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Welcome!

This guide is a comprehensive walkthrough of the basic functions for
active member deduction reporting in MyTRS as required under M.G.L.
Chapter 32 and 807 CMR 5.0.

Samples of real reporting scenarios, which employers encounter while
reporting educator’s pay and contributions, are used in this guide. If you
have a reporting need or situation not captured in this manual, please
contact your employer’s assigned representative.

To access instructions specifically related to reporting retiree insurance
deductions, see our Retiree Insurance in MyTRS guide.

The MyTRS application will receive periodic updates; some updates will
be noticeable, while others will be database-related and not visible to
users. As MyTRS evolves to improve the user experience and remain
compliant with technology and data security standards, we will announce
future functional changes to employers and update our guides online.

Visit our website at mass.gov/mtrs
Our Employer web pages offer in-depth information on all aspects of the
MTRS, including:
= Employer procedures and resources (member eligibility, regular
compensation, etc.)
= Current guides and training videos for MyTRS
= Forms (retirement and refund applications, payment submittal
forms, etc.)

Main Office

500 Rutherford Avenue, Suite 210
Charlestown, MA 02129-1628
Phone: 617-679-MTRS (6877)
Fax: 617-679-1661

© 2023 Massachusetts Teachers’ Retirement System
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Log in / Navigation /7 Employer Information

Log in to MyTRS
1. Go to www.mass.gov/mtrs.

2. Click Employers.

Members Retirees Employers Forms

MTRS Proudly serving Massachusetts educators since 1914
J Massachusetts Teachers’
Mernevier seron  Retirement System

3. Click MyTRS Employer sign in.

MTR S Proudly serving Massachusetts educators since 1914
J Massachusetts Teachers’
vernenir svorin  Retirement System

Home Members Retirees Forms

© MTRS News - Updated 10/6/2021 - Post-retirement employment limit on hours increased to 1,200. v

Employers

é MyTRS Employer signin Online training and guides News and e-mail archive

4. Enter username (not case-sensitive) and password (case-sensitive).
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5. Two factor authentication (TFA) will require you to receive a security code to login.
Select your preferred delivery method (if multiple options exist for your account) and
click Next.

Two Factor Authentication

Please select a delivery method to receive a verification code
Delivery Method
o @ Email - shsseooos@trh state.ma.us

‘ Cancel ‘ °

6. Enter the verification code you received and click Confirm.

Two Factor Authentication

A verification code has been sent to the selected delivery method which will be valid for 15 minutes. Please enter the code below.

Verification Code

e 676961

Resend Code

‘ Cancel ' ° Previous

If you are copying and pasting the code from the email you received, double click on the
code to highlight it before copying it (if you manually highlight it, an extra space will be
included with the code when you paste it in MyTRS and will prevent you from logging in).

7. Once the correct code is entered, the TFA login is complete, and the Home page displays.
Note: For more information or support on Two-Factor Authentication (TFA), please see
the Employers online training and guides page of our website.

1 would like to... News

Gienerate Retiene Earmings Limit Calodator >

koot & Deduction Regoct File >
Maie 2 Payment >
Begister an Emoloyes >

View Retires Insurance Selections >

Buna Resort >

MIES Wedsite > Site Policy > Contact s >
9 =] ©
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Home Page Navigation

1. Left Navigation Menu—This menu has links that take you to the main pages. From these
links you can access additional related links.

prould like to... News

Gienerate Retiree Earmings Limit Calcudator >

koot & Dedustion Repoct File >

Make 2 Payment >

Q Begister an Emoloyes >

View Retires Insurance Selections >

Huna Regert >

MIE: ite > Sae Policy > c >
b S Website =] e Policy ©  Comacils

a. This menu can be minimized by clicking the < at the bottom of the menu.

| would like to... News

,  GenerateRetese Lamng: Lt Calcudator >

kmpact a Dedstion Regaet File >
) Decx b 4 2 o

$ EFT 8 Paymen

Make 3 Pyyment >
Eegister a0 Emoloyes >

View Betiree Insurance Selections >

fii

Buna Begert >

©  MIESWebsite > @ Stelolir > © Comactts>
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b. To expand the menu again, click > in the bottom left of the menu.

1 would like to... News
s 0172672021
Please note that periodically we'li be taking MyTRS offine for maintenance on Friday evenings from 610 9pm
without notice, 50 please plan accoedingly.
-
s Make.a Payment >
Make 2 cne time payment
n Begister an Employee >
Rztee an eergioywe e pous crgarss ation
__ YiewRetites Insucance Selections >
= Review ndnid.al 1etaee insurance sebectons
Bun a Regort >
B Runetess msuance Deduction History, Perding Ervliment
Ragert, o
foch Systems § 2021, All rights res
© Mms > g Steecky> o ¢© 5 © Vinech Systems Sub LLC 2021, Allrights reserved.

2. Twould like to... menu—This quick links menu takes you to some of the most frequently
accessed pages within MyTRS.

1 would like to... News

Generate Reteee Earnings Limis Calodator >

koot & Deduction Repot File >

Maie 2 Payment >

Begister a0 Employee >

_ View Betivee Inssrance Selections >
Buna Begont >

o »

©  MIESMebsite > | Steloloy > © Comacits> P Viech Systenis S0 LLC 2021, Al Aghts rasrved.
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3. News section—In this section, you will find updates, news about system down time
on warrant days. Be sure to check this section when you login to stay informed of any
relevant announcements.

1 would like to...

Gienerate Retiree Eamings Limit Calcadator >

koot & Deduction Report File >

Maie 2 Payment >
Begister a0 Employes >

View Reticee Insurance Selections >

Runa Regert >

Dty Sae Pobs: »
9 MIRS Website > [=] fePolicy > ) Contaci s >

4. Bottom Navigation—The links at the bottom of the page take you to various pages on
the main MTRS website.

1 would like to... News

Generate Retiree Earnings Limit Caladator >

npoct & Deduction Regort File >

Maie 2 Payment >

Eegister an Employes >

View Reticee Insurance Selections >

Huna Regert >

MIES Website > St Policy > Contac1Us >

o ©
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5. Header Navigation—The header shows your District Name, Contact Name, links to
your MyTRS account settings and the logout button.

Fi 9005 - GOTHAM PUBLIC SCHOOLS Welcome Shannon SM 3 ¢
TS A St Lt

I would like to... News
B Employer Information
Generate Retiree Earnings Limit Calculator >
01/26/2021
B Payroll Calendar = Retiree Eamings Limit Calculator
Please note that periodically we'll be taking MyTRS offline for maintenance on Friday
2 import History evenings from 6 to 9pm without notice, so please plan according}
Import a Deduction Report File > g o3P 130 PSaoEP 9.
t
[ Deduction Reports == Import and process a Deduction Report File
$ EFT&Payments
an Employee Roster s Make a Payment >
Make a one time payment
g Retiree nsurance
Selections
Register an Employee >
Insurance Deduction
5 Register an employee with your organization
History
[E Insurance Rates
View Retiree Insurance Selections >
@ Employer Reports = Review individual retiree insurance selections
Run a Report >
o Run Retiree Insurance Deduction History, Pending
Enrollment Report, etc.
©  MRSWebsite > B Siteroicy > © Contactus> © Vitech Systems Sub LLC 2021. All rights
Pt reserved.

a. MyTRS Account Settings—This is where you reset your password, security questions
and email.

MyTRS Account Settings Reset Password  Resel Secutity Questions  Reset Emai a
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Employer Information
The Employer Information page displays:

1.

Address.

Phone number.

Email address.

B3 Employer Information
B Payroll Calendar

£ Import History

3 Deduction Reports

$ EFT & Payments

a% Employee Roster

[+ Retiree Insurance
Selections

) Insurance Deduction

History
(%] Insurance Rates

@8 Employer Reports

Employer code and name.

Contacts for your district.

MTRS Representative assigned to your school district.

Employer Info

Employer Code and Name

9005 e GOTHAM PUBLIC SCHOOLS

Address Information

Permanent

100 FAKE STREET, SUITE 202

CAMBRIDGE, MA 02142

Additional Information

GIC Number
$123,456.00

Contacts

Puttagunta, Surendra >

Website Address
WWwWw.mass.gov/mtrs

Federal Tax No

Contact Info

Primary Phone - (Primary)
US e (999) 999-9999

Fax

(999) 999-9999

Primary Email - (Primary)
Empsup@trb.state.ma.us

MTRS Representative
Robert George

Contact Role

Accounts Receivable

Security Administrator

Security Administrator

Correspondence By
Email

Y

Filters

This data is for informational purposes only and can only be changed by an MTRS

representative. Contact your Employer Services Representative if any of this information
needs to be updated.
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Em

ployee Registration

When an employee first starts in an MTRS eligible position with your district, they need to
be registered as an employee through MyTRS.

Before you start this process, you will want to collect the employee’s:

SSN

Date of birth

Educator license number and issue date

Phone number

Email address

1. Click Register an Employee from the I would like to... menu.

1 would like to... News

3 Employer Information

() Payroli Calendar

Generate Retiree Eamings Limit Calculator >
Retiree Earnings Lima Calculatos

1L

£ Import History

Import 3 Deduction Report File >
[ Deduction Reports 5 3 RS
$ EFT & Payments
2% Employee Roster " Make 8 Payment >
R

o Retiree Insurance
Selections

¢ I"surance Deduction Beoister an Emelores >
D
History Register on employee with your crganizastion

[® mnsurance Rates
Yiew Retiree ingurance Selections >
@ Employer Reports Review Indh provy slect

Bun.a Beport >

9 MyTRS offiine for maintenanc

# on Friday evenings from 6 10 9pm

2. Enter the employee’s SSN and click Next.

Reglster Employee x

° o ] (o} (] o

The SSN will be masked (only last 4 digits will be displayed) once you click off the SSN field.
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3. If the employee has an existing account with the MTRS, their name and date of birth
will be pre-populated with the data we have on file.

a. If the SSN entered was incorrect, click Previous to go back to the Identification page
and enter the correct SSN.

o — ul

b. If the SSN was correct, click Next.
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4.

5. Enter the employee’s phone number and email address (personal email address is

If the employee does not have an existing account with the MTRS, enter the following

information and click Next:
a. Prefix (not required).

b. First Name.

c. Middle Name (not required).

d. Last Name.
e. Suffix (not required).

f. Birth Date.

Register Employee

@ Information

o metch is found Creste 8 new member

XHXXX5999
e

Timothy

Identification Demographics

1 When registering an employee, the flelds with an * are required

— e,

preferred) and click Next.

Register Employee

identification Demograghics

It we have phone 2

UNITEDSTATES = (655) 5551234

Umothypteacher zemad com

Cancel

4 information for you It s displayed below. It any information ts mi
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6. On the Employment page, enter the required information and click Next.

a. Employee’s start date.
b. Position title.

c. Isthis Employee a temporary or long-term substitute —Select Yes or No from the
drop down.

d. Employment status as a percentage of full-time (employee’s FTE%). For coach only
employment, enter 0%.

e. Full-time Equivalent (FTE) Contractual Annual Salary (the full-time, non-adjusted
annual salary from the contract).

f. Date of first payroll deduction.
g. This employee’s contract term.
* 10 for school year employees.
» 12 for year-round employees.
= 01, 02, 03 for coach only employment (length of the coaching season)

h. This employee’s pay frequency. For coach only employment, enter the number of
checks paid for the season.

* This employee’s pay duration.

* 10 for school year employees on a 21, 22, 42 pay frequency.

* 12 or LS (lump sum) for school year employees on a 26, 27, 52 pay frequency.
» 12 for year-round employees.

= 01, 02, 03 for coach only employment (number of months over which they are
paid for the season).

geglsterimployee
Step 4 Employment

oyed by ancther district. Also, part time and temporary employees are subject 10 a six month waiting period, unless they have funds on account with MTRS or another
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7. On the Additional Information page, select the correct answer from the drop-down list
informing the MTRS whether the employee is required to be licensed by DESE as a
condition of employment with the school district.

Register Employee

(] ] © o o o

1deenteation Oemographics Contact Informateen Employmant Adanonal information
ALERT! When registering an employee, the fields with an * are required.

Required to ba Beensed by the DESE or AHP (OTs and PTs only)?*

a. If you select “No,” click Next.

o o ° ° L] °

ideenfication Demographics Contact intormaton Fployment Assnonsl information

ALERT) Wien registening an empioyee, the fiekds wih an * are required.

e o be Acamaed by B CESE 0 A0 £ i P o
e g

b. If you select “Yes,” select the appropriate value from the Teaching Certification Status
drop-down list.

(] o o ° o o

Iarntcation Demographecs Contact information Emgloyment Adsmonst informanan

ERIT! When fegistering an employee, the fiekds with an * are required.
Socsunec 15 e o by T CCSE cr AN (0Tt P ooy

Yes
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i

ii.

If you select “Not certified,” click Next.

[Register Employee
° ° e o ° o
e Comrones G Engmene ]
e e o gt e St e o comer
I —
pr—

If you select “Certification is currently pending,” click Next.
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iv. If you select Certificate has been issued, you will be required to provide additional
information regarding the employee’s certification/license.

= =)

ESE is the Massachusetts Department of Elementary and Secondary Education. AHP
/s the Board of Allied Health Professionals and strictly applies to Occupational and
Physical Therapists (not OT Assistants, PT Assistants or BCBAS).

v. Click Next.

8. On the Confirmation page, ensure all data entered is accurate.

a. If you need to change any data, click Previous to go back to previous pages.

Memsticsnce Demographics Cortact itorrmatin Umptoyment Assmcmal intzrmatcn Confemation

op- appesr I your browser

00009599 s Tmotty " Teacher 0472011970 (385 8357234 tmothysteacher Semad com™
03

o e o Mo Sy OUONI0T1
i 7800 500
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b. If the data is correct, click Confirm.

Register Employee x
Memsrcancn Cemographics Coreact ntcermatin Umptoyment Rssmcnal wsematen Conemation
windows appesr in your Browser
n e Pt woe wame it e o (R ~ - Ty €0 e 30 vt
XXX wr Timoby v Toacher 042011970 (35) 8359234 tothyptescherSemat cam'="
030172021

Cudance Couneelsr  Wwwonmy o g ot o ek o A Sy QA0 N vt of chc s '} 87 ot S o 10 1500 Corticats has been

wamine a0 %0 conret ) 2 . y

No 10 Yes -
o) e
12345 1071472008

= mg

9. The Enrollment Assignment Sheet can be printed/saved or emailed directly to the
employee from the Confirmation page.

a. To Print/Save the form, click Enrollment Assignment Sheet.

b. To Email the form, click Email Enrollment Assignment Sheet.

ot st Demogaphics Comacs wormaien Fovghopra 40300 rtcrmaticn. Contemasion

This memer has been fegistaved.

Enrsliment Assgnment Sheet >

Chen Bt 1 32 g e Frycmt Ataszerrt Deet documant

Emal Enrolment Assigament Sheet >
A evirwang the EvoRTr ASugnest Seet SOCLITRE, CK V8 Wl 10 Qeerate 300 60T 41 o 15 e TITIRe A% €1Tad wil T Serl Wi T ErvTATrA A5Vt St O3Cument M1ached Srecty 10 The emad Oefred &8 the Mmoo s prvmary evad 047G
regvratnn

Sebect egiste arother emgloyee. this wisdow.

When you select the email option, the email is generated and sent in the background to
the email address entered in Contact Information. A message, “Email has been sent to
the member,” is displayed on screen when successful.
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10. To register another employee, click Start Over.

This memer has been reglstived.

a Enrsliment Assgnment Sheet >

(C36 Bt bk 23 o P [Tt Agssgrrert Shoet dcmant

Emai Entoliment Assigament Sheet >
B Ak rrviewvag e Bl Asugnmest St SoCLment, K Tva W 10 geoerate 00 0t a0 o 15 e M A% e1mad wdl b seri wilh T Erv Tt AS5evIvent SIwet Ooument Mlached Srecty 10 T emad Orfred & the merme s srenary vad 047G
regvtatn

Sedect Start Over o tegistee another emgloyes. Skt close 10 xR this wiedow.

SO | Close

11. To go back to the Home page, click Close.

Thiés memer has been registaved.

Enoliment Assignment Sheet >

a .. 04 bk 2 e 1w [ Tt Agsagirers et St
Emai Enrolment Assigament Sheet >
B A revewnngthe Evobment Asaigamest Sheet document, chck s bk 0 generate 6 s e 1 e marmibe. A emad il 1 567t wilh o EnvolTent ASSIVI Shoet Socument MIached Srecty 10 Te emad defned a4 the mesmoer's rsmary ervad Ong

reovTan

Sebect Start Over 3o tegister arother employes. SHkct close 10 ek this wisdow.

-.‘o.-a-l

12. Check the employee’s deduction rate (instructions on the next page).
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Check Employee’s Deduction Rate

Now that the new employee has been registered you need to find the proper deduction rate.
Follow the steps below to find the rate in MyTRS. This is the rate that should be entered in your
payroll system.

1. Click Employee Roster from the Left Navigation Menu.

) 9005 - GOTHAM PUBLIC SCHOOLS Weicer S Si‘ e :‘7
10 the Search window, enter the employee's Name, SSN or Member Number. To search for the employee, select Go or hit Enter on your keyboard.

p Register Employee ‘.Y..
Masked SSN. Name Member Number Lnroliment Status. Start Date Stop Date
XXNXX9999 > TEACHER, TIMOTHY P Pending Enrodment 09/01/2021
XXEXX0100 > APPLE. AMY BIG PHO Pending Enrodment 09/01/2021
XXX-XX-8888 > RAL TEST Pending Enroliment 05/01/2020
X06X61111 > DUDE. TEST Pending Enroliment 01/01/2020
XXOCXXT272 > HOBAN, JENNA Processed 09/01/2019
XXXXN0006 > PHYSICS, PHIL Pending Enrolment 07/01/2019
XXEXX3333 > SIWA. JOJO Pending Enroament 012272019

[ 9005 - GOTHAM PUBLIC SCHOOLS

10 the Search window, enter the employee’s Name, SSN or Member Number. To search for the employee, select Go or hit Enter on your keyboard.

Masked SSN Name Lnroliment Status. Start Date
XXXXX9999 > TEACHER, TIMOTHY P Pending Enroiment 09/01/2021
XXXXX0100 > APPLE, AMY BIG PHD Pending Enroliment 09/01/2021
XXX-XX-8888 > RAL TEST Pending Enroliment 05/01/2020
AN > DUDE. TEST Pending Enroliment 01/01/2020
XCXXT272 > HOBAN, JENNA Processed 09/01/2019
XXXXX0006 > PHYSICS, PHIL Pending Enroiment 07/01/2019
0063333 > SWA, JOJO Pending Enroliment 01/22/2019

3. Enter the name (last, first), MTRS member number or SSN of the employee in question and
click Go.

In the Search window, enter the employee’s Name, SSN or Member Number. To search for the employee, select Go or hit Enter on your keyboard.
p ploy Register Employee Y
Fivers

Sewchby

Masked SSN Name Member Number Enroliment Status Start Date
Q, teacher| Go

XXAXX-2001 > ADMIN, ANDY Processed 11/15/2001

Filtes by
XXXXX-0100 > APPLE, AMY BIG PHD Pending Encoliment 09/01/2021

Enroliment Status v
XXXXX0001 > APPLETON. AMY Processed 09/01/1995

Start Date v
XXXXX-1998 > BEDNAR, BRENDA Processed 09/01/1938 Stop Date 5
XXX-XX-0008 > BIONDOLILLO, BETH Processed 09/01/2011

ont by

XXXXX-0011 > BOSS, BERNARD Processed 07/01/1998

Name v
XXX-XX-2011 > BUSSER, BRENDAN Processed 12/01/2016 Enroliment Status v
XXX-XX-0061 > CALCULUS, CHRIS Pending Enroliment 09/01/2013 Start Date v
XXXXX-2012 > CAPOZZL MEGHAN Pending Encollment 09/01/2006  StopDate >
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4. Click the Masked SSN link next to the employee on the View/Update Employee Information
page.

Register Employe _l_
of timothy) €3

Name Envoliment Status Start Date Stop Date
XXX-XX-9999 > TEACHER, TIMOTHY P

Pending Enroliment 09/01/2021

5. The employee’s deduction rate is at the bottom of the page under Rate/R+ Information.

Employee Roster  Member Employment

Member Information

5N Navw Mermoar Numer
XAX-XX9999 Teacher, Timothy P

Employment Information

Edit
Agreement Name Start Date

MTRS 09/01/2021

Siop Date Empioyer Code

Employer Name Postion Pary Dur Pay Fieq

Envoment Status
9005 GOTHAM PUBLIC  Guidance Ls 26 No Pending
SCHOOLS Counselo Enroliment

Temvsud ERgOAty Status

Pending Eligibility

Event Information

Event Eveet St Date Effective Pay Date Evert St0p Dte FIES wes Conract Teem
Contributing 09/01/2021 09/09/2021 75 0

10

Rate/R+ Information

Reguiar Fate 24 Pate
on

6. Enter this deduction rate in your payroll system for this employee.
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Employee Roster and Member Events

The Employee Roster page displays a listing of employees for your school district. Functions
done through the Employee Roster Page:

®m  View an employee’s deduction rate (detailed in previous section).
B View an employee’s enrollment status.

®m  View/Enter employee events.

®m  View an employee’s retirement date.

®m  View Retiree Earning Limit Calculator (detailed under Tab 24).

1. To access these functions, click Employee Roster from the Left Navigation Menu.

A Home In the Search window, enter the employee’s Name, SSN or Member Number. To search for the employee, select Go or hit Enter on your keyboard.

B3 Employer Information

View/Update Employee Information Register Employee ,Y
Fiers
2] Payroll Calendar

4 Import History Masked SSN Name Member Number Enroliment Status Start Date Stop Date

3 Deduction Reports XXXXX-1984 > @ APPLF, AMANDA Pending Enroliment 09/01/2021

$ EFT & Payments

2% Employee Roster XXX-XX-9999 > @ TEACHER, TIMOTHY P Pending Enroliment 09/01/2021
-— C 3l

Retiree Insurance

Selections XXXXX-0100 > © APPLE, AMY BIG PHD Pending Enroliment 09/01/2021

Insurance Deduction
) History XXXXX-9999 > @ SOZE, KEYSER Processed 01/01/2021
[] Insurance Rates

XXX-XX-8888 > @ RAI, TEST Pending Enroliment 05/01/2020

[ Employer Reports

View Enrollment Status

1. Click the Filters icon (¥) to search for employee.

o enter MName, SSN or Member Number. To search for the employee, select Go or hit Enter on your keyboard.

View/Update Employee Information

Masked SSN Mame Envollment Status
XXAXX9999 > TEACHER, TIMOTHY P 966024 Pending Enroliment 09/017201
OEXX100 > APPLE, AMY BIG PHO Pending Enccment 09/0172021
XO0LXX8888 > RAL TEST Ponding Envcliment 05/01/2020
00661111 > DUDE, TEST Pending Enroliment 01/01/2020

D X00CXKT272 > HOBAN, JENNA Processed 09/01/2019
XRXAD008 > PHYSICS, PHIL Pending Envcament 07/01/2019
XXNXX:-3333 > SIWA, JOJO Pending Enroliment 02272019
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2. Enter the full (last, first) or partial name, MTRS member number or SSN of the employee
in question and click Go.

In the Search window, enter the employee's Name, SSN or Member Number. To search for the employee, select Go or hit Enter on your keyboard.
P Register Empioyee Y
Foues

Sesrch by

Masked SSN Name Member Number Envoliment Status Start Date
Q teacher| Go

X0CX2001 > ADMIN, ANDY Processed 11/15/2001

Filter by
XXEXX0100 > APPLE, AMY BIG PHD Pending Encollment 09/01/2021

Enroliment Status v
X06XX0001 > APPLETON, AMY Processed 09/01/1995

Start Date v
XXXXN1998 > BEDNAR BRENDA Processed QNIB e T
X0CXX0008 > BIONDOLILLO, BETH Processed 09/01/2011

Sortby
XOEXX0011 > BOSS, BERNARD Processed 07/01/1998

Name v
X06XX2011 > BUSSER, BRENDAN Processed 12001/2006  Eroment Status %
X0EXX0061 > CALCULUS, CHRIS Pending Envollment 09/01/2013  Start Date v
XOEXX2012 > CAPOZZI, MEGHAN Pending Encoliment 09/01/2006  StopDate v

3. The employee’s enrollment status is displayed on the screen.

pd: f Registe Employes V.

Search: Member Number, SSN of Name (teaches, timothy) €3

Masked SSN Name Member Number Enroliment Status Start Date Stop Date

XXX:XX:-9999 > TEACHER, TIMOTHY P Pending Enroliment 09/01/2021

4. The employee’s enrollment status is also displayed under Employment Information after
clicking on the Masked SSN.

Employee Roster | Member Employment

Member Information

SN Nane Memter Norewr
XXA-XX-9999 Teacher, Timothy P

Employment Information

Ayeement Name Start Date Stop Date Empioyer Coce Emoirer Name Pos Pay Dwr Pay Frea Tempisu Envonment Status Esgaty Status

MTRS 09/01/2021 9005 GOTHAMPUBLIC  Guidance Ls 26 No Pending Pending Exgibility
SCHOOLS Counselor Enroliment

Event Information Edn  Reteoe Exnings Lima Calculatoe ¥,
[

Event Event Start Date Ertective Pay Date Event Stop Date FIEN wen Contract Tem

Contributing 09/01/2021 09/09/2021 75 0 10

Rate/R+ Information

P Rty e
on 0

Reteomant Date
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View Employment Events

1. Click the Filters icon (V) to search for employee.

[ 9005 - GOTHAM PUBLIC SCHOOLS

10 the Search window, enter the employee’s Name, SSN o Member Number. To search for the employee, select Go or hit Enter on your keyboard.

Masked SSN MName Enroliment Status. Start Date
XXX-XX9999 > TEACHER, TIMOTHY P Pending Enrcliment 09/01/2021
X0EXX0100 > APPLE, AMY BIG PHD Pending Enrcliment 09/01/2021
XXXXX-8888 > RAL TEST Pending Enrcliment 05/01/2020
AREXXI111 > DUDE. TEST Pending Enroliment 01/01/2020
v AXXCXXTT2 > HOBAN, JENNA Processed 09/01/2019
XAAXX0006 > PHYSICS, PHIL Pending Enroliment 07/01/2019
KXXX:3333 > SIWA, JOJO Pending Enroliment 01/22/2019

2. Enter the full (last, first) or partial name, MTRS member number or SSN of the employee
in question and click Go.

In the Search window, enter the employee's Name, SSN or Member Number, To search for the employee, select Go or hit Enter on your keyboard.

Pt Register Empioyee Y
s
Sewchty
Masked SSN Name Member Number Enoliment Status Start Date
Q  teacher| Go
XOLXX2001 > ADMIN, ANDY Processed 11/15/2001
FiRe by
XOCXX0100 > APPLE, AMY BIG PHD Pending Encollment 09/01/2021
Enroliment Status v
AX0EXX0001 > APPLETON, AMY Processed 09/01/1995
Start Date v
XXXXX-1998 > BEDNAR BRENDA Processed 0901198 g0 Date v
X0CXX0008 > BIONDOLILLO, BETH Processed 09/01/2011
y
XXEXX0011 > BOSS, BERNARD Processed 07/01/1998
Name v
XXX-XX-2011 > BUSSER, BRENDAN Processed 12/01/2016 Enroliment Status v
XOCXX0061 > CALCULUS, CHRIS Pending Envoliment 09/01/2013  Start Date v
Stop Date v

AXXXX:2012 > CAPOZZI, MEGHAN Pending Encoliment 09/01/2016
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3. Click the Masked SSN link next to the employee on the View/Update Employee
Information page.

pd: ployee Inf Register Employes _I_
o timotty) €
Masked SN Name Member Number Encoliment Status Start Date Stop Date
XXX-XX-9999 > TEACHER, TIMOTHY P Pending Enroliment 09/01/2021

4. The employee’s events are displayed under Event Information.

Employee Roster / Member Employment

Member Information

SSN Name Member Number

XXX-XX-9999 Teacher, Timothy P 966024

Employment Information

Agreement Start Date Stop Date Employer Code ~ Employer Name  Position Pay Dur Pay Freq Temp/Sub Enroliment Eligibility Status

Name 09/01/2021 9005 GOTHAM  Guidance LS 26 No Stats Pending

LIS PUBLIC Counselor Pending  gyigibility

SCHOOLS Enroliment
Event Information Edit Retiree Earnings Limit Calculator Y
Filtrs

Event Event Start Date Effective Pay Date Event Stop Date FTE% WwC% Contract Term
Contributing 09/01/2021 09/09/2021 75 0 10

Member Events can be sorted by using the Filters button.
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Member Events

Member events can be viewed and updated through the Employee Roster page. If you need
to add multiple events at one time for the same employee, we recommend saving the data
between each entry.

Unpaid Leave of Absence Event

Any leave that impacts an employee’s pay, requires a completed Leave of Absence form to be
sent to the MTRS.

Leaves of absence are handled differently by each school so this guide walks you through
only the most basic of leave events.

For more complicated cases, contact your Employer Services Representative for assistance.

1. Click Edit in the Event Information section of the page.

Roster / Memb

Member Information

SSN Name Member Number
XXX-XX-9999 Teacher, Timothy P

Employment Information

Agreement Start Date Stop Date Employer Code  Employer Name ~ Position Pay Dur Pay Freq Temp/Sub Enroliment Eligibility Status

Name 09/01/2021 9005 GOTHAM Guidance LS 26 No Status Pending
MTRS PUBLIC Counselor Pending Eligibility
SCHOOLS Enrollment
Event Information Edit Retiree Earnings Limit Calculator Y
Filters.
Event Event Start Date Effective Pay Date Event Stop Date FTE% WC% Contract Term
Contributing 09/01/2021 09/09/2021 75 0 10

2. Event Stop Date—this should be the last day of work for which the employee was paid
(not the date of their last check).

Edit Member Event X
Delete —
[ et Start Dste Ertectve Py Owte* et S1c0 Oste e Coet Tee
Contributing ~ 09/01/2021 3 09/09/2021 3 1070772021 e G 75% 10
AddEvent +
*Denotes Required Field
Cacel  Save

In this example, 10/07/2021 was the last paid sick day for this employee.
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3. Click Add Event.

Edit Member Event x
-
Contributing - 09/01/2021 3 09/09/2021 3 10/07/2021) 3 75% 10
AddEvent +
“Denotes Required Field
Cancel Save
4. Event—Select “LOA-Non-Contributing<=1 Yr” from the Event drop-down list.
Edit Member Event X
Delate ~
Contributing - 09/01/2021 3 09/09/2021 3 w2021 G 75% 10 -
Delete —
° LOA Contributing <=1 Y ~ Event Start Date G Effective Pay Date * g Event Stop Date G Cont Term
Add Event 4
*Denotes Required Field
Cancel Save
5. Event Start Date—This should be one calendar day after the Event Stop Date entered in
Step 2. There cannot be a gap between event stop and start dates.
Edit Member Event X
Delete —
et * Fownt Guart Date EMective Pay Date * vent Sazp Date FIEs: Cort Tarm
Contributing ~ 09/01/2021 3 09/09/2021 3 10/07/2021 9 7s% 10 -
Delete —
Gvent * Event Start Date
LOANonContributing <=1 Yr ~ 10/08/2020] ( Eecti Eay D (g Event Stop Date - Cont Tesm )
Add Event 4
“Denotes Required Field
Cancel Save
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6. Effective Pay Date—this should be the date of the first check on which the employee will

not be paid.
Edit Member Event X
Delete —
Contributing « 09/01/201 3 09/09/2021 3 10/07/2021 0 75% 10 -
Delete —
LOA-Non-Contributing <=1 Y = 10/08/2020 2 102872021 e {3t Sup Dere. ) £ors ey .
Add Event 4
*Denotes Required Field
Cancel Save
In this example, the employee’s first missed check will be the check issued on 10/28/21.
7. Event Stop Date—this should be left blank until the employee returns to work.
Edit Member Event X
Delete —
Contributing « 09/01/201 (3 09/09/2021 3 1070772021 2 75% 10 -
Delete —
LOA-Non-Contributing <=1 Yr +  10/08/2020 2 102872021 £ "y Sop Dare. Q ) ocs Temy .
Add Event 4
*Denotes Required Field
Cancel Save

8. FTE%—Since this is a non-paid leave of absence event, the FTE% should be “0%” since
the employee is not working.

Edit Member Event
vt vt a1 Dot
Contributing ~ 09/01/2021
ot vt S2aet Dt

LOA-Non-Contributing <=1 Yr « 10/08/2020

Add Event 4

“Denctes Required Fleld

Effective Pay Oate ™ et %0 Date s

3 09/09/2021 3 10/07/2021 B 75%

ftective Pay Oute*
2 1072872021 o) Event Stop Date o) e

Cont Yoem

Cont Term

Cancel Save
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9. WC%—Since this is a non-paid leave of absence and not a workers’ compensation event,
the WC % should be “0%.”

Edit Member Event X
Delete —
vt vt 52001 Dt [Mtectrve ray Oate Event S20 Ot rea Cont Toem
Contributing ~ 09/01/2021 (3 09/09/2021 3 1000772021 2 75% 10 -
Delete —
ot vt S2ae1 Dt Ctectiv oy Date
LOA-Non-Contributing <=1 Yr « 10/08/2020 3 102872021 [y EventStop Date o) Cont Term .
Add Event 4
“Denotes Required Fleid
Cancel Save
10. Click Save.
Edit Member Event X
Delete —
vt [—r— [Mtective ooy Oate Event $200 Ot Tea Cont Voo
Contributing ~ 09/01/2021 (2 09/09/2021 3 1000772021 2 75% 10 -
Delete —
ot et 2001 Dt tectivs Pay Date
o) Event Stop Date o) Cont Term =

LOA-Non-Contributing <=1 Yr ~ 10/08/2020

Add Event +

“Denotes Required Fieid

3 10282021

Cancel Save
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Workers” Compensation Leave of Absence Event

Any workers” compensation leave that impacts an employee’s pay, requires a completed
Leave of Absence form to be sent to the MTRS.

MTRS deductions should only be paid on earnings paid directly from the school (wages or
sick pay). Deductions should not be taken on any earnings paid via workers’ compensation
insurance.

1.

Click Edit in the Event Information section of the page.

Roster /

ploy

Member Information

SSN
XXX-XX-9999

Name
Teacher, Timothy P

Member Number

Employment Information

Agreement Start Date Stop Date Employer Code  Employer Name ~ Position Pay Dur Pay Freq Temp/Sub Enroliment Eligibility Status
Name 09/01/2021 9005 GOTHAM Guidance LS 26 No Status Pending
MTRS PUBLIC Counselor Pending Eligibility
SCHOOLS Enrollment
Event Information Edit Retiree Earnings Limit Calculator Y
Filters
Event Event Start Date Effective Pay Date Event Stop Date FTE% wC% Contract Term
Contributing 09/01/2021 09/09/2021 75 0 10

2. Event Stop Date—This should be the day on which the employee was last physically at

3.

work.

Edit Member Event

[ et Start Dt

Contributing ~ 09/01/2021

Add Event +

“Denotes Required Fleld

Eteceve Py Dute* vt 5300 Oute- s Cort Teem
3 09/09/2021 3 10/07/2021] e 3 75% 10

In this example, 10/07/2021 was the last day employee was physically at work.

Click Add Event.

Edit Member Event

[ v Start Date

Contributing ~ 09/01/2021

e AddEvent 4

“Denotes Required Field

Eftectve Pay Dute * et $c0 Date

3 09/09/2021

3 10/07/2021)

e Coet Teem

3 75% 10
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4. Event—Select the correct workers” compensation event type that applies.

a. WC-Full Incapacity&Contrib—Select this event type when the employee is being paid by
the school while also being paid under a Section 34 workers’ compensation benefit (this
information should be on the insurance paperwork).

b. WC-Full Incapacity&Non-Contrib—Select this event type when the employee is solely
being paid under a Section 34 workers” compensation benefit (this information should
be on the insurance paperwork).

c. WC-Part Incapacity&Contrib—Select this event type when the employee is being paid by
the school while also being paid under a Section 35 workers’ compensation benefit (this
information should be on the insurance paperwork).

d. WC-Part Incapacity&Non-Contrib—Select this event type when the employee is solely
being paid under a Section 35 workers” compensation benefit (this information should
be on the insurance paperwork).

Edit Member Event X

Delete —
Event* Evest Start Date Effoctive Pay Date Evert Stop Dste FTEX® Cort Tetm

Contributing - 09/01/2021 3 09/09/202 @3 100772021 0 5% 10

Delete —

Fvent

° WG FullincopacityContrp Vet Start Date* ey Effecive Pey Date* ey Event Stop Date [ FTEN: e

Add Event +

“Denotes Required Fleld

Cancel  Save

In this example, the employee is being paid by the school and under Section 34 workers’
compensation benefits.

5. Event Start Date—This should be one calendar day after the Event Stop Date entered in Step
2. There cannot be a gap between event stop and start dates.

Edit Member Event X

Delete —

Event* Evont Start Date Eftective Pay Dato * Event Stop Date

Contributing - 09/01/2021 (3 09/09/2021 3 1010772021 [ 7s% 10

Event * Dvent Stan Oate *
Effective Pay Date * Event Stop Date FTE%*
WC-Full Incapacity&Contrib - 10/08/2021 o} A () FENSPRIEN ]

Add Event +

Delete —

*Denotes Required Field

Cancel Save
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6. Effective Pay Date—This should be the date of the first check on which the employee’s
pay is being offset by the workers” compensation benefit.

Edit Member Event X
Delete —
Event * Event Star Date Effective Pay Date * Event Si00 Date FIEN" Cont Term
Contributing +  09/01/2021 3 09/09/2021 3 10/07/2021 3 75% 10 -
Delote —
Event* Event Start Date * Effoctive Pay Date *
WC-Full Incapacity&Contrib ~  10/08/2021 G 12/09/2021 B Event Stop Date @ FTE%* WC% Cont Term 5
Add Evemt +
*Denotes Required Field
Cancel Save
In this example, the 12/09/201 paycheck is the first check where the employee’s pay from
the school is being offset by workers’ compensation benefits.
7. Event Stop Date—This should be left blank until the employee has returned to work.
When the employee returns to work, the date in this field should be the DAY BEFORE
their return.
Edit Member Event X
Delete —
Event * Event Start Date Effective Pay Date* Event Sio0 Date FIEN" Cont Term
Contributing » 09/01/2021 3 09/09/2021 3 10/07/2021 3 75% 10 -
Delote —
Event* Event Start Date * Effoctive Pay Date *
WC-Full Incapacity&Contrib +  10/08/2021 £ 1210972021 - i ° o i s -
Add Evemt +
*Denotes Required Field
Cancel Save
8. FTE % —This should be the percentage of the daily rate being paid by the school.
Edit Member Event X
Delete —
Event* vent Start Date Cfvective Pay Date * Event Step Date FTEN® Cont Term
Contributing - 09/01/2021 2 o9r09s2021 2 10/07:2000 B 7% 10 -
Delete —
Event* Fveot Start Date * Effective Pay Date * FTES
WC-Full IncapacityBContrib  ~  10/08/2021 3 12/09/2021 gy Bl Sop Dt 2 a0 e wex Cant Tesrn =
Add Evemt +
“Denotes Required Fleld
Cancel Save

In this example, the school is paying the employee 40% of their daily rate.
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9. WC % —This should be the percentage of the daily rate being paid through the workers’
compensation benefit.

Edit Member Event X
Delete —
Fwent * Feent Start Date Effoctive Pay Date * Fvent Stop Date FTEN® Cont Term
Contributing ~ 09/01/2021 3 09/09/2021 2 10/07/2021 3 75% 10 -
Dalate —
Event * Feent Stact Date * Effective Pay Date * FTEN" wes
WC-Full Incapacity&Contrib ~  10/08/2021 2 12/09/2021 {5 EventStop Dte o a0% 600 Cont Term .
Add Evant +
*Denotes Required Field
Concel Save
In this example, the workers’ compensation benefit is paying the employee 60% of their
daily rate.
10. Click Save.
Edit Member Event X
Delete —
Fvent * Fvent Stact Date Effective Pay Date * Fveat Stop Date FTEN® Cont Term
Contributing ~ 09/01/2021 3 09/09/2021 2 10/07/2021 8 75% 10 -
Delate —
Ewent * Feent Stat Date * Effoctive Pay Date * FTIEN" wes
WC-Full Incapacity&Contrib ~ 10/08/2021 2 12/09/2021 i BvedtStop Date 2 0% 60 SontFarm .
Add Evant +
*Denotes Required Field
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Termination Event

When an employee leaves your school district, a termination event needs to be entered for
the employee under their employment record in MyTRS.

1. Click Edit in the Event Information section of the page.

ployee Roster / b
Member Information
SSN Name Member Number
XXX-XX-9999 Teacher, Timothy P 966024
Employment Information
Agreement Start Date Stop Date Employer Code  Employer Name  Position Pay Dur Pay Freq Temp/Sub Enroliment Eligibility Status
Name 09/01/2021 9005 GOTHAM Guidance LS 26 No 313“15» Pending
MTRS PUBLIC Counselor Pending Eligibility
SCHOOLS Enrollment
Event Information Edit Retiree Earnings Limit Calculator Y
Filters.
Event Event Start Date Effective Pay Date Event Stop Date FTE% WC% Contract Term
Contributing 09/01/2021 09/09/2021 75 0 10
2. Event Stop Date—Enter the last day worked by employee.
Edit Member Event
Delete
Contributing - 09/01/2021 ) 090972021 2 1052021 ) 75% 10
Add Event +
*Denotes Required Field
Cancel
In this example, the employee’s last day worked was 11/05/2021.
If the employee worked the entire school year, please use 06/30/YYYY as the Event Stop
Date.
3. Click Add Event.
Edit Member Event
Oelete
Fvent * Event Start Date Effective Pay Date * Event S30p Date FTEN" Contt Term
Contributing - 0902020 3 09/0972021 3 11052021 3 75% 10
Add Event +
*Denotes Required Field
Cancel
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4. Event—Select the appropriate type of termination event from the drop-down list.

a. Termination—Job Elimination: Use this code when the position itself will no longer

exist.

b. Termination —Involuntary: Use this code when the employee has been let go by the
district prior to the end of the school year.

c. Termination —Voluntary: Use this code when the employee has resigned from their
position or been non-renewed at the completion of a school year/contract term.

Edit Member Event X
Delete —
et Eveot Seart Date Efectve Pay Date* Event S0 Date FIE con T
Contributing ~ 09/01/2021 (2 09/09/2021 3 1052021 G 7% 10
Dolete —
Event *
vent Start Date Effective Pay Date *
o Termination-Voluntary = Y g 0} ; : ]
Add Event +
“Denotes Required Fieid
Cancel  Save

In this example, the employee resigned, so Termination—Voluntary was selected as the
Event type.

5. Event Start Date—This should be one calendar day after the Event Stop Date entered in
Step 2. There cannot be a gap between event stop and start dates.

Edit Member Event X

Delete —

Evet * Event Start Date EMective Pay Date * Event Stop Date FIEX" Cont Term

Contributing ~ 09/01/2021 (3 09/09/2021 (2 1170572021 3 5% 10 -
Delete —

Event* Event Start Date

Termination-Voluntary - 11/06/2021] e (= Elective PayData® B ) Cont Tem e

Add Event 4+

*Denotes Required Field

Cancel Save

In this example, the Event Start Date is 11/06/2021 since the last day worked was
11/05/2021.
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6. Effective Pay Date—This should be the day after the employee’s last paycheck.

Edit Member Event X
Delete —
Fvent+ Fvent Start Oate #ftactive Pay Date * Fvent Stop Date R Cont Tem
Contributing ~ 09/01/2021 3 09/09/2021 (3 11/05/2021 B 75% 10 -
Delote -
Event* Event Start Date Effective Pay Date *
vont St 1 " Cont Term
Termination-Voluntary - 11/06/2021 3 11192021 ag -
Add Event +
“Denotes Required Field
Cancel Save

In this example, the employee received his last check on 11/18/2021, so the Effective Pay
Date is 11/19/2021.

7. Event Stop Date—This field should be left blank.

8. FTE % —Skip this field, since it pre-populates with 0, which is correct.
9. WC % —Skip this field, since it pre-populates with 0, which is correct.
10. Contract Term—Skip this field, it is not required for a termination event.

11. Click Save.

Edit Member Event X
Delete —
Evont * Fvont Start Oate Etfoctive Pay Date * Event Stop Date FTEN* Cont Teem
Contributing ~ 09/01/2021 (3 09/09/2021 3 11/05/2021 3 75% 10 -
Delete —
Evern * Evert Start Oate Effective Pay Date *
nt St at Cont Ter
Termination-Voluntary - 11/06/2021 [oRAALIZ Al o) nTorm v
AddEvent +
“Denotes Required Fleld
Cancel Save
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View Retirement Date

1. Click the Filters icon (V) to search for employee.

[ 9005 - GOTHAM PUBLIC SCHOOLS

entes MNaene, SSN or Membes Number. To search for the employee, select Go or hit Enter on your keyboard.

MName Enroliment Status.
XXX-XX9999 > TEACHER, TIMOTHY P Pending Enroliment 09/01/2021
X0EXX0100 > APPLE, AMY BIG PHD Pending Enrcliment 09/01/2021
XXXXX-8888 > RAL TEST Pending Enrcliment 05/01/2020
AREXXI111 > DUDE. TEST Pending Enroliment 01/01/2020
AXXCXXTT2 > HOBAN, JENNA e Processed 09/01/2019
XAAXX0006 > PHYSICS, PHIL Pending Enroliment 07/01/2019
KXXX:3333 > SIWA, JOJO Pending Enroliment 01/22/2019

2. Enter the full (last, first) or partial name, MTRS member number or SSN of the employee
in question and click Go.

pd ploy Registec Empioyee ¥
Vs
Sort S1op Date (Ascending) £) Search by
Q  CHEMISTRY| Go

Masked SSN Name Member Number Enroliment Status Start Date
XXXXX2222 > MATTOX, MATT Processed 09/01/2013  Ferty

Enroliment Status v
XXX-XX-0001 > APPLETON, AMY Processed 09/01/1998

Start Date v
XXX-XX-2003 > PENCIL, PATRICK Processed 09/17/2003

Stop Date v
XXX-XX-0008 > BIONDOLILLO, BETH Processed 09/01720m1

Sort by
XXX:XX:9999 > TEACHER, TIMOTHY P Pending Enroliment 0970172021

Name v
XXCXX0100 > APPLE, AMY BIG PHD Pending Enroliment 0970172021

Enroliment Status v
XXX-XX-3333 > RAL SID Pending Enroliment 01/01/201§

Start Date « v
XXXT11 > DUDE, TEST Pending Enroliment 0170172020 St0p Date » v

3. Click the Masked SSN link next to the employee on the View/Update Employee Information
page.

View/Update Employee Information g engiope Y
S4TH MaTor N SSN o Name (CHEMISTRY) )
Masked SSN Name Momber Number Envoliment Status Start Date. Stop Date

XXXXXT425 > CHEMISTRY, CHARLENE TEACHER 158666 Processed 10/07/1970
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4. The employee’s Retirement Date is displayed under Additional Information.

Employment Information

Agreemect Name St uee

Event Information

et
Contributing

et
Termination-Voluntary

Rate/R+ Information

Additional Information

Reteneant Onte
06/30/2005

MTRS 10/07/1970

Siep Onte
06/30/2005

vt Stat Cute

10/07/1970

Crwt Start Oate

06/30/2005

Cmployer Coos
0190

CNectre Py Oute

10/07/1970

Utectve Pay Dute
06/30/2005

Errprye Name. roseon Py O

ATTLEBORO Teacher s

PUBLIC SCHOOLS
vt Sp Oute e
06/29/2005 100
et Sicp Oute s

0
Regas Bate

n

Terorie
No

w

0

wes

0
L
o

Edn

Crvotment St gty Sty

Processed Pending Eligioility

Reticee Earmings Limat Calculator 1.
et

Contract Taem

Cortract Teem
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EFT and Payments

Add an EFT Account

The EFT function in MyTRS allows employers to add account information and request that
the MTRS direct-debit a payment to fund their monthly report.

1. Click EFT & Payments from the Left Navigation Menu.

A Home

[ Employer Information

5| Payroll Calendar

2 Import History

3 Deduction Reports
$ EFT & Payments
=n Employee Roster

o Retiree Insurance
Selections

) Insurance Deduction
History

(2] Insurance Rates

@8 Employer Reports

2. Click Add an EFT Account under [ would like to...

Home 1 would like to...

Employer Information
Make a Payment >

Payroll Calendar = Make a one time payment

Import History

Add an EFT Account >
Deduction Reports e Add a new EFT Account

EFT & Payments Review Processed Payments >

Review historic payment transactions

Employee Roster
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3. Enter the appropriate information for the bank account from which you will pay the
MTRS.

d. Routing Number.
e. Bank Name—This will auto-populate based on your routing number.

f.  Account Number—The account number must be a minimum of 8 digits. If needed,
please add leading 0’s (e.g., 00054321).

g. Re-enter Account Number.

h. Account Type—Select Checking or Savings from the drop-down list.

i.  Short Account Name—This will be the quick way for you to know which account you
are using as the Routing and Account numbers will be masked once the account is

set up.

j. Click Next.

Adding a New EFT Account X

Payment Information Agreement Confirmation Confirm Details

Please enter the following information to add a new Direct Deposit Account to your payment method.

Routing Number *

011000138

Bank Name
BANK OF AMERICA, N.A
Enter your Account Number *

@1 23456789

Re-Enter your Account Number *

123456789

Account Type *

Checking -

Short Account Name

Main BOA Account - Gotham PS|

* Denotes Required Field @

‘ Cancel ‘ Next
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4. Read the Agreement.
a. Accepted By—Enter your full name.

b. Title—Enter your official title.

Click Next.

Adding a New EFT Account

Step 22 Agreement Confirmation
Depository Name: BANK OF AMERICA, N.A.

Routing Number: 011000138

Account Number: XXXX6789

EMPLOYER acknowledges and agrees that it has the sole responsibility to ensure that the bank account listed above will be open to accept transactions hereunder, that
sufficlent funds will be maintained in that account to cover sald transactions, and that it has verified that DEPOSITORY Is capable of complying with the U.S. laws and
NACHA rules g 9 This shall remain in full force and effect until MTRS has received written notification of its termination
from EMPLOYER. The termination notice may be delivered by e-mail, facsimile, or first class mail, provided that the delivery of such termination notice shall provide

MTRS and DEPOSITORY a reasonable opportunity to acton it

Employer Name: GOTHAM PUBLIC SCHOOLS

Date Accepted
10/15/2021

Acorpted By

Maggie T. Money|

Employer ID No: 9005

Tue*

Director of Finance Q

Cancel

5. Click Confirm after ensuring that the information entered is correct.

Adding a New EFT Account

Payment Information Agreement Confirmation

Please review and confirm your EFT Account details.

Routing Number
011000138

Bank Name Agreement Accepted Date
BANK OF AMERICA, N.A. 10/15/2021

Account Number Accepted By
123456789 Maggie T. Money
Account Type Title

Checking Director of Finance

Short Account Name
Main BOA Account - Gotham PS

‘ Cancel ‘

Confirm Details

Previous

Confirm
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A message will be displayed saying “You have successfully set up a new EFT payment
method” and the account you added will be under Maintain EFT Accounts.

B3 9005 - GOTHAM PUBLIC SCHOOLS

@ You havo soccesshully et up 3 new EF T paymord method X

Welcome Shannon

1 would like to... Maintain EFT Accounts Add EFT
Make o Payment >
(i [ Accoust Kaea 11y [— St Rcccuet e T s
ot 10/15/2021 - current > MTRS Employer Payments BANK BANK OF AMERICA, NA.  Main BOA Account Approved
(Checking) XXXX6780  Gotham PS
. AddanEFT Account >
n Add 3 new EFT Account Edit  Concel  Delete
Baview Processed Payments >
2]

Heview historic payment transactions
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Make an EFT Payment

1. Click EFT & Payments from the Left Navigation Menu.

A Home

B Employer Information

E Payroll Calendar

b Import History

3 Deduction Reports
$ EFT & Payments
= Employee Roster

o Retiree Insurance
Selections

o) Insurance Deduction
History

(] Insurance Rates

@8 Employer Reports

2. Click Make a Payment under I would like to...

A Home 1 would like to...

B3 Employer Information
e Make a Payment >
5 Payroll Calendar Make a one time payment

£ Import History

Add an EFT Account >
Add a new EFT Account

z)

$ EFT &Payments Review Processed Payments >

A Review historic payment transactions
= Employee Roster

3. Click Next on the Add Payment wizard screen.

Add Payment x

ﬂo
3
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4. Enter the appropriate information in each field on the Payment Details page.
a. Payment Amount—Enter the correct payment amount.
b. Payment Date—Will pre-fill with the today’s date.
c. Description—Type in a description for the payment (e.g., “Sept. 2021” or “09/2021").
d. EFT Payment Account—Select the proper bank account from the drop-down list.
e. Reporting Period—The reporting period is the first day of the month the deductions
are for (e.g., if the payment is for Sept 2021 deductions, you would enter

“09/01/2021").

f. Click Next.

Add Payment X

o @ o

Payment Type Payment Details Confirm

Enter Payment Details:

Payment Amount *

$458,659.43

Payment Date

10/18/2021

Description

Sept 2021 Deductions

@ EFT Payment Account *

BANK OF AMERICA, N.A. (Checking) XXXX6789 v

Note: Only EFT Payment Accounts in Approved Status may be used to make a payment.

Reporting Period *

09/01/2021| ]

Please enter the Reporting Period as the first date of the reporting period month in MM/DD/YYYY format.

* Denotes required field

‘ Cancel ‘ Previous Next
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5. If the information is correct, click Confirm.

Add Payment X

Payment Type Payment Details Confirm

Payments submitted before 7:00 pm EST will be effective for today.

Payments submitted after 7:00 pm EST will be effective on the next business day.

Please review your payment details:

Payment Amount Payment Account

$458,659.43 BANK OF AMERICA, N.A. (Checking) XXXX6789
Payment Date Reporting Period

10/18/2021 09/01/2021

Description

Sept 2021 Deductions

‘ Cancel ‘ Previous I

6. Click Print Confirmation if you need a printable payment summary for your records.

Add Payment X

Payment Type Payment Details Confirm

The Payment request has been submitted.

Payment Confirmation >
Click this link to open a payment confirmation page which can be saved for your records.
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7. Click Close on the Confirmation page.

Add Payment X

Payment Type Payment Details Confirm
The Payment request has been submitted

Payment Confirmation >

Click this link to open a payment confirmation page which can be saved for your records.
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Edit an EFT Account

The only item that can be edited on an existing EFT account is the Short Account Name.

1. Click EFT & Payments from the Left Navigation Menu.

A Home

B3 Employer Information

E Payroll Calendar

2 Import History

3 Deduction Reports
$ EFT & Payments
& Employee Roster

[+ Retiree Insurance
Selections

PO Insurance Deduction
History

[ Insurance Rates

M Employer Reports

2. Click Edit below the account in question under Maintain EFT Accounts.

1 would like to... Maintain EFT Accounts Add 5T

Make a Payment >

=] e time payment e 5 y
3 00S2021: M BAM " o
| cuxrent Pa
o AddanEET Account >
st Comel  Oslte

Review Processed Payments >

3. Enter the new Short Name text and click Next.

MTRS Employer Payments
BANK OF AMERICA, N.A. (Checking) XXXX6789

BANK OF AMERICA NA

4. Click Confirm.

Snort Account Name

Main BOA Account for MTRS Deds

Cancel Previous
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Cancel an EFT Account

1. Click Cancel below the account in question under Maintain EFT Accounts.

1 would like to... Maintain EFT Accounts Add EFT

Make a Payment >

=, i L o ;
b ey 10015 £ 5 MIRS Employer BANK BANK OF AMERICA,  Main ccount-  Approved
curent Payments NA. (Checking) Gotham PS
- AddanEETAccount > XXXX6789
= Add & hew EFT Account

Edt  Cancel  Oobete

Beview Processed Payments >

Review histo

2. Select the cancellation option that meets your requirements then enter the appropriate Stop
Date.

a. [ want to cancel this account immediately—This will cancel any pending payments under
this account.

b. I want to cancel this account on a later date—You can proactively cancel the account in
advance if you know that there is a pending payment that remains to be processed or if

the account is going to be closed at a future known date.

i. Enter the appropriate Stop Date.

(® 1want to cancel this account on a later date

Stop Date *

10/31/2022| 0 0

3. Click Next.

Cancel EFT Account X

© information

account wil al

o 2]

Cancel EFT Account Confirm Cancel EFT

hen do you want 1o cancel this payment account? *

(O I want to cancel this account immediately

(® 1 want to cancel this account on a later date

Stop Dane *

10/31/2022 B

Cancel Next |
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4. Click Confirm if the data is correct.

Cancel EFT Account X

© Information

«  Scheduled payments usng this payment sccount wil also be cancetied

Cancel EFT Account Confirm Cancel EFT

Ploase review and confirm your payment method details.

10/31/2022
- rer
—

5. A stop date will now be displayed under Period next to the account.

Maintain EFT Accounts
Perios Account Nams BT Type Oescrotion Sneet Accout Nama T sume
s MTRS Employer BANK BANK OF AMERICA. Main BOA Account for  Approved
10/31/2022 Payments N.A. (Checking) MTRS Deds
XXXX6789
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Delete an EFT Account

Only unused accounts can be deleted.

1. Click Delete below the account in question under Maintain EFT Accounts.

1 would like to... Maintain EFT Accounts Add EF]
Moke a Payment >
B et Pecos Account Name FTTe Owarption Short Accows Hame =
N 2700 10/18/2021 - TRS Employer BANK BANK OF AMERICA ~ MTRSBOAMonthly  Approved
curent nts NA. (Checking) Deductions
Add an EFT Account > XXXX1111
-
o
& axtanewEFT Account
(2] Canced Delate
Review Processed Payments >
P Aecourn arme o7 e Ovacroton et Accourt Name o7 e
10/15/2021 - > MTRS Employer BANK BANK OF AMERICA,  Main BOA Account for  Approved
10312022 Payments NA. (Checking) MTRS Deds
XXXX6789
Ede Cancel Delete
2. Click Confi
. 1C onirm.
Delete EFT Account X

Are you sure you want to delete this EFT?

If yes, please click on 'Confirm' to proceed with deletion.

= =

3. A message will be displayed saying “You have successfully deleted EFT payment
method” and the account will no longer be available under Maintain EFT Accounts.

| would like to... Maintain EFT Accounts Add EFT

Make a Payment >

= STYRR . Perice Atcount Name EFT Type Oescription Short Account Name FFT Status
EKR SONE SRS Py 10/15/2021 - MTRS Employer BANK BANK OF AMERICA.  Main BOA Account for  Approved
10/31/2022 Payments N.A. (Checking) MTRS Deds

Add an EFT Account > XXXX6789
mn
e Add a new EFT Account

Edit Cancel Delete

Review Processed Payments >

B

Review historic payment transactions
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Review EFT Payment History

1. Click EFT & Payments from the Left Navigation Menu.

A Home

3] Employer Information

E Payroll Calendar

Import History
Deduction Reports
EFT & Payments
Employee Roster

Retiree Insurance
Selections

o Insurance Deduction
History

(& Insurance Rates

@8 Employer Reports

2. Scroll down to the EFT Payment History section of the EFT & Payments page.

| would like to... Maintain EFT Accounts Add EFT
Make a Payment >
Penod Accout Narne o Deseriot short IFT Status
Make & one time payment
10/15/2021 - N MTRS Employer BANK BANK OF AMERICA, Mai c r Approved
10/31/2022 Payments N.A (Checking) MTRS Deds
Add an EFT Account > XXXX6789
-
m
e Add a new EFT Account
Edit Cancel  Delete
| o}
EFT Payment History p
o
Filter. Paymint Request Dste (07/20/2021 10 10/18/2021) €3
Payment Request Date Account Payment Request Status Description Reporting Period Amount
10/18/2021 BANK OF AMERICA. N.A_ (Checking) XXXX6789 Queued Sept 2021 Deductions 09/01/2021 $458,659.43

All past EFT payments will be listed in this section, regardless of the status.
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Click the Filters icon (W) if you need to filter or sort the EFT payments by a certain date

or status.
| would like to... Maintain EFT Accounts Add EFT
Make 3 Payment >
= Make a one time payment Period Accourt Name 7Y Type Descriotion Shott Accourt Name LFT Statuy
? poym 10/15/2021 - MTRS Employer BANK BANK OF AMERICA,  Main BOA Account for  Approved
10/31/2022 Payments N.A (Checking) MTRS Deds
Add an EFT Account > XXXX6789
it
S Add a new EFT Account
Edt  Cancel  Delete
Review Processed Payments >
 Z] Review historic payment transactions
EFT Payment History "I
.
Filter, Payment Request Date (07/20/2021 to 10/18/2021) 0
Payment Request Date Account Payment Request Status Description Reporting Period Amount
1018/2021 BANK OF AMERICA, N.A. (Checking) XXXX6789 Queued Sept 2021 Deductions 09/01/2021 $458,659.43
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Review Payment History

The Payment History section shows your school’s complete payment history, including EFT,
check or direct deposit payments.

1. Click EFT & Payments from the Left Navigation Menu.

A Home
3] Employer Information
E Payroll Calendar

2 Import History

3 Deduction Reports

$ EFT &Payments 1

&% Employee Roster

Retiree Insurance
Selections

Insurance Deduction
History

9
(& Insurance Rates

@8 Employer Reports

2. Scroll down to the Payments section of the EFT & Payments page.

1 would like to... Maintain EFT Accounts Add EFT]

Make a Payment >

Mok 1 ? Penca Account Neme LHT Type Descrpacn Short Account Name LT Status
il ok 10/15/2021 MTRS Employer  BANK BANK OF Main BOA Approved
> Payments AMERICA,N.A.  Account for
o  AddanEFT Account > 10/31/2022 (Checking) MTRS Deds
w Add a new EFT Account XXXX6789
Review Processed Payments > Edt  Cancel  Delete
Review historic payment transactions
EFT Payment History i
-
Fiiter: Payment Request Date (07/21/2021 to 10/19/2021) £
Payment Request 3 Payment Request iption Reporting L
Date Status Period
10/18/2021 BN AMERICANA (Shockdng) Queued e 09/01/2021 $458,650.43
XXXX6789 “ Deductions L

Payments e Make a Payment “’Y
s

Filter: Status (Open) €3

Trans § Received Date Status Reporting Period Batch No Payment Type Check No Fund Name Original Amount Balance

The Payments section defaults to “Open” payments, so you may see “No data found” like in
the screen shot above.
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3. Click the ® next to the Filter indicator bubble to remove the “Open” filter to see all
payments.

Paym Make a Payment Y
Filters
Filter: Open €3
Trans # Received Date Status Reporting Period Batch No Payment Type Check No Fund Name Original Amount Balance
No data found
Payments MokeaPoyment ¥
Trans & Received Date Status. Reporting Period Batch No Payment Type Check No Fund Name Original Amount Balance
50 07/2172021 Open 07/01/2021 335163893 EFT S0 Annuity Savings
9 o7Nn4200 Open 07/01/2021 335163877 EFT o Annuity Savings
52 06/2412021 Closed 06/01/2021 335163826 T 82 Annuity Savings $11096242 5000
45 06/10/2021 Closed 06/01/2021 335163794 EFT 45 Annuity Savings $277, $0.00
2 05/28/2021 Closed 05/01/2021 335163766 EFT 92 Annuity Savings. s 81 $0.00
9% 08/13/2021 Closed 05/01/2021 335163733 EFT 9 Annuity Savings 164,905 2 $0.00
” 043072021 Closed 040172021 335163700 eFT 7 Annuty Savings 16,465.57 5000
s 041572021 Open 040172021 335163669 T 5 Annuity Savings

4. Click the Filters icon (V) to filter or sort the payments by a certain date or status.

Payments Make a Payment X

Filters

Trans # Received Date Status Reporting Period Batch No Payment Type Check No Fund Name Original A Bal.
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Payroll Calendars

Create a Payroll Calendar
Payroll calendars are used to tell MyTRS when to expect an entry in the deduction report for
your employees. Payroll calendars must always be created on a full calendar year basis, not

on a school year basis.

1. Click Payroll Calendar from the Left Navigation Menu on the Home page.

A Home Payroll Calendar Add Payroll Calendar 2
Filters
B3 Employer Information
Frequency Description Start Date Stop Date
E Payroll Calendar
£ import History 21-Bi-Weekly > 2022 - 21 Pay Calendar 01/01/2022 12/31/2022
O3 Deduction Reports 24-Semi-Monthly > 2020 - 24 Pay Calendar 01/01/2022 12/31/2022
EFT&P t
$ SYmenss 26-Bi-Weekly > 2022 - 26 Pay Calendar 01/01/2022 12/31/2022
Employee Roster
52-Weekly > 01/01/2021 12/31/2021
n Retiree Insurance
Selections 26-Bi-Weekly > 2021 - 26 Pay Calendar 01/01/2021 12/31/2021
@ Insurance Deduction
History 38-Weekly > 01/01/2021 12/31/2021
(& Insurance Rates 26-Bi-Weekly > 01/01/2020 12/31/2020
@ Employer Reports 26-Bi-Weekly > 01/01/2019 12/31/2019
26-Bi-Weekly > Teacher 01/01/2017 12/31/2017
21-Bi-Weekly > 01/01/2017 12/31/2017
1-10of 16 >
2. Click Add Payroll Calendar.
A Home Payroll Calendar Add Payroll Calendar Y
Filters
: 3] Employer Information
Frequency Description Start Date Stop Date
Payroll Calendar
Import History 21-Bi-Weekly > 2022- 21 Pay Calendar 01/01/2022 12/31/2022
Deduction Reports 24-Semi-Monthly > 2020 - 24 Pay Calendar 01/01/2022 12/31/2022
EFT&P t
EYMEnES 26-Bi-Weekly > 2022 - 26 Pay Calendar 01/01/2022 12/31/2022
Employee Roster
52-Weekly > 01/01/2021 12/31/2021
Retiree Insurance
Selections 26-Bi-Weekly > 2021 - 26 Pay Calendar 01/01/2021 12/31/2021
) Insurance Deduction
History 38-Weekly > 01/01/2021 12/31/2021
(& Insurance Rates 26-Bi-Weekly > 01/01/2020 12/31/2020
@ Employer Reports 26-Bi-Weekly > 01/01/2019 12/31/2019
26-Bi-Weekly > Teacher 01/01/2017 12/31/2017
21-Bi-Weekly > 01/01/2017 12/31/2017
1-10of 16 >
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3. Select a Pay Frequency—Select an option from the drop-down list.
4. Select a Start Date—Enter 01/01/YYYY (e.g. 01/01/2022). This must always be January 1.

5. Select a Stop Date—Enter 12/31/YYYY (e.g. 12/31/2022). This must always be December
31.

6. Description—Enter any comment you deem helpful (e.g., 2022 —26 Pay Calendar).

7. Click Next.

ADDING A NEW PAYROLL CALENDAR X

@ @

Calendar Information Confirm Details

Please enter the following information to add a new payroll cycle. Fields with an * are
required.

Select a Pay Frequency *

26-Bi-Weekly v

Select a Start Date *
@ 01/01/2022 =
Select a Stop Date *

12/31/2022 =

Description

2022 -]26 Pay Calendar

‘ Cancel ‘ Next

The Start Date of every calendar must be 01/01/YYYY.
The Stop Date of every calendar must be 12/31/YYYY.
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8. If data is not correct, click Previous to go back to prior page and make corrections.

9. If data is correct, click Confirm.

ADDING A NEW PAYROLL CALENDAR

Calendar Information

Pay Frequency
26-Bi-Weekly

Start Date
01/01/2022

Stop Date
12/31/2022

Description

2022 - 26 Pay Calendar

‘ Cancel ‘

Confirm Details

Please review and confirm your payroll calendar information.

Previous Confirm

10. Click the Pay Frequency link next to the calendar just created.

Payroll Calendar

Frequency
21-Bi-Weekly >

24-Semi-Monthly >

@ 26-Bi-Weekly >

Description

2022 - 21 Pay Calendar

2020 - 24 Pay Calendar

2022 - 26 Pay Calendar

Start Date

01/01/2022

01/01/2022

01/01/2022

Add Payroll Calendar

Stop Date

12/31/2022

12/31/2022

12/31/2022

Y

Filters
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11. Click Generate in the Payroll Calendar Details section of screen.

Payroll Calendar / Payroll Calendar Details Delete Calendar

Payroll Calendar Information

Pay Freguency Start Date Stop Date Description
26-Bi-Weekly 01/01/2022 12/31/2022 2022 - 26 Pay Calendar
Payroll Calendar Details Generate  Edit Add

a. First Pay Date—Enter the date of the first paycheck in January.
b. Stop Date—Don’t change this field.

c. Click Generate.

Generate Payroll Calendar X

Please enter the below information to generate Pay Dates. Fields within an * are required

Pay Frequency
26-Bi-Weekly
First Pay Date *

01/06/2022 e =

Stop Date *

12/31/2022 @ ]

Cancel Generate

If you are creating a semi-monthly calendar (20 or 24 semi-monthly), enter the Second Pay Date
information.

You should now see the payroll calendar for the entire year. The new calendar will be saved
automatically —there is no Save button.

Payroll Calendar Details Generate  Edit Add

Actions Pay Date Summer Pay Date

Edit Delete 01/01/2022

Edit Delete 01/15/2022

Edit Delete 01/29/2022

Edit Delete 02/12/2022

Edit Delete 03/12/2022

Edit Delete 03/26/2022

Edit Delete 04/09/2022

Edit Delete 04/23/2022
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12. If you have employees who receive a lump sum payment at the end of the school year,

click Edit.

Payroll Calendar Details Generate  Edit Add
Actions Pay Date Summer Pay Date
Edit  Delete 01/01/2022
Edit  Delete 01/15/2022
Edit  Delete 01/29/2022
Edit  Delete 02/12/2022
Edit  Delete 03/12/2022
Edit  Delete 03/26/2022
Edit  Delete 04/09/2022
Edit  Delete 04/23/2022

13. Check the Summer Pay Date check box to the right of the pay dates on which they will
not receive a paycheck during the summer. Then click Save.

Edit Payroll Calendar Details & &
Pay Date Summer Pay Date
05/21/2022 (%) O
06/04/2022 3 o
06/18/2022 3 O
07/02/2022 3
07/16/2022 (3 @
07/30/2022 (3
08/13/2022 (3
08/27/2022 (3 o
09/10/2022 (3 (]
Cancel Save
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14. If, however, you are creating a 21 or 22 pay calendar, you will need to delete the dates
on which employees will not receive a paycheck during the summer.

a. Click Delete to the left of the summer dates on which someone on a 21 or 22 pay
cycle will not receive a check.

Edit Delete 06/18/2022
Edit Delete 07/02/2022
Edit Delete 07/16/2022
Edit Delete e 07/30/2022
Edit Delete 08/13/2022
Edit Delete 08/27/2022
Edit Delete 09/10/2022

b. Click Yes when the “Are you sure you want to delete?” message is displayed.

A Confirm

Argm sure you want to delete?

Yes No

C. Repeat steps (a) and (b) above until each of the dates has been deleted.
Notes
B [f you offer 26 pays, 21 pays and 52 pays, you will need to create a separate calendar for each
one.

B After you have created the first calendar click Payroll Calendar at the top of the page to
go back to the main page and click Add Payroll Calendar to add any additional calendars
needed.

B When working on a deduction report after adding a new or editing an existing payroll
calendar, you MUST click Validate on the deduction report page to pull in the calendar
changes.
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Add a Pay Date to a Calendar
1. Click the Pay Frequency link next to the calendar to which you are adding a pay date.
Payroll Calendar Add Payroll Calendar me
Frequency Description Start Date Stop Date
° 26-8Bi-Weekly > 2022 - 26 Pay Calendar 01/01/2022 12/31/2022
38-Weekly > 01/01/2021 12/31/2021
52-Weekly > 01/01/2021 12/3172021

2. Click Add in the top right portion of the page.

Payroll Calendar Details

Actions

Edit Delete

Edit Delete

Edit Delete

Edit Delete

Edit Delete

Edit Delete

Edit Delete

Edit Delete

Pay Date

01/01/2022

01/15/2022

01/29/2022

02/12/2022

03/12/2022

03/26/2022

04/09/2022

04/23/2022

Summer Pay Date

Generate

Edit

Add
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Enter the Pay Date that you need added. Click Next.

ADDING A NEW PAY DATE X
Payroll Date Information Confirm Details
Please enter the below information to add a Pay Date. Fields with an * are required.
Pay Date *
09/23/2021 e =
Summer Pay Date O
‘ Cancel ‘ Next

If the date you are adding is a summer pay date (a date on which lump sum employees will
NOT be paid), check the Summer Pay Date box before clicking Next.

Click Confirm.

ADDING A NEW PAY DATE X

Payroll Date Information Confirm Details

Please review and confirm the pay date information.

Pay Date
09/23/2021

Summer Pa
summer Fa

\ Cancel ‘ Previous |
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Edit a Pay Date on a Calendar

1. Click the Pay Frequency link next to the calendar that needs to be edited.

Payroll Calendar Add Payroll Calendar
Frequency Description Start Date Stop Date
a 26-Bi-Weekly > 2022 - 26 Pay Calendar 01/01/2022 12/31/2022
38-Weekly > 01/01/2021 12/31/2021
52-Weekly > 01/01/2021 12/3172021

Fters.

2. Click Edit to the left of the date that needs to be changed.

Payroll Calendar Details Generate  Edit Add
Actions Pay Date Summer Pay Date
Edit  Delete 01/01/2022
Edt  Delete 01/15/2022
Edit  Delete 01/29/2022
Edit  Delete 02/12/2022
Edit  Delete 03/12/2022
Edit  Delete 03/26/2022
e Edit  Delete 04/09/2022
Edit  Delete 04/23/2022

3. Type in the correct Pay Date and click Confirm.

Edit Pay Date X

Pay Date
11/19/20220 3 ] ()
Summer Pay Date ]

Cancel Confirm
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Delete a Pay Date from a Calendar

1. Click the Pay Frequency link next to the calendar in which you need to delete a pay date.

Payroll Calendar Add Payroll Calendar ’Iﬂ
Frequency Description Start Date Stop Date
Q 26-8i-Weekly > 2022 - 26 Pay Calendar 01/01/2022 12/31/2022
38:Weekly > 01/01/2021 12/31/2021
52:-Weekly > 01/01/2021 12/31/2021

2. Click Delete to the left of the date that needs to be changed.

Payroll Calendar Details Generate  Edit Add
Actions Pay Date Summer Pay Date
Edit  Delete 01/01/2022
Edit  Delete 01/15/2022
Edit  Delete 01/29/2022
Edit  Delete 02/12/2022
Edit  Delete 03/12/2022
Edit  Delete 03/26/2022
Edit  Delete e 04/09/2022
Edt  Delete 04/23/2022

3. Click Yes.

A confirm

Are you sure you want to delete?

ol -
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Import Deduction Reports

1. Select Import Deduction Report File from the Home page.

1 would like to... News

Generate Reticee Earnings Limit Calculater >

I~

* Catcudat

out no tan accordingly
Import.a Deduction Report File > %
[ Deduction Reports oAt 80 PrOCSSS 8 DeduCion Report Fil

S EFT & Paymonts

&% Employee Roste ) y
s L aonet nent
Register an Employee >
_ ViewRstiree Insutance Selestions >
= R 2 :
e . ing € m

® MTRS Website > B  SitePolicy > [+ Contact Us >

aking MyTRS offline for maintenance on Friday evenings from 6 10 9pm

© Vitech Systems Sub LLC 2021. All rights resarved

2. Import Definition—Don’t change this field.

Upload a File

@ & ®

Import Selection Parameters Confirmation

Q

Import Definition *

Deduction Report File Import e
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3. Choose file for Upload—Click Browse and browse for the file that was exported from your
payroll system.

Upload a File X

Import Selection Parameters Confirmation

Import Definition *

Deduction Report File Import v
Choose file for upload * e
9005_092021.txt BROWSE

4. Description—Enter your district number or name and the month and year of the file that
is being imported. This field is a free text field and is not required to be in any set format.

Upload a File X

Import Selection Parameters Confirmation

Import Definition *

Deduction Report File Import v

Choose file for upload *

9005_092021.txt BROWSE

Description *

Gotham PS Sept 2021 @)
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5. Click Next.

Upload a File X

Import Selection Parameters Confirmation

Import Definition *

Deduction Report File Import v

Choose file for upload *

9005_092021.txt BROWSE

Description *

Gotham PS Sept 2021

* Denotes Required Field

=

6. Reporting Period—Enter the month and year of the file being imported (mm/yyyy).

Upload a File
Import Selection Parameters Confirmation

Reporting Period (MM/YYYY) *

092021 @
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7. Click Next.

Upload a File
Import Selection Parameters

Reporting Period (MM/YYYY) *
09/2021]

Confirmation

* Denotes Required Field

‘ Cancel ‘

Previous

8. Click Confirm if the data is accurate.

Upload a File

Import Selection Parameters

Confirmation

Reporting Period (MM/YYYY) *
09/2021

‘ Cancel ‘

Previous Confirm
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The following message will be displayed, and the imported file should be displayed on the
Import History page.

& Your file has been successfully imported. X

9. Click the ID link next to the file you need to process.

Id Import Description Status Process Flag

84608 > Rpt Prd:09/2021 Gotham PS Sept 2021 Not Processed Ready

The reporting period has been added to the beginning text of the Import Description field.

10. Click Process in the top right section of the page.

99481 Process Validate  Void
Import Summary Run Deduction Report File Detail Errors GSV Run Deduction Report File Detail Errors PDF
] Dageription Import Statiss Procass Flag Fao Load Start Impart Typs Filé Process Start Hiowe Frocessed Riws Impartad
99481 Gatham PS Sept 2021 Not Processed Ready 10/17/2022 Deduction Repart File 2
Import
Fll Marm Inserted By Updated Datn Updated By Heporting Periad
G005_092021 1xt SMURPHY 10/17/2022 SMURPHY 09/2021

This message will be displayed letting you know that your file has been queued for
processing.

& Import Header Queued for Processing X

11. The Process Flag will change to “Queued Processing Request” letting you know that the
system is running the first round of data validation.

Import Summary Run Deduction Report File Detail Errors CSV  Run Deduction Report File Detail Errors PDF
Id Description Import Status Process Flag File Load Start Import Type File Process Start Rows Pracessed Rows Imported
99481 Gotham PS Sept 2021 Not Processed Queued Processing 10/17/2022 Deduction Report File 2
Request Import
File Name Inserted By Updated Date Updated By Reporting Period
9005_092021.txt SMURPHY 10/17/2022 SMURPHY 09/2021
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12. Once the first round of validation has been completed, this message will be displayed.

& Import *Deduction Report File Import* (84608) Process action completed. X

The Import Status field will change to “Processed Successfully” or “Processed with
Errors” and the Process Flag field will change to “Completed” or “Processed with

7
Errors.
Irnport Summary Run Deduction Report File Detail Errors CSV  Run Deduction Report File Detail Errors PDF
1d Description Import Status Process Flag File Load Start Import Type File Process Start Rows Processed Rows Imported
99481 Gotham PS Sept 2021 || Processed Completed 10/17/2022 Deduction Report File ~ 10/17/2022 2 2
Successfully Import
File Name Inserted By Updated Date Updated By Reporting Period
9005_092021.1xt SMURPHY 10/17/2022 SMURPHY 09/2021

13. If the Import Status field says:

®m  Processed Successfully,” you are ready to work on the deduction report. Click
Deduction Reports from the Left Navigation Menu.

B “Processed with Errors,” you need to determine what is causing the file to fail the
first round of data validation (see next page for instructions).
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Correct Errors During the Import Process

If the Import Status field says “Processed with Errors” when you import your monthly
deduction report text file, you need to determine what is causing the file to fail.

1. First, view the report that will show you the record(s) causing the issue.

a.

Click Run Deduction Report File Detail Errors (can be run as a PDF or a CSV file).

Import History | Imports

99483 Procezs  Validate]
Import Swnmary Run Deductien Report File Detail Ercors CSV Run Deduction Report File Detail Errors POF

= Descriotion Impor st Process Flag File Lood Siart mport Type i Procuss Start Hows Processed Rows inported

99433 Gatham PS_Sept 2021 Processed with Errors  Processed with Erors. 10/17/2022 Deduction Report File  10/17/2022 [ 2

Impert
File Name Inserted By Upciated Data Upcated By
S005._092021.1xt SMURPHY 101772022 SMURPHY
b. Click Done.
X

Run Report

Enter Details

Please enter the following details for this request

Record Seq Number

Heport View

Summary

| Cancel |
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c. Inthe new window that opens, the report will be generated in the format you
selected — PDF or CSV file (which opens in Excel) - at the bottom of the page.

@ aboutblank

Deduction Report...Pdf A ‘ Showall X

d. A list of employees and corresponding issues that caused the file to be processed
with errors will be displayed when you open the file.

Deduction Report Import Summary Report
Gotham PS_Sept 2021

As Of Date: 10/17/2022

Parameters Generated On: 10/17/2022 12:53:28

Detailed Record Status:  Errors Generated By:
Sort By: Record Seq Number Page1of 1
Seq# Detail Record Record Status Error Message
1 XHX-XX-1984, APPLE, AMANDA Processed with Errors. Position Code is Invalid
2 J00(-XX-1984, APPLE, AMANDA Processed with Erors. Position Code is Invalid

If the list is long, you may want to print it. If you see that someone needs to be
registered, register the employee, and then fix the remaining issues.

2. If an employee has an error message of “Member needs to be registered for enrollment
by the school district,” register the employee and then come back to the Import screen

and click Process again.

a. If you have already registered the employee but are still seeing this message,
it means that the SSN in your payroll system does not match the SSN used when
registering the employee. Please contact your Employer Service Representative to
help resolve this issue. Please do not email anything with the employee’s SSN.
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3. For any other errors, you would do the following to fix the issue:

a. Close the pop-up report window (after you have printed it if needed) so that you are

back on the main Import page.

b. Click Edit in the Import Details section of the page.

Import Summary Run Deduction Report File Detail Erors SV Run Deduction Report File Detail Errors POF
" Descrption ¥pon Stats Process Flsg File Lowa S1a Ieport Ty ty Fows Bicesies Hows Imported
09485 Gotham P5_Sept 2021 Processed with Errors  Processed with Errors. 10/18/2022 Deduction Report File  10/78, o 2
Import
Fie Kamo Inserted By Updated Date Updated By Heporting Piviod
9005092021 txt SMURPHY 10/18/2022 SMURPHY 0972021 °
Import Detalls Edit 2 m B T
Cefault View Faport Faters.
Sequence Detail Rec Pay
" Subm Ssn HName Contract Term Pay Duration Base Coach
1 Not ves N 20210911 999081984  APPLE, AMANDA 10 L5 242238 0.00
Processed
Mot
2 Frocsissd Yes N 20210025 999081384 APPLE, AMANDA 10 LS 12111.90 0.00
c. Click the Filters icon ('F).
“Edhllll'npm Detalls m B T %
Default View Fiman
Sequence Detail Rec Pay
N T
Actions Numk 3 Submit B Ssn ame Contract Term Pay Duration
Processed
Erors  Delete 1 Mooz N 20210911  09908198¢  APPLE AMANDA 10 1S
With Errars
Erors  Delete 2 Foneseel = N 20210925 999081984  APPLE AMANDA 10 Ls
With Errors:
Delete 3 Processed v W 20210014 099080001  APPLETOM, AMY 12 12
Successfully
Delete 4 Fiogssstd N 20210028 099080001  APPLETON, AMY i) 12
Successfully

d. Click the v next to Detail Status.

Filter by

Detail Status

Sequence Mumkber
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e. Select Processed with Errors to engage the filter to show only the people with errors.

Filter by

Seguence Number
Detail Status

Mot Processed

Frocessed Successfully

Validated Successful

Validated With Errors

Processed With Errors e

f.  Manually correct the fields that need to be updated for each person. For example, if

the Contract Term field is invalid (or blank), type in the correct one.

Edit Impert Details BT x
[oetmain Worw -
Fingr: Devsd o [Prooeseed Wan Ev_ (D) o
B Dhenasl Rec Pay
Artng Trpa - T Flama Comiract Tem: Pay Duration
Processed
Errors Delere Winh N Farch L B b FFE15EL AFFLE AMANDE, o 2
Erroes
Processed
Errors Delbere wWih L] 202102 S ¥ 1984 AFFLE, AMANDS o 2
Erroes:
Procsged
Erfaes Delete 5 With N 0210914 IR 199E EEDMAR, ERENDA o 2
Erspes:
Camcel  Sove  Apply
g. When you have corrected all the errors on page one, click Apply below the scroll bar
before moving to the next page (if you have more than one page).
Edit Import Details B Y x
o b [
Fingr: D S [Procesesd W Ev_ D)
T Thenmil Rec Pay
Artng Trpa - T Flama Comiract Tem: Pay Duration
Processed
Erroes  Delete Wih M 20210911 S¥a0E 1304 APPLE AMANDS, o 12
Erroes
Processed
Emors Dbt Wih H 20210925 081984 AFPLE, AMANDS, o 12
Erroes:
Procsged
Errzes  Delete 5 With L] 20210914 001998 EEDMAR, EREMDA o 2

Ervoes.

‘@
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h. Once all the changes have been made, click Save.

Edit Import Details ;-1 1] T %
Dt i [T
Fimer: Detad Snamaa [Peooease WahEn_ D)
Seguencs Crrtad Rec FPey
Armeng Sasbwrit Ean Haree Comirect Tems Drarmtice
Humier Status Troe Ceate b
Frodid i
Ermrors Dricte 1 Warn = h 0310491 FlE 1534 AFFLE AMAKDA (81] 4
Ermo:
Frocasses
Erroes Delete Z el = L ZOZNFZS FRlE1584 AFFLE AMANDA 10 1z
Emars
Frodidiies
Efror Lot 5 LG (] K 0210914 TR0 1798 BEDRAR BRENDS L1
Erm
I 6
Cancel  Sawe  Apply
i. Click Process to re-process the file.
99483 Process  Validate
|l'l1pDI1 Summary Run Deduction Report File Detail Errors TSV Run Deduction Report File Detail Errors PDF
i Description Impant Statas Poocess Fiag Fie Loag Start mport Type Fia Process Start Fiows Processed Fows impocted
Q3483 Gotham PS_Sept 2021 Processed with Enrors Processed with Errars 10017/2022 Deduction Report File  10/17/2022 i) 2
Impaort
Fie Name Insarted &y Upaatec ate Updatec &y Raporting Period
A005_092021 txt SMURPHY 10/17/2022 SMURPHY 0942021

j.  After you click Process, you should see the Process Flag field change to “Queued for

: ”
Processing.
99483
Import Summary 0 Run Deduction Report File Detail Emors €SV Run Deduction Report File Detail Errers PDF
[} bescaption oo Slatus Process Figg P Lowa Stan Fnpon Troe File Process Starl Hows Frocessed Hows Fiporeg
99483 Gotham PS_Sept 2021 Processed with Emrors  Queued Processing 0¥z Deduction Report File 101772022 o 2
Reguest Import
Fite Kame Ingeried By Updated Date Updated By Reponting Petiod
S005.0%2021.mt SMURPHY 10/17/2022 SMURPHY 0972021

k. If the Import Status field displays “Processed with Errors” after the file is
reprocessed, repeat the steps above.

Note

m [f any errors are identified and corrected during the import process (like a blank
position code, wrong pay frequency, invalid FTE%), remember to update this
information in your payroll system, as that is the source of the data in the import file.
If you don’t also correct the data in your payroll system, you will need to repeat this
correction process in future months before the file will process successfully.
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Import History

The Import History page provides access to a complete list of deduction report files that have

been imported into MyTRS. You can also import a new file from this screen.

1. Select Import History from Left Navigation Menu.

" it
Import History R
B3 Employer information
Fiter: 01/01/2021 to 10/21/202) )
(&) Payroll Calendar
Iimport File Process Rows Rows
#+ Import History d 0 Status Process Flag File Load Start Import Type S p
[ Deduction Reports Deductio
Processed Processed 10/21/2021 wb L':: 10/21/2021 "
$ EFT & Payments 84614 > with Errors with Errors 8:32 AM (EDT) RO 8:33 AM (EDT) ¢ :
Import
- Employee Roster
) . Deduction y T
ALEN g 10/21/2021 2 5 10/21/2021 <
ﬂ etiree Insurance 84608 > Completed 808 AM (EDT) Report File 823 AM (EDT) 3 39
Selections Import
Insurance Deduction Deduction
> 10/21/2021 e
History ot Processe: ead) i - 39
84606 > Not Processed Ready 8:01 AM (EDT) Report Flle 39
Import
2. Click the ID link next to the file you need to review to access Import Details.
Import History UploodFile Y.
Filter: 01/01/2021 10 072172021 €) Fiter: Status (Not Processed) £)
Process Flle Process  Rows Rows
L] Import Description Status Flle Load Start Import Type
Flag Start Processed Imported
N 09/2021 Gotham Not Read 10/21/2021 801 Deduction Report 39
84606 Jeady o
PS Sept 2021 Processed S AM (EDT) Fite Import

3. From here you can:

a. Process, Validate or Void the file. Only a file with a Status of “Not Processed” can be

voided.
b. Access the Run Deduction Report File Detail Errors report.

c. Filter, Edit or Export the data in the file.
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Open Deduction Reports

Once a file has been successfully imported, it will be accessed via the Deduction Reports
link. From this page, you will correct errors, explain exceptions and ultimately submit the
monthly reports to the MTRS to be released into the employee accounts.

1. To access the deduction reports, click Deduction Reports in the Left Navigation Menu.

A Home )
Deduction Reports o
B3 Employer Information
Finer: Report St (wtiel) 3
pox
Trans # Identifier Inserted Date Report Status Reporting Period Total Due Balance
2 Kot
1 13630356 > 10-2019 Deduction Report 01/02/2020 Initial 10/01/2019 $13336.72 $13336.72
S EFT & Payments 17772619 > 092019 Deduction Report 10/08/2021 Intal 09/01/2019 BIAREIE- LIRREE 1)
AL Empicyse Raster 13639815 > 09-2019 Deduction Report 01/06/2020 Instial 09/01/2019 $13510.72 $13510.72
12762619 > 06-2019 Deduction Report 10/08/2021 Initial 06/01/2019 $20,485.24 $2048524
o) insurance Deduction 15694711 > 06-2019 Deduction Report 12/03/2020 Initial 06/01/2019 $2208401 $220840
History
o 13642028 > 052019 Deduction Report 01/15/2020 Inttal 05/01/2019 $6489.20 $6,489.20
nsura
M Employer Reports
2. Click the Trans # link next to the report you need to work on. The Reporting Period field
tells you the month and year of the report.
A Home Y
Deduction Reports e
Employer Information
B 7y
Fine: Report Stenn o) )
Trans & Identifier Inserted Date Report Status Reporting Period Total Due Balance
£ Import History
13639356 > 10-2019 Deduction Report 01/02/2020 Initial 10/01/2019 $13336.72 $13336.72
e 12772618 > 09-2019 Deduction Report 10/08/2021 Intial 09/01/2019 BIARES R $11.141.81
13639815 > 09-2019 Deduction Report 01/06/2020 Instial 0970172019 $13510.72 $13510.72
12762619 > 06-2019 Deduction Report 10/08/2021 Initial 06/01/2019 $20,485.24 $20485.24
o) insurance Deduction 15694711 > 06-2019 Deduction Reporct 12/03/2020 Initial 06/01/2019 §22084.01 $22084.01
History
e 13642028 > 052019 Deduction Report 01/15/2020 Initial 05/01/2019 $6,439.20 $6,489.20
SUranc:

[ Employer Reports
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3. The Deduction Report landing page now only shows the report summary information.

Disduction Repons | Dedustion Report Bdites

Validase EdisiDetails Comments  Subamit

10-2022 Deduction Report

Biedaction Hepodt dite Header Lave

Creeriiche  Export Exception Report

Diduction Report Summary e

g Parn]

 ulln} v

Traey & Rapot SR Lot Bt ] vl B

S1HE: Indial 1Tl T e SMLIREPHY

e — . - Pirwr Cicurs
19 35

Export Summary Repart

The Validate button MUST be clicked before viewing or working on the
deduction report in Edit mode (EACH time you open the report).

A

a. To open the deduction report in View Details mode (no edits can be made):

= (Click Validate.

Deduction Reports /| Deduction Report Editor

Validate  Edit Details

10-2022 Deduction Report

Deduction Report Editor Header Level Errors

Comments (2)

Submit

Mare

Click More, then select View Details. This will display the details but will not

allow you to edit the details.

Deduction Reports | Deduction Repont Editor
Validate  Edit Detaila  Comments  Submit

Deduction Report Ednor

Override

Deduction Report Summary

R/ 282022 SMLRFHY

10-2022 Deduction Report
View Details.

Export Exception Report  Export Summary Report

b. To open the deduction report in Edit Details mode (edits can be made):

=  (Click Validate.

Deduction Reports | Deduction Report Editor

Validate  Edit Details

10-2022 Deduction Report

Deduction Report Editor Header Level Errors

Comments (2)

Submit

The Validate button replaces the need to click Apply when you first open the
deduction report. Changes made to calendars and/or member events will not

be brought into the report if you do not click Validate.
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* (Click Confirm when this message is displayed.

Validate Deduction Report

Are you sure you want to validate this deduction report?

| Cancel |

= (Click Edit Details.

Reports Editor

10-2022 Deduction Report

Beduction Report Editor

Deduction Report Summary

Dace Raceived Ingae By Ewieases By

0%/26/2022 SMURPHY

Sn29812
N Cowt

20 20

Validate  Edit Detalls  Comments

Override  Export Excoption Report  Export

Reportng Period

10/01/2022
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Navigate the Deduction Report Editor Main Screen

Deduction Report Header

Deduction Reports / Deduction Report Editor e e e °

10-2022 Deduction Report Validate  Edit Details Comments  Submit

More

1. Validate— Validate must be clicked before clicking Edit Details. This replaces the need to
click Apply when you first open the deduction report.

2. Edit Details—This takes you to the details view of the deduction report and allows you to
make changes.

3. Comments—This takes you to the Comments page for the report. Comments can now be
added/viewed/exported before or after you open the deduction report to make edits.

4. Submit—This sends the report to Pending status.
5. More—Click this to view more options on this page.

a. View Details—This will allow you to view the records within the report but will not
allow you to edit the data.

b. Delete—This will delete the entire deduction report.

Deduction Report Summary Section

Deduction Report Summary Override  Export Exception Report  Export Summary Report

Date Received nserted B Reseased By Dite Heleased

Trans # Report Ratus te Hecve serted By Feport Satus Overnde Date Reyected
p2129812 Initial U9r28/2022 SMURPHY

Reporting Pencd
10/01/2022

20 39

1. Override—This is the Report Status Override field. This gets changed to “Yes” prior to
submitting a deduction report to Pending.

2. Export Exception Report—This will open the Exception Report for this deduction report and
can now be accessed either before or after you open the report to make edits.

3. Export Summary Report—This will open the Error Summary Report for this deduction
report and can now be accessed either before or after you open the report to make edits.
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Deduction Report Details Section

345678910

Edit Deduction Report Details Comments Copy Selected Add New Delete  Export H [==% 53] Y x
Customized View More Filters
Rec R Regular 2%
O Errors SSN Name Type Pay Date Period Date Rate ook Dediction Instaliment
XXX-XX-0001 APPLETON,
O [ 1] ® ARV ' N-Normal ~ 10/28/2022 [3) 10/01/2022 4] 11.0% $228.60 $0.00 $0.00
XXX-XX-1998
O A (o] gi[;zéz‘ N-Normal ~  10/14/2022 [%]  10/01/2022 [ 11.0% $388.39 $47.54 $0.00

1. Comments—This opens the comments section of the report. Comments can be added,
deleted, and exported.

2. Copy Selected—This copies the record that you have selected.
3. Add New—This allows you to add a blank record to the report.
4. Delete—This deletes any records you have selected.
5. Export—This allows you to export the deduction report details.
6. :More—This takes you to the modify options.
a. Modify Selected—This will modify a group of records that you have selected.

b. Modify—This will modify all the records within a group of filtered records or ALL
the records in the report if you do not have a filter engaged.

7. BR Customize Columns—This allows you to hide or re-arrange the report columns.

8. B Show Single Record View—This allows you to see the data one record at a time. This
button changes to Show Grid View while you are in single record view so that you can
return to the grid view.

9. 'V Filters—This allows you to access options on which to filter the report.

10. X—This closes the report without saving any changes made.

11. @ Error warning icon—Click this icon to view the error(s) on a specific record.

12. A Exception warning icon—Click this icon to view the exception(s) on a specific record.

13. @ View SSN—Click this icon to view the employee’s full SSN.
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Run Exception Reports

The exception report is a listing of employees that have errors or exceptions within the

deduction report.

A The Validate button MUST be clicked before working on the deduction report in Edit mode (EACH

time you open the report).

1. Click Validate.

Deduction Reports /| Deduction Report Editor

10-2022 Deduction Report

Deduction Repart Edinar Header Level Errars

Traes & Report Stabuy

a2129812 Initial 09/28/2022 SMURPHY

Mermer Cour Fow Count

20 39

Dite Received et By Flesad By

Dty Roetensed

Validate  Edil Details

Comments  Submit

Override  Export Exception Report  Export Summary Report

Reporting Pericd PReoor Statua Override

1040172022

Date Rejected

The Validate button replaces the need to click Apply when you first open the deduction
report. Changes made to calendars and/or member events will not be brought into the report

if you do not click Validate.

2. Click Confirm when this message is displayed.

Validate Deduction Report

Are you sure you want to validate this deduction report?

| Cancel |
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3. Click Export Exception Report.

Deduction Reports / Deduction Report Editor

10-2022 Deduction Report

Deduction Report Editor Header Level Errors

Validate

Comments  Submit :
My

lore

Edit Details

Deduction Repon Summary Override  Export Exception Report  Export Summary Report
Trans # Report Status Date Received Inserted By Released By Date Released Reporting Period
92129812 Initial 09/28/2022 SMURPHY 10/01/2022
Report Status Override Date Rejected Member Count Row Count
19 36
a. The Exception Report will open in Excel by default.
5N 2l

RS

# Home

[ 9005 - GOTHAM PUBLIC SCHOOLS
Deduction Reports | Deduction Report Editor

10-2022 Deduction Report

ation

B3 Empioy

[E) PayroN Calendar Dechction Repen Editor  Hoadar Lavel En
® Import History
Deduction Report Summary

Deduction Reparts

§ EFT & Payments

& MIRSWebsite >

8] Dedudtion apertcw A

SMURPHY

36

B stePolicy »

‘Wolcome Shannan

Valdate

Override

©  Comacius >

| TS sccoors sonvgs  Logsa

Edit Details  Comenemts  Submit

Export Exception Report  Export Summary Report

Sewa |

b. To print the Exception Report, format the Excel file to your liking and then use the

File > Print option in Excel.

4. Click Edit Details and work through the errors and exceptions.

Deduction Reports / Deduction Report Editor

10-2022 Deduction Report

Deduction Report Editor Header Level Errors

Deduction Report Summary

Date Received

09/28/2022

Report Status
Initial

Trans #

92129812

Member Count

19

Report Status Override Date Rejected

Inserted By
SMURPHY

Row Count

36

Validate  Edit Details Comments Submit i
More
Override  Export Exception Report  Export Summary Report

Released By

Reporting Period
10/01/2022

Date Released
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Sort Deduction Reports

The deduction report can be sorted by any column, but we recommend sorting by the Name
field.

1. To sort the report by a field, click on the text of that column’s label. In this case, Name
was clicked.

Edit Deduction Report Details Comments Copy Selected AddNew Delete  Export H =78 ﬁ A X
Customized View G More Filters
Rec . Regular 2%
O Errors SSN Name Type Pay Date Period Date Rate Dedistion baksction Instaliment
O o RRIEE :;PYLETON’ N-Normal ~  10/28/2022 [¥  10/01/2022 [  11.0% $228.60 $0.00 $0.00
O A Y gggsg\i' N-Normal ~  10/14/2022 [F  10/01/2022 [  11.0% $388.39 $47.54 $0.00
O A HRRER 290 ® ggg:g‘i' N-Normal ~ 10/28/2022 8  10/01/2022 (3]  11.0% $388.39 $47.54 $0.00
O A HRX-Hx-0008 ® gg:lnouuo. N-Normal ~ 10/14/2022 (8 10/01/2022 (3]  11.0% $131.13 $0.00 $0.00
a. =1 will be displayed indicating that the report is sorted by the column selected.
Name =1 e
The field the report is sorted on will also be displayed in the top left corner of the
report view.
Edit Deduction Report Details
Customized View
Sort: Name (Descending) e
[]  Errors SSN Name =T
b. To sort the report in reverse order (), simply click the column label again.
Name = | @
2. To sort the report by a different field, click on the text of that field’s column label. In this
example, we chose to sort by Pay Date.
Edit Deduction Report Details Comments Copy Selected Add New Delete Export i =29 E Y X
Customized View More Filters
Sort: Pay Date (Ascending) €3
Rec _ . Regular 2%
[J  Errors SSN Name Type Pay Date = | Period Date Rate ek e Instaliment
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Add / Delete / Copy Records

Add a Record

It is rare that you would need to add a record to the deduction report manually, but it is
sometimes necessary if an employee was not included in the text file from your payroll

system.

Before adding a record to a deduction report, be sure that you do not have the report
filtered by a single employee —you should see a full page of employees before starting

this process.

1. Click Add New.

Edit Deduction Report Details

Customized View

Sort: Mame (Ascending) )

[  Errors SSN MName = |
FXRN-KN-0001 APPLETON,
| n AMY
KEXK-XX-1998 BEDMNAR
O A o] =

BREMNDA

Rec
Type

MN-Narmal -

M-Normal =

Comments Copy Selected Add Mew  Delete  Export i a E ¥
Mare Filars
Reqular 2%
Pay Date Period D Rate aliment
Y e Deduction Deduction et
10/28/2022 IR to/01/2022 B 11.0% $220.60 50.00 50.00
1014/2022 (8 1o/01/2022 (B 11.0% §368.39 547 54 $0.00

2. In the blank row that appears, enter the employee’s SSN (without the dashes) and then

press Tab on your keyboard.

]  Errors SSN Name

o 444444444 e

Reported
Last
Name

Reported Reported
First Middle ::?ﬁo:ed .l:ec Pay Date Period Date
Name Initial i

- &

3. Select the radio button next to the employee’s name when the Search box is displayed.

Search

Sort Name SSN

Birth Date

X

Alt Identifier

O TEACHER, THOMAS KHN-KX-4444

4. The employee’s name should populate in the Name field.

[l Errors SSN

AXR-KR-4444

Name Last

TEACHER, THOMAS

Reported

Name
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You do not need to enter the Reported Last Name, Reported First Name, Reported Middle
Initial or the Reported Suffix fields unless there is a reported name change.

SSN N f::nﬁ ;ﬂr:tmEd :?::;m eporied
e = Suffix
Name Name Initial
TEACHER,

HO-XX-4444 THOMAS
Rec Type—Select “Normal” from the drop-down list unless you are creating an
Adjustment or Retro record.

Reported Reported Reported
. P _P Reported
Name Last First Middle Rec Type
i Suffix
Name Name Initial

TEACHER, NE .

THOMAS
Pay Date—Enter the appropriate pay date for the record.

Reported Reported Reported
Name Last First Middle ::::"d Rec Type Pay Date
Name Name Initial
TEACHER,
THOMAS N-Normal  ~  10/14/2022 (3)

Period Date—This field should auto-populate with the appropriate value (you will need

to change this if you are creating an adjustment record).

Reported Reported Reported Raceciil
Name Last First Middle ¥ Rec Type Pay Date Period Date
% Suffix
Name Name Initial e
TEACHER
: N-N | - ]
oy orma 1001472022 8  10/01/2022 [F)

The Period Date should always be the first day of the month and year you are working on for
Normal and Retro records.
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9. Rate—This field cannot be edited. It will auto-populate when you click Apply at the end

of this process.

Rec

Pay Date Period Date Rate
Type
N-Normal ~ 10/14/2022 [F)  10/01/2022 [3)

10. Regular Deduction —Enter the regular deduction amount that was taken from the

employee’s paycheck.
Regular 2%
o Deduction Deduction T
$217.83

11. 2% —1f applicable, enter the 2% deduction amount taken from the employee’s paycheck.

Rate ER =5 Installment
Deduction Deduction
$217.83 $25.33
12. Installment—Enter “0” in this field.
Regular 2%
Rat Installment
- Deduction Deduction o
$217.83 $25.33 $0.00
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13. Service Correct Code—If applicable, you will need to add the service correct code after
you click Apply. See Tab 15 for more information regarding Service Correction codes.

Regular
Deduction

$217.83

2%
Deduction

$25.33

Installment

$0.00

Service Correct Code

14. Base—Enter the gross eligible base earnings the employee was paid on this paycheck.

$2,420.33

Coach

Retro

Long Stipend Premium

15. Coach—1f applicable, enter any pay the employee received for athletic coaching. If the
employee was not paid for coaching, enter “0.”

$2,420.33

Coach

$0.00

Retro

Long Stipend Premium

16. Retro—If applicable, enter any retro pay the employee received. If the employee did not
receive any retro earnings, enter “0.”

$2,420.33

Coach

$0.00

Retro

$0.00

Long Stipend Premium

17. Long—1If applicable, enter any eligible longevity payment the employee received. If the
employee did not receive any longevity earnings, enter “0.”

$2,420.33

Coach

$0.00

Retro

$0.00

Long

$0.00

Stipend Premium
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18. Stipend—If applicable, enter any eligible stipend payments the employee received. If the
employee did not receive any stipend earnings, enter “0.”

Base Coach Retro Long Stipend Premium
$2,420.33 $0.00 $0.00 $0.00 $0.00

19. Premium—Enter “0” in this field.
Base Coach Retro Long Stipend Premium
$2,420.33 $0.00 $0.00 $0.00 $0.00 $0.00

20. Ineligible—If the employee was paid ineligible earnings, and
®  deductions were accidentally taken on them, enter the amount of ineligible earnings.

B no MTRS deductions were taken on them, enter “0” in this field.

Base Coach Retro Long Stipend Premium Ineligible
$2,420.33 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
21. FTE% —Enter the appropriate full-time percentage the employee is working. This field
should be entered as a whole number (e.g., for a 50% employee, enter “50”).
FTE% FTE Code Salary Position :2"“:““ ::'qumcy :::a . Override
50.00% - - - -
22. FTE Code—This field should be left blank unless the employee’s FT% changed from the
prior monthly deduction report. If the FT% changed, select “OK-Verified” from the FTE
Code drop-down list.
FTE% FTE Code Salary Position ::"“:““ :::qumcy E::a o Override
50.00%  OK-Verified ~ - - -
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23. Salary—Enter the full-time, non-adjusted annual salary from the salary schedule or
individual contract.

Contra P: P.
FTE% FTE Code Salary Position = o ol Override
Term Frequency Duration
50.00% OK-Verified « $125,857.00 - - -
24. Position—Select the appropriate job title for the employee from the drop-down list.
C P P
FTE Code Salary Position S iy o Override
Term Frequency Duration
OK-Verified §125857.00  1eacher 12 - 2 v 12
Kindergarten Teacher
Principal
$62.982.00 Assistant Principal 12 7 2 T =
Nurse
$86,801.00 Business Administrator 10 - 26 - 12
Charter School Leader
Collaborative Director
$86,801.00 10 - 26 - 12
Superintendent
Assistant Superintendent
$51.656.00 Psychologist/Psychiatrist u i 5 - =
Social Worker
$51,656.00  Adjustment Counselor 10 % 26 = LS
Guidance Counselor
Physical Therapist
$120,000.00 12 » 26 - 12
Occupational Therapist
Librarian
190 nnn nn 225 R 2 19
Speech Pathologist/Therapist
1€ < Page 1 of 4 > >l
Other
Coach onReport  Export Summary Report  Cancel  Apply  Save
25. Contract Term—Select the correct contract term from the drop-down list.
Contra P: P:
FTE% FTE Code Salary Position = ol ” Override
Term Frequency Duration
50.00% OK-Verified + $125,857.00 Assistant Superintendent 12 - -

The Contract Term for year-round employees is typically 12.
The Contract Term for school-year employees is typically 10.
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26. Pay Frequency—Select the correct pay frequency from the drop-down list.

ontra Pa
FTE% FTE Code Salary Position Sontact diad , Override
Term Frequency Duration
50.00% OK-Verified + $125,857.00 Assistant Superintendent + 12 - 26 - -
For employees that start the year late, the Pay Frequency should be the pay cycle they are
on and not the number of checks they will receive.
27. Pay Duration—Select the correct pay duration from the drop-down list.27.
c
FTE% FTE Code Salary Position e Pay Bay Override
Term Frequency Duration
50.00% OK-Verified = $125,857.00 Assistant Superintendent ~ 12 - 26 - 12 -
The Pay Duration for year-round employees is 12.
The Pay Duration for school-year employees is 12 if they are being paid over the summer.
The Pay Duration for school-year employees is LS if they are paid a lump sum at the end the
school year.
The Pay Duration for a school-year employee is 10 if they are paid on a 21 or 22 pay
frequency.
28. Owverride—This field should remain blank.
Contract
FTE% FTE Code Salary Position i o Override
Term Frequency Duration
50.00% OK-Verified = $125,857.00 Assistant Superintendent - 12 - 26 - 12 -
29. Click Apply in the bottom right corner of the report.
ﬂlr‘:“mmm'“ Comments CopySwected AddMew Deete Ewert ! @ B 0T x
e Coach Ratro Lang Stipend Premium Irdigibile FTES FTE Code Salary Position :"'_":"'
142032 50.00 50.00 50.00 50.00 50.00 50,00 H00%  OKVerified = 512583700  Assistant Superintendent - 12 =
w722 5000 53300 5000 S0.00 50.00 50,00 100.00% - 56298200  Assistant Principal - 12 -
133850 S0.00 3.0 simn S0.00 S0.00 $0.00 100.00% - 566801.00  Teacher - 1 -
133850 40,00 $33.00 s1:2n 50,00 $0.00 S0.00 100.00% v £86,801.00 Teacher o 10 A
192 06 40.00 43300 40,00 $0.00 40,00 $0.00 6000% v £51,656.00 Teacher - 10 -
192.06 50.00 533,00 50.00 50.00 50.00 50,00 60.00% - 55165600  Teacher - 10 -
161538 S0.00 Lxichi] 50.00 50,00 50.00 S0.00 100.00% - S120000.00  Superintendent - 12

1-100f 38 < Page 1 of 4 @l

Export Exception Repart  Export Summary Report  Cancel  Apply

Saves
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Delete a Record

1. Select the record that needs to be deleted by checking the box to the left of the SSN.

Edit Deduction Report Details Comments (5) Copy Selected Add New Delete  Export E% E Y
Customized View Filters
Search: Name (pencil, patrick) €3 Sort: Pay Date (Descending) 3
Reported Reported Reported
Reported Ri
2 e SSN Name Last First Middle o 5 Pay Date =1 Period Date Rate
il Suffix Type
Name Name Initial
XXX-XX-2003 PENCIL,
® PENCIL PATRICK N-Normal + 10/28/2022 E 10/01/2022 m 11.0%
PATRICK
2. Click Delete.
Edit Deduction Report Details Comments (5) Copy Selected Add New Delete  Export E%, ﬁ Y
Customized View lore: Filters
Search: Name (pencil, patrick) €3 Sort: Pay Date (Descending) €3
Reported Reported Reported
Reported R
2 o SSN Name Last First Middle g & Pay Date =] Period Date Rate
o Suffix Type
Name Name Initial
XXX-XX-2003 PENCIL,
@ PENCIL PATRICK N-Normal + 10/28/2022 m 10/01/2022 m 11.0%
PATRICK
3. Click Yes.
A Confirm
Are you sure you want to delete?
No
4. Click Apply in the bottom right corner of the report.
Edit Deduction Report Details Commaents (5) CopySelected AddNew Dalete  Export =2 %) T x
Customized View Fifters
Search: Name (pencil, patrick) €3 Sort: Pay Date (Descendng) £)
¥ ¥ 3 Reported Rec
[1 Emors SSM Name Last First Middle Pay Date =1 Period Date Rate
Name Hame Initial
HHHHH200F PENCIL,
a A © :vE:u-ch PENCIL PATRICK NeHormal = 101452022 3 w202z 8 11.0%
Total of all records
Export Exception Report  Export Summary Report Cancel  Apply Save

Records containing earnings and MTRS deductions should not be deleted even if the

deductions were taken in error.
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Copy a Record

The Copy Selected button is most often used when you need to create an adjustment record,

but it can also be used when you must manually add more than one record for an employee.

You can create the first record from scratch and then use the Copy Selected button to
create the second and third records as needed (you will need to change the Pay Date on the

additional records).

If you are copying a record you created from scratch using the Add New button, you must

click Apply so that the newly created record is written to the database before you are able to

copy it.

1. Select the record that needs to be copied by checking the box to the left of the SSN.

Edit Deduction Report Details

h

% Comments (5) Copy Selected AddNew Delete  Export =78 B X
Customized View are Filters
Search: Name (pencil, patrick) €3 Sort: Pay Date (Descending) €]
Reported Re Reported
ported ep Reported Rec o .
9 Errors SSN Name Last First Middle Pay Date =1 Period Date Rate
N Suffix Type
Name Name Initial
XXX-XX-2003 PENCIL,
A PENCIL PATRICK N-Normal ~ 10/28/2022 3 1o/01/2022 3 11.0%
PATRICK
2. Click Copy Selected.
Edit Deduction Report Details Comments (5) Copy Selected AddNew Delete  Export =78 B Y X
Customized View lore. Filters
Search: Name (pencil, patrick) £3 Sort: Pay Date (Descending) €]
Reported Re Reported
ported ep Reported Rec & <
9 Errors SSN Name Last First Middle PayDate =1 Period Date Rate
o Suffix Type
Name Name Initial
XXX-XX-2003 PENCIL,
A @ SRR PENCIL PATRICK N-Normal ~  10/28/2022 (%  10/01/2022 [%  11.0%

This will create an exact copy of the record you selected. You will then need to update some
of the fields on the new record (e.g., Pay Date and, possibly, the earnings and deductions).

3. Click Apply after any needed changes are made.

Edit Deduction Report Details

Customized View

Search: Name (pencil, patrick) )

Total of all records

Sort: Pay Date (Descending) £)

PENCIL,

PENC!
PATRICK it

Commants (5)

Middle
Initial

PATRICK

Copy Selected  Add New  Dalete  Export

el Pay Date 11

N-Hormal =

10452022 %

Export Exception Reporn

Export Summary Report

B Y
= PO
Pariod Date Rate
o202z [ 1o

Cancel  Apply

Save
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Filter Deduction Reports

The Filter button allows you to search the deduction report based on an individual field or
combination of fields.

1. Click the Filters icon (V)

E‘m Deduction Report Details Comments  Copy Selected  AddMew  Delete  Export BT ox
ol aull View Fiars.
Reported Reported Reported
Reported Rec Regular %
O Errors. 58N Name Last First Middie Pay Date Period Date Rate Install
Suffixc Type Deduction Deduction
i HHHRX0001 APPLETON
(m] L] @ priss APPLETON ANy WNormal v TOiZBZ022 (8 wov0zz (3 o 5228.60 50.0¢
L
KANKK1998 EDNA
O 'y (o] :;‘;::}: BEDNAR BRENDA N-Normal = w22 @ woez 3 o $388.39 54754
AOLNNT998 BEDNAR
O A @ BRENDA BEDNAR BRENDA N-Nermal - ovzez022 (9 1o/o2022 3 1.0% $388.39 547.54
WOCAN-0008 1ONDOLILLO,
a A o :,?LD L BIOLOGY BETH MNomal = 10014/2022 (9 10/01/2022 [ 11.0% $131.13 $0.0¢

When the report is not in Edit mode, the only filter options are Member Name, SSN or
Exception message. When the report is in Edit mode, you can filter by any field in the report.

2. Select the field by which you want to filter, by clicking the W to the left of the field name.

Filter by

Errors ~
SSN v
Name v
Period Date v
FTE% v
Base ~
Coach v
Long v
Stipend ~
Premium v
Retro ~ e
Ineligible w
Regular Deduction v
2% Deduction v
Installment ~
Rate v
Reported Last Name ~
Reported First Name v
Reported Middle Initial v
Reported Suffix v
Pay Date v
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3. Enter your search criteria in the text box that is displayed.

Exception Filter v
SSN v
Name A

Q pencil e Q‘ Go ‘

4. Click Go.

Exception Filter v

SSN v

Name 0.

Q. pencil Q‘ Go ‘

5. This will return all the records that contain the text you entered in the filter row.

Edit Deduction Report Details c (5) CopySelected AddMew Delete Export : mE ¥ x
Customized View Mare Filters
Search: Name (pencil) €3 Sort: Pay Date (Descending) €3
Reported Reported Reported R od
O Errors SSN Name Last First Middle 3 Rec Type PayDate =1 Period Date Rate
Name Name Initial
XXX-XX-2003 PENCIL,
] A ® S PENCIL PATRICK ' N-Normal - 10/28/2022 [®  10/01/2022 ) 11.0%
XXH-XH-0009 PENCIL
O A @ SaL PENCIL PAUL ' ReRetro - ioze/2022 (3 10012022 (5 80%
XXHXK-2003 PENCIL,
O A (o] BATRICK PENCIL PATRICK © A-Adjustment = 10/28/2022 8 1o/01/2022 (B 11.0%
XXH-XH-0009 PENCIL,
O A (o] S PENCIL PAUL ' RRetro - 10/14/2022 3)  10/01/2022 (5] 8.0%
XXH-XH-2003 PENCIL,
O A ® et el PENCIL PATRICK ' N-Normal  ~ 1014/2022 (3 10/012022 3 11.0%
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Remove Filter Criteria

1.

To clear an applied filter(s), click the ® next to the Filter indicator bubble(s) you want

to remove.

Edit Deduction Report Details

Customized View

Search: Member Name/SSN (pencil) €3 Filter: Pay Dur (LS) €3

X

Pay
Errors SSN Name ™
O Duration
O o XXX-XX-0009 ©®© PENCIL, PAUL LS ~
. . .
Filter by New Criteria
1. Remove the current applied filters.
2. Click the Filters icon (V). E
Edit Deduction Report Details 5 (5) CopySelécted AddNew Delete Export m = b 4
Customized View Filters
Search: Name (pencil) €3 Sort: Pay Date (Descending) £3
Reported Reported Reported R od
BB Errors SSN Name Last First Middle ¥ Rec Type PayDate =1 Period Date Rate
Name Name Initial
XXX-XX-2003
O A Lo CENEIY PENCIL PATRICK N-Nermal -  10/28/2022 [3)  10/01/2022 11.0%
PATRICK
XXX-XX-0009
O A (o] giﬂfu‘ PENCIL PAUL R-Retro - 10/28/2022 8  10/01/2022 8.0%
XXX-XX-2003
O A ® RENCIL, PENCIL PATRICK A-Adjustment = 10/28/2022 m 10/01/2022 11.0%
PATRICK
XXX-XX-0009
O A (o] :::EIL‘ PENCIL PAUL R-Retro ~  10/14/2022 W 10/01/2022 8.0%
XXX-XX-2003
D A (o] gi:;'ék PENCIL PATRICK N-Normal = 10/14/2022 [3)  10/0172022 11.0%
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3. Choose new criteria on which to filter and enter filter text. Click Go

Filter by

Exception Filter v

SSN v

Name A
Q  Amy e ‘ Go

a. The new filter criteria and results are displayed.

Edit Deduction Report Details

Customized View

moE T ox

Filters

Comments (5) Copy Selected Add New Delete Export

Search: Name (amy) €3

é 0

O

Sort: Pay Date (Descending) €3

Reported
Last
Name

Reported
First
Name

Reported
Middle
Initial

Reported
Errors SSN Name e Rec Type Pay Date = | Period Date Rate

APPLETON

ki XXX-XX-0001 APPLETON,
AMY

AMY A-Adjustment ~ 10/28/2022 m 10/01/2022 m 11.0%

In this example, the filters for Name containing “Pencil” and Pay Duration equal to “LS”
were removed and a new filter for employees with “Amy” in the Name field was applied.

Filter by more than one field

1. Filter by the first choice.

2. Click the Filters icon (V) again.

3. Enter the second filter criteria.

4. This will return all the records that contain the two criteria you entered in the Filter.

5. Repeat Steps 2 & 3 to add additional filter criteria.

Edit Deduction Report Details

Customized View

Search: Name (pencil) £}

Filter: Pay Duration (LS) £3

Pay
Errors SSN Name =
O =1 Duration
KXH-XX-0009 PENCIL,
LS -
D A © PAUL
HAX-XX-0009 PENCIL
. LS -
D A - PAUL

In this example, the report is filtered by employees with “Pencil” in the Name field and also
with a Pay Duration of “LS,”
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Modify Records

The modify function allows you to update data in the deduction report for multiple
employees all at once.

Before using the Modify features, you must click APPLY so that any prior changes are
saved.

There are two modify options in MyTRS.

6. Modify Selected — this will modify only the records that have been checked on an
individual page.

7. Modify - this function works in two ways:

b. If no filter is engaged, then using the Modify function will modify EVERY record in
the report.

c. If afilter is engaged, then using the Modify function will modify every record
within the filtered set of data (across multiple pages if applicable).

Modify Selected
1. Filter by the criteria that the employees have in common.
In this case, we're looking for employees who have a Contract Term of “10” and a Pay

Duration of “12.” These employees should really have a pay duration of LS since your
school only offers a lump sum in June.

Edit Deduction Report Details

Default View
Filter: Contr Term (10) Filter: Pay Dur (12)

This will bring up all employees in the deduction report who have a Contract Term of
“10” and a Pay Dur of “12.”

2. Check the select box in the column header row.

Edit Deduction Report Details
Default View
Filter: Contr Term (10) Filter: Pay Dur (12)

Errors SSN Name
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3. This will select every employee on the current page only. If you have multiple pages,
you will need to modify and apply the changes one page at a time.

Edit Deduction Report Details

Detaut View

Fiter Cotr Tem (V) @) Fiter Py D (12) )
% gos SSN Hame
o XOXX1998 BEDNAR, BRENDA
o XHKXX1998 BEDNAR, BRENDA
(] XHOKI0E2011 BUSSER, BRENDAN

e o 000X 2011 BUSSER BRENDAN

o XOEHA0064 DESK, DANNY
o XHHKX0064 DESK, DANNY
o XIO0XX 2009 ECONONICS, ERIN
] OX0013 GOODE, IRENE
] XOXH00013 GOODE, IRENE
o XHO(3062003 PENCIL, PATRICK

a. If there is an employee on the list who should not be modified, simply uncheck the
Select check box next to their record(s). In this example, Brendan Busser should not
be modified, so his two records have been unselected.

Edit Deduction Report Details
Customized View
Filter: Contr Term (10) €3 Filter: Pay Dur (12) €3
B Emors SSN
(1] XXX-XX-1998
(4] XXX-XX-1998
O (] XXX-XX-2011
(] o XXXXX-2011
(] XXX-XX-0064

BEDNAR, BRENDA

BEDNAR, BRENDA

BUSSER, BRENDAN

BUSSER, BRENDAN

DESK, DANNY

b. There is a call out above the select check box showing how many records will be

updated.

Default View

Filter: Contract Term (10)

9 Erors SSN

Edit Deduction Report Details

Filter: Pay Duration (12) £3 Sort: Name (Ascending)

Name = |
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4. Click More, then Modify Selected.

Edit Deduction Report Details Comments Copy Selected AddNew Delete  Export : R E Y X
Default View Mare Filters
°Mod|fy Selected
Filter: Contract Term (10) @) Fifter: Pay Duration (12) §3  Sort Name (Ascending) €3
Modify
Reported Reported Reported
9 . i P .pu Reported Rec
Errors SSN Name = | Last First Middle Pay Date
Name Name Initial L
XXX-XX-1998
A ® BEDNAR, BRENDA BEDNAR BRENDA : N-Normal « 10/14/2022
XXX-XX-1998
A (o] BEDNAR, BRENDA BEDNAR BRENDA * N-Normal ~ 10/28/2022
XXX-XX-2011
O o @ BUSSER, BRENDAN BUSSER BRENDAN : N-Normal ~ 10/14/2022
XXX-XX-2011
O o © BUSSER, BRENDAN BUSSER BRENDAN : N-Normal ~ 10/28/2022
XXX-XX-0064
9 (o} DESK, DANNY DESK DANNY © N-Normal v 10/14/2022
XXX-XX-0064
o ® DESK, DANNY DESK DANNY ! N-Normal ~ 10/28/2022

Be sure to click Modify Selected since the Modify option will modify ALL of the records in
the report, not just the employees selected.

5. This message will be displayed.

A confirm

If you have unsaved changes on some records,
bulk-modifying will overwrite all unsaved changes.
Would you like to proceed?

No

a. If you have clicked Apply PRIOR to this step, click Yes.
b. If you have NOT clicked Apply PRIOR to this step, click No.

* (lick Apply and then start the modify process over.
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6. In the Bulk Modify Selected popup screen, go to the field that needs to be updated. In this
example, we are updating the Pay Duration field.

a. Check the box next to the field you need to update.

Bulk Modify Selected X
[ Reported Last Name [ Instaliment [ FTE%
[ Reported First Name [ service Correct Code . [] FTE Code .
[0 Reported Middle Initial [ Base [ salary
[0 Reported Suffix [0 Coach [ Position o
[J RecType . [ Retro [ contract Term .
[ Pay Date = O Long [ Pay Frequency .
[0 Period Date = [ stipend e Pay Duration .
[0 Regular Deduction [ Premium [ Override =
[J 2% Deduction [ Ineligible

LT\ Cancel

b. Enter the new value in this field. In this example, we are changing the Pay Duration
field to “LS” for lump sum.

Bulk Modify Selected X
[] Reported Last Name [ Instaliment [ FTE%
[0 Reported First Name [ Service Correct Code [] FTECode
[ Reported Middle Initial [J Base [ salary
[ Reported Suffix [J coach [ Position
O RecType O Retro O contract Term
[ PayDate i [ Long [ Pay Frequency
Period Date Stipend i
O ] O stip = s .
[ Regular Deduction [ Premium [0 Override

[ 2% Deduction [ Ineligible °
LU\ Cancel

7. Click Save. Clicking Save will save the changes to the report. If you have multiple pages
to update, you do not need to click Apply before moving to the next page.
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8. The following message will be displayed.

A confirm

This will update all selected rows. Are you sure you
want to continue?

Yes No

a. If you are ready to modify the data, click Yes.

b. If you need to make additional changes or want to cancel the change, click No.
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Modify
This function works in two ways:

a. If afilter is engaged, then using the Modify function will modify every record
within the filtered set of data (across multiple pages if applicable).

b. If no filter is engaged, then using the Modify function will modify EVERY record in
the report.

Modify all records within a filtered subset of data

The Modify function can be used to update each record after a filter has been applied. This
will allow you to update each record within the filtered data without having to apply the
updates on each page individually.

1. Filter by the value that each employee you need to update has in common. In this
example, we are looking for any employee that has $500 listed in the Premium field. 16
records meet this criterion, across two pages.

Edit Deduction Report Details Comments CopySelected  Addhew Ostee Epor ¢ B B0 OY %
o sk 0 o
Reperted Raparted Réported o Rec R
[0 Erors 55N Name: Presnium Ineligible Last First Middle St Pay Date: Period Date Rate B
Name Name Initial ’
HEXHR1998
(m] A ©  BEDNAR BRENDA $500,00 $0.00 BEDNAR BRENDA N-Nosmal woarzozz (9 = $388.3
XRAND008
0 A =3 ) H " vazozz 12 ] 5
e .
o @ °© SSER, BREN 4 R Rt o} = 5
NHGX0061
o a @ ALCULUS; CHRIS CULUS CHR po— ) = ——
KXRKH0064
1 @ @ ! Y 850000 DANKY Hedoimal 101 ] o] &
X010
(] F 3 @ st 5 A frm— 2 o]
r
OO
C 'y @ CONOMICS, ERIN 550000 ECONOM R Hoamal 1072 ] = &
L
XXXAC000Z
O [ ] @ GEBRA, AL §500.00 8000 GEBRA AL Nehoermal = 10452022 B tororzozz (B 110N 827554
= R woeoconts o R . , = i
[ L]
Expon Exception Report  Export Summary Report  Cancel  Apply Save
. .
2. Click More, then Modify.
Edit Deduction Report Details Comments CopySelected AddNew Delete  Export H m B Y x
Gustomized View wars Fien
Modify Selected
‘Search: Fremium (500) ¢
A Modify
[m] A @  BIONDOLILLO, BETH $500.00 $0.00 BIOLOGY BETH N-Normal « 1011472022 8] 100 d s131.12
XKAHX-2011
O ] ©  BUSSER BRENDAN $500.00 5$0.00 BUSSER BRENDAN NNomal - 101472022 B 10/00/2022 () T10% $205.0¢
XHEHH-0061
O A @ CALCULUS, CHRIS $500.00 $0.00 CALCULUS CHRIS N-Normal « 10/28/2022 ) 10/01/2022 7)) 9.0% $382.7¢
XXAHA-0064
O o @  DESKDANNY $500.00 $0.00 DESK DANNY NNomal ~  10n14/2022 (8 1o/01/2022 (B 70% $273.8¢
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3.

4.

This message will be displayed.

A confirm

If you have unsaved changes on some records,
bulk-modifying will overwrite all unsaved changes.
Would you like to proceed?

No

a. If you have clicked Apply PRIOR to this step, click Yes.
b. If you have NOT clicked Apply PRIOR to this step, click No.

* (lick Apply and then start the modify process over.

In the Modify Multiple Values pop up screen that opens, go to the field that needs to
be updated. In this example, the $500 is an ineligible bonus and should be reported in
the Ineligible field instead of the Premium field so we are updating the Premium and

Ineligible fields.

a. Check the box next to the field(s) you need to update.

Modify Multiple Values X
Temium
4 [ Regular Deduction O FTE%
heligible
50600 [] 2% Deduction [] FTE Code
[] Reported Last Name [ Installment [] salary
[J Reported First Name [ Service Correct Code [ Position
[0 Reported Middle Initial [ Base [J contract Term
[0 Reported Suffix [ coach [ Pay Frequency
[J RecType [ Retro [ Pay Duration
[] Pay Date = [ Long [] Override
[ Period Date e [] stipend
E3--
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b. Enter the new values in the appropriate fields.

C.

Click Save.

Modify Multiple Values

v
$0.00

Ineligible

B

$500.00

Reported Last Name

Reported First Name

Reported Middle Initial

Reported Suffix

Rec Type

Pay Date

o 0o O o o o O

Period Date

o o o o o o o o o

Regular Deduction [ FTE%

2% Deduction [J FTECode .
Installment [ salary

Service Correct Code [ Position .
Base [ contract Term .
Coach [] Pay Frequency .
Retro [ Pay Duration @
Long [J Override .
Stipend

LAYl Cancel

5. The following message will be displayed.

a.

b.

A confim

This will update all selected rows. Are you sure you
want to continue?

Yes No

If you are ready to modify the data, click Yes.

If you need to make additional changes or want to cancel the change, click No.
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6. When the modification completes, confirm that the data has been updated to the value
you were expecting. In this example, we were updating the Premium field to $0 and the
Ineligible field to $500 (essentially moving the $500 that had been in the Premium field
to the Ineligible field).

You can see below that the change has been completed.

Name Premium Ineligible

BEDNAR, BRENDA 50.00 5500.00
BIONDOLILLO, BETH 50.00 $500.00
BUSSER, BRENDAN 50.00 $500.00
CALCULUS, CHRIS G $0.00 $500.00
DESK, DANNY $0.00 $500.00
EASEL, EMMA 50.00 $500.00
ECONOMICS, ERIN $0.00 $500.00
GEBRA, AL 50.00 5500.00

—

7. You do not need to click Apply to save the changes made. The data is automatically
saved during the modification process.
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Modify EVERY record in the report

It is very rare that you would need to modify every record in a report, but the capability is
available if needed.

In this example, the base earnings are reported in the Base field (correct) and in the Retro
field (incorrect). The earnings in the Retro field need to be changed to “$0” on every record
in the report.

1. Click More, then Modify.

Edit Deduction Report Details Comments (2) Copy Selected AddNew Delete  Export 5 R E Y X
Customized View More Filters
Modify Selected
Sort: Name (Ascending) £3
Name N Modify
XXX-XX-1998 BEDNAR,
O [ 1] ®© BRENDA $3,338.50 §3,338.50 BEDNAR BRENDA
XXX-XX-1998 BEDNAR,
O o ®© BRENDA $3,338.50 $3,338.50 BEDNAR BRENDA
XXX-XX-0008
O ° © E‘EOTT_IDOLILLO' $1,192.06 $1,192.06 BIOLOGY BETH
XXX-XX-0008
O o © EETIDOLILLO' $5,960.31 $5,960.31 BIOLOGY BETH

The Base and Retro fields were moved to be next to the Name field for illustrative purposes
for this guide.

2. This message will be displayed.

A Confirm

If you have unsaved changes on some records,
bulk-modifying will overwrite all unsaved changes.
Would you like to proceed?

No

a. If you have clicked Apply PRIOR to this step, click Yes.
b. If you have NOT clicked Apply PRIOR to this step, click No.

* (lick Apply and then start the modify process over.
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3. In the Modify Multiple Values pop up screen that opens, go to the field that needs to be
updated. In this example, we are updating the Retro field.

a. Check the box next to the field you need to update.

Modify Multiple Values X
[J Base [ Regular Deduction O FTE%
Retro
| O 2% Deduction [0 FTECode -
[ Reported Last Name [ Instaliment [ salary
[J Reported First Name [] service Correct Code [ Position
[J Reported Middle Initial [J coach [0 cContract Term
[] Reported Suffix 0 Leng [0 Pay Frequency
[J RecType [ stipend [ Pay Duration
[J PayDate B [ Premium [ Override
[ Period Date E [J Ineligible

Continued on next page =
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b. Enter the new value in this field. In this example, we are changing the Retro field to
IIO.I/

c. Click Save.

Madify Multiple Values X
[] Base [ Regular Deduction 0O FrE%
Retro
sdloo [0 2% Deduction [0 FTECode
[] Reported Last Name [0 Installment O salary
[ Reported First Name [0 service Correct Code [ Position
[] Reported Middle Initial [ cCoach [0 Contract Term
[] Reported Suffix [0 Long [ Pay Frequency
[J RecType [ stipend [ Pay Duration
[] PayDate E| [ Premium [ oOverride
[ Period Date E‘ [ Ineligible °
CT\" -3 Cancel

4. The following message will be displayed.

A confirm

This will update all selected rows. Are you sure you
want to continue?

Yes No

a. If you are ready to modify the data, click Yes.

b. If you need to make additional changes or want to cancel the change, click No.
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5. When the modification completes, confirm that the data has been updated to the value
you were expecting. In this example, we were updating the Retro field to “0” for every
employee in the report.

You can see below that the change has been completed.

Name Base Retro
BEDNAR, BRENDA $3,338.50 $0.00
BIONDOLILLO, BETH $1,192.06 $0.00
BOSS, BERNARD $4,615.38 $0.00
BUSSER, BRENDAN $1,864.21 $0.00
CALCULUS, CHRIS $3,479.68 $0.00 e
DESK, DANNY $2,489.64 $0.00
EASEL, EMMA $2,500.00 $0.00
GEBRA, AL $2,508.63 $0.00
GOODE, IRENE $3,045.77 $0.00
HISTORY, HANK PHD $2,682.50 $0.00

6. You do not need to click Apply to save the changes made. The data is automatically
saved during the modification process.
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Rearrange / Hide Columns
The columns in the deduction report are set to a default order but can be moved around or
hidden as needed. This is helpful if you need to update data for a large group of people.
Rearrange Columns
1. Click the Customize Columns icon ( BBy).
o
Eg:z‘?\fg:‘mm Report Detalls Comments CopySelected  AddNew Delete Epon ! @ W TV x
O Errors SSN Name :.:«me ’ ::%:“e ‘ :::::e i i A ::;e Pay Date Period Date
0 (1] Kaxedoy] APPLETON, AMY APPLETON AMY N-Normal v 10/28/2022 [  10/01/2022
0 R B0SS, BERNARD BOSS BERNARD N-Normal = 10/14/2022 3]  10/01/2022
0 (1] KRBT BOSS, BERNARD BOSS BERNARD N-Normal »  10/28/2022 [%  10/01/2022
O [ RN BUSSER, BRENDAN BUSSER BRENDAN N-Normal v 10/14/2022 [H  10/01/2022
2. This will open the Customize Columns screen.
Edit Deduction Report Details Comments Copy Selected AddNew Delete Export mE T x

Default View

Customize Columns

Available Columns

Q

Used Columns

Errors
SSN
Name

Reported Last Name

Reported Middle Initial
Reported Suffix

O
o]
&)
[o]
| [ Reported First Name
a
]
O

Rec Type

L B TP Y

Filters

9

Apply Close
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Click the =icon to the right of the first column you would like to move. In this example,

we are going to move the Salary, FTE% and Position fields up in the list so they will
appear after the Name field. Each column will need to be moved separately.

a. Click and drag the Salary field to below the Name field.

Used Columns

Q, Search

[C] Retro

[ Long

[C] stipend

[} Premium

[C] neligible

[] FTE%

[} FTECode

[] salary

b. Click and drag the FTE% field to below the Salary field.

Used Columns

Q, Ssearch

[C] Errors

[] SSN

[C] Name

[] salary

FTE%

Reported Last Name

Reported First Name

O|(0|0(|0

Reported Middle Initial

I Nanackad O
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c. Click and drag the Position field to below the FTE% field.

Used Columns

Q, search
[C] Errors
[] sSN

[7] Name

[] salary

FTE%

Reported Last Name

O
[] Position
a
a

Reported First Name

M Nanactad A tiddla tnitial

v

Apply Close

4. Click Apply once you have moved the necessary fields.

Used Columns

Q search
[C] Errors
[] ssN
[7] Name
[T] salary
[] FTE%
[C] Position

[C] Reported Last Name
[C] Reported First Name

M Panackad daiddla taidial

e v

Apply Close
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5. Click Close to close the Customizable Columns screen.

Used Columrs

Q

[] Erors . .

O ssw -

(O] Name -

[ salary -

[ Fres -

[ Position -

[ Reported Last Name -

[] Reported First Name -
=

6. You will now see the Salary, FTE% and Position fields are right next to the Name field.

Edit Deduction Report Details
Custornized View
> o

[}  Emoes SSN Name Salwy FTEX  Position
0O (1] XI00-XX-0001 APPLETON, AMY $6296200 1000  Assistant Principal
O (1] YOO XX-0001 APPLETON, AMY $6298200 1000  Assistant Principal ~
O (1] XIOLXX-1998 BEDNAR, BRENDA $86801.00 1000  Teache: E
O 0 XXX 1958 BEDNAR, BRENDA $3680100 1000 Teacher -
O [+] XIO-XX-0008 BIONDOUILLO, BETH $5165600 6000  Teacher .
O (1] XXOUXX-0008 BIONDOLILLO, BETH $51,65000 0000 Teacher -
O [+] XOEXX-0011 BOSS, BERNARD $120,00000 1000  Superintendemt  ~
() (1] X0 XX-0011 BOSS, BERNARD $120,00000 8000  Superimendemt
() [+] XIOXX-2011 BUSSER, BRENDAN $4846000 1000  Teacher -
O Q XIO-XX-2011 BUSSER, BRENDAN $4846900 1000  Teaches -
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7. To return the columns back to the default order:

a. Click the Customize Columns icon (& ).

(00 dethartcw. bwgew™ (wmadn D AUuY SAS RGNS WEd NGRS s Y
C
o »e . ey PR T— Snia aar — —
o - - A o scmmnee reoves T amv [, -
o 2o venn O ot aca R — "~ - —— e
o o . s [repeap N— oman s — N
o - e “ 04020 —— - - — W
o pp— WONOLAA . _— - - [, —
o —— ota eoonase - gt . ————0 [ e
o anae - o0 onann - —— - —a— camme .
® e [ n— —— oavas onasn va——r st
o - . et - — - ——— — —
b. Click the blue'D icon.
c. Click Apply.
d. Click Close to close the Customizable Columns screen.
Comments Copy Selected  Add New Export : B ﬁ h ¢ x
ore Filters
Q-
Used Columns
o\ earch
[J Errors =
[ ssN =
[ Name =
[ salary -
[ FTE® =
[J Position -
[] Reported Last Name =
[J Reported First Name o
M1 nanartad Middla Initial ° _o
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Hide Columns

Just as you can rearrange the columns, you can hide columns that you would prefer not to
see while working in the deduction report.

1. Click the Customize Columns icon ( B ).

Edit Deduction Report Details Comments Copy Selected AddNew Delete Export i a ﬁ Y X
Default View More Filters
Reported Reported Reported
Reported Rec
[  Erors SSN Name Last First Middle i Pay Date Period Date
Name Name Initial b
XXX-XX-0001
0O (1] ® APPLETON, AMY APPLETON AMY N-Normal » 10/28/2022 [F)  10/01/2022
XXX-XX-0011
D @ BOSS, BERNARD BOSS BERNARD i N-Normal - 10/14/2022 E 10/01/2022
XXX-XX-0011
D o (o] BOSS, BERNARD BOSS BERNARD v N-Normal ~ 10/28/2022 E 10/01/2022
XXX-XX-2011
O o (o] BUSSER, BRENDAN BUSSER BRENDAN ' N-Normal - 101472022 (3 10/01/2022
2. This will open the Customize Columns screen.
Edit Deduction Report Details Comments CopySelected AddNew Delete  Export H mE Y x
Default View More Fiers
Customize Columns L]
Available Columns Used Columns
Q Q
O Errors =
O ssn -
[ Name =

[ Reported Last Name -

[ Reported First Name =

[ Reported Middle Initial =

[ Reported Suffix =

[ RecType =

M_BosiNain
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3. Check the box to the left of the Column(s) you want to hide. In this example we are
hiding the Reported Last Name, Reported First Name, Reported Middle Initial and Reported
Suffix fields.

Edit D
Detault |

i

Available Columns

Q

Custemize Columns

eduction Report Details

Comments Copy Sefected  AddNew  Delele

Used Columns

Q
O Emors
O ssu

O mame

B Regorted Last Name
E Regorted First Name
B regprted Middle iniial

B Regorted Suffix

[ Rec Type

1 e mim

Export

Mare

m ®

4. Click the button with the <icon to move the selected columns to the Awvailable Columns

section on the left half of the screen.

b

Used Columns

Q, Ssearch

Errors
SSN

Name

Reported First Name

Reported Middle Initial

m
O
O
Reported Last Name

Reported Suffix
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5. The selected columns should now be listed on the left side of the screen.

Edit Deduction Report Details

Detmat View

p—
Customize Columns

Available Columns

a
[0 meported Last Hame
[0 meported First Name
O weported Micdle mitial

O Feported Suffix

Commens  Copy Selected  Add New  Delete  Export

Used Colurrs

=

O Errars

[ ssn

0O wame

[ RecType

O pay ose

O Period Date

O mate

O Regular beduction

%5 Nabimbinn

= T

*

6. Click Apply.

Edit Deduction Report Details

Detmat View

Customize Columns

Available Columns

a,
[0 meported Last Hame
[0 meported First Name
O weported Micdle mitial

O Feparted Suffix

Commens  Copy Selected  Add New  Delete  Export

Used Colurrs

L=

O Errars

[ ssn

0O wame

[ RecType

O pay ose

O Period Date

O rate

O Regular beduction

%5 Nabimbinn

= T

LU Close

*

7. Click Close to close the Customizable Columns screen.

Edit Deduction Report Details

Dt View

Customize Columns

Available Column

a
[ Feported Last Name
[ reported First Hame
O Reported Middle mitial

O Reported Suffix

Comments Copy Selected Add New  Delete  Export

Used Colurrs

L=

O Erars

[ ssn

0O wame

O fec Type

O Pay oate

O Period Date

0 rate

[ Regular Deduction

M 6 Radimbine

m®E T x
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8. You will now see that those fields are no longer visible on the deduction report. The Rec

Type column now is right next to the Name column.

Edit Deduction Report Details

Cumtomuned View

&
] Emors SSN Mame e Ree Type Pay Date Period Date
O o JUCXX-0001 APPLETON, AMY NNormal + 091472019 (3 09/01/2019 [3)
O o 00CXX-0001 APPLETON, AMY NNormal ~  09/28/2019 (3 00/01/2019 [3)
O 1] JOUXXX-1998 BEDNAR, BRENDA NNormal «  09/14/2019 (3 09/01/2019 [3)
(] o HXCXX-1998 BEDNAR, BRENDA NNormal ~  09/28/2019 (3 00/01/2019 [3)
0 1] JOUCXX-0008 BIONDOLILLO, BETH NNomal ~ 001472019 (D) 00/01/2019 [3)
O 1] OOCXX0008 BIONDOLILLO, BETH N-Nomal - 09/28/2019 {3  09/01/2019 [3)
O o JOUCXR-0011 BOSS, BEANARD NNomal 091472019 (3 09/01/2019 [3)
0 [1] OOCXX0011 BOSS, BEANARD NNormal +  09/28/2019 [ 09012019 [3)
0 4] JOUKXX-2011 BUSSER, BRENDAN NNomal + 091472009 3 0o/m12019 (3
O 0o JOUEXX-2011 BUSSER, BRENDAN NNormal + 0972802019 (3 090172019 [3)
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9. To return the columns back to the default order:

a. Click the Customize Columns icon ( BR ).

Edit Deduction Report Details
Customized View
O Errors SSN
0 o XHH-XX-0001 ®
o XXX-XX-0011 o
O o XHH-XX-0011 ®
0 o HXX-XX-2011 ®

Name

APPLETON, AMY

BOSS, BERNARD

BOSS, BERNARD

BUSSER, BRENDAN

Comments Copy Selected Add New

Rec Pay Date Period Date Rate
Type

N-Normal ~ 10/28/2022 10/01/2022 m 11.0%
N-Normal ~ 10/14/2022 10/01/2022 m 11.0%
N-Normal ~ 10/28/2022 10/01/2022 m 11.0%
N-Normal « 10/14/2022

10/01/2022 m 11.0%

Delete  Export R B b X
ore Filters
Regular 2% o
Deduction Deduction Lt
$228.60 $0.00 50
$507.69 $0.00 S0
$384.15 $0.00 S0
$205.06 $0.00 $0

b. Click the blue'® icon.

c. Click Apply.

d. Click Close to close the Customizable Columns screen.

Comments Copy Selected

Used Columns

Q  searct

Errors

SSN

Name

Rec Type

Pay Date

Period Date

Rate

0|0 (|00 ,0|0((0|(0

Regular Deduction

i

AW Dumrlimtiom

Add New

Delete  Export

A

B Y x

Filters

O
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View a Single Record

Since the deduction report contains so much data, you need to scroll horizontally to
the right or left to see all the fields. However, you can also view each record’s data in a
condensed window by using the Single Record View function.

1. Select the record you would like to view.

Reported

Q Errors SSN Name Last
Name
q (2] ®  APPLETON, AMY APPLETON
2. Click Show Single Record Viewicon (BR).
Filters
3. The data will now be displayed alone in a condensed screen.
Py XXX-XX-0001 _— Reported Last Name Reported First Name Reported Suffc Rec Type Pay Date
Reported Middle Initial
APPLETON, AMY APPLETON AMY ROCEIMICHEINE o N-Normal - 10/28/2022
Period Date Rate Regular Deduction 2% Deduction Installment Service Correct Code Base Coach Retro
10/01/2022 =) 11.0% $228.60 $0.00 $0.00 MH-Mid-year Hire  ~ $2,078.22 $0.00 $0.00
Long Stipend Premium Ineligible FTE% Salary Fosition Conract Term
FTE Code
$0.00 $0.00 50.00 $0.00 100.00% ~ $62,982.00 Assistant Principal + 12
Pay Frequency Pay Duration
5 - 13 Override
Record 1 of 33 A
4. You can navigate between records by using the arrows at the bottom of the window.
Py XXX-XX-0001 _— Reported Last Name Reported First Name Reported Suffc Rec Type Pay Date
Reported Middle Initial
APPLETON, AMY APPLETON AMY eporied Micdie Intist N-Normal - 10/28/2022
Period Date Rate Regular Deduction 2% Deduction Installment Service Correct Code Base Coach Retro
10/01/2022 [ 11.0% $228.60 $0.00 $0.00 MH-Mid-year Hire  ~ $2,078.22 $0.00 $0.00
Long Stipend Premium Ineliginle FTE% Salary Posttion Cortract Term
FTE Code s
$0.00 $0.00 50.00 $0.00 100.00% ~ $62,982.00 Assistant Principal  ~ 12
Pay Frequency Pay Duration
oy - 13 Override

Record 1 of 33
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5. Changes to records can be made and saved in the Single Record View. Make any needed
changes on a record, then click Apply.

o XXX-XX-0001 it Reported Last Name Reparted First Name Reported Suffix Rec Type Pay Date
APPLETON, AMY APPLETON AMY Reported Middle Intial N-Normal ~ 10/28/2022 [}
Peried Date Rate Regular Deduction 2% Deduction Installmem Service Corect Code Base Coach Retro
10/01/2022 (3 11.0% $228.60 $0.00 $0.00 MH-Mid-year Hire  ~ $2078.22 $0.00 $0.00
Long Stipend Premium Ineligible FTE® Salary Position Contract Term
$0.00 $0.00 $0.00 $0.00 100.00% FTERe ~ $62,982.00 Assistant Principal  » 12 -
Pay Frequency Pay Duration
% .12 . Override .

Record 10f33 ~ L

Export Exception Report  Export Summary Report  Cancel  Apply Save

g

6. To return to the grid view, click the Show Grid View icon ( EB).

Edit Deduction Report Details Comments CopySelected AddNew Delete  Export : B Y X
Default View More Filtars
“ XXX-XX-0001 ® ‘e Reported Last Name Reported First Name oo e il Reported Suffix Rec Type Pay Date
eporte: 1 € Initial
APPLETON, AMY APPLETON AMY i ' N-Normal - 10/28/2022 o]
Period Date - Regular Deduction 2% Deduction Installment Service Correct Code Base Coach Retro
10/01/2022 (3 11.0% $228.60 $0.00 $0.00 MH-Mid-year Hire ~ ~ $2,078.22 $0.00 $0.00
Long Stipend Premium Ineligible FTE% Salary Pesition Contract Term
FTE Code
$0.00 $0.00 $0.00 $0.00 100.00% ~ $62,982.00 Assistant Principal ~ 12 -
Pay Frequency Pay Duration
2 .12 . Override .
Record 10f33  ~ S
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Export Deduction Reports

The deduction report can be exported to an Excel file.

If you are using the filter, ONLY the filtered data will be exported. If you would like to
export the entire deduction report, be sure to clear the filter before exporting.

1.

Click the Export.

Edit Deduction Report Details Comments Copy Selected Add New Delete  Export : R m X x
Default View More Filters
Reported Reported Reported
i et e.pu Reported Rec =
O Errors SSN Name Last First Middle Suffix Pay Date Period Date
Name Name Initial
XXX-XX-0001
O o ® APPLETON, AMY APPLETON AMY * N-Normal ~ 10/28/2022 [3)  10/01/2022
XXX-XX-0011
O © BOSS, BERNARD BOSS BERNARD E N-Normal ~ 10/14/2022 [9) 10/01/2022

The exported deduction report details should download as a CSV file. Double click on
the file to open it in Excel.

Edit Deduction Report Details Comments  Copy Selected  Add New  Delete  Export o = E T x
Defautt View Mo Fibers

KXXAH-0011

[m] n @ BOSS, BERNARD BOSS BERNARD N-Normal = 10/28/2022 E 10/01/2022
KXHAH-2017

[m] “ © BUSSER, BRENDAN DUSSER BREMDAN H-Normal = 101472022 E 10/01/2022
- HOOCX-201T

a o @ DUSSER, BRENDAN DUSSER BREMDAN N-Normal = 10282022 (3 10/01/2022
- H00-XX-0061

[} A @ CALCULUS, CHRIS CALCULUS CHEIS H-Normal = woagzoze B wwionzoez
KAHNH-I06T

] F 3 S CALCULUS, CHRIS CALCULLS CHRIS N-Narmal - wyzsrznzz (3 ooz
KEX-KX-0064

] ! ] R DESK, DANNY DESHK DANNY N-Normal + wa4zoze B e

- KXX-XN-0064

O [: ] Lo DESK, DANNY DESK DAMNY N-Normal - wregzoze (8 w0022
KXH-X-0010

[} F'y ® EASEL, EMMA EASEL EMMA N-Normal = 01402022 B 1070072022

Total in current view
Total of all records
L3
1-100f 33 Page 1 ofa > 2

e Export Exception Repart  Export Summary Reporl  Cancel  Apply Save

O Work History Detil_esy A showall
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Comments in the Deduction Report

When you add an adjustment record or enter a service correction code, you must add a
comment. Additionally, it is important to add comments to help explain an employee’s
specific situation (e.g., workers” compensation, change in FT%, reason for docked pay).

When is a comment required?

= When retro pay is issued to an employee in the form
of a Retro record or retro payment on a Normal
record. The comment should explain why the retro
payment is owed to the employee (e.g., Peter Pencil
moved from B+15 Step 4 to Masters Step 4. Paid
$400.52 in retro pay to bring him up to proper
salary for the year).

= Anytime an Adjustment record has been added to
the report. The comment should explain what the
deduction adjustment was for (e.g. John Smith —
adjustment record is to collect unpaid deductions
from 09/14/2021).

= When an employee is listed under the “Missing
Members” section of the Exception Report. The
comment needs to say why the person did not have
MTRS deductions taken on the check date specified
(e.g., John Smith - deductions sent to OBRA in error
on 09/15/21. We will collect make-up payment in
October)

= When someone is being paid under a settlement
agreement (in addition to the agreement being sent
to the MTRS).

= When someone is owed a refund of deductions or
owes MTRS deductions (e.g., John Smith — needs
to be refunded $66 for deductions taken in error
on extra hourly pay on 09/28/21. We will refund in
October).

= When your report and payment do not match. (e.g.,
The June payment had transposed numbers. We
owed $105,459.52, paid $105,495.52, so the report
was overpaid by $36. We will short pay the July
report by this amount).

= Whenever you have an unusual situation (e.g., First
check for teachers of the school year is only for 5
days, balance of earnings was divided evenly over
the remaining 25 checks).

When the Unpaid Admin Leave service correct code
is used on a record. The comment should state how
much time was docked from the employee’s check
(e.g., John Smith was docked 1.5 days on 10/14/21
check).

When the Salary Change Mid-Period service correct
code is used for a salary recalculation. The comment
should provide details on how the employee was
paid incorrectly and how the pay was pro-rated to
make up for the original error (e.g., John Smith was
accidentally paid on the incorrect salary schedule.
He is Masters Step 4 ($66,045). We paid him as
Masters 4 but on the prior year's salary schedule
($64,750), so he was short paid. We pro-rated his
pay for the remainder of the year to bring him up to
the proper $66,045 for the year).

When the Mid-Year Hire service correct code is used
for FT% change mid-year.

When the Mid-Year Hire service correct code is used
for a pay frequency change mid-year.

When the Disciplinary Leave service correct code is
used. The comment should state details about the
disciplinary action.

When ANY service correct code is used on a lump
sum payment. The comment should explain why the
code used was chosen (e.g., John Smith - Pro-rated
Paid Leave code used on his lump sum check due to
leave earlier in the year).

Ongoing issues should have a comment on each
monthly report. If the ongoing issue is for all
teachers, say “All teachers,” if it impacts a smaller
number of employees please list the employees
separately.

Anytime your assigned MTRS Employer Service
Representative requests a comment to detail a
situation.
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Add Comment(s)

Comments can be added prior to being in Edit mode or while in Edit mode.

1. Click Comments.
a. Outside Edit Mode —Click Comments in the top right corner of the Deduction Report
Editor screen.
. e Deduction Reports | Deduction Report Editor e
B Employer nfarmation 10-2022 Deduction Report Validate  Edit Detals Comments  Submit A
Deduction Repart Editor Header Level Errors
Deduction Report Summary Override  Export Exception Report  Export Summary Report
\_':;.I‘}:Gnl? :F‘r;:-l;l"-!«:--- m.:;.llnl:v-r e e :I:‘I‘ ) -‘:;:I?I?" e
Date Repecied Merrber Court
18
M Employer Reports
e Admin
b. While in Edit Mode—Click Comments in the top right corner of the Edit Deduction

Report Details screen.

[Edit Deduction Report Details

Dietiilt View
(] Errors SSN MName
O (] A, APPLETON, AMY
] il petl © BOSE, BERNARD

Name

APPLETON

BOSS

Comments

Cogy Selected

First Middle
Name Initial
AMY
HERNARD

Add New

Reported

Delete

Rec
Type

N-Nod

Export

rmal -

N-Normal =

m E FlYu-:
Pay Date Period Date
10/28/2022 [3)  10/01/2022
/0 2022

2 (2

10/14/202

2. Type the comment in the text box located at the bottom of the Comments screen. Each
comment should start with the employee’s name. Without the employee’s name, the
MTRS will not know to whom the comment applies.

3

Comments

Export

To comment here, just enter below

Y

Filters

John Teacher - Docked 3 days on 10/14/2022 check.

No paid sick time available |

>

| Close ‘

X
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3. Click Post icon ( 3 ).

Comments . 2 Y x

Export Filters

To comment here, just enter below

John Teacher - Docked 3 days on 10/14/2022 check. =
No paid sick time available |

Maximum 4,000 characters allowed

‘ Close |

4. Click Close when you have added all the necessary comments.

Comments (1) 2 Y X
Export Filters

SMURPHY

John Teacher - Docked 3 days on 10/14/2022 check. No paid sick time

available.

10/20/2022

Edit Delete

B ~urn A OO0 charartars sllowed
Maximum 4,000 characters ellowed e

| Close |




124 Deduction Reporting in MyTRS | MTRS Employer Training Guide—Tab 16

Edit Comment(s)

1. Click Edit next to the comment you want to change (comments can only be edited by the
original author).

SMURPHY

John Teacher - Docked 3 days on 10/14/2022 check. No paid sick time
available.

GDEEDEE

Edit Delete

2. Make the needed changes.

3. Click Save.

SMURPHY

John Teacher - Docked S.ﬂ days on 10/14/2022 check. No paid sick
time available.

Maxirum 4,000 characters allowed

Cancel Save

4. Click Close.

SMURPHY

John Teacher - Docked 3.5 days on 10/14/2022 check. No paid sick time
available.

10/20/2022

Edit Delete

Maximurm 4,000 characters allowed °

‘ Close ‘
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Delete Comment(s)

1.
the original author).

Click Delete next to the comment you want to delete (comments can only be deleted by

SMURPHY

remainder for the school year as a resuli.

1 DHEDIED?G

Edit Deleta

Timothy Technology - started the school year as 80% and then became
full-time effective 09/28/2022. Bi-weekly has been pro-rated for the

2. Click Close.

Comments (1) . ¥
Export Filters
SMURPHY
John Teacher - Docked 3.5 days on 10/14/2022 check. No paid sick time
available.
10/20/2022
Edit Delete
i . -
‘ Close ‘
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Filter Comments

1. Click the Filters icon (W) in the top right of the Comments screen.

Comments (5) X Y x

Export Filters

SMURPHY

Penny Principal - Started as a Guidance Counselor in Aug 2022 and
changed position to Principal effective 09/20/22. Bi-weekly changed
effective 10/14/22 with one -time retro payment so that she will be at
the normal bi-weekly pay for her annual salary for the remainder of the
year.

10/20/2022

Edit Delete

SMURPHY

Jane Smith - Need to collect $240.00 for unpaid deds on 10/14/2022
check. Will collect on first check in Nov 2022.

10/20/2022

Edit Delete

SMURPHY

Bernard Boss - Resigned effective 10/17/2022. Final check paid on
10/28/2022.

10/20/2022

Edit Delete

SMURPHY

Al Gebra - Needs to be refunded $125.00 for deductions taken on
ineligible summer school pay on 10/14/2022 check. Will be refunded
in Nov 2022.

10/20/2022

Edit Delete

2. Enter the text for which you are searching, or the date on which a comment was added
to the report.

Search by
Q. smith| e Q‘ Go ‘

Filter by

Inserted Date v

In this example we’re looking for any comments that contain the word “Smith”
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3. Click Go.
Search by e
Q  smith [x) ‘ Go \
Filter by
Inserted Date v

4. Any comments that contain the text (or date) you filtered by will be displayed.

Comments (5) X Y x

Export Filters

Search: Comment Text/Inserted By (Sm... ()

SMURPHY

Jane Smith - Need to collect $240.00 for unpaid deds on 10/14/2022
a check. Will collect on first check in Nov 2022.

10/20/2022

Edit Delete

Maximum 4,000 characters allowed

‘ Close ‘

In this example, only one comment contained the word “Smith.”

5. To reset the comments so that ALL are displayed again, click the @ in the Filter indicator
bubble.

Comments (5) L4 ¥

Export Filters

Search; Comment Text/Inserted By (Sm... )

SMURPHY

Jane Smith - Need to collect $240.00 for unpaid deds on 10/14/2022
check. will collect on first check in Mov 2022,

10/20/2022
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Export Comments

1. Click the Export icon ( £ ) in the top right of the Comments screen.

Comments (5) X r %

Export Filters

SMURPHY

Penny Principal - Started as a Guidance Counselor in Aug 2022 and
changed position to Principal effective 09/20/22. Bi-weekly changed
effective 10/14/22 with one -time retro payment so that she will be at
the normal bi-weekly pay for her annual salary for the remainder of the
year

10/20/2022

Edit  Delete

SMURPHY

Jane Smith - Need to collect $240.00 for unpaid deds on 10/14/2022
check. Will collect on first check in Nov 2022.

10/20/2022

Edit  Delete

SMURPHY

Bernard Boss - Resigned effective 10/17/2022. Final check paid on
10/28/2022.

10/20/2022

Edit  Delete

SMURPHY

Al Gebra - Needs to be refunded $125.00 for deductions taken on
ineligible summer school pay on 10/14/2022 check. Will be refunded
in Nov 2022

10/20/2022

Edit  Delete

2. The exported comments should download as a CSV file. Double click on the file to open
it in Excel.

changed postion to Principal effective 09/20/22 Biweekly changed
effective 10/14722 with one 1ime 6o payment 5o tha she will be 1
the normal b-weskly pay for her annial salary for the remainder of the

Jang Smith - Need to collect $240.00 for unpaid deds on 101472032
eheck Will collect on first check in Nov 2022
102012022

Edn  Delete

SMURPHY
gernard Boss - Resigned effective 10/17/2022 Final check paid on

Al Gt - Meeds 15 be refunded $125.00 for dedattions taken on

imeligitie summer school pay on 10/14/2022 check. Wil be refunded
In Mow 2022

6 Comments i -




TAB 17



Deduction Reporting in MyTRS | MTRS Employer Training Guide—Tab 17

129

Export Error Summary Reports

After all errors and exceptions have been addressed —and before you submit the deduction
report to the MTRS —export the Error Summary Report to ensure there are no outstanding

errors.

1. Click Export Summary Report in the bottom right of the screen.

Edit Deduction Report Details Comments () Copy Selected  AddMew  Delete  Expart m B T x
Default View e Faen
Reported Reported Reported
Reported Rec
[ Emors SN Name Last First Middie St Trpe Pay Date Period Date
Name Hame Initial

RHHA000T

O [ ] APPLETON, AMY APPLETON AMY N-Narmal wieszezz 8 1012022

= ERERKO0TT

O BOSS, BERNARD BOSS BERNARD N-Normal = 100172022
RHE-HH-D017

0 [ ] BOSS5, BERNARD BO5S BERNARD N-Normal = o/28/2022 [9  10/01/2022
RAARHZO1

O [ ] BUSSER, BRENDAN BUSSER BRENDAN N-Normal - onarzo2z (3 1o1z022
WHHAT01T

(m] (] BUSSER, BRENDAN BUSSER BRENDAN N-Mormal = 20/3022 [3) 10/01/2022
HHHHHD06 T

O A CALCULUS, CHRIS CALCULUS CHRIS H-Nomad 1onazozz [ 100
XXA-NN-0081

O A CALCULUS, CHRIS CALCULUS CHRIS WeNormal = 0/ 10/01/2022
RHH-HH-D064

O [ ] DESK, DANNY DESK DANNY N-Normal = w4202 8 10012022
ARA-XH-0084

o 4] DESK, DAKNY DESK DANNY N-Normal = wrzsrzozz (8 10mrmze

1-100f33 Gﬂgr 1 ofda ¥ M

Export Exception Report  Expart Summary Report  Cancel  Apply  Save

2. The Summary Report should be downloaded as

open it in Excel.

a CSV file. Double click on the file to

Edit Deduction Report Details Comments (5) CopySelected  AddNew Delete  Expont w8 Y x
Default View [
Reparted Haperied Roported Reported Ree
[] Ermos 55N Name Last First Middle Suf Pay Date Period Date
Name Nama Initial
XAX-XX-0001
[u] o APPLETON, AMY APPLETON AMY NNormsl - forzerzozz (B 102022
XXX-XN-0011
[m) BOSS, BERNARD BOSS BERNARD N-Normal = 10142022 [ 10/01/2022
0001
[m} ] BOSE, BERNARD BOSS BERNARD N-Mormal - wozszozz B 1o/s2022
HOOCKN-2011
O (] BUSSER BRENDAN BUSSER BRENDAN WeNormal = 10n4z022 (3 10/01/2022
KxX-Xx-2011
(m] ‘ BUSSER BRENDAN BUSSER BRENDAN N-Normal = 10282022 [ 10/01/2022
HAH-AN-0061
[m} A CALCULUS, CHRIS CaLCULUS CHRIS N-Normal = 10142022 (5 1000172022
HHH-KN-0061
O A CALCULUS, CHRIS CALCULLS CHRIS N-Normal « 1or2e/z022 B 10/0172022
HAX-KX-0064
O L] DESK, DANNY DESH DANNY NeNormal - 1onazozz (8§ 10012022
KHX-XX-0064
| ) L] DESK, DANNY DESK DANNY R-Normal = 10/28r2022 MR 10/01/2022
1100133 Page ofda 3 *
e Export Exception Report _ Export Summary Report  Cancel  Apply  Save
6} Deduction Repori_ciw A Show all
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3. Check the number listed next to Errors Total.

4.

5.

Deduction Report Exception Totals Report

Pagelofl

Reporting Period : Oct-22
Employer: 9005 - GOTHAM PUBLIC SCHOOLS
Generated on: 10/20/2022 10:48
Generated By: SMURBHY

Total Count
Records Total : 33
N' Records Total : 32
A' Records Total : 0
R' Records Total : 0
rrors Total : 2 I
Exceptions Total : 32
Mot Enrolled Members' Total : 13

'Part-Time Members' Total : 1

If the total is “0,” go to Tab 18, Submit the Deduction Report to the MTRS.

If the report indicates that you still have outstanding errors, close the Error Summary

Report, and do the following to see the remaining errors.

a. Click the Filters icon ().

Edit Deduction Report Details Commems (5) Copy Selected  Add New
Defoutt View
Reported Reparted Reported ol
[]  Emors B8N Name: Last First Middle sa.rrm:i
Nama Nama Initial
o o XOE-XX-0001 ® R — APPLETON MY
HHHN-0011
O (6] BEOSS, BERNARD BOSS BERMARD

Delete  Expon uE. " B Y x

Rec

Date Period Date
Type o
N-Normal = 10/28/2022 [3) 10/01/2022
N-Mormal = 181 2z [ 10/01/2022

b. Click the v next to Errors to display the error/exception messages on which to filter

Filter by @

Errors hd
SSN W

Mame b
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c. Select Errors from the list.

Filter by
Errors M~

All
Mo Exception

Exceptions

° Errors

d. The employee(s) with remaining errors will be displayed.

Filter: Errors (Ermors) €3
O Emors SN Name m Pay Date Pertod Date o
m] -] S S APPLETON, AMY N-Normal = 1o/za/2022 [8  toron2022 (8 10w
O [ ] MSIEINY. i BOSS, BERNARD NNormal +  10/282022 (3 toovam2 [ 11.0%

e. To read the error message on an employee’s record, click the Warning icon (@) for
that record.

Rec
8N Name Pay Date Period Date Rate
Type
XEX-HND00T
@ APPLETON, AMY N-Norrmal = w/zarz022 3 tovonsz022 (8 10w
AHX-XN0011
@ BOSS, BERNARD N-Normal « 1o/28/2022 (3 o202z [ ok

A separate window will open and will display all the errors that apply to this record.

Validations X

Validation Override

Validation Name Description
Type Flag

Error: Full-time percentage does not match the current % on the ERRORFullime pescentage does not match the current % on the member record in our system. Note: Efher correct the value or certify that this change

member record i cormect by choosing FTE correction code. >

Error: Base esrnings do not match salary based on reported FTE ERRORBase earnings do not match salary, based on the FTE and Pay Frequency reported. Please ensure those fiekds are correct. If they e, pleaseuse

and Pay Frequency 8 SC correction code.
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f. Click the X to close the window.

Validations X

Validation Override

Validation Name Description
Type Flag

Error: Full-time percentage does not match the current % on the ERROR Fullime pescentage does not match the current % on the member record in our system. Note: Eher correct the value or certify that this change

member record 5 correct by choosing FTE correction code.

Error: Base esrnings do not match salary based on reported FTE ERROR Base eanings do not match salary, based on the FTE and Pay frequency reported. Please ensure those fiekds are comect. If they ace, pleasewse

and Pay Frequency 8 5C correction code.

g. Fix any errors that are listed and click Apply in the bottom right corner of the
deduction report.

Edit Deduction Report Details Comments (5) Copy Selected AddNew Delete  Export : B ﬂ 2 4 X
Customized View More Filters
Filter: Errors (Errors) £
Rec Regular 2%
SSN N T Pay Date Period Date D 5
O Errors ame ay od Rate e e
XXOCXX-0001
| & @ APPLETON, AMY N-Normal ~ 10/28/2022 [3)  10/01/2022 [3]  11.0% $228.60
HXHHX-0011
] [ 1] (o] BOSS, BERNARD N-Normal « 10/28/2022 [9  10/01/2022 [F]  11.0% $384.15
HXH-KX-2011
O (1] ® BUSSER, BRENDAN N-Normal ~ 10/14/2022 5  10/01/2022 3] 11.0% $205.06
XXH-HX-2011
0 [ ] [o] BUSSER, BRENDAN N-Normal ~ 10/28/2022 [3)  10/01/2022 3 11.0% $205.06
HXH-XX-0064
| [ ] ® DESK, DANNY N-Normal « 10/14/2022 [ 10/01/2022 8] 7.0% $273.86
XXA-XK-0064
O [:] @ DESK, DANNY N-Normal ~ 10/28/2022 [%  10/01/2022 [ 7.0% $273.86
HXH-XX-0002
O [ ] ® GEBRA, AL N-Normal « 10/14/2022 3 10/01/2022 8]  11.0% $275.95
XXH-XX-0002
m] [ ] @ GEBRA, AL N-Normal ~ 10/28/2022 [ 10/01/2022 [T  11.0% $275.95
HXH-HX-0014
0 [1] @ HISTORY, HANK PHD N-Normal « 10/14/2022 3 10/01/2022 [R1 11.0% $295.08
1-100f15 < < Page| 1 of 2 @i
Export Exception Report  Export Summary Report  Cancel  Apply Save

h. Repeat these steps until all the errors have been addressed.

Note: If you updated any payroll calendars, paydates, member events or changed a
duplicate record to a Retro record, you will need to click Save. Then click Validate
on the main deduction report editor page to clear certain errors.
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6. Once all errors have been fixed, click Export Summary Report again.

Edit Deduction Report Details Comments (5) Copy Selected AddNew Delete  Export =2 m 2 4 X
Customized View fore Filters
Filter: Errors (Errors) )
Rec Regular 2%
Errol SSN N; Pay Date Period Date 2
o & ame Type e Riis: Deduction Der
XXX-XX-0001
i) o APPLETON, AMY N-Normal « 10/28/2022 10/01/2022 m 11.0% $228.60
KXX-XX-0011
] o BOSS, BERNARD N-Normal + 10/28/2022 10/01/2022 m 11.0% $384.15
HKXX-XX-2011
O o BUSSER, BRENDAN N-Normal » 10/14/2022 10/01/2022 E 11.0% $205.06
HXOK-XX-2011
(H] o BUSSER, BRENDAN N-Normal ~ 10/28/2022 10/01/2022 E 11.0% $205.06
KXH-XX-0004
O o DESK, DANNY N-Normal « 10/14/2022 10/01/2022 9] 7.0% $273.86
XXX-XX-0064
O [ ] DESK, DANNY N-Normal ~  10/28/2022 10/01/2022 [8  7.0% $273.86
XXX-XX-0002
O o GEBRA, AL N-Normal « 10/14/2022 10/01/2022 [ 11.0% $275.95
KXX-XX-0002
(M) o GEBRA, AL N-Normal ~ 10/28/2022 10/01/2022 E 11.0% $275.95
KXX-XX-0014
] o HISTORY, HANK PHD N-Normal ~ 10/14/2022 10/01/2022 m 11.0% $295.08
1-100f15 I< <  Page 1 of2 > >l
Export Exception Report  Export Summary Report  Cancel  Apply Save

7. Once again check the value listed next to Errors Total.

8. 1If the total is “0,” go to Tab 18, Submit the Deduction Report to the MTRS.

9. If the report indicates that you still have errors, repeat the steps above until the Errors
Total is “0.”






TAB 18
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Submit Deduction Reports
Once all the errors and exceptions from the Exception Report have been addressed and the
Error Summary Report shows “0” errors, it is time to submit the deduction report to the

MTRS.

1. Click Save in the bottom right corner of the deduction report.

mmwm Comments (5] CopySelected  AddNew Delete  Erport ..:I m B If *®
Repasted Repaned Aparted
0 Emen M Hame Last First [ — fiec Type Pay Date Pariod Date Fate vl :ﬁm Instalim
Name Hare gl
o a 2w ¥ - s o B - S
- oo o i o - i 2 =
o A WO @ gosmemwm s sewa ' 2z B g Bl
— o o - i BENDA 4 ) 8
o R 2 N " e 2
o A XK e ¥ i 1 W 4 ) ] s
o A s @ s 1 ] & K
I A A o . i 1 [} ] -
o r'y RS @ DESK DANNY o DAY Neomd  +  wemoce2 f§ wmyzz (3 7w 273,80 se
IBITE Fael 1 |etd
1 Excoption Report  Export Summaey Ropor  Cancel  Apply  Save

2. (Click Override.

10-2022 Deduction Report Validate  Edit Details  Gomments (5)  Submit
Duchaction feport Dditor  Hoader Level Krrors
Deduction Report Summary Gveride  Export Exception Report  Expont Summary Report
Toass = Fepor Suans saereany Relzasen By D Dsieases Renan Suens Cvemse Dt Risiecmes Memter Caumt Riow Coure
42120812 Inftish SMURPHY 1 a3

3. Change the Report Status Override field to “Yes.” This is confirming that the report
contains accurate data and the errors and exceptions have been addressed.

4. Click Save.

Report Status Override X

Report Status Override

- @ :

Cancel Save
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5. The Report Status Override field now displays “Yes” in the Deduction Report Summary
banner.

Reporis Editar
10-2022 Deduction Report Validate  Edit Details  Comments (5)  Submit

Dacuirtion Repon Edince

e Override  Export Excoption Repart  Export Summary Report

Dite Brcened lnsered B sl et By Cane Beiensed

09/ 02 SMUFU‘D‘-W I\Je; . T :aW\ :z -
6. Click Deduction Reports in the top left of the screen.
10-2022 Deduction Report Validate  Edit Details  Comments (5)  Submit

Dacuirtion Repon Edince

Ovorride  Export Excoption Repart  Expart Summary Report

Dite Brcened lnsered B sl et By Cane Beiensed
o9s2e/2022 SMURFHY

Bipert THanes Ovemee D gaesed Mt Coure B st

et 17 3z

7. Confirm that the v in the deduction report matches the payment sent to the MTRS. If
the payment does not match the report total, correct the variance before submitting the
report to the MTRS.

Filter: Report Status {inniaf) 3 e
Trans & Identifier Inserted Date Report Status Reporting Period Total Due Balance
92129812 > 10-2022 Deduction Report 09/28/2022 initial 10/01r $9.741.23 8074123
Be sure to compare the Total Due to the actual payment you sent in and not the Balance
field.
8. Click the Trans # link to reopen the report.
Filter: Report Status {inniaf) 3
Trans & Identifier Inserted Date Report Status Reporting Period Total Due Balance
92129812 > 10-2022 Deduction Report 09/28/2022 initial 10/01/2022 $9.741.23 8074123
9. Click Submit.
Reports Editor
10-2022 Deduction Report Validate  Edit Details  Comments (5)  Submit
Daduction Report Ediiee  Headar Level Ereey
Deduction Report Summary Owerride  Fuport Exception Repart  Expart Summary Report
zvasmn2 P poris W e o T v 2
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10. Click Confirm.

Submit Deduction Report x

Are you sure, you want 1o submit this deduction report?

Cancel Confern I

11. If the report has successfully been added to the submission queue, you will see the
message “This deduction report has been queued for submission. Please check back later
to ensure that the report has been submitted successfully.”

Submit Deduction Report

© Information

This deduction report has been queued for submission. Please check back later to ensure the report has been submitted successfully.

a. Click Close.

Submit Deduction Report x

© nfeemation
This deduction report has Bewn queusd for subrission. Mlease check back Later 10 ensure the report has Bewn submitted successfully
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12. If the report has NOT been successfully queued for submission, you will see this

message:

© crors

This deduction report could not be submitted because it contains errors or unresolved exceptions.

a. If you see this error, click Close.

Submit Deduction Report

This Gadction pon coud Nt be subreiled becinin 1l Contains oo or unvescheed exceptora

Clone

b. If the Report Status Override field does NOT show “Yes,” change it to “Yes.”

Report Status Override X
Report Srates Overnce
Q-

Cancel Save

i. Click Save in the top right corner of the deduction report.

Report Status Override x

Report Sraces Overnce

Yes -

Cancel Save

ii. Click Submit

Deduction Reports | Deduction Report Editor

10-2022 Deduction Report

Deduction Report Editor  Header Level Errors

Deduction Report Summary

nseried By
SMURPHY

Date Receved

09/28/2022

Trans # Report Status
92129812 Initial

Feleased By

Date Aeleased

o

Validate Edit Details Comments (5) Submit

Override  Export Exception Report  Export Summary Report

Reparting Period Report Status Override Member Count Row Count

10/01/2022 Yes 17 32

Date Rejected
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iii. Click Confirm.

c. If the Report Status Override field shows “Yes”:

ii.

Submit Deduction Report

Are you sure, you want 1o submit this deduction report?

Confem

e

If you still get the submission error message, open the deduction report again and

Filter for “Errors” to see records that still have errors that need to be addressed.

Click Validate.
10-20E2 Deduaction Report Valisiy 088 Dvisde  Commaniy  Sebot ..i..
LI —
Dishuction Report Summary Cveride Enport Rucepiion Repat  Faport Sumamary Regor
298 ol P S = e e Sy
Click Confirm.

Validate Deduction Report

Cancel

Are you sure you want to validate this deduction report?




140 Deduction Reporting in MyTRS | MTRS Employer Training Guide—Tab 18

iii. Click Edit Details.

@
10-2022 Deduction Report Validate Edit Detalls Comments  Submit i
Mare
Deduction Repan Editor Headar Lovel Errora.
Deduction Report Summary Override  Export Exception Report  Export Summary Report
Trana # FReport Status. Date Recerved Inserted By Fawaser By Date Frieased Reporing Perod Report States Dvemide Date Fagected
52129812 Initial 09/28/2022 SMURPHY 10/01/2022
Uemces Lo Fow Cut
20 9

iv. Click the Filters icon (¥ ) in the top right corner.

Edit Deduction Report Details Comments (5) Copy Selected  Add New  Delete  Expon i ® i) T »
Detoult View Morw Filarn,
Reported Reported Reported - Ree
[0 Emors o] Name Last Firat Middle Repory Pay Date Period Date
Nama Nama Initial e
XXX-XX-0001
m] [ ] @ APPLETON, AMY APPLETON AMY MNormal »  o/28/2022 B os0s2022
XXXXX-0011
2] @  BOSS BERNARD BOSS BERNARD Nbormal = 10M4/2022 (8 10/01/2022

v. Select Errors from the list.

Filter by

Exception Filter A
Q search

All

No Exception

Exceptions
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vi. Fix any errors that need to be corrected and click Save in the bottom right corner.

[Edit Daduction Repor Detalls Comments (3) CopySelecied  AddNew Delete  Export | B Y x
ot viewe — ro—
O Emen ssn Hama Last First M 'wl""" Rec Type Pay Date Pariod Datn. Fate o L Instalim
Name Hame nisial
o A @ APPLETON, AMY APPLETON Ay AAgpuIment = non 5228.60 5000
m] WO @ goss persamn B0sS BERNARD [ 1o ez (3 e s507.69 500
X0GAN0011
(] A saida. @ 8055, BERNARD B0SS BEANARD N-Normad B umn $38415 $0.00
2011
o Fy it (5] BUSSER. BRENDAM BUSSER BREMDAN N-Norma sz (3 11.0% $205.04 S0
O Ak PHIXEN @ pussER BRENDAN BUSSER " oouze (3 e
XK XX008 1
o F Y @ CALCULS cres Heipmal 1izozz (3 LY 538270 £0.00
R0
o A @  cALCULUS Chars CALEULLS t-oml s.0% $382.76 5000
XXAHG084
o A (o] DESK DANNY 1 000 8 27386 00
XXX
o Yy @ DESH, DANNY DESK, DARNY H-Homal wvzezezz [ T 27386
1-100433 Page ofa ¥
Expt Excegtion Repert  Expon Summasy Repon  Cancsl  Asolh  Save
vii. Click Submit in the top right corner
Deduction ®_
10-2022 Deduction Report Validate Edit Details Comments (5) Submit
Deduction Report Editor  Header Level Erors
Deduction Report Summary Override  Export Exception Report  Export Summary Report
Trans & Report Status Dete Received Inserted By Released By Dete Reieased Reporting Pediod Reoort Status Override Date Rejected Member Count Row Count
92129812 Initial 09/28/2022 SMURPHY 10/01/2022 ves 17 32
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Understanding the Service Correction Codes

How service credit is applied

Since service correction codes can alter the amount of service credit applied to an
employee’s account, it is important to have an understanding of how service credit is earned
per pay period. To determine the amount of service that is credited to an employee for any
given pay period, MyTRS looks at an employee’s base salary, FT% and pay frequency.

®  Example: A full-time employee who has a pay schedule of 26 will receive 1/26 of
a year’s credit for each record posted. At the end of the school year, they will have
received 26/26 pays, totaling one full year of service credit.

When you need to use a Service Correction code

If an employee’s base salary does not equal 1/Pay Frequency (1/26 in the example above), the
system will not know how to provide service credit; accordingly, you need to enter a Service
Correction code so that the employee’s service credit is accurate.

Why Service Correction codes are so important

It is imperative that you select the proper Service Correction code to ensure that the
employee receives the correct amount of service credit per check.

®  Example: John Smith is a full-time employee with an annual salary of $52,000 and is
on a 26-pay schedule. His normal base pay is $2,000 per check.

When John is paid his normal base pay of $2,000, he receives 0.038461 year of service
credit per check (1/26 of a year).

John goes on an unpaid leave and receives a final adjusted check before he stops
being paid. This final check is for $3,400.

For the Service Correction code on his final check, if you enter:

* The correct code (Payout), John will receive 0.065385 year of service credit for
this pay period ($3,400/$52,000).

* The wrong code (Unpaid Admin Leave), John will only receive 0.038461 year of
service credit for this pay period (1/26). As a result, John will lose 0.026924 year
in service credit.

Prorating Service Credit

Depending on the situation, service credit may be prorated
As detailed in the Service Correction Codes table below, service credit will be prorated in some
situations, and not in others. If service is prorated, it is equal to the employee’s base pay divided
by the full annual salary.
B Service credit will not be prorated when an employee:

= has base pay recalculated due to annual salary changes, or

= has a brief unpaid leave lasting no longer than one pay period and does not miss a check
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(e.g., the employee is docked 2 days of pay because they have run out of sick time).

m Service credit will be prorated when an employee:

changes FT%,

changes Pay Frequency,

starts the school year late,

leaves before the end of the school year, or

misses an extended period of time due to an unpaid leave.

Service Correction (SC) Codes

MyTRS offers a variety of Service Correction Codes within the Deduction Report Editor to
help explain why an employee’s base pay is different than expected. If a record requires
a Service Correction Code, be sure to add a corresponding comment providing further

explanation.
When this SC code is
Service Correction Code Use this when... used, the service for
this period is...
UL — Unpaid Admin An employee is docked pay for a day or two. This code Not prorated
Leave is not used if the employee is on a prorated leave or an
extended unpaid leave that lasts longer than one pay cycle.
MT — Mid-Year An employee resigns, retires, is fired or passes away prior Prorated
Termination or Death to the end of the school year and the final payment is
prorated.
SC — Salary Change = An employee’s pay has been recalculated due to a Not prorated
Mid-Period change in their annual salary and/or position during

the school year without any change to the employee’s
full-time percentage. Do not use this code if the pay is
recalculated due to missed days or a leave of absence.

= An employee has accidentally been overpaid or
underpaid, and the correction EITHER will be made in a
future pay period OR is being made on this pay period.
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Service Correction Code

Use this when...

When this SC code is
used, the service for
this period is...

MH — Mid-Year Hire

= An employee starts the school year after the first day of
school, and has their pay prorated as a result.

= An employee is doubled-up on a check due to missing a
previous payroll (e.g., when an employee is doubled-up
on the second check of the year due to missing the first

payroll).

= An employee’s FT% changes during the year, causing a
recalculation of base pay.

= An employee’s pay frequency changes during the year,
causing a recalculation of base pay.

Prorated

PO — Payout

An employee is paid out the balance of their contract prior
to going on an unpaid leave of absence.

Prorated

PL — Prorated Paid
Leave

= An employee’s pay is being prorated due to an unpaid
leave either:

o While the employee is physically on leave, or
o In advance, while the employee is still working.

Note: Do not use this code after the employee returns

from leave—even if their pay remains prorated (use RL —

Return from Leave).
= An employee is on a partially paid sabbatical.

= An employee is receiving Workers’ Compensation
payments while still being partially paid by the school.

Prorated

RL — Return from
Leave

An employee’s pay has been recalculated after they have
physically returned to work from an unpaid leave.

Prorated

SD — Unpaid Snow
Day

An employee is docked pay due to an unpaid snow day.

Not prorated

DL — Disciplinary
Leave

An employee is docked pay for a disciplinary action (i.e.,
suspension without pay). Note: If the employee is being
investigated for a possible crime, it is the school’s legal
obligation to notify the MTRS.

Not prorated

ST — Unpaid Strike
Day

An employee is docked pay due to a strike.

Prorated
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Common Error Messages

The Exception Report is a list of employees whose records in the deduction report contain
errors or exceptions. Errors must be corrected before the deduction report can be submitted
to the MTRS. Exceptions do not prevent the file from being successfully submitted to the
MTRS, but they still need to be investigated.

To run the Exception Report, see Tab 8.
The six most common error messages—and how to resolve them

If your deduction report contains records tagged with errors, it cannot be submitted. Each
error message needs to be evaluated and addressed before you can submit the report to the
MTRS.

ERROR: Base earnings do not match salary, based on the FTE and Pay
11 Frequency reported. Please ensure those fields are correct. If they are,
please use a SC Correction Code.

Meaning: The earnings reported in the Base field are either higher or lower than expected
based on the following fields:

B annual salary

B pay frequency

m FTE%
Resolution:

a. Confirm the value in the Base field is correct and contains only base pay. If the Base
field contains any retro, coaching, longevity, or ineligible earnings, subtract these
earnings from the Base field and enter the value into the appropriately labeled field.

Base Coach Retro Long Stipend Preméam  Incligible

$3338 %0 $0.00 $0.00 s19zmn $0.00 $0.00 $0.00
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b. Confirm the annual salary being reported in the Salary field is the full-time, non-
adjusted annual salary from the step and scale schedule in the contract (or from
the individual contract if applicable). If it is incorrect, enter the proper value in the
Salary field. Also, be sure to update this information in your payroll system.

i FTE Sal P Contract Pay Pay
-~ i Term Frequency Duration

Code

100.0 - $86,801.00 Teacher ~ 10 ~ 26 - 12 -

If an employee is part-time, has their pay prorated due to starting the school year late,
or has gone out on an extended leave, make sure the full-time equivalent salary is
reported and not the prorated salary.

c. Confirm the correct FT% is entered as a whole number in the FTE% field. If it is
incorrect, enter the proper value in the FTE% field. Also, be sure to update this
information in your payroll system.

e FTE al B Contract Pay Pay
Code - o Term Frequency Duration
100.0 v $86,801.00 Teacher ~ 10 v 26 v 12 v

d. Confirm the value in the Pay Frequency field is the correct pay frequency. If it
is incorrect, enter the proper value in the Pay Frequency field. Also update this
information in your payroll system.

e FTE Gal 5 Contract Pay Pay
-~ s Term Frequency Duration

Code
o

100.0 v $86,801.00 Teacher ~ 105 “¥ 26 v 2 Yy
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e. Click Apply.

Edit Deduction Report Details Comments (1) Copy Selected AddNew Delete  Export : =73 ﬁ Y X
Default View Mare Filters
Search: Name (apple, ama) (0
Reported Reported Reported —
[] Erors SSN Name Last First Middle &Jepf:‘
Name Name Initial
XXX-XX-1984
O (1] ® APPLE, AMANDA APPLE AMANDA
XXX-XX-1084
O & @  APPLE AMANDA APPLE AMANDA

4

Total of all records

Export Exception Report  Export Summary Report  Cancel  Apply Save

ii.

If the Warning icon (@) next to the employee in question goes away, the
error has been corrected and you can move on to the next record/person on the
deduction report.

Do not keep changing the information just to get the warning icon to go away. The
information being reported must be correct.

If the Warning icon (@) next to the employee in question does not go away, it
is possible there are other errors or exceptions associated with the record or
the base to salary error has not been resolved. You may have to enter a Service
Correction Code in the Service Correct Code field to resolve the error.

For information regarding Service Correction Codes, see Tab 19.
¢ If the Base is higher, it could be due to one of the following:

o Additional earnings included in the Base field (e.g., Coaching, Stipend,
Longevity or Retro pay). Remove additional earnings from the base field
and move them to their respective fields.

o Pay has been prorated/recalculated due to:

o Starting year late (use the Mid-Year Hire code).
o FT% change (use the Mid-Year Hire code).
o Salary increase (use the Salary Change Mid Period code).

o Leaving district (use the Mid-Year Termination code).
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¢ If the Base is lower, it could be due to one of the following:

o One or two unpaid days due to not having enough sick time (use the
Unpaid Admin Leave code).

o Pay has been prorated/recalculated due to:
o An extended unpaid leave (use the Prorated Leave code).

o Returning from extended unpaid leave (use the Return from Leave
Code).

Employees with extended unpaid leave must have their events updated
in the View/Update Employee Information section of MyTRS.

ERROR: Full-time percentage reported isn’t valid.

Meaning: The value in the FTE% field is not between 0-100.
Resolution:

a. Check the value in the FTE% field in the deduction report. Note that the FTE%
should be represented as a whole number. For example, 60% should be reported as

“60,” not “0.6.”
Incorrect Correct
FTE% FTE%

05040 00 |@

b. Click Apply.

Edit Deduction Report Details Comments (1) CopySelected  AddNew Delete  Export 2 = H T x
Cefault View More Fiters
Search: Nome (boss)
Reportad Reported Raported
[0 Emors 55N Name Last First Middie ’
Name Name Inftial
HHERK0011
O 0 Lo] BOSS. BERNARD BOSS BERMARD
HHN-KK-00T1
0O ] [o} BOSS, BERNARD BOSS BERMARD
Total of all records

Export Exception Report  Export Summary Report  Cancel  Apply Save
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ERROR: Full-time percentage does not match the current % on the member
©) record in our system. Note: Either correct the value or certify that this change is
correct by choosing the FTE% correction code.

Meaning: The value in the FTE% field on the deduction report does not match the value in
the FTE% field in the employee’s employment record in the MTRS database.

The FTE% in the deduction report:

FTE%

75.00

The FTE% in the employee’s employment record:

Event Information

Lvert S50 Date E™ectve Pay Date Foent Siop Date e s
09/01/2015 09/04/2015 100

Contributing

Resolution:

a. If the FTE% in the deduction report is correct, select “OK-Verified” from the FTE
Code drop-down list.

FTE% FTE Code

75.00 OK-Verified ~

b. If the FTE% in the deduction report is not correct, enter the proper value in the FTE%
field (as a whole number). Also, be sure to update this information in your payroll
system.

FTE%

O

100.0
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4

Click Apply.
Edit Deduction Report Details Comments (1) Copy Selected AddNew Delete  Export i B m Y X
Default View More Filters
Search: Name (science) £
Reported Reported Reported Reno:
[] Emors SSN Name Last First Middle ;;:1
Name Name Initial
KHX-XX-0004
O (1] ® SCIENCE, SARAH SCIENCE SARAH
XHX-XX-0004
O (1] ® SCIENCE, SARAH SCIENCE SARAH

Total of all records

4

Export Exception Report  Export Summary Report  Cancel  Apply Save

ERROR: The pay frequency reported does not exist on your Payroll Calendar.
Please either correct the pay frequency or update your payroll calendar.

Meaning: You have not yet created a payroll calendar for the pay frequency being reported
or the value in the Pay Frequency field is incorrect.

Resolution: Check the pay frequency value being reported in the deduction report and,
ensure it is the proper pay frequency for the employee. If the employee started the school
year late, this value should be the pay schedule the employee is actually being paid on and
not the number of checks the employee will receive.

If the pay frequency is incorrect, update it to the correct one. Also, be sure to update
this information in your payroll system.

i.  Incorrect

Correct
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b.

ii.

Click Apply.

Edit Deduction Report Details

Comments (1) Copy Selected AddNew Delete  Export B g Y X
Default View More Filters
Search: Name (science) £
Reported Reported Reported Reno:
[] Emors SSN Name Last First Middle ;;:1
Name Name Initial
XXX-XX-0004
O o SCIENCE, SARAH SCIENCE SARAH
XHXX-XX-0004
O & SCIENCE, SARAH SCIENCE SARAH
Total of all records
4 3
Export Exception Report  Export Summary Report  Cancel  Apply Save

If the pay frequency is correct, close the deduction report by clicking Save in the
bottom right corner.

i

ii.

Click Payroll Calendar from the Left Navigation Menu.

B Payroll Calendar
£ import History
0 Deduction Reports

$ EFT & Payments

yee Roster

ree Insurance

Employer Reports

Create and save the Payroll Calendar that is needed.

For information on how to create a Payroll Calendar, see Tab 5.
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iii. Click Deduction Reports from the Left Navigation Menu.

B emplo
E) Payrol Calendar

£ import History
3 Deduction Re
$ EFT & Payments

&% Employee Roster

Deduction

iv. Click on the Trans# link to open the deduction report.

Deduction Reports / Deduction Report Editor

10-2022 Deduction Report Validate  Edit Details Comments (5)  Submit

Deduction Report Editor  Header Level Emors

Deduction Report Summary

Trans ¢ Report Status
92129812 Initial

Override  Export Exception Report  Export Summary Report

Inserted By Released By

SMURPHY

Dete Released

Vlidsty Dt Detsde  Commenty  Subest i

Deduction Asport Summary

O Baport Bxcwption Repart  Rapor Sumemany Ragar
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vi. Click Confirm.

A e o e S gt

vii. Click Edit Details to continue working on the remaining errors and exceptions.

10-2022 Desduction Regeort Validste  [ciDvisds Commanin  Subowt ..I_

Desdisction Report Summary Crvpiride  Eaport Eucepiion Aepari  Bapoes Surmmary Fapor

Fat i Sy e

i —
W e [ [ Tr i ) SRR Y
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5 ERROR: Pay date cannot be found on your district payroll calendar for this pay
frequency. Please update your calendar.

Meaning: The pay date on the record in the deduction report is not on the calendar for the
pay frequency reported for this employee.

Resolution: Check the pay frequency reported on the deduction report and ensure it is the
correct pay frequency for the employee. If the employee started the year late, this value
should be the pay schedule the employee is being paid on and not the number of checks
the employee will receive.

a. If the pay frequency is incorrect, update it to the correct one. Also, be sure to update
this information in your in your payroll system.

i. Incorrect Correct
Pay
Frequency
26
ii. Click Apply.
Edit Deduction Report Details Comments (1) Copy Selected AddNew Delete  Export H =78 E Y X
Default View More Filters
Search: Name (econ)
Reported Reported Reported _—
[] Emors SSN Name Last First Middle &JT:’
Name Name Initial
AXX-XX-2009
D o @ ECONOMICS, ERIN ECONOMICS ERIN
KOO-XH-4567
O o ® ECONOMICS, HOME Economics Home

Total of all records

1

Export Exception Report  Export Summary Report  Cancel Apply Save
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b.

If the pay frequency is correct, check the pay date for the record in question.

-0

.

ii.

Pay Date

09/13/2021

If the pay date is incorrect, correct it.

Pay Date
09/14/2021
Click Apply.
Edit Deduction Report Details Comments (1) Copy Selected AddNew Delete  Export : =78 g Y X
Default View ore Filters
Search: Name (econ) £
Reported Reported Reported R
1
[] Emors SSN Name Last First Middle R
Name Name Initial
KXX-XX-2009
O o ECONOMICS, ERIN ECONOMICS ERIN
KXK-XN-4567
a o ECONOMICS, HOME Economics Home
Total of all records
4 b
Export Exception Report  Export Summary Report  Cancel Apply Save
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c. If the pay date is correct and is on the pay schedule as a regularly scheduled pay
date (meaning that it’s not a one-off manual check run), click Save to close the
deduction report.

i. Click Payroll Calendar from the Left Navigation Menu.

Deduction Reports

EFT & Poyments

roloyee Rogter

Retree Insurance

ii. Select the proper Pay Frequency Calendar.

Payroll Calendar
Frequency Description Start Date Stop Date
21-81-Weekly > 2022 - 21 Pay Calends 01/01/2022 12/31/2022
24-Semi-Monshly > 2020 - 24 Pay Calendar 01/01/2022 12/31/2022
26-8i-Weekly > 2022 - 26 Pay Calenda 01/01/2022 12/31/2022
52-Weekly > oo 2020 2anon

ﬂ 26-Br-Weekly > 2021 - 26 Pay Calendsr 01/01/2021 12/3172021
38-Weekly > 01/01/2021 273200
20-81-Weekly > 01/01/2020 12/31/2020
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iii. Scroll down to where the date in question should be located. In this example, we
are looking for the pay date of 11/24/2021. This date is not on the calendar, which
is causing the error.

iv.

Ednt

Edn

Ednt

Ednt

Eckt

Ednt

Ednt

Edn

Dedete

07/30/2021

oand20n

oas272021

09/10/2021

0972472021

10/08/2021

10/22/2021

LATARYF{ )

1252020

12/03/2021

12177200

L2 rdira)

The regularly scheduled pay date of 11/25/2021 happens to be Thanksgiving, so

checks were issued the day before, on 11/24/2021.

Click Edit next to the 11/25/2021 pay date.

Edit

Delete

11/25/2021

Manually change the date to “11/24/2021” from “11/25/2021.”
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vi. Click Confirm.

Edit Pay Date X
Pey Dete
1172402020 D)

Summer Pay D.m° O

Canced Confem

See Tab 5 for more information regarding Payroll Calendars.

vii. Click Deduction Reports from the Left Navigation Menu.

Payroll Calendar
2 import History

Deduction Repons

EFT & Payments
- Employe 1y

psurance
ce Deduction

@ nsurance Rates

@ tmployer Reports

viii. Click the Trans# link to open the deduction report

Deduction Reports  Deduction Report Editor

10-20:22 Deduction Report

Daducsion Repent Friltar Hoas

Deduction Report Summary

bl tritisl

Vahidate EddDetails Comments (5)  Swubmit

s

Overnide  Export Exception Report  Expont Summary Report

ik s Pk o e

Bttt Pt s

ALY

L ]

Walclste Do Dwisde  Comamsnin  Fulowt i
[res

Eapoit Bacepnon Repart  Bapor Susvmrmary Regao
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x. Click Confirm.

Vulndate v T Sagun !

B o — - — - Tt ot st

xi. Click Edit Details to continue working on the remaining errors and exceptions.

10202 Desdnction Report Valilaty G Dwisdy  Comeraniy  Sebot i
Pthacnon Pt s

Dedsction Report Summary Oveirids  Eaport Baception Repari  Bapsoed Susmamary Rigesri
T— F——— Wap— wimily  mmeeily S it N — -

raFa . LF. Lo Ltes B EERTHY

E ERROR: Pay duration and pay frequency are not a valid combination.

Meaning: Either the pay duration or the pay frequency value is not correct in the deduction

report.

Resolution: Check the values in the Pay Frequency and the Pay Duration fields.

a. Correct the incorrect value(s) and be sure to update this information in your payroll

system.
Contract Pay Pay
Term Frequency Duration

0 ~ 26 emq

If the employee is on a 26, 27 or 52 pay frequency, the pay duration can only be 12 or
LS. Select LS if the employee is going to receive a lump sum payment at the end of the
school year. If the employee is going to be paid throughout the summer, select 12.

If the employee is on a 21, 22, 41 or 42 pay frequency, the only valid pay duration
option is 10 since they will not be paid throughout the summer and will not receive a
lump sum at the end of the school year.
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b. Click Apply.

Edit Deduction Report Details Comments (1) Copy Selected AddNew Delete  Export i [==4 B Y X
More

Default View Filters

Search: Name (mattox) £3

Reported Reported Reported o
[] Emors SSN Name Last First Middle 9:;
Name Name Initial
XXX-XX-2222
O [} ®© MATTOX, MATT MATTOX MATT
XXX-XX-2222
O [ 1] (o] MATTOX, MATT MATTOX MATT

Total of all records

Export Exception Report  Export Sumrmary Report  Cancel  Apply Save
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Common Exception Messages

A deduction report can be submitted with exceptions; however, each exception message
needs to be read and addressed. Do not skip over exception messages.

Exception message What it means and what you need to do to resolve it

Member not The employee has not completed the online enrollment process as of the time
enrolled the exception report was run.

Resolution: Contact the employee and ask them to complete the online
enrollment process. You will need to provide them with their Enroliment
Assignment sheet.

Potential rate The MTRS believes the employee should be deducted at X% while the school
error: MTRS rate has the employee set up at a different rate, represented by Y%.

X%, School rate

Y% Resolution: If the school rate is:

1. a valid deduction rate (5%, 7%, 8%, 9% or 11%), do nothing at this
time. The MTRS will research the employee’s rate and will notify you and
the employee if the rate needs to be changed.

2. not a valid deduction rate (e.g., 13.62%, 7.74%, etc.), confirm that all
eligible earnings are listed in the appropriate fields on the deduction report.

a. If any earnings are missing, add them to the deduction report in the
appropriate field and click Apply to see if the exception message goes
away.

b. If the earnings are reported correctly, and:

i. deductions were taken on ineligible earnings, calculate the excess
deduction; add a comment stating what happened and when the em-
ployee will have the ineligible deductions reversed through payroll.

Example: Sally Smith was paid $453.92 for hourly tutoring which is not
eligible. Payroll accidentally took deductions on these ineligible earnings
causing this exception message. The deductions taken in error will need
to be reversed to the employee through payroll on a future pay date.

ii. deductions were not taken on eligible earnings, calculate the deduc-
tions owed; add a comment stating what happened and when you
will be collecting the owed deduction amount through payroll.

Example: John Smith was paid $4500 for coaching but payroll failed

to take deductions on these eligible earnings, causing this exception
message. Deductions will need to be collected for these eligible coaching
earnings through payroll.

iii. additional deductions were taken or refunded to the employee to
correct an error in a prior month; enter a separate adjustment record
(see Tab 23) and add a comment to the report explaining why the
adjustment was made.

Example: Steve Smith had deductions taken on ineligible earnings in a
prior month and payroll reversed deductions back to him in the current
month, causing this exception message. You would report the deduction
adjustment in a separate adjustment record.
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Exception message

What it means and what you need to do to resolve it

2% deduction
taken in error

The MTRS believes the employee is at a deduction rate that is not subject to
the additional 2% deduction.

Resolution:

= First, check to see if there is another exception message for the same
employee for the same pay date. If the employee ALSO has the exception
message “Exception: Potential rate error: MTRS rate 11% School rate Y%,”
You need to consider these two exception messages together.

o The school believes the employee’s deduction rate is Y% + 2%;
however, the MTRS believes that the employee’s rate is 11% and,
therefore, the MTRS is not expecting a 2% deduction. When these TWO
exception messages appear together, do nothing at this time. The
MTRS will research the employee’s rate (Y=7%, 8% or 9%).

= |f you see ONLY this exception message without the additional message
regarding the regular deduction rate, check your payroll system to see
why the additional 2% deduction is being taken when it appears it is not
required. If you are taking a deduction rate of 11%, no additional 2% is
required. Be sure to turn off the 2% deduction in your payroll system and
calculate the ineligible 2% owed to the employee. Add a comment to the
deduction report explaining how much of a refund the employee is owed
and when the deduction reversal will be processed through payroll.

Member’s rate and
R+ status are on
hold

This message typically means that the employee has transferred service
from another retirement board and the MTRS is awaiting the transfer and
R+ election to be made. Once the employee’s R+ election form has been
submitted, or the submission deadline has passed without an election, the
employee’s rate and R+ status will be taken off hold.

Resolution: No action needs to be taken on this exception message.

Combination of
Member name
and SSN does not
match the data in
our system

The value in the Reported Last Name field does not match the last hame value
in the Name field.

Example: The value in the “Reported Last Name” field (Jones) doesn’t match the
value of the last name in the “Name” field (Apple).

Name Reported Last Name

APPLETON, AMY SMITH-APPLETON

The values in the “Reported Last Name,” “Reported First Name,” “Reported Middle
Name,” and “Reported Suffix” fields come from your payroll system.

Resolution: The value in the "Name” field comes from the MTRS based on
the SSN provided in the deduction report.

If the information in each “Reported” name field is:
= correct, you do not need to do anything. Once the deduction report is
released, the employee’s name will be updated in the MTRS database.

= not correct, update it in the deduction report and also in your payroll
system.

= for a different person, call the MTRS to help rectify the situation.
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Missing Members

At the end of the Exception Report is a section entitled “Missing Members.” If someone is
listed under this section, it means that the employee is listed as an active employee of your
school district but does not have any records in the deduction report with a RecType of
“Normal” for the pay dates listed. Missing members need to be addressed before you can
submit the deduction report to the MTRS.

1. Check the pay date(s) for which the employee is missing.

Missing Members:

Missing a record for : Admin, Andy, XXX-XX-2001, Pay Date 09/14/2021. Note: If this person has taken a leave of absence, please update their event
Missing a record for : Admin, Andy, XXX-XX-2001, Pay Date 09/28/2021. Note: If this person has taken a leave of absence, please update their event

In this example, Andy Admin is missing a record on 09/14/2021 and 09/28/2021.

2. Check your payroll system to see if the employee was actually paid on each of the listed
dates.

a. If the employee WAS paid on the dates listed, check to see if MTRS deductions were
taken. If MTRS deductions:

i. WERE taken, manually add the records to the report. Also, ascertain why the
employee wasn’t included in the deduction report and make any necessary
changes to your payroll system to fix the omission going forward.

ii. WERE NOT taken and the employee was MTRS-eligible for the pay dates listed:

01. Update your payroll system to turn on the MTRS deductions so the required
deductions are collected on the employee’s remaining checks.

02. Manually add a record(s) to the report and enter a regular deduction of $.01.

03. Add a comment to the report detailing the error and the deduction amount
owed. Notify the employee of the error and contact the MTRS to discuss
collection of the makeup deductions.

iii. WERE NOT SUPPOSED to be taken because it was determined that the
employee was not MTRS-eligible for the pay dates listed, update the Effective
Pay Date field on their Contributing event to the proper date.

b. If the employee WAS NOT paid on the dates listed, check to see why they were
missed. If the employee:

i. No longer works for your school, or declined the position after you registered
them, enter a termination event for the employee (see Tab 3).

ii. Is on an unpaid leave of absence, create the LOA event in the employee’s account
(see Tab 3).

iii. Was accidentally left off payroll, add a comment to the report stating this and
note when the makeup check and deductions will be processed.
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Adjustment Records

Adjustment records must be added to a report when you have collected or refunded
deductions for an employee from a prior pay period. An adjustment record essentially
itemizes a deduction correction in the employee’s retirement account; there is no impact to

the employee’s service credit.

How to add an adjustment record

1. Filter for the person for whom you need to add an adjustment record so that you only
see this one employee (see Tab 11 for filtering). If the employee is not in the current
month’s deduction report, you will need to use the Add New function to create the

adjustment record (see Tab 10).

should be outlined on the page.

2. Make note of the total deductions PRIOR to making any changes. In the example
below, the regular deduction total is $687.58 and the 2% deduction total is $56.74. These
values should not change after the separate adjustment record is created.

Rec . Regular 2%

Type PayDape =1 Pieriond Do e Deduction Deduction

M-Normal - 09/22/2022 E 09/01/2022 E 11.0% 5493.79 531.37

N-Normal 09/08/2022 [%)  09/01/2022 [F] 11.0% $193.79 $25.37
$687.58 $56.74

3. Check the box next to the record that contains the refund or collection. The selected row

XXX-XX-0002

Rec Regular 2%
Q Errors SSN Name Pay Date = 1 Period Date Rate " g .
Type Deduction Deduction
[ ] ooxn00n GEBRA, AL N-Normal = 09/22/2022 8 ooso1/2022 () 11.0% $493.79 $31.37
4. Click Copy Selected.
Edit Deduction Report Details Comments (1) Copy Selected Add New  Delete  Export B ﬁ Y X
Customized View More Filt
Search: Name (gebra) €3 Sort: Pay Date (Descending) €3
Rec Regular 2%
9 Errors SSN Name Type PayDate =T Period Date Rate Deguc*tion Sk
o GEBRA, AL N-Normal = 09/22/2022 m 09/01/2022 m 11.0% $493.79 $31.37
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5. There will now be two records with the exact same Pay Date and payment information.

Rec Regular 2%
9 Errors SSN Name Pay Date =T Period Date Rate a s .
Type Deduction Deduction
GEBRA, AL N-Normal « 09/22/2022 09/01/2022 11.0% $493.79 §31.37
O o HXX-XX-0002 E m
XXX-XX-0002
[ 1] @ GEBRA, AL N-Normal ~ 09/2272022 [B  09/01/2022 [3  11.0% $493.79 $31.37
HXX-XX-0002
0 ] (o} GEBRA, AL N-Normal ~  09/08/2022 [  09/01/2022 ¥  11.0% $193.79 $25.37

6. On the record that is checked, change the Rec Type field to “Adjustment” from “Normal.”

Search: Name (gebra) Sort: Pay Date (Descending) €
. Regular 2%
Errors SSN Name Rec Type Pay Date = Period Date Rate

9 : el Deduction Deduction

O o — GEBRA, AL N-Normal o 06/22/2022 m 09/01/2022 m 11.0% $493.79 $31.37
XXX-XX-0002

[ 1] @ GEBRA, AL e A-Adjustment = 09/22/2022 ¥  o09/01/2022 3 11.0% $493.79 $31.37
XXX-XX-0002

O [:] (o] GEBRA, AL N-Normal - 09/08/2022 [§  o9/01/2022 [H]  11.0% $193.79 $25.37

7. Enter the following information into the new Adjustment record you just created:
a. Pay Date—Do not change this field if this is the pay date of the correction.
b. Period Date—

i. If you are adding an adjustment record to correct the deduction from one specific
pay date from a prior month, this field should show the date when the original
error occurred. For example, you are refunding money for an over-deduction
that happened on 06/24/2021, you would enter 06/24/2021 in this field.

ii. If the collection or refund is for many pay periods, enter the date of the first
pay period that it is covering. So, if you are collecting past due deductions from
05/01/21, 05/15/21, 05/29/21 and 06/13/21, you would enter 05/01/2021 into the
Period Date field since the first time the error occurred was on 05/01/2021.

01. The Period Date cannot be more than 36 months before the pay date. In cases
where the Period Date exceeds 36 months, please add a detailed comment
containing the correct Period Date.

c. Rate—This field cannot be changed.

d. Regular Deduction—Enter the amount of the regular deduction you have refunded or
collected. The number should be negative if you have issued a refund of deductions
and should be positive if you have collected deductions from a previous month.

e. 2% Deduction—Enter the amount of the 2% deduction you have refunded or
collected. The number should be negative if you have issued a refund and positive if
you have collected deductions from a previous month.
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f.  Installment—This field should be left blank.

g. Service Correct Code—This field should be left blank.

h. Base, Coach, Retro, Long, Stipend, Premium, Ineligible—If you are only correcting an
error in deductions and not in earnings, enter “.01” in the Base field, and delete
any values that are in the Coach, Retro, Longevity, Stipend, Premium or Ineligible
fields. If you are taking earnings back from an employee (i.e., employee was paid for
something in error and you are now recouping the earnings), enter that amount in
the appropriate field as a negative number.

i. FTE%—Do not change this field.
j.  FTE Code—Do not change this field.
k. Salary—Do not change this field.

1. Position—Do not change this field.

m. Contract Term—Do not change this field.

n. Pay Frequency—Do not change this field.

0. Pay Duration—Do not change this field.

p. Override—Do not change this field.

8. Select the other record for the same pay day that has a Rec Type of “Normal.”

Because the refund or collection is now represented in its own Adjustment record, the
Normal record that originally contained the refund/collection needs to be manually
corrected back to its original deductions based on that check’s earnings.

9. Click Apply.

Q Errors. SSN Name

Rec Type

PayDate =1 Period Date

Regular

2%

Total of all records

Export Exception Report

Deduction Deduction
GEBRA, AL N-Normal v 09/22/2022 09/01/2022 11.0% $193.79 $2537
L - XXX-XX-0002 ! 8 8
v GEBRA, AL AAdjustment +  09/22/2022 06/24/2021 11.0% $300.00 $6.00
= ° XXHHX-0002 ) ) : 8 :
XXHHX-0002
0 8 @ GEBRA, AL N-Nermal - po/08/2022 [ 09/01/2022 8 11.0% $103.79 $2537

$687.58

Export Summary Report  Cancel

$56.74

Apply Save
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10. Check the deduction total and make sure that it still matches the total you noted before
making the adjustment record(s). In the example below, you will see that the regular
deduction total is $687.58 and the 2% deduction total is $56.74. This matches the total
we had prior to adding the separate adjustment record, so we know that we have
successfully entered the correct values.

a. Total deductions BEFORE adding the adjustment record:

Rec Regular 2%
Pay Date = Period Date Rat
Type 3]' =1 . Deduction Deduction
N-Normal ~  go/22/2022 [3)  oos01/2022 [R]  11.0% $403.79 $31.37
N-Normal ~  09/08/2022 [  09/01/2022 [  11.0% $103.79 §25.37
$687.58 e $56.74

b. Total deductions AFTER adding the adjustment record:

Rec Type Pay Date = 1 Period Date Rate :::I:;:an i:du tion
A-Adjustment ~  00/22/2022 [T  06/24/2021 [%]  11.0% $300.00 $6.00
N-Mormal v 09/22/2022 E 09/01/2022 E 11.0% $193.79 $25.37
N-Normal w 09/08/2022 m 09/01/2022 m 11.0% $193.79 $25.37
$687.58 Q $56.74

11. Whenever an adjustment record has been added, a corresponding comment is required

a. Click Comments in the top right corner of the deduction report.

Edit Deduction Report Details Comments (1) Copy Selected  AddMNew  Delete  Export =) B T x
Custornized View More Flers.
Search: Name (gebra) €3 Sort Pay Date (Descending) €3
E Regular %
&SN Name Rec Type Date = Perlod Date Rate Instaliment
PayDate =1 Deduction Deduction
XH-XX-0002
(O] GEBRA, AL A-Adjustment - oo/zzizozz 3 oe/zdrzoz1 [F 10% $300.00 56.0 50.00
KXX-XX-0002
@ GEBRA, AL NeNormal oos2zizozz (B oorowzozz [ 110w 5193.79 52537 50.00
XAA-XX-0002
@ GEERA, AL N-Normal - 09/08/2022 m 09/01/2022 E 11.0% £193.79 82537 S0.00
£687.58 $56.74 $0.00
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Enter a comment. Start your comment with the employee’s name, as the comments

section is generic for the entire report. Without the employee’s name, the MTRS will
not know to whom the comment applies.

c. Click Posticon ( ).

Al Gebra - Adjustment record on 09/22/2022 is g
to collect unpaid deductions on a coaching
stipend paid on 06/24/2021. @

d. Click Close.

Comments (2) > Y x

SMURPHY

Al Gebra - Adjustment record on 09/22/2022 is to collect unpaid
deductions on a coaching stipend paid on 06/24/2021
10/20/2022

Edit Delete

Q.

| Close |
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Retiree Earnings Limit Calculator

The retiree earnings limit calculator allows an employer to establish the calendar
year earnings and time restriction limits for the retiree for ALL public employment in
Massachusetts. Employers are required to complete this each year with their working
retirees (even if the employee retired from another school).

1. Click Generate Retiree Earnings Limit Calculator from I would like to... menu on the
Home page.

1 would like to...

B3 Employer Information . R
Generate Retiree Earnings Limit Calculator
Retiroe Eamnings Limit Calculat

(Z) Payroll Calendar

£ Import History Impert a Deduction Report File >

I»

[ Deduction Reports

$ EFT & Payments
Make a Payment >
- Employee Roster S

Retiree Insurance

Selections
Register an Emplovee >
9 Insurance Deduction & e
0
History
[®) Insurance Rates g Yiew Retiree Inswance Selections >
[ Employer Reports
RunaReport >
o aun Retiree noe Deduction Mistory, Pending Encollment

Report, et

The calculator can also be accessed via the Employee Roster page.

2. Enter the retiree’s SSN (with or without the dashes) OR the retiree’s MTRS Member
Number.

3. C(Click Generate.

Retiree Earnings Limit Calculator Parameters X

SSN
999-88-9999) e

Member Number

The MTRS Calculation Worksheet for Post-Retirement Earnings form will be displayed.
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Section 1

1. Your District Name—Pre-filled.
2. User ID—Pre-filled.

3. Date Generated —Pre-filled.

E‘J’\:POLR?J\I(S’IRON 1) Dstrict name |GOTHAM PUBLIC SCHOOLS
2) User 1D [sMURPHYS00S |
3) Date generated [10119:2021 |
Section 2
1. Name of Retiree—Pre-filled.
2. Masked SSN—Pre-filled.
3. Member Number —Pre-filled.
4. Retirement Date—Pre-filled.
5. Retired from —DPre-filled.
6. Benefit Type—DPre-filled.
7. Title of position from which retired —Enter the retiree’s title at the time of their retirement.
8. Enter date of employment —Enter the retiree’s start date with your school.
MEMBER If the information below does not pertain to the member for whom you want to calculate Post Retirement

INFORMATION

information.

1)Nameofretiree . ............. ... ..... ast
First

2.) Social Security Number .. ... .. XXX-XX-XXXX
3. )Membernumber. ... ... ... L.
mm/dd/yyyy

4.) Retirement date

5.) Retired from

6.) Beneftype . ..cuircamatawsmy smstee e

7.) Title of position from which retired. . ... ... .. ..

8.) Enter date of reemployment........

Earnings please return to the ESS Forms search page and re-enter your search criteria. If the
information below appears to be for the correct member but the data does not match your records,
please contact your Employer Services Representative. Forfields 7 and 8, please enter the requested

|CHEMISTRY |

| wT]

[CHARLENE

|06/30/2005 |

|9005 - GOTHAM PUBLIC SCHOOLS

|RetirementPIus (RP) |

ITeacher

mmvddryyyy [10/15/2021] |
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Section 3

1. Enter salary for the current calendar year for the position from which the individual retired —
Enter the salary requested.

2. Current annual retirement allowance—Pre-filled.

3. Maximum allowable earnings in current calendar year —Pre-filled when you enter the
current salary in Section 3.1.

4. Enter projected total earnings from other MA gov’t entities in current calendar year—If the
retiree is also working for another MA government entity, enter those earnings here.

5. Enter Projected earnings total earnings from your school district in the current calendar year—
Enter the estimated earnings from your school.

6. Total Projected earnings for the current calendar year—Pre-filled when you enter values in
Sections 3.4 and 3.5.

7. Projected excess earnings form your school district—Pre-filled when the value in Section 3.6

is greater than the value in Section 3.3. A warning message will also be displayed below
this field.

SECTION 3

EARNING LIMITS  Please enter the information requested below. Please note that if the member's retirement application
has not been processed you will have to enter an estimated amount in #2. Please be sure to
enter all information based on a calendar year, not a school year.

1.) Enter salary for the current calendar year for

the position from which the individual retired: |S75~4°0-00 |
2.) Current annual retirement allowance

(please enter if this field is blank): |S50'131‘92 |
3.) Maximum allowable earnings in

current calendar year: |S40'268‘08 I
4.) Enter projected total earnings from other MA ISO<00 |

government entities in current calendar year:

5.) Enter projected total earnings from your school |S42,325400 |
district in current calendar year:

6.) Total projected earnings for the current calendar IS42'325‘00 I
year:

7.) Projected excess earnings from your school |52»°56-92 ]
district:

Based on your projections, this member will exceed his/her earnings limitations, and will be required
to pay back the excess.
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Section 4
1. Maximum number of allowable hours —Pre-filled.

2. Enter projected number of hours from other MA gov't entities in current calendar year—If the
retiree is also working for another MA government entity, enter those hours here.

3. Enter projected number of hours from your school district in current calendar year —Enter the
estimate of hours that the retiree will be working in your district.

4. Total projected hours in current calendar year—Pre-filled when you enter values in Sections
4.2 and 4.3.

5. Projected excess hours from your school district —Pre-filled when the value in Section 4.3 is
greater than the value in Section 4.1.

SECTION 4

HOURS LIMITS Please enter the indormation requested below. Please be sure to enter all indormabion based on a
calendar year, and not a school year

1.) Maximum numbder of allowadie hours [p600 |
2.) Enter projected number of hours from other MA

0
govermment entibies in current calendar year P ]

3.) Enter projected numder of hours from your school F’OO ]
distnct In current calendar year

4) Total peojected hours in current calendar year F700 ]
]

5.) Projected excess hours from your school distnct P‘ﬂ Applicable

Section 5

1. Retiree Signature—Retiree should sign here.
2. Date—Retiree should enter date of signing.
3. School District Official Signature—School representative should sign here.

4. Date—School representative should enter date of signing.

SIGNATURES

Please sign below and print copies for your records:

Retiree Signature: ’X :

Date : / /

School District Official b(
Signature: /

Date 7 / /
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Print MTRS Calculation Worksheet for Post-Retirement Earnings form

1. Click the Download icon ( &) in the top right corner.

S BITOIONIRS AT © 1 8174790081
AT S hd1 TN

MAN OFFICE One Charles Park, Cambridge. NA 027421206
WESTIAN FECIONAL OFFICE One Monanch Mace ‘prngield NA 011444000

MTRS Calculation Worksheet for Post-Retirement Earnings

INSTRUCTIONS TO PAYROLL OFFICER:

MTRS This calculator wil help you develop an estimate of the el of allowed poslrefeement aamings asd
- hours. he accuacy of which will vary depending on he accuracy of the data isput by the user
BETIREMENT SYSTAM Futhemane, data pee-popuated by MyTRS i subject to change The calculiter can yield only an estimate
and should nat Be relied upen o imporant dacisions. For 2 more definlive estimate. please contact he

MTRS

MALSA MM TS TLAC RS

Our recerds 4o not indicate that a retirement applicasion for the member named below has been fled It is
possitie hat due % the high volume of refremant applications that our ofices receive, the member's
application is In queve for an intial review and has rot yet Been logged b owr system Since this membaer's
reteement application has not yet been processed. we cannot pre- populste cectain fiskds on his form
Plaase note that you will be required 10 enter an amourt for “Carrent Anrual Reticement Allowance’ in order
80w this form ot this time

EMPLOYER 1.) District name [GOTHAM PUBUC SCHOOLS |

INFORMATION
2) Usec ID [SMURPHYS005 ]

3 ) Date generated

2. The form downloads as a PDF document.

amings Limi Calc... pof e wal X

PMTRSSATT) = bas 6176791661

MAN CFFICE One Charles Park, Cambridige, MA 021421206

WLSTURN FLGIONAL OF L One Momasch Pace, Sornateld VA 91144 4008

MTRS Calculation Worksheet for Post-Retirement Earnings

61762
©AIBTBAATIY - Fand) D TBANIO7

INSTRUCTIONS TO PAYROLL OFFICER:

MTRS‘ This calculator wil help you develop an estimate of the kmit of alowed postretroment samings and
hours. e accuracy of which will vary depending on Be accuracy of the data ingut by e user
B v . Fudermare, data pre-populated by My TRS Is subject %o change The calculator can yield only an estimate
and showd not be rebed wpon for Important decisions. For a more defintive esSmate, please contact the

MTRS.

Our rocords 6> not Indicate hat  resrement appication 43 Se member named below has been Sled 1t s
possibie Bat. due 1o he high volume of retrement appications that cur offices receive. the member's
application i in quess for an ntial swview and his not yat baen 155304 In our system. Siace this member's
utieamant appBcaion his Bl yul e prOCEsIad. we CANNEL pre- populate cantkin Selds co this form
Phaase note that you will be reqeired 10 4nher an ameunt for ‘Cusreat Anesl Rutiramant Alowincy i oo

% ube this form at this time

EMPLOYER
1) Disarict [GOTHAM PUBLIC SCHOOLS
INFORMATION ) Dskict name [ ]
22w
R
MEMBER If the Information below does nat pertain 10 the member for wham you want to calculate Post Retiremant
INFORMATION Eamings glease reterm 10 B ESS Forrms search pags aad re-semee your aach crimda ¥ he

information below appears 1o be for e comect member but the data does not match your recosds,
please contact your Employer Services Representative. For fiekds T and 8, ploase enter the requested
information

ot [CEMISTRY
Fine [CHARLENE " z]
2) Secial Security Number oo POK-XX-T475

150666

|

1) Nama of reree

3) Member number

3. Open the PDF and use File > Print menu to print the document to be signed.






TAB 25



Deduction Reporting in MyTRS | MTRS Employer Training Guide—Tab 25 179

Monthly Deduction Reporting Checklist

Below is a checklist designed to walk you through the steps required to process a monthly MTRS
deduction report.

O Make payment to the MTRS via EFT or mail a paper check and submittal form. (Tab 4)
O Import and Process your MTRS deduction report. (Tab 6)

O Asneeded, correct errors and re-process the file. (Tab 6)
O Resolve errors and exceptions from the Exception Report.

O Make sure your deduction report total matches your payment total. (Tab 18)

O Click Validate before opening the deduction report in Edit mode. (Tab 7)

O Export an Error Summary report to see the volume of records, errors and exceptions
(Tab 17)

O Export/Print an Exception Report to review. (Tab 8)

O Resolve all errors. (Tab 20)

O Review all exceptions and make any needed corrections. (Tab 21)

O Make corrections as needed to resolve any “Missing Members.” (Tab 22)

O Provide comments for any adjustment records, missing members who are really
missing or any members with complicated circumstances that need further
explanation. (Tab 16)

O Export an Error Summary Report to make sure there are no remaining errors.

O Errors Total should be “0.” (Tab 17)

O Set report status override to “Yes” to confirm that the data in the report is accurate and
all errors and exceptions have been addressed. (Tab 18)

O Make sure your deduction report total still matches your payment total. (Tab 18)

O Submit your deduction report. (Tab 18)



