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Training sessions being offered in the Summer of
2024

= Deduction reporting deadlines and requirements
= Payments including EFTs
= The three report statuses

= The payroll calendar
= Deduction Report Editor

= Third-level errors / exceptions
= Demo of MyTRS: Imports and fixing an import
= Review
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Training sessions scheduled during the

summer of 2024

= Monthly Reporting, Submitting Your Initial Report to
Pending ((€oday/s'session)
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Statutory monthly reporting deadline

= Reports and payments are due each month by the
10th for the prior reporting month (ie. Sept
report/payment is due Oct 10t%) in accordance with
¢ ‘ M.G.L. c. 32, §22(i)

M = (i) In the case of teachers who are members of the
ON teachers' retirement system, the various amounts
TH withheld for any month for deposit in the annuity
Ly savings fund of such system shall, together with
proper vouchers therefor, be transmitted by the
disbursing authorities to the secretary of the
teachers' retirement board on or before the tenth
day of the next succeeding month.
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Statutory penalty for reporting late

= The MTRS is empowered to request compliance
assistance from the superior court in accordance with
M.G.L. c. 32, §18(1A)

3 ‘ = (1A) Filing of Reports and Penalties for Failure to File. —
The treasurer or other disbursing officer in charge of
payroll in any governmental unit or agency to which a
system pertains, upon request from the board or the
NT commission shall submit such written information as

the board or the commission consistent with the law. If
the board or the commission determines that there has
been unreasonable delay in filing of any such required
information, the board or the commission shall so notify
in writing such treasurer or other disbursing officer. If
within thirty days thereafter, the board or the
commission has not received such required information,
it shall so notify the treasurer or other disbursing officer
/ and the chief executive officer for the governmental unit.
[ The board or the commission may petition the superior
court to compel compliance with this section and
enforce the penalty thereunder.

H shall be required by the provisions of section one to
y‘ twenty-eight, inclusive, or by rules and regulations of

Monthly Deduction Reporting - Initial to Pending

Monthly reporting regulation

= The MTRS has a monthly reporting regulation 807
CMR 5.00

= 807-5.02: Monthly Deduction Reports
‘ = (1) Each governmental unit with employees who are

members of the Massachusetts Teachers’ Retirement
M System shall report to the Executive Director of the
N Teachers’ Retirement Board on or before the tenth day
of each succeeding month the various amounts withheld

EPO = (2) Each governmental unit shall submit monthly reports
T in an automated format prescribed by the Teachers’
Retirement Board.

HL y‘ for the deposit in the annuity savings fund.

(3) Any governmental unit which withholds contributions
from 50 or less members may request authorization to
submit written monthly deduction reports. Such a
request shall specify the reason(s) which prohibits
/ automated reporting. The granting of such a waiver
[ shall be at the discretion of the Board.

REGULATORY AUTHORITY 807 CMR 5.00: M.G.L. c. 15, § 16.
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Reporting requirements

Deduction reports must be submitted electronically
through MyTRS (no paper reports).

Payments can be submitted online via EFT or paper
check mailed with an MTRS submittal form to the
lockbox. Do not send anything else with your check

a

MON and do not send payments to our main office.

Monthly payments must match the total of the
monthly deduction report prior to submission to
Pending.

= You can make multiple payments but there is only one
report each month, per statute and regulation

FZ
_—

The MTRS wants to work with employers not against

employers, we're always more interested in helping
you succeed than reporting a struggling employer,
/ please work with us so we can provide your

—~——

/ employees with the benefits they have earned
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EFT Payments

MyTRS allows employers to create a direct debit to
withdraw funds from their payroll deductions
account to fund their report (safer than mailing a

check)

The process works just like making online payments

when someone is paying utility bills etc.

Employers store an account in MyTRS

Each month (or payroll), an employer rep initiates a
payment in MyTRS to be deducted via EFT

The next morning the MTRS processed a file through
the ACH to collect the payments

Payments can be cancelled until 6:45 pm, on the
day they are entered
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Deduction reporting statuses

Once your monthly text file has been successfully
imported in MyTRS, it will have one of three statuses:

Initial - The file has imported successfully, and all

address updates reported for this month have been
updated in our system. It is solely the employer’s

Wlomth{y responsibility to verify the deduction total, make any

required corrections or updates and submit the report to

Veport Pending.

Pending - The file has been submitted by the employer

and it is now Pending approval, at this stage it is the
Employer Services Unit’s (ESU’s) responsibility to review

/ the information and ensure it’s correct. Reports with
\/ many issues will be Rejected to Initial status for further
corrections and resubmission by the employer

Released - The file has been reviewed and approved by

the ESU and the financial information has been Released
into the members’ accounts (including the associated
creditable service).

11
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5 Ermploy

Monthly Deduction Reporting Checklist

d o vwalle you through the steps sequired 16 pro

sume there are no emaning errors
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The payroll calendar

= The payroll calendar enables employers to inform
the MTRS of their pay dates for every pay frequency

and assists MyTRS with tracking records for active
employees and missing employee records

Each pay frequency needs a distinct calendar, lump

sum pays are not a distinct frequency

= Each calendar must be setup for a calendar year

Old calendars must stay in the system for the
creditable service estimator

Dates can be generated, added or deleted as
needed
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Lump-sum and summer pay dates

Pay frequencies of 20-23 or 40-44 need the summer
dates deleted not checked off and the pay duration

W

should be “10” for those employees.

Employers who implement a lump-sum pay date,
need to make sure the summer dates are checked

off

= The lump-sum date should be the last date prior to

the dates which are checked off

= If the lump-sum payment is paid on an off-cycle

b date (typically the last day of school), that date
= needs to be added to the calendar

Employees receiving a lump-sum need a pay

duration of “LS”
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Deduction Report Editor

To get to the DRE, click on Deduction Reports

Once your file is in Initial status, you access it using
the Deduction Report Editor where you begin the

third-level validation process.

When a report is in Initial status, the report is not
considered submitted. The employer is responsible

for:

reviewing the report’s total balance and comparing
the report to the corresponding payment,

= reviewing the report’s accuracy,

= checking for potential issues detected during the
testing process,

= for resolving data issues causing errors and (when
applicable exceptions),

= adding required comments and,

= submitting the report.

= See the checklist for a complete list of responsibilities
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Deduction Report Editor cont.

= Apply vs. Save

= It is crucial that employer users hit Validate before
entering a report in edit mode so the errors and/or

exceptions have been completely updated.

MyTRS currently only checks the records that were
modified in the Deduction Report Editor on Apply or

Save, and it does not recheck the roster or calendars
for records that have not been modified in the editor.
This modification was implemented to make the save
process more efficient.

Examples of exceptions which require a user to now
hit Validate to update:

= Duplicate member records (once one of the two

records is fixed)
= Missing members
= Member Status related errors

Monthly Deduction Reporting - Initial to Pending 18
DRE - Errors and Exceptions cont.

= Users can export an errors/exceptions report in .csv
format to organize and target exceptions and errors

= Two distinct types of status indicators:

= Error: A report cannot be submitted containing
an error

= Exception: MTRS may accept a report with
exceptions if the information being reported is

accurate and the exceptions are explained and
reasonable
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Deduction Report Editor cont.

= Deduction reports must match their associated
payment before being submitted for review

= Deduction Reports can be filtered using the filter on
the top right of the screen

= Most deduction reports require comments to explain

employment reporting situations such as

Adjustment records

Salary adjustments

Situations triggering pro-rata pay

True missing member exceptions

Skewed deduction rates
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Third-level error/exceptions

The third-level validation is the sophisticated data
quality and accuracy verification process. In this step,

MyTRS runs a series of tests to verify the accuracy of
the data in your report.

These tests:

= compare your report’s financial data fields to each
other then MTRS records,

compare contract and demographic data in the file to
MTRS records,

identify members who never enrolled with MTRS and

identify employees that appear to be missing from the

deduction report

Prior to submitting the deduction report to the MTRS,
employers correct all errors and correct or explain all

exceptions listed in the deduction report details
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Common third-level errors:

= ERROR: Base earnings do not match salary, based
on the FTE and Pay Frequency reported. Please
ensure those fields are correct. If they are, please

use a SC correction code.

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 FTE correction code.

ERROR: This member's current status/event is
Termination-Voluntary. Please either: 1) contact your
MTRS Representative to correct the event, or 2) if
this member has been re-hired in your district,

please register your member for this new
employment, or 3) if this is a retroactive payment,
please change this record's transaction type to "R".
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Common third-level errors: cont

payroll calendar for this pay frequency. Please
update your calendar.

ERROR: Regular deduction is negative

valid combination

ERROR: Record has no earnings or deduction
reported

ERROR: Pay date cannot be found on your district

ERROR: Duplicate record found in member history

ERROR: Pay duration and pay frequency are not a
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Common third-level exceptions:

based on the FTE and Pay Frequency reported.
Thank you for providing an SC correction code;

School rate 11.00%

EXCEPTION: Potential rate error: MTRS rate
11.00% School rate 12.71%

$29.76 Reported $0.00

EXCEPTION: Adjustment record detected

SSN does not match the data in our system

EXCEPTION: Member not enrolled.

EXCEPTION: Base earnings do not match salary,

please confirm that it is correct before submitting.

EXCEPTION: Potential rate error: MTRS rate 9.00%

EXCEPTION: Potential 2% rate error: Expected

EXCEPTION: Combination of Member name and
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Monthly Deduction Reporting Checklist

Report 0 make sure there are no remaining errors

O et report satus overide o Ve (o comfrm that the data i the report s accurste and
! addressd. (Tob 18)
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Demo: MyTRS Deduction Report Editor
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Review

Deduction Reports and Payments are due by the
10th of the following month.

Click Validate before entering reports

Run the Errors/Exception Report to identify issues.

a

Address all errors and exceptions.

Click Apply to commit changes as you make

— corrections.

Check your filters or run the Error Summary
report to make sure all errors are corrected.

Make sure all required comments were added

Make sure missing members are resolved

Ensure the report and payments match.

Submit your report!

26
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You are a key partner in helping us

administer your employees’ benefits

Determining MTRS membership eligibility

Registering your employees, track enrollment

Understanding “regular compensation”

Reporting members’ retirement deductions

Informing the MTRS of changes in employment
status

Completing service purchase applications

Verifying service and retaining records

Refund and retirement applications
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Questions?
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