Active Member Management—

Employer User QRG

Modifying an Active Member Account Active Member

Use the Active Member Modification and Exception Queue — Employer User Modification Topic
Quick Reference Guide (QRG) to aid in modifying active member information Covered:
in the ERM application.

) — Modifying an Active Member
To locate an active member account: Account

1. Access the ERM application. Choose “Member” from the left-hand side

Navigation Menu, then choose “Modify Member” from the drop-down menu..
2. Use the fields in the Search Member section of the Modify Member screen (Figure 1) to search for an active member account.
3. Click the Search button. Results appear in the bottom three sections of the screen (Figure 2).

To modify an active member account: = Search Member

1 . TO m0d|fy a member,s flrst' m|dd|e or |ast name, Search for a Member based on Last Mame and last Four digits of 53K or Full S5M or Pension ID
gender or marital status:

Last Name

Last 4 55K

a. Click the Modify button in Section 1 of the o
Modify Member screen (Figure 2). B
b. Type the updated data into the field or select S
the correct option from the drop-down menu. Soarch|

All required fields, denoted with an asterisk
(*), must be populated before saving.
c. Click the Save button.
2. Section 2 contains a grid listing all Submission Units associated with the member. Depending upon which Submission
Unit is selected in Section 2, the information displayed in the tabs will change.

Figure 1: Search Fields on the Modify Member Screen

NOTE: Member Submission Unit information is view-only and cannot be modified. Only Submission

Units that you have access to view appear in the grid.

3. To modify active member Fund
information (PERF and TRF only):

a. Choose the Member Fund — PR UCprees
PERF (or TRF) tab in Section 3. -

b. Click the Modify button. " kgl ol -

c. Place your cursor in the field you fos e
wish to modify and type the Moty
updated information into the field, T —
or choose the correct option from Uit 10 Unit Name o Status Effective
the drop-down menu. All required 000 R ORI BV Y TR LD e o
fields, denoted with an asterisk [ONLIOI ember Fund - PERF Y _Life Eveats Y _ASA Only
(*), must be populated before e Dste z0/3/2010 - 1‘
saving.

d. Click the Save button. Figure 2: Member Demographics Section of the Modify Member Screen

4. To add member Life Events:

Choose the Life Events tab in Section 3 and click the Add Life Event button.

Click the arrow to the right of the Life Event field.

Choose the appropriate Life Event from the drop-down menu.

Complete any additional fields that appear on the screen once the Life Event is selected. All required fields,
denoted with an asterisk (*), must be completed before saving.

e. Click the Save button.
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NOTE: Employer Users cannot modify a member’s hire date. If this information

needs to be modified, please contact INPRS. Fund elections represented on the

ASA Only tab are irrevocable and can be chosen in the member enroliment
exception queue. AA
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