Agenda

Employer Membership Information Site
(EMIS)/Authorized Contacts

- TRSL Eligibility and Enrollments
Optional Retirement Plan
Monthly Contribution/Salary Reporting

- Service Credit Cerfifications/Corrections
Retirement Processes/Issues
Return-to-Work in TRSL-Covered Positions
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1.0: Authorized Contacts & Employer Directory Contacts

Provides an overview of TRSL's employer access database and

how to obtain employer access fo EMIS
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Employer/Member Information System (EMIS)

TRSL's employer database

Employers can
- Certify/correct employee data
- Upload required files/reports
- View various reports

ASK TRSL EMPLOYER ACCESS|

 TRSL.org

TRSL homepage

FORMS  LEGISLATION ~ NEWS  CONTACT US

sul
52 Logd
agency Certification (Form 118)

Updates

Annual Leave Updte
Contribution Correction

Envallments

Full-Time Only Corrections

Furlough Certfcation and Update

Home Addrez: Update

oR salary Entry (up to 100 employee: only)

Prior ear Salary Corrections

Questionable Year Certifcation

Retiree Voluntary/Insurance Deduetion

Satary Contribution Entry (up to 100 employees anly)
Sick Leave Days Paid Update

Sick Loave Add and/or Updste

Terminations
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EMIS system codes

ACTIVE (a) 07/19/2021

Sz positions

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

System &

higher education; irevocable election

ORP (Optional Retirement Plan) - Defined Contribution Plan; for
employees who choose ORP instead of TRSL's Regular Plan (System 4) —
available for unclassified employees at Louisiana public institutions of

Form 1: Authorized Contacts

Grants EMIS access rights to designated employer
personnel

Section 2 (Authorized signer):
v'Check all access rights desired for each designated
employer personnel
+ Must include staff member's signature for access other
than Inquiry

ATRSL Auhorizedconacs

- Complete bottom of section 2 to delete pi y
designated personnel no longer needing TRSL database
access for your agency

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

[== i} 8 8

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

O nquiry [ enroliments O sickannual leav
[ Prior year certifications/corrections [ Terminations O Ageny Certfica
[ Retiree insurance deduction [ File submission O salary report (onf
[ Home address update O contribution correction [Z] ORP salary repor{




EMIS access rights

Inquiry (INQ)

Offers view-only access

Enroliments (ENR)

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

Sick/Annual Leave

« Sick Leave - Use to update employers’ sick leave usage

Update/Corrections « Annuadl Leave - (Higher ed and state agencies only) - Use to
(SLU) report annual leave balances

Prior Year Use to update Actual Earnings (gross earnable compensation),
Certifications/ Full-Time Only Eamings, and Questionable Year Certifications for a

Corrections (PYC)

closed out (or prior) fiscal year

Terminations (TRM)

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

Agency Certification

Form 11B (AGC)

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

Description of access rights available on reverse side of TRSL's Authorized

Contacts (Form 1)
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EMIS access rights (cont'd)

(INS)

Retiree Insurance Deduction

(For non-Office of Group Benefits employers) - Use to
report or update insurance deductions from retiree's
benefit check

File Submission (FSM)

Use fo upload required files/reports securely without
encryption

Salary Report (SAL)

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

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

Contributions Corrections

Use to add, delete, or replace employee's monthly
actual and/or full-time eamings during the current fiscal

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

ORP participants during the current fiscal year

Description of access rights available on reverse side of TRSL's Authorized

Contacts (Form 1)

Form 1EDC: Employer Directory Contacts

Updates or replaces agency contacts

« Ensure your agency has the following designated

contacts:

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

Retirement Contact (RC) - Employer request
letters addressed fo RC

« Include email addresses/phone numbers, including
extension/position title for each contact

NOTE: Not all categories require an employer contact.
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Keep employer contacts up o e
to date oy Conrution Crres

Employer Payments

Employer Contacts

Use Employer Directory Contacts
(Form 1EDC) to update Employer
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Contacts.

| Employer Contacts

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

Tip: Review Employer Contacts screen
twice a year

1
¥
lz;TRSL EMPLOYER MANUAL
NDEX2.0:TRSL Membership o (—

Inx 2.0: TRSL Mebe ship

Employer's reference guide on TRSL membership
eligibility and enrollments process for non-retirees

REQUIRED FORMS

TRSL membership eligibility (Non-retirees)
Eligible positions per definition of “Teacher” - R.S. 11:701(35)

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

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

« Exception: J-1 visa holders are TRSL eligible

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

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

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

Ten (10) year rule

« Ten or more years of eligibility Five or more years of eligibility
service credit service credit

W-2 employees only Applies ONLY to lab school

Can work 20 hours or less per week classroom teachers who are paid
with W-2 earnings

Can work 20 hours or less per
week

Membership Eligibility - SPECIAL CONDITIONS

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

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

Secondary employment

Has primary employment at another If ORP participants are 100% vested,
TRSL-reporting agency, while also continued participation is mandatory
working part-time, seasonal, or even if future employment in a TRSL
temporary in a TRSL-eligible position at eligible position is part-time, seasonal,
your agency or temporary.

v W-2 earnings v W2 earnings

v Form 1099 payments — v Form 1099 payments — if

certain criteria secondary employment rule
applies

Membership Eligibility - SPECIAL CONDITIOS

Form 1099 payments - certain criteria (Non-Retirees)

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

. " * Do not report 1099 earnings
Concurrently working part-time/seasonal/temporary at ONLY for TRSL non-retirees.

another TRSL-covered employer in a TRSL-covered position

and receives Form 1099 payments at the secondary « Non-retiree must be a current
agency W-2 employee who meets
Primary Employment criteric
B at another TRSL-eligible
Enroll under “Secondary” employer type if any of the employer. <

following occur:

- The individual 1099 contract is for more than $1,000 T

- The cumulative amount of 1099 payments issued by a
single employer to the employee exceeds $15,000 in a
fiscal year, then all payments in excess of $15,000 are
considered earnable compensation
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Adjuncts (Non-retirees)

Traditional adjuncts teach scheduled number of credit hours each semester
+ Must determine eligibility EACH semester

Eligibility to enroll Adjuncts:

- Must have 10 years TRSL service credit for eligibility to include part-time,
seasonal, or temporary adjuncts or

- Must work at least 50% of Full-time and NOT be seasonal or temporary or

- Must meet Secondary Employment criteria to include part-time, seasonal,
or temporary adjuncts

SECONDARY EMPLOYMENT: Part-time/seasonal/temporary employee working in
a TRSL-eligible position at your agency and also has an existing primary
enrollment with another TRSL-reporting agency

Eligibility for adjuncts (non-retirees)

Fall & Spring Semesters: If 15 hours is Full-time
-9 hours/15 hours = 60% ELIGIBLE (Fall or Spring)
= 6 hours/15 hours = 40% NOT ELIGIBLE (Fall or Spring)
- Unless vested with 10-years of eligibility or Secondary employment

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

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

Check employee’s status

Prior to enroliment of an employee who will be temporary, seasonal, or part-
time (working less than 50% of full-time or 20 hours or less per week), use
Member Summary screen to check employee's TRSL membership status and
number of years of service credit for eligibility

. Enter Employes SSN under Query Members
ecord Member Summary
Fember Summary
mbars Hen P
[ sciect | Account History

mnowe e

Status Information
N S

TRSL Regular Plan Information
o e G7353508 e Compe 1,65
it ety Bty bt

[Er——




Enrollments process

Documents to include in hiring packet

1. Enroliment Application/Employment Notification (Form 2) - optional
« Do not submit to TRSL. Use to process online enrollment.

2. Forfeiture of Retirement Benefits/Attestation of Understanding (Form 2FRB)
« Do not submit to TRSL. TRSL will request if needed.

3. Statement Concerning Your Employment in a Job Not Covered by Social

Security (Form 2SS)

« Submit a copy of the form to TRSL; employer retains the original
4. Beneficiary Designation for Non-Retired Members (Form 3)

« Submit original to TRSL timely

* Employee/member responsibility to submit form

Form 2: Enroliment Application/Employment Notification - Optional

Use information provided in Sections 1 -3
to complete online enroliment process

NOTE: Always double-check employee's
SSN entered on Form 2 matches the
number on the employee’s Social Security
card

Do not send Form 2 to TRSLI**

- Keep original signed form in employees'
personnel records

**Exception: Only send completed Form 2
to TRSL if unable to enroll online

4TRSL

20

Form 2FRB: Forfeiture of Retirement Benefits — Attestation of

Understanding

Online enrollment process will require
agency to verify if the employee has
completed and signed the Form 2FRB

All new hires are required to complete
Form 2FRB
- Keep original signed form in
employees' personnel records
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Form 2SS: Statement Concerning Employmentin a
Job Not Covered by Social Security

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

All new hires are required to complete and sign

the Form 2SS

- Forward a copy of the completed form to
TRSL; the employer retains the original 3

HTRSL. (o Aavowesme gy =
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Form 3: Beneficiary Designation for Non-Retired Members

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

TRSL

- TRSL only recognizes the Form 3 on file at

fime of a non-retiree's death

« Forms submitted after a member's death

are not accepted

Enroliment process

Online enroliments in EMIS

Enroliment deadlines from date
of hire:

« 60 days for active members
« 30 days for retirees

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

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

Submit Files ~
Agency Certification (Form 118)

Updates

Annual Leave Update

Contribution Correction

Full-Time Only Corrections

Always Double-Check:
Compare SSN entered to
the employee's S8 card

Enrollments

Envolmentsallows employers and TRSL to envoll members n TRSL.

Her SN ad cicking Seect e
toalow the specc enroliment to be procesed. The enrliment will e adding a member
toTRSL, processing 1 envoliment fo a member wha abready belongs o TRSLor

wrk,

Must have Enrollments access right designated on Authorized Contacts (Form 1)




Enroliments screen

Example entry screen if the employee has
never confributed fo TRSL before

Tips:
- Double-check SSN: Compare SSN entered
to employee’s Social Security card
- Do Not enroll and term with the same date

« Do Not use an invalid “dummy" SSN when
enrolling

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

Agency Certification (Form 118)

Annual Leave Update
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Contribution Correction

Full-Time Only Corrections

Online enroliment confirmation

Look for confirmation message to ensure successful online enroliment.

Enrollments

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

Status Information
System Status Status Code Status Date
[ACTIVE ) 01/23/2023

Enroliments - SPECIAL CONDITIONS
DROP member enroliments
When enrolling a new hire currently in TRSL's DROP, enrollments screen will

display “DROP Member" message (example below). Contfinue online
enroliment.

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

SSN: !
Name:

Instructions for Enrolling Existing Members:

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

Status Information
System atus Status Code atus Date
4 DROP MBR (ID) 05/02/2022




Enroliments - SPECIAL CONDITIONS
DROP member enroliments (cont'd)

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

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

No retirement contributions required - member's DROP participation continues if
no break in service
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Enroliments - SPECIAL CONDITIONS
Enroliment error - ORP status

EMIS online enroliment not allowed for employees in ORP (Optional
Retirement Plan)

Enroll with Form 16, Application for Optional Retirement Plan or
Change of Carrier

TRS Teachers Retirement.
System of a

Employers -

Query Record

SSN

Enrollments
ORP status exists

1.

Enrollments - SPECIAL CONDITIONS
Unable to enroll online - general error message

Ensure the following data entered
in Enroliments program is correct:

« Social Security number Enrollments

+ Enroliment date (first day of There was an error processing your request. Please
Wf)f_K or first day of TRSL try again later. If you continue to receive this
eligibility) message, contact helpdesk@trsl.org for assistance.

Date of Birth:

Re-try online enroliment if any of
the above data previously Status Information
entered incorrectly. Status Status Code

Status Date

Contact TRSL's helpdesk at the
email address provided if you

No Enployment History Records Found

receive the error message again.

10
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INDEX 16.0; Optional Retirement Plan (ORP)
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Index 16.0: Optional Retirement Plan (ORP)

1 Provides information on the Defined Contribution Plan

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

ocoming omnmens
Cotna changes o 16
oot

What is the Optional Retirement Plan (ORP)?

ORP is a Defined Contribution (DC) Plan
- Established July 1, 1990
- Provides retirement benefits to participants based on
contributions and interest earned on their investments
« Portable

The decision to participate in ORP is irevocable

- ORP participants do not participate in TRSL's Defined Benefit
Plan and are not considered TRSL members

Participants control their own investments through private
carriers

+ Employee & employer contributions are invested by the ORP
carrier in the investment option(s) chosen by the employee
- Participants are 100% vested from date of enrollment

Current ORP carriers

VQVA https://trs.beready2retire.com

FINANCIAL™

-~

| TIAA https://www tiaa.org/public/tcm/louisianaor;
" oy

Corebﬂdge M https://www.corebridgefinancial.com/rs/trs|

financial
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Higher ed employees eligible for ORP

Eligibility for new hires who are: Eligibility for current personnel
. unclassified employees of colleges, Who are:
universities, and community « unclassified employees
colleges and eligible for TRSL enrolled in TRSL's Regular
membership Plan and have less than five

years of refirement service
credit

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

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

Are employees of technical colleges
eligible for ORP?
ORP is only available to academic and unclassified employees of

higher education institutions (colleges, universities, and community
colleges)

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

+ SOWELA Technical Community College

+ L.E. Fletcher Technical Community College

+ Northshore Technical Community College

- Northwest Louisiana Technical Community College
- Cenfral Louisiana Technical Community College

When is an employee eligible to join ORP?

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

- Election made within the first 60 days of eligible employment Members who choose fo
(employee and employer contributions transfer to the participate in ORP after
articipant’s ORP account, the UAL portion is retained by TRSL)
parficie P ¥ TRSL) being in the TRSL Defined

Benefit Plan (Regular Plan):

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

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

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

03/06/2024
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Higher education ORP contributions

The total employer contribution rate for all employers

includes the following: Total ORP Employer Contribution
. Rate

Transfer Amount: The percentage amount actually (FY 2025)

transferred to each ORP participant’s account; set by law *“Transfer Amount 6.2%

or Board resolution.

+ The fransfer rate minimum is 6.2%** #Shared UAL 15.9%
Shared UAL: The percentage all employers pay foward the CToi;a_ler:!pIan: 221%
unfunded accrued liability (UAL) and retained by TRSL. niroutonate)

°°"§2°;‘:,',°$‘,[,‘;‘,§t’;§ﬁ§"“ * ORP participants contribute 8% of salary, less a 0.05% TRSL
administrative fee.

*Employee 7.95%

** LSA R.S. 11:927 sets the employer portion transfer

“Employer 6.2% amount, which cannot be less than 6.2%.

Total transferred to A TRSL retains the UAL portion of the employer's total

ORP carrier 14.15% confribution rate.

account

ORP salary & contributions limits

Contributions reported/transferred to the ORP carriers are limited to
$69,000 for calendar year 2024

- The limit includes both the employee and employer contribution
amounts

Optional Retirement Plan (ORP) ‘3’T RSL
Maximum Contribution Limits Teachers Retrement

System of Lowisana

Maximum Annual Contribution
(Employer & Empl

ontributions)

$69,000
2023 $66,000
2022 $61,000
2021 $58,000
2020 $57,000
2019 $56,000

Termination of ORP participants

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

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

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

- TRSL will provide the confirmed termination date to the former
employee's ORP carrier to initiate the rollover

03/06/2024
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NDEX 40: Contribution

Oz;r RSL EMPLOYER MANUAL B
Reporting & Comctions

Index 4.0: Contribution Reporting &

Corrections

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

A

Employer contribution rates (FY 2024-25)

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

EMPLOYER RATE
TRSL Employee Total
sub-plan normal cost Normal Admin AFC Shared e
cost expenserate | Rate** UAL Com:’lb‘};hn
K-12
Regular® e
Plan A 9.1% 3.73% 0.38% 1.50% | 15.90% | 21.51%
Plan B 5.0%
Higher Ed
Regular 8.0% 3.10% 0.38% 1.50% | 15.90% = 20.88%

*Includes university laboratory schools; ** Effective FY 2024-25, used to directly pay for PBIs
(permanent benefit increases) for TRSL retirees & benefit recipients

Earnable compensation

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

All earnable compensation is reported as “Actual Earnings”

« Member and employer contributions must be made on all earnable
compensation

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

« Contribution reports and payments are due by the 15th of each month

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

14



Types of contributions

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

03/06/2024

Tax sheltered

Tax unsheltered

Active members only

for lab schools)

Employees on workers'

their sick leave

Includes paid sabbatical or
extended sick leave (only

compensation and using

Employees on workers'
compensation (contributions via
third-party payments)

USERRA payments

TRSL retirees who returned to work
in a TRSL-eligible position and are
classified as “retfired teachers” or
enrolled under RTW Option 1 or
RTW Option 2.

Employer contributions

Full-time earnings

Definition (for monthly salary reporting):

- Compensation the emPonee would have been paid had she/he worked
e position for the entire monti

full-time in a TRSL-eligibl

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

- Do not reduce because the employee is docked or on leave without pay

(LWOP)

For part-time employees eligible to contribute to TRSL, the amount should

reflect the compensation that the member would have earned if he worked

full-time for the entire month

Identifying Errors from Monthly Salary/Contribution Reports

Two reports available:
- Contribution Exceptions
- Salary Rejections

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

Contact your assigned Retirement Benefits Analyst Licison for assistance with

these reports.

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

15



Contribution Exceptions Report

Identifies reporting and enroliment errors

Should be reviewed, cleared, or

reconciled each month

Retrieve from the Employer Contribution
Charges screen under the Employers

menu in EMIS

- Available for Defined Benefit

retirement plan (System 4)

- Two ways to retrieve report

L seacches

Teachers Retirement’
Qz TRS System of l%

Employer Contribution Charges

Retrieving the Contribution Exception Report

Default SSN Sort

Click on the last “Error”
message on the screen

- Pulls cumulative report
sorted by SSN

- Leading zeros in SSNs will
not appear

Employer Contribution Charges

Flst ~REGULAR Employer: EL
o o s
R | irwn|  Teow|
b S [ [
T I I I
o [T | v | | | e
ot I (s QR
R e I
Hiriin w o
o e B e T
T I I T I
) |t | o] wwew|  amn| wmann
o P I B
Iy nosn|  wim| ol s wmsen
C P (e R 4 R o

Retrieving the Contribution Exception Report

Customized Report

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

Home.
Welcome. sharoni?
[Emaioyer: TRSL

[Fiscal Year: 2023

Employer Contribution Charges

g ECY
‘Show Rejectons

WL Repes | Tansmital | tzmetest|  snoass | 12
Refctons 088 o)
sisis aizte o0
Posed rauterss|  ssons wm| 12
ot | T | temsean] | mosns n| e
Reectons son2s o0 6
ot 0204 w216 o)
) Posed isssnse| st wn| 16
Tt | taemesss| | assar| 1%
Rejections 0.00 0.00 0.00
ccs e 522 |
Posed romestr|  ssiswn|  asars| 1

Recommend Report
Type: Complete Report

Retiree Status
Unknown Name
Enrolled Not Reported
Reported Not Enrolled

Sort Selection
Social Security Number

Alphabetically
| Exception Message

03/06/2024
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Contribution Exception Report

Layout: p— Toachers Retroment System f Louslan - Reglr P
o o Vi iy
- Sort & filter info W For el Your 225204
. o
Number of [ R
exception records it B S e o w i
s TV T R —,
Leading zeros in SSNs wan T —
will not appear
(eI A — [re—
a
o [ —— [ e——
[ p——— [—

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

Retrieving salary rejections
Review Employer Contribution Charges screen ,z.TRS g

System of

in EMIS after posting your monthly
salary/contributions report for each =
applicable refirement plan (System 4, 3, 2). erpiper e

T ym——

. oo conreuton s

Employer Contribution Charges

Click on “Show Rejections” button near top of
screen.
- Screen will update and display rejected
records at bottom of screen in calendar
month order.

Employer. N SC BD

Show Rejections

Salary rejections

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

Salary Rejections

TOTAL: 11,6568 93566 000
102023 120088 case 0
102023 516108 41208 009
102023 100000 000 r

TOTAL: 7.395.96 59168 000
W2 082450 o716 009

TOTAL: 6,624.50 67.16 000

03/06/2024
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Salary rejections with $0 earnings/contributions

Rejections with $0 Actual Earnings, $0 Contributions, and $0 Full-time Earnings
require no action!

Salary Rejections

O T —
S —
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Clearing exceptions & rejections

Online updates in EMIS Updates
+ Enroliments Agency Certification (Form 118)
- Terminations Annual Leave Update

« Contribution Correction
(current fiscal year only) -

- Prior Year Salary Correction
(previous fiscal year)

Full-Time Only Corrections
Home Address Update

Journal Entry Review

Must have specific access rights designated on
Authorized Contacts (Form 1) Questionable Year Certification
Retiree Voluntary/insurance Deduction
Sick Leave Days Paid Update

Sick Leave Add and/or Update

|

(Online) Contribution Corrections

Corrects salary reporting in the current fiscal year

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

Contribution Correction

Name: Reporting Month/Year:
Instructions for using Contribution Correction:

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

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

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

4. Click Delete” or Delete Zeros to delete the posting for the monti

5. Click ‘Cancel’ to undo changes entered o 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.

! Contribution Contribution
Earnings ings T
2736.00 2736.00 218.88 30
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Monthly Correction Journal Screen

Provides detailed list of all online contribution corrections
made for any reporting period (MM/YYYY) of the fiscal Empleyer Conrbuton Accounts Receivable
year.
Employer Contribution Charges
May result in additional charges or credits to employer's Employer Payments
account.
Employer Contacts
Monthly Correction Journal Joarmal ey
For 10 ORP Contribution Charges
my r: = B
i e thly Correction Journal

SSN____Type _Oper Eamings _ Contibutions
3 10112 142574
Posted on 111612023 by EMPR

Fultime.

107112
n R 9373

Posted on 11152023 by EMPR

n R 10023
Posted on 11162023 by EMPR

Unshetored Reguiar Totals 000 000

000 000
Shetered Roguiar Totals 31988 st uMIG 1568550

Eamings
S8

@ 552 s 567110

® w2 wemw 445690

seT110

440630

0.0
1551850

Tips for clearing exception report records

Reported not enrolle

« Verify SSN on report is correct

« Is this a new hire or an employee
who recently changed positions2
Determine if employee (non-
retiree) is eligible to contribute to
TRSL

Verify SSN on report is correct

Did the employee recently resign?
Determine if employee is on leave
without pay for the MM/YYYY
reporting period flagged

Verify TRSL contributions were
withheld from employee’s
paycheck

Tips for clearing exception report records

(cont.)

Contribution type invalid RTW enrolled not reported

N

fi

as

Is the employee on workers' comp?

Is the employee on military leave
(USERRA)2

If Unsheltered reported incorrectly,
change to Sheltered in BOTH TRSL and
your agency's own software and payroll
reports.

TRSL Retiree RTW reported as Sheltered:

Change to Unsheltered in BOTH TRSL &
your agency's own software and payroll
reports

« Verify refiree is enrolled under correct
RTW Group (2010, 2020, or 2022) and
RTW Provision

Did the retiree have any earnings for the
MM/YYYY reporting period flagged?

If the refiree has not worked for more
than 3-4 months with your agency,
consider processing termination date
online.
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Terminations

Enter a termination date for employee who:

Update within 30 days of the
member's last day of work (or last day
of official leave)

Termination dates do not have fo be

Regzs the same for TRSL and insurance
Changes to a non-covered position at . ESO;/T/’\?\AQ/%D/VVYY —
your agency

- . Reminder: Do not enroll and f ith th
Is approved for TRSL disability retirement s:,r:;ndg;e -net enrofandiem i fae

Is a RTW retiree who has not worked for

more than 3-4 months with your agency Updates

Agency Certification (Form 11B)

Terminations Annual Leave Update

EQ Enployer Contribution Correction
Name:

Procedures for using Terminations: Enroliments
3 o e il el o o i s kUt Sick Leave Days Paid Update

3. Clck Cance t o changes entered o 4 ret t he il dpay.

Sick Leave Add and/or Update

03/06/2024

5

nz;rRSL EMPLOYER MANUAL

INDEX 6.0 Service redit Cotifications/Corractions. P

CONTENTS

Index 6.0: Service Credit Cetlifications /
Corrections

Provides instructions for identifying and correcting
records requiring service credit certification

Terms/definitions

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

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

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

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

20



Terms/definitions (cont'd)
Service credit formula:
- Actual earnings / Full-time earnings = Service credit for benefit computation

- Service credit for benefit computation / % effort = Service credit for eligibility

Percent (%) effort formula:
- # hours worked / # hours in a full workday
Example 1: Employee works 5 hours per day; normal full-time is 8 hours per day;
- Percent effort: 5/8 hours = 63% effort

Example 2: Adjunct employee scheduled for Fall semester to teach 6 credit
hours; normal full-time is 15 credit hours for Fall & Spring

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

Retrieving Questionable Years Report

Reports updstes - | Logo
R — —
JRER— .
empoyer 10 Questionable Years Report
PR -
[r——

“The Questionsble Years Report generates a lst of memhers who have questionble years
gt

Keport electon here are fiv options for d four diferent ways.

Contribution Exception to sort the report.

Employe Payments

[ a—
oy

+ Option 1: Retirement pending - This report will st for
hich TRSL has requested certification via a Questionable Years Letter. This report
vl primarily consistof mermbers presently going through the retirement process or
approaching retirement elgiilty.

B——
S ,—— outstanding questionable years less than or equal to three years old from the
ety ot

Questionale Yoar taistics fo Al Fica Years

questionable years greater than three years old. A Retirement Actions Pending
section will be listed at the front of the report only for fiscal years greater than 3
cars old

«Bption 5: By Fscal Year - This report will st all outstanding questionable years for
arange of fiscal years or a single iscal year of your choosing.

Reporting Mot Envolcd
SikLosvo

Sk Loave Erors

Questionable Years Report

New records added after the close of
each fiscal year (approx. August 1)

- Certify/correct each record within
three years to avoid actuarial
charges to your agency

03/06/2024
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How to certify questionable years

Three online processes:

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

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

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

Must have access rights designated on Authorized Contacts

Sick Leave Add and/or Update

(Form 1)

03/06/2024

Full-Time Only Corrections

Full-Time Only Corrections

o

g

Updates service credit -
- Must provide correct Full-time Eamings —
amount
- Use Reason drop-down box or enter
Comment
Reason:
Commenc. |01fclal Leave (Other than Sabbatical)

Sabbatical at Reduced Pay
Extra Eamings
Workers' Compensation

Full-Time not previously reported e SN
Last Year of Employment

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

1t Year of Employment —
¢ o o

bt

EXAMPLE: Full-Time Only Correction

Record appears on the Questionable Years (QY) report
EXAMPLE: New hire as of 10/01/2020
+ Ensure Actual Eamings reported are correct

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

Questionable year reason codes
Annual earnings decreased more than

1t year of employment for an
employer / 1st year of employment
3

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

Partial year of service credit not
previously certified

Name Svs SN Fisal  patus Date Actual  Full-Time Service Reason for
Year Employment Termination ~ Eamings  Eamings Credit Questioning

Year

DOE JOHN 4 2021 ACTIVE 10/01/2020 BRSO3 3912538 077 2

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

Always research correct FTE.
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EXAMPLE: Full-Time Only Correction

Full-Time Only Corrections

15t Year of Employmant =

Actuarial Cost for Full-Time Only Corrections

+ LSAR.S. 11:888 and LSAR.S. 11:158 allow The three-year timeline for
for an actuarial cost to the employer on certifying/correcting questionable
corrections for fiscal years greater than years is calculated as follows:
three (3) years old that result in an .

increase in service credit. Current Fisco! FY 2024
Year:

- Journal Entry invoice for fotal Full-Time .
Only Corrections charges calculated Fiscal Year 1: FY 2023
after end of each fiscal year.

. . . Fiscal Year 2: FY 2022
« Full-Time Only C_orrecﬂons actuarial costs
for members with a refirement . Fiscal Year 3: FY 2021
application on file (other than entering
DROP) charged to employers' account FY 2020 & all
shortly after finalizing members’ Olderthan ¢ 0 years
retirement benefit. three years: Brior

Questionable Year Certification

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

Questionable Year Certification

i

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

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

Lcenty |
Reason:

Previously reported information cerified
Comment: |15t year of employment after DROP

1st year of employment

Last year of employment

Official leave (other than sabbatical)
Sabbalical at reduced pay

Exira eamings

Workers' compensation

Substitute eamings only
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EXAMPLE: Questionable Year Cerlification

Record appears on the Questionable Years report

- Example: New hire as of 08/06/2020; need certification for Questlonable year reason codes

Annual earnings decreased more than
5% from previous year
17 year of employment for an
employer / 1t year of employment

1st year of employment (FY 2021)

- Per employer's research, employee has worked the entire ahar DROP
year and had no dockages or leave without pay (LWOP)
during FY 2021; Both Actual Earnings and Full-time earnings
previously reported are correct.

previously certife

03/06/2024

Changed employers during the fiscal
vear andor break n service

Partialyear of service credit not

Name Sys SN Fiscl  seatus Dateof _Dateof Actual  Full-Time Service | Reason for
Year Employment Termination ~ Eamings  Earnings Credit | Questioning

4 ACTIVE 0806/ 40514 580614 100

EXAMPLE: Questionable Year Certification

Questionable Year Certification

Fiscal Year:

Gl o ‘

Employer /Actual Earmings, _Conts

Indicator ‘Amount

shettered | primary \ sad06.11 ) 467249 1.00 JUESTIONADLE YEAR

Instructions for using Questi

1. The information as reported to TRSL for the fiscal year i displayed sbove.

2. This certification wil only update the record with asteriske to certify the data reported is correct. IT WILL NOT CHANGE
SERVICE CREDIT. The FULL-TIME ONLY CORRECTIONS must be used if service credit should be updated.

3. Select a reason for the certification.

4. Acomment can be added for additional information needed to clarify the certification. The comment is optional unless a
réason 14 not chosen in which caze the comment is required.

5. Click the Certify’ button to submit the certification.
6. NOTE: The certification of an authorized signer’s personal TRSL member account must be completed by another
authorized signer at the agency.

Reason: (TsLyear of employment <]

Comment:

Prior Year Salary Corrections

Updates service credit

Prior Year Salary Corrections

it

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

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

- If correction increases earnings/contributions
and service credit and/or final average comp
for fiscal years more than three (3) years old,
$200 fee required
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EXAMPLE: Prior Year Salary Correction

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

Prior Year Salary Corrections

03/06/2024

EXAMPLE: Prior Year Salary Correction

Agency must complete both

the Salary Correction
Comment and Salary

Correction Full-Time sections.

Use Comment ied or Reason —
‘arop-down menu ==

Use Comment fied or Reason
arop-down menu

instructions for usy satory Comment: nstructions

Actuarial Cost/Charges for Prior Year Salary

Corrections

If prior year correction increases earnings/contributions

and service credit and/or final average comp:
For fiscal years three years old or less:

- employer will be charged member &

The three-year timeline for
Prior Year Corrections:

employer contributions + judicial inferest rate. Current Fiscal Year: FY 2024
For fiscal years more than three (3) years old: Fiscal Year 1: FY 2023
- will result in actuarial purchase of service Fiscal Year 2: FY 2022
credit by the employer
- $200 fee required Fiscal Year 3: FY 2021
« Separate Journal Entry invoice for actuarial Ol D S

charge

three years:

fiscal years prior
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Service credit for fraditional adjunct instructors - SPECIAL CONDITIONS

EXAMPLE (instructor with 10 or more years of TRSL service for eligibility):

Typically, full-time is 15 hours per semester. Each semester is 2 fiscal year.
Fall semester = 0.50 service credit; Spring semester = 0.50 service credif.

Fall semester — 3 contract hours Spring — 9 contract hours

« 3hours / 15 hours = 0.20 effort 9 hours / 15 hours = 0.60 effort

+ 0.50 service credit x 0.20 effort = 0.10
service credit for benefit computation

+ 0.10 part-tfime service credit / 0.20 effort =
service credit for eligibility purposes

 0.50 service credit x 0.60 effort = 0.30 service
credit for benefit computation

+ 0.30 part-time service credit / 0.60 effort =
service credit for eligibility purposes

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

Total service credit for eligibility purposes for the year = 1.00
Fall semester (0.50) + Spring semester (0.50)

76

Certifying traditional adjunct employment -
SPECIAL CONDITIONS

Use TRSL's Adjunct Certification letter TRSL.

for adjunct employees employed by E— o
credit hour contracts o, e
- Ensure eligibility each semester S em =

before certifying

Assigned Retirement Analyst Liaison
will provide instructions to update
online in EMIS

TRSL adjunct certification letter - SPECIAL CONDITIONS
Traditional Adjuncts only TRSL

Example: Adjunct cerfification letter

P T
Example: Information from Adjunct certification OO MR S ORI
letter updated online iN EMIS | o, —

03/06/2024
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Calculating % effort for traditional adjunct
employment

% effort guide # classes & sz::::ier ::';'irr\:‘e/z:’e"r_ % effort
1715 credi hours s full | 1€l | anous | ans 22
time for Fall/Spring 2 classes 6 hours 6/15 40%
3 classes 9 hours 9/15 60%
4 classes 12 hours 12/15 80%
5 classes 15 hours 15/15 100%

Certifying hourly adjuncts - SPECIAL CONDITIONS

Typically requires a Full-time Only Correction

1. Verify hourly employee’s enroliment eligibility
- Must work more than 20 hours per week OR
- Meets Ten (10) year rule for service credit for eligibility

2. Calculate Full-time Earnings amount
Hourly rate x total hours of contract for a year
- 9 months: 1,440 hours x hourly rate
- 12 months: 2,080 hours x hourly rate

Certifying hourly adjuncts (cont.) - SPECIAL CONDITIONS
Typically requires a Full-time Only Correction

3. Reason: If worked a set schedule then select “Part-time Employee”
as the reason. If worked as needed with no set schedule then skip
reason.

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

Document employees contracted to work more than 20 hours per
week or at 50%
Full-time Only Corrections program
Full-Time Earnings: Enter Full-time Amount

SelectPart-time Employee”

Comment Enter Comment

03/06/2024
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Certifying hourly adjuncts in EMIS - SPECIAL CONDITIONS

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

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

Full-Time Earnings: 28800
Reason: v
Comment: WORKED AS NEEDED $20/HOUR; SCHED 28 HRS/WEEK

izt o5 Py T
EG ** 049 REGULAR 540750 (28,800.00
WORKED AS NEEDED AT §20 PER HOUR. SCHED 28 HOURS/WE
w22 Byt @0 e s T sms zamm

Retiree RTW Option 2 Supplemental Credit - SPECIAL
CONDITIONS

When retiree works under two different RTW Provisions in
same fiscal year

EMIS displays separate account history lines for each RTW Provision

during same fiscal year

+ Retiree earns TRSL service credit only for RTW Option 2 enrollment (under
2020 RTW Law)

WD 024 RettoWork 5080
T8 USRES 218 1217380 0
:
W 025 RebloWork SR
sese UsEs (078 RTWSURR) 45035 5170188 s
pr 23 EamedRTW

Retiree RTW Option 2 Supplemental Credit (cont.)
- SPECIAL CONDITIONS

When retiree works under two different RTW Provisions in
same fiscal year

Determine amount earned during RTW Option 2 provision for fiscal year
« If Actual Earnings for RTW SUPP period reported are correct, use Full-time
Only Corrections program to certify
« If Actual Earnings for RTW SUPP period reported are not correct, use Prior
Year Salary Corrections program to certify/correct

Verity Actual Eamings for RTW Supp s correct |Ml=| Eamings I

06/30/2023 025 Retto-Work l I
64884 USREG ™ 079 RIWSUPPRCASHITIS D& WM

P,

82

03/06/2024
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Cerlifying Retiree RTW Option 2 Supp Credit — SPECIAL CONDITIONS

When retiree works under two different RTW Provisions in same
fiscal year

Using Full-time Only Corrections (FTC)
- If Actual Earnings for RTW SUPP period reported are correct

1. FTC program will display each RTW account history line from EMIS for
Fiscal Year selected
+ Program will highlight RTW Supp (aka RTW Option 2 Provision) line; indicates
sequence to certify/update

Full-Time Only Corrections

o
Fisch Vear: 2023

03/06/2024

Cerlifying Retiree RTW Option 2 Supp Credit (cont.)-
SPECIAL CONDITIONS

When retiree works under two different RTW Provisions in
same fiscal year

Using Full-time Only Corrections
- If Actual Earnings for RTW SUPP period reported are correct

2. Calculate & enter Full-time Earnings amount
Amount retiree would earn if employed Full-time for the entire year + extra

earnings
1912812023 By: - 57,781.88
ONLINE SAL CORf-ﬂZHBZ @ $304.34 + $2391.67 supp
252023 By: Fulltime Earnings Amt

QUESTIONABLE YEAR

Certifying Retiree RTW Option 2 Supp Credit (cont.)-
SPECIAL CONDITIONS

When retiree works under two different RTW Provisions in
same fiscal year

3. Skip Reason field

4. Enter comment: provide # days worked under RTW Option 2

provision
Full-time Only Corrections program
Full-Time Earnings: Enter Full-time Amount
Reason: kP

Comment: ™ Enter Comment

29



03/06/2024

Correcting Retiree RTW Option 2 Supp Credit — SPECIAL CONDITIONS

When retiree works under two different RTW Provisions
in same fiscal year

Using Prior Year Salary Corrections (PYC)
« If Actual Earnings for RTW SUPP period reported is not correct

1. PYC program will require employer to select RTW account history line
from EMIS for Fiscal Year entered

- Select RTW-ACT-RET (aka RTW Option 2 Provision) option {will display RTW
enrollment dates}

- Click "Continue” Prior Year Salary Corrections

Correcting Retiree RTW Option 2 Supp Credit (cont.) -
SPECIAL CONDITIONS

When retiree works under two different RTW Provisions in
same fiscal year

Using Prior Year Salary Corrections (PYC)
- If Actual Earnings for RTW SUPP period reported is not correct

2. Enter correct Actual Earnings amount on Unsheltered line
Amount earned during RTW Option 2 provision for fiscal year

Prior Year Salary as

Correcting Retiree RTW Option 2 Supp Credit (cont.) -
SPECIAL CONDITIONS

When retiree works under two different RTW Provisions in
same fiscal year

Using Prior Year Salary Corrections (PYC)
- If Actual Earnings for RTW SUPP period reported is not correct

3. Enter Full-time Earnings amount

Amount retiree would earn if employed Full-time for the entire year + extra
earnings

Actual Earnings Full-Time Earnings. Delete Posting

Unsheltered: O
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Correcting Retiree RTW Option 2 Supp Credit
(cont.) - SPECIAL CONDITIONS

When retiree works under two different RTW Provisions in

same fiscal year

4. Salary Correction Comment section: enter RTW Opt 2 earnings
correction - on Comment field

5. Salary Correction Full-Time section : provide # days worked under
RTW Option 2 provision - on Comment field

Salary Correction Comment Salary Correction Full-Time

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

1. Salect 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.

1t clarify the correction. The comment is optional unless a 5. A comment can be added for additional information needed

reason is not chosen in which case the comment iz required. t6 clarify the change. The comment is optional unless a
Reason: v reason 12 not chasen in which case the comment is required.

Reason: 5

Comment: correct RTW Opt 2 earnings amt L
Comment: 142/182 dys @ $304.34 + $2391.67 supp.

Defer pay/rollover earnings - SPECIAL CONDITIONS

Agencies should report eamings as earned, not as paid

Example: 9-month faculty paid over 12 months on a September to August pay
cycle

- 15t paycheck for new academic year is September, last paycheck issued in
August

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

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

Qz;rRSL EMPLOYER MANUAL 8

INDEX 17.0: Leave Information prm—

CONTI 'z;rRSL EMPLOYER MANUAL il

E INDEX 11.0: RetrementDROP Processng pas——

CONTENTS
[reTm——

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

‘ Provides information related to the retirement process

RELATED FORMS
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Employer certifications: Retirement/DROP
processing

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

- Certify all questionable years

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

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

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

Request letters

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

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

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

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

Updates

Agency Cerlification (Form 11B)  [eocoren o)

Annual Leave Update

Certifies member's termination date and [ Contribution Correction
service credit for the current fiscal year :
- Requested when a TRSL member retires
or enters DROP
- Termination date* = last day worked or
last day of official leave
+ Full-time earnings = amount the
employee would have earned for
working the entire year as a full-time
employee

Available under Updates menu
* Must have access rights designated on
Authorized Contacts (Form 1
*Effective date of retirement will be day after termination
date OR date retirement/DROP application is received,
whichever is later

03/06/2024
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Agency Certification (Form 11B):
Retiring after DROP section

- Required if member works more than
two years after DROP

- Information required:
* Member's last full fiscal year in DROP
+ Actual earnings for member's last full
fiscal year in DROP
« Full-time earnings amount for member's
last full fiscal year in DROP

==
e

Termination date vs. retirement date

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

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

RETIREMENT DATE

Day after termination date or
the date TRSL receives
completed retirement

application (whichever is later)

RTW Supplement

Retirees who elect to return to work
under RTW Option 2 provision (available
to full-time direct employees under the i
2020 RTW Law) will accrue service credit L [
to be used to calculate a supplemental
benefit for the retiree upon termination of
all RTW re-employment.

The retiree's original retirement benefit
will be suspended during RTW Option 2
employment. >

NOTE: a refiree’s benefit cannot be resumed
until TRSL has received the Form 11RTW and
the employer has entered an online
termination date after refiree's last day of
work.

03/06/2024
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Employer sick leave certification

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

Updates Ia.
- Certification of sick leave days paid at Annual Leave Update

retirement
Sick Leave Days Paid Update
|Sv'ck Leave Add and/or Update

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

Sick leave days used

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

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

Sick Leave Add and/or Update
S
Pl

- Number of sick leave days used

- If applicable, number of summer PREER R o
school days worked with summer I Updates m
school percent effort (can be Annual Leave Update
different than regular school year ?

percent effort) Sick Leave Days Paid Update

Sick Leave Add and/or Update

Sick leave days used during DROP
participation

No Employment History sequence line(s) in EMIS for
member's fiscal years in DROP

To enter sick leave days used during DROP:
- Uncheck ‘Use Employment History’ box
« Enter Employment Dates:
oFor Beginning Date field, enter member's DROP
begin date
oFor Ending Date field, enter member's DROP end
date

03/06/2024
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Submit sick leave by data file

Employers can submit a data file to update the sick leave

usage for their employees

- Allows for historical information to be saved in a separate

location

- Most software vendors have created a file path to use

DO O Contriution
D0A stary Contrbution
L5U 0% Cantribution

LSUMEDICAL Satary Contrbution

L5U soary Contrbution

LS sickLenve

03/06/2024

Starting 3 - | isvnepen secteme |
position Field description Data type Length | one satary
SotaryCotrotion
1 Employer ID Alpha 4 e
5 Social Security number Numeric 9 Submit Miscellaneous Fle
14 Fiscal year Numeric 4
18 Contract months Numeric 2 Tip: Check Sick Leave
20 | Sickleave days used Numeric 5+ Summary Report for
sick leave records
25 | Summer percent effort (050 for 50%) | Numeric 3 rejected from the
28 | Summer days worked Numeric 5* uploage;} s}flzk leave
TOTAL 32 bytes (characters) atafiie.
N o .
Sick leave days paid at retirement
Employers must report number of
sick leave days paid at fime of Sick Leave Days Paid Update
retirement or DROP. o W
- Report number of days, not hours =

nstrucionsfor using Sck Leave Days ped Update:

- Report even if 0.00 days paid

Annual Leave Update

Sick Leave Days Paid Update

Sick Leave Add and/or Update:

i b o, Rt the rmber o oy, ok hours

Enter Sk

EMIS sick/annual leave summary screen

Confirms leave data already updated by employer(s)

o5 | o " oo 023012017
016 | oo n 000 071
) ) 250 EvpLOYERFILE 1wira0m
o8 | oo n 175 vpLovER FILE o7r10r2018

e e o s rmirssa o

Sick Leave D;

500 o7

Members Employers

Iember
Account

Member

Annual

Benefit

Benefit

1099-R

Monthly Salary/Contributions.

COLA History

Retirement Benefit Payment History

Sick Leave/Annual Leave

DROPAILSE Summary/History

- Summary
t History
r Notations.

Salary History

Payrall

Payee

Information
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INDEX 150 RetiroesReturing fo Work — OVERVIEW.  senr 2

| \ conTEnTs

Index 15+: Retirees Returning o Work

Contains information regarding the employment of
TRSL retiree§ in TRSL-covered positions

Lovisiana Return-to-Work (RTW) Laws

Applicable to any work arrangement in which a TRSL retiree is providing TRSL-eligible
services fo a TRSL reporting agency. Includes part-time, seasonal, and temporary
employment; employment by contract or corporate contract

Refired before July 1, 2020

La.RS. 11:710 Standard fransfer option: can elect to move info the “new" group. This is an irevocable
2010 RTW Group | €lection: retiree is permanently forfeiting their eligibility to “old” categories

Generally most beneficial for classroom teachers

Refired on/after July 1, 2020 + those who elect to transfer from 2010 fo 2020 group

’ Special fransfer option: individuals who refired before July 1, 2020, may have been
La.RS. L7101 | piaced info this group based on previous eligibility criteria (first date of reemployment)
2020 RTW Group | These individuals may elect fo move into the “old"” group

Generally most beneficial for individuals who are not cerfified teachers

La.RS. 117102 | Higher education ciiical shortage (adjunct professor in a nursing program where a
2022 RTW Group

critical shortage exiss)

Address benefits, not employment

RTW Laws do not prohibit (or allow)

employment.

Their purpose is to specify how retiree There are no exemptions or
benefits are impacted during reemployment waivers, but some categories
and whether contributions are required. of the laws are more

permissible than others.

Standard 12-month waiting period exists

o n reempl b nnot r v Potential impacts:
kc):gne?i? semployed, cannof receive 1. Suspended benefit

. C . dit 2. Earnings limitation
Eln Selin SEMES Eieel 3. Noimpact to benefit

All 36-month waiting periods expired on or
before June 30, 2023.
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Notice of Reemployment

TRSL must be nofified of all scenarios in which a TRSL
refiree is providing TRSL-eligible services.

Failure to do so will result in charges to your agency.

The online enroliment serves as official notice and
acts as certification of employment dates and type

« Enrollments are expected within 30 days of hire

« Forms are supplemental to the online
enrollment

+ Additional certification statements may be
included in enrolliment process (excluding
critical shortage)

Termination dates should also be submitted

« Form 7A required for refunds of contributions
« 11RTW required for ACT-RET

The laws are applied based on the
enrollment info submitted; the online
enrollment s the catalyst fo putting specific
impacts into motion

Examples:

Suspension of benefifs: online
enroliment “flips switch" to turn benefit
off

Earnings limits: Applied fo gross salary
reported by the employer

Service credit (earned under RTW
Option 2): dependent on employer's
fiscal year cerfifications

Election fo switch laws (or applicable
provision): Effective upon employer's
submission of new enrollment

Annual retiree audit

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

IRS Form 1099.

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

reporting.

REMINDER: Submitting timely, accurate

is key to iding

overpayment charges that can occur with the annual retiree audit.

Determining Retirees RTW Group

1. Is date of retirement before July 1, 20202
= No -2020 RTW Group
= Yes- Next question
2. Does retiree have previous RTW employment
history2
= No -2010 Group
= Yes - group indicated by last RTW
employment type

Standard 12-month waiting period exists
= Reemployment is not prohibited —
however, retirees cannot receive their TRSL

benefit AND an employment income during
this time frame.

All 36-month waiting periods expired on or before
June 30, 2023.

2010 RTW Law
Retired before July 1, 2020

= Position typically
determines provision &
benefit impact

= Generally, most beneficial
for certified classroom
teachers

2020 RTW Law
Retired on or after July 1,
2020

= Hiring method determines
“options"

= No option without limitation

03/06/2024
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RTW provisions

[ Benefit mpact ] [ Posiion eligibity | [ contribution requirement
M — -
No
Retired mem| Suspension of benelis
Earnings limit Available to all part-time and full-time Yes
RVGption] 25% of Final Average Comp direct employment positions refundable upon fermination
Suspension of benefits Available fo all Yo
@2 Eamssovo ot fublimechect employment petns | | 2GS Epismercl oenet 1177w
S JELESICHAEEI & DOT needed to resume)
. Appiies fo oll employment by No
AIEEENS Suspension of benefts confract or corporate contract {DOT needed to resume)
Critical Shorta ‘ No impact

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

Applies to adjunct professor positions in a nursing program where

a critical shortage exists

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

* Have at least 30 years of 1. Post-secondary institution
SIS 2. Institution's management board

* Be at least age 62 3. Board of Regents

Pros and cons of switching groups

Converting from Converting from
2010 to 2020 Group 2020 to 2010 Group*
Binding until 07/01/2027
+ Earnings limit option available to all « If employed in capacity other than
directly employed positions described above, could have earnings
« Earnings limit typically higher when limit or suspension of benefit
based on FAC
« Option 2 allows for additional service *Special Transfer Group: Option is not
credit available for everyone

Employment by contract results in
suspension of benefit

03/06/2024
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Customized training available!

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

Sharon Lachney

Email: sharon.lachney@trsl.org
Phone: 225-925-4097 (o) or 225-361-1482 (c)

Surveys

Please complete online surve
to help us improve future trainings!

[eee ]
]
(]
©
Survey link will be sent to all attendees via

Survey link closes in two weeks

THANK YOU!

We’'re here for you.

Local phone: 225-925-6446 | Toll free : 1-877-275-8775 -
— www.trsl.org, I | web.master@frsl.org
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