	Title:
	Pension Relief Submission Guideline 

	Effective Date:
	12/12/08

	Background:
	Submitting Pension Relief information- The following are the steps for submitting Pension Relief information to PERF via PERF Online

	Functional Area Impacted:
	· Pension Secretary
· Clerk Treasurer


	Step
	Action

	1. 
	Go to www.in.gov/perf/

	2. 
	Click on Employer Login
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	This will take you to the login screen for PERF Online.

	3. 
	Login to PERF Online
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	Type your username and password.  If you don’t know this information, or cannot log in, please contact PERF at 888-526-1687.


	Step
	Action

	4. 
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PLEASE READ THIS IMPORTANT DISCLAIMER

The Indiana Public Employees' Retirement Fund ("PERF") has established the
employer portion of its PERF Online Web site solely for the benefit of authorized
agents of participating employers. All information contained herein, other than
mermber name and years of service, is strictly confidential and shall be treated as
such, and is to be used only in conjunction with the performance of PERF-related
duties

By clicking below, you agree that any confidential member information (i.e., any
mermber information other than names and years of service) obtained throtigh PERF
Online shall be used only for valid plan administration purposes, and shail not be
disclosed to any person (other than the employee to whom the information
pertains), agency, department, political subdivision, or any other entity
whatsoever, Unless otherwise authorized in advance by PERF,

The information contained in the Web site has been taken from sources deemed to
be reliable. However, because this information is being provided without first being
subject to our standard audit and certification procedures, we cannot warrant its
accuracy or freedom from error or defect. None of the information provided on or
produced through the PERF Online Web site shall be binding on PERF, its Board of
Trustees, or the State of Indiana. Further, such information does not constitute a
quarantee of benefits, and in the event of any conflict between information on this
Web site and applicable law or administrative rules, the law and/or administrative
rules will prevail

If you have any questions regarding information contained in this Web site, please
call us at 1-888-526-1687,

Registration to use PERF Online does not automatically authorize the user to sign
PERF docurmentation or approve electronic subrissions of any kind including
membership records. Only a person properly authorized by the employer's
governing board may sign PERF docurnents or electronic submissions of any kind. If
you have questions about who is authorized or how to become authorized please
contact PERF at 1-888-526-1687 and ask to speak with an Employer Liaison
Specialist

@ 1 have read and agree to the terms of the above disclaimer and wish to Login

I Agree cancel
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	Check box stating that you have read the disclaimer, and click on I Agree.

	5. 
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Step 3: Pensi?n Relief File

FRF S

[ e Once you have logged in, go the tabs on the left hand side. There, you will see “Upload Pension Relief File”. Once you
Bl have located that, click on it.
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	Click on Upload Pension Relief File on the right hand side. 

	6. 
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This year, there are two options available for the pension relief file upload. Your first option is to upload the pension relief =
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“Previous Data” on the right hand side of the screen. You may also notice the “Records in Queue” button on the right
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	This year, there are two options available for the pension relief file upload.  

· Upload the Excel worksheet.  

· Click on the Upload File option on the left hand side of the screen.  

· Upload previous data, or data that is in PERF’s system.  

· This option pre-populates the Excel worksheet with all the information that was submitted to PERF during the pension relief process in the previous year.  

· Once you upload the previous data, you simply plug in the annual and monthly amounts.  

Both options allow you to insert rows for new retirees or new beneficiaries.  

· Records in Queue 

· Allows you to work on PERF Online without submitting it. 

·  Save the file, log out and come back to the file at another time.  

· No data will be lost when you log out.  

	Step
	Action

	7. 
	Previous Data Option
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Step 5: Previous Data Option

)

P

»

Now that we know what options are available to you this year, let’s discuss which one may be best for you. The first
option we are going to look at is uploading the previous data submitted. As you can see, the only fields that are filled in
are the ones that data was supplied for in the previous year. For most retirees, the only items that will need to be
entered are the monthly and annual payout amounts. But let’s say that you had a new retiree. At the bottom of the
screen you will see an “Insert Rows” button. Simply click on the button, and a new blank row will appear. You simply fill
in all the necessary information needed for new retirees, including member info as well as monthly and annual payout.
You also have the option to delete rows. If you accidently insert too many rows, feel free to select the row and click on
the “delete” button at the bottom left hand side of the screen. FlnaIIy, you have the option to save in queue If you
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	Only fields supplied with data in previous years will be filled.  

· For most retirees, the only items that will need to be entered are the monthly and annual payout amounts.  

· New retirees

· At the bottom of the screen you will see an Insert Rows button. 
·  Click on the button, and a new blank row will appear.  
· Complete all the necessary information needed for new retirees

· member info as well as monthly and annual payout.  
· Previously deceased retirees/beneficiaries

·  Select the row and click on the delete button at the bottom left hand side of the screen.  
· Save in queue.  
· If you begin working on the file, and realize you don’t have enough time to commit to it, simply click the Save in Queue button at the bottom of the screen.  
· Allows you to come back at a later date and complete the file for submission.  
Once you are ready to submit, click the Select All box, complete the authorized agent information and click Authorize.  


	8. 
	Excel Worksheet
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	You may also choose to use the Excel worksheet instead of using previous data.
· Blank Excel template

· Located on the PERF Online Upload screen

· Complete Excel worksheet and save it to your computer

· Click on Upload File , and choose the Excel worksheet you saved to your computer

Once you are ready to submit, click the Select All box, complete the authorized agent information and click Authorize.  


	Step
	Action

	9. 
	Correcting Errors
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Step 6: Correcting Errors

e e e e
T

PERFI2

This year, your file will be reviewed prior to submission to PERF. All errors in the file will be highlighted in red for
correction prior to resubmission. Some errors that may occur can include numbers in the member or payee name fields,
or missing vital information for members or payees such as date of birth, retirement date, etc. Once all errors are
corrected, complete the authorized agent information and click the “"Authorize” button located at the bottom of the
screen.
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	This year, your file will be reviewed prior to submission to PERF.  
· All errors in the file will be highlighted in red for correction prior to resubmission.  
· Some errors that may occur can include numbers in the member or payee name fields, or missing vital information for members or payees such as date of birth, retirement date, etc.  
Once all errors are corrected, complete the authorized agent information and click the Authorize button located at the bottom of the screen.



	10. 
	Submit File
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i Step 7: Submit File

P

Once you complete your pension relief and authorized agent information, you will be directed to the summary page. This
page will give a summary of the number of members, payees, annual and death benefit, etc. This page allows you to
send comments with the file to PERF, cancel the submission, or submit the file to PERF for review. If you are satisfied
with your file, click on the “Submit” button on the bottom left hand side of the screen. If you would like to change any
information, click on the “Return Back to Upload Pension Relief File” link below the comments box. This link will take you
back to your pension relief information screen and will allow you to change any items you feel necessary. If you would
like to start from scratch and cancel you submission, click the “Cancel” button. This will take you back to the initial
Pension Relief screen.
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	Summary Page

· Gives a summary of the number of members, payees, annual and death benefit, etc.  
· Allows you to send comments with the file to PERF, cancel the submission, or submit the file to PERF for review.  
· If you are satisfied with your file, click on the Submit button on the bottom left hand side of the screen.  
· If you would like to change any information, click on the Return Back to Upload Pension Relief File link below the comments box.  
· This link will take you back to your pension relief information screen and will allow you to change any items you feel necessary.  
· If you would like to start from scratch and cancel you submission, click the Cancel button.  
· This will take you back to the initial Pension Relief screen.



	11. 
	Successfully Submitted
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Step 8: Successfully Submitted

PERFI2

Once you are satisfied with your pension relief information, and have submitted everything to PERF, you will get a
“Successfully Submitted” message. This message gives you the peace of mind that your information has safely and
successfully been submitted to PERF for review.
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	Successfully Submitted

· Your information has safely and successfully been submitted to PERF for review.  



	Step
	Action

	9.


	Questions or Issues
	If have any questions please feel free to contact PERF at 888-526-1687 or 233-4162.  
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