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TRF Employer Interactive: Employer 
Demographics Instructions 

Employer Demographics offers employers (school corporations) the ability to maintain the school 
corporation and TRF Employer Interactive contact information. Only the Superintendent and one 
System Administrator are allowed to make these changes, but all changes may be made and 
implemented online. 

Login Instructions 
These are the instructions for the TRF Employer Interactive Web site. Access the TRF Home page 
at www.in.gov/trf. 

On the right side of the TRF Web site Home page, in the Online Services section, click the 
Employer Secure Login link (Figure 1). The Login Page displays (Figure 2). 

Note: Consider bookmarking the Login Page for quicker access in the future. 

 

Figure 1 – Indiana State Teachers' Retirement Fund Home Page 

On the Login Page, enter your Employer Email Address (user name) and Employer 
Password. Your Employer Email Address is your full e-mail address. Initially, your Employer 
Password is also your e-mail address up to 20 characters. The Employer Password is case-
sensitive and has been created with all lowercase letters. For the Employer Password, if your e-
mail address is longer than 20 characters, enter the first 20 characters and click the Login 
button. The Employer Information page displays (Figure 3). 

The Employer Password field is limited to 20 characters and does not accept 
more than 20 characters.  
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Figure 2 – Login Page 

The first time you log in, you are required to change your password. For information on 
password restrictions, click the Login Help link. 

Once you log in and change your password, your Employer Information page (Figure 3) displays. 
On the Employer Information page, all of your designated access rights, including Current Wage 
and Contribution, are listed on the navigation menu in the left frame on the page.  

On the Employer Information page (Figure 3), in the navigation frame, there may be links to 
SSN/TRF# Cross Reference, Payment, Change Password, and other options. You may 
access only those features for which you have requested and been granted access. Other options 
may not appear on your navigation menu. 

The Employer Information page (Figure 3) is your personal employer page. Once you 
successfully log in to the TRF Employer Interactive Web site, you and anyone with security 
access are able to access this page for your school corporation. Persons without security access 
cannot view this page.  

 

Figure 3 – Employer Information Page 
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Select the Employer Demographics option and the Employer Demographics page displays 
(Figure 4).  

Employer Demographics 
On the Employer Demographics page (Figure 4), the school corporation information and the 
current contact list displays. 

Only the Superintendent and one additional Security Administrator can modify user 
accounts and employer account information. The Security Administrator has limited 
access to modify the Superintendent’s information.  

The instructions in this document pertain to the Superintendent and the Security 
Administrator. 

 

Figure 4 – Employer Demographics Page 
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On the Employer Demographics page (Figure 4), you may select to Update Employer 
Information, Add New Contact, or update any of the existing contacts by clicking on the 
contact’s name.  

You must always have a registered contact for the Superintendent, Treasurer, 
Part II Contact, and P31 Contact. If any of these contacts must be removed, the 
new contact must be added or an existing contact updated to include the Contact 
Type prior to removing the existing contact. 

Update Employer Information 

On the Employer Demographics page (Figure 4), click the Update Employer Information link 
and the Update Employer Information page displays (Figure 5). 

The current information for your school corporation displays. Make changes as needed and then 
click Save Changes. The Confirm Employer Information page (Figure 6) displays. 

On the Confirm Employer Information page, click Confirm Changes and the Success page 
displays (Figure 7). Select one of the menu options in the navigation menu to move from the 
Success page. 

Whenever employer or contact information is changed, an e-mail is generated to the contact 
whose information was changed. See the Modified Contact Information Confirmation e-mail 
(Figure 8). 

If more changes need to be made, click the Make More Changes button to return to the 
Update Employer Information page. 

To discard changes, click Cancel to return to the Employer Information page (Figure 2) or click 
Reset to return the Update Employer Information page to the original information. 

 

Figure 5 – Update Employer Information Page 
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Figure 6 – Confirm Employer Information Page 

 

Figure 7 – Update Employer Information, Success Page 
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Figure 8 – Modified Account Access Information E-mail 

Add New Contact 

On the Employer Demographics page (Figure 4), click the Add New Contact link. The Enter 
New Contact page displays (Figure 8). 

On the Enter New Contact page, enter the new contact’s information. The items featuring an 
asterisk (*) are required. 

When entry of contact information is complete, click Save to add the new contact to the list 
featured on the Employer Demographics page. The Confirm Contact Information page displays 
(Figure 10). 

On the Confirm Contact Information page, click Confirm Changes to save the information. The 
Success page displays (Figure 11). Click any menu option in the navigation menu to move to 
another page. 

On the Confirm Contact Information page, click Make More Changes to return to the Enter 
New Contact page for this new contact. 

If the new contact is not to be added, click Cancel to return to the Employer Information page 
(Figure 2). Click Reset to empty the fields on this page. 
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Figure 9 – Enter New Contact Page 
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Figure 10 – Confirm Contact Information Page 

 

Figure 11 – Enter New Contact, Success Page 
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Edit Existing Contact 

On the Employer Demographics page (Figure 4), contact information may be updated by clicking 
on the contact name. The Edit Exiting Contact page displays (Figure 12). 

 

Figure 12 – Edit Existing Contact Page 

On the Edit Existing Contact page, existing information may be updated by making changes to 
existing information on the page. 

Contact Type designations assign permissions for contacts to perform activities within TRF 
Employer Interactive. The various permissions are selected from the Available column and added 
to the Selected column using the Select button, or removed from the Selected column, using 
the Remove button. 

If the changes are not to be kept, click Cancel to return to the Employer Information page 
(Figure 2) or Reset to remove the changes and display the original information. 
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When finished with changes on the Edit Existing Contact page, click Save Changes. The 
Confirm Contact Information page displays (Figure 10). 

On the Confirm Contact Information page, click Confirm Changes if the changes are to be 
written to the database. The Success page displays (Figure 12). 

If more changes need to be made, click the Make More Changes button to return to the Edit 
Existing Contact page. 

 

Figure 13 – Edit Existing Contact, Success Page 

Delete Contact 

On the Edit Existing Contact page (Figure 12) there is a Delete Contact button which allows a 
contact to be completely removed. Click the Delete Contact button and the Delete Contact 
Dialog Box (Figure 14) displays. If the contact is to be deleted, select Yes. Otherwise, select No 
and return to the Edit Existing Contact page. 

 

Figure 14 – Delete Contact Dialog Box 


