Submission
This process allows you to submit Salary contributions for immediate posting to TRSL. It is your responsibility to ensure that
calculated transmittal totals match your agency totals. If totals do not match, corrections should be made prior to posting.
Once totals are verified, Click "Post Contributions” button to post Salary contributions. A message will be displayed to let you
know the posting status.

| Employer ID ‘

Click "Browse" button to select file, then press "Upload File".
Upload File
Cancel i
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EMIS online update (manual entry) — up to 100 employees

If the reporting agency has 100 or less TRSL-covered employees, manual
entry submission via Online Update in EMIS is available.

Designated employer personnel must be specifically authorized with
salary report entry access on Authorized Contacts (Form 1). Those with
this access will have “Salary Contribution Entry (up to 100 employees
only)” access under the Updates menu in EMIS.

1. Loginto EMIS

2. Under Updates menu, select
“Salary Contribution Entry
(up to 100 employees only)”

3. Select Month and Year of
earnings to be reported

4. Insert TRSL-covered
employee’s earnings data

Submit =
Updates Files Logc¢

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 100 employees only)

Charter organizations a. Actual Earnings - el Yo Saliiy Cosraction
Operatln’q antIDle SChOO|s enter a// TRStL'C/\;)‘/ered d Questionable Year Certification
Dual positions - Plan B earnings actually earne . ,
arishes durll’lg the entire month Retiree Voluntary/Insurance Deduction
Emplover payments/accounts for the /’eportlng pe/’/Od Salary Contribution Entry (up to 100 employees only
- . . selected Sick Leave Days Paid Update
Remitting contributions & o
payments to TRSL b. Contributions —enter
Employer account screens the amount of TRSL contributions actually deducted from the
(EMIS) employee’s earnings
Salary/contribution errors C. Full-Time Earnings - enter the amount the employee would
Salary rejections have earned if he worked full-time for the entire month for the
Contrib exception report reporting period selected
Enrolled Not Reported d. Contribution Type — enter 30 for tax-sheltered (pre-tax) or

Reporting Not Enrolled

Salary/contribution
corrections

Contributions corrections
Prior year salary corrections

Rollover earnings
Sheltered/unsheltered

10 for tax-unsheltered (post-tax) NOTE: Type 10 is only valid
for rehired retirees eligible to contribute to TRSL or members
who make post-tax TRSL contributions due to workers’
compensation or military leave

5. For each additional TRSL-covered employee, click “Add Row.”
Repeat steps 4a — 4d above.

6. After entering all monthly earnings and contributions data for your

contributions
Terminations
Frequently asked questions
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Employers ~

Salary Contribution File Submission

This process allows you te submit Salary contributions for immediate posting to TRSL. It is your responsibility to ensure that

calculated transmittal totals match your agency totals. If totals do not match, corrections should be made prior to posting.

Once totals are verified, Click "Post Contributions" button to post Salary contributions. A message will be displayed to let you

know the posting status.

Agency 0097
Transmittal Summary

Settio Total Actual Total Full Time Total Sheltered Total Unsheltered
i Earnings Earnings Contributions Contributions
[ 4 ] 0.00] | 0.00] [ 0.00] | 0.00]

Select Month & Year 3
|| ~<=Select Reporting Month and 4 digit Year

Month [03 | Year[2017 |

Manual Salary Contribution Entry

Full Time Earnings | Cont Type | |

SSN | Actual Earnings | Contributions |

imsertcancel | [22233444 | | [s5000 | | [22600 | |  [2850.00

] [+ ]]

Cancel

Charter organizations

operating multiple schools
Dual positions - Plan B

parishes
Employer payments/accounts

Remitting contributions &
payments to TRSL

Employer account screens
(EMIS)

Select Reporting Month and 4 digit Year
| Year 2017 |

Month |08

Manual Salary Contribution Entry

1

| SSN | Actual Earnings | Contributions |Full Time Earnings|  Cont Type

izzzaali#_u: |2850.00 278.00 |2850.00 a0

Click "Add Row" to enter add'l TRSL-covered
employee's monthly earnings/contributions data

Salary/contribution errors
Salary rejections
Contrib exception report
Enrolled Not Reported
Reporting Not Enrolled

Salary/contribution
corrections

Contributions corrections
Prior year salary corrections
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Sheltered/unsheltered
contributions
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Reporting deadline

All contributions reports must be received and posted to TRSL within

15 calendar days after the end of the month covered by the report,
regardless of reporting method used. TRSL encourages all of its reporting
agencies to submit their contribution reports as early as possible so that

CONTENTS
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Earnable compensation

Monthly salary &
contribution reports

Special cases
Leave without pay
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Extended sick leave
Sabbatical leave
100% accrual
Part-time employees
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Furloughed employees
USERRA military leave
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Sheltered/unsheltered
contributions
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any errors can be identified and resolved early.
Components of the monthly salary/contributions report

Employers reporting monthly salary and contributions must include the
following:

Actual Earnings (AE) - all earnings meeting the definition of
earnable compensation in accordance with LSA R.S. 11:701(10).
Member and employer contributions must be made on all TRSL
members’ earnings, unless the earnings are for the performance of
duties in a capacity that is normally covered by another statewide
retirement system.

Contributions - the amount deducted from the employee’s actual
earnings based on the appropriate contribution rate.

Full-time Earnings (FTE) — the compensation that would be payable
if the employee worked full-time for the entire reporting period. For
the monthly salary/contribution reports, the full-time earnings amount
should be the compensation the member would have earned if he/
she worked the entire month as a full-time employee in a TRSL-
covered position.

1. Full-time earnings represents the 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/her base pay that meets the
definition of earnable compensation.

2. Full-time earnings must be equal to or greater than actual
earnings. Full-time earnings can never be less than actual earnings
or be reduced because a member was docked.

3. The full-time earnings for part-time employees should reflect the
compensation that the member would have earned if he worked
full-time (35 — 40 hours per week) for the entire reporting period
(month).
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Report/file layout

The file layout for the monthly salary/contributions report is available in
Index 18. See transaction layout information for the Salary Contribution
(SAL) Input File.

Monthly salary/contributions screen (EMIS)

Salary and contributions from your agency’'s monthly contributions reports
will be posted to the individual member’s TRSL account (if the record

is not rejected). To review the monthly breakdown of the current fiscal
year's salary and contributions reporting for a single employee, employer
personnel with EMIS access can view the Monthly Salary/Contributions
Screen.

e Loginto EMIS

e Select “Monthly Salary/Contributions”
under Members menu

e Enter System Code and employee’s Social
Security Number on the left side of the screen

o C(Click "Select”

|
! Members

Member Summary
Account History

Member Hotations

Screen will provide a month-by-month breakdown, @Sth;ﬁontﬁbuﬁun)
in fiscal year order (July through June), of an i

employee’s reported actual earnings, full-time Annual Salary

earnings, and contributions for the current fiscal History
year.
Monthly Salary/Contributions
System: 4 SSN: 4 Name: N
Fiscal Year: 7™"* % Year Employed: 100.00%
Primary Employer: SC BD
Actual Earnings Fulltime Earnings Contributions >
Jul o 0
Aug 4,939.89 4,939.89 395.19 4 3
Sep 5,938.89 5,938.89 475.11 3 3
Oct 4,939.89 4,939.89 395.19 3 3
Nov 4,939.89 4,939.89 395.19 3 3
Dec 4,939.89 4,939.89 395.19 3 3
Jan 3 0
Feb 3 0
Mar 3 0
Apr 3 0
May 3 0
Jun 3 0
Total 25,698.45 25,698.45 2,055.87
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How to report special cases on the monthly salary/

CONTENTS contributions report

Contributions & reporting As an employer, you will occasionally encounter special situations when
Earnable compensation reporting members’ salary and contributions.
Monthly salary & Use the reference guide below for information on how to report these
contribution reports special cases/situations.

Special cases
Leave without pay
Docked by substitute Leave without pay (LWOP) is an approved temporary absence from duty in
Extended sick leave an unpaid status. The employee is still employed but not receiving pay.

Sabbatical leave

Leave without pay

Members who are on leave without pay must be reported on the monthly

100% accrual contributions reports until the leave ends or employment terminates.
Part-time employees ) )

Workers' compensation Leave without pay for entire month

DROP participation Reporting on the contributions report should reflect zeros for actual
Furloughed employees earnings and zeros for contributions if the member was on leave without
USERRA military leave pay for the entire month. Full-time earnings should reflect the amount of
Charter organizations eamings the member would have received if he worked full-time for the
operating multiple schools entire month.

Dual positions - Plan B EXAMPLE: Employee on LWOP for the entire month whose normal base
parishes monthly pay is $3,943.33.

Employer payments/accounts

Remitting contributions & . o Full-time earnings
payments to TRSL Actual earnings (AE) Contributions

Employer account screens
(EMIS) $0 $0 $3,943.33
Salary/contribution errors Leave without pay for partial month

Salary rejections

If the member is on leave without pay for a partial month, report actual

Contrib exception report earnings received and contributions withheld for the reporting period.
Enrolled Not Reported Full-time earnings should reflect the amount of earnings the member
Reporting Not Enrolled would have received if he worked full-time for the entire month.
Salary/contribution
corrections EXAMPLE: Employee on LWOP for half the month
Contributions corrections . .
Rollover earnings
She|tered/unshe|tered $1,971.67 $1 57.73 $3,943.33
contributions ($3,943.33 x .50) ($1,971.67 x .08)

Terminations
Frequently asked questions
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Docked by substitute pay

CO NTE NTS Members whose earnings are docked by the amount paid to substitutes should
be reported on the monthly contributions report as if the earnings were not
Contributions & reporting docked, as per the provisions of LSA-R.S. 11:872. Actual earnings should reflect
Earnable compensation the amount of earnings before being docked. This applies only in situations where
Monthly salary & the members are receiving a portion of their daily rate of pay.
contribution reports EXAMPLE: A member is a 9 month employee scheduled to work 182 days during
Special cases the school year. The member’s full daily rate of pay is $260. The member is
Leave without pay absent a full day and has no sick leave. A substitute is hired to take the member’s

; place and is paid $65. The employer docks the member $65 and actually pays
Sl the member $195 (difference in amount paid substitute). The correct reporting to

Extendfed sick leave TRSL should be as follows:
Sabbatical leave

100% accrual Actual i AE Contributi Full-ti i FTE
Part-time emplovees ctual earnings (AE) ontributions ull-time earnings (FTE)

Workers’ compensation $3,943.33 $315.47 $3,943.33
DROP participation

- 12 e ’ 12
USERRA military leave J
Charter organizations Members who are docked their full daily rates of pay because the substitutes’
operating multiple schools daily rate of pay is more than theirs should be reported in accordance with the
Dual positions - Plan B guidelines in the previous section, Leave Without Pay (LWOP).
parishes Extended sick leave at 65% salary

Employer payments/accounts

Members granted extended sick leave (ESL) under the provisions of LSA-R.S.

Remitting contributions & 17:1202C are required to pay contributions on 100% of full salary.

payments to TRSL

Employer account screens Although the employer only pays the member 65% of his salary for each day on
(EMIS) extended sick leave, the employer must withhold retirement contributions on the

Salary/contribution errors employee’s full rate of pay, not on the reduced rate of pay.

Salary rejections EXAMPLE: A member’s full rate of pay per month is $3,943.33 per month. The
Contrib exception report employee is on extended sick leave for the entire month and earns $2,563.16
Enrolled Not Reported (65% of $3,943.33). The employer will report the employee’s full unreduced salary

- and withhold member contributions of $315.47, based on the employee’s full pay
Reporting Not Enrolled (8% x $3,943.33)

Salary/contribution

corrections . o Full-time
Contributions corrections Actual earnings (AE) Contributions earnings (FTE)

Prior year sal_arv corrections $3.943.33 $315.47 $3.943.33
Rollover earnings

Sheltered/unsheltered [Earned $2,563.16 (withhold 8% of full pay
contributions (65%), but report @ not on reduced pay)

0
Terminations 100%]
Frequently asked questions
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Sabbatical leave

CONTENTS Members on approved sabbatical leave with partial pay have the option to
o _ contribute on their full-time earnings rate or on their partial pay received
Contributions & reoort_msz during their leave. The earnings on which contributions are made will be
Earnable compensation reported as the actual earnings.
Monthly salary & _ _ _ _ _
contribution reports Service credit for benefit computation will be based on the percentage
Special cases of full-time earnings for which the employee has paid retirement

contributions. Members on approved sabbatical leave must contribute
on their full-time earnings rate to receive a full year of service credit for
benefit computation and eligibility.

Leave without pay
Docked by substitute
Extended sick leave
Sabbatical leave Members who make retirement contributions on their partial pay will
100% accrual receive prorated service credit for benefit computation based on the
Part-time emplovees percentage.of actgal earnings to fulI-’ume earnings. Th_ege. members,
R A AT however, will receive a fgl! year of service credit fo_r eligibility purposes
. only upon employer certification indicating sabbatical leave. These

DROP participation members can later purchase the additional service credit (difference

Furloughed employees between service credit for eligibility and service credit for benefit
USERRA military leave computation). Refer to Index 9.0 for Purchase of Service Credit
Charter organizations information.

operating multiple schools
Dual positions - Plan B

Sabbatical leave with contributions on full-time earnings

parishes If the member elects to pay retirement contributions on his full-time
Employer payments/accounts earnings rate while on approved sabbatical leave, then report actual
Remitting contributions & earnings to match the employee’s full-time earnings.
payments to TRSL
(EMIS)
Salary/contribution errors $3,943.33 $315.47 $3,943.33

Salary rejections
Contrib exception report

Service credit for benefit computation and eligibility will be

Enrolled Not Reported a full year.
Reporting Not Enrolled Sabbatical leave with contributions on partial pay
Salary/ (_:ontrlbutlon If the member on approved sabbatical leave elects to pay retirement
m_ ) contributions on their partial pay in lieu of their full-time earnings, then
Contributions corrections report the earnings on which contributions are made as the actual
Prior year salary corrections earnings. For full-time earnings, report the amount the member would
Rollover earnings have made if he was not on sabbatical leave and had instead worked
Sheltered/unsheltered full-time for the entire month.

contributions
Terminations
Frequently asked questions
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EXAMPLE: The correct reporting to TRSL for a member who receives 75%
of his or her full-time earnings and chooses to contribute on the reduced
earnings rather than the full-time earnings:

Actual earnings (AE) Contributions Full-time earnings (FTE)

$2,957.50 $236.60 $3,943.33

Service credit for benefit computation would be 75% of a year;
service credit for eligibility would be a full year upon employer
certification indicating sabbatical leave.

Service credit for benefit computation is the amount of service
credit used to calculate a member’s retirement benefit or DROP
deposit amount. (It determines the dollar amount of benefits a
member will receive at retirement.)

Service credit for eligibility determines when a member is eligible
to retire and (for Regular Plan members) the benefit percent factor

or multiplier to be used when calculating the member’s retirement
benefit or DROP deposit amount.

100% accrual

When members reach 100% accrual (years of service X retirement %
factor = 100%), no further member contributions are due. However,
employer contributions must continue to be paid.

Based on the retirement plan, members reach this limit after obtaining the
following years:

TRSL Regular Plan 40.00 years

TRSL Plan A 33.33 years (if member does not have
any supplemental credit at 1%)

TRSL Plan B 50.00 years

LSU employees various times, monitored by TRSL
(employed before 1/1/1979)

Members’ earnings should continue to be listed on the monthly
contributions reports with the correct amounts of actual and full-time
earnings and zero member contributions.
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EXAMPLE: Correct reporting to TRSL for a member who has attained the

100% limit should be as follows:
CONTENTS
Contributions & report_insz Actual earnings (AE) Contributions Full-time earnings (FTE)
Earnable compensation
Monthly salary & $3,943.33 $0 $3,943.33
contribution reports
Special cases TRSL notifies the employer when a member reaches the 100%
Leave without pay accrual limit.
Docked by substitute To avoid under-reporting employee contributions, employers should
Extended sick leave continue to withhold and report member contributions for employees
Sabbatical leave who are approaching the 100% accrual limit. TRSL will contact the
100% accrual employer once an employee has reached the limit and will place a switch-
Part-time emplovees over date on the employee’s TRSL account record to indicate the last
Workers’ compensation member contributions reporting period.
DROP participation REMEMBER: The employer must continue to report the member’s actual
Furloughed employees earnings and correct full-time earnings, zero member contributions, and
USERRA military leave remit employer contributions.

Charter organizations
operating multiple schools

EMIS EXAMPLE: Switch-over date for 100% accrual

Dual positions - Plan B View Switch-Over Date for 100% Accrual on Employee’s Member
parishes Summary Screen
Employer payments/accounts
Remitting contributions & Member Summary
payments to TRSL
Employer account screens
(MIS) . . SSN: Address Date: 08/11/2009
Salary/contribution errors Name: I Address:
Salary rejections Gender: Female METAIRIE LA 70005-3807

Contrib exception report
Enrolled Not Reported

Status Information

Sys ' Seq Status | Code | DROP Record
Reporting Not Enrolled | IACTIV-DROP | (a0) | 10/01/2006 |
Salarv/(_:ontrlbutlon Regular Plan Information
m i 3 Before DROP Average Comp: .25
Contributions corrections Switch-Over Date: 2016/11 After DROP Average Comp: 29
Prior year salary corrections Social S SEHS ICRIRY Deiss

. Original Retirement Plan
Rollover earnings

Service Credit for Benefit Computation Member Contributions
Sheltered/unSheltered Regular Service 30.00  Unsheltered Regular Savings 62
Contributions DROP Regular 9.80 Tax-Sheltered Regular Savings 82
Terminations Regular Salary Report as of 12/2016 62

Frequently asked questions
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Part-time employees

Part-time employees who are eligible for TRSL membership must be
reported with their actual earnings and contributions. The full-time
earnings, however, must reflect the amount the employees would have
earned for the entire month had they worked full time at the same hourly
rate of pay.

EXAMPLE: Ms. Smith works part-time for 21 hours a week at an hourly
rate of $6.25. A full week is 35 hours for a full-time employee. Reporting
for a full month for this part-time employee should reflect the following:

Actual earnings (AE) Contributions Full-time earnings (FTE)

$525.00 $42.00 $875.00
($6.25 x 21 x 4) ($525.00 x .08) ($6.25 X 35 x 4)

Part-time employees who work a part of every day of the full year will receive
prorated service credit for benefit computation based on the percentage of
actual earnings to full-time earnings. They will receive a full year of service credit
for eligibility purposes only, upon employer certification indicating part-time
employee and correct full-time earnings.

Workers' compensation benefits

The employer must notify TRSL when any of its TRSL-covered employees first
begin receiving workers' compensation and provide the date of the injury. At the
beginning of each fiscal year, the employer must provide a list of all members
who will continue receiving workers’ compensation benefits. Monthly notification
iS not necessary if the employee was injured after September 8, 1988.

Reporting requirements for TRSL-covered employees injured after
September 8, 1988:

e As per the provisions of LSA-R.S. 11:151(B), the member has the
option of paying employee contributions on a salary not to exceed
the greater of the following:

a. the worker's compensation benefit received or
b. the salary at time of qualification for worker’s compensation

NOTE: The salary for the member should not increase as long as he or
she is receiving worker's compensation.

o If the member pays employee contributions on an amount which is less than
the full-time rate at the time of qualification, service credit will be prorated for
both benefit computation and eligibility. The member cannot later come back
and purchase the additional service credit.
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EXAMPLE: An employee receives 2/3 of his full pay while on workers’
compensation for the entire month. He elects to pay member

CO NTE NTS contributions on his worker's compensation benefit amount
Contributions & reporting instead of his full salary.
Earnable compensation
Monthly salary & Actual earnings (AE) Contributions | Full-time earnings (FTE)
contribution reports
Special cases $2,628.89 $210.31 $3,943.33
Leave witholli pay ($3,943.33x .67)  (2,628.89 x .08)
Docked by substitute
Extended sick leave o [f the member chooses not to contribute at the time he or she
Sabbatical leave qualified for workers’ compensation, then no service credit (both for
100% accrual benefit computation and for eligibility) can ever be obtained.
Part-time employees EXAMPLE: Employee chooses not to make any member
Workers' compensation contributions while on workers’ compensation.
DROP participation
Furloughed employees Actual earnings (AE) Contributions Full-time earnings (FTE)
USERRA military leave
Charter organizations $0 $0 $3,943.33

operating multiple schools
Dual positions - Plan B

e The member should sign a document waiving his or her right to pay
retirement on the full salary or workers’ compensation. If this is not

parishes done, there may be no legal recourse should the member decide to
Employer payments/accounts file suit.
Remitting contributions &

e The employer pays the employer portion on the actual amount on

payments to TRSL i ;
which the employee contributes.
Employer account screens o
(EMIS) e Sheltered vs. unsheltered member contributions
Salary/contribution errors ° Report sheltered contributions if either of these conditions
Salary rejections apply:
Contrib exception report a. The member on worker's compensation is receiving his or her
Enrolled Not Reported full salary because of sufficient sick leave
Reporting Not Enrolled b. The member has salary or is using sick leave in addition
Salary/contribution to worker's compensation benefits (report all earnings as
corrections Sheltered)
Contributions corrections °  Report unsheltered contributions if member’s entire earnings
Prior year salgrv corrections for the reporting period consist of worker's compensation benefits
Rollover earnings only (employee is not using sick leave or paid regular salary)
Sheltered/unsheltered

contributions
Terminations
Frequently asked questions

WWW.TRSL.org e 1-877-ASK-TRSL e web.master@trsl.org § 4.0 - Contribution Reporting




qz;r RSL EMPLOYER MANUAL £

INDEX 4.0: Contribution Reporting & Corrections October 2023

Reporting requirements for TRSL-covered employees injured before
September 9, 1988:

CONTENTS

S - e The employer must report the member’s actual earnings that
Ccégt:zléfleoggnfpr;?:;ggﬁ were being received at the time of the injury and unsheltgred
contributions on the actual earnings. The member contributes
Monthly salary & on the amount of workers’ compensation and other compensation
contribution reports received up to the amount he or she was earning at time of injury.

Special cases . . .
L thout e The employer pays the employee contributions on the difference in
eave Withou qu the amount on which the employee contributes and the salary at the
Docked by substitute time of qualification for workers’ compensation benefits.

Extended sick leave N .
Sabbatical | e Employee contributions paid by the employer must be reported as
dboallca ledve unsheltered contributions. These contributions will be credited to

(o) , . .
100% accrual the employer’s account if the member terminates employment and
Part-time employees requests a refund. The employer must notify TRSL of the amount of
Workers’ compensation employee contributions paid by the employer.
DROP participation
Furloughed employees g L b
. Fiscal Year: Name: JLAM
USERRA military leave Employer: 5C 8D
Charter Organizations |  Actual Earnings | Full Time Earnings | Contributions |  Contribution Type
operating multiple schools _ i | i | R e
Dual DOSItIOI’]S _ Plan B i Aug | 458‘25-5 458,25 41,70;. il | 1} |
arISheS Sep . 458.255 458.25_ 4-1.?0= u
Oct 458,25 | 458.25 41.70 u
Employer payments/accounts - ; . |
T i i Nov | 458.25 458.25| arnl | 1] B
Remitting contributions & - | i = = ;
Davments to TRSL Jan 458.25 I 458.25 I 41.70 | u
Employer account screens = I | w52 an | v |
EMIS Mar 1B 458.25 : 458.25-:" 41.70 | u l
Salary/contribution errors ' e ' 5825 5825 an | v |
Salary rejections i May | 458.25”! 458.25 41.70 v i
Contrib exception report Jun 458.25 | 458.25 4.70 U
Enrolled Not Reported Total | 5,499.00 | 5,499.00 | 500.40 |
Reporting Not Enrolled Employee contributions should be

reported as Unsheltered (U - Type 10)

Salary/contribution
corrections

Contributions corrections
Prior year salary corrections
Rollover earnings

Sheltered/unsheltered
contributions

Terminations
Frequently asked questions
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DROP participation

TRSL members in the Regular Plan, Plan A, or Plan B who meet eligibility
requirements may elect to participate in the Deferred Retirement
Option Plan (DROP). Both the member and the employer stop
making retirement contributions on all salary earned during the
member’s DROP participation period.

Entering DROP

When a TRSL-covered employee applies for and is deemed eligible for
DROP, monthly contributions can be reported up to one month after

the member’s “termination date,” which will be the day before DROP
participation begins. If, however, the member’s termination date is in June,
all earnings before DROP must be posted no later than June, so that all
contributions are reported in the same fiscal year.

All earnable compensation earned before DROP participation begins
must be reported to TRSL as actual earnings. This includes any type

of sales tax bonus, tax supplement, stipend, workshop, or overtime
compensation received before entering DROP. The employer must
withhold and report contributions on all earnings (including tax
supplements and sales tax bonuses) on the percent of the year worked
during which they are paying contributions.

EXAMPLE: Mr. Johnson is a TRSL member who enters DROP on February
24, 201X. Mr. Johnson is a 9-month employee (182-day work schedule)
who is paid over 12 months, with a pay cycle of September through
August. His school year contract began on August 8, 201X.

The period of time that earnable compensation is to be reported to TRSL
Is July 1, 201X (start of the fiscal year) to February 23, 201X (day before his
DROP participation begins). If the member receives any type of stipend,
workshop, or overtime compensation before entering DROP, then 100% of
those earnings are to be reported to TRSL as actual earnings and must be
included in the full-time earnings reported.
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Full-time earnings to report:

Base contract annual salary rate = $45,000

Sales tax payment on 12/30/201X = $780

Stipend paid on 1/1/201X = $750

Workshop paid on 3/7/201X = $50 (Paid after entering DROP)
Total Full-time Earnings = $46,530 ($45,000 + $780 + $750)

Actual earnings to report:

Base contract annual salary rate = $45,000

Worked 128 days prior to entering DROP on February 24 (128 /182 days = 70%
of the fiscal year)

$45,000 Annual Salary / 182 day contract = $247.25 daily rate

$247.25 daily rate x 128 days worked before DROP = $31,648 base salary
earned before DROP

Sales Tax payment on 12/30/201X = $780
Stipend paid on 1/1/201X = $750

Total Actual Earnings to be reported before DROP: $33,178 ($31,648 + $780 +
$750)

Last month to report all earnings before DROP will be March 201X [one month
after “termination” date (or day before DROP participation begins)]

Service credit for the fiscal year entering DROP: $33,178 / $46,530 = 71%

Difference in percentages will be acceptable if within 5%.

Working after DROP

TRSL members who continue employment after DROP participation
ends are automatically re-enrolled in to TRSL. The member must

resume employee sheltered contributions on all salary and any extra
compensation (sales tax bonus, tax supplement, stipend, workshop,
overtime compensation, etc.) earned after DROP. The employer must
include the member’s eligible earnings and sheltered contributions no
later than one month after DROP ends. The employer will also resume its
share of employer contributions.
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EXAMPLE: A member ends DROP on April 15, 201Y, and his or her
school year began on August 12, 201X. The period of time that earnable
compensation is to be reported to TRSL is April 16, 201Y, to June 30, 201Y.
Member's contract earnings for the year are $43,522.00, and member
earned $7,480.30 from 4/16/201Y through 6/30/201Y ($7,480.30 /
43,522.00 = 17%).

This is the percent of the year worked. If the member receives any tax
supplements or sales tax bonuses after ending DROP, the employer must
withhold and report contributions on these earnings based on the period
of time that earnable compensation is to be reported to TRSL (regardless
of when they were paid it).

Ccontract earnings = $43,522.00
Sales tax payment for the year = $5,711.30

Pro-rated sales tax amount = $970.92 (sales tax payment x % of year
worked)

The full-time earnings to be reported to TRSL are calculated as follows:
$43,522.00 (contract earnings) +

$5,711.30 (sales tax for the entire year) = $49,233.30

Total full-time earnings = $49,233.30

The actual earnings to be reported to TRSL are calculated as follows:
$7,480.30 (contract earnings) +

970.92 (pro-rated sales tax) = $8,451.22

Total actual earnings = $8,451.22

Service credit from 4/16/201Y to 6/30/201Y = $8,451.22 / $49,233.30 =
0.17 year
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Furloughed employees (applies to higher education agencies
only)

TRSL members employed at a public college or university or by the
governing or management board of a public college or university, who are
involuntarily furloughed without pay or who voluntarily participate in a
furlough plan that has been implemented as a result of budget reductions,
have the option of accruing service credit by paying applicable employee
contributions and having the employer remit contributions that would
otherwise be required. This provision applies to active members of TRSL'S
Regular Plan and the Optional Retirement Plan.

Option to continue contributions while furloughed

The following procedures must be followed for all members who are
involuntarily furloughed without pay or who voluntarily participate in a
furlough plan that has been implemented as a result of budget reductions:

e At the beginning of each fiscal year, each member must complete
an election form to select to contribute/not contribute on furloughed
time. Employers may use TRSL's Option to Continue Contributions
during Time of Furlough without Pay (Form FBR).

e For members electing to contribute, the number of furlough days
contributed on cannot exceed 30 days.

e Employer must certify to TRSL, via the election form, that member is
furloughed due to budget reductions.

e TRSL receives completed election form from employer indicating
member’s election and employer’s certification that member is
furloughed due to a budget reduction.

e After processing the election form, TRSL will send the member and the
employer a letter indicating selection. The member will be responsible
for informing the employer if incorrect selection information has been
entered.
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Furloughed employee electing to contribute

CONTENTS For members electing to contribute, the employer reports the salary
o _ and remits the employee contributions and employer contributions the
Contributions & report_mg member would have received had the member not been furloughed. The
Earnable compensation employee contributions are to be reported as sheltered contributions.
Monthly salary & _ _
contribution reports EXAMPLE: Member's month/y Sa/al’y IS $3,000, and he is fo/OUghed

2 days in the month. His actual pay received is $2,700, and he also
contributes on the two furlough days. You should report his full-time rate,
salary and contributions as follows:

Special cases
Leave without pay

Docked by substitute

Extended sick leave
Sabbatical leave Actual earnings (AE) Contributions Full-time earnings (FTE)

O,
100 Aa'accrual $3,000.00 $240.00 $3,000.00
Part-time employees

Workers' compensation Furloughed employee electing NOT to contribute
DROP participation

For members electing not to contribute, the employer reports the salary

Furloughed employees the member actually receives and remits the employee contributions and
USERRA military leave employer contributions on the salary actually received.

Charter organizations ) _ .

operating multiple schools EXAMPLE: Member's monthly salary is $3,000, and he is furloughed 2

days in the month. His actual pay received is $2,700. You should report his

Dual positions - Plan B _ S
full-time rate, salary and contributions as follows:

parishes
Employer payments/accounts
payments to TRSL
Emp|0ver account screens $2,700.00 $21 6.00 $3,000.00
S é%clontribution errors The employer must report the fu.II—time rate as t_he amou.nt the employee
L would receive if he worked full-time for the entire reporting period (entire
Salary rejections month).

Contrib exception report
Enrolled Not Reported
Reporting Not Enrolled

Salary/contribution
corrections

Contributions corrections
Prior year salary corrections
Rollover earnings

Sheltered/unsheltered
contributions

Terminations
Frequently asked questions
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Certification for furloughed
employees

At the end of the fiscal year, higher
education agencies who have previously
notified TRSL of their agency’s furlough
will be able to generate a report
identifying all of its TRSL-covered
employees who will need employer
certification due to the furlough.

The “Furloughed Employees Certification”
report will be available under the Reports
menu in EMIS. The member records
included in the furlough report will not be
included on the agency’s Questionable
Years reports.

Employers must review and certify the
following:
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October 2023

Active/Active DROP Member Service

Reports

Agencies Without Charges
Annual Leave
Checklist Status

Contribution Exception

|
Employer Payments

Employer Delinguent Contributions
Employer Statements

Ending DROP Participation

Furloughed Employees Certification

Insurancefoluntary Deduction

number=* of days member was furloughed due to budget reductions
e number=** of furloughed days for which the member contributed

member’s contract length
(9,10, 11, 0r 12) and
e rollover earnings

*Number of days should be rounded to the nearest whole day (EXAMPLE:
If member was furloughed 6.5 days, employer can certify 7 days).

**Total number of furlough days a member may contribute on shall not

exceed 30 days in any fiscal year.

Employers have 60 days to certify the furlough information. Once furlough
information is certified, TRSL staff will review and make necessary

adjustments to service credit.

WWW.TRSL.org e 1-877-ASK-TRSL e web.master@trsl.org § 4.0 - Contribution Reporting



qz;r RSL EMPLOYER MANUAL E3

INDEX 4.0: Contribution Reporting & Corrections October 2023

CONTENTS

Contributions & reporting
Earnable compensation
Monthly salary &
contribution reports
Special cases

Leave without pay
Docked by substitute
Extended sick leave
Sabbatical leave

100% accrual

Part-time employees
Workers' compensation
DROP participation
Furloughed employees
USERRA military leave

Charter organizations
operating multiple schools

Dual positions - Plan B

parishes
Employer payments/accounts

Remitting contributions &
payments to TRSL

Employer account screens
(EMIS)
Salary/contribution errors

Salary rejections

Contrib exception report
Enrolled Not Reported
Reporting Not Enrolled

Salary/contribution
corrections

Contributions corrections
Prior year salary corrections

Rollover earnings

Sheltered/unsheltered
contributions

Terminations
Frequently asked questions

USERRA military leave

TRSL members on active military duty under the Uniformed Services
Employment and Reemployment Rights Act (USERRA) have the option of
paying employee contributions while on unpaid leave.

Members who choose to pay their employee contributions while on
active military leave will accrue service credit for benefit computation and
retirement eligibility.

e The employer must notify TRSL in writing of the member’s start and
end date for military leave.

e At the beginning of each fiscal year, the employers must provide a list
of all members who are still on military leave.

e TRSL reporting for the member must reflect contributions as
unsheltered until the military leave has ended, unless sufficient sick/
annual leave is available which will require sheltered contributions.

e The employer must pay the applicable employer portion.

Members who choose not to pay contributions while on active military
duty will be reported the same as leave without pay.

e The employer should continue to include the member on the monthly
contributions reports until the military leave ends.

e Under the provisions of USERRA, the employee will accrue service
credit for eligibility purposes only upon employer certification and if
certain other criteria are met.

e The employee may also be eligible to purchase service credit
for benefit computation credit. For additional information about
purchasing service credit under USERRA, please refer to our
Purchases & Transters of Service Credit brochure.

Charter organizations operating multiple charter schools

Any nonprofit corporation operating multiple approved charter schools in
the State of Louisiana where at least one charter school is participating

in TRSL, but where not all of the nonprofit corporation’s approved charter
schools in the state are participating charter schools in TRSL, system
membership of employees who are assigned to work (for all or part

of their time) at a participating charter school shall be determined in
accordance with Louisiana Administrative Code, Title 58, Part lll, Chapter 3.

For guidance on how to report the employees’ time worked only at the
participating charter school please contact an assigned liaison team
member for guidance.
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Dual position employees - Plan B parishes only

CONTENTS Beginning July 1, 2015, employees who fall within either of the below
o _ scenarios will be considered eligible for participation in both TRSL's
Contributions & reoort_m;z Regular Plan and Plan B. Plan B employers must determine if the member

Earnable compensation is employed in two distinct positions, one of which is a school food
Monthly salary & service position. Enrollment and reporting of earnable compensation will
contribution reports be based on the distinct positions as detailed in the table below.

Special cases

Leave without pay Positions* TWO TWO Reporting
Docked by substitute Enroliments Records on Salary File

Extended sick leave FT Child Online Report actual earnings and
Sabbatical leave Nutrition enrolimentin full-time salary to Plan B
100% accrual (Plan B) Plan B under appropriate system
Part-time employees code (System 3)
Workers” compensation w PT Child  Submit Report actual earnings and
DROP participation Employee Care Form 2PT part-time salary to Regular
Furloughed employees 41 (Regular to TRSL for Plan under appropriate
USERRA military leave Plan) processing system code (System 4)
Charter organizations . .

. = FT Online Report actual earnings and
Operating multiple schools Teacher enrollmentin  full-time salary to Regular

Dual positions - Plan B

arishes Aide Regular Plan  Plan under appropriate
e Regular system code (System 4
Employer payments/accounts fg|a§) y S )
Egcqnlqtgr?é igr%’glsbl_utlons E “ PT Child Submit Report actual earnings and
Emplover nt screen Employee Nutrition Form 2PT part-time salary to Plan B
EMtl)Sove bt #2 (Plan B) to TRSL for under appropriate system
(EMIS) o processing code (System 3)
Salary/contribution errors
Salary rejections *Positions listed are examples. (FT = full time; PT = part time)
Contrib exception report . - .
e Employee #1 works a 7-hour day as a child nutrition/cafeteria
Enrolled Not Reported

worker (full-time, eligible for Plan B) and two hours per day as an after
salary/contribution school/child care worker (part-time, would be eligible for Regular Plan
O e if the position were full-time).

Contributions corrections * Employee #2 works a 6-hour day as a teacher’s aide (full-time,
eligible for Regular Plan) and two hours per day as a child nutrition/
cafeteria worker (part-time, would be eligible for Plan B if the position
were full-time).

Reporting Not Enrolled

Prior year salary corrections
Rollover earnings

Sheltered/unsheltered
contributions

Terminations
Frequently asked questions

WWW.TRSL.org e 1-877-ASK-TRSL e web.master@trsl.org § 4.0 - Contribution Reporting



https://www.trsl.org/uploads/File/forms/02PT.pdf
https://www.trsl.org/uploads/File/forms/02PT.pdf

+TRSL

INDEX 4.0: Contribution Reporting & Corrections

CONTENTS

Contributions & reporting
Earnable compensation
Monthly salary &
contribution reports
Special cases

Leave without pay
Docked by substitute
Extended sick leave
Sabbatical leave

100% accrual

Part-time employees
Workers' compensation
DROP participation
Furloughed employees
USERRA military leave

Charter organizations
operating multiple schools

Dual positions - Plan B

parishes
Employer payments/accounts

Remitting contributions &
payments to TRSL

Employer account screens
(EMIS)

Salary/contribution errors
Salary rejections
Contrib exception report
Enrolled Not Reported
Reporting Not Enrolled

Salary/contribution
corrections

Contributions corrections
Prior year salary corrections

Rollover earnings

Sheltered/unsheltered
contributions

Terminations
Frequently asked questions

EMPLOYER MANUAL I3

October 2023

Employer payments and accounts
Remitting contributions and payments to TRSL

The monthly salary/contributions report sent to TRSL provides the
information used to determine your agency'’s contribution totals. The
amount due is the total of the employer and employee contributions,
based on your TRSL-covered employees’ compensation and the
contribution rates for the reporting period.

Employers are also billed for any additional contributions or costs that
become payable due to any prior year salary corrections, service credit
corrections, or other adjustments which result in an invoice or Journal
Entry charge to your agency'’s account.

Payment deadline

As per LSA R.S. 11:887, contributions payments (both employer and
member portions) for TRSL's Regular Plan, Plan A, and Plan B are due on
the fifth (5th) of the following month for which employer and member
contributions are applicable. Payments are past due if not received
10 days after the due date.

Interest will be assessed on any past due contributions at the
legal rate of interest [LSA R.S. 11:281(B)]. The legal interest rate is also
referred to as the judicial interest rate, which is determined annually by
the Commissioner of Financial Institutions. See Judicial Interest Rates
chart for current and historical interest rates.

(See Index 16.0 for payment deadline for ORP contributions, as well as

information on remitting ORP payments.)

Payment procedures

Contributions may be sent to TRSL using either of the following methods:

e Submit a check payable to TRSL with a Payment Distribution \Voucher
(Form 4D.)

e Submit a wire or ACH transfer payable to TRSL. (Send Form 4D to TRSL
at the time of the wire/ACH transfer.)

°  Form 4D can be sent by several methods:
a. Mail to TRSL's address
b. Faxto 225-922-4258
c. Email to Form4Db@trsl.org
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Wire and ACH transfers are the preferred payment methods.
Electronic transfers provide a quick, easy, and low-cost option
for securely paying your contributions.

Prevent mail fraud and interest charges. Transmit TRSL payments
via wire or ACH transfer before payment due date.

For wire transfer or ACH instructions for employers, please contact
one of our Accounts Receivable Accountants:

o 225-925-6422

o 225-922-3222

TIP: Don't wait until the payment due date or end of the grace period

to setup your wire or ACH transfers! Allow ample processing time for
your financial institution to process and execute the funds transfer.

A Payment Distribution Voucher (Form 4D) must be sent for all employer
payments to TRSL, including wire or ACH transfers. This form ensures
funds are credited to the correct employer, retirement plan, reporting
period, and contribution type(s).

The following information must be completed on the Form 4D:

e Employer ID Code
e Employer Name
e Each Plan to which payments apply

e Actual month/year to which payments apply per contribution type
(Member sheltered/unsheltered, Employer, Interest)

Only one Payment Distribution Voucher (Form 4D) is needed each time
your agency remits a payment, even if the payment covers multiple
retirement plans (TRSL-Regular, Plan A, Plan B, ORP).

NOTE: Employer payments received without a Form 4D will
result in funds posted to the employer portion only, which

can cause member contributions to be overdue and your
employer account to be “out of balance.”

Always use the current version of Form 4D, which is available as a fillable
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PDF on our website at www. TRSL.org.

CONTE NTS Address for payments/correspondence

Contributions & reporting Payments remitted by mail and any correspondence should be sent to the
Earnable compensation following mailing address, along with the Payment Distribution Voucher
Monthly salary & (Form 4Dy:

contribution reports

Teachers’ Retirement System of Louisiana

Special cases Post Office Box 94123
Leave without pay Baton Rouge, LA 70804-9123

Docked by substitute
Extended sick leave

Taking credits (credit redistribution)

Sabbatical leave Whenever any credits (money due back to your agency or your employee)
100% accrual or debits (money due TRSL) exist on your agency'’s employer account, you
Part-time emplovees may be able to apply the credits to reconcile receivable balances on your
Workers’ compensation employer account.

DROP participation To “take a credit” means to reduce the current payment by an amount
Furloughed employees representing a prior month or prior year credit. This process will allow
USERRA military leave you to move money from one receivable with a credit balance to another
Charter organizations receivable with a debit balance (credit redistribution).

operating multiple schools
Dual positions - Plan B

When taking credits, the Form 4D should be completed as follows:

parishes 1. Under the “Current Year” section for the appropriate plan, enter
Employer payments/accounts the current reporting period amounts before taking the credit.
Remitting contributions & These figures are the grand totals from the contributions report.
rE)ﬂ:/nRentrs 10 TRSnLt reen 2. When taking credits from previous months of the current fiscal
EMtl)Sove dCCOUNT SCTEENS year, show all months with credits separately by listing year/month
(EMIS) o and a negative amount under the “Current Year” section.
Salary/contribution errors
Salary rejections 3. When taking credit from a previous fiscal year, complete the “Prior
Contrib exception report Year” section.
Enrolled Not Reported 4. Total remitted line should equal the total amount of the check(s).
Reporting Not Enrolled The amounts of these checks and the credit used should equal the
Salary/contribution amount due for the current month.
corrections

Contributions corrections
Prior year salary corrections
Rollover earnings

Sheltered/unsheltered
contributions

Terminations
Frequently asked questions
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St : £ 05121
BB o o ons T
i
[ Example: Taking a Credit on Form 4D ]
TEmployer name: Employer ID: (####)
ABC Parish School Board 0999
Total remitted: (Amount will auto-calculate from total contributions in blocks below.)
$311,916.53
REGULAR PLAN OPTIONAL RETIREMENT PLAN (ORP)
Appl o/Yr Contributions App(II\yM::NI\\I:;JIYr Contributions
B e
- Current Year { Current Year
1. 10/21 ) S - Member | $103,595.93 1 S - Member | §
2 U - Member | § 2. U - Member | &
3. 10/21 -- Employer $332,202_61 3. -- Employer | §
4. 10/21 S=Eroyer ,$:24187Q-,Q(‘L | |4 I - Employer | §
[ Prior Year ] $ \ TOTAL | & 0.00
S - Member | § ™
U - Member | § = Enter negative values in Employer
fields for Current Yr and/or Prior Yr
| wbmpioyer) $-121,702.01 _l sections to indicate Credits Taken!
|- Employer | $
TOTAL |$311,916.53

Before taking a credit, review your account thoroughly. Your employer
account may have a ‘false credit’ that has not yet been reconciled. Your
agency may also want to keep a credit cushion to allow for adjustment
charges and miscellaneous invoices resulting from retiree return-to-
work (RTW) audits, service credit correction costs, and prior year salary
corrections that result in additional contributions due.

A ‘false credit’ can occur whenever an agency has remitted
contribution payments, but has not yet submitted the

corresponding contribution report (also referred to as
charges).
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Employer account screens (EMIS)

Each reporting agency has a TRSL account (for each applicable retirement
plan) to which charges and credits are applied when contribution reports,
monthly contribution corrections, prior year salary corrections, payments,
and various invoices are charged to the account.

All employer designated personnel with access to EMIS, TRSL's secure
employer access database, can view their agency’s account activity.

To obtain access to EMIS, employers must submit a completed Authorized
Contacts (Form 1). Refer to Index 1.0 for more details.

There are three main screens in EMIS that all reporting agencies should
review regularly to stay up-to-date on all account activity:

e Employer Contribution Charges

e Employer Contribution Accounts Receivable

e Employer Payments

Each agency is responsible for monitoring its own account(s). Employers
should ensure charges, payments, and any adjustments are posted for the
correct amounts for each applicable agency plan (Regular, Plan A, Plan B).

For agencies who report ORP participants, the ORP Contribution Charges
screen in EMIS should also be reviewed monthly. See Index 16.0 for more
information.

It is important for each agency to review each
employer account screen every month. If there
is an outstanding balance you were not aware of

and your agency does not pay the balance due by
the due date, interest charges will be added.
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Employer Contribution Charges screen

CONTENTS Frequently referred to as the “Charges” screen, the Employer Contribution
o _ Charges screen provides a total of all monthly contribution charges
Contributions & report_ln}z resulting from the Monthly Salary/Contributions report transmittals and
Earnable compensation any online contribution corrections and salary rejections affecting the
Monthly salary & current fiscal year reporting.

contribution reports
Special cases
Leave without pay
Docked by substitute How to view your agency’s Employer Contribution Charges
Extended sick leave screen

sabbatical leave e Loginto EMIS and select Employer Contribution Charges under

100% accrual Employers Menu
Part-time employees EESENENS -

Workers’ compensation

A separate account screen is required to view each retirement plan
(Regular, Plan A, Plan B) for which your agency submits contribution reports.

. | Home Members ~ Employers | Reports ~ u

DROP participation -
ne, sharoni! Employer Contribution Accounts Receivable

Furloughed employees ver: TRSL
USERRA military leave Employer Contribution Charges
Charter organizations E e Ta e
operating multiple schools
Dual positions - Plan B ‘has | Eptoes Bamtacts
parishes

e Enter System Code in the

Employer payments/accounts ; . ;
Query Record” section on left

Remitting contributions &

Query Record

pavments to TRSL side of the screen

Employer account screens ° 2-FPlan A School Lunch | |

EMIS °  3-Plan B School Lunch
Salary/contribution errors ° 4 - Regular Plan

Salary rejeclions e Enter 4-digit current fiscal year Haca Foax

- ”;Irl': o 22‘;2 o (EXAMPLE: 2024 t0 view July o ot

r ! 2023 to June 2024 account .

Reporting Not Enrolled activity) | select | clear || Fiscal Year
Salary/contribution e Click 'select
corrections

Contributions corrections
Prior year salary corrections
Rollover earnings

Sheltered/unsheltered
contributions

Terminations
Frequently asked questions
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How to “read” the “Charges” screen

CONTENTS Throughout the current fiscal year, your agency's Charges screen will

Contributions & reporting update eachtime a new monthly salary/contnbut.lo.ns report or f!le is

T -~ received and any adjustments are made to the original contributions
reports. By the end of the fiscal year, your Charges screen should reflect

Monthly salary & activity for all months of the year, July through June.
contribution reports
Special cases For each month of activity, the following information will be provided:

Leave without pay

e Transmittal represents the original totals of members’ actual

Docked by substitute earnings, member sheltered/ unsheltered contributions, and full-time
Extended sick leave earnings reported from your agency’s monthly salary/contributions
Sabbatical leave report or file.

100% accrual » Rejections displays total salaries and contributions not posted to
Part-time employees members’ accounts.

Workers cp_mpgnsaﬂon e CCRs are totals from any online Contributions Corrections submitted
DROP participation and processed for the reporting month.

Elégzléiheql_‘t?mmlovees * Posted figures are the adjusted up-to-date totals based on all current
military leave adjustment activity.

Charter organizations . . o
operating multiple schools Posted = (Transmittal Amount) — (Rejections) + (CCRS)

Dual positions - Plan B e Employer column is the total of employer contributions due based
parishes on all transmittal and adjustment activity.

Employer payments/accounts

Contribution payments due for each reporting month will be based

Remitting contributions & on the Posted Sheltered & Unsheltered totals and Employer
payments to TRSL amounts. The Posted and Employer portion totals are also displayed on
Employer account screens the Employer Contribution Accounts Receivable screen.
(EMIS)

Salary/contribution errors Employers can also access their salary rejections and contribution

exceptions reports from the Employer Charges screen. Refer to the Salary
Rejections and Contribution Exceptions section of this index.

Salary rejections

Contrib exception report
Enrolled Not Reported
Reporting Not Enrolled

Salary/contribution
corrections

Contributions corrections
Prior year salary corrections
Rollover earnings

Sheltered/unsheltered
contributions

Terminations
Frequently asked questions
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can change month-to-month on the Employer Contribution
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processed for current year reporting and transactions.




'z'T RSL EMPLOYER MANUAL £

INDEX 4.0: Contribution Reporting & Corrections October 2023
Employer Contribution Charges
CONTENTS proy 8
sl et e Employer: 5CED
Contributions & reporting Fiscal Year:
Earnable compensation Earnings Sheltered  Unsheltered  Full-Time Employer |
Monthly salary & JUL Report | Transmittal 366,625.05 28,290.59 1,300.00 366,625.05

Rejections 0.00 0.00 0.00 0.00
CCRs 3,256.07 0.00 0.00 7,912.46
Posted 369,883.12 28,290.69 1,300.00 374,5371.51

contribution reports
Special cases

Leave without pay AUG Report | Tramsmital |  2,390,558.19 187,789.04 293138  2,392,633.90
Rejections 0.00 0.00 0.00 0.00

Docked by substitute
Extended sick leave

CCRs 0.00 0.00 0.00 2,244.67 | 616,764.01
Posted 2,390,558.19 187,789.04 293138 2,394,878.57 I

Sabbatical leave SEP Report | Transmittal |  2,708,765.43 213487.77 : 2,704,667.71

1 00% accrua | Rejections 0.00 0.00 0.00 0.00

- CCRs 0.00 0.00 0.00 5,241.67 598,085.93
Part-time employees Posted 270576043 213487 TT|  Z44873|  2.709.9093

Workers' compensation —_— -
DROP participation
Furloughed employees

Employer Contribution Accounts Receivable screen

USERRA military leave This employer account screen provides a summary of all receivables for
Charter organizations your agency, with Current Year charges and payments totals for each
operating multiple schools reporting month of the fiscal year and Prior Year balances and payments.
Dual rr])ositions -Plan B Employers will have separate screens for each applicable retirement plan
e (Regular, Plan A or Plan B).
Employer payments/accounts
Remitting contributions & How to view your agency’s Accounts Receivable screen
pavn|1ents T0 TRSL e Loginto EMIS and select Employer Contribution Accounts Receivable
EEnIQ/Itl)Sover account screens under Employers Menu
Salary/contribution errors e Enter System Code in the “Query Record” section on left side of the
Salary rejections screen
Contrib exception report 2 —Plan A School Lunch
Enrolled Not Reported ° 3-Plan B School Lunch
Reporting Not Enrolled °  4-Regular Plan
Salary/contribution « Enter Effective Date in MM/DD/YYYY format
corrections o ,
Contributions corrections * Click Select
Prior vear salary corrections Normally, you will enter the current date in mm/dd/yyyy format as the
Rollover earnings Effective Date to review up-to-date information for the current fiscal year.
Sheltered/unsheltered To view end of fiscal year Final Statement data, enter 06/30/YYYY for
contributions applicable prior fiscal year.

Terminations
Frequently asked questions
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Home Members ~ m Reports ~ U

Welcome, I Employer Contribution Accounts Receivable

Employer Contribution Charges

Employer Payments
Employer Contacts

Employer Hotations
Journal Entry

ORP Contribution Charges

Enter
Current Date onthly Correction Journal

Alphabetical Employer Listing

How to “read” the accounts receivable screen

There are three parts on the “Receivables” screen that all employers will
need to review to stay up-to-date on all account activity and any new
charges and/or payments/credits.

e Current Year Charges/Payments/Balances lists monthly current
year charges, payments, and balance due for each month in which
contribution reports (files) and/or payments have been received.

By the end of the fiscal year, your Receivables screen should reflect
activity for all months of the year, July through June.

°  Monthly charges amounts will be the posted totals from the
Employer Contribution Charges screen

°  Monthly payment amounts are the total payments and/or credits
applied to the employer's account for that reporting month

° Interest column represents any interest charged to the employer’s
account due to late payments of contributions and/or other
invoice charges

Detailed payments and interest information can be found on the Employer
Payments screen in the Current Year section

e Prior Year Charges /Payments/Balances includes invoice charges
(known as Journal Entry (JE) charge) resulting from any prior year
salary & contribution corrections (PYC) or miscellaneous invoices.

°  Beg Prior Year Bal is the balance of any invoice charges carried
over from the prior year(s).

° Total Prior Year JE will be the total invoice charges from all PYCS
processed during the fiscal year represented by the effective date
from your query selection

WWW.TRSL.org e 1-877-ASK-TRSL e web.master@trsl.org § 4.0 - Contribution Reporting
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° Total Prior Year Pay is the sum of all payments and credits applied
to PYC costs

° Total Prior Year Bal is the current balance due for PYC costs

Detailed charges, payments, and interest information can be found on the
Employer Payments screen in the Prior Year section

e Balance Totals/Total Due provides a subtotal (Total Current Year
Bal - Total Prior Year Bal) for each category: Member Sheltered
contributions, Member Unsheltered contributions, Employer
contributions, and Interest.

°  Amounts in blue represent amounts still owed to TRSL (a debit or
charge).

°  Negative (-) Amounts in red are overpayments/credits and
represent a possible credit the agency may be able to use to
reconcile the receivable balances on the account.

Your balance totals can change month-to-month based on charges,
payments, adjustments, and credits processed for current year reporting
and any prior year corrections processed during the fiscal year.

TRSL urges all employers to have all current year reporting up-to-date and
all contribution exceptions and salary rejections reviewed and cleared
before taking a credit.

Agencies may also want to have all of its questionable years reports
up-to-date before using any credits available, since any service credit
corrections (full-time only corrections) that increases a member’s service
credit for any fiscal year more than three years old will result in an
actuarial charge to the employer. See Index 6.0 for more details on these
types of actuarial charges.

If you are reviewing end of the fiscal year (06/30/YYYY Effective Date)
data, FINAL STATEMENT will appear at the top of your Accounts
Receivables screen once all figures are finalized after the close of the
fiscal year.

See Taking Credits information in this index before applying any credits
from your agency accounts.
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Employer Contribution Accounts Receivable
CONTENTS B
ContribUtionS & reportin’g‘ Current Yr Chalfg’:s:rl;‘::!;enwﬂalances
Earnable compensation e Ll S Trom Rucebables scmon

Fiscal Y!ea.::_ P—— Show Interest !

the Employer Contribution §
Charges and Employer

Monthly salary &
contribution reports

Member Member Employer Interest

. ayments screens Sheltered Unsheltered Regular
Special cases T i I T
Leave without pay ChaEes 5 18,459.00 371.98 £0,023.68 000

Docked by substitute ::f ents ‘3-‘5;33 3’;-3: Sgeaiz) "f:;: %
lance 8 A A |
Extended sick leave A% S —————————
. August 630,016.61

Sabbat|Ca| leave Charges 48,000.89 2,400.46 160,654.24 0.00
100% accrual Payments 48,850.83 259246 164,180.15 0.00
Part-time employees w000 s200] ] )
Workers' compensation Septemben| 164219025

.. . Charges 122,835.53 8,539.70 418,758.51 7897
DROP DartICIDatlon Payments 122,897.50 8.431.70 418,611.98 0.00
Furloughed employees Balance | 197 108.00 14653 78.97
USERRA military leave e e ey
Charter organizations Current Year Interest 588

A A Total Curr Year Chg 189,295.42 11,312.14 639,436.43 78.97
Operatlng mU|tID|e SChOOIS 190,207.39 11,396.14 642,815.85 0.00

o Total Curr Year Pay
Dual DOS|t|OnS = Plan B | Total Curr Year Bal | -912.97 -84.00 -3,379.42 84.86

parishes
Employer payments/accounts

Remitting contributions & v T

payments to TRSL Current Year Interest 58|  Example

Employer account screens | | T iirs aeel Il mme| @

(MIS)- Total Curr Year Bal @) @ @m
Salary/contribution errors Beg Prior Year Bal 32217307 2256120 93741474 0.00 E;j:;::::‘d

Salry relections el I | O s | =

Contrib exception report Total Prior Year Bal s Conm) s [TTeess |

Enrolled Not Reported Totas i 278300 1089 20433280 il ' Totel Due

Reporting Not Enrolled Towowy N[ 20850745 Section

Salary/contribution
corrections

Contributions corrections
Prior year salary corrections
Rollover earnings

Sheltered/unsheltered
contributions

Terminations
Frequently asked questions
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Employer Payments screen
This EMIS screen provides a detailed list of all payments (credits) and
charges (debits) applied to the employer’s account.

Employers will have separate screens for each applicable retirement plan
(Regular, Plan A or Plan B).

How to view your agency’s employer payments screen

e Loginto EMIS and select Employer Payments under Employers Menu

e Enter System Code in the “Query Record” section on left side of the
screen

° 2-Plan A School Lunch
° 3-Plan B School Lunch
° 4 -Regular Plan

e Enter 4-digit current fiscal year (EXAMPLE: 2022 to view July 2021 to
June 2022 account activity)

e C(Click 'Select’

Employer Contribution Accounts

Employer Contribution Charges

Employer Payments

Employer Contacts
Employer Notations
Journal Entry

ORP Contribution Charges

Enter Current

Fiscal Year Monthly Correction Journal

Alphabetical Employer Listing

How to “read” the payments screen

The Employer Payments screen is divided into two sections: Prior Year
Payments and Current Year Payments. ltems in the Prior Year section
will be related to a prior year salary correction or other type of invoice
or payment (credit) in connection with a member account adjustment
affecting a previous fiscal year.

Most of the items in the Current Year section will be payments that
accompany the agency’s monthly salary/contributions reports. The
Current Year section may also have interest charges that have accrued
from a Journal Entry charge (from prior year salary corrections or other
miscellaneous invoices).
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All entries on the Payments screen will be referenced as either a PV
(Payment Voucher) or JE (Journal Entry), with payment or charge amounts
allocated to member sheltered (S) contributions, member unsheltered (U)
contributions, interest charges (1) and employer contributions (Emp Reg
column).

PV — Payment Voucher (Form 4D)

Line items with the PV initials means a payment (or credit taken)
corresponds to a Form 4D submitted by the employer.

K-12 school board agencies may also have PV entries due to third-party
payments credited to their TRSL employer accounts. Examples of common
third-party payments include sheriff’s tax payments (will have a source
code 9999) and Louisiana State Department of Education payments (noted
as a source code 9998).

JE — Journal Entry

A journal entry transaction is created whenever an invoice is billed or
credited to the employer’s account. Employer invoices can originate from
any of the following:

e A prior year salary correction processed by the employer to adjust a
member’s reportable earnings and contributions.

e Retiree return-to-work audits, service credit corrections (full-time
only corrections) that are more than three years old and increase
a member’s service credit, and various other member account
adjustments that result in a cost or credit to the employer.

All JE records on the Payments screen will have a comment referencing
the source of the charge or credit. If the comment has an employee
name/SSN, the entry was created because of a prior year salary correction
or other related member account adjustment for the referenced member.

When reviewing your agency’s Payments screen, keep in mind that
this screen tracks payments. Thus, any positive amounts reflect
a payment or credit, and any negative amounts are amounts
charged to the employer (amounts owed to TRSL). Any amounts
charged to the employer will be in accordance with LSA. R.S. 11:888.

Employers should review their agency’s Employer Payments

screen often to stay up-to-date on all account activity and any
new charges (postings with negative values).

n WWW.TRSL.org e 1-877-ASK-TRSL e web.master@trsl.org § 4.0 - Contribution Reporting
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C 0 NTE NTS Employer Payments
q a - P (or Charge) Type: S v
Contributions & reporting TRSL - REGULAR S = sheltered Employer: sc B0 Employer Contrib
B} |Fiscal Year: L 2| U = Unshelt Member Contrib Payment or
Earnable compensation = I = Interest Payment or Charge Charge
Monthly salary & F~ J rior Year Payments :
contribution reports : e feal
S ec'al CaseS PV 7289 2016106 07132 90,200.41
o PV 7280 2018106 071131 4,039.46 311,039.35
Leave without pay O
) PV 7297 2016106 07/2502 s 146,073.13
Docked by substitute )
) PV 7297 2016106 07/2502 U 858876 21524176
EXtend_ed sick leave JE 28440 2016106 0809/ U Employee Name/SSN 10 @
Sabbatlcal |eave JE 11620 2016/06 01/24i2 UU Employee Name/SSNi Others -3,33951
w 11630  2016/06 012402 U  Employee Name/38N 401873
Part'time em[)lovees JE=J I Entry C LY p i Negative numbers are charges
B . St urren ear raymen Positive numbers are payments
Workers' compensation S SInentouctes ;
DROP participation = S—— 0
Furloughed employees T P srir
USERRA m”ltarv leave JE 28440 2016/08 0809 | Employee Name/SSN 10 794
Charter organizations PV 7333 201608 00M4L S ST ; 27,4123
operating multiple schools PEETa——— B iy i B
Dual positions - Plan B PV 7355 2016003 101141 s 9470455
arISheS PV 7355 2016109 10114/ U v r 294916 31369012
Employer payments/accounts PV 7358 201610 10M9 U | Payment Made By Education Dept ] | 9998 | 1,077.00
Remitting contributions & P73 201610 10T S 0361138
payments to TRSL
Employer account screens :
Employer checklist
(EMIS) pioy | |
Salary/contribution errors All employers should review the following EMIS screens every month for

each applicable retirement plan to stay up-to-date on charges and credits

Salary rejections ,
to their TRSL accounts:

Contrib exception report

Enrolled Not Reported

Reporting Not Enrolled
Salary/contribution

Your Employer Contribution Charges screen will provide a
breakdown of all current year charges applied to your agency’s
account from the monthly salary/contribution reporting.

corrections
Contributions corrections
Prior vear salary corrections Refer to the Employer Payments screen for a complete list of all
Rollover earnings charges and credits applied to your agency’s account.
Sheltered/unsheltered
contributions Your Employer Contribution Accounts Receivable screen is
Terminations your employer account statement, providing current balance
Frequently asked questions information.
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Salary/contribution errors

After submitting your agency's salary and contribution reports each
month, you should review the following reports for any reporting errors
generated from your file:

Salary rejections

Contribution exception report
Enrolled Not Reported report
Reporting Not Enrolled report

Salary rejections

A salary rejection occurs whenever an employee’s salary and
contributions are reported on the employer’s monthly salary/contributions
file for a reporting month in which contributions are not allowed based on
the employee’s TRSL status or employment dates.

The salary and contributions that are rejected from the employer’s
monthly contributions report are not posted to the individual

member’s TRSL account. Instead, the record will be listed on the Salary
Rejections report and deducted from the totals of the contributions

report transmittals. The rejection totals will be noted on the Employer
Contribution Charges screen for the applicable reporting month of activity.

Employers must review any salary rejections each month for each
applicable retirement plan (Regular, Plan A, Plan B) and reconcile the
records to determine the appropriate action.

How to view your agency'’s salary rejections report
Employers should review and reconcile the Salary Rejections report every

month for each applicable retirement plan.

e Review the Employer Contribution Charges screen in EMIS
immediately after posting your monthly salary/contributions reports
for each applicable retirement plan.

e Refer to the top of the Employer Contribution Charges screen

° Ifyour reports have any rejections during the fiscal year for the
retirement plan selected, a “Show Rejections” button will appear
near top of the Charges screen

° Ifthere are no salary rejections throughout the fiscal year for the
retirement plan selected, the top of the Charges screen will only
display plan type, employer ID, and Fiscal Year selected.

e Click “Show Rejections” button if rejections exist

e Salary Rejections will appear at the bottom of the Employer
Contributions screen
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Employer Contribution Charges

RAES KL CUIAR BRI mpiojce Click "Show Rejections” if button is
Fiscal Year; displayed on Employer Contrib
Charges screen
Earnings J
JUL Report Transmittal 207,627.57 207,627.57
Rejections 0.00 0.00
CCRs 5,621.50 5,621.50 55,018.26
Posted 213,249.07 213,249.07
TOTAL Report || Transmittal 3,286,793.96 258,655.62 332425 e )
Rejections 8,545.33 3391 44972 fibioosans will sppnerat
CCRs 1,052.73 504.78 42055 "°“:h"‘ Ry CORKID
Posted 3,278,301.36 258,846.49 2,453.98 LM RS ACTIN OTIEY
Salary Rejections™ button
— is selected
Salary Rejections
" Actual Sheltered Unsheltered FullTime R
WonthiYear SN Eamings Contributions Contributions Eamnings By
o 0.00 000 0.00 0.00 PERSON IN ESTIMATED STATUS
o7r | 0.00 0.00 0.00 0.00PENDING RET/DROP/OPTS/DROP MBR
o7 0.00 000 0.00 0.00|PERSON IN ESTIMATED STATUS
o7 | 0.00 0.00) 0.00 0.00/PERSON IN ESTIMATED STATUS
o7 0.00 000 0.00 0.00 PENDING RETIDROP/OPTS/DROP MER
TOTAL: | 0.00 0.00 0.00 0.00
082 ] 3 0.00 000 0.00 0.00/PERSON IN ESTIMATED STATUS
08r; | 0.00 0.00 0.00, 0.00 PENDING RETIDROP/OPTS/DROP MER
o08r; ' ) 0.00 000 0.00, 0.00/PERSON IN ESTIMATED STATUS

All records will remain on the Salary Rejections report even

after your agency has made all necessary corrections/
reconciliations.
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Error messages

The following error messages may appear on your Salary Rejections report:

Error message Reason

ACTUARIAL/ADMIN Member has transferred to another

TRANSFER retirement system
CONTRIBUTION AMT No member contributions due to 100%
MUST BE O accrual

FULLTIME REQUIRED

Full-time earnings greater than zero required
for all non-summer months

NEG MONEY AMOUNT Cannot report negative (-) contribution
DISALLOWED amounts

ORP MEMBER

Contributions should be reported on the
monthly ORP contributions report

Cannot allocate contributions more than

PENDING RET/DROP/ one month after member’s termination date
OPT5/DROP MBR or in a new fiscal year; If member is a DROP

Member, no contributions can be remitted
Cannot allocate contributions more than one

PERSON IN month after member’s termination date or

ESTIMATED STATUS in a new fiscal year [member has recently
retired]

TRANSACTION Duplicate member records on the monthly

ALREADY RECEIVED  contributions report

Action to be taken

1.

Access the Salary Rejections report immediately after your agency’s
monthly salary/contributions report data posts to TRSL's EMIS.

Review each rejected record on EMIS Screens:

¢ Member Summary - to determine current status, effective date,
and retirement plan (system code)

¢ Monthly Salary/Contributions - to determine if current fiscal
year-to-date earnings posted match your agency’s payroll records
for TRSL-covered earnings and/or total TRSL employee contributions
withheld

e Account History — to determine if prior year earnings posted prior
to effective date are accurate

¢ Employer Contribution Accounts Receivable - to determine if
there is an overpayment or credit available to adjust next month’s
Payment Distribution Voucher (Form 4D).
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3. Determine if rejected contributions need to be added to the member’s
TRSL account

e [f rejected contributions pertain to a current DROP Member and the
salary was earned during DROP participation dates, then rejection is
valid. No correction on TRSL's EMIS needed. (Refer to step #5 below.)

o If rejected contributions need to be reported for the member,
proceed to step #4.

4. Adjust the earnings in EMIS accordingly:

e [f rejected salary (except ORP) was earned during the current fiscal
year, complete an online contribution correction to add the salary
and contributions to the correct payroll month (no later than one
month following member’s termination date).

o If rejected salary (except ORP) was earned in the previous fiscal year,
complete a prior year correction for the appropriate fiscal year.

o If rejection is for ORP MEMBER, your agency must resubmit earnings
to the appropriate system. Refer to Index 16.0 for instructions on
how to make ORP reporting corrections.

5. Adjust corresponding reports/deductions on your agency’'s own software
and payroll reports. This step will prevent future rejections for the same
issue on the same employee.

6. Keep track of which rejection records you have reviewed/corrected and
any records that still need reconciling. Unlike most other TRSL reports,
each record will remain on the Salary Rejections report even after you
have completed all necessary corrections.

Contributions exception report

The Contributions Exception report identifies reporting and enroliment errors,
and any members who have not been terminated. A contributions exception
is created whenever an employee’s salary and contributions are reported for
a period in which contributions are not expected. An exception is also created
when salary and contributions are expected but have not been reported.

Records appearing on this report will still post to the individual member’s TRSL
account. However, all exceptions must be cleared for each applicable retirement
plan in order for TRSL to close the employer’s account by the end-of-fiscal year
deadline. Exceptions must also be cleared to prevent any delays with any pending
member retirement/DROP applications and refund requests.
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How to retrieve your agency’s contributions exception report

Employers should review the Contributions Exception report for each applicable
retirement plan. Exceptions should be cleared every month to correct potential
reporting and payroll errors timely. All exceptions must be cleared by mid-
July in order to close the employer’s account for the end of the fiscal year.

e Review the Employer Contribution Charges screen in EMIS after posting your
monthly salary/contributions reports for each applicable retirement plan.

e There are two ways to retrieve the exceptions report:

Click on the last “Error” message on the Employer Contribution Charges
screen to retrieve all records on your Exceptions report. Records on the
report will be in SSN order. OR

1.

2.

In the Query Record section on the left side of the screen, choose one of
the options in the Report Type field (drop-down menu) and Sort Selection
(drop-down menu), then click on “Generate Report”

a. Report Type field — drop down
menu options:

I.

ii.

iii.

iv.

Vi.

()
Active Status
Retiree Status
Unknown Name
Enrolled Mot Reported
Reported Not Enrolled

Complete Report - to view
all records on the Exceptions
report - RECOMMENDED
[NOTE: This option will retreive
the same report created from
Option #1. (Select last “Error”
message on the screen.)]

Active Status - to view only
non-retiree records from the
Exceptions report

Retiree Status - to retrieve
only retiree records from the
Exceptions report for possible Return-to-work issues

Unknown Name - to view only records in which ssn does not
match any current or prior TRSL members enrolled in our system
(possible ssn entry errors)

Enrolled Not Reported - to retrieve only records that may
require possible terminations or other corrective actions

Reported Not Enrolled - to retrieve only records that may
require possible online enroliments or other online corrections

Exception Message

b. Sort Selection field — drop down menu options:

i
ii.

iii.

Social Security Number (default sort)
Alphabetically (by last name)

Exception Message — groups records by error type,
All “Enrolled Not Reported,” “Reported Not Enrolled,”
“Contribution Type Invalid” etc. will be listed together.
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Query Record
System Employer Contribution Charges
TRSL - REGULAR Employer:
Fiscal Year: J Show Rejections
Fiscal Year
- Earnings Sheltered Unsheltered Full-Time Employer
m JUL Report | Transmittal| 1383761408 1,087,357.58 740371 14,178,240.69
Rejections 25,406.42 171252 0.00 90,37242
CCRs -120,826.33 -9,900.37 4733 -191,357.73 3,354,388.43
Posted 13,691,381.33 1,075,744.69 7461.04|  13,896,510.54
Report Type
AUG Error Transmittal | 14,120,930.51 1,112,827.04 6398.32||  14,427,679.52
Sort Selection - s
Rejections 2420117 -353.79 0.00 33,830.91
CCRs 264276 -5,509.38 240.00 -94,828.75 3453,051.21
|  Generate Report || Posted 1409408658 | 1,107,671.45 6638.32|| 14299,019.86
- - | SEP Error Transmittal | 18,731,022.62 1,461,202.87 9163.79|| 19,239,456.84
Agencies can either — g 000 000 000 000
Select Report type/Sort = ' . i
Selection OR click last Select last Error || SSRe -149,113.16 -7,759.59 30.00 -296,265.88 4552,567.82
Error msg to retrieve message Posted 18,581,909.46 145344328 9,19379|| 18943,190.96
Exceptions report!
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NOTE: A new screen will open with the report. You must disable pop-up
blockers to view your report.

Understanding your exception report

Each record on the contributions exception report includes the member’s
name, employment date, and status information, which can assist you in
determining what corrective action is needed to clear the record from the
report. The following are descriptions of each section of the report:

1. SSN - Social Security Number reported on the monthly salary/
contributions report

2. Member Name - the name on TRSL's database that matches the
social security number (SSN) reported on the contributions report.
If name reflects “Unknown Name,” that means the SSN reported
does not exist on TRSL's database. The person either needs to be
enrolled or the reported SSN may be incorrect. If the incorrect SSN
was reported, the money needs to be deleted. Refer to “Reported
Not Enrolled” error message described below.

3. Start Date - latest enroliment date reported by the employer. If
start date field is blank, no enrollment has been reported. Either
enroll the employee or delete the money.

4. Term Date - termination date reported by the employer. If term
date field is blank, no termination date has been reported. Refer to
Terminations for terminating procedures if employee is no longer
employed or eligible to contribute to TRSL.

5. Status - See chart below
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Status Date - date when member’s status became effective

Reporting Period — month/year in which earnings and

contributions were reported or expected

Contrib Type - identifies whether member contributions were

reported as sheltered or unsheltered

Actual Earnings — actual earnings as reported

10. Contribs — member contribution amount as reported

11. Full-Time Earnings - full-time earnings as reported

12. EXception Message — based on reported data

STATUS DESCRIPTION

ORP Member

Activ-DROP

Active
Inactive

Unknown

DROP Mbr

DROP Ret

Retired

Member is enrolled and has not been terminated.
Member has been terminated.
Employee has not been enrolled.

Money must be deleted (online contribution
correction), then reported on an Optional
Retirement Plan (ORP) monthly contributions
report. See Index 16.0.

A member who is currently participating in the
Deferred Retirement Option Plan (DROP). No
contributions are due during DROP participation.

A DROP member who is working after the DROP
participation period has ended.

A retiree who participated in DROP prior to
retirement.

A member who retired with a regular service
retirement.
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Action to be taken

CONTE NTS 1. Retrieve the Contributions Exception Report after your agency’s monthly
salary/contributions report data posts to EMIS.
Contributions & reporting 2. Review each record on the report.

Earnable compensation

Use the guidance below for information on common errors and the

Mont_ht:v salary & corrective actions required to clear the errors.
Contr.l Lition reports 4. Most records can be cleared from the exceptions report via the following
Special cases online processes available in EMIS:

Leave without pay
Docked by substitute
Extended sick leave
Sabbatical leave

100% accrual

Part-time employees
Workers' compensation
DROP participation
Furloughed employees
USERRA military leave

e Enrollments (See index 2.0 for procedures.)
¢ Terminations

e Contribution Corrections — only available while fiscal year
reporting is open (usually closes in mid-July)

e Prior Year Corrections

5. Aseach error is resolved by the appropriate corrective action(s), the
record will be removed from the exceptions report.

6. Confirm all exceptions have been cleared for each applicable retirement
plan (system code).

e All “Error” messages on your Employer Contributions Charges screen

Charter organizations should update to “Report” if there are no errors, which indicates your
operating multiple schools Contributions Exception Report has been completed and you no
Dual positions - Plan B longer have any exceptions.

parishes

2501\ 1=359(¢]=8 Enrolled not reported

Member enrolled during a period in
which no earnings were reported on your
agency’s Monthly Salaries/Contributions
report

Employer payments/accounts

Remitting contributions &
payments to TRSL

Employer account screens

(EMIS)
Salary/contribution errors

Salary rejections

HOW TO RESOLVE:
Contrib exception report ¢ \Verify that the enrollment and termination dates shown on the exception

report are correct. Contact your assigned Retirement Analyst Liaison if these
dates need to be changed.

T o If the member was inadvertently omitted from the contributions report, add
alary;contribution the member’s salary and contributions via online Contributions Correction.

corrections _ . .
Contributions corrections e |f the member’s status is "Active” and the member has terminated, process
the termination online to update the member’s TRSL account.

Prior year salary corrections . . . . .
S Ly e [f member’s status is “Activ-DROP” and the retiree has terminated, submit

Enrolled Not Reported
Reporting Not Enrolled

Rollover earnings a copy of the Termination of Employment at the End of DROP Participation/
Sheltered/unsheltered Employment (Form 11H) that was completed when DROP member
contributions terminated.

Terminations
Frequently asked questions
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e Adjust corresponding reports/deductions on your agency's own
software and payroll reports to prevent future exceptions for the same
issue on the same employee.

21200\ 1 V1=39:(¢]=8 RTW enrolled not reported

Return-to-work retiree enrolled during a
ERROR: period in which no earnings/(;ontributions

| were reported but were required based on
the employee’s RTW status

HOW TO RESOLVE:

o \Verify the following are correct for the reporting period identified on your
agency'’s Contributions Exceptions report:

a. Return-to-work (RTW) retiree was enrolled under the correct RTW
provision

b. Enrollment and termination dates shown on the exception report are
correct.

e [f the retiree had no earnings and the employer chooses to keep an open
enrollment for the retiree, process an online Contribution Correction to post
Zeros.

e If the retiree had earnings and was inadvertently omitted from the
contributions report, add the retiree’s salary and contributions via online
Contribution Correction. Adjust corresponding reports/deductions on
your agency's own software and payroll reports to ensure unsheltered
contributions are withheld from the retiree’s earnings.

o If the retiree has terminated employment, process the termination online.

232001 [=5359(¢]=8 Reported not enrolled

Member was reported on the contributions
;30008 report during a period in which he or she
was not enrolled.

HOW TO RESOLVE:

e Verify that the enrollment and termination dates shown on the
exception report are correct. Contact your assigned Retirement
Analyst Liaison if these dates need to be changed.

e If member is listed as “Unknown Name,” verify that the SSN shown on
the exception report is correct.

a. Ifthe SSN is incorrect on TRSL'S report:
¢ Delete the reported earnings via online Contributions Correction.

e Add the deleted earnings to the correct SSN. Use online
Contributions Correction.
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b. If the reported SSN is correct:

CONTENTS e \Verify the employee is eligible for TRSL membership.
ContribLitions & reporting e |f TRSL-eligible, enroll the employee
Earnable compensation * Ifemployee is not eligible to contribute to TRSL, delete the
Monthly salary & earnings & contributions via online Contributions Correction.
contribution reports e Refer to Index 2.0 for Membership Eligibility and Enrollment for
Special cases more information.
Leave without pay C. Make appropriate adjustments to your agency’s own software and
Docked by substitute payroll reports (i.e. make SSN corrections, remove TRSL deductions
Extended sick leave if not eligible to contribute) to prevent future exceptions.
Sabbatical leave e |f member’s status is “Active” or “Inactive”:
100% accrual a. Enroll the employee if eligible for TRSL membership

Part-time employees
Workers' compensation
DROP participation
Furloughed employees
USERRA military leave

Charter organizations
operating multiple schools

b. Delete the value of earnings with online Contribution Correction if
earnings reported in error

C. Make appropriate adjustments to your agency’s own software and
payroll reports to prevent future exceptions for the same issue on
the same employee record

e |smember’s status is “Retired” or “DROP RET” or any type of retiree

Dual positions - Plan B status:
parishes a. Process an online enrollment for a return-to-work (RTW) retiree
Employer payments/accounts b. Make appropriate adjustments to your agency’s own software
Remitting contributions & and payroll reports, RTW retiree can only make unsheltered
payments to TRSL contributions if he/she meets the conditions for “Retired Teacher”
Employer account screens classification. See Index 15.0 for more information on RTW.
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Reporting Not Enrolled
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(=g [0))'1)Y|2:35.\c] 58 Contributions unreasonable

Contributions reported were not based on
3:4;{e);8 the appropriate contribution rate for that
retirement plan.

HOW TO RESOLVE:

e Process a Contributions Correction online to replace the reported
earnings and contributions with the correct values.

e Make appropriate change in your agency's records
S (=) (0] ') 2:55:\c{38 Contributions amount must be zero

ERROR: Member has reached 100% accrual limit; no
1| further member contributions due

HOW TO RESOLVE:

e Process a Contributions Correction online to replace the reported
contributions. Earnings will still be reported, but with 0 as the
employee contributions value

Make appropriate change in your agency's records.

(o= [0)) ') 255\l 58 Contribution type invalid

| Wrong type of contributions reported
Aililelis (sheltered or unsheltered)

HOW TO RESOLVE:

e Process a Contributions Correction online to delete the money
reported and then add the salary + full-time earnings. The system will
automatically change the contribution type

Adjust employee deductions to the appropriate type (sheltered or
unsheltered) on your agency’s own software and payroll reports to
prevent future exceptions

(e 3y(0) 'Y [259:.(c|38 Actual earnings > fulltime earnings

ERROR: Actual earnings reported are greater than
¢ the full-time earnings reported

HOW TO RESOLVE:

e Process a Contributions Correction online to replace the actual and/or
full-time earnings to the correct amount
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TIP: To minimize contribution exceptions for your

agency:

e Process online enrolliments for TRSL-covered employees upon
hire

e Process online terminations as soon as members terminate
employment with your agency.

Need help with your Salary Rejections and/or Contributions
Exception report? Contact your assigned Retirement Analyst Liaison with any
questions or assistance needed.

Enrolled Not Reported Report

The Enrolled Not Reported Report lists members who are enrolled in the system
but have months in which earnings/contributions have not been reported as
expected. This report is a subset of your agency’s Contribution Exception Report
and should be used to help identify records requiring possible online terminations
or other corrective actions.

How to view the Enrolled Not Reported report

Employers should review and clear all records on your Enrolled Not Reported
report every month for each applicable retirement plan. This report should be
used in conjunction with your agency’s Contribution Exception Report
after your agency submits its monthly salary/contributions reports.

e Under the “Reports” menu in EMIS, select Enrolled Not Reported.

e Enter System Code.

e Using the drop-down menu, select the last reporting month your agency has
submitted a salary/contributions file/report.

e (Click "Select.”

e Report will display on the EMIS screen with an option to open/save as an
Excel spreadsheet.

Query Record

Rollover earnings

Sheltered/unsheltered
contributions

Terminations
Frequently asked questions

System

Month

12 - December v

[ Setect | creo |

Enrolled Not Reported Report

System: 4 Fiscal Year:

EmpriD | SSH
166

73

122

i1

79

Member Name

\CKENZIE

CHERYLE J

AROLYN W

RODNEY DARYL |

AMES E

Status
ACTIVE

| acTve

ACTIVE

RETIRED |

RETIRED

| Status Date |

08/10/2017

| osro7/2020 |

11/30/2020
05/22/2013 |
05/25/2012

RTW Location

RTW-FAC-EL

RTW-ELK125B

‘ Do you want to open or save Ei

xls from prodweb?
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Action to be taken

Employers should use the Enrolled Not Reported report to identify the
following employees:

e those who resigned or changed to a position (or employment status)
that is no longer TRSL-eligible

e those who are on unpaid leave and require a contributions correction
to post $0 actual earnings and correct full-time earnings for applicable
reporting period

e those who were enrolled in EMIS in error or with incorrect SSN

Each reporting agency should use the guidance provided for the “Enrolled
not reported” exception message in the Contribution Exception Report
section of this index, which will provide instructions for clearing each
record that appears on this report.

Reporting Not Enrolled Report

The Reporting Not Enrolled report will identify any employees who were
reported on your agency'’s contributions report during a period in which
he or she was not enrolled. This report is a subset of your agency’s
Contribution Exception Report and should be used to help identify records
requiring possible online enrollments or other corrective actions.

How to view the Reporting Not Enrolled report

Employers should review and clear all records on your Reporting

Not Enrolled report every month for each applicable retirement plan.
This report should be used in conjunction with your agency’s
Contribution Exception Report after your agency submits its
monthly salary/contributions reports.

e Under the “Reports” menu in EMIS, select Reporting Not Enrolled.
e Enter System Code.

e Enter current Fiscal Year, then click “Select.”

e Report will display on the EMIS screen with an option to open/save as
an Excel spreadsheet.
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stIem Reporting Not Enrolled Report

System: 4 Fiscal Year:
EmpriD | SSN

Fiscal Year

Member Name Status [Status Date] Contribution Type
-EE ANNE | I ACTIVE |03/1 3/2020‘

[ setect | ciear |

ZMILY ACTIVE 106/30/2019

TOM STACY D I ACTIVE 504.’05120201
|NAME UNKNOWN ACTIVE
MEGHAN I ACTIVE 508107120201

CHARLESE Il RETIRED |01/15/2016 Unsheltered

a | G e| W Ao

- KATHI | RETIRED ;06.’29!20191 Sheltered

Do you want to open or save ReportedNotEnrolled.xds from prodweb? Open | Save |v| Cancel

Action to be taken

Employers should take the following corrective actions for any employee
records listed on the Reporting Not Enrolled report:

1. Verify that the SSN shown on the report is correct. Double-
check the SSN against a copy of the Social Security card in the
employee’s personnel file.

a. Ifthe reported SSN is correct, proceed to Step #2

b. If reported SSN is incorrect on TRSL'S report:

e Delete the reported earnings via online Contribution
Correction.

e Make appropriate SSN corrections to your agency’s own
software and payroll reports to prevent future reporting
errors.

2. Verify the employee meets membership eligibility requirements for
the period contributions have been posted.

a. Enroll the employee if eligible for TRSL membership.
b. If employee is not eligible for TRSL membership:

e Delete the value of earnings reported using the online
Contribution Correction.

e Adjust corresponding reports/deductions on your
agency's own software and payroll reports. This step will
prevent future exceptions for the same issue on the same
employee.

3. Aseach error is resolved by the appropriate corrective action(s),
the record will be removed from both the Reporting Not Enrolled
and Contribution Exception Reports.
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Salary/contribution corrections

There will be times when corrections are needed to the original earnings
and/or contributions data that was submitted on your agency’s monthly
salary and contribution reports. TRSL has two options available to make
these types of corrections, one for adjusting current year data and one for
prior year earnings.

Contributions corrections (for current year data corrections)

Reporting agencies can correct any monthly salary and contributions
data that has posted for any reporting period during the current fiscal
year. All current year corrections must be submitted using the online
Contributions Corrections (CCR) update program on TRSL'S EMIS
before the close of the current fiscal year. The CCR program allows
employers to change actual earnings, contributions, and/or or full-time
earnings previously reported.

Designated employer personnel must be specifically authorized to
perform contribution corrections on Authorized Contacts (Form 1). The
person who enters the correction, however, should not correct his or her
own record. See Index 1.0 for more details on EMIS access rights.

Contributions corrections (CCR) procedures

Use these procedures to correct current fiscal year salaries and/or
contributions. If your agency needs to certify the current year earnings
and contributions for a member due to a pending retirement or DROP

application, see Agency Certification information provided in Index 11.0.

1. Review your agency’s Contributions Exceptions Report and
Salary Rejections Report every month after the submission of
contributions reports for all applicable retirement plans (Regular,
Plan A, Plan B).

2. Determine what corrective action is needed to reconcile each
record on each report. (Add, delete, or replace salary and
contributions)

3. Process Contributions Correction (CCR) for any current fiscal year
data:

e Loginto EMIS and select “Contribution Correction” under
Updates menu

e Enter System Code, employee’s SSN, actual month (2-digit) and
actual year (4-digit) on the left side of the screen. Click Select.
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e Make corrections accordingly:

CONTENTS a. Select ”A_\dd” ifa TRSL-quered emp/oyee’s earnings data
o . was omitted on the original contributions report, but
Contributions & reporting should have been repOrted
b e b. Select “Edit” to replace any incorrect earnings and
Monthly salary & contributions data previously reported with the correct
contribution reports information.

i ” ” [ i 1 [
_Disl_ ecial C?ti]es . c. Select “Delete” to remove earnings and contributions if
eave withou DQV the employee was not eligible to contribute during the
Docked by substitute selected reporting period (mo/year).

Exfaebn(i?d |S|'Ck leave e Enter correct actual earnings and full-time earnings data if “Add”
abbatical ‘eave or “Edit” was selected.

100% accrual . . .
” °  Click “Replace” if replacing data that has been posted for the
Part-time employees month OR

Workers_compensation Click “Add” if add ting for the month. The contributi
P ° ic if adding a posting for the month. The contribution
DROP participation o
Furl ouZh - epm dloEss type should be “30" for sheltered contributions or “10” for
- unsheltered contributions. The contribution amount will
USERRA military leave automatically calculate.

Charter organizations . . .
5 e A confirmation message will appear near the top of the screen

operating multiple schools SO : . :
el e 2 once the correction is submitted stating the transaction was

parishes successful.
Employer payments/accounts Contribution correction program - under Updates Menu in EMIS
Remitting contributions &
payments to TRSL updates
Employer account screens R —
(EMIS)
Salary/contribution errors Contribution Cc-rrect'rDD

Salary rejections

Contrib exception report . ]
Enrolled Not Reported ' Full-Time Only Corrections
Reporting Not Enrolled

Salary/contribution
corrections

Contributions corrections
Prior year salary corrections
Rollover earnings

Sheltered/unsheltered
contributions

Terminations
Frequently asked questions
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Examples of “Add” transactions

CONTENTS After clicking "Add,” fields will open for user to enter Actual Earnings and

I , Full-time Earnings data.
Contributions & reporting

Earnable compensation
Monthly salary & Contribution Correction
contribution reports
Special cases System: 4 Employer:
. 55H: Fiscal Year: 2012
Leave WIthOUt pay Name: Reporting Month/Year: 11/2011
Docked by substitute Instructions for using Contribution Correction:
. 1. Click Edit’ or ‘add’ in the first column to open the line for editing.
EXtended Sle Ieave 2. Enter the actual earnings and full- time earnings and click ‘Replace’ if replacing data that has been posted for
- the month, If aaly actual earnings OR full-time earnings s changing. enter the same amount for the fleld nat
Sabbatlcal |eave changing and enter the new amaunt for the figld that is changing.
100% accrua| 3. Enter the actual earnings and full: time earnings and click ‘add’ or "Add Teros il adding a pasting for the month.
- . Adding zeroes can only be done for July, August and June in which 0.00 should be entered for the actual samings
Part-time emplovees and full-time rammings, Full-time eamings are required for the rest of the months.
i o 4. Click Delete’ or Delete Zeros” to delete the posting for the month,
WOI’keI’S C0m Densatlon 5. Click 'Cancel to undo changes entered or to refum to the initial display.
DROP DartICIDatIOH &, Enter actual eamings and full-time eamings with the decimal, Far example, to enter 510 key fn 10,00,
Fu rloughed emplovees Actual Full-Time Contribution Contribution
. Earnings Earnings Amount Type
USERRA military leave add 0.00 0.00 0.00 30
Charter organizations

operating multiple schools

Dual positions - Plan B Contribution Correction
arishes
Employer payments/accounts S BT 1
i++i i i SSN: Fiscal Year:
Remitting contributions & S i Reporking fonthfYears 75
Davments to TRSL Instructions for using Contribution Correction:
1. Click 'Edit’ or 'Add’ in the first column to open the line for editing.
Emplover aCCOUI']t SCreens 2. Enter the actual earnings and full-time earnings and click Replace’ if replacing data that has been posted for
!EMIS' 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.
Sa|a|'V/C0ntr|bUt|0n errors 3. Enter the actual earnings and full-time earnings and click "Add’ or ‘Add Zeros' if adding a posting for the month.
g R Adding zeroes can only be done for July, August and June in which 0.00 should be entered for the actual earnings
Salarv I’eleCtIOI’]S and full-time earnings. Full-time earnings are required for the rest of the months.
i i 4. Click 'Delete’ or ‘Delete Zeros' to delete the posting for the month.
Contrlb exceptlon report 5. Click 'Cancel' to undo changes entered or to return to the initial display.
Enro”ed Not Reported 6. Enter actual earnings and full-time earnings with the decimal. For example, to enter 510 key in 10.00.
) 7. Contribution Type "30" is for sheltered contributions and Contribution Type "10" is for unsheltered

Reporting Not Enrolled contributions.
Sa|arV/C0ntrlbUtI0n Actual Full-Time Contribution
Correctlons Earnings Earnings Type
LS o U =R = I—_ [—

. . . e 0.00 0.00 -3U W
Contributions corrections Cancel =

Prior year salary corrections

Rollover earnings Enter new data; select "Add"” again on left side of screen.
Sheltered/unsheltered : —

" y Actual Full-Time Contribution
COI’]tI‘IbUtIOI’]S Earnings Earnings Type

Terminations Add 7155.20 [ 7155.20

) Cancel
Frequently asked questions
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Employer will receive a confirmation message near top of the screen

once posting transaction is complete.
CONTENTS PosTne P

Contributions & reporting Contribution Correction
Earnable compensation Posting has been added for the month.
Monthly salary &
contribution reports System: 4 Employer:
) SSN: Fiscal Year:

SQECIal cases Name: RD A, Reporting Month/Year: 07:

Leave without pay Instructions for using Contribution Correction:

. 1. Click 'Edit’ or "Add' in the first column to open the line for editing.
DOCked bv SUbSt|tute 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.

Extended sick leave

Sabbatlcal |eave 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
100% accrual 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.
Part'tlme em Dlovees 5. Click 'Cancel' to undo changes entered or to return to the initial display.
’ i 6. Enter actual earnings and full-time earnings with the decimal. For example, to enter 510 key in 10.00.
Workers ComDensat|On 7. Contribution Type "30" is for sheltered contributions and Contribution Type "10" is for unsheltered
DROP participation contributions.
Fu I’|Ou2hed emD|OveeS Actual Full-Time Contribution Contribution
USERRA mI|ItaI’V |eave Earnings Earnings Amount Type
i i Edit 7155.20 7155.20 572.42 30 Delete
Charter organizations
operating multiple schools
Dual positions - Plan B Examples of “Edit” transaction
arishes After clicking “Edit,” fields will open for user to enter Actual Earnings and
Employer payments/accounts Full-time Earnings data.
Remitting contributions &
payments to TRSL Actual Full-Time Contribution Contribution

Earnings Earnings Amount Type

Employer account screens
(EMIS)

Salary/contribution errors .
Salary rejections Enter new data; select “Replace” on left side of screen.

Contrib exception report

Edit 7155.20 7155.20 572.42 30 Delete

Actual Full-Time Contribution
Enrolled Not Reported Earnings Earnings Type
P -Re lace
Reporting NOt _Enrolled _p_c:ancet 6155.20 ] 6155.20 30
Salary/contribution
corrections

Contributions corrections
Prior year salary corrections
Rollover earnings

Sheltered/unsheltered
contributions

Terminations
Frequently asked questions
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Employer will receive a confirmation message near top of the screen once
posting transaction is complete.

Contribution Correction

Posting has been replaced for the month.

System: 4 Employer:
SSN: Fiscal Year:
Name: | RD A, Reporting Month/Year: 07/

Instructions for using Contribution Correction:

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

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

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

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

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

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

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

Rollover earnings
Sheltered/unsheltered
contributions
Terminations
Frequently asked questions

Actual Full-Time Contribution Contribution

Earnings Earnings Amount Type

Edit 6155.20 6155.20 492,42 30 Delete

Examples of “Delete” transaction

Click “Delete” on the right side; a message box will appear for user to
confirm if the data should be deleted. Select "OK” to continue or “Cancel”
if delete was selected in error.

Contribution Correction

Posting has been replaced for the month.

System: 4 Employer:
SSNz :
Na Message from webpage “ . 0712
Instruction.

1. Click ‘Edit’
2., Enter the
the month. If
changing and
3. Enter the a
Adding zeroes| |
and full-time e "
4. Click ‘Delete’ or ‘Delete Zeros' to delete the posting for the month.
5. Click ‘Cancel’ to undo changes entered or to return to the initial display.
6. Enter actual earnings and full-time earnings with the decimal. For example, to enter $10 key in 10784
7. Contribution Type "30" is for sheltered contributions and Contribution Type "10" is for unsheltered
contributions.

I'e- Are you sure you want to delete this entry?

lacing data that has been posted for
the same amount for the field not

ros’ if adding a posting for the month.
mELbe entered for the actual earnings

Actual Full-Time Contribution Contribution
Earnings Earnings Amount Type
Edit 6155.20 6155.20 492.42 30

(NS
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Employer will receive a confirmation message near top of the screen once
posting has been deleted.

Contribution Correction

@sting has been deleted for this mon@

System: 4 Employer: (
SSN: Fiscal Year: :
Name: D A. Reporting Month/Year: 07/

Instructions for using Contribution Correction:

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

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

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

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

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

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

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

Contribution

Actual Full-Time Contribution

Earnings Earnings Amount Type
add 0.00 0.00 0.00 30

Monthly correction journal screen

The Monthly Correction Journal Screen in EMIS provides a detailed list of
all contribution corrections made for any reporting period of the fiscal
year. Employers will have separate screens for each applicable retirement
plan (Regular, Plan A or Plan B).

Employers should review each record on the Monthly Correction Journal
Screen, as these contribution correction adjustments may result in
additional charges or credits to the employer’s account.

How to view your agency’s Monthly Correction Journal screen

e Loginto EMIS

e Select “Monthly Correction Journal” Emplayer Contribution Accounts Recet
under Employers Menu

e Enter System Code in the “Query
Record” section on left side of the
screen

° 2-Plan A School Lunch :
° 3-Plan B School Lunch ot el
° 4 -Regular Plan

Employers

Employer Contribution Charges
Employer Payments
Employer Contacts

Employer Notations

ORP Contribution Charges

|l"'lcwr1t|'|l1,,r Carrection Journal |
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e Enter Actual Month for reporting month in MM format
e Enter Actual Year in YYYY format

EXAMPLE: To review contribution corrections made to the September
2021 reporting period, enter 09 for month, and 2021 for year

e Click "Select” to retrieve all CCRs processed for the retirement plan
and reporting period specified.

e Review unsheltered and sheltered totals at the bottom of the
"Adjusted Contributions” column. The net totals will appear on the
Employer Contribution Charges screen.

30 = Sheltered

10= UnshelteredJl
onthly Correction Journal

For 11/=W —

Reporting period MM/YYYY

HE: Fiscal Year: ___ Employer: SC BD
pe Op a g ontnibuti lime a q ibufs timey
10 A 47250 37.80 47250 47250 3780 472,50
on 12/08/2020 by EMPR - Lindsey
06 0 D 0.00 0.00 0.00 3 -25 86 313N
‘on 12/07/2020 by EMPR - Lind
[F] 10 D 0.00 0.00 0.00 0.00 0.00 0.00
Posted on 12/07/2020 by EMPR - Linds
0 30 R 242150 19372 242150 0.00 0.00 959.02
Posted on 12/07/2020 by EMPR - Lind
1} k! ] D 0.00 ngg 0.00 0.00 0.00 0.00
Posted on 12/07/2020 by EMPR - Linds
1 0 D 0.00 0.00 0.00 0.00 0.00 0.00
Posted on 12/07/2020 by EMPR - Lind
19 10 A 0.00 0.00 0.00 0.00 0.00 0.00
Posted on 12/02/2020 by EMPR - Lindsey
7 0 D 0.00 0.00 0.00 545 45 4364 545.45
Posted on 12/18/2020 by EMPR - Lindsey Horsfall
Unsheltered Regular Totals 47250 37.80 41250 47250 3780 41250
Sheltered Regular Totals 242150 10372 242150 -868.76 6950 90.26
Adjusted Contribution totals will appear on the Employer Contrib Charges
screen under "CCRs" column for the applicable reporting period
. .
Employer Contribution Charges
TRSL - REGULAR Employer: IBD
Fiscal Year: ___. Show Rejections

Transmittal
Rejections
CCRs

Posted

e
Sheltered | |

Unsheltered
1,882.47

0.00
37.80

Earnings

1,525,134.13
0.00

-396.26
1,524,737.87

120,128.29
0.00
-69.50
120,058.79

Full-Time

1,542,197.80
0.00

562.76
1,542,760.56

Employer

393,382.37
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Prior year salary corrections

Whenever an employee’s actual earnings and contributions require a
reporting correction for a closed fiscal year for which member statements
have been prepared, employers must process an online Prior Year
Salary Correction (also known as Form 4F).

Designated employer personnel must be specifically authorized to
perform prior year corrections on Authorized Contacts (Form 1) and
cannot correct his or her own TRSL record. See Index 1.0 for more details
on EMIS access rights.

Prior year salary corrections procedures

These procedures should be followed to correct actual earnings and
contributions for a previous fiscal year. If the only correction needed
for a previous fiscal year is for the full-time earnings data, refer to Index
6.0 for information on full-time only corrections.

Updates Submit Fles ~

Annual Leave Update

1. Loginto EMIS

2. Select “Prior Year Salary
Correction” under Updates menu

Contribution Correction

Enrouments

3. Enter System Code, employee’s
Social Security Number, and fiscal
year to correct on the left side of
the screen. Click Select.

Full-Time Only Corrections
Home Address Update

Journal Entry Review

4. If there are two or more Return-
to-Work salary postings for the
selected fiscal year, select the
appropriate record to correct.
(See example screen shot below.)

ORP Salary Entry {up to 25 employees onl

(Pr’n:br Year Salary Correcﬁons)

Questionable Year Certification

Prior Year Salary Corrections

SSN: Employer ID: 0357 INSPIRE NOLA
Name: Fiscal Year: 2021

System: 4

Do you want to correct: () pTw.ACT-RET, 10/26/2020 through 05/17/2021
() RTW-FAC-EL, 08/03/2020 through 10/25/2020

5. If the salary correction is for a fiscal year in which an employee
retired and returned to work during the same fiscal year, you must
first select if you want to correct the salary before retirement or
the salary earned after retirement during employee’s return-to-
work period.
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Member Inquiry Test Environment
Prior Year Salary Corrections

Do you want to correct: (7 sajary BEFORE Retirement
(" Salary AFTER Retirement

If @ manual salary posting is required (i.e. no earnings were
originally reported to TRSL during the fiscal year to correct) for
Return-to-Work employment, you must select the check box if the
correction is for a RTW-ACT-RET enrollment. Refer to Index 15.2
for more information on RTW-ACT-RET enrollments. (See example
screenshot below.)

Prior Year Salarv Corrections

SSN: Employer ID: 0006 BEAUREGARD SC BD
Name: Fiscal Year: 2021
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.

Return-to-work enrollment type is RTW-ACT-RET? [
RTW status. Only Unsheltered Contributions can be manually posted.

Add Actual Earnings
Sheltered:

Full-Time Earnings

] Unsheltered:

Enter the required information for the following fields:

Actual Earnings - Enter total earnable compensation that should
have been reported for the TRSL-eligible employee.

° Ifemployee was not a rehired retiree, system will prompt you
to enter Sheltered data. If employee was qualified to make
unsheltered contributions, check the “Add Unsheltered” box to
enter unsheltered data.

°  Enter Unsheltered data if any of the following apply:

a. Employee is a rehired retiree eligible to contribute on his/
her RTW position

b. Employee is on workers’ compensation and has earnings/
contributions to report (and is not using sick leave)

C. Member is making contributions during USERRA military
leave (and is not using sick/annual leave)
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e Contributions (Sheltered/Unsheltered) — Only available for

CONTENTS 100% accrual records; otherwise field will not display. System will
auto-calculate contributions amount based on actual earnings
Contributions & reporting entered and system code (retirement plan)
Earnable compensation ¢ Full-Time Earnings — Enter the amount employee would have
Monthly salary & earned if he/she worked full-time for the entire year
contribution reports ° This information will be used to determine service credit
w (Actual Earnings/Full-Time Earnings = Service Credit)
Leave without by ° Do not enter the same figures for Actual Earnings and Full-
Docked by substitute Time Earnings fields unless the employee worked the entire
Extended sick leave year and was a full-time employee.
SabE)atlcaI leave EXCEPTION: Return-to-work retirees do not accrue service
100% accrual credit. Actual Earnings and Full-Time Earnings can be the same.
Part-time employees ,
Workers' compensation * If no earnable compensation should have been reported for the

employee for the specified fiscal year, check the box for ‘Delete

DROP participation ) .
D . Posting.’ Do not enter $0 as the actual earnings amount.

Furloughed employees

USERRA military leave 8. Salary Correction Comment Section — Must complete Reason
Charter organizations and/or Comment field.

operatmg multlple schools e Reason field - Select one of the provided reasons from the drop
Dual positions - Plan B down box (if applicable); or

parishes .
Employer payments/accounts

Remitting contributions &

Enter Comment to address reason for changing/correcting Actual
Earnings amount.

payments to TRSL EXAMPLES:
Employer account screens ° add’l $500 bonus not reported
EMIS o °  not elig to contribute on sub earnings
St el o el s ° moving $1800 add’l comp from FY 2016 to FY 2015

Salary rejections
Contrib exception report

° moving salary from Plan B to Regular Plan

Enrolled Not Reported 9. Salary Correction Full-Time Section — Must complete Reason
Reporting Not Enrolled and/or Comment field

Salary/contribution —

corrections e Reason field:
contributions corrections °  Select Part-time Employee if member works every day and is a
Prior year salary corrections part-time employee, or
Rollover earnings °  Select one of the provided reasons from the drop box
Sheltered/unsheltered (if applicable)

contributions
Terminations
Frequently asked questions
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e Enter Comment (recommended)

CO NTE NTS ° Ifmember is a part-time employee, you must enter percent
effort OR

°  Provide comments to help certify the year or to note
uncommon or atypical events

Contributions & reporting
Earnable compensation
Monthly salary &

contribution reports EXAMPLES:
Special cases Cases a. Dockages or days/days info (if partial year of service credit)
Leave without pay b.  Worked full year (if service credit should be 1.00)

Docked by substitute | | Ut )
—— Less sales tax or less extra pay (if full-time earnings

Sabbatical leave dropped from previous year)

100% accrual d. Chgd from 12 mo to 9 mo employee, no break in service
(uncommony/atypical event)

Part-time employees

Workers’ compensation NOTE: There is a limit for the total number of characters when
DROP participation using Reason and Comment fields from the Salary Correction
Furloughed employees Comment and Salary Correction Full-Time Sections. Use

USERRA military leave abbreviations if applicable to maximize the amount of information

Charter organizations for each Comment field.

operating multiple schools 10. Review the data entered. Click “Submit.” A message will
Dual positions - Plan B display confirming transaction has updated or if update meets
parishes criteria for a possible actuarial cost. Do not fax or send any
Employer payments/accounts screen prints.
Remitting contributions &
payments to TRSL Prior Year Salary Corrections
Employer account screens
(EMIS) s I A
Salary/contribution errors Coer | o | | ot | ki [
Salary rejections S o602 g '(
Contrib exception report it
Enrolled Not Reported B At e ke g e ek et o ot e s Sl
Reportmg Not Enrolled 4. If you do not want to change posted Sheltered values when adding Unsheltered, leave the Sheltered actual earnings box empty.
Salary/contribution Aoty A s————
corrections 1 Add Unshelered:
Contributions corrections Cretrietions Jor aiing 100K SWHteD:
Prior year salary corrections S B e LAt SRS R o | IR ey
Rollover earnings

Sheltered/unsheltered
contributions

Terminations
Frequently asked questions
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Prior Year Salary Corrections

CONTENTS e R

Contributions & reporting : ' (st
Earnable compensation i | gl [
Month IV sala rv & Sheitered | Primary tmesio | 13asss 16,861.02 |
contribution reports Instructions for using Prior Year Salary Corrections:

S QeCIal CaSeS 1. Enter the actual earings and full-time eamings 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.
Leave WIthOUt a 3. Click "Add Unshettered” to open the Unsheltered line for editing. Enter the combined full-time earnings an the Sheltered line.
D V 4, If you do not want to change posted Sheltered values when adding Unsheltered, leave the Sheltered actual earnings box empty.

Docked by substitute
EXtended S|Ck Ieave —— ncmalt'alr::;g: Full-Time [a;':;r:is Delete Posting

Sabbatical leave Add Unsheltered:
100% accrual

Instructions for using 100% Switch:

Pa rt'ti me em Dlovees 1. To execute a 100% contribution type switch from Shelterad to Unshieltered, dick the "100% Switch™ box only.

] 100% Switch

Workers' compensation
DROP participation
Furloughed employees
USERRA military leave

Charter organizations
operating multiple schools

Salary Correction Comment Satary Correction Full-Time

Instructions for using Full-Time Comment:
1. Required for Primary when the Full-Time is different.

Z. select a reason for the ful-time change.

3. A comment can be added for additional information needed
to darify the change. The comment is optlonal unless a reasan

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

I!eascm.'| e e ey e e N
Eamings reported in July but eamed in June '

sously repored
yment After DROS

. | Full-Time rot
" | st Year of Er

Comment: | Owerstated Satares/Contributions

|
E 1 Uind ds 15t Year of Employmant
Dual positions - Plan B i'*‘“" e o Ve of Eot s
o Official Leswe (Cther than Sabbalical)
| Date of Retirement Changed
paris hes | Sheftered/Unsheitered switch 5 Ei:';s“i':ﬁ'":‘;feduc‘-‘d Pay

| Warkers’ Compansation

Em Dlover DavmentS/aCCOU ntS Summer School Eamings

Remitting contributions & | e il
payments to TRSL

Employer account screens Empl_oyer enters correct Actual Earnings (fiscal year total) and correct Full-time
(EMIS) Earnings (amount of total salary the employee would have earned if he worked

. . full-time for the entire fiscal year + any extra earnings):
Salary/contribution errors yedr +any &s)

Salary rejections Prior Year Salary Corrections
Contrib exception report

SSN: " osmm Employer ID:  ooxx SCHOOL BOARD
Enrolled Not Reported Namer Fiscal Yea: 2015
- System: 4
Contribution | Employer | Actual Earnings | Contribution Full Time Service
Reporting Not Enrolled
. ) Type Indicator Amount Earnings Credit
Salary/contribution bt | feimey | GRNEGE | WA | AR |
CorreCtlons Instructions for nicina Prinr Yanr Salarv Carrections: Agency provided correct Full-time
) ) . | N 1 " Earnings
1. Enter the actuz click “Submit” if replacing S : 4
Contributions corrections L acs Agency entered correct Actual (1t e ven- (amount o carnings ff the employee
) N 3. Click “Add Unsi  Earnings (fiscal year total) for editing. Enter the comb worked the entire Fiscal Year as a Full-
Prlor vear Salarv CorreCtIOnS 4. If you do notw s when adding Unsheltered, time employee)

. rs
ROI |Over ea rn I ngs Actual Earnings Full-Time Earnings Delete Posting

Sheltered/unsheltered — = :
contributions -
Termlnatlons Instructions for using 100% Switch:

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

Frequently asked questions L1 100K Switch
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Employer must select Reason from drop-down list or enter Comment for
both Salary Correction Comment and Salary Correction Full-time:

Salary Correction Comment

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

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

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

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

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

W

Reason: ~

Comment:

-J Comment: worked 92/182 days

Agency used Reason drop-down
menu in this example

e

e
Used Camment Field {recommended) far the 'Salary
Corraction Full-Time Section’. Comment provided
will be used to certify the year so that it will not be

questionable.

If the prior year correction is to reduce actual earnings and contributions,
a credit will be applied to the employer’s account for the applicable
employee and employer contribution amounts. The credit may be used to
offset current charges. See Taking Credits section in this index.

Prior year corrections that increase earnings/contributions will result in a
charge to the employer’s account in accordance with LSA-R.S. 11:888 C.

Prior year corrections charges - three years old or less

Each time an agency submits a prior year salary correction to increase
salary and contributions that were originally reported for a member, the
correction is reviewed to determine if the correction has been submitted
within three years after the original contributions report was due. If

the correction falls within the three year window, the employer will be
charged member and employer contributions plus interest at TRSL's
assumed actuarial valuation rate.

EXAMPLE 1: Agency Y submits a Prior Year Correction (PYC) during FY
2024 to correct FY 2021 earnings for employee Mr. Jones. The correction
will increase Mr. Jones” earnings and contributions for FY 2021.

The three year timeline for PYCs submitted during Fiscal Year 2024 is
calculated as follows:

Current Fiscal Year: FY 2024
Fiscal Year 1: FY 2023
Fiscal Year 2: FY 2022
Fiscal Year 3: FY 2021
Older than three (3) years: FY 2020 and all fiscal years prior
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In the above example, Agency Y has submitted the PYC to increase Mr. Jones’
earnings and contributions for FY 2021. The PYC was submitted during FY 2024.
Since the correction is within the three year timeline, the agency will be charged
the additional amount of member and employer contributions due plus interest at
TRSL's assumed actuarial valuation rate.

Prior year corrections charges — more than three years old

Prior Year corrections for periods more than three years after the original
contributions report was due that increase a member’s salary/contributions,
service credit, and/or average compensation will result in an actuarial purchase
of service credit by the employer, as per LSA-R.S. 11:888 C(2).

The employer will be required to submit the following within 30 days of the date
TRSL receives the prior year correction:

e A calculation fee of $150 (subject to change) — to be paid by electronic funds
transfer (EFT) or check made payable to Teachers' Retirement System of
Louisiana

e Certification of the member’s full-time earnings (total expected salary + any
additional earnings) for the current fiscal year from the member’s current
employer(s)

e Certification of any questionable years for the applicable member. Refer to
Index 6.0 for information on how to certify questionable years.

The calculation fee, full-time earnings information for the
current year, and certification for all questionable years for
the applicable member must be received by TRSL before
the prior year correction will be processed.

If an employer fails to submit all necessary information within 30 days, TRSL
will notify the employer that the prior year correction has been cancelled and
will not be processed. The employer will be required to re-submit the prior year
correction, which will change the dates used (increase the cost) for calculating
the actuarial cost of the correction.

Once all requirements are submitted within the 30-day timeframe, the agency will
be charged for the correction as an actuarial purchase of service credit by the
employer. These prior year corrections will be identified on your agency's Journal
Entry screen as “Actuarial JE” records.
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EXAMPLE 2: Agency Y submits another Prior Year Correction (PYC)
during FY 2024 to correct FY 2020 earnings for employee, Mr. Rogers.

The correction will increase Mr. Rogers’ earnings and contributions for FY
2020.

In Example 2, Agency Y submits a PYC that is more than three years old
(correction for FY 2020 submitted during FY 2024). Because the correction
IS to increase the employee’s earnings and contributions, the agency

will be notified that a $150 calculation fee is required. Additionally, full-
time earnings for the current year and all questionable years (if any) for
Mr. Rogers’ TRSL account history will need to be certified within 30 days
before the PYC can be processed.

Rollover earnings

Whenever an agency reports a TRSL-covered employee’s earnings in July
but the salary was actually earned in June, TRSL refers to this as “rollover
earnings.” Employers should process online Prior Year Salary Corrections
to move rollover earnings to the correct fiscal year earned.

Since there is more than one fiscal year involved when correcting rollover
(moving earnings from one fiscal year to another), the employer must
submit all prior year salary corrections affected by rollover earnings on
the same day.

For Salary Correction Comment section, select “Earnings reported in July
but earned in June” from the Reason field drop-down box.

Salary Correction Comment

Instructions for using Salary Comment:

1. Select a reason for the correction.
A comment can be added for additional information needed
larify the correction. The comment is optional unless a
reasgd is not chosen in which case the comment is required.

Reason:
Earmings reported in July but earned in June
Comment: Owverstated Salaries/Contributions |
Understated Salaries/Contributions
Audit Compliance
Ciate of Retirement Changed
Sheltered/Unsheltered switch
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For Salary Correction Full-Time section, use the Comment field to indicate
Rollover.

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

Reason: bl

Comment: '[I_?.otlover out of FY 2016 X

EXAMPLE: Employer reported rollover earnings of $2,000 in FY 2016 for Mr.
Reed, a TRSL-covered employee. These earnings were reported in July 2015 (FY
2016), but actually earned in June 2015 (FY 2015).

Since both FY 2015 and 2016 are closed fiscal years, the employer must submit
two online prior year salary corrections to correct Mr. Reed’s TRSL records;

one correction to add $2,000 of earnings to FY 2015, and another correction to
subtract $2,000 from FY 2016. Both corrections should be submitted on the same
day.

Correction #1: Adding $2,000 rollover earnings for Employee (Mr. Reed) in FY 2015

1. Employer enters the correct Actual Earnings and Full-Time Earnings for
Mr. Reed to add rollover earnings.

Prior Year Salary Corrections

SSN: 2 Employer 1D: L
Name: Mr. Reed Fiscal Year: 2015
System: 4

Contribution | Employer ‘Mtua\ Eamnings | Contribution | Full Time Comment

Type I Indicator Amount | Earnings

Shettered | Primary || 85,045.54| | 6,803.84 | 8504554 | 1.00

Example: Increasing Actual Earnings
Instructions for using Prior r Salary Corrections: and Full-time Earnings by $2,000

1. Enter the actual earnings and full-tim&garnings and click "Submit” if replacitg-Shelterad datathat has bean poctad for theya
2. Click "Delete Posting” to delete the Shelthged posting for the year.

3. Click "Add Unsheltered” to open the Unsheltsged line for editing. Enter the combined full-time earnings on the Sheltered line.
4. If you do not want to change posted Sheltere lues when adding Unsheltered, leave the Sheltered actual earnings box empty.

Actual Earnings Full-Time Earnings Delete Posting
Sheltered: | B7045.54| | 87045054 O

[JAdd Unsheltered:
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2. Employer completes the Salary Correction Comment section by
selecting “Earnings reported in July but earned in June from the
Reason field drop-down box.

CONTENTS

Contributions & reporting
Earnable compensation
Monthly salary &
contribution reports 4. Employer selects the “Submit” button at the bottom of the screen.
Special cases

Leave without pay

3. Employer completes the Salary Correction Full-Time section by
entering a Comment about Rollover.

Salary Correction Comment

| Salary Correction Full-Time

Docked by substitute
Extended sick leave

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

Instructions for using Full-Time Comment:

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

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

3. A comment can be added for additional information needed

to clarify the change. The comment is optional unless a reason
is not chosen in which case the comment is required.

Sabbatical leave WV—H
100% accrual o ‘
Part-time employees
Workers' compensation Submit |
DROP participation
Furloughed employees
USERRA military leave

Charter organizations 1. Employer enters the correct Actual Earnings and Full-Time
operating multiple schools Earnings for Mr. Reed to subtract rollover earnings.

Dual positions - Plan B s SR
parishes Name: Mr. Reed Fiscal Year: 2016
Employer payments/accounts

Remitting contributions &
payments to TRSL

Employer account screens
(EMIS)

Salary/contribution errors
Salary rejections
Contrib exception report Shefteved:
Enrolled Not Reported S
Reporting Not Enrolled

Salary/contribution
corrections

Contributions corrections

Reason: v ‘

[ Comment: Rollover into Fy 2015 | |
1

Correction #2: Subtracting $2,000 rollover earnings for Mr. Reed’s TRSL
record for FY 2016

Contribution |
Type

Employer
| Indicator
Sheltered | Primary

Actual Eamings

Contribution
Amount

Full Time
Earnings

Service
Credit
7,361.05 92,013.12 1.00

Comment

Example: Decreasing Actual Earnings
and Full-Time Earnings by $2,000

Instructions for using Prior Yedg Salary Corrections:

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

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

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

Actual Earnings Full-Time Earnings

| 90013.12 90013.12

Delete Posting
O

2. Repeat steps # 2 through #4 in Correction #1 example above.
Agency should submit both corrections on the same day.

Prior year salary corrections
Rollover earnings

Sheltered/unsheltered
contributions

Terminations
Frequently asked questions

Salary Correction Comment

Instructions for using Salary Comment:

1. Selact a reason for the correction.

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

| Reason: IEammgs reported in July but eamed in June V| |

Comment:

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

Reason: | v

Comment: Rollover out of FY 2016 | x

Submit ‘
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Sheltered/unsheltered contributions

The type of contributions (sheltered or unsheltered) reported for a
member will ultimately affect the tax free portion of his future TRSL
retirement benefit payments. Therefore, TRSL must ensure each member’s
contributions type is correct for each fiscal year of employment.

If a member’s contributions type has been incorrectly reported for a prior
fiscal year (such as a workers’ compensation issue or a member who has
made after tax contributions while on military leave), the employer should
process an online Prior Year Correction, even if the total actual earnings
amount is correct and/or the service credit has already been certified.

For Salary Correction Comment section, select “Sheltered/Unsheltered
switch” from the Reason field drop-down box.

Salary Correction Comment

Instructions for using Salary Comment:

1. Select a reason for the correction.

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

Reason: | —— ——
Earmnings reported in July but earned in June

Owverstated Salaries/Contributions _|
Understated Salaries/Contributions

Audit Compliance

C Sheltered/Unsheltered switch :l Sub

For Salary Correction Full-Time section, use the Comment field to address
reason for changing/correcting the contributions type.

Comment:
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EXAMPLES:

Moving all contributions/salary to Sheltered
Moving all contributions/salary to Unsheltered
Moving part of contributions to Unsheltered
Moving part of contributions to Sheltered

Instructions for using Full-Time Comment:

1. Reguired 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
i= not chosen in which case the comment is required.

Reason: | W |

Comment: | Move part of salary to unsheltered k

October 2023

Correcting all Fiscal Year contributions from Sheltered to
Unsheltered

If a member’s contributions were reported as sheltered (pre-tax), but all of
the contributions were actually unsheltered (after tax) for a closed fiscal
year, use the following steps to process the prior year correction:

1. Onthe Sheltered ling, click “Delete Posting” to remove Sheltered
earnings/contributions.

Prior Year Salary Corrections

Type

SSN:
Name:
System:

Contribution |

Employer 1D: SC BD
HA Fiscal Year: 2007
4

Employer | Actual Earninusi Contribution |  Full Time Sarvinei Comment
Indicator | | Amount Earnings Credit |

Snelleredl Primary | 19,559.00 . 1,564.68 | 19,55%.00 ‘100!

[] Add Unsheltered:

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 Sh
4. If you do not want to change posted Sheltered values when adding Unsheltered, leave the Sheltered actual earnin

] Click Here l

Actual Earnings Full-Time Earnings Delete Postil

Sheltered:'-—-.__________i_____ | | | >
—_— E——

DQ,/

2. Click on the box next to "Add Unsheltered.”
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Actual Earnings Full-Time Earnings Delete Posting

E Add Unsheltered:
&

3. Fields will open for Actual Earnings and Full-time Earnings to
report as Unsheltered.

4. Enter appropriate amounts, even if the total earnings do not
change. This step will correct the contributions to Unsheltered.

Prior Year Salary Corrections

SSN:

Name:
System: 4
Full Time
Earnings

Contribution |
Amount

Contribution |
Type

Sheitered | Primary

Employer
Indicator

I Actual Eamnings

19,559.00 | 1,564.68 ‘ 19,559.00

Employer ID:

SCBD

Fiscal Year: 2007

iS‘er\cice‘
| Credit

Comment

1.00

Instructions for using Prior Ygar Salary Corrections:

1. Enter the actual earnings and full-ti

earnings and click "Submit” if replacing|
2. Click "Delete Posting” to delete the Sh&{tered posting for the year.

3. Click "Add Unsheltered” to open the UnsMgltered line for editing. Enter the com
4. If you do not want to change posted Sheltiged values when adding Unsheltered;

Example when Actual Earnings do not
change, member worked a full year of
service, and ALL contribs are changing
from Shelt to Unshelt.

—

\Actual Earnings

19558

Add Unsheltered:

Full-Time Earnings Delete Posting

19558

5. Complete the Salary Correction Comment section by selecting
“Sheltered/Unsheltered switch” from the Reason field drop-down box.

6. In Salary Correction Full-Time section, enter a Comment about the

reason for the correction.

7. Select the "Submit” button at the bottom of the screen.

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

mmmmsumm:h.:asuhumqlent is required.

Reason: | Sheltered/Unsheltered switch | v

Comment: | |

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
is not chosen in which case the comment is required.

Reason: |

v]

| Comment: !Moving salary to unsheltered

]

Submit ]

WWW.TRSL.org e 1-877-ASK-TRSL e web.master@trsl.org § 4.0 - Contribution Reporting



qz;r RSL EMPLOYER MANUAL E3

INDEX 4.0: Contribution Reporting & Corrections October 2023

Correcting all Fiscal Year contributions from Unsheltered to

CONTENTS Sheltered
o _ If a member’s contributions were reported as unsheltered (after tax), but
Contributions & report_m}z all of the contributions were actually sheltered (pre-tax) for a closed fiscal
Earnable compensation year, process the prior year correction as follows:
Monthly salary & _ o y
contribution reports 1. On the Unsheltered line, click “Delete Posting” to remove
Special cases Unsheltered earnings/contributions.
Leave without pay 2. Click on the box next to “Add Sheltered.”
Docked by substitute i i
Extended sick leave Prior Year Salary Corrections
Sabbatical leave SSN: ) Employer ID: SCED
Name: 1A Fiscal Year: 2016
100% accrual e
Part-time employees Sl ol | Eorero | S e ey
Workers’ ComDensat|on Unsheltered 2mary_| 20,721.96 | 1,657.80 20,721.96 "mu |
DROP Da rt|C| Datlon Instructions for using Prior Year Salary Corrections:
Furloughed emDIOVeeS 1. Enter the actual earnings and full-time earnings and click "Submit” if replacing Unsheltered data that has been posted for the
year.
USERRA m I | |ta rV |eave § EEEE ::Ezftsehepi:glj'“;U:pez;:t;?:hirll::r?;elz:g ?;:Sgi%:i;: ?Z]:t:f?ﬂ:.e combined full-time earnings on the Unsheltered line.

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

Charter organizations

Operatln,o‘- m U|t|D|e SChOOls . Actual Earnings Full-Time Earnings Delete Posting
Dual positions - Plan B B
. [] Add Sheltered:
parishes
Employer payments/accounts . . ' . .
Remitting contributions & 3. Fields will open for Actual Earnings and Full-time Earnings to
payments to TRSL report as Sheltered.
EEn&?Isover account screens 4. Enter appropriate amounts, even if the total earnings do not
(EMIS) - change, to change the contributions to Sheltered.
Salary/contribution errors
Salary rejections Prior Year Salary Corrections
Contrib exception report S ) Employer ID: scoo
Enrolled Not Reported - g Fiscaloars amie
ReDOI’ting Not EnrO”ed C.m%:.;m" \ fn".fli"fr' o Eammgs_ CJA":?::?" E‘;Ir‘n-l[:l:: }Er:ﬂﬁe Example when Actual Earnings do not
salary/contribution (Eety oy Cmow ) vem | mrmn | || Shonge member wated il year ol
corrections from Unshelt to Shelt.
- . . i Instructions for using Prior Year Salary Corrections:
Contnbutlons Correctlons 1. Enter the actual earnings and full-tirdg earnings and click "Submit” if replacing Unsheltered data that has been posted for the
Prlor Vear Salarv COrreCthnS ;?Eg{lick "Delete Posting” to delete the Unshhjtered posting for the year.
. 3. Click "Add Sheltered” to open the Shelteredline for editing. Enter the combined full-time earnings on the Unsheltered line.
ROI |0Ver earnings 4. If you do not want to change posted Unshelt&ed values when adding Sheltered, leave the Unsheltered actual earnings box empty.
S he Itered/u nShe Ite red \C\::tual Earnings Full-Time Earnings Delete Posting
contributions s s X B

[ Add Sheltered: [ 207219 20721.96

Terminations
Frequently asked questions
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Complete the Salary Correction Comment section by selecting
“Sheltered/Unsheltered switch” from the Reason field drop-down
box.

In Salary Correction Full-Time section, enter a Comment about the
reason for the correction.

Select the “Submit” button at the bottom of the screen.

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

I i ent is required.
Reason: |She\lered!Uﬂsheltered switch | v|

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
is not chosen in which case the comment is required.

Comment: ! |

Reason: | v|

|Corr|rnent: ![Vlovir'l_g salary to sheltered I
} e .

1]
Submit

Correcting contributions to report both Sheltered and
Unsheltered for the same fiscal year

There may be times when a member made both sheltered and
unsheltered contributions during the same fiscal year. If the fiscal year
is closed and the member’s contributions were reported as all sheltered
or all unsheltered, the employer must process a prior year correction to
specify the correct sheltered and unsheltered amounts.

EXAMPLE: Changing from all Sheltered to Unsheltered and Sheltered

Follow the steps below to process this type of correction:

1.

On the Sheltered ling, enter the correct amounts for Actual
earnings and Full-time Earnings to specify Sheltered earnings/
contributions.

Click on the box next to “Add Unsheltered.”
Field will open for Actual Earnings to report as Unsheltered.

Enter appropriate amount, even if the total earnings do not
change, to specify how much should be unsheltered.
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Prior Year Salary Corrections
SSN: 0 Employer ID: SC BD
Name: 4 Fiscal Year: 2013
System: 4

Contribution | Employer | Actual Eanings | Gontribution Full Time  |Service| Comment

Type | Indicator | | Amount | Eamings | Credit |

Sheltered Primary i 21,141.00 | 1,691.28 21,141.00 1.00

Instructions for using Prior Xear Salary Corrections:

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

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

4. If you do pot want to change posted SheltéNgd values when adding Unsheltered, leave the Sheltered actual earnings box empty.

Actual Earnings Full-Time Earnings Delete Posting
Sheltered: | 16141 21141 O
Add Unsheltered: | 5000]

| $16141 Shelt + $5000 Unsh = $21141 Total Actual Earnings for the FY i

5. Double-check the total Actual Earnings entered by adding up

the Actual Earnings figure on the Sheltered line and the Actual
Earnings figure on the Unsheltered line.

6. Complete the Salary Correction Comment section by selecting

“Sheltered/Unsheltered switch” from the Reason field drop-down
box.

7. In Salary Correction Full-Time section, enter a Comment about the

reason for the correction.

8. Select the “Submit” button at the bottom of the screen.

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
| ey | Chelteredl Insheltered switch ) is not chosen in which case the comment is required.

Comment: i Reason;| v|

Comment: ?!!.9:‘55!5.99!.?19._@1._1_39..915!1]_ |

Submit ]

Rollover earnings

Sheltered/unsheltered
contributions

Terminations
Frequently asked questions
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Correcting contributions from Sheltered and Unsheltered to all
Sheltered or all Unsheltered for the same fiscal year

If the member’s salary and contributions were originally reported as both
sheltered and unsheltered in a single fiscal year, the entry will appear as
a double-line on TRSL's records. If the member actually should have only
made either all sheltered or all unsheltered amounts, the employer must
process a prior year correction to correct the earnings to the correct
contributions type.

EXAMPLE: Changing from Sheltered and Unsheltered to all Sheltered

1. Onthe Sheltered ling, enter the correct total Actual earnings and
Full-time Earnings for the fiscal year. This figure will become the
new Sheltered earnings/contributions amount.

Prior Year Salary Corrections

Employer ID: SCBD

| $455 Shelt + $1960 Unsh = 52415 | proa v

System: 4

Actual Earnings |  Contribution Full Time  |Service| Comment
| Amount |  Eamings | Credit |

Employer
Type |  Indicator

Sheltered Primary
|
(Unshe(tera Primary |

Instructions for using Prior Yéqr Salary Corrections:

0.38 iQUESTlDNABLE YEAR

0.00 |QUESTIONABLE YEAR

1. Check "No Correction” on the Sheltered o™{Jnsheltered line to leave a posting unchanged.
2. Click "Delete Posting” to delete the SheltereMor Unsheltered posting for the year.
3. Enter the combined full-time earnings on the chgtribution line that contains the full-time box.

Ne Correction Actual Earnings Full-Time Earnings Delete Posting
1 Sheltered: 2415.00 | 6300.00 O
0 Unsheltered: [ | O

2. 0Onthe Unsheltered line, click “Delete Posting” to remove
Unsheltered earnings/contributions.

3. The Unsheltered line will disable (become ‘grayed out’).

No Correction Actual Earnings Full-Time Earnings Delete Posting
o Sheltered: | 2415.00] | e300.00] o

O Unsheltered:

4. Double-check the new total Actual Earnings entered by comparing
the new Actual Earnings figure on the Sheltered line with the
current postings on TRSL's records.

5. Complete the Salary Correction Comment section by selecting
“Sheltered/Unsheltered switch” from the Reason field drop-down
box.

6. In Salary Correction Full-Time section, enter a Comment about the
reason for the correction.
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7. Select the “Submit” button at the bottom of the screen.

Salary Correction Full-Time
Contributions & reDorung Instructions for using Salary Comment: Instructions for using Full-Time Comment:
a 1. Select a reason for the correction. 1. Required for Primary when the Full-Time is different.
Earnable ComDensatlon 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
MOﬂth|V Sa|arV & reason is not chosen in which case the comment is required. to clarify the change. The comment is optional unless a reason
Contrlbutlon reDortS | Roatan: | Sheltereai meheRored swich - is not chosen in which case the comment is required.
T | Reason: | V|
o Comment: |
Special cases Comment: ANl Sheltered Sub 65/180 |
Leave without pay .
Submit

Docked by substitute
Extended sick leave Journal Entry screen
Sabbatical leave
100% accrual

Each time an employer submits a completed prior year salary correction,
the transaction will create a record on the employer’s Journal Entry

Part-time employees screen. These records will result in either a charge or credit to the
Workers” compensation employer account. The Journal Entry screen will also identify “Actuarial JE”
DROP participation records, which are prior year corrections more than three years old that
Furloughed employees increase your employee’s actual earnings and contributions.

USERRA military leave

Charter organizations
operating multiple schools

Employers should review the Journal Entry screen every month to stay up-
to-date on all additional charges or credits to the employer’s account.

Dual positions - Plan B How to view your agency’s Journal Entry screen
parishes M " ]
[ ]

Employer payments/accounts ﬁ/leeliit Journal Entry” under Employers . Employers Repurts
Rem|tt|n2 Contl’ibutions & . . . Employer Contribution Accounts Re
payments to TRSL e Enter Fiscal Year in YYYY format. IO, E— |

. " . . mployer Contribution Charges
Employer account screens e (Click "Select™ to retrieve all PYCs
. ] Employer Payments
(EMIS) processed for the fiscal year specified.

Salary/contribution errors e Select the JE number to retrieve and ki i—

Salary rejections review a specific PYC. All PYCs from the Employer Hotations
Contrib exception report JE screen will also appear as charges i E| B iwnial Eniry
Enrolled Not Reported or credits on your agency's Employer —

Reporting Not Enrolled Payments screen.

Salary/contribution + o

corrections s
Contributions corrections e = . e
Prlor Vear Salarv COrreCthnS ‘ JE Date Féz‘;:‘;::lrl SSN %Name iPrepared By
Rollover earnings | 2 gropans | 208 | @ e

28315 | 07/21/2016 2014 42 i
Sheltered/unSheItered | .2_832:. ‘.07f22.f20‘\6.‘ 2011 12 3'
Contr|but|0n3 @ | 07125.’1076‘ 2000 [ 55 :'l WARIE |

Termlnatlons | &; .071"27."20'\6.‘ 2016 03 ..HM |

T o ) &; liActuariaLJEﬂ 07/29/2016 | 2017 i és \ ANN iTRSL-KarLa

Frequently asked questions e NeewsriJorsams vy | s an TS kara
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Terminations

Employers are responsible for processing member terminations for TRSL-
covered employees who resign, change to a non-covered position at your
agency, or are approved for TRSL disability retirement. Terminations due
to service retirement, DROP participation, or death will be updated by
TRSL upon receipt of the member’s retirement/DROP application or death
notification.

The termination date notifies TRSL that an employee will no longer be
reported on the monthly contributions report. If an employee is on an
official leave of absence and is expected to return to active employment,
no terminations should be submitted or processed.

Refer to “"How to report special cases on the monthly salary/contributions
report” (in this index) for more details on reporting employees on leave

without pay.

Terminations should be processed within 30 days of the member’s

last day of work or last day of official leave. Termination dates play an
important role as it applies to pension-related reporting requirements of
the Governmental Accounting Standards Board (GASB). Therefore, TRSL
urges all reporting agencies to terminate a TRSL-covered employee as
soon as they receive notice that the employee has resigned or changed to
a non-covered position.

Online terminations

TRSL recommends terminations for active and return-to-work retirees to
be processed online through EMIS, our secure employer access database.
Designated employer personnel must be specifically authorized to
perform terminations on Authorized Contacts (Form 1). See Index 1.0 for

more details.
Updates I!!!

Annual LeavJ"}!pdale

EMIS instructions for online terminations
e Loginto EMIS.
e Under Updates tab, select “Terminations.”

e Enter the employee’s SSN on the left side of
the screen. Click Select.

e Once employment record is retrieved, click
Edit ' Questionable Year Certifica

Contribution Correction

Home Address Update

e Enter the termination date (last day of work Shoi Leave Dy Paid s

or last day of leave) using MM/DD/YYYY
format.

| Sick Leave Update

Terminations
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e Under Months of Contract field, select the correct months of contract
for the terminating member (9, 10, 11, or 12).

e Click Update. The termination will be processed immediately; no paper
form will be needed for TRSL.

Terminations

SSN: Employer: 0097 TRSL
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.

Termination|

System Employment Date
12/17/2001

Terminations

SSN: Employer: 0097 TRSL
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 ‘Updata’.
3. Click 'Cancel to undo changes entered or to return to the initial display.

Terminations

Employment has been terminated.

SSN: Employer: 0097 TRSL
Name:

The employer will not be able to change the termination date once it's
been added to the member’s record. If a termination date needs to be
corrected, please contact your assigned Retirement Analyst Liaison for
assistance.

Form 4C terminations (paper form)

The preferred method to process terminations is via the online
terminations program available through EMIS. However, there are

times when TRSL may require a hard-copy termination form. For these
situations, the agency should submit the Employment Terminations (Form
4C) within 30 days of the employee’s termination date.

If completing terminations via Form 4C, the form must be signed by an
authorized signer for your agency (designated employer personnel
whose authorized signature is on file with TRSL).
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Frequently asked questions

1. Our agency'’s school food service workers receive a
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uniform allowance of $250 per school year as part of their
salary. Will this portion of their salary have to be reported
to TRSL?

Because your school food service employees receive a fixed
amount on a regular basis for the uniform allowance, regardless
of actual expenses, these payments are considered earnable
compensation and should be included in your salary and
contribution reports. If employees received reimbursements for
actual expenses, then those payments would not be considered
earnable compensation (not reportable).

. How do you report TRSL contributions paid at the

beginning of one fiscal year but earned in the prior fiscal
year?

If the year is still open, you will need to process an online
contributions correction. If the year is closed, you will need to
submit a prior year salary correction.

. Our agency received a Journal Entry charge from TRSL due

to a prior year salary correction. How do we remit this
payment to TRSL and ensure it is credited to our agency’s
account?

Remit your agency’s payment (payable to TRSL) with a copy of
the Journal Entry invoice and a completed Payment Distribution
Voucher (Form 4D), to specify the amount of member sheltered,
member unsheltered, and/or employer portions. Allow
approximately seven business days for TRSL processing. Your
payment will display on the Employer Payments screen in EMIS
as positive figures, split into member sheltered, unsheltered, and
employer portions — as specified on the Form 4D. The effective
date will be the date your payment was received.

. One of our employees has just retired, and his final

paycheck earnings and contributions appear on our
agency's Salary Rejections report. How do I fix this?

If the salary and contributions amounts appearing on the
Rejections report for this employee are “earnable compensation”
(i.e. no sick or annual leave payout) earned prior to his termination
date, then your agency will need to process an online contribution
correction to add this salary no later than the month following his
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termination date. If the fiscal year has been closed out, you will
need to process a prior year salary correction.

. The same employee keeps showing up on our agency'’s

Contributions Exception report for “contribution

type invalid.” Every month, I correct his record with a
contribution correction to change his contributions from
unsheltered to sheltered. (He is an active employee, not a
TRSL retiree.) How do | keep him from re-appearing on the
Exceptions report?

This employee’s salary and contributions were reported on your
agency’s monthly contributions report as unsheltered (type 10).
You will need to look at your agency’s own software and payroll
records to ensure you are not withholding TRSL contributions on
an after tax (unsheltered) basis. Once you fix the payroll records
on your side [contributions are coded to withhold as sheltered
(pre-tax)], ensure his salary and contributions information are
reported as type 30 (sheltered) in your monthly contributions
reports.

. I have just processed a contributions correction (CCR)

through EMIS. When will the corrections update on the
TRSL account screens?

Contribution corrections (CCRs) are updated in real time and will
be reflected on all corresponding screens (Monthly Contribution
Charges, Accounts Receivable (A/R), Monthly Salary/Contributions,
etc.) immediately.
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