INDIANA STATE

TRF Employer Interactive: Employer
Teachers’ Retlrement Fund pioy ploy
HELPING YOU SECURE YOUR FUTURE Demog raphICS I nStrUCtlonS

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. |
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Figure 1 — Indiana State Teachers® Retirement Fund Home Page
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|

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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INDIANA STATE l ]

Teachers'Retirement Fund

Login Page

1 Required Field

I Employer Email Address |

1 Employer Password |

Laogin | Clear |

Login Help
Forgot Password?

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.

INDIANA STATE

Teachers' Retirement Fund

Employer Information
ome

Welcome Yowr schoo! corporation

\Welcome to the TRF Interactive Employer Website, Please use the links to the left of this window to navigate
throughout this site,

Motice: Beginning January 1, 2009, the employer contribution rate will drop to 7%. The current rate of 7.25% is
effective through December 31, 2008,

Did you know you can host retirement sessions at your school? The following opportunities are available:

* Pre- Retirement Serminars - open to all teachers who would like to learn more about their Teachers' Retirement
Fund retirement benefit.
* Dne-on-one retirement sessions - open to teachers who are within two years of retirement,

If you are interested in having a TRF representative visit your school, please send an email to
appointments @trf.in.goy,

Please note that it is important that you DO NOT share your username or password, Your username is your email
address and all system generated notifications will be sent to this email address, Additional users must request
and be assigned their own username and password,

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.

INDIANA STATE m

Teachers’Retirement Fund

Employer Demographics
ome

Instructions:

m The superintendent's contact information can be modified by the superintendent only but cannot be deleted.
You must contact TRF to add or delete the superintendent's contact information.

m The security administrator can modify user accounts but cannot modify or delete the superintendent's

contact information, Only the superintendent can delete the security administrator as a contact or reassign

a new security administrator,

Click on the Update Employer Information link to update any employer information.

Click on the contact name to edit or delete exristing contact information.

Email addresses for existing contacts cannot be modified if the email address is incorrect, In the case of

an incorrect email address, the existing contact must be deleted and then added again with the

correct email address,

m Click on the Add Mew Contact link to add a new contact,

Mermber Enrollment

Retirement &pplication-Part 11

Member Detail Report

Maintain Bank Information

e m— Unit Number: 78F Uit Sumiber Unit Name: Your schoo! corporation
. Address:
Employer Dermographics 150 W .Market 5t Phone: Fax:
Indianapolis, IN 46204
Change Password
—— )
TRE Home Pags Lpdate Employver Information
Contact TRF Add Mew Contact
Mary lones (317) 226-4054 not.caseymj@ips k12.in.us C,D,F, G HI1]
0gout
Donna Doe not.dinorcid@ips k12 .in.us E,F,G,H,I
Eugene Doe (317) 444-4444 notwhiteeg@ips k12.in.us E
ABOUT S5LCERTIFICATES
Legend
A, Superintendent
B. Treasurer
C. Part I Contact
. P31 Contact
E. futhorized Agent
F. Mew Member Enrollment Contact
G, Submit Part [T Contact
H. TRF# Cross Reference Contact
1. Submit P31 Contact
1. Pay P31 Contact
K. 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 Il 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.

INDIANA STATE L H
Teachers'Retirement Fund
L}

Update Employer Information
ome

Current Wage and Cantribution Complete the employer infarmation in the fields provided, Select the Save Changes button to save your data,

* Required Field

Unit Number: 7RF Uit durber Unit Name: Yow scfhoof conporation

*fddress Line 1 |150%/ Market St

Address Line 2 |

Address Line 3 |

*City |Indianapolis
*State | INDI&MHA =
*Zip |45204 -
*Phone |
TRF Home Page
- Fax |
Contact TRF
Save Changes I Reset I Cancel |

Figure 5 — Update Employer Information Page
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INDIANA STATE

Teachers' Retirement Fund

Confirm Employer Information
ome

Select Confirm changes to update the database with the below changes. Select Make More Changes to edit or

Current YWage and Contribution ! ) -
view employer information.,

age and Contribution
Unit Number: 0049011 Unit Mame: Indianapolis Public Schools

[TRF# Cross-Reference
Member Enrollment Address Line 1 150 W.Market 5t
Address Line 2

Address Line 3

Retirement Application-Part 11

Member Detail Report

City Indianapaolis
Mairtain Bank Informatian State i
Zip 46204
Phone {3171 555-1212
Fax
Confirm Changes | Make More Changes I

Figure 6 — Confirm Employer Information Page

INDIANA STATE

Teachers' Retirement Fund

Update Employer Information
ame

Your changes have been successfully saved to the database.

Figure 7 — Update Employer Information, Success Page
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Da =) *« ¥ |57 Modified Account Access Information - Message (HTML) —

()

_ | Message Developer

—$'. _él —.5"; x 7lal : jJ % & safe Lists EE v ?li

2 Related -
Reply Reply Forward @ Delete Move to Create Other Block Categorize Follow Mark as )
to all Folder = Rule Actions ~ || Sender ¥ Up =  Unread
Respond Actions Junk E-mail E] Options El Find
From: uatTrf@ipsi.IN.gov Sent: Mon 5/4/2009 §:49 AM
To: not.dinorcid@ips.k12.in.us
cc \

Subject: Madified Account Access Information

[ b1

Your Employer, #0049011 - Indianapolis Public Schools has modified your authorized functions. Your
password has not changed and your username is listed below with your access functions.

Username: not.dinorcid@ips.k12.in.us

Authorized Agent

New Member Enrollment Contact
Submit P31 Contact

TRF Number Cross Reference Contact

If you have any problems when you log in, please email interactive(@trf.in. gov

4|

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.

Page 6 of 10
Indiana State Teachers’ Retirement Fund TR0O9063-TRF ER-Employer Demographics Instructions.doc
150 West Market Street, Suite 300 Revised: May 2009
Indianapolis, Indiana 46204-2809 Version: 2.0



INDIANA STATE

Enter flew Contact
ome

Teachers’ Retirement Fund

Current Wage and Contribution

* pequired Field

Adjusted Wage and Contribution
*First Name
Middle Name
*Last Name
*Phone

Ext

Fax

*Email

*Contact Type

ntact TRF

Complete the employee contact data in the fields provided. Select the Save button to save your data.

Available

Authorized Agent

P31 Cortact

Part || Contact

Pay P31 Contact
Security Administrator
Submit P31 Contact
Submit Part Il Contact
Superintendent
Treasurer

ABOUT 55L CERTIFICATES

Mew Member Enroliment Contact

Select -» I
Remove <- |

Selected

TRF Mumber Cross Reference Contact

Savel Flesetl Cancell

Indiana State Teachers’ Retirement Fund

150 West Market Street, Suite 300
Indianapolis, Indiana 46204-2809

Figure 9 — Enter New Contact Page
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INDIANA STATE

Teachers' Retirement Fund

Confirm Contact Information
ame

Select confirm Changes to update the database with the below changes, Select Make More Changes to edit or

Current Wage and Contribution | ! 1
view contact information.

adjusted Wage and Contribution

First Name Jane

Middle Name

Last Name Seymaour

Phone {317} 555-3434

Ext

Fax

Email jseymour@ips k12.in.us
Contact Type Submit P31 Contact

Submit Part Il Contact
TRF Mumber Cross Reference Contact

Contact TRF

Confirm Changes Make Maore Changes

ABOUT 55L CERTIFICATES

|

Figure 10 — Confirm Contact Information Page

INDIANA STATE

Teachers’ Retirement Fund

Fnter New tontact
ame

Your new contact information has been successfully saved to the database.

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).

INDIANA S5TATE

Teachers' Retirement Fund

Edit Existing Gontact
arne

Complete the employee contact data in the fields provided. Select the Sawve Changes button to save your data,

MOTE: You cannot add new users on this page. To add a new user,please use the Add New Contact link on the
Employer Demographics page.

* Required Field

*First Name |Many
Middle Name |
*Last Name Jores
*Phone |[31 7] 226-4054
Ext |
Fax |
*Email |n0t.case}lmi@ips.k1 Zinus
Contact TR
Contact TRF *Contact Type
Available selected
Aauthorized Agent Mew tember Enroliment Contact
Mew Member Enrallment Contact P31 Contact
P31 Contact Part || Contact
Part | Contact Pay P31 Contact
ABOUT 55LCERTIFICATES Pap P31 Contact Select -» Submit P31 Contact
Security Administrator —I Submit Part || Contact
Subrnit P31 Contact TRF Mumber Cross Reference Contact
Submit Part Il Contact Remove <- |
Superintendent
Treasurer

TRF Mumber Cross Reference Contact

Save Changes I Delete Contact I Hesetl Cancell

_
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.

INDIANA STATE n

Teachers’ Retirement Fund

Edit Existing Gontact
ome

Your changes have been successfully saved to the database.

Member Enroliment
Retirement Application-Part 11
Member Detail Report
Maintain Bank Information

Payment

Employer Demographics

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.

Microsoft Internet Explorer X|

\:.’ / Are youl sure yoll want to delete this contact? Select 'O to delete or '‘Cancel' to return to the previols page.

DK Cancel

Figure 14 — Delete Contact Dialog Box
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