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GENERAL
These instructions document the monthly reporting and remittance procedures for the 3 retirement plans: 

· Employee Retirement System (ERS) plan

· Teachers Retirement System (TRS) plan

· Georgia Defined Contributions (GDC) plan

Full time employees may select either the Employee Retirement or the Teacher’s Retirement plans, but must chose one.  Part-time employees are limited to and automatically enrolled in the Georgia Defined Contributions plan.
EMPLOYEE RETIREMENT SYSTEM (ERS)
The Employee Retirement System (ERS) maintains the funds for the ERS plans.  Only full time employees can participate in an ERS plan.  There are currently two closed plans and one open plan (E20AR+, E2NAR {both closed from further enrollment} and GSEPS). The employer share (contribution) and the employees’ deductions are reported to ERS at the end of every month via their website.  These reported amounts are then transferred from the Treasury to ERS via the Treasury’s Allotment Request Information System (ARIS). 
Access

A login UserID and Password must first be established on the ERS Website to gain access to the ERS reporting documents and to be able to submit the monthly reports.

· Go to www.ersga.org
· Select Employer>Sign Up  The employer ID is 415

· Follow the instructions on the panels to establish the UserID and password.

· Set-up the Log-in screen as a short cut on the DeskTop.
Documents

Retirement Report (BN4150555X) 
This report is available on the last day of the month and contains: 


· A list of employees with ERS deductions collected during normal processing (on-cycles)

· A list of employees with ERS deductions collected during special processing (off-cycles)

· A Company Totals page

The amounts included on each list and on the Totals page are:

· Calculated Base: base salary used to calculate the deduction and employer ERS share

· Monthly EE Deduction: employees’ monthly deduction amount

· Monthly ER Pickup: applies to the old ERS plan only representing an additional employer share

· Monthly ER Share: employer’s contribution amount for the month

Amounts are detailed by plan:

· E2GAR: The GSEPS plan

· E2NAR: The ERS plan in effect between the ‘old’ plan and the GSEPS plan

· E2OAR+: The ‘old’ ERS plan

· Total ERS non-GSEPS (total E2NAR and E2OAR+)

· Total ERS GSEPS (GSEPS only)

Monthly Salary and Contributions Summary Report

The report produced on the ERS website after the monthly contribution and deductions information has been entered into the website’s panels.  

Allotment Request (ARIS)
www.georgia.gov >Agencies> Treasury and Fiscal Services, Office of>Allotment Request Intranet System

This is the electronic request to release the funds from the Treasury to ERS for the employer contribution and the employees’ deduction amounts.  Two Requests are completed and submitted: one for the contribution amount and one for the deduction amount.

Fringe Sheet

See HRPYR-PYR-BAL-20.  Reconciled to the ERS Summary Report and used to complete the ARIS requests.
Procedure

	Step
	Activity

	1
	Print BN4150555X, Retirement Report

                     - Go to Document Direct and open BN4150555X
· Click on VIEW> Font = 7>OK

· Click on PRINT>Set-up>Landscape>OK

· Click on ALL pages

· Copies = 1

-    Click on OK to print

	2
	Calculate and place the following totals on the BN4150555X, Retirement Report the

· E2GAR line: Monthly EE Deduction + Montly ER Share

· E2NAR line: Monthly EE Deduction + Montly ER Share

· E2OAR+ line: Monthly EE Deduction + Monthly ER Pickup + Monthly ER Share

· Company Total line:  Monthly EE Deduction + Monthly ER Pickup + Monthly ER Share (cross check 3 E2xxxx line totals with Company line total)
· E2NAR line total + E2OAR+ line total
· ERS non-GSEPS Total line: Monthly EE Deduction + Monthly ER Pickup = Total Employee contribution

· ERS non-GSEPS Total Line: Monthly EE Deduction + Monthly ER Pickup + Monthly ER Share = E2NAR line total + E2OAR+ line total)
· ERS GSEPS Total Line: Monthly EE Deduction + Monthly ER Share = E2GAR line total
· Total non-GSEPS for the month + Total GSEPS for the month = Company Total line total


	3
	Reconcile the totals on the Retirement Report to the Fringe Report (HRPYR-PYR-BAL-20)
· Company Total Line = Fringe EE total

· Company Total line Monthly ER Share (step 2) = Fringe ER total

· Company Total line Monthly overall Total = Fringe EE + ER total

	4
	Open the ERS LOG IN site and log in

	5
	Click on Maintain Monthly Summary Report

	6
	On the ERS-AR line, click on the Report Month date 

	7
	Complete the ERS-AR report using the BN4150555X, Retirement Report Company Totals page 
 E2OAR+ and E2NAR lines

          -  E2OAR+ Employee Count ( Old Plan Members

          -  E2NAR Employee count ( New Plan Members

    -  E2OAR+ Base ( Old Plan Salaries

    -  E2NAR Base ( New Plan Salaries

    -  E2OAR+ ER Share ( Old Plan 5.66% 

    -  E2NAR ER Share ( New Plan 10.41%

    -  E2OAR+ EE Deduction ( Old Plan 1.50%

    -  E2OAR+ ER Pickup ( Employer Pickup

    -  E2NAR EE Deduction ( New Plan 1.50%      



	8
	Click on SAVE bar (DO NOT click on Calculate bar)
The Net Payment Due shown should equal the 555X ERS non-GSEPS Total line total.



	9
	Click on Employer Desktop (upper left hand corner)

	10
	Click on Maintain Summary to return to Summary.  Review figures and Net Payment.  If not correct, make the necessary corrections to the Monthly Summary Report and repeat the previous 2 steps and this step before proceeding.

	11
	Click on Return to Summary Report List

	12
	Review figures shown on ERS-AR line. Compare these to the 555X totals arrived at in Step 2
       Net Salary = ERS non-GSEPS Calculated Base

       Total EECON = ERS non-GSEPS Total Employee Contribution

       Total ERCON = ERS non-GSEPS Monthly ER Share

       Net Payment Due = Total ERS non-GSEPS for the month 

    If correct, click on the SUBMIT to ERSGA bar to wire the contributions.
    Otherwise, return to the Summary, make the necessary corrections and repeat the previous 4 steps.

	13
	Click on View Summary Report History

	14
	Select the current report by Report Month

	15
	Print a copy and SAVE AS the report in the current year’s  ERS folder (H:\Payroll Process & Procedures\ERS) as [month] non-GSEPS Summary Rpt where [month] is the current report month abbreviation (e.g., Jan).


	16
	Click on Maintain Monthly Summary Report

	17
	On the ERS-GAR line, click on the Report Month date 

	18
	Complete the ERS-GAR report using the BN4150555X, Retirement Report Company Totals page 

 ERS GSEPS Total line

          -  Employee Count ( Total Members

    -  Calculated  Base ( Total Membership Salaries

    -  Monthly ER Share ( Base Coverage 6.54 % 

    -  Monthly  EE Deduction ( Base Coverage 1.25%

	19
	Click on SAVE bar (DO NOT click on Calculate bar)

The Net Payment Due shown should equal the 555X ERS GSEPS Total for the month arrived at in Step 2


	20
	Click on Employer Desktop (upper left hand corner)

	21
	Click on Maintain Summary to return to Summary .  Review figures and Net Payment.  If not correct, make the necessary corrections to the Monthly Summary Report and repeat the previous 2 steps and this step before proceeding.

	22
	Click on Return to Summary Report List

	23
	Review figures shown on ERS-AR line. Compare these to the 555X totals arrived at in Step 2

       Net Salary = ERS GSEPS Calculated Base

       Total EECON = ERS GSEPS Total Employee Contribution

       Total ERCON = ERS GSEPS Monthly ER Share

       Net Payment Due = Total ERS GSEPS for the month  

If correct, click on the SUBMIT to ERSGA bar to wire the contributions.

Otherwise, return to the Summary, make the necessary corrections and repeat the previous 4 steps.

	24
	Click on View Summary Report History

	25
	Select the current report by Report Month

	26
	Print a copy and SAVE AS the report in the current year’s  ERS folder (H:\Payroll Process & Procedures\ERS) as [month] GSEPS Summary Rpt where [month] is the current report month abbreviation (e.g., Jan).

	
	Note: Although there are 2 Summary reports produced and submitted to ERS, the non-GSEPS and GSEPS totals are remitted in one (1) Allotment Request.  The sum total of both of the Summary reports must equal the amount remitted on the Allotment Request.

	27
	Sign on to Office of the Treasury ARIS 

	28
	Complete and submit the Allotment Request for the Contribution 
· Transaction Type = ERS

· Amount = ER total from Fringe sheet (must equal 555X Company Total line total)
· Classification = C

	29
	SAVE AS the ARIS confirmation in the current year’s ERS folder (H:\Payroll Process & Procedures\ERS) as [month] Contrib Rpt

	30
	Print 2 copies of the confirmation report

	31
	Complete and submit the Allotment Request for the Deductions 
· Transaction Type = ERS

· Amount = EE total from Fringe sheet

· Classification = D

	32
	Print 2 copies of the confirmation report

	33
	SAVE AS the ARIS confirmation in the current year’s ERS folder (H:\Payroll Process & Procedures\ERS) as [month] Ded Rpt

	34
	Package the Summary Reports, the BN4150555X report and a copy of the Allotment confirmations together and file in the ERS folder

	35
	Deliver a copy of Confirmations to Accounting


GEORGIA DEFINED CONTRIBUTIONS

The Employee Retirement System (ERS) maintains the funds for the Georgia Defined Contribution (GDC) plan.  Only part-time employees can participate in the GDC plan.  The employees’ salaries and deductions are reported to ERS at the end of every month via their website.  The total deduction amount is then transferred from the Treasury to ERS via the Treasury’s Allotment Request Information System (ARIS). 

Access

Access is through the ERS website.  See the Employees Retirement System Access section above for instructions.
Documents

Retirement Report (BN4150554X) 

This report is available between the 29th of the report month and the 1st of the following month and contains: 


· A list of employees with GDC deductions collected during normal processing (on-cycles)

· A list of employees with GDC deductions collected during special processing (off-cycles)

· A Company Totals page

The amounts included on each list and on the Totals page are:

· Salary: employees’ salary during the month

· Monthly EE Deduction: employees’ monthly deduction amount

Monthly Salary and Contributions Summary Report

The report produced on the ERS website after the monthly salary and deduction information has been entered into the website’s panels.  

Allotment Request (ARIS)
www.georgia.gov >Agencies> Treasury and Fiscal Services, Office of>Allotment Request Intranet System

This is the electronic request to release the funds from the Treasury to ERS for the employees’ deduction amounts.  

Fringe Sheet

See HRPYR-PYR-BAL-20
Procedure

	Step
	Activity

	1
	Print BN4150554X, Retirement Report

                     - Go to Document Direct and open BN4150554X
· Click on VIEW> Font = 7>OK

· Click on PRINT>Set-up>Landscape>OK

· Click on ALL pages

· Copies = 1

-    Click on OK to print

	2
	Reconcile the totals on the Retirement Report to the Fringe Report (HRPYR-PYR-BAL-20)

	3
	Open the ERS LOG IN site and log in

	4
	Click on Maintain Monthly Summary Report

	5
	On the GDC-GD line, click on the Report Month date 

	6
	Complete the Report using the BN4150554X, Retirement Report Company Totals page 

                Retirement Report              Summary Report Panel
                  Employee count           (      Members
                  Salary                           (      Total Membership Salaries
                  Monthly EE Deduction  (      Base Coverage: 7.50%

	7
	Click on SAVE bar (DO NOT click on Calculate bar).  The Net Due will remain zero, but will appear on the Summary Report.

	8
	Click on Employer Desktop (upper left hand corner)

	9
	Click on Maintain Summary to return to Summary .  Review figures and Net Payment.  If not correct, make the necessary corrections and repeat the previous 2 steps and this step before proceeding.

	10
	Click on Return to Summary Report List

	11
	Review figures shown on GDC-GD line. 

    If correct, click on the SUBMIT to ERSGA bar to wire the contributions.

    Otherwise, return to the Summary, make the necessary corrections and repeat the previous 4 steps.

	12
	Click on View Summary Report History

	13
	Select the current report by Report Month

	14
	Reconcile totals on Summary Report to the Fringe sheet

           Summary Report           Fringe ERS

         Contribution Total (5) = Total Defined Contribution


	15
	SAVE AS the report in the current year’s GA Defined Contribution folder (H:\Payroll Process & Procedures\GA Defined Contribution) as [month] Summary Rpt where [month] is the current report month abbreviation (e.g., Jan).

	16
	Sign on to Office of the Treasury ARIS 

	17
	Complete and submit the Allotment Request for the Contribution 
· Transaction Type = Defined Contributions (DCP)
· Amount = Monthly Summary Report, Line 5 – Contribution Total
· Classification = D

	18
	Print 2 copies of the confirmation report

	29
	SAVE AS the ARIS confirmation in the current year’s GA Defined Contribution folder (H:\Payroll Process & Procedures\GA Defined Contribution) as [month] Contrib Rpt

	20
	Package the Summary Report, the BN4150554X report and a copy of the Allotment confirmation together and file in the GA Defined folder

	21
	Deliver a copy of the confirmation to Accounting


TEACHERS RETIREMENT SYSTEM (TRS)
The Teachers Retirement System (TRS) maintains the funds for the Teachers Retirement plan.  Only full-time employees can participate.  The employees’ salaries and deductions and the employer’s contribution share are reported to TRS at the end of every month via their website.  The total contribution amount is then phoned into the Bank of America via the bank’s Touch-tone and Voice Deposit Reporting system.
Access

Access to the monthly reporting system is through www.trsga.com.  A UserID and password must be established the first time the website is accessed.
· Go to the website

· Account login>Employer>Sign up

· Follow the instructions for setting up a userid and password

· The Employer ID is 415

Once that is accomplished, set-up the Log-in page as a desktop icon for easy access.
Documents

Teachers Retirement System Monthly Report (BN4150012X) 
This report is available on the 2nd day of the month following the report month.  The report is a change report that details those employees whose PeopleSoft record shows them enrolled in TRS during the previous and/or the current report month.  Previous and salary, previous and current contributions and the difference in the contribution between the previous month and the current month are shown for each employee.  Company totals for each of these categories is also detailed at the end of the report.
Turnaround Around Report
A list of the employees, their salary and monthly contribution as maintained in the TRS system.

Summarization of Monthly Report
The report created by the TRS system after the salary and contribution information has been entered into the update panel.
Deductions Register (PY4150001)
Each pay period for deduction code TRSR is required only when there is a discrepancy in the salary totals between the Turnaround Report and the BN4150012X.  

Touch-Tone and Voice Deposit Reporting form

The Bank of America form containing instructions for reporting the monthly contributions to the bank over the phone.
Procedure
	Step
	Activity

	1
	Reconcile the BN4150012X to the Fringe sheet (HRPYR-PYR-BAL-20)

	2
	Print BN4150012X, Teachers Retirement System Monthly Report

                     - Go to Document Direct and open BN4150012X
· Click on VIEW> Font = 7>OK

· Click on PRINT>Set-up>Landscape>OK

· Click on ALL pages

· Copies = 1

                    -    Click on OK to print

	3
	Login to the TRS website

	4
	Select and print the Maintain Turnaround Report.  
Select Return to Turnaround List

	5
	Reconcile the individual employees and their salary and contribution as shown on the Turnaround Report with the employees and their salary and contribution as detailed on the Monthly Report (BN4150012X).  See the Reconciling the Turnaround Report section below for further instructions on handling differences between the two reports.      

	6
	Click on Employer Desktop

	7
	Click on Maintain Summarization Report

	8
	Complete the Summarization of Monthly Report using the Company Totals line of the BN4150012X report and the Fringe Sheet, TRS section
        .     

   012X Monthly Report                     TRS Monthly Report
          Current Salary                     (    Ln. 1  Total TRS Salaries

          Current Contributions          (    Ln  6  Total Employee Contributions
  Fringe Sheet

          TRS ER total                       (    Ln 4a Total Employer Cont       

	9
	Click on the SAVE bar to have line 11b. Net Payment Due calculated
    - Fringe Sheet TRS total = 11b. Net Payment Due

	10 
	Click on Return to Summary Report List

	11
	Review figures across the TRS line

	12
	Click ON the check box next to the current month’s report

	13
	Click on Submit to TRS bar to wire the Monthly Report

	14
	Click on View Summary Report History

	15
	Select and open the current report by Report Month

	16
	Print 2 copies of the returned report 

	17
	SAVE AS the report in the current year’s TRS folder as [month] Summary Rpt where [month] is the reporting month’s abbreviation (e.g. Jan.)  H:\Payroll Process & Procedures\TRS

	18
	Click on Employer Desktop

	19
	Click on Maintain Turnaround Report

	20
	Review figures across TRS line

	21
	Click ON the check box next to the current month’s report

	22
	Click on Submit to TRS bar to wire the Monthly Report

	23
	Click on the date in the Report Month column

	24
	Go to the bottom of the list and click on View in printable format

	25
	Print 2 copies of the returned report 

	26
	SAVE AS the report in the current year’s TRS folder as [month] Turnaround Rpt where [month] is the reporting month’s abbreviation (e.g. Jan.)  H:\Payroll Process & Procedures\TRS

	27
	Click on Return to Turnaround List

	28
	Complete the Bank of America Deposit form
· TRS Summarization of Monthly Report, Line 11 = System Client: ‘You have entered …..
· Check Digit calculation:  sum of the individual numbers in the amount due + number of digits in the amount due (e.g. 80,873.71 = 8+0+8+7+3+7+1 = 34 + 7 ( check digit 41)                                      

	29
	Call in the deposit.  Write the confirmation number on the Deposit form

	30
	Package and file the a copy of the Summarization, Turnaround Report and the BN4150012X in the TRS folder

	31
	File the Deposit form in the TRS Transfers folder

	32
	Deliver a copy of the Summarization and Turnaround Reports to Accounting


Reconciling the Turnaround Report
 Note: To open the employee’s record in the TRS system, click on the name on the Turnaround Report.
	On Turnaround Rpt?
	On Monthly Rpt?
	Other
	Action

	Yes
	No
	Employee’s salary and contribution amounts are zero
	Make a note in the employee’s TRS record to have the name removed from the report
· Check employee’s status in JOB to obtain the effective date and reason
· Open the employee’s TRS record

· Click on the Comments tab and enter a note:

‘Employee [retired, terminated, deceased] effective mm/dd/yyyy.  Remove from report’



	Yes
	No
	Employee has salary and contribution amounts on the Turnaround List
	Change the employee’s TRS Salary & Contrib. record in the TRS system.
· Open the TRS record

· Click on the Salary & Contrib. tab

· Enter zero the Contract Pay field

· Click OFF the Service Credit box

· Click on the Recalculate bar (Pre-Tax EECON will be recalculated to zero)

· Click on the Comments tab and enter a note describing why the record was changed; include the effective mm/dd/yyyy

· SAVE

· Return to TurnAround Employee List – changes will be reflected on the List.



	Yes
	Yes
	There is a difference in the employee’s salary and/or monthly contribution amount between the two reports.
	Change the employee’s TRS Salary & Contrib. record in the TRS system.
· Open the TRS record

· Click on the Salary & Contrib. tab

· Enter the salary shown on the PeopleSoft Monthly Report to the Contract Pay field

· Click on the Recalculate bar (Pre-Tax EECON will be recalculated)

· Click on the Comments tab and enter a note describing why the salary was changed (e.g., employee [demoted/promoted/received a raise] effective mm/dd/yyyy)

· SAVE

· Return to TurnAround Employee List – changes will be reflected on the List.



	No
	Yes
	Employee is a new hire or a transfer in from another agency
	Add the employee to the Turnaround List
· Obtain the employees SSN, birthday, home address, job title from PeopleSoft

· Click on Create New Member

· Complete the Demographics tab information with the home address and birthdate

· Complete the Details tab information using the job title to determine the Job Category; Payment Reason = Regular Pay
· On the Salary & Contrib. panel, 

            -Contract Pay = Monthly Salary

            - click ON the Service Credit box

            - click on the RECALCULATE bar to  

               populate the Pre-Tax EECON amount

· On the Comments panel, enter a note indicating the reason for adding the employee and the effective date of the hire or transfer.

· SAVE

· Return to TurAround Employee List – changes will be reflected on the List.



	Yes
	Yes
	Employee is on BN4150012X report with a salary but no deduction.  The employee had no deduction during the month (left service; on leave).  
	Remove the employee’s deduction from the Turnaround List (Note: a deduction CANNOT be removed without removing the salary also.  This will cause the salaries between the two reports to be out-of-balance, so the BN4150012X report salary total must also be adjusted).
· Check employee’s status in JOB to obtain the effective date and reason

· Open the employee’s TRS record

· Click on the Salary & Contrib. tab

· Enter the salary shown on the PeopleSoft Monthly Report to the Contract Pay field

· Click on the Recalculate bar (Pre-Tax EECON will be recalculated)

· Click on the Comments tab and enter a note describing why the record was changed

· SAVE

· Return to TurnAround Employee List – changes will be reflected on the List.

Modify the BN4150012X salary total amount. (Note: Employees can be on the 012X report because of their salary, but they are not on the pay period Deduction Register because no deduction was taken.  What happens in the pay period is what should be reported)
· Subtract the difference between the 012X salary total and the Turnaround List total from the 012X report total.  

· Add the total deduction amounts for each pay period together

Divide the sum by .05 to obtain the salary for the month based on the deductions. This should match the salary total on shown on the Turnaround List and the modified 012X total.
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