2026 ANNUAL

43.T RSL EMPLOYER TRAINING

Teachers' Retirement System of Louisiana

We will begin promptly at 8:30 am today.

Enjoy the silence - There is currently no sound or video until the webinar
begins at 8:30 am.

If you experience any technical difficulties during today’s webinar, please use
F5 to refresh your screen.

Handouts available under the Annual Employer Training section at:
https://www.trsl.org/employers/employer services/employer training.

ANNUAL EMPLOYER TRAINING

March 19, 2026

’

Employer Membership Information Site
(EMIS) Authorized Contacts

+ TRSL Eligibility and Enrolliments

Optional Retirement Plan

Monthly Contribution/Salary Reporting

Service Credit Certifications/Corrections

Retirement Processes/Issues
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Index 0.0: Employer Membership Information Site (EMIS) Index
1.0: Authorized Contacts & Employer Directory Contacts

Provides an overview of TRSL's employer access database and
how to obtain employer access to EMIS

TRSL vs. LASERS: Comparison for state agencies

* LASERS' agency number

« TRSL assigns agency numbers generally assigned based on
« Employer Confribution rate is Division of Administration
same as K-12 employer numbers
contribution rate - Different rates for employer
« Service credit awarded on fiscal contributions based on
year basis membership type
« Does not interface with LAGov « Service credit awarded on

calendar year basis
« Interfaces with LAGov
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TRSI- qulsons Other employer services staff

Each agency is assigned a —
Retirement Benefits Analyst liaison

Liaison for most DOA State Agencies:
Quincia Ezejiofo, quincia.ezejiofo@trsl.org
o 2259293065 Retramant Superisor

Return-to-Work Liaison

‘ORP/RTW Program Manager

Employer Training

Active Membership Specialist

Employers Overview TRSL Liaisons

Employer Services
» TaSL Liaisons o view the name and/or contact information for your agency's liaison, use the search box below. You can
» Employer Training search by the employer name, employer ID, or liaison's first or last name.

» Employer Sunveys -
Type your search here ‘search
GASB 68

» Contact
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Employer Procedures Manual (EPM)

Employers' guide for TRSL reporting, including 18 topic-
specific indices

Procedures Manual

Employers Overview

Employer Services

» s

» Empioye

» Emoioye:

casBes

Employer Reporting

» Enis ins

Procedures Manual
Contribution Rates

1RS Limits.

FaQs

YouTube Channel

The Key Newsletter [ —— 7

Employer/Membership Information Site (EMIS)

TRSL's employer database

Employers can ; - -
« Certify/correct employee data pr—r——r—) 004 0w ontrtion
« Upload required files/reports* Coniioncorcion oo sk e
- View various reports P e o et
o i

L5U-MEDICAL Satary Contriution

0% Sty Eney (10 100 amployesanty) |

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

L5u-MEDICAL Sic Lowve.
loRP saary

[setary Contrbution

sick Leave

Member Summary

Member's personal information Member Summary

« Historical record of TRSL-covered =
employment with dates

+ Place to determine if member
can elect to retain membership
- Must have a minimum of 5.00
years of service credit for
eligibility

Pantniy Salary/Contributions

Annusl Saary Mistory
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Account History

Location to view member's Account History
service credit by fiscal year - e

- Way to identify any
questionable years left to
certify when reviewing a
member's account

Members. — " — assw T RN sam S -

Tember Sumary

Concibuions sevieecredit bty

Feombor Notabom o - Estiatn service ot - st sevce oot
- omn EDEINEY TEE o

[ m——

o saey Wy
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Monthly Salary/Contributions

Displays member's current fiscal year salary —
and contributions reported rarser s

)
« Can be used to determine when Agency At sy oty

Certification can be completed

Monthly Salary/Contributions

et 00

* Active members (EXP):
- “3": Earnings expected
- “4": Earnings may be reported
+ “0": No earnings expected to be
reported

ol [=]- =] < =] - =] - =] - B

o IR T e 'l 'l

EMIS system codes

s Information

07/19/2021

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

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 any
Louisiana postsecondary education institution

System 4

System 6

12




Reports available in EMIS

Employer contacts with EMIS access can
create various reports at any time

Various report options include:

* Enrolled Not Reported

* Reporting Not Enrolled

* Ending DROP Participation

* Members Eligible to Retire

* ORP to TRSL Election Eligibility

Re pun{} Updatﬁ

|Active/Active DROP Member Service
|Annual Leave

Enrolled Not Reported

Ending DROP Participation
Furloughed Employees Certification
Insurance/Voluntary Deduction
|Members Eligible to Retire
Questionable Years

Reporting Not Enrolled

Sick Leave

|Sick Leave Errors

ORP to TRSL Election Eligibility

13
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Enrolled Not Reported

expected.

* To get the most current results
you must select the last month
for which a salary/contribution
file was submitted.

* Can help you identify members
who should be terminated

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

System

I
[ seiect ] ciear |

Reporting Not Enrolled

Lists people for which your agency has reported

* Enter the system code and the
current fiscal year

* Can help you identify people who
need to be enrolled

earnings/contributions to TRSL without a corresponding enrollment.




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.

S TRSLE

Ending DROP Participation Report

hoss DROP partcpaton priod ends withinthe scual month snd year reqestad. Th
Sctal moneh nd e can e pst o iz dats.For axaple  you recmst o
rapotfor M, 209, thn youwilaclve rportwith mamberswhsa DROP end dats
s from Moy 1t May 31 of 2005,
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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.
* Note: Prior year corrections (PYC) or other missing

information may impact whether a person is actually eligible
to retire or not.

Projected Fiscal Year Members Eligible to Retire Report
2026 ]
The Members Eligible to Retire Report provides a detailed report or a summary report of
members eligible to retire. The report will include employees who meet eligibility

requirements by June 30 of the projected fiscal year selected. The projection assumes
['Select] Ciear that a full year of service credit will be added to the employee's current service years.

8 Ssummary Count Only

17

ORP to TRSL Election Eligibility

Used to identify the ORP to TRSL Election eligibility status of ORP
participants.

. Employer 1D

* Can select One Year Window, Sept 2025 =N
Window, 60-Day window, or Seven Year
Window

* (Can select any combination of Eligible,
Not Eligible, May Be Eligible, Withdrawal
Complete, and Approaching Close of

¥ withdrawal Complete

Window (window closes within 2 years) ¥ approaching Close of

window




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

« Complete bottom of section 2 to delete previously
designated personnel no longer needing TRSL database
access for your agency

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

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

HTRSL. Aunorized contacs

[ Home address update

O nquiry O Eenroliments [ sickannual leavg |
O Prior year certifications/corrections [ Terminations [ Agenqy Certifica o
O Retiree insurance deduction O File submission I salary report (onl

I Contribution correction ] ORP salary repor]
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EMIS access rights

Inquiry (INQ) Offers view-only access

Sick/Annual Leave |- sick Leave - Use fo update employees’ sick leave usage
Update/Corrections |+ Annual Leave - (Postsecondary and state agencies only) —
(SLU) Use to report annual leave balances

Prior Year Use to update Actual Earnings (gross earnable compensation),
Certifications/ Full-Time Only Earnings, and Questionable Year Cerfifications
Corrections (PYC) for a closed out (or prior) fiscal year

Terminations (TRM)

Use to 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
retiring or entering DROP

Description of access rights available on reverse side of TRSL's Authorized Contacts (Form 1)

20

EMIS access rights (cont'd)

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

(ADR)

Home Address Update

Use fo update mailing address for active employee

(CCR)

Contributions Corrections

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

ORP Salary Report (ORP)

(Only for employers with no more than 100
employees in ORP) - Use fo report monthly salary and
confributions for ORP participants during the current
fiscal year

Description of access rights available on reverse side of TRSL's Authorized Contacts (Form 1)

21




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.

ATRSL oot precory

22
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Keep employer contacts up to date

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

E——)

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

()

Tip: Review Employer Contacts screen

offen

Employer Contribution Accounts Receivable
Employer Contribution Charges

Employer Payments

Employer Contacts

lz:r RSL EMPLOYER MANUAL

INDEX 20: TRSL Membership. s

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

REQUIRED FORMS




Enroliments process

Documents to include in hiring packet

1. Election to Retain Membership (Form 2R)
« Submit original fo TRSL

2. Forfeiture of Retirement Benefits/Attestation of Understanding (Form
2FRB)

« Do not submit to TRSL. TRSL will request if needed.

3. Statement Concerning Your Employment in a Job Not Covered by
Social Security (Form 2SS)

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

« Submit original to TRSL timely

« Employee/member responsibility o submit form

25
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Form 2R: Election to Retain Membership

LSA RSS. 11:723 P pp—— =

When a Louisiana state agency hires an employee, S
the new hire is normally eligible for LASERS
membel th mployee has at least 5 years

of TRSL ﬁ ity ci ay elect fo refain TRSL T
membership, ins eo oﬂommg LASERS. T

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

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

« Must submit original Form 2R with original signatures Do |
to TRSL.

26

ity - SPECIAL CONDITIONS

Part-time, seasonal, or temporary employment

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

Definitions:
Ten (10) year rule +  Part-time: Employees who work 20 hours or less
are considered part-time and are not eligible to

Ten or more years of TRSL retain membership unless they have 10 or more
eligibility service credit years of TRSL eligibility service credit. Employees
who work more than 20 hours per week can
retain membership if they have at least 5 or
more years TRSL eligibility service credit.
Seasonal: An employee who normally works on
a full-time basis less than five months in a year
Temporary: Any employee performing services
under a contractual arangement with the
employer of two years or less in duration 27

+  W-2 employees only
« Can work 20 hours or less
per week




Joining TRSL after ORP Participation

7-Year Window
ORP Participants with a 7-Year Window to Join TRSL

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

7-Year Window beginning on ORP First Eligible Date

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

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

Member Summary

S ‘Address Date08/02/2024
‘Addross:.

oo P

ORD First Elgiblo Date:/472024 nferred
(oRP to TRSL Ve Window, TRSL
ORP Carrior:Tias
Fiscal Yoar:2026

Status Information

Status Codo to P Roco
o (o engeR ©) | osoance 2 8
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ng TRSL after ORP Participation

60-Day Window
ORP Participants with a 60-Day Window to Join TRSL

Joi

« ORP First Eligible Date before Aug. 1, 2020, and were not active and
contributing as of June 2024 but became employed in a position eligible for
TRSL membership on or after July 1, 2024

« If first eligible employment began between July 1, 2024 - July 3, 2025,
window expired September 2, 2025

- Iffirst eligible employment began on/after July 4, 2025, window expires 60
calendar days from the date that eligible employment occurred

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

29

Joining TRSL after ORP Participation

60-Day Window

Eligibility Flag examples:

Member Summary

S “Address Date:08/26/2025
Names Radrece:

Gendor:Female

Birth Date: Age: 81

ORP First Elgibi
|ofe to TRSL Eisction L1
ore

to:8/15/2006

Earrierivoys
Fiscal Yoar-20%6

Status Information
" Seq

Stato Cods
3 loRP MENBER ©)

Dats.

Member Summary

‘Address Date: 172412007
Address:

Birh. Age: 56
Folder Imaged /207200
ORP First Elgible Date:2.1/2003 nferred
|ORP to TRSL Election ligblity:TEs. 60 cay election window closed
ORP CarrierTIan
Fiscal Yoar:z026

Status Information

E— —— 30

10



rm 2TR: Election to Join TRSL after ORP Participation

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

AR e i e P (=) #TRSL St e oz = =

+ Must submit original form.
- Employee fills out 1¢' page

- Employer fills out 2" page

31
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INDEX 16.0; Optional Retirement Plan (ORP)
CONTENTS

E
O skt cnloers
betamins s
s

o
108

st s rom

TS R 0 O

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

ey
Tamatoos

ol ruests
P

hat is the Optional Retir

t Plan (ORP)?

A Defined Contribution (DC) Plan

« Established July 1, 1990

« Available to academic and unclassified The decision to .
employees at any Louisiana postsecondary participate in the ORP is
education institution as well as employees of irevocable, except as
any constitutionally established board that provided in La. R.S.
manages institutions of postsecondary 11:932.
education.

« Designed to accommodate the
postsecondary education community with
retirement benefits that are fully portable to
other US. colleges and universities.

33

11



An alternative to Tl

TRSL Regular Plan (Defined Benefit)

» »

ORP (Defined Contribution)

Sent to Vendor
ia TRSL.
and .
Employer Invested by

Bl Participant
Contributions through Vendor

Employee

NOTE: Lfetime DB benefit
based on service crecit,
final average comp
‘and benefit factor.

BENEFITS paid
bused il NOTE: DC benefit based
investments srictly on omount n ORP

account.

om
Participant
accounts

03/11/2026

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

be at least 6.2%. 34

Current ORP carriers

VOVA Parficipants control their own investment:

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

enrollment

corebridgé :

financial

35

ORP eligibility for NON-postsecondary education employees

If the TRSL-ORP participant meets the retain membership requirements and
elects to retain their TRSL membership, he/she must remain in ORP, regardless of
the number of years, except as provided in La. R.S. 11:932. (This holds true even
if the retained position the employee is filling is part-time, seasonal, or
temporary)

If the ORP participant is employed in a position covered by another Louisiana
public retirement system:

« I member has fewer than five years: You will enroll him/her in the new
refirement system

« If member has five or more years: He/she can opt to retain ORP membership
under TRSL by completing a Form 2R (Election to Retain Membership) and
Form 16 (Application for ORP or Change of Carrier) within 60-days of new
employment

36
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Irrevocability and Act 109 of 2024

ORP members are 100% vested from the date of enroliment in the ORP. Except as
lecti

provided in La. R.S. 11:932, joining the ORP is an il bl
rticipation is required in the il i

- Participant's employment capacity changes to part-time, seasonal, or temporary
« Participant changes employers

- Participant leaves postsecondary career for K-12 or state agency (and elects to retain
membership)

« 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.

37
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Transfer of ORP Contributions

Once the monthly ORP salary file and applicable payment is Contributions transferred to the
received, TRSL transfers the employee and employer portions of ORP. 's carrier
the reported confributions to the ORP carriers. Employee 7.975%
- y . Employer 62%

+ ORP participants contribute 8% of salary and TRSL retains the

lesser of 0.05% or half of the total administrative fee Ve ESCE | ERES

fo ORP carrier

« Employer portion includes the Transfer Amount, the employer account

share of the administrative expense fee, and the Shared

Unfunded Accrued Liability (UAL); only the Transfer Amount is
transferred to the ORP carriers and TRSL retains the UAL portion

Total ORP Employer Contribution Rate (FY 2027)
Transfer Amount 6.20%
Admin Expense Rate 0.025%
Shared UAL 13.12%
Total Employer Contribution Rate 19.345%

38

ORP salary & contributions limits

ORP participants are subject to a cap each calendar year, per IRC guidelines.

« Contributions for calendar year 2026 are limited to $72,000

« The limit includes both the employee and employer contribution amounts

Optional Retirement Plan (ORP) qz;rRS
Maximum Contribution Limits et i

imum Annual Contribution
& Employee contributions)

2026 $72,000
2025 $70,000
2024 $69,000
2023 $66,000
2022 $61,000
2021 $56,000
2020 $57.000

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 to
ensure they are no longer reported
« Do not report zeroes for participants with no earnings in the current
reporting month
« When the participant initiates a distribution, the ORP carrier will reach 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 to complete the termination process
could take 30-60 days

40
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INDEX 40: Contribution Reporting & Comctc s

Index 4.0: Contribution Reporting &
Corrections

Employer contribution rates

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

FISCAL EMPLOYER RATE
YEAR LS NORMAL |'Normal [ Admin shared | Total Employer
COST | "Cost |ExpenseRate | AFCRate” UAL Contribution
K-12 Regular Plan 8.0%
2026.27 |P1aNA 91% | 364% 035% 200% 1312% 19.11%
PlanB 5.0%
Ed RegularPlan | 8.0% | 3.39% 035% 200% 13.12% 18.86%
K-12 Regular Plan 8.0%
202526 |PAMA 9.1% | 367% 0.36% 1.75% 15.17% 2095%
PlanB 5.0%
RegularPlan | 8.0% | 305% 0.36% 1.75% 1517% 2033%

AFC Rate*: Effective FY 2024-25, used to directly pay for PBIs (permanent benefit increases) for TRSL retirees & benefit
recipients

Note: FY 2026-27 employer rates subject to change if voters approve a constitutional amendment requiring a large
one-time payment from three education trust funds to the UAL during the May 16, 2026 statewide election 42
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Office of State Uniform Payroll (OSUP)

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

Salary Contribution File Submission

If your agency is not OSUP- : -

based, you may have the | =7 Sevemi
option to enter salary
information directly into
EMIS or submit a monthly
file. —

43

03/11/2026

Monthly contribution payments by OSUP

For most state agencies, the ATRSL. aymentosibuton voucher
Office of State Uniform Payroll R
(OSUP) submits monthly
employee and employer
conftribution payments
corresponding to the monthly
salary/contributions report and
the Payment Distribution
Voucher (Form 4D) to TRSL.

Note: Payment Distribution Voucher (Form 4D) is required with all payments.

44

Additional invoices/actuarial costs

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

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

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

Forr'“ 4D should accompany payment and can be submitted by several
methods:

+ Mail to TRSL's address

« Fax to 225-922-4258

+ Email to Form4D@trsl.org

45
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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

+ Conftribution reports and payments are due by the 15th of each month

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

46
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« Payment in lieu of unused sick or annual leave
« Lump sum payments for discontinuation of contractual services
« Form 1099 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 payments issued by a single
secondary employer to an employee in a fiscal year is $15,000 or
less

t Are Not Earnable Compensation

47

Full-time earnings

Definition (for monthly salary reporting):
« Compensation the em;q\oyee would have been paid had she/he worked full-
time position for the entire month

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

. R?Nnoogjreduce because the employee is docked or on leave without pay

For part-time employees eligible to contribute fo TRSL, the amount should reflect
me co?\pensopl_c]m that the member would have earned if he worked full-time for
e entire mon

Example: For a two-pay period month —report Full-time Earnings amount equal to
two 80-hour bi-weekly paychecks

48
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Types of contributions

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

Tax sheltered (Type 30) = Tax unsheltered (Type 10)

Active members only Employees on workers'
(including members working compensation (contributions
after DROP) via third-party payments)

Employees on workers' + USERRA payments
compensation and using

their sick leave « Employer contributions

49
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Monthly Salary and Contributions Reports

« 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.

« TRSL will coordinate with OSUP for any rejected files that OSUP
submits on your behalf.

50

Identifying Errors from Monthly Salary/Contribution Reports

Two reports available:
- Contribution Exceptions
- Salary Rejections

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

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

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

51
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Contribution Exceptions Report

Identifies reporting and enrollment
errors

Should be reviewed, cleared, or

m of Louisiana:

reconciled each month

Employer Contribution Charges

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

- Clicking on “Error” link
- "Generate Report” button

03/11/2026

Retrieving the Contribution Exception Report

Default SSN Sort
Employer Contribution Charges
R Eapiorer <
. . " i oo ot
Click on the last “Error
message on the screen m Tl | zgte| st on| 125
et
. cirn | aemw|  wnes
. Pulls cumulative Posted 12076793 601080 1920) 123045851
report sorted by SSN W0 fx |t | tswsna| | momm | teamn
cin won b oo ases| s
. Leoding Zeros in SSNS Posted 163593092 12950446 9850 1,636,722.06
il SEP Eor | Trnsmittal 7,348,763.65 81,9623 ages27| 735425404
will not appear Rejcions 00 % 00 w0
cira s el | s
Foved vsaissn|  swsna|  awns| s
ey | | zmmin|  owren|  sr| oo
cin oz iz 0| s asmasn
Foed | wamess|  somsu|  amm| oo

53

Retrieving the Contribution Exception Report

Customized Report

choose Report Type & Sort Selection, then click “Generate Report”

Complete Report

Employer Contribution Charges

G
our: 128 Shew Bwcions

From “Query Record” section of the Employer Contribution Charges screen,

d Report Type:

Retiree Status

o o [ | s e Unknown Name

ey st o Enrolled Not Reported

i Ll ] L] Reported Not Enrolled
R e

[ " -

ciry va|  amn n

s sosossn| s i Social Socarity Number
= e | | i R Alphabetically

fms | wwsis|  wsre|  ums| whewa| | Exception Message
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Contribution Exception Report

Layout: e v Teschars Reragect Sy of Lo - Rl Py CrT
o @ﬁmnm oty b TarFac ﬂm
« Sort & filter info (C ey

« Number of snowe Temom s swwom b g Gawes  comes Canms ewss

exception records

owasaw umasn saer VAN WIS Sheleed 18X MEET 170830 Reported ot eovced.
e
(O e vitn DRer v S e
e et R S ]
Leading zeros in SSNs wisaus orie © iwisaes WatEs Swewsd  LOBE 4 205 Consbuion eemsnaie
will not appear
daaiss v S W Sheewed  LBAB TG B4 Combetan smanensti
"
e o mams naws s 2w mm

Unknewn Name

o685 Shawed e
e i
11205 Shetarss weE

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

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

TRS Teachiers Refirement
Ozb System of Louisiana

Employer Contribution Charges
R —
o |
Click on "Show Rejections” button near PR =) T e ey
top of screen. Ao w w o ]
! X =y wwn|  wao| | wma| mes
« Screen will update and display e

rejected records at bottom of screen
in calendar month order.

DEPT.
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Salary rejections

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

Salary Rejections .

4289 0z 000 431601 PENDN REVIROPRPTSDROP ER
wne  wma 000 4sta0r

51875 o1 000 621202PENDN REVIROPRPTSOROP NER
54TE TS w1d 000 emae

4sm0s8 587 000 631268PENDNG REVIACPRPTADROP NER
oy T2 o 964 SANEG VONEY AVOUNT DSALLOWED
366894 w52 Y

8,007 91| 880, 5—7 000 8,007 5‘7‘9-*\15%7':“-"(:539' RECENVED
800791 el o000 aoorsd]
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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!

T T swperons eroeosorTsoRoeER |
o o o) soperom D TR

w o om |
= oberons Feromoscerstaceen
w e .

o3 o o

o oo o

e o =

T o

o o o spemsom TS

o o o oopersonn EsTuATED TS

o o o sopessoun eSO ST
T o

o o o
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Clearing exceptions & rejections

Online updates in EMIS
+ Contribution Correction
(current fiscal year only)
« Enroliments
« Terminations

Updates ‘Submit Files

Agoncy Cortifcation Form 115)

Ao Leave Upaste
Contriution Carmection
Envolments

FulTime Onty Comections
Furough Cetfication and Upcte

O satary Entry (1 1o 100 empioyess on)
i Yar Salry Corrections

Questionable Vear Certicaion

Retires Vountarysurance Decuction

Satry Contibuton Etry ( o 100 mployees an)
Sk LeaveDays P Upcate

Sick Loave Add sndlor Updato

Terminators

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

59

Contribution Corrections (CCR)

Contribution Correction

Corrects salary reporting in the current fiscal year
- Add, edit/change, or delete monthly salary postings reported

Employer
Fiscal Yea

Reporting Month/Year:

for us

i ing Contril
1. Click Edit’ or ‘Add in the first colu

Adding zeroes can only be done for J

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

int for the field that i changing.
ull-time arnings and click ‘Add or 'Add Zeroz' if adding a posting for the month.

5. Click ‘Cancel' to undo changes entered or to return to the initial display.
6. Enter actual earnings and full-time earnings with the decimal. For example, to enter $10 key in 10.00.
7. Contribution Type "30" is for sheltered contributions and Contribution Type *10° is for unsheltered contributions.

ion C :
imn to open the line for editing.

uly, August and June in which 0.00 should be entered for the actual earnings.

2736.00 218.88 30 Delete

60
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Monthly Correction Journal Screen

Provides detailed list of all online contribution corrections
. f - Employers Reports ~
made for any reporting period (MM/YYYY) of the fiscal
year. Employer Contribution Accounts Receivable
. e . , Employer Contribution Charges
May result in additional charges or credits to employer's
account. Employer Payments
Employer Contacts
Monthly Correction Journal JournalEntry
For 10/[ Year |
e ep—
System: s FcalVear: Empioyer: -
Do opmc Eumigs combutions _ furine __ Eunigs [plsibl correton Somal
%R U7 AT G2 sat ST 41 —
posted on 11162023 by EUPR
» ® e e omw sern sem
Posted n 11162023 by EMPR
0w f0s8 Mm@ wmw 4w sere | asses
Poste on 11162023 by EWPR
unshansrea Requar Toai: o o o o o o
Shetred Reguia ot wwess 2w wees  mewn | tzsas | wsesn

03/11/2026

Terminations

Enter a termination date for
employee who:

« Resigns or

«+ Is approved for TRSL disability
retirement

+ 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 the
same for TRSL and insurance coverage

+  Use MM/DD/YYYY format

Reminder: Do not enroll and term with the same
date

Updates Submit Files
Agency Certification (Form 118)
Annual Leave Update

Contribution Correction

Enroliments

Sick Leave Days Paid Update

Sick Leave Add andlor Update

Terminations

‘ SSi: Employer:
Name:

Procedures for using Terminations:
1. Clck Ed fn the firstcolumn t open the ine for editn.

2. Ente th termination date and select the months of contract and clck Update
3. Clck Cancel to undo changes entered o o etu tothefitial disply.
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Index 6.0: Service Credit erficaﬂohs /

Corrections

21



Terms/definitions

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

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

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

- Service credit: A measure of the number of years a member

has worked and contributed to TRSL per the service credit
formula

64
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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: Employee works 5 hours per day; normal full-time is 8
hours per day; 5/8 hours = 63% effort

65

Retrieving Questionable Years Report

Furoughod Employes Certfcation

Reporting ot Envoled

sickLeme

66
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Questionable Years Report

New records added after
the close of each fiscal e ————— —
year (approx. August 1) O ot 20 e Compt
e priseer W
3 Changet wmgiore e
Jlomb it
. Certify/correct each o e
o - E N T
record within three years - e B
to avoid actuarial o . [ woa
charges to your agency « . e o P
» . P — W s
o P s e o wow
N ' . w
= . w5 e o wmn mon s«

How to certify questionable years

Three online processes: P s e - |
ates
« 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, &
l-Time Only Corrections

actual eamings, and full-time earnings reported are
correct and reasonable

Home Address Update
ournai Enty Review
- Prior Year Salary Corrections: Use when incorrect actual
earnings reported
{GEetonabie vear Cortneation>

Sick Leave Days Paid Update:

Sick Leave Add andlor Update

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

68

Full-Time Only Corrections

Updates service credit ‘ ST O
« Must provide correct Full-time [= B &

Earnings amount

+ Use Reason drop-down box or enter | i imay e |
Comment

. [official Leave (Other than Sabbatical)
* |Sabbatical at Reduced Pay

Extra Earnings

Workers' Compensation

Summer School Earnings

Full-Time Earnings Under/Over-statad
Full-Time not previously raported

Substitute Earnings

69
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EXAMPLE: Full-Time Only Correction

Record appears on the Questionable Years (QY) report
EXAMPLE: New hire as of 10/01/2020
« Ensure Actual Earnings reported are correct
- Need correct Full-time earnings (FTE) fo clear the

Questionable year reason codes
decressed more than
vear

12 yea loyment for an
employer / 151 year of employment
aiter DROP.

iged employers during the fiscal
year andior break n service

questionable year record b orevoiycortfed et
— S5 SN FEal  sgms | Doteef  Dateor Actual  FullTime Service Reason for
Year Employment Termination Earnings Earnings Credit Questioning

DOE JOHN B w1 AcTvE 10/01/200 BEBO3 W1B 077 ”

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

70
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EXAMPLE: Full-Time Only Correction

Full-Time Only Corrections

52 150155.33
15 Year of Employment

71

COMMON ERRORS: Full-time earnings

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

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

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

« Noft prorating the full-time earnings when a member has multiple

rates of pay or a change in pay during the fiscal year (contact
your assigned retirement analyst licison for assistance)

72
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COMMON ERRORS: Part-time employment certification

- Selecting “Part-time Employee” for
someone who worked full-time but
only worked a portion of the year

- Selecting “Part-time Employee” but

not including the percent effort in
the comment field

Salary Correction Full-Time I

Instructions for using Full-Time Comment:
1. Required for Primary when the Full-Time s different.
2. Select a reason for the fulltime change.
3. A comment can be added for additional information needed
to clarify the change. The comment is optional unless a reason
is not chosen in which case the comment is required.
Reason:
Full-Time not tously reported
Comment: | 15t year ulE:;:ymeKl A:aev DROP
st Year of Employment —
Last Year of Employment
Offcial Leave (Other than Sabbatical)
Sabbatical at Reduced Pay
Extra Eamings
‘Workers Compensation
Summer School Eamings

5 der/Over-stated
[[[Pat-time Employee
Ubsitute Earmings

73

03/11/2026

Actuarial Cost for Full-Time Only Corrections

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

The three-year timeline for
certifying/correcting questionable
years is calculated as follows:

Current Fiscal

Y FY 2026

« Journal Entry invoice for fotal Full-Time
Only Corrections charges calculated

Fiscal Year 1: FY 2025

after end of each fiscal year.

« Full-Time Only Corrections actuarial costs

Fiscal Year 2: FY 2024

for members with a retirement
application on file (other than entering

DROP) charged to employers' account
shortly after finalizing members’
retirement benefit.

Fiscal Year 3: FY 2023
FY 2022 & all
Qlfarifen fiscal years

three years:

prior

74

Questionable Year Certification

Does not update service credit;
certifies reported data is correct
asis

« 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

Questionable Year Certification

o
e Pt v 016

o o
Y CRREETNS et e o s e 4 s

cerity

Prewiously reported momaton certvea
5 yoarofcmployment affr DROP
15 year ofemployment
Lastyear o employment
it leavs (ther than sabbatca)
| Sabbancal tracuced pay
| Exra samings

| Workors'compensation
| Summer school eaings
| part e omployes

Subsiute samngs only

75
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EXAMPLE: Questionable Year Cerlification

Record appears on the Questionable Years report
- Example: New hire as of 07/01/2020; need Questionable year reason codes
certification for 1st year of employment (FY 2021) i g%";ﬁﬁjﬁibﬁ%i?iéﬁf:’”““‘*”“
« Per employer’s research, employee has worked bl [ var ot empiment
the entire year and had no dockages or leave Changed employersduring the fscal
without pay (LWOP) during FY 2021; both Actual | * sl e
Earnings and Full-time earnings previously
reported are correct.

Name Sys SSN Fiscal  status Dateof _Dateof Actual  Full-Time Service | Reason for

Employment Termination ~ Earmings  Earings Credit | Questioning

Year

4 ACTIVE 08/06/ 840614 SBA06I4 100 2

76

EXAMPLE: Questionable Year Certification

Questionable Year Certification

SSN: Employer:
Fiscal Year:

—
Employer Contribution |/~ Full Time Comment
Indi

shetiered | primary \ 5840814 J 467249 |\ 58,408.14

Instruc('ians for using Questionable Year Cerfification:
The information as reported to TRSL for the fiscal year is displayed above.
3 T cortimestion vill anly updato tha record orth astariske & coraly the data reported is correct. IT WILL NOT CHANGE

SPESICEIERIT Tre Pl T O ¥ CORRTCTIONS it e Ul IF G ce cradit aomld o :red.
3. Select a reason for the certificatio

STIONABLE YEAR

or sdditional information needed to clarify the certification. The comment i optional unless a
sason s not.chosen in which case the comment is recuired.
5. Click the ‘Certify button to submit the certificat

& HOTE: The certification of an authorised signer's personal TRSL member account must be completed by another
authorized signer at the agency.

Reason: [(1st zeav of emE\ozmem ~ Use Reason drop-down
Comment: |

77

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

Intuctosfor i 005 s

78
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Actuarial Cost/Charges for Prior Year Salary Corrections

If prior year correction increases earnings/contributions :

For fiscal years three years old or less:

The three-year timeline for

« employer will be charged member & Prior Year Corrections:

employer contributions plus interest rate at
the judicial rate.

Current Fiscal Year: FY 2026

For fiscal years more than three (3) years old: iy
Fiscal Year 1: FY 2025

« Employer will be charged the greater of the 5
actuarial cost of the increase or the member Fiscal Year 2: FY 2024
and employer contributions plus interest at

3 Fiscal Year 3: FY 2023
the actuarial rate
+ $200 fee required Older than|  FY 2022 & all
- Separate Journal Entry invoice for actuarial three years: | fiscal years prior

charge

79

Journal Eniry screen

Online prior year corrections

! [r———
will create arecord on your P——
agency's Journal Enfry screen [———

in EMIS

« Actuarial JE - Prior Year
Salary Corrections resulting
in actuarial charges to your
agency

TeRUIE] 08/02/ 2024

o241 o 1

|
| i |
wa |

|

oz;r RSL EMPLOYER MA:UALM

INDEX 17.0: Leave Information —

] 'z;rRSL EMPLOYER MANUAL il

INDEX 11.0: RetrementDROP Processng pas——

CONTENTS

Retirement Process/Issues

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

Provides information related to the retirement process

RELATED FORMS
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n a TRSL member applies to retire/enter DROP

TRSL. sstctonorSenin s, 158 000

TRSL members have two ways to
apply to retire:
« Application for Service Retirement, c
ILSB, or DROP (Form 11), or |
- Through Member Access = Lt ——~

prrr—————

82

TRSL encourages members to:

« Coordinate their retirement date with their employer

« Speak with their employer for questions regarding insurance benefits

« Work with their employer when requesting payment for annual leave
payout

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

Employers should receive a copy of acknowledgement letter confirming
member’s TRSL Retirement or DROP Application within two weeks of
receipt at TRSL's office.

83

Employer certifications: Retirement/DROP processing

The following data is needed for each TRSL-
covered employee who applies for retirement or [ PR
DROP:
- Certify all questionable years e
- Certify sick leave days used for all fiscal years of [l o ™™
employment and sick leave days paid af [ —
refirement iorYarSlry Cmections
- Complete Agency Certification after N
termination date and after all earnings &
contributions are reported to TRSL Sk Lemve Do Pl Uate
- Complete Cap Exemption Letter (if applicable) —
*Must have access rights designated on Form 1 to submit information 84
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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)

Legal Documents

When TRSL requests legal documents (divorce decrees, other
court orders, powers of attorney, etc.), we require a
document with a raised seal.

- In the case of court orders, this is termed a “certified copy”
because it is certified by the clerk of court where the order is
kept.

- For powers of attorney, it may be either a notarized “original” or
a “true copy" notarized by the notary in front of whom the
document was executed.

Note: Scans, faxes, and photocopies will not be sufficient.
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Agency Certification (Form 11B)

Certifies member’s termination date and
service credit for the current fiscal year Annual Leave Update
* Requested when a TRSL member reftires Contribution Correction
or enters DROP
« Termination date* = last day worked or
last day of official leave
« Full-fime earnings = amount the
employee would have earned for
working the entire year as a full-tfime
employee

Available under Updates menu
» Must have access rights designated on
Authorized Contacts (Form 77

*Effective date of retirement will be day after termination
date OR date retirement/DROP application received, —
whichever is later 8 7
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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

Py - el v 50 e DA 1
v e o o B PP
prcpucen

el g o ey e 0
58 by

e v i

e ROP it vkt
v e i h e %
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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)

89

Employer sick leave certification

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

. Ceﬁifico’rion of sick leave days paid at _mu -
refirement
Annual Leave Update

Sick Leave Days Paid Update
ISic k Leave Add and/or Update

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

90
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Sick leave days used

. N Annual Leave Update
Employers must certify sick leave

information for each fiscal year (July Sick Leave Days Pald Update

1 -June 30) Sick Leave Add and/or Update

- Months of contract (9, 10, 11, or 12)
must be entered for each fiscal Sikleme Addmajor Update |
year P

« Number of sick leave days used

OSUP submits annual sick leave file

« May need to certify current fiscal
year (if not closed) or other fiscal
years where sick leave data was
not reported

21
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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:
- For Beginning Date field, enter member's DROP
begin date

- For Ending Date field, enter member's DROP end
date

Sick leave days paid at retirement

Employers must report number of
sick leave days paid at time of

reﬁremeni or DROP Sick Leave Days Paid Update
« Report number of days, not = R
hours Itutions foruing ck e ey Pold Ut

This mumbe relcs s pld, ot hours.

* Report even if 0.00 days paid

Annual Leave Update

Sick Leave Days Paid Update

Sick Leave Add and/or Update:

93
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EMIS sick/annual leave summary screen
Confirms leave data already updated by employer(s)

[Co=  siektene | Mo

e Meenber Summary.
ns o Days Used lighity Last Updatod By ot History
Member Notations
om0
Sl Manthly Salary/Contributions
s Annual Satary Histary
Jovrmarasas] Benetit Payrolt
o132 o
GirloveR e 117205 Senaflt Fayee
ovmee COLA History
Uoys used ond s worked | T ] 1099-R Information

0270111990 and forward.

N ) Retirement Benefit Payment History
Sick Leave Days Paid

Days Paid e 1D Last Updated By 2 e Sick Leave/Annual Leave

B2 10r DROPALSE Summary/History
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MEMBER ACCESS
IS CHANGING TO

0 TS MermberAccess i now WYTRSL

T ”VL?TRSL -ORG

A redesigned member portal
with members in mind!

+ Update personal information,
+ Calculate future retirement estimates,
+ Change tax withholding,

« Upload certain documents,

« Apply for retirement/DROP, and

+ MORE simple, self-service functions.

Smarter features, fresh design, secure access.

Q) TRSUS Memter Actess 5 naw MyTRSL

MJZ;TRSL.ORG

e et ey A few things to note:

* Member Access login and password won’t work
with myTRSL.

* For members’ security, they must register for the
new portal.

+ Links to the new portal will be rolled out to
April 20-May 11.

* Please share the resource kit with your staff!

marter features, fresh design, secure access.
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Available via online webinar or in-person/on-site based on your job
duties and Update Permissions in EMIS

BV 5 N
Kelly Resnick

Phone: 225-925-6929

=
A

Please complete online surve
to help us improve future trainings!

- Survey link will be sent fo all atfendees via
email this wee

« Survey link closes in two weeks

98

| =
THANK YOU!

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