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Reporting Employer and Member Contributions

Reporting Policies and Procedures

In an effort to abide by TRS laws and regulations, maintain accurate records, and provide members with the retirement pensions they’re entitled to, employers are required to submit a detailed member contributions report and contribution Summarization of Monthly Report each month.  

All reports, including the detailed report and the Summarization of Monthly Report are submitted to TRS via online thru the Employer Desktop. The Employer Desktop allows you to submit your monthly reporting online, from anywhere at anytime. To register, click the Employer tab, click on the Account Management button on the TRS homepage, click the Sign Up button and follow the instructions for creating an account. You will then use the User ID and Password you created to access the Employer desktop to complete both reports each month.  

Both reports are due by the 10th day of each month following the month in which the contributions were withheld. For example: May contributions will be listed in the report that is due June 10th. In order for the member's TRS account to be updated timely and reflect accurate balances, it is important that employers submit the monthly reports by this deadline. Reports received by TRS after the 10th are subject to a late penalty.

Late Payment Penalty
As provided for in section 47-3-42 of Georgia law, a late payment penalty of 1½% per month (or fraction of a month) may be assessed on reporting employers whose monthly contribution payments are not received by the 10th day of the reporting month. When assessed, TRS sends written notice of the late payment penalty to the employer, and the employer is required to include the penalty amount with the next month’s contribution payments.  
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 detail file report is uploaded and transmitted to TRS.

· The Summarization Report contains three tabs for completion.  Click the Reports, TCA, and Comments tab and complete the sections applicable to your system.  Note: All DOE Paid ERCON, Adjustment, and Full-Time RTW information are recorded within the detail file from the employer’s payroll system.  

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 any.

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

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)

Write 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

Write 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 to capture updated address information 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 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 months 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 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.

Instructions for Submitting the Summarization Report to TRS

Once the necessary information has been entered on the Summarization Report, TCA and Comments tabs, 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.  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 transmit the employee detail file to TRS.
Monthly Contribution Details Electronic Reporting

The new file format is a standardized layout for the transmission of the employee detail information.  The new reporting standards must follow the guidelines put forth by the Teachers Retirement System of Georgia.  

Instructions for transmitting the employee detail file to TRS:

· From the Employer Desktop the employer selects the Upload Employee Detail File link.
· The previous report month’s submitted from the employer display.

· The employer clicks the upload a new file link to submit a current report month.

· The employee file upload displays.

· The employer enters the report month and clicks the browse button.

· When the browse button is enabled the employer has the ability to locate the text or common separated value file from a desktop or network drive.

· The employer clicks the Upload button and receives an error or upload successful message.

· The employer returns to the upload file list by selecting the Return to Uploaded File List link.

· The employer detail files display.

· The file now appears as received in the upload status column and uploaded file successfully received by TRSGA in the comments column. 

·  If the file processed  successfully the employer will see accepted in the upload status column and uploaded file was accepted and processed successfully in the comments column. 

·  If the file rejects the information will appear in the upload status column and in the comments column.  TRS will notify the employer of the error (s) that caused the file to reject and in some cases have the employer re-submit the file.
· If the employer selects the Employer Desktop link the next report month displays as in progress status.
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