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Index 0.0: Employer Membership Information Site (EMIS) Index
Authorized Contdcts & Employer Directory Contacts

Provides an overview of TRSL's employer access database and
how to obtain employer access to EMIS
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Employer/Membership Information Site (EMIS)

TRSL's employer database

Submit

Updates S +  |Lood
Employers can rgency Cartifcation (Form 118)

* Certify/correct employee data [l omvelpee

- Upload required files/reports S o

« View various reports FullTime only Corrections

Furlough Certification and Update

() S
ORP Salary Entry (up to 100 employees only)

Prior Year Salary Corrections

ASK TRSL

EMPLOYER ACCESS
Search TRSL.org Questionable Year Certification

TRSL homepage

FORMS  LEGISLATION  NEWS

Retiree Voluntary/insurance Deduction
Salary Contribution Entry (up to 100 employees only)

CONTACT US Sick Leave Days Paid Update

Sick Leave Add and/or Update
Terminations 4
Reports available in EMIS
Employer contacts with EMIS access can Report], Updates
create various reports at any time Active/Active DROP Member Service
Annual Leave
Various report options include: Enrolied Not Reported
* Enrolled Not Reported Ending DROP Participation
* Reporting Not Enrolled Furicughed Employees Certification
* Ending DROP Participation Insurance Voluntary Deduction
* Members Eligible to Retire Members Eligible to Retire

* ORP to TRSL Election Eligibility

Questionable Years

Reporting Nat Enrolied

Sick Leave

Sick Leave Errors

ORP to TRSL Election Eligibility

Enrolled Not Reported

Lists Active and Retired members employed by your agency but have
months in which earnings/contributions have not been reported as
expected.

* To get the most current results [
you must select the last month i
for which a salary/contribution

Month

—
file was submitted.

 Can help you identify members
who should be terminated




Reporting Not Enrolled

Lists people for which your agency has reported
earnings/contributions to TRSL without a corresponding enrollment.

* Enter the system code and the
current fiscal year

 (Can help you identify people who
need to be enrolled

Ending DROP Participation

Report lists members from your agency who will end DROP
for the time period selected

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

* Employers should pull this report up
to three months in advance to
ensure deductions/contributions
resume if employee continues
working after DROP.

Members Eligible to Retire

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

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

Member Inquiry Test Environment
Members Eligible to Retire Report
The Members Eligible to Retire Report provides a detailed report or a summary report of
————— members eligible to retire. The report will include employees who meet eligibility
W Summary Count Only requirements by June 30 of the projected fiscal year selected. The projection assumes.
o that a full year of service credit will be added to the employee's current service years.
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ORP to TRSL Election Eligibility

Used to identify the ORP to TRSL Election eligibility status of ORP
participants with earnings in FY 2024 or FY 2025. (Report will be modified
after 07/01/2025 to only include those in the 5-year group as the 1-year

group will no longer be applicable.)

* Canselect One Year Window,
Five Year Window, or both

 Can select any combination of
Eligible, Not Eligible, May Be
Eligible, Withdrawal Complete,
and Approaching Close of
Window (window closes within 2
years)

E

Window Length
¥ One Year Window

o
¥ Not Eligible

¥ May Be Eligible

¥ Withdrawal Complete
¥ Approaching Close of
Window

[scicct ] rese]

EMIS system codes

is Information

lacTive

(a) | orresaon

SEEmS positions

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

System é

higher education

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
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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

FTRSL. Avhorzed contacs

« 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

looao!

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

O mauiry Enrollments O sickannual leave
I rior year certficationslcorrections [ Terminations O Ageny Certifca
O Retiree insurance deduction [ File submission O salary report (on

I Home address update [ Contribution correction []  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 |+ Annual 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 Earnings, and Questionable Year Certifications for a
Corrections (PYC) closed out (or prior) fiscal year

Terminations (TRM) Use to report employee's last day of work or last day of leave

Agency Certification | Use fo certify current year information for an employee who is
—Form 11B (AGC) retiring 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)

Retiree Insurance Deduction
(INS)

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

File Submission (FSM)

Use to 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
(CCR)

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

ORP Salary Report (ORP)

(Only for employers with no more than 100 employees in
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)
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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 e
Retirement Contact (RC) - Employer request =y =, — | BT ]
lefters addressed to RC &l
+ Include email addresses/phone numbers, including
extension/position fitle for each contact
NOTE: Not all categories require an employer contact.

15




Keep employer contacts up ]
Employer Contribution Accounts Receivable
to date S———

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

Contacts.

I— "

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

Employer Contacts

Update Permissions

i

Tip: Review Employer Contacts screen
often

16
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Qz;r RSL EMPLOYER MANUAL i
NoEX 20: TRSL Membership

CONTENTS.
Pt

Index 2.0: TRSL Membershlp
eligibility and enrollments process for nol rehrees

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
goveming 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 or less than 50% effort are
con5|dered part-time) and/or the position is not seasonal or temporary

Seasonal: An employee who works on a full-time basis |ess than five months
in ayear

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

18




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:

Ten (10) year rule Five (5) year rule {Eff. 7/1/2003}

+ Ten or more years of eligibility + Five or more years of eligibility
service credit service credit
* W-2 employees only - Applies ONLY to lab school
« Canwork 20 hours or less per week classroom teachers who are paid
or less than 50% effort with W-2 earnings
- Can work 20 hours or less per
week

19
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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:

Secondary employment ORP participants in TRSL po! ns

Has primary employment at another 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 )

¥ Fom 1099 payments— S e S B

certain criteria applies

20

Membership Eligibility - SPECIAL CONDITIONS

Form 1099 payments - certain criteria (Non-Retirees)
W-2 covered employee at another TRSL-eligible employer
that meets Primary Employment criteria

« Do not report 1099 earnings

+ Concurrently working part-time/seasonal/temporary at ONLY for TRSL non-retirees.

another TRSL-covered employerin 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 criteria
. t another TRSL-eligible
Enroll under “Secondary" employer type if any of the :maz-;gy;r AR
following occur:
P B + 1099 limitations do not apply

« The individual 1099 confract is for more than $1,000 to TRSL RTW retirees

- 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 2 ]




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 workingin
a TRSL-eligible position at your agency and also has an existing primary
enrollment with another TRSL-reporting agency

22
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Enroliments process
Documents to include in hiring packet

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

2. Forfeiture of Retirement Benefits/Attestation of Understanding (Form 2FRB)
« Do not submit fo 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 fo TRSL timely

« Employee/member responsibility to submit form

23

Enroliments process

Online enroliments in EMIS
Enroliment deadlines from date
of hire:

« 60 days for active members
« 30 days forrefirees

Submit Files ~
Agency Certification (Form 11B)

Updates

Annual Leave Update

Contribution Correction

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

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

Full-Time Only Corrections

Enrollments
Envallments allows employers and TRSL o enrol mermbers in TRSL.

After entering the mermber’s SSN and clicking Select the appropriate screen willdisplay
0 allow the specific evallment to be processed. The enroliment will be adding a member
1o TRSL, processing an envollment for & member who dready belongs o TRSL or
processing  retum Lo work envollment for @ merber who hasretired and returned to
work

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

24
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Enroliments screen

Example entry screen if the employee has

never confributed to TRSL before

Tips:

- Double-check SSN: Compare SSN enfered
to employee’s Social Security card

« Do Not enroll and term with the same date

- Do Not use an invalid "dummy" SSN when
enrolling

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

Agency Certification (Form 118)
Annual Leave Update
Contribution Correction

Full-Time Only Corrections

Enroliments — SPECIAL CONDTIONS

Enroliment error — ORP status
EMIS online enroliment not allowed for employeesin ORP (Optional
Retirement Plan)
« Enrollwith Form 16, Application for Optional Retirement Plan or
Change of Carrier

« Submit a Form 2TR, Election to Join TRSL after ORP Participation, if ORP
participant is eligible to join TRSL

TRS Teachers’ Retirement
Cz. System of Louisiamam

Enrollments
ORP status exists

26

Joining TRSL after ORP Participation

1 Year Window vs. 5 Year Window

ORP Participants with a 1-Year Window to Join TRSL

ORP First Eligible Date before Aug. 1, 2020, and were active and
contributing as of June 2024

1-Year Window that closes on June 30, 2025

Must be eligible for TRSL at time of election (5-year/10-year rule for part-
time, seasonal, or temporary)

ORP to TRSL Election Eligibility is displayed on the Member Summary screen

Member Summary

D » Radress Doei08/11/2009

- ddress:
GondorFomale —_——
Bith Date fge: 2

FoldorImaged Date:01/12/1358
ORP Firt llgiblo Date:12/ 151997 nfered
|ORP to TRSL Elction lighilty:One vear indov, TRSL Eligsie uni /3012025
Ok Carrer T
Fiscal Yoar-2025

Stotus Dote
o lose nenses ©) | rarsiss
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Joining TRSL after ORP Participation

1 Year Window vs. 5 Year Window
ORP Participants with a 5-Year Window to Join TRSL

ORP First Eligible Date on/after Aug. 1, 2020, and were active and
confributing at time of election

5-Year Window beginning on ORP First Eligible Date

Must be eligible for TRSL at time of election (5-year/10-year rule for part-time,
seasonal, or temporary)

ORP to TRSL Election Eligibility is displayed on the Member Summary screen

Member Summary

prees ‘

Name::
GendersFerale.
Birth Date:
OR first Eligble Datess/4/2024 Inferred
‘OR to TRSL Election ElgibiltyFive vear Window, TRSL Elgible untl 4/4/2029
Fiscal Years2025

Status Information
o (©) | osroumas | 28

Form 2TR: Election to Join TRSL after ORP Parficipation

Use this form to enroll eligible ORP
participants into TRSL's defined benefit
planif they make that election

- Must submit original form.

- Employee fills out 1t page

+ Employer fills out 27 page

4 TRSL EMPLOYER MANUAL (i

INDEX 16.0: Optional Retirement plan (ORF) e

CONTENTS
oot of oo

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

o chanazs o 16

Beiicant
ey

ol zuests
Frouenty sk s

10



What is the Optional Retirement Plan (ORP)?

A Defined Contribution (DC) Plan

« Established July 1, 1990

« Available to unclassified employees of public The decision to .
institutions of higher education and their participate in the ORP is
governing boards irevocable, except as

provided in La. R.S.

« Designed to accommodate the higher I 5 2(EcIOzt

education community with retirement
benefits that are fully portable to other U.S.
colleges and universities.

31
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An alternative to Tl

TRSL Regular Plan (Defined Benefit)

NOTE: Lfetime DB benefit
based on service credt,
final average comp.

and benefit factor.

ORP (Defined Contribution)

NOTE: DC benefit based
strictly on amount in ORP
account.

NOTE: Employer “transfer
amount” sent to Vendor. Must

4TRSL be at leost 6.25%

32

Current ORP carriers

v @ vji\ Participants control their own investments

EINANGIAL™ through private carriers
« Employee & employer contributions are
n invested by the ORP carrier in the investment
L TIAA option(s) chosen by the employee
« Participants are 100% vested from date of
enroliment

corebridgé";'

financial

33
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ORP Eligibility

The ORF should be offered to individuals in academic

or ions within higher education; who > ORP is offered to ful--ime, part-
+  Are directly emp\oyed (W2 employee); and time, seasonal, and temporary
«  Are not vested in TRSL (less than 5.0 years of employees
eligibility credit); or
> ORP is not offered fo

+ Are vested in TRSL but are being employed in
higher education for the first time (election must
be made within 60 days of new employment).

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

+ employees of technical
colleges or K-12 agencies

+ Individuals employed by
contract or corporate
contract

34
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Irrevocability and Act 109

Pumcwpoﬂon in the ORP is an Irrevocable election, except as outlined in La.
932 (Act 109 of 2024). Therefore, continued participationin the ORP
\s requlred when

- Employee changes employers, even if employed outside higher
education

- Employment status/capacity changes to part-time, seasonal, or
temporary

Act 109 provides eligible ORP participants with a one-time window in which
they can elect to leave the ORP and join TRSL as a brand-new member of
the 2015 retirement plan.

- If not eligible under Act 109, or once eligibility window closes, the
employee shall remain a participant of the ORP

35

ORP Effective Dates

Determined by the in which the employee made | grrst oo 52 |
the election. or Chang of Carer

> If election form signed within the first 60 days of hire
« Effective date will be the date of hire

> If election form signed more than 60 days from date of hire
« Effective date is the first of the month, determined by
employee's signature date
« If signed 15 - 15, will be 1% of current reporfing month
« If signed 16 — 314, will be 1 of next reporting month

Individuals employed in a TRSL-eligible position and capacity
should be reported on the Regular System 4 salary file until
their decision is made.

36
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ORP Reporting

» Election made within 60 days of hire
« All contributions should be reported under ORP System é
« Contfributions previously reported under TRSL Regular System 4 should be removed via a CCR

» Election made more than 60 days from date of hire
« Only prospective contributions should be reported under ORP System é
« Contributions for salary earned prior to the ORP effective date should be reported to TRSL
Regular System 4, if employee is eligible (not part-time, seasonal, or temporary)

who elect to in the ORP after to TRSL may elect to have their
contributions transferred out of the Defined Benefit Plan and into their ORP account.

Note: only employee contributions will be transferred to the carrier; TRSL retains the employer
contributions in this scenario

37
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Transfer of ORP Contributions

Once the monthly ORP salary file and applicable payment

is received, TRSL transfers the employee and employer Contributions transferred to the
portions of the reported contributions to the ORP carriers. ORP participant's carrier
« ORP participants report/contribute 8% of salary and TRSL *Employee 795%
retains 0.05% of the 8% as an administrative fee
**Employer 6.2%
- Employer portion includes the Transfer Amount and the
Shared Unfunded Accrued Liability (UAL), only the Total transferred to
Transfer Amount is fransferred to the ORP carriers and TRSL ORY came:, 417
retains the UAL portion el

Total ORP Employer Contfribution Rate (FY 2026)

Transfer Amount 6.2%
Shared UAL 15.17%
Total Employer Confribution Rate 21.37%

38

ORP salary & contfributions limits

ORP participants are subject to a cap each calendar year, per IRC guidelines.
- Contributions for calendar year 2025 are limited to $70,000

« The limit includes both the employee and employer contribution amounts

Optional Retirement Plan (ORP)
Maximum Contribution Limits 'z;rRSL

Teachers Retrement
System of Luisiana
Maximum Annual Contribution

(Employer & Employee contributions)
70,000

$69.000

$66,000

$61,000

$58,000

$57,000

$56,000

39
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Termination of ORP participants

When an ORP employee terminates employment:
1. Update your HR system with the termination date

2. If applicable, remove the individual's name from your ORP salary file o
ensure they are no longerreported
« Do not report zeroes for participants with no earnings in the current
reporting month
« When the participant initiates a distribution, the ORP carrier willreach out to
TRSL for authorization

If contributions were reported within the last six months, TRSL will request:
« Date of termination
« Last month in which contributions were/will be reported
« Depending on the timing of last contributions, the release of the
termination date to the ORP carrier fo complete the termination process
could take 30-60 days

40
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Qz:r RSL EMPLOYER MANUAL B

INDEX 40: Contrbution Reporting & orrections oy

Index 4.0: Contribution Reporiing &
Corrections

Provides information on salary and contributionreporting,
including instructions for identifying and correcting reported
contributions for current and prior years

Employer contribution rates

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

EMPLOYER RATE

FISCAL | oo cuppian | EMPLOYEE

YEAR NORMAL COST| Normal Admin AFCRater | Shared | Total Employer

Cost | Expense Rate UAL Contribution

K-12 Regular Plan 8.0%

02526 IR 9.1% 367% 0.36% 1.75% 15.17% 2095%
Plan 8 5.0%
Higher Ed Regular Plan 8.0% 305% 0.36% 175% 15.17% 2033%
K-12 Regular Plan 8.0%

202425 |PANA 9.1% 373% 0:38% 1.50% 15.90% 2151%
Plan & 5.0%
Higher Ed Regular Plan 8.0% 310% 0.38% 1.50% 15.90% 2088%

K-12 Regular Plan includes university laboratory schools; * Effective FY 2024-25, used to directly pay
for PBIs {[permanent benefitincreases) for TRSL retirees & benefit recipients

Note: FY 2025-26 employerrates subject to change if voters approve a constitutional amendment
requiring a large one-time payment fo the UAL during the March 29, 2025 statewide election

42
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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

Defined in La. RS 11:701(10)

All earnable compensation is reported as “Actual Earnings”

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

+ Report contributions in the fiscal year earned (July 1 through June 30)
- Contribution reports and payments are due by the 15th of each month

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

43
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Examples of Payments That Are Not
Earnable Compensation

- Payment in lieu of unused sick or annual leave

« Lump sum payments for discontinuation of contractual services

- Form 1099 only payments for non-retirees without a Primary
Employer

- Form 1099 secondary employer payments are not reportable if all
of the following occur
« Employee is not a TRSL retiree
« Individual contract is for $1,000 or less

« Cumulative amount of Form 1099 paymentsissued by a single
secondary employer to an employee in a fiscal yearis $15,000 or
less

Full-time earnings

Definition (for monthly salary reporting):
+ Compensation the _emFloye_e_would have been paid had she/he worked
full-time in a TRSL-eligible position for the entire moni

Must be equal to or greater than actual earnings
+ Can never be less than actual earnings
. ﬁﬁ\lr(l)og)reduce because the employee is docked or on leave without pay

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

15



Types of contributions

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

Tax sheltered (Type 30)

Tax unsheltered (Type 10)

Active members only
(including members
working after DROP)

Includes paid sabbatical or
extended sick leave (only
forlab schools)

Employees on workers'
compensation and using
their sick leave

Employeeson workers'
compensation (contributions via
third-party payments)

USERRA payments

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

Employer contributions

Monthly Salary and Contributions Reports

Employers are required to send contribution reports (salary/confributions files)
each month detailing employees’ earnable compensation and confributions
paid by TRSL-covered employees. File layout can be found in Index 18.0.

- Direct upload on EMIS via File Submission is the most common method.

- If you use File Submission, you will receive either a summary report
immediately telling you the file was accepted along with a list of any
individual records that were rejected or an error report if the entire file was

rejected.

- The error report will list the records that caused the file to be rejected along

with a reason for each record.

Monthly Salary and Contributions Reports

As of July 1, 2024, TRSL began rejecting salary/contribution files that
contained ORP participants. If your file is rejected because it
contains an ORP participant then you must remove that record

and resubmit your file.

You must include the ORP participant on your ORP file. If you
already submitted that month's ORP file then you must add that
ORP participant's data to the next month's ORP file.

03/12/2025
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s from Monthly Salary/Contribution Reports

Two reports available:
- Contribution Exceptions
- Salary Rejections

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

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

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

49
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Contribution Exceptions Report
S TRSLS i

Identifies reporting and enroliment errors
o

Home
wetcome, shoroni: s Cotution ccouns Rocshani|

Should be reviewed, cleared, or [rame
reconciled each month R

e

LSearches Envton onacs

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

Employer Contribution Charges

+ Available for Defined Benefit
retirement plan (System 4)

« Two ways to retrieve report
« Clicking on “Error" link

- “"Generate Report" button

50

Refrieving the Contribution Exception Report

Default SSN Sort

Employer Contribution Charges

Click on the last “Error” e [Sronrooes I

message on the screen

. WL Repor [ Tamemital | rzmsest|  smossas 0| tawsst

- Pulls cumulative report Rejcione Tassss 205 | rsess
ccre sist3s an2te ool asmm| s

sorted by SSN Posted 12475785 s601080 t920|  124851

. . . o fox |Tememtal | tsmenzi] s Tn| e

« Leading zeros in SSNs will Rejsctons B0t w0 39%0] B0tz
ccae 50208 216 I

not appear postad a2 12044 50| 16372206,

S fom |Tememial | tsieess|  smsees| | mea|  rezsinl

Rejctons o o [ 0
ccs 13438 w22 | wseans)  emes

postd rowssnr|  simmn|  asmn| e

ooy |Tamemital | mozmrize]  swas| | nzswrs)

Fusioen om on a0 a0
cce otz oz ool 2aem|  esmemne

postd wamewss|  oussts|  qtour| soamzsras
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Refrieving the Contribution Exception Report

e
(L Query Record I

System

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

Employer Contribution Charges

Recommend Report
Type: Complete Report

L] [TRSL - REGULAR Employer: sceo
Fical Year: 2023 Show Reiecions
Fiscal Year
WL Bapen | Tenemital | tavistest|  sroedd tom] 12
| scicct J clear | Rejections. 62053 000
crs 216 00|
posted s sons w2 1z
- WG Eror | Tansmital 1.608.00421 30,5032 ) 1 -
Report Type Rejactons Bot12s 0730 s350] Sort Selection
s 216 000 -
' Posted 153553052 12350446 swe0|  1s1 Social Security Number
SEP Eror Transmital 734876985 581,962.39 sesozr| 138 Alphabetically
; Rejecions 00|
i o) o , | Exception Message
Posted Tamssr|  ssrsonn soman| 1% 52
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Contribution Exception Report

Layout:
« Sort & filterinfo
+ Number of
exception records

Leading zeros in SSNs
will not appear

o 2 Toachers' Rotroment Systom of Lousiana - Rogular Plan
Tk Cavton Bt ot
[ v | or ol Yo 2232020
Enployer.
oy Cons Pt pn
e mne o swaowe s e g oty Eamgs Mt
"
o ACTVORGP DT s Swiwed 284 ASH 206842 Cowbionumorat
s
o e O VA Unbeed BT WB) 80750 Combutenipe
as
e Wwre e wem T E——
cn
ooz AVATACT o oo L E——
[
oo sy ESTRERE  owams v et o

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

53

Retrieving salary rejections

Review Employer Contribution Charges screen
in EMIS after posting your monthly
salary/contributions report for the applicable
refirement plan (System 4).

month order.

Employer

N SC BD

| Show Rejections. 1

- Screen will update and display rejected
records at bottom of screen in calendar

Wetcome, sharoni

Jempioyer: L

‘Teachers" Retirement:
System of Louisianan

e rr—

o et s

ses Employer Contribution Charges
mEE ooy "
Click on “Show Rejections" button near top of e et | e
screen. Ep I - - B -

54
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Salary rejections

Rejections remain on the report and do not fall off, even after correction.
oranee 2572891 213832 lcoNTRBUTION AT MUST 8E 0
ones oo o) om [PERSONIN ESTIMATED STATUS

TOTAL: 26,728.91 213832
oazzs B 253 INEG MONEY AMOUNT DISALLOWED
oaznes [ 2 2183 91NEG MONEY AMOUNT DISALLOWED
oz I oo o Fevons revoRoRCPTaDROP IR
08/2024 | -73.47| 5.87| NEG MONEY AMOUNT DISALLOWED
cazies [ B o INEG MONEY AOUNT DISALLOWED
08/2024 i | 1 -1.69| Y AMOUNT DISALLO\
TOTAL: ‘ 26,278.8¢ -249.81) 51,574.91)
oaznzs 527 249 WIONEY AMOUNT DISALLOWED
s [ o BE 2S00 PENDING RETORGPIOPTSDROPNER
oaznes [ MONEY AUOUNT DISALLO
voznzs | ] wom o 000 44000[\EG MONEY AMOUNT DISALLOWED
wnrar | o Tecad a prvy 5 5

Salary rejections with $0 earnings/contributions

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

Salary Rejections
Unsheered " Eulime e esege
TOTAL: 0.0 0.00 0.00
) 0 000 o0 OO ULLTME REQUIRED
vz ad 0w o]
oan 000 o0 000 000 ULLTIVE REQURED
oar023 000 000 oorf 000fULLTIVE REGUIRED.
092023 000 000 o) 000PERSON IN ESTIVATED STATUS
) 000 on o0 000FULLTIVE REQURED
002023 000 00 000 0.00FULLTIVE REQUIRED
0922 0 009 000 000[FULLTIVE REGUIRED
082023 000 000 000 0.00[FULLTIVE REQURED
ToTAL: 00 000 T 0.
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Clearing exceptions & rejections

Online updates in EMIS

o : Updates
+ Contribution Correction oot
(current fiscal year only) SoouatLoave pcate
e
« Enrollments ot
« Terminations FullTime Only Corrections
Furtoah Cortcation snd Ut
Must have specific access rights designated on Uit
N P—
Authorized Contacts (Form 1) ORP SaaryEnty (up 10 100 eplyees i)
e Yo Sty Comctons
QuestonsteYer Crtication

Saary ontibution Enty (up 0 100 emploees o)
Sick Leave Dy Paia Updte

Sick Lase Aca s Upcste
Terminations

57
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Contribution Corrections (CCR)

Corrects salary reporting in the current fiscal year

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

Contribution Correction

System: 4 Employer:
SSN. Fiscal Year
Name: Reporting Month/Year
Instructions for using Contribution Correction:
. Click Edit’ or "Add' in the first column to open the line for editing.

L B tarine acereal anmings s Fole i aarean chk B iasa’ i raiaciig data that Fax besnpostad For
the month. If only actual sarnings OR full-time earnings iz changing, enter the same amount for the field not
changing and enter the new amount for the field that s changing.

5 Enter the actual earmings and full-time earings and click ‘del 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:tme earninga. Fulltime eamings are required for the rest of the months

4. Click Delete’ or ‘Delete Zeros' to delete the posting for t

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 sxample to enter $10 key in 10.00.

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

Actual
Eart

Contribution Contribution
£

Delete

Edit

58

Monthly Correction Journal Screen

Provides detailed list of all online contribution corrections
made for any reporting period (MM/YYYY) of the fiscal

year. Employers Reports  ~
May result in additional charges or credits to employer's Employer Contribution Accounts Recefvable
account. Employer Contribution Charges
Monthly Correction Journal Employer Payments
Employer Contacts
[System: 4. Fiscal Year: © — L 2 I Entry
- e —
I — EJ»“J’ " Tarirz o ssnen g ORP Contribution Charges
332398 592 932398 567110 567140 | Monthly Correction Journal
Postedon 1115202 oy EMPR

w R 1002398 w2 weme aas600 40630

Posted on 111612023 by EMPR
Unshetered Roguiar Totals 000 000 00 000 000
Shelered Roguiar Totals e 2m6s  wues 1568550 1558550

59

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)

- Resigns + Termination dates do not have to be the same for
", TRSL and insurance coverage
- Changes to a non-covered position at +  Use MM/DD/YYYY format

your agency

Reminder: Do not enroll and term with the same date

- Is approved for TRSL disability retrement

« Is a RTW retiree who has not worked for Updates Submit Files
more than 3-4 months with your agency Agency Certification (Form 118
Terminations Annual Leave Update
£ Employer: _ Contribution Correction
| vamer
Enrollments.

Procedures for using Terminations:
Tl 4 et i 0 g e o g
e e trminationdat s St he et of cnrc rd ok Ut Sick Leave Days Paid Update

3. Clk Cance o undchanges enterd o 10 et o e il gy,

Erployment Dote Sick Leave Add and/or Update

60
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Q%‘TRSL EMPLOYER MANUAL B
O 6.0 Service ot CrtictionsComrections

Index 6.0: Service Credit

Certifications/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 earnings during a specified fiscal year earned by a
member that meets the definition of earnable compensation

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

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

62
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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 é credit
hours; normal full-time is 15 credit hours for Fall & Spring

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

63
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Refrieving Questionable Years Report

Questionable Years Report

members
requiring certifcation. There are five options for creating reports and four different ways.
tosort the report.

« Option 1 “This report il for
which TRSL has requested certification va a Questionable Years Letter. THis report
vl pimarily consist of members presently going through the retirement process or

Enpioersatements “ppronchin retrement el
« Gption 2: Al Gutstanding Questionabl Years - Thisreport vl st sl outstandin
et ket = s 0 cpor e
g 809 artcston Ui at the fontof the report.
« Option 3:Fical Years Lo Than/Ecual o YearsOId - Thi eport vl i il
Fortugred e Crtctin e s e
pr———— Current fsca year. A Retirement Actons Pendingsecton il b lstedat thefront

of the report only for fiscal years less than of equal to 3 years old.
« Option 4: Fiscal Years Greater than 3 Years 0ld - Ths report vl s all outstanding
than three years old.
secton il be st at the foto hereport ol o fsal years grate han 3
ars ol

«Bption 5: By Fiscal Year - This report wil st all outstanding questionable years for
ins,

‘Quedionible You Saics for AlFRca Yours arange of fiscal years or a single fiscal year of your choosi

Repartng o Enrotied

64
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Questionable Years Report
New records added after the
close of each fiscal year (QPProx. e s s s s v
August 1) o

- Certify/correct each record

within three years to avoid

actuarial charges to your agency

65

How to cerlify questionable years
Three online processes:
« Full-Time Only Corrections: Use when incorrect full-time

Annual Leave Update

earnings reported or service credit is incorrect contribution correction

« Questionable Year Certification: Use when service credit, Enroliments
actual earnings, and full-time earnings reported are [ Timeoow corecton)
correct and reasonable Home Address Update

[ Journat Entry Review

« Prior Year Salary Corrections: Use when incorrect actual

earnings reported
EESTonae Year Coreaton >

Sick Leave Days Paid Update:

Sick Leave Add andlor Update.

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

66
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Full-Time Only Corrections

Full-Time Only Corrections

Updates service credit - o ®
- Must provide correct Full-time Earnings -y N
amount PR g e e
- Use Reason drop-down box or enter o iy Al i Gy B
Comment e e e .

Official Leave (Other than Sabbatical)
Sabbatical at Reduced Pay

Extra Eamings

Workers' Compensation

Summer School Earnings

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

Substitute Eamings

sobmit

67

EXAMPLE: Full-Time Only Correction

Record appears on the Questionable Years (QY) report Questionable year reason codes
EXAMPLE: New hire as of 10/01/2020 o e e mre e

2. 15 year of employment for
employer / 1st year of employment
after DROP

Changed employers during the fiscal

year and/or break in service

Partial year of service credit not

previously certifie:

- Ensure Actual Earnings reported are correct

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

Actual  Full-Time Service Reason for

Name Sys SN Fisal  spatus Date of ate
Year Employment Termination ~ Eamings  Eamings Credit Questioning

DOE JOHN 4 2021 ACTIVE 10/01/2020 38,898.03 39,2538 077 24

Tip: Neverrely on Full-time earnings appearing on QY report or TRSL EMIS Screens.
Always research correct FTE.

68

EXAMPLE: Full-Time Only Correction

Full-Time Only Corrections

= ; Pt e 2001

< Sble 1 the emmployes worked full-time for the full normal
50 et pay (resardlcas of hether or not shis amvaunt 1

- e o ctany e e Jore
ea somer s pergdgnal TRSL m R LT,
- 50155.33 L

15t Year of Employment =

) or none of Re:
Aedoidabiny

69
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Actuarial Cost for Full-Time Only Corrections

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

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

« Full-Time Only Corrections actuarial costs
for members with a retirement
application on file (other than entering
DROP) charged to employers’ account
shortly after finaliziing members’
refirement benefit.

The three-year timeline for

certifying/correcting questionable
years is calculated as follows:

Current Fiscal
Year:

Fiscal Year 1:
Fiscal Year 2:
Fiscal Year 3:

Older than
three years:

FY 2025
FY 2024
FY 2023

FY 2022

FY 2021 & all
fiscal years
prior

70
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Questionable Year Cerlification

Does not update service credit; cerfifies
reported data is correct as is

+ 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 Fom

Previously reported information certified

Comment: | 1st ycar of employment after DROP

ment

Official leave (other than sabbatical)
Sabbatical at reduced pay

Substitute earmings only

Questionable Year Certification

i
Pt e 206

71

EXAMPLE: Questionable Year Certification

Record appears on the Questionable Years report

+ Example: New hire as of 08/06/2020; need certification for

1st year of employment (FY 2021)

- Per employer's research, employee has worked the entire
year and had no dockages or leave without pay (LWOP)
during FY 2021; Both Actual Earnings and Full-time earnings | *

previously reported are correct.

Questionable year reason codes

1 year of employment for an
employer / 15t year of employment
after DROP.

3. Changed employers during the fiscal

year andjor break n service
Portial year of service credit not
previously cerife

Name Sys SN Fiscal  status

Actual  Fui

Date of te of
Year Employment Termination ~ Eamings  Eamings Credit | Questioning

l-Time Service | Reason for

Year

DOE JANE 4 ACTIVE 08/06/

5540614 5540514 100 2

72
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EXAMPLE: Questionable Year Certification

Questionable Year Certification

for using

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

2T cericston vy updatethe record i otk fo Certyth data reportd i corrct. [T WILLNOT CHANGE
£2/1CE CREDI. The FULLTINE ONLY CORRECTIONS et be s i service creckt hould be o

3. Select a reason for the certific:

4. Acomment can be added for iddmonal information needed to clarify the certification. The comment is optional unless a

Féazan 1% not chosen in vhich caze tha commant i requn

5~ Click the Certi n to submit the certification.

. NOTE: The cortification of an authorized sgner's parsonal TRSL member account must be complated by anotfier

authorized signer at the agency.

Reason: (TsLyear of smployment ~ Use Reason drop-down
b
Comment:

73

Prior Year Salary Corrections

Updates service credit [ Prior Year Salary Corrections

- 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

74

Actuarial Cost/Charges for Prior Year Salary Correctio

If prior year correction increases earnings/contributions :

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

; Prior Year Corrections:
- employer will be charged member &

employer contributions plus interest rate at

I Current Fiscal Year: FY 2025
the judicial rate.
N Fiscal Year 1: FY 2024
For fiscal years more than three (3) years old: iscatvear
. Employer will be charged the greater of the Ifiseel) e 2 A A
actuarial cost of the increase or the member Fiscal Year 3: EY 2022
and employer contributions plus interest at
the actuarial rate Olderthan | FY 2021 & all
« $200 fee required three years: fiscal years prior

« Separate Journal Entry invoice for actuarial

charge 75
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Certifying traditional adjunct employment - SPECIAL CONDITIONS

Use TRSL’s Adjunct Certification letter 4TRSL
for adjunct employees employed by —_—
credit hour contracts (O ———

« Ensure eligibility each semester W =
before certifying

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

76

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
* Meefts 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
Examples:

* 9 months: 1,440 hours x hourly rate

+ 12 months: 2,080 hours x hourly rate

77

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 confracted to work more than 20 hours per
week or at 50%

Fulktime Only Corrections program

Enter Full-time Amount
SelectPart-time Employee”
Enter Comment

Full-Time

Comment:

78
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Oz:r RSL EMPLOYER MANUAL i

INDEX 17.0: Loave Information Somentee 018

Qz:r RSL EMPLOYER MANUAL [

INDEX 11.0:Rat

CONTENTS
prectspenee

Retirement Process/Issues

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

RELATED FORMS

R,

Trpimeria o
ey

Employer certifications: Retirement/DROP
processing

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

« Certify all questionable years

Home Adares Upcte

- Certify sick leave days used for all fiscal years of Crere e
employment and sick leave days paid at retirement | ves s corsien:

Questionaio Yoar Cortifcation

- Complete Agency Certification after termination RS ——
date and after all earnings & contributions are e e
reported to TRSL Sk Loavo A o Upite

Termintion:

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

80

Request letters
k3

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)

27



Agency Certification (Form 11B)

- . R updates
Certifies member's termination date and (aency Corbcaton Form 115
service credit for the current fiscal year o e e —

« Requested when a TRSL member retires P ——
or enters DROP -
« Termination date* = last day worked or :
last day of official leave
« Full-time eamings = 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 7?

*Effective date of retirement will be day after termination
date OR date retirement/DROP application s received,
whicheveris later

82
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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 earmings amount for member's
last full fiscal year in DROP

| —
o i 5
- =

i o retement cotrbsions et
paricpation.

Actalerriogs - urins (ncloding P aanigs) the
0ROP purticpan earned during the s 12 mnths of
80P by fclyer Thisinfrmation  neded o tst the
108 capfor members who worked atlust 3 months
st 0307

T ————r— —— pryp—
[Rave ouoed workngte foll yor o 00K ofet. ¢ —

83

Termination date vs. retirement date

Termination date cannot be the same as the retirement date.

TERMINATION DATE RETIREMENT DATE
Member's last day of Day after termination date or
work or last day of the date TRSL receives
official leave completed retirement
application (whichever is later)

84
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RTW Supplement

Retirees who elect to return to work
under RTW Option 2 provision (available
to full-time direct employees under the
2020 RTW Law) will accrue service credit
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 retiree's benefit cannot be resumed
until TRSL has received the Form 11RTW and
the employer has entered an online
termination date after retiree's last day of
work.

for Retur t0.Work (=T Supplement

85
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Employer sick leave cerlification

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

during DROP

- Certification of sick leave days paid at

retirement

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

Updates

Annual Leave Update

Sick Leave DaE Paid UEdate I
Sick Leave Add and/or Update

86

Sick leave days used

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

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

- Number of sick leave days used

- If applicable, number of summer
school days worked with summer
school percent effort (can be
different than regular school year
percent effort)

Sick Leave Add and/or Update

Updates
Annual Leave Update

Sick Leave Days Paid Update

Sick Leave Add and/or Update

87
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participation

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

To enter sick leave days used during DROP:

« Uncheck ‘Use Employment History' box
« Enter Employment Dates:

« For Beginning Date field, enter member's DROP

begin date
« For Ending Date field, enter member's
date

Sick leave days used during DROP

Guem Record
System

in EMIS for

% Use employment
Tiistory

DROP end

03/12/2025

Submit sick leave by data file

Employers can submit a data file to update the
usage for their employees

« Allows for historical information fo be saved in
location

- Most software vendors have created a file path to use

sick leave T~

DO %P Cantribution

00 sy Contion
a separate DoA sickLeave
[Er—
[ —
150ty Contration

LSUMEDICAL Satary Contriution

Starting 15U Sick Leave
position Field description Data type Length LSUMEDICAL Sick Leave.
5 o sy
1 Employer ID Numeric 4 e
5 Social Security number Numeric 9 Sick Leave.
14 |Fiscalyear U= 2 P ——
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:i Serk leave
TOTAL 32 bytes (characters) feireliilicy 89

Sick leave days paid at retirement

Employers must report number of

sick leave days paid at time of
retirement or DROP.
+ Report number of days, not hours
- Report even if 0.00 days paid

Annual Leave Update

Sick Leave Days Paid Update

Sick Leave Add and/or Update

Sick Leave Days Paid Update

S T o

nstructions fo usng ick Leave Deys Paid Update:

s nanar rflecs Gy i, o .
oS s Pt h o e, oy
, o e

o v gy

It o S Cor s e o Sk e 5 4
5 mohr f S s g e, e rsis
L
1 (o
5 cickAdd

e

90
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EMIS sick/annual leave summary screen
Confirms leave data already updated by employer(s)

Members Employers
SickLeave | T =

Ihember Summary

Account History

Ihember Notations

e | o 2 0 wpLovER FLE orriomons Honthly SalaryiContributians
w5 | o n 000 ] ov0r2017
w6 | oo [ 0.0 o3 AAL feliby HELRY
w7 | o n 250 ewetorer e 112017 Benenit Payrol
w8 | oo n 173 ewpLovER FLE orrionos
Benefit Payee.
w5 | o n 1823 [ewororerie 0872015
w0 | oo n 550 mpLovER FLE o200 COLA History
w | o 2 s ewpLovER FLE o2 R e
o v days used 0710111990 an & Informatise
al: | 166. ==

Retirement Benefit Payment History

e Sick Leave Days Paid Sick Leave/Annual Lesve

B0 o7rvaon DROPAILSE Summary/History

21
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OTRSL.  eweiovermanuaci®
e

INDEX 15.0:Retirees Returing to Work —

CONTENTS

e
Resounces

Index 15+: Retirees Returning to Work

Contains information regarding the employment of TRSL retirees
in TRSL-covered positions

Louisiana Return-to-Work (RTW) Laws

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

Lo.RS. 11710 | Refired before July 1, 2020
2010 RTW Group | Standard fransfer opfion: can elect fo move into the “new” group. This is an irevocable
election; refiree is permanently forfeiting their eligibility o “old” categories

Retired on/after July 1, 2020 + those who elect fo fransfer from 2010 fo 2020 group

Special fransfer option: individuals who refired before July 1, 2020, may have been
placed into this group based on previous eligibility criferia (first date of reemployment)
These individuals may elect fo move into the "old” group

La, 710.1
2020 RTW Group

La.RS. 11:710.2 | Higher education crifical shortage (adjunct professor in a nursing program where a
2022 RTW Group | ciifical shortage exists)

93

31



03/12/2025

Address benefits, not employment

RTW Laws do not prohibit (or allow)

employment. =
Standard 12-month waiting

Their purpose is to specify how refiree period exists

benefits are impacted during reemployment = Can be reemployed,

and whether confributions are required. cannot receive

benefit
There are no exemptions or waivers, but - erréi(:qm BENSS
some categories of the laws are more cre

permissible than others.

94

2010 2020
Grandfathered Group (1173) RTW Supplemental (RTW

Advanced Speech i Option 2/ACT-RET)
« Earnings Limit
Retired Member Contracted/Corporate

- Critical Shortage
Contract Employment
(Suspension)

(suspension)

Notice of Reemployment

TRSL must be notified of all scenarios in which a TRSL The laws are applied based on the

refiree is providing TRSL-eligible services. enroliment info submitted; the online
enroliment is the catalyst to putting specific
impacts info motion

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

N . N Examples:
The online enroliment serves as official notice and

acts as certification of employment dates and type

Suspension of benefits: online
enrollment “flips switch” fo turn benefit

+ Enroliments are expected within 30 days of hire &l
+ Forms are supplemental o the online - Earnings limits: Applied fo gross salary
enroliment

reported by the employer

Certification statements may be included in
enrollment process (excluding critical shortage)

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

Termination dates should also be submitted fiscal year cerffications
*  Election to switch laws (or applicable
+ Form 7A required for refunds of contributions provision): Effective upon employer's
« 11RTW required for ACT-RET submission of new enroliment
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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 willidentify all retirees, comparing the

employer data to the information submitted in EMIS over the course of the prior
year. Additional certification may be required for variances or unreasonable

reporting.

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

97

Determining Retirees RTW Group

1. Is date of retirement before July 1, 20202 2010 RTW Law
= No-2020 RTW Group Retired before July 1, 2020
= Yes- Next question
2. Doesretiree have previous RTW employment = Position typically
history? determines provision &
= No-2010 Group benefitimpact

= Yes - group indicated by last RTW
employment type
202

. . . : 020 RTW Law
Standard 12-month waiting period exists Retired on or affer July 1, 2020

= Reemployment is not prohibited —
however, retirees cannot receive their TRSL
benefit AND an employmentincome during
this time frame.

= Hiring method determines
“options"

28

Identifying retiree’s group

Status Information

(sc) | oarozreoea |

[Rws21-394

Employment History

Empr 0 57 Employer Namd RTW Type [——
o IST S SC 80 1011811570t 06/227200
[ [sTamves sceo [Rrveacriiza— [[TACL 01012007t 05/0072007
®_ST J0rSC 8D ATz A | 12701720050 0572412007
[ & [sTomnsceD rwACTiiZ A 1170172070 1272072007
1 R_|ST JAMES SC 8D RTW-ACT1173 A 02/01/2008 to 06/30/2008

© Portal a1
) Portal 5: 2020 RTW Law.
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2010 RTW Provisions

Earnings Limit
Benefit Impact No impact (25% of Benefif) Suspended benefit
Adjunct, tutor of K-12 All other positions, including
Position eligibility e o students, proctor, presenter adminisirafive, athiefic,
of professional development clerical, efc.

03/12/2025

Contribution Yes, refundable Yes, refundable
Upon terminating Upon terminating No
requirement reemployment reemployment
2020 RTW Options
o _RTW Option 1 RTW Option 2 Contract Employment
ption Earnings Limit / 25% FAC Suspended benefit Suspended Benefit
Provision AEIESDIDEIPEAeCE) | Al Appliesto all employment by
eligibility posifions positions (I S e D
C Yes, refundable Yes, accrues supplemental m
H Upon g benefit (1 LZT,‘:;S,EST needed (DOT needed o resume)

2022 RTW Options

el o mpac

Adjunct professor in a nursing
program where a shortage

Yes
e refundable upon termination

101

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

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

shortage exists
Retiree eligibility:
* Refired on/before June
30, 2020

* Have at least 30 years of
service

* Be at least age 62

To declare:
Must list unfilled positions or positions
filled by retirees on websites of:
1. Post-secondary institution
2. Institution's management board
3. Board of Regents
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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 g

Please complete online surve v
to help us improve future trainings! v
‘/

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

» Survey link closes in two weeks

104

THANK YOU!

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