Getting Started with PERF Online

GETTING STARTED

Employers must be set up as participants of the fund before they can use PERF Online for Employers. See
Admission to the Fund the Employer Handbook section online on the PERF website for additional information.

When the setup process is complete, PERF will contact the employer with the User Login ID and Password to use
for access. Once the login ID and password are received, the employer can begin using PERF Online.

1.1. How to Access PERF Online for Employers

PERF Online for Employers is accessible from the PERF
Home page (http://www.perf.in.gov) several ways:

IE Click the Employer Login graphic:

4

Employer I.ogin(i‘

OR
Click the Employer Login link under the
Online Services menu:

FIRST INLINE EVERY TIME h

¢ Member Login

4

Subscriber Center »

Figure 1: PERF Home page

OR
Click the drop down arrow under the PERF Home menu to the side to display a submenu:

m Click the Employers submenu to display another submenu:
My Plen o Employers -
Employers €¢————————— Logi
G—
Retirement Education 5k g0

4

4

Forms Employer Forms
About PERF v Employer Communication
Procurement ' Employer Handbook
Heows oter 3 Schedule Workshops
Investments .

Click Login.

Annual Report
ContactUs
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‘1.1.1. Logging into PERF Online

The PERF Online Employer Login page appears. The
employer enters their User Login ID and Password
where indicated. Both entries are required.

This page has the following buttons:

Login | Press this butt'on after entering
your User Login ID and Password.
| Press this button to clear all

previous entries from the User
Login ID and Password fields.

Clear

P,_Em/:’ PERE Chnling S “

Login Page
Pleave Ertar User daamm snd Paswwons

Vol

[egw l S ]

Figure 2: PERF Online Login screen

NOTE: Throughout PERF Online for Employers, required entries are indicated with an asterisk (*). If
no entries are made, an Error page will appear indicating the missing information.

Page LINKS include: v'  Login Help

on page 4.

v" Forgot Password?

page 4.

This link has help concerning logging in to PERF Online, see section 1.3. Login Help

If you cannot remember your password, see section 1.3.1. Forgot Password? on

The PERF Online Employer Disclaimer page appears
(see Figure 4).

The employer should read the disclaimer and click the
acknowledgement checkbox as shown in Figure 3

below:
™ I hawe read and agree to the tenms of tha above aeclaimar and wish to Login
(AQTee I Cancul J
Figure 3: Acknowledgement checkbox
Click this button after reading
| Agree . .
the disclaimer and agreeing to

it. The screen will change to the

Welcome Screen (see section
1.2. Welcome to PERF Online
for Employers on page 3)

Click this button to cancel the
login and return to the Login
page (see Chapter 1 — GETTING
STARTED on page 1).

Cancel |

Public Employees Retirement Fund
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10 be ueed Ordy 0 COrntion with % partonmards of PERF TGl

Figure 4: PERF Online Employer Disclaimer
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1.2. Welcome to PERF Online for Employers

NOTE: Information in this handbook is based on an employer participating in the main PERF fund. All
functionality shown in this handbook is NOT offered for employers who participate in one of
the non-public employee funds (the 77 Police and Fire Fund is one of the non-PERF funds).

The PERF Online Employer Welcome page (see Figure 5) also known as the Home page displays when an employer
logs in to PERF Online for Employers.

This page features the following sections:

Callout Description ‘ ..... >

PE /\’/'i
A The last date and time PERF Online was
accessed by the employer currently
logged on.
B Links to:

v" Contact Us - Contact PERF

v' Home - PERF Online Employer
Welcome (Home) page

v Log out - exits PERF Online S ol gttt b s L bt

Separation rum
[t mpboymre

Wages b Contritn rions

OFRF

Additional details on these links can be — it s s o PERS Orbtw, 3130 (@
found in section 1.2.1 PERF Online Links S3k vy tustom o v maras 0 the Ik s start uming FERF Sring
of the PERF Online for Employers o

Handbook.

Figure 5: PERF Online Employer Welcome page
C Employer Account Management Tools ¢ ey PeE

Tools to help an employer manage both
his/her account and administer specific
functions of a member’s account
associated with the organization. More
information is available in Chapter 4 of
the PERF Online for Employers Handbook.

D Link to register for training sessions. For
details, see Chapter 3 of the PERF Online
for Employers Handbook.
The first time you log into PERF Online, change your password and set up your preferences.
IMPORTANT: See section 1.5.1. Change Password
on page 9 for more information.
Page LINKS include: v’ Membership Records
v Employer’s Report of Separation from Employment
v' Employer’s Report of Final Wages
v' Employer’s Certification
These links are used by departments within PERF to help administer/manage
accounts.
Indiana /{/'; ) Public Employees Retirement Fund
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‘1.2.1. Organization Drop down menu

If you are set up to administer more than one account Select Organization:

(say the Police AND Fire Department or a non-77 fund | 0887000 ELKHART COUNTY v
and a 77 fund), a drop down menu will appear above
the menu along the left side of the PERF Online home

page.

Figure 6: Organization Drop Down Menu

This drop down menu is accessible from all the PERF
Online pages at any time.

1.3. Login Help

This section provides assistance regarding logging in to PERF Online for Employers.

The Login Help page (see Figure 7) offers guidance
when a password is rejected:

Login Help

e  You do not know the general password

Contact PERF. If you or anyone in your organization
does not have a general password, an Authorized
Agent must contact at PERF at 888-526-1587 to
obtain a general password. Any authorized person
may use the general password to login and then 637 to cbtain & ganral pascaced. Ance
register his/her individual Login ID and Password eI thay, mAet Uss Lok D el Parced For
for later visits. You and/or others in your organization have been using this site with a shared

empliver password, but have not yet registered for an Individual User Login
10 anvd Password.

amployer website has bean anharcad to accept Individaal Lser Login
SH0rds. UEng 1he colion soomoelate 1o wou, Tollow the instructicrs fy

Login

You do not know the general password,

¢ 15 0ot Krown, o If the
ed general passwerd, an Authonred

soquent v

¢ You and/or other in your organization have been
using this site with a shared employer password
but have not yet registered for an Individual User

Erite the

rd WO
SN the mstho
rules beiow

LOgln' You afreaty hivee on Individual User Login 1D and Password,
Ertae your Usar Login 1D and vour Pacsword. Tha 1D is vour wark &m

e. [f you do not remember the pa
the ke Fargot Password? & rew

You and/or others have been using a shared
employer password but not individual passwords.
Login using the shared password then go to the To chern
registration page. Follow the instructions to R
register for your Individual User Login ID and P O TP -SRI
Password. The system will generate a password ancters. S
and send it to the work email address you provide.
You may change the Password later using the
method and rule below.

d after you 103 Irko tha applikation swudoessfully

Password Rules

all upper caze of afl kower came latters unless there

Froreose, Thes yser will be raguired to
n ofter 120 dws

3 month t be reused
on-aee, the user rmust go through the registration

Figure 7: Login Help page
e  You already have an individual User Login ID and Password.
Enter your User Login ID and your Password. The ID is your work email address and the password is case
sensitive. If you do not remember the password, you may request another by clicking the Forgot Password?

link (see section 1.3.1. Forgot Password? on page 5 for more information). A new password will be sent to
your email address.

Public Employees Retirement Fund
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may change your new password after you log into the application successfully. To change your password,

click the Change Password link and follow the prompts.

e Password Rules

The following items should be kept in mind when generating a password:

Passwords must be between eight and twenty characters.

Passwords are case-sensitive

Passwords cannot have all uppercase or all lowercase characters unless a number is also used.
Passwords are only valid for 180 days. You must change the password after 180 days.
Previous passwords used within the past 13 months cannot be re-used.

If you do not use your password within 365 days, you must re-register.

This button is available on this page.

Back |

Click this button to return to the PERF Online Employer Login page (see section 1.1.1.
Logging into PERF Online on page 2).

‘1.3.1. Forgot Password?

The Reset Password page appears when an employer
clicks the Forgot Password? link on the PERF Online
Employer Login page. An entry is required.

On the Reset Password page (see Figure 8),

Submit | Click this button after entering your ey pRswiT, | SOEACLUS ek 0%

A new password will be sent to the e-mail address PERF

User Login ID. + Uaae L3gn X

has on file. Use this new password to sign into PERF

Online.

PERF,

Figure 8: Reset Password page

indiana i Public Employees Retirement Fund
i
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- Getting Started with PERF Online
1.4. Contacting PERF

The e-mail PERF page (see Figure 9) appears after Public Employees’ -
clicking one of these links: : Retirement Fund PERF iy

PERF = Contact Us > e-mail PERF

e-mail PERF
Contact Us

To send a general, non-account related comment or question, please go to Contact Us and click
on the general e-mail link. You will not receive specific account information using this form

The form below will allow us to positively identify you as a member in order to provide specific
benefit information. This information is requested for security purposes.

NOTE: Fields marked with * are required.
This page is an online form ensures the person e

contacting PERF is a PERF member. It is a step for | |
answers to specific account related questions or sLastName
issues. | |

*Last Four Digits of your Social Security Number:

The following items can be entered (required entries
are in bold): *Date of Birth (MMAYYY):

o  First Name

*Your Complete e-mail Address

e Last Name | |

(Example: usernamea@dormain.com)

e last four digits of your Social Security number o

e Date of Birth (MM/YYYY) — Enter the two-digit | |
month followed by the four digit year. RSiestAddiess

o  Your Complete e-mail Address

*City | *State: ‘ *Zip: ‘

e  Retype Complete e-mail Address

*Phone Mumber:

e Street Address ( l)-| |
° City gaxNumherh" |
e State

What s the Subject of Your e-mail?
° Zip |Se\ect One N |

*How May We Help You?

e Phone Number — Enter the area code in the first
entry box.

e  Fax Number — Enter the area code in the first entry
box.

Figure 9: e-mail PERF page

Public Employees Retirement Fund




Getting Started with PERF Online

e  What is the Subject of Your e-mail? — Click the drop
down arrow to display the available pre-defined
choices (see Figure 10). Use the arrow keys to view

all selections and choose one. Select One
Annual Member Statement

ASA Distribution Status

ASA Statement Related

Direct Deposit Issues
Employer Issues

Forms

General Information
PERF-Interactive Logon Issues
Retirement Application Status
Service Credit Issues

Survivor Benefits

Tax Issues ? 1099 Duplicates -
Other -

What is the Subject of Your e-mail?
Select One v

Figure 10: What is the Subject of Your e-mail? List selections

e How May We Help You? — Enter the specifics of your questions, issues or other comments.

Submit | Click this button after entering the requested information.
NOTE: Any required items that were omitted will return an error page indicating that the missing

information must be filled in and the e-mail resubmitted.

Page LINKS include: v' Contact Us

This link opens a different more general Contact Us window that is used for non-
specific account and benefit questions. See section 1.4.1. PERF General Inquiries
Contact Page on page 8 for more information.

A confirmation page (see Figure 11) appears indicating BERF > Thank You
the e-mail was successfully submitted and an expected Contact Us
response timeframe. Your email has been successfully submitted. Thank You!

We will respond to your request within 48 hours.

Please feel free to contact our Custorner Service Department at 1-888-526-1687 should you need
immediate assistance. Our office hours are 8:00 AM - 5:00 PM, Monday through Friday.

Thanks again for your inguiry!

Public Employees’ Retirement Fund Customer Senice

Figure 11: E-Mail Confirmation page

Public Employees Retirement Fund




- Getting Started with PERF Online

‘1.4.1. PERF General Inquiries Contact Page

This Contact Us page (see Figure 12: General Contact
Us page for PERF) is used for general, non-account
related comments or questions. There are sections on
this page containing specific information for:

e  Retirement Medical Benefits Account Plan — phone
numbers and information

e e-mail Us — Links to general questions or comments
and to information about a particular account or
member information.

e Media Contact

e  PERF Offices

e Mailing Address
e Phone Number
e  Fax Numbers

e Driving Directions

Page LINKS v’ State Budget Agency’s Web
include: site

Opens a window for the State
Budget Agency site.

v’ General questions or
comments unrelated to a
specific account
Opens a window allowing the
member to send an e-mail
message.

v Information about a particular
account or member
information
Opens a different Contact Us
window that is described as
the first option in this
appendix.

v Driving Directions to PERF

Opens a MAPQUEST window
containing how to navigate to
the PERF office.

Public Employees Retirement Fund

- Public Employees’
Retirement Fund

Contact Us

Retirement Medical Benefits Account Plan

For phone numnevs anu information regarding Retirement Medical Benefits Account Pian see the

See News Center menu at lefl

PERF Offices

Regular business hours are Monday through Friday, 8 am to 5 p.m
(PERF offices are open on President's Day, They will be closed on other siate and federal
holidays, primary and general election days, and Christmas Eve and New Year's Eve )

143W. Market St
Indianapolis, IN 46204

(888) 526-1687 toli-free; (317) 233-4162 local

Central Fax Numbers

Local: (317) 234-5922, Toil-Free. (B66) 591-9441

Driving Directions

The Public Employees' Retirernent Fund is located in Indianapolis, Indiana at the southeast
comer of North Capitol Avenue and West Market Street. The entrance is across from the State
Capitol building, on Capitol Avenue The actual address is 143 W, Market St

Parking s avallable in a public parking garage |ust across Market Street, and In a garage located
next to PERF on Capitol Avenue

is by ap only, exceptin gency Please call (317)
233-4162 ov (888) 526-1687 (tloli-free) to schedule or check on an appointment. The reception
area is open from 8 am, t0 5 p.m. Monday through Friday, except on state holidays.

Figure 12: General Contact Us page for PERF

Indiana

PERF




Getting Started with PERF Online _

1.5. Preferences

This feature allows you to change your password and i i
also verify or change your preference options. Preferences

Change Password

When you initially log in to PERF, you should change

your password. Use View or Change Preferences to Wiew or Change Preferences
verify or change your preference options. After that,
you can determine when to use the Preferences tool.

Figure 13: Preferences menu
The two options available are:

e Change Password — See section 1.5.1. Change Password on page 9.

e View or Change Preferences — See section 1.5.2. View or Change Preferences.

1.5.1. Change Password
You must change your password immediately.

To change a password, select Change Password under Preferences from the Employer Account Management
Tools section.

The Change Password page will appear. Change Password

Complete the following items (all entries are required): New password must be a minimum of 8 characters and may be
maxmum of 20 characters. Passwords are case-sensitive.

e Old Password _
You may use:

e New Password

e Confi p d o Any combination of upper and lower case
ontirm Fasswor o Any combination of upper case and numbers
o Any combination of lower case and numbers
As a reminder, password rules are provided. e All numbers
Save Changes Click this button after all »UserLoginID  Kapalmer@pert.in.gov
requested information + Old Password
has been entered and * New Password | (minimum 8 characters)
your password will be * Confirm Password |

changed.
Save Changes |

Figure 14: Change Password page

indiana

PERF]
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‘ 1.5.2. View or Change Preferences

The Employer Preferences page (see Figure 15) shows Employer Preferences

all the organizations you administer. e

The registered user is listed along with the e-mail Setect your default OrgaNIsen. Changes your el CONTINON DOBCO. OF enter YOUr agent Indarmation
address to which notifications will be sent. Af e ot b0 W e Sert 10 QIR ERE N, GOV
Reference information which may be changed incIudes:l CHTD00 ELIHART COUNTY
Send wal savmatesr A0 Seawated ton Drccymeet Teal Wages 402 Senves
e  Selecting the Default Organization > E e
If multiple organizations appear, select the radio ™
button for the default fund for login. This will be ERRra
the organization that will be logged into by default e I AR s eoteE Bt
whenever you log into PERF Online. [ et o Saswes oty e e
e  E-mail Confirmation —
Checking this box will send email confirmations for oy
i New
Separation from Employment, Final Wages and
Service Certification reports. Clearing the checkbox Sivw Changes | Canest |
will NOT send these reports by e-mail.
Figure 15: Employer Preferences page

e Agent Information
See section 1.5.3. Authorized Agent Information on page 10.

The following buttons are available on this page:

Save Changes | Click this button when finished with the entries and to save your preferences.
Cancel | Click this button without saving changes and to return to the PERF Online Employer

Welcome page (see section 1.2. Welcome to PERF Online for Employers on page 3)

| 1.5.3. Authorized Agent Information

An authorized agent is a person who has been

authorized by you to accept electronic documentation Employer Preferences
from PERF and to answer inquiries for information from Begatered Uias:
PERF. You must specify an authorized agent on this
Setect your defaul orpaniason Chanps your el CONBIMItom DOUoN . OF enter yOur agent indonmation
page.

VB b st 10 QPERE M.GOY

Entries made for the following items (all entries are
. . . . CHET000 ELCHART COUNTY
required) will automatically be entered in the ailoxsoadiaiiag

Send el sarvbmater A0 Seowatet ton Droymest fral Wage 402 Servea

. . P
Authorized Agent fields (see Table 1).

Tt e

aat N

B ivatop =2z noe e 3

Zen1 et corAvmatce 2 Seswwms momtrotent Pral W e Serce
Conromon repurts

e

"ret e

et e

Savw Changes Cancel l

Figure 16: Agent Information fields

Public Employees Retirement Fund Indiana
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Table 1: Agent Information fields

Getting Started with PERF Online

Section

Agent Information Field

Title of Authorized Agent - The title of
the person authorized by you.

First Name of Authorized Agent - The
first name of the person authorized by

you. Bulk Report of Separation from
Employment, View Pending Records

Last Name of Authorized Agent - The
last name of the person authorized by

Bulk Upload of Membership Records,
Manual Entry

Bulk Report of Separation from
Employment, Manual Entry

Employer Certification, Employer
Certification of Creditable Services and
you. Authorized Leave

5.3.1 of the PERF Online for
Employers Handbook

8.2.1 of the PERF Online for
Employers Handbook

8.4.2. of the PERF Online for
Employers Handbook

1.6. Search for a member

Selecting Employer Account Management Tools
displays the Member Search page. The following tools
use the Member Search page:

e Enrollment and Demographics

v" View or Change Menu Address
v" Membership Records & Enrollment
e  Calculators — All choices
e  Retirement Application
e Separation from Employment — All choices
e View Service Credit
To search for a member record, enter information for
one or more of the following items (Required fields are

bolded):
e  SSn (Social Security number)

e Last Name
o  First Name

This page has the following button:

Submit |

Member Search
STATE OF INDIANA
Enter compriete S5N or 15t 4 aigits of SSN andor name for the member that you woukt Ike to

eath for Nest sefect SLomy

« Required Fald
Requested by PERF
Records Completad in Last 90 Days

SSN (rumanc charachic onk)

Last Name

Furst Name

Submit

Privacy Notice

A1 GOCM Borertly NaimBers 416 (00 sl by This S20ncy it SCCOnTan (o Wil 1N reguresiedds 4f e
marmal Revenue Code Dischasure i mancairy 302 s 0m will not e protes sed wihout e
nmaion

Figure 17: Member search page

Click this button to submit the entered information.

Public Employees Retirement Fund
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Page LINKS include: v' Requested by PERF

Records Completed in Last 90 Days

Both of these links are used internally by PERF to help administer and manage
accounts and only appear when applicable.

Results matching the search criteria entered for the
member record search are displayed on the Member
Search page (see Figure 18).

Click the linked Social Security number (ex. ###-##-
8894) for the appropriate employee record.

If more records meet the search criteria than can be
displayed online, an error window displays.

Page LINKS v' Back

include: . e
Click this link to return to

the Member Search page
to perform another search
using more specific criteria.

Public Employees Retirement Fund

8 records found.

ssN ~~ |Employee Name: First. Middle Initial, Last

i L

FHHEARE GRS
i 1L
i L
FHHE #0094
i 1L
i L
i R

AMANDA J STRETTON
ED E CARPENTER

ED A CARPENTER

ED F CARPENTER
JEMMIFER A TUMKINELLI
MARTY P ROTH

MARTY A ROTH

MARTY L ROTH

Figure 18: Member Search results

Too Many Records in Search Results, Please Narrow Your
Search Criteria

Bacs

Figure 19: Error in Search — Too Many Records

PERF.)
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