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Reporting Employer and Member Contributions for Turnaround Reporting Employers
Electronic Reporting
The employer accesses the TRS website at www.trsga.com and logs on to the Employer Desktop.

· The employer clicks the Employers tab on the home page of the TRS website.

· The Employers Welcome screen displays.

· The employer selects the Account Management button to access the Employer Login screen.

· To log on to the Employer Desktop, enter the User ID and Password that was set up on the Employer Registration Credentials screen.

· The Employers Desktop screen displays.

· The employer selects the Maintain Summarization of Monthly Report link. The Employer Contribution Report Summary screen displays.  

· The employer clicks on the appropriate Report Month to complete or view the summarization report.  

The summarization report displays.  This report is completed before the Turnaround Report is completed and submitted to TRS.  

· The Summarization Report contains six tabs for completion.  They are the Reports, TCA, DOE Paid ERCON, Adjustment, Full-Time RTW, and Comments tab.  Click and complete the sections applicable to your system.  
NOTE: The information on the Reports tab (Summarization Report) should be entered after the TCA, DOE Paid ERCON, Adjustment, Full-Time RTW, and Comments tabs have been completed.                               

Instructions for Completing the TCA Tab

· The TCA section allows the employer to allocate or deallocate outstanding correction advices.  If TRS issued a correction advice to balance the previous month’s report the information appears on the TCA tab. This figure may be a negative (credit) amount.  Employers must pay for or take credit for the correction advice with the current month report. The employer acknowledges the correction advice by allocating the TCA amount using the TCA tab.  The employer denies the correction advice by deallocating the TCA amount. 

· Click on the Advice Number to view or print the details of the correction advice.

· To allocate a correction advice, click in the box under the Select column next to the appropriate date and click the Allocate TCA button.   

· To deallocate a correction advice allocated in error, click in the box under the Select column next to the appropriate date and click the Deallocate TCA button.   This will reset the selected flag and reverse the allocation before the report is submitted.
Instructions for Completing the DOE Paid ERCON Tab 
· The employer clicks on the DOE Paid ERCON tab if applicable. 
The employer has the capability to enter the employees whom employer contributions will be paid by the State Department of Education (DOE) for one person or 7% of the total employees in each of the following categories.

            
Lunchroom Managers and Supervisors 

            
Maintenance Managers and Supervisors 

Warehouse Managers and Supervisors 

Transportation Managers and Supervisors, including those employed by post-secondary vocational-technical schools governed by the Department of Technical and Adult Education.
· Information can be copied from the previous month’s report and employees can be added or deleted from this list.
Instructions for Completing the Adjustments Tab 
· The employer clicks on the Adjustments tab if applicable.  

· The employer has the capability to enter salary adjustment information for any employee by entering the member’s SSN, the month range that requires a salary adjustment, and clicks the retrieve button.  
· The employee’s salary information displays.  The employer can make any salary adjustments, and note comment information.

· After the information has been entered, click the Save Adjustment button.
· To view or print the adjustment, click on the “View in Printable form” button.  
Instructions for Completing the Full-Time RTW Tab 
· The employer clicks on the HB495 tab if applicable. 
· TRS retirees in certain categories may return to work full-time while receiving their monthly benefit payment.  (The retiree must have retired under a normal service retirement, which is defined as achieving 30 years of service regardless of age or 10 years of service and at least age 60, and have been retired for a minimum of 12 months.   Please note that retirees already working full-time under previous legislation must have been retired for 12 months before they are eligible.)

· The employer has the capability to add, delete, and retrieve employees who were on the previous report month.

Instructions for Completing the Comments Tab 
· The employer has the capability to enter and save information regarding the Summarization of Monthly Report using the Comments tab.  This section is used to explain anything in the report that might raise a flag with TRS.

· Enter your comments in the Comments section and click the Save button.

Information Required for Completion of the Summarization of Monthly Report    

To complete the Summarization report, employers need the following information:

· A report or payroll list that provides details regarding member contributions and salary information.

· The total monthly salaries for any Full-Time RTW employees.

· The total monthly salaries for any HB272 and 1321 employees.

· Late penalty notices, if any.

· Correction Advice Adjustment (TRS-CA1) amount issued to the employer by TRS, if applicable.

· Adjustment amount made to member accounts originated by the employer, if applicable.

Instructions for Completing the TRS Summarization of Monthly Report   

When completing the TRS Summarization of Monthly Report data should be provided for all applicable lines.  When completing the line items there are two new acronyms that you should be familiar with.  EECON = employee contributions and ERCON = employer contributions.

The detail of information that should be included on each line is listed below:

Line 1 (Total TRS Member Salaries)

Enter the total gross monthly salaries of all TRS members employed by the reporting employer. This should include the total monthly salaries for any retired members that are currently employed full-time.  The reporting employer’s payroll list/report should provide the total gross monthly salary of all TRS members employed by the reporting employer. 

NOTE:  This amount includes earnable compensation for employees in TRS covered positions. Employers should refer to the TRS website or contact their TRS representative if there is doubt about whether an employee’s compensation is subject to withholding.

Line 1a.  Deduct – Non Contributing 65/40 salaries

Enter the total gross monthly salaries of TRS members with 40 or more years of service that have discontinued TRS contributions.  These salaries should have been included on Line 1.

NOTE:  There is no employer contributions paid for these members and this line backs out those TRS salaries before calculating the employer contributions on Line 2.   This is included on the report for demographic reporting to TRS. 
Line 2.  Net Total of TRS Member Salaries for ERCON (Line 1 minus 1a)

Subtract Line 1a from Line 1.  (Line 1 minus Line l a = Line 2)

Line 2a.  Deduct – Non Contributing Full-Time Return-to Work Salaries of Retirees 

This total monthly salary should be for retired members who have returned to full-time working status.  These salaries should have been included on Line 1.  

NOTE: The reporting employer must set the payment reason code as 07 in their payroll system identifying these members.

Line 3.  Net Total of TRS Member Salaries for EECON (Line 2 minus 2a)

Subtract line 2a from line 2. (Line 2 minus Line 2a = Line 3)

This total should be all TRS members’ gross monthly salaries minus total monthly salaries for retired members who have returned to full-time working status.

Line 4a.  ERCON on Member Salaries  (9.28% of Line 2)

Multiply Line 2 by 9.28%. (Line 2 times .0928 = Line 4a)

Line 4b. Deduct – HB272 & HB1321 Department of Education (DOE) Paid Employer Contributions (9.28% of HB272, 1321 Salaries)

Identify the employer contributions that will be paid by the State Department of Education (DOE) for HB272 and HB1321 employees. 

NOTE:  The reporting employer must set the HB272 code in their payroll system identifying these members.

These are employer contributions that will be paid by the State Department of Education (DOE) for one person or 7% of the total employees in each of the following categories.

Lunchroom Managers and Supervisors 

Maintenance Managers and Supervisors 

Warehouse Managers and Supervisors 

Transportation Managers and Supervisors, including those employed by post-secondary vocational-technical schools governed by the Department of Technical and Adult Education.

Line 5 (Net Employer Contributions Due TRS)

Subtract Line 4B from Line 4A. (Line 4A minus Line 4B = Line 5)

Line 6 (Total Member Contributions)

Multiply the net total member salaries from Line 3 by 5%. (Line 3 times 0.05 = Line 6)

After multiplying the eligible TRS member salaries by 5%, the reporting employer should check the result against the member contributions total on the employer’s payroll list and contributions detail report. Any discrepancy should be resolved before the contribution report is submitted to TRS.

Line 6a.  (Total Employer Paid Member Contributions)

Multiply the net total member salaries from Line 2a. by 5%.  (Line 2a times 0.05 = Line 6a.)  After multiplying the eligible TRS member salaries by 5%, the reporting employer should check the result against the employer paid member contributions total on the employer’s payroll list and contributions detail report. Any discrepancy should be resolved before the contribution report is submitted to TRS.

Line 8 (Adjustments for Prior Months as per Correction Advice) CA1, CA2

Line 8 is completed if a Correction Advice amount is allocated, using the TCA tab. 

If the Correction Advice indicates that the employer owes additional funds to TRS, the full amount must be submitted with the report month in which the advice is received to avoid interest being charged on the unpaid balance. TRS can not accept partial payments. Likewise, if the Correction Advice is a credit to the employer, the full credit amount must be taken with the report month in which the advice is received.  Indicate a minus amount for the amount that is a credit to the employer.

NOTE: If the reporting employer disputes any amount on the Correction Advice, the dispute must be submitted in writing to the reporting employer's TRS representative. Any further adjustments will be recorded on a separate Correction Advice. 

Line 9 (Adjustments for Prior Months Made by Employer) 

Adjustments made to a member account by the reporting employer.  All adjustments are recorded within the detail file from the employer’s payroll system. The grand total of all adjustments must be entered on line 9.

Line 10a.  ORP Salaries 

Represents the total salaries of employees who are members of the Board of Regents Optional Retirement Plan (ORP). 

Line 10a.  ORP Contributions

Represents the employer rate due for ORP members.  This contribution rate is currently 0.00 of the ORP salaries.
Line 11a.  SRBP Payments (Supplemental Retirement Benefit Plan)

Line 11b.  (Net Payment due with this report)

Click Recalculate and save the information.  This is the total payment due TRS for the current month.

Instructions for Submitting the Summarization Report to TRS

Once the necessary information has been entered on the Reports, TCA, DOE Paid ERCON, Adjustment, and HB 495, and Comments tab, please execute the following steps to transmit the Summarization of Monthly Report to TRS.

· The employer selects the Return to Summarization List link.  The Employer Contribution Report Summary displays.

· Click in the box under the Submit column next to the appropriate Report Month to be submitted to TRS.   

· Click the Submit to TRS button.  A message will display asking if you are sure you would like to submit to TRS.  Click yes to complete this process.  If the employer clicks the yes submit it button, the file shows a detail and summarization status of submitted, and receives a file successfully submitted message.

· After the report is submitted, the Status column will list the status of the report as Submitted from Web.

· The employer can select the View Summarization History link to see a six month history of the Summarization of Monthly Reports.  By clicking on any month under the report month column the employer is able to view the summarization report in an Adobe format.  No changes can be made to prior reports.

· If the employer selects the Employer Desktop link the next report month displays as in progress status.

· The employer clicks the Employer Desktop link to begin the process to complete and submit the Turnaround Report to TRS if applicable.

Instructions for Completing and Submitting the Turnaround Report to TRS
From employer desktop the employer accesses the turnaround report by clicking the Maintain Turnaround Report link.  

· The employer contribution report summary information displays.

· The employer clicks on the report month link.

· A detail listing of each TRS member who was listed on the previous report month’s report displays with the total number of members, total salary, and total employee contributions (EECON).

· The employer has the option to view current member information and edit current member information by clicking on the SSN link.  

· To create a new member on this page select the Create New Member link.

The Turnaround New Member Demographics screen displays.  

The employer adds the member’s demographic information and clicks the next button.
· The Details tab displays.
The employer enters the member’s plan (TRS or ORP), contract type (8,9,10,11,12), job category, payment reason, the transaction type is pre-populated, the TRS eligibility date, and the employer has the option to indicate if the member is paid bi-weekly and indicate the locator code.  Click the next button.

· The Salary And Contribution tab displays.  

The contribution fields in the contributions grid automatically pre-populates.  

The employer enters the applicable fields in the salary grid and the service credit flag is checked if applicable.   After the information is entered, click the Recalculate button.  

If the information is correct the employer clicks the Create New Member button.  The record number of the employees displays in the lower right hand corner.  

To save the information the employer clicks the Save button and receives a Saved Successfully confirmation message.

The employer now has the option to go to the previous screen or click the next button to view the next employee salary and contribution information.

· Click the Comments tab.

The Comments tab displays.  

The employer can add additional information to explain personal, employment, salary, and contribution information.  

To save the information the employer clicks the Save button and receives a Saved Successfully confirmation message.

· Click the Summary tab.

The Summary tab displays.

The employer can view and/or print all the information entered for the member.

Instructions to View the Turnaround Employee List
· To return to the Turnaround Employee List the employer simply clicks the Return To Turnaround Employee List link.
The Turnaround Report Details list displays.

The existing employees and the new member’s name and information displays.

To make edits to the member’s information the employer simply clicks onto the member’s SSN.  The demographics, details, salary and contribution, comments, and summary information are available for modification.

Instructions to Modify Member Information on the Turnaround Employee List
· To modify a member’s information the employer simply clicks onto the member’s SSN.  The demographics, details, salary and contribution, comments, and summary information are available for modification.

Instructions to Delete Member Information on the Turnaround Employee List
· To delete the member’s information from the Turnaround Employee List, the employer goes to the Details tab and enters the termination date and the termination reason and saves the information.

· Next the employer goes to the Salary and Contribution tab, enters zero for the contract pay, clicks the Recalculate button, uncheck the service credit box, enters the termination date, if applicable, and saves the information.

· A confirmation message appears.  The employer has ability to enter comments why the member was removed from the report and view summary information.

· The employer can return to the Turnaround Report Details list by selecting the Return To Turnaround Employee List link.
The Turnaround Report Details list displays.

The member’s salary is now zero and the member’s information will not appear on the next report month if a termination date has been entered.

Instructions to Submit the Turnaround Report to TRS
· Once the employer has completed all additions and modification, the Turnaround Report can be submitted to TRS.  

· The employer selects the Return To Turnaround List link.
· The Maintain Turnaround Report information displays.   
· The employer clicks the Submit box under the Submit column and the Submit to TRS button.  
· A message appears asking the employer if they wish to submit the report for the month.  If the employer clicks the yes submit it button, the file shows a detail and summarization status of submitted, and receives a file successfully submitted message.
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