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Online Processes



Friendly reminders

• This presentation contains general information.

• It is meant to be used as a guide during the webinar.

• All participants are muted during the webinar.

• Have a question?

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

• There will be a question-and-answer period at the end of the 
webinar.

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



Go To Webinar features

Download
handouts

from today’s webinar 
here.

Type 
questions 

here.



What you need to know…

• The importance of accurate member records

• Employer/Membership Information Site (EMIS)

• Online Processes

» Contribution Correction

» Prior Year Salary Correction

» Full-Time Only Correction (FTO)

» Questionable Year Certification (QY)

• When to use Full-Time Only Correction vs. Questionable Year 
Certification



Why is accuracy so important?

• TRSL-covered employers are responsible for reporting accurate 
salary information.

» Service credit is derived from dividing actual earnings by full-
time earnings.

» Service credit is one of the three components of the benefit 
calculation formula.

• Since data isn’t always accurately reported, employers are 
responsible for corrections.

» For example, the data reported for a member in a particular 
fiscal year might not meet the criteria for a questionable year. It 
is the employer’s responsibility to make corrections for all years, 
regardless of whether they are listed as questionable.



Employer/Membership Information Site (EMIS)

• Secure access to TRSL’s 
membership database

• Authorized personnel can 
view and update certain 
member information



What are the online processes?

• Current year

» Contribution Correction

• Prior year

» Prior Year Salary Correction

» Full-Time Only Correction

» Questionable Year Certification



How do I correct information 
during the current fiscal year?

• You can correct current year salaries and contributions that were reported 
on the monthly contributions report. You can add, delete, or replace 
actual earnings, or full-time earnings previously reported.

» Add will add earnings and contributions; valid when a specific SSN was 
not on the original contributions report.

» Delete will delete the earnings and contributions reported; valid when 
a specific SSN was not supposed to be on the original contributions 
report.

» Replace will replace previously reported earnings and contributions.  
(The incorrect information was previously reported and is now being 
replaced with the correct information.)



Let’s look at the Contribution 
Correction feature.



Questionable 
Year Process 

Chart

• Always check for the most 
recent version at 
www.TRSL.org



The year is closed out. 
What online process should I use?

Is service credit correct?

YES: Use Questionable
Year Certification.

NO: Use Full-Time Only Correction to enter 
the same full-time earnings.

Are full-time earnings reported correctly?

YES: Proceed to the
final question. NO: Use Full-Time Only Correction.

Are actual earnings reported correctly?

YES: Proceed to the next question. NO: Use Prior Year Correction



You’ve determined the actual earnings 
posted were incorrect.

• Prior Year Salary Corrections is 
the online feature used to 
correct prior year earnings and 
contributions.

• Must be processed online.

• Employers will be charged 
member and employer 
contributions plus interest, at 
the legal interest rate, for 
corrections to periods of up to 
three years after the 
contributions reports were 
due.



Will I be charged for a 
prior year salary correction?

• Yes, employers are charged for prior year salary corrections. 
The time frame of the correction determines what the 
employer will be charged.

» For periods up to three years: The employer will be 
charged member and employer contributions plus interest 
at the legal interest rate.

» For periods more than three years: The employer will be 
charged the greater of the actuarial cost or the member 
and employer contributions plus interest at TRSL’s 
assumed actuarial valuation rate.



When are corrections for salary changes 
considered purchases of service credit?

• Corrections for salary changes
are considered purchases of
service credit when the
correction is for a fiscal year
greater than three years old
and results in an increase in
salary and service credit.

• Once TRSL has reviewed the
correction, we will request an
actuarial fee of $150 and certification of any questionable years. The fee and questionable years 
must be submitted within 30 days in order for the correction to be processed.

• The actuarial cost is then computed by TRSL’s actuary.  TRSL then compares that cost to the total 
contributions and interest and charges the employer the greater of the two.



Full-time Only actuarial cost

Full-Time Only Corrections can 
also result in an actuarial cost.

» Employers are liable for
any cost resulting from service 
credit corrections made more 
than three years after the 
contributions report was due.



Were full-time earnings incorrect?

• Full-Time Only Corrections
should be used once you 
determine the incorrect 
amount was reported.

• The full-time earnings 
should be the amount the 
employee would have 
earned if he had worked a 
full contract at 100% effort 
plus extra earnings.

• This feature updates a 
member’s service credit.



Special note on part-time employees

• Employees are considered part-time (P/T) for the purpose of 
earning service credit for eligibility purposes if they are 
scheduled to work a full normal work week (typically five days 
a week) but are scheduled to work less than a full normal day.

• Two types of credit related to P/T employment:

» Service Credit for Benefit Computation
(to calculate retirement benefit)

» Service Credit for Eligibility Purposes
(to determine eligibility for retirement)



All information reported is correct.

• Questionable Year
Certification certifies
that earnings reported
and service credit
derived are correct.

• Please review for
reasonableness before
using this feature.

• The actual earnings and
full-time earnings
reported are correct.

• This feature will not update service credit.



EXAMPLE: Questionable Year 
certification

19



EXAMPLE: Questionable Year 
certification

20



FTO Correction and QY Certification 
are not interchangeable.

• Both functions certify service credit.

• To determine which feature to use, check these components:

» Service credit

» Actual earnings

» Full-time earnings

• If all are correct, use Questionable Year Certification.

• If full-time earnings reported are incorrect, use Full-Time Only Correction.

» Even if full-time earnings listed are correct, you may need to use this 
feature to remove the questionable year comment.



Wrap-up

• You can correct salary and contributions in the current fiscal year.

» Use the Contribution Correction feature.

• There are three online features to certify/correct closed out fiscal years.

» Use Prior Year Salary Correction to correct actual earnings.

» Use Full-Time Only Correction to correct full-time earnings.

» Use Questionable Year Certification if all information reported is correct 
and reasonable.

• Employers are responsible for correcting any discrepancies found, even if they 
do not appear on a letter or report.

» Some information may not meet TRSL’s criteria for questioning.  However, 
if you know it is wrong, you need to correct it.



Employer Services Department

• Focuses exclusively on employer needs.

• Its primary responsibility is to assist and train employers:

» To be in compliance with state and federal laws governing 
TRSL’s defined benefit plans and the Optional Retirement 
Plan (ORP)

» Other employer-related issues



Contact your Accountant Liaison

• To view your agency's liaisons, use the search box. You can search 
by the employer name, employer ID, or liaison’s first or last name. 
You will see an accountant liaison and a retirement analyst liaison 
for each agency.

• From the home page at www.TRSL.org, follow the Employers tab to 
the “TRSL Liaison” page.

http://www.trsl.org/


Employer training

• Upon request, we provide customized training and support with any 
of the following reporting tasks:

» Retrieval, review, and completion of outstanding questionable 
year reports

» Completion of sick and/or leave data reporting

» Information gathering

• Please note: TRSL is currently not conducting on-site training due to 
COVID-19.  We plan to launch virtual employer training via GoTo
Webinar soon. Stay tuned for more details…

SHARON LACHNEY
225-925-4097 

sharon.lachney@trsl.org

HEATHER LANDRY
225-925-7093

heather.landry@trsl.org



Check out our online Procedures 
Manual

Available at www.trsl.org



Questions?



The Key is published electronically.

Published four times a year:

• February

• May

• August

• November. 



We are here for you!

Follow us on Twitter!

Local phone: (225) 925-6446

Toll free (outside Baton Rouge):
1-877-ASK-TRSL (1-877-275-8775)

www.TRSL.org • web.master@trsl.org

Like us on Facebook!

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