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This guide will walk you through the steps of running a report showing employees that 
have not completed their mandatory online enrollment process. 

 

This guided practice assumes you already know how to: 

• Log in to MyTRS 

  

mailto:EmpSup@trb.state.ma.us
http://www.mass.gov/mtrs/docs/employers/gp1-loggingin.pdf
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Running	a	Members	Pending	Enrollment	Report	

1. Log in to MyTRS. 

2. Select “Deduction Reports and Payments” from the home page or from the “Go To” 
drop down list at the top of the page. 

	

3. Click on the Reports tab.  

	

4. Choose Members Pending Enrollment from the drop down list. 

	

5. Click Show Report.  
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6. A list of employees that have not yet completed the online enrollment process will be 
displayed. 
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7. To export this report, click the Export link. 

	

8. The Members Pending Enrollment report can be exported to PDF, Excel, or CSV. 
Choose the program of your choice and follow the prompts to complete the export 
process.  The file can be saved with the chosen program.  MTRS recommends 
exporting to a CSV file and opening the report in Excel. 

	

9. Once the report has been exported, click Close.  
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