Using PERF Online’s Pension Relief Functions

PENSION RELIEF

The Pension Relief Fund (IC 5-10.3-11) was established to help cities and towns with the financial burdens
associated with the police and fire 1925, 1937, and 1953 retirement systems (collectively known as the “Old
Plans”).

1.1. Overview of how a Pension Relief submission is processed

The process of submitting data for pension relief begins when you submit and
save your Pension Relief (PR) data in the Pension Relief section of PERF Online.
This link will be made available starting Dec 14, 2009, although the information
will not be submitted to PERF until Jan 1, 2010.

Data saved on PERF Online does not mean it has been submitted to PERF. On

Jan 1, a new link will be available to upload the data file to PERF. Once your PR
data is submitted to PERF, you will receive an e-mail notification that the
submission was successful. You have until Feb 1, 2010 to enter and submit PR data
on PERF Online. You are ineligible to receive a distribution if you do not supply the
complete information (1C5-10.3-11-4).

PERF reviews all PR data submissions and either approves or sends them back for
additional information. If a submission is sent back, you are notified that the
submission has errors and that it must be corrected and resubmitted before the
submission can be approved. Once all the submissions are approved, a PERF
Online notifies you by e-mail that the PR Data is approved.

Once all information has been received and approved, it is sent to PERF’s actuary
who calculates estimates to be paid to each local unit. You will receive a e-mail/
letter indicating your PR distribution amount of your first payment. Before the
second payment is due to go out, you will receive another e-mail/letter indicating
your PR distribution amount of your second payment. The calculated PR totals are
distributed using EFT in two installments: the first on Jun 30, 2010 and the second

on Sept 30, 2010.

For a list of Frequently Asked Questions, go to the Pension Relief Information
section on the PERF website (http://www.in.gov/perf), select My Plan = Police
Officers and Firefighters from the menu on the left, and scroll down to the last
section, Pension Relief Information. There is a link for Frequently Asked
Questions.

Important Dates:

Dec 14, 2009:
Availability of link on
PERF Online to begin
entering Pension Relief
data.

Jan 1, 2010:

Date after which Pension
Relief data can be
submitted for processing
to PERF.

Feb 1, 2010:

Last day to submit
Pension Relief data to
PERF. You are ineligible
if you do not supply the
complete information
(1C5-10.3-11-4).

Feb 26, 2010:
Reviewing of PR Data
complete.

Mar 1,2010—Apr1,
2010:

PERF’s Actuary Processes
PR Data.

Apr 2, 2010 —Jun 29
2010:

PERF Finance prepares
PR Distributions.

Jun 30, 2010:

First installment of
Pension Relief
distribution paid out.

Sept 30, 2010:
Second and last

installment of Pension
Relief distribution paid
out.
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Using PERF Online’s Pension Relief Functions

1.2. Upload Pension Relief Data File

If you are an employer that has access to the
Pension Relief Fund, an additional Upload Pension

P . - 77 fund menu non-77 fund menu

Relief File menu will appear on the PERF Online

page.
Fmployment

Separation from
——
—

mem———

Contact Us

Figure 1: PERF Online menus with Upload Pension Relief File option
and with no Upload Pension Relief File option

Employers with Pension Relief and can use this tool . . .
to do the following Upload Pension Relief File

e Upload pension relief data. Upload Pension Relief Data

This link is only available after Dec 14 to start
saving PR submission data. From Jan 1 until Jan
31, you can submit your PR data to PERF. This
link disappears after the data has been
submitted.

Upload Active Member Data

Figure 2: Upload Pension Relief File menu

e Upload their active member data file.
The upload is performed annually and this link
is always available to the employer.

upload Pension Rellef File Click this button from the PERF Online Employer Welcome page to display the menu
in Figure 2 and make a selection.
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Using PERF Online’s Pension Relief Functions

1.3. Upload Pension Relief Data

The Upload Pension Relief File page (see Figure 3)
appears after clicking on the Upload Pension Relief Data
menu selection.

The pension relief data file must be in a specific format
in order to be submitted. A template is provided (see
the Page LINKS box below).

See section 1.3.1. Uploading the Pension Relief Data on
page 4 for instructions on how to upload the pension

relief file.

The following buttons are on this page:

Browse... |

Upload File |
Cancel Upload |

Click this button to open the
Select File window (see Figure
4).

Click this button after selecting
the file to upload and to begin
the upload process.

Click this button to cancel the
upload process, exit the Upload
Pension Relief File page and
return to the PERF Online
Employer Welcome page.
Click this button to view the
pension relief data that was

Previous Data |

Upload Pension Relief File

*Please note: You may only submit your Pension Redef fie once
Upon submission, the Pension Relief Upload ink will be remaved from PERF Online.

File | Browso

UpioadFile | Canceiupioad | PreviousData |  RecordsinQueue |

1. Choose the *Browse* button to open the *Select File” window

2. Locate the Pensicn Rebef file to upload. This must be 3 s fie

3. Double-click the Me name

4, Confiern the e name In the lower portion of the *Select F2e* windaw
5. Chicx *Open”

6. Confirm the file name in the text box next 10 the “Browse* button

7. Ciek “Uploaa Flie*
Click here Yo view Templates

Llick hare to view Guidelines.

Figure 3: Upload Pension Relief File page
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submitted the year before. See B poamere B Windows Medi
=l My Pictures
section 1.3.3. Previous Pension Bl e it
Relief Data Records on page 7. Bty 200
. . . =] =
mecorssmausus | Click this button to view records oo kLot Brenim
=8 attask User Manuial foider [EFERF Oniine Employer Handbook
that were Saved as Incomplete. (ens IS PERF Orine Employer Screens
. . . il | i
See seFtlon 1.3.4. Pension Relief — | 5 —
Data Flle Queued Records Files of type: [ Files ¢y | Cancel
on page 8. £
Figure 4: Select File window
Page LINKS v’ Click here to view Templates
include:

Provides a template for the format of the pension relief file that will be submitted to

PERF.
v' Click here to view Guidelines

This link is under development.
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Using PERF Online’s Pension Relief Functions

‘1.3.1. Uploading the Pension Relief Data

Follow the procedure below to correctly upload the Pension Relief File to PERF Online.

1 Browse. . |

Click this button to open the Choose File window:

Choose file

Look jn: I@ Deskiop

2|

[ 3] Citrix Program Keighborhood
W Clik

[ElMicrosoft Office PowerPoint 2007
[Eimicrosoft Cffice Publisher 2007

=+ et E-
i My Computer [ Calcuiator FERF Criline I
Ly Network Places [EIForms-Reports with S5 [E)PERF Oriline M
C0ffice 2007 Training = Incliana State Intranet PERF Rec Ret
P8 sdobe Reader 8 [EkaPalmer [E PERF Spending
B BMS swap [Eimicrosoft Office Picture Manager FERF Unigue I

Program StatL
Project_Manag

D Helpdesk  Assistant [EiMicrosoft COffice visio 2003 [E TECH wWRITER
i Microsaft Office Excel 2007 [Ery Documents Windews Med.
l Microsoft Office Outlook 2007 [Emy Pictures
i Microsoft Office Word 2007 [£] Meed to Know, bt
L2 Snaglt 8 Paint
= Swap [ElPalmer_Kathy_Iunz009.xsx
= @task [HIPERF Electronic Library
(= @task HELP [EIPERF Employer Handbook
2008 PERF Tracking Log.xsx [EIPERF Intranet
B Attask User Manual folder [EIPERF Criine Employer Handbook
EEL [EIPERF criline Employer Screens
4] | |
File name: I j Open I
Files of type: IAII Files (** j Cancel |
y
2 Navigate to the Pension Relief Data file to upload. This MUST be an Excel file.
3 ﬁ Click once to select it.
4 Confirm that the desired file appears in the File name field.
Filz name: j
5 Click this button.
6 Confirm that the file name and its path appear in the File field.

File |

| Browse._|

7 Upload File | Click this button to upload the file.
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1.3.2. Fixing a revoked Pension Relief data file

Once the PR data is submitted, you will receive an
automatic notification from PERF Online that your PR
data was successfully received.

If there are any errors in the PR data file submitted, the
file is revoked and you will receive an automatic email
from guestions@perf.in.gov with text similar to Figure
5.

Log back into PERF Online (See section 2.1.1. Logging

Using PERF Online’s Pension Relief Functions

Your pension relief information has been
received; however, errors have been found.

Please log in to PERF Online, review and
correct all errors, and resubmit your
pension relief information. 'The errors
have been documented in the comments
section under the 'Records in Queue'
link'.

If you have questions, please contact our
call center toll-free at 888-526-1687 or
locally at 233-4162, or email your

into PERF Online in Chapter 2 of the PERF Online for
Employers Handbook, navigate to the Pension Relief
section and review the data file.

questions to questions@perf.in.gov.
Warm regards,
PERF

Figure 5: Sample email notification of errors in PR data

Fields that must be corrected before submission will be

outlined in red. Fo ET

Departmeret - BATESVILLE-POLICE DEPT Employer Number

Fields that do not match PERF records but can be

Maviver

Mamber £iry :
submitted will be outlined in orange. B Narze —
All date and Social Security numbers fields will be -—‘rzf- : —
r - ™~ e ¥ »
automatically formatted as the numbers are entered.
Use the drop-down arrow (™ ) to choose a value for
the Payee Type field.
sl L3}
*Inuummucaqgm
¥ Lavt Kame of Authortzed Agent
.lnm Mane of Aumarnized Agens
o
ook | Dele | metom | Gesmboorgew | 'MQU’?}:—_J

;.-runr:.-

e FERY Criem S 1of AutsrmaBouly auhaniie i Lt b xgn PERP xuneriaton o quue

e u»\n 1080 pReaee Lonkact P

ETon ngreghied 0 red neso 3 D=
Byrars teghhghied 1 Orange 00 TOE vy 8 e oeptades
- mu xr- WO et TEelact ARY ac Uk "Save au Incoreplete”

- rl"!-e-:illl and L5k "Save Changes® 10 salteed re xh|
-~11 CON DA 3A0RT 30 1ent 00 FERF partid sumissn? e nat

BRI 0 Doy 1D ave Changes o § !MINWN«
344 Dtawsty Rebivd el CELN Ry utrict L Dy} Survihor TeretiCary Fatrmd visasis
v {Crdd) Benesoary (k5atend Cna) 5 rd 13y ([Deperoynt Fyend)

Figure 6: Records in Queue listing

NOTE: If you have already defined the title, first name and last name of an authorized agent in the
Preferences section of PERF Online (see section 2.5.2 Authorized Agent Information in Chapter
2 of the PERF Online for Employers Handbook), that information will automatically appear in
the Title of Authorized Agent, Last Name of Authorized Agent, and First Name of Authorized

Agent fields.
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_ Using PERF Online’s Pension Relief Functions

The following buttons are available on this page:

Clicking this button after viewing or maintaining pension relief data file records in the
Back i
queue and return to the Upload Pension Relief File page.
Delet Clicking this button to delete a pension relief data file record from the queue after
elee selecting the record to delete (by checking the checkbox in the Select All column). The

record will be deleted immediately.

Click this button to add a row for entry of a new pension relief data file record in the
InsertRows | y P

queue.
Save as Incompiets Click this button after selecting all records to save as incomplete and to save partially

completed pension relief data file records in the queue.

Public Employees Retirement Fund PEikdi? /'/i )
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Using PERF Online’s Pension Relief Functions

1.3.3. Previous Pension Relief Data Records

The pension relief data file records for the prior year's = ro vear [z Department : BATESVILLE-POLICEDEPT ~ Employer Number :
7706100

submission will appear (see Figure 7). The year this

information was submitted is shown in the For Year | iz e
field. o YR
r an P f-mxn fioonseE peows £
The pension relief data file for the prior year can be D e -5 f‘(—':—’:—:"""':: E;_"—“W_
used to create the pension relief data file for the r R s = PTG [T [ e
current year by following the steps below:
1. Click the drop down arrow in the For Year field and
choose the current year.
o m— )
2. Select all previous pension relief data records by T it gt
clicking the check box in the Select All column .rnuannol Agent
heading. 3 First Name of Authorized Agent
of
A checkmark appears in the selection box for all i) L0} e S A e R ISR CRHR)
the records under the fl rSt CO|umn Indlcatlng that Registration 10 use PERF Online 00es not 3LL0mabically authorze the user to ugn PERF documentadon or approve

elelrone submissions of any knd. Only 3 peeson property SUNOMZEA by the empiayer's GOverning board may $gn

the pension relief data record has been selected. PERF COCUMENS or e46<U0nK. SUCTIS 51005 of af Hi. ¥ Y0 PV QUE 0014 300U Who 15 SUNOraed o how 10
become suthorized please cortact PERF a2 1.888.526- 1687 and a3k 10 speak win an Empioyer Liatson Speciadst
All records must be selected.

ErTors NGIAGILED In red need 10 Be COMECted DEfore submIsIon
Ermors nignighted in orange 00 Not matth our recorss but are accegtable

3. Click the Save as incomplete button and the I yOu WISh 10 Save recores Lsing Save in Cueus then please seisct "Select All® 39d cick "Save 3s Incomplete™
Ploase note that only af recorss Can De saved In queve

e ntries WI | | be saved in th e q ueue. gg;';w;l: ;?::;t::‘n econds Men plesse select "Select All" and cick *Save Changes® to subme records 1o

only all records can be authonzed and sent 10 PERF partal sumissions are not vald

Select ang delete unwanted recorss in oroer to Save Changes of Save as Incomplete,
Oesataty Retired inchudes Disabity Retred ana Cisabity Retired (Line of Duty) SunvivorBenencary Retited inchides

NOTE: If you have already defined the title, first Bereficiary (Spouse), Beneficiary (Chid) Beneficiary (Disabled Chid) Beneficiary (Dependant Patent)
name and last name of an authorized
agent in the Preferences section of PERF Figure 7: Selection of records for pension relief file

Online (see section 2.5.2 Authorized
Agent Information in Chapter 2 of the
PERF Online for Employers Handbook),
that information will automatically appear
in the Title of Authorized Agent, Last
Name of Authorized Agent, and First
Name of Authorized Agent fields.

See the next section for information on accessing and
editing the pension relief data file records in the queue.

Public Employees Retirement Fund




- Using PERF Online’s Pension Relief Functions

‘1.3.4. Pension Relief Data File Queued Records

Any pension records that were not processed completely and saved as incomplete are automatically stored as
pending for later review.

If there are no records in the queue, an error pop-up ERROR

window displays (see Figure 8).
plays ( g ) ¢ No Pending Records Found: No records have been
saved in the queue

@ Back Click this button to return to the

EE— Upload Pension Relief File page. See
section 1.3. Upload Pension Relief Figure 8: No Pending Records
Data on page 3.

Records that are in the queue will be displayed on the For Year [7573]  Department : BATESVLLEPOLICE DEFT  Employer Number -
Pension Relief Data File Records Queue page. All fields
. . . MamDar | e | LT By
for the pension relief data file record are not shown Soct Mwbar | MBBACER | gl | Daset | 'plUlh | ey
. . " {110 Mane " e (MM
because of the size of this page. i : M0 {06 vrvr|
r R g Foie JOWEET PRETRYT T R
. . . r Foams 1 omm  fFmiva pinnes eisin
The list below will help the employer complete entries - pmET :ﬁ = g R S mT
on this page: r e e [ Fom foiss  ns e
e Use the scrollbar to move forward or backward to
see and complete all the entries. 3
e  Click the entry field under the appropriate column " :
e

name to enter information.

¢ Thetab key can be used to move to the next entry. Figure 9: Pension Relief Data File Records Queue

e Items marked with an asterisk next to the space for
the entry, must be filled in.

Public Employees Retirement Fund Indiana
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Using PERF Online’s Pension Relief Functions _

1.3.4.1. Successful save of pending queued records

A pop-up window will appear (see Figure 10) providing Total number of members : 3
a summary of all pension relief data file records that are Total number of Payees : 3
to be saved as incomplete in the queue. Total Annual Benefit : § 62,909.00

Total Death Benefit : $ .00
: Total Benefit Paid before Death : $ .00
The gmployer can er.1ter optional comments about the Total DROP Amount : § .00
pension relief data file records to be saved as Grand Total : $ 62,909.00
incomplete in the queue. These comments will only be

seen by internal staff at PERF.

This window has the following buttons:

Comments :
Click this button to save changes

in the queue. A confirmation =]
window appears (see Figure 11).

Click this button to cancel saving

changes and return to the

Upload Pension Relief File page =
(see section 1.3. Upload Pension

Relief Data on page 3).

Submit

Cancel

Return Back to Upload Pension Relief File

v" Return Back to Upload
Pension Relief File

Page LINKS
include:

This link returns to the Submit | Cancel
Upload Pension Relief File
page (see section 1.3.
Upload Pension Relief Data
on page 3).

Figure 10: Pop-up window of incomplete pension relief data file
records

A confirmation window displays (see Figure 11) to verify
that the changes to the pension relief data file records
have been saved in queue.

Your Pension Relief file has been successfully saved in queue.

Please use the "Records in Queue" link to access your records
prior to submission

v' Back to Home
Page LINKS

invelliales This link returns to the PERF
Online Employer Welcome
page (See section 2.2
Welcome to PERF Online for
Employers in Chapter 2 of Back to Home
the PERF Online for
Employers Handbook).

Figure 11: Confirmation windows of records saved in the queue

indiana i ; ) Public Employees Retirement Fund



Using PERF Online’s Pension Relief Functions

| 1.3.4.2. Unsuccessful save of pending queued records

If the save was unsuccessful, an error page (see Figure
12) will indicate the corrections needed. The errors
shown will be different depending on the records in the
file.

Fields requiring changes appear as highlighted in red.
These fields must be fixed before the file can be
submitted to PERF. See Figure 7: Selection of records for
pension relief file on page 7 as an example. Use the
scroll bar to see more fields. After correcting the fields,
enter the Title of Authorized Agent, Last Name of
Authorized Agent, and First Name of Authorized Agent
to continue with the resubmission.

ERROR

Error Page. Please bat the Back link at the bottom of the screen to correct sl
BITOfS.

Invakd Deatn Benefit Amount Fald: If Date of Death is earfler than 07042003
the death benefit cannot be greater than §9,000.00. If Date of Death is aftar
07)01/2000 the dunth benafit cannot be graater than 512,000 008 membar Date
of Death m earfier than the year of PR data submission Death Senefit Pald
must be zero. (1)

Invalid Total Death Benefit Paid Befors Death. Tolal Beoefits Paid before Deoath
Is mandatory if Date of Desth is the year of PR data submission, Il membet
Date of Death is prior to the yoar of PR dats submission Tota) Benefits Paid
before Death should be zero. (1)

invalid Death Benefit Amount Paid: Total Benefits Paid before Death s
mancatory ¥ the payss Date of Death is the sams yasr a8 the year of PR data
submession. ¥ the payes SSN and member SN are the same Total Benafits
Paid before Death showd be blank on the payee side.{ 1)

Invakd Total Percentage: Member benefit cannot be less than 50% or greatsr
than T4% (1)

Figure 12: Unsuccessful save of pending records

Public Employees Retirement Fund




Using PERF Online’s Pension Relief Functions

1.3.4.3. Submission of pending queued records to PERF

If there are no errors, a confirmation page verifies that
the pension relief file data records were saved (See
Figure 14).

The employer can enter optional comments about the
pension relief data file records that were saved and are
ready for submission. These comments will only be
seen by staff at PERF.

This window has the following buttons:

Click this button to save changes
in the queue. A confirmation
window appears (see Figure 14).
Click this button to cancel saving
and return to the Upload
Pension Relief File page (see
section 1.3. Upload Pension
Relief Data on page 3).

Submit

Cancel

v" Return Back to Upload
Pension Relief File

Page LINKS
include:

This link returns to the
Upload Pension Relief File
page (see section 1.3.
Upload Pension Relief Data
on page 3) where the saved
records have not yet been
submitted.

Total number of members : 1

Total number of Payees : 1

Total Annual Benefit : $ 25,528.00
Total Death Benefit : $ 8,175.00

Total Benefit Paid before Death : $ .00
Total DROP Amount : $ .00

Grand Total : $ 33,703.00

Comments :

Return Back to Upload Pension Relief File

Submit Cancel

Figure 13: Confirmation of saved pending queued records

1.3.5. Confirmation of successful submission to PERF

A confirmation window displays (see Figure 14) to verify
that the changes to the pension relief data file records
have been submitted to PERF and the Pension Relief
Upload link has been removed. This link will reappear
when the time comes for next year’s pension relief data
file to be submitted. A contact number is also provided
for questions.

Your Pension Relief file has been successflly submitted
The Pension Rebel Upload link will new be removed from PERF
Onine PERF will corntact you ence your file has been reviewsd

¥ you have any further questions, feel free 1o contact PERF at
questionsg@pert.in.gov or 8885261687,

Figure 14: Confirmation windows of records saved in the queue

Public Employees Retirement Fund



Using PERF Online’s Pension Relief Functions

Page LINKS v' Back to Home

include:
This link returns to the PERF Online Employer Welcome page (See section 2.2 Welcome

to PERF Online for Employers in Chapter 2 of the PERF Online for Employers Handbook).

1.3.6. Pension Relief Template

Clicking on the Click here to view templates link from
the Upload Pension Relief File page (see Figure 3 on g s Frte it Skt okt
page 3), opens a new window which has a table Mete: 148 it of LS Nils 38036 costain the esluren hesders

showing the acceptable fields, field length and formats 9 B0 SR g TR AL T T T e CORR A D en. 10 .
for the pension relief file.

Pension Reliel - Templates

NOTE: Pension Relief data can be only be T N TTD I TR

uploaded and submitted to PERF in an : ‘
Excel file. Text files are not allowed. e Bor 3 crys e

NOTE: The first line of the Microsoft Excel file
should contain the column headers.

Click on the Sample Excel File link to view the sample G
file. To save a copy to use as a template, right-click on
the link and select "Save Target As...”

Table 1: Formatting Fields for Pension Relief Excel File
on page 12 shows the formatting which is acceptable in
the Excel file. ‘

Page v' Sample Excel File sadfpmsiclieiyan
LINKS o

This link will download a sample
include

Excel file correctly set up to handle
the data. See section 1.3.6.1.
Sample Pension Relief Excel File on
page 14 for more information.

Table 1: Formatting Fields for Pension Relief Excel File

Field Name Field Length Field Format

SSN Nine or 11 characters XXXXXXXXX
XXX-XX-XXXX

First Name 20 characters maximum Letters or spaces only

Last Name 20 characters maximum Letters or spaces only

Date of Birth Eight or 10 characters mm/dd/yyyy
mm-dd-yyyy
mmddyyyy

Date of Hire Eight or 10 characters mm/dd/yyyy

PERF



Using PERF Online’s Pension Relief Functions

Table 1: Formatting Fields for Pension Relief Excel File

Field Name

Field Length

Field Format

mm-dd-yyyy
mmddyyyy

Last Day in Pay Status

Eight or 10 characters

mm/dd/yyyy
mm-dd-yyyy
mmddyyyy

Retirement Date

Eight or 10 characters

mm/dd/yyyy
mm-dd-yyyy
mmddyyyy

Date of Death

Eight or 10 characters

mm/dd/yyyy
mm-dd-yyyy
mmddyyyy

Death Benefit Paid

Eight characters maximum

numbers only

Total Benefits Paid Before Death

Eight characters maximum

numbers only

Payee Type

Drop down menu

Dropdown Options are:
"Regular Retired"
"Disability Retired"
"Survivor/Beneficiary Retired"

Date Child Benefit Stopped

Eight or 10 characters

mm/dd/yyyy
mm-dd-yyyy
mmddyyyy

Member Benefit

10 characters maximum

numbers only

Annual Benefit

10 characters maximum

numbers only

Monthly Payment Amount

Eight characters maximum

numbers only

DROP Entry Date

Eight or 10 characters

mm/dd/yyyy
mm-dd-yyyy
mmddyyyy

Salary Used to Calculate DROP

10 characters

numbers only

Annual DROP Lump Sum

10 characters

numbers only

Grand Total Paid

10 characters

numbers only

TN, ,“

PERF|)
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Using PERF Online’s Pension Relief Functions

1.3.6.1. Sample Pension Relief Excel File

A pre-formatted Microsoft Excel template file is - - ) A
available which can be used to enter the active member | [ fomel | S| o (B
St s (| S | S | et | bt | S | e [l

directly into the correct format.

See section 1.3.6.2. Saving the Excel File below to save
a copy to use as a template.

Figure 16: Pension Relief Sample Microsoft Excel file

1.3.6.2. Saving the Excel File

To save a copy to use as a template,

Step Action

1. Click on the Sample Excel File link.
g Or right-click on the link and select Save Target As... from the menu that appears.
See Step 4 below.
2. A new window will appear prompting you to either download or save the file.
File Download X
Do you want 10 open or save B Me?
=4 Name  SamplePoraonielel s
— Type Microsft Ofice Bxcel 97-2003 Wocksheet, 15345
From test.secure.n dre
| Ope | Sawe Cancel |
i1 Awwys usk bedore opoemng s typa of e
) et i e ket o, doans s SRS,
3. Click one of the buttons below:
Qpen e  Click this button to open the template in Microsoft Excel.
Note: Microsoft Excel or a program that can read an .XLS file must be
installed on your PC to read this file.
Save e  Click this button to save the template to your PC. See Step 4 below.
e Click this button to cancel the download.

Public Employees Retirement Fund
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Using PERF Online’s Pension Relief Functions

Step Action

4, A Save As window appears:
Save As lid
Save v | (@ Deskacp v OO 3y
A o My Computer
_,_:) S8y Network Places
My Rocont A
Documents L Folder Shortauts
%] Copy of SampePensonRelel XK
u BaMy Documents
Destiop
Ay Compusac
My Network
Paces
i game ¢ [sw
Save a3 fype Mscrosot Ofice Excel 872003 Wonsheet s ;C-'c;‘. =
Navigate to the location you want to save the Excel file.
Click this button to save the Excel file.

1.4. Upload Active Member Data

The Upload Active Member Data page appears (see
Figure 17) after clicking on the Upload Active Menu
Data menu selection. It is noted that this upload is for
Pension Relief Active Members only.

The file to be uploaded must be in a specific format.
There is a template provided; see the Page LINK box.

Browse. .. |
Upload File |

Click this button to open the
Select File window (see Figure 4
on page 3).

Click this button after following
the instructions on the page and
selecting the file to upload to
begin the upload process.

Click this button to cancel the
upload process; exit the Upload
Active Member Data page and
return to the PERF Online
Employer Welcome page (See
section 2.2 Welcome to PERF
Online for Employers in Chapter
2 of the PERF Online for
Employers Handbook).

Follow the procedure on the screen which is also in
section 1.4.1. Uploading the Active Member File on
page 16.

Cancel Upload |

indiana

PERF:

Upload Active Member Data

* Ple:

To upload Wages & Contribution Mos, please use the “W:

File

Upload File |

a3€ note This upload IS for Pension Reler Active Me:

S oty
& Contributions® ank to the left

| Browse

Cancel Upload

PER

Ciick an the Ink below to view the sampie file. To save 3 copy to u3e 33 3 tempiate, right chck
on the link and sedect *Save Target AS*

ci

. Choose the *Srowse* button o open the “Select Fe* window

. Locate the Pension Relief file 10 upload, Thes must be 3 s fie

+ Double-cick the file name

. Confirm the file name in the lower portion of the “Selact Fie® wingow.
. Cick *Open*

+ Confirm the foe name in the texd box nest to the *Browse” button

. Chek Upload Fite*

10 U0 (i

F Orfine accepts the Pension Rellet Active Member fle in Excel ( ds) format

Ick here to view Template:

Figure 17: Upload Active Member Data page
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Using PERF Online’s Pension Relief Functions

Page LINKS

v'  Click here to view Template

include:

This link opens up a Microsoft Excel template for the format of the active member file
that will be uploaded. See section 1.4.2. Active Member Template.

‘ 1.4.1. Uploading the Active Member File

Follow the procedure below to correctly upload the Active Member File to PERF Online.

1 Browse. . |

Click this button to open the Choose File window:

Look in: I Desktop

[ &]Citrix Program Meighborhood
o Clik

) Helpdesk. Assistant

i Microsoft Office Excel 2007

- Microsoft Office Gutook 2007
i Microsoft Office Word 2007
L Shaglt O

2008 PERF Tracking Log.xsx
= attask User Manual folder

[EMicrosoft Office PowerPoint 2007
[EMicrosoft Office Publisher 2007
[EMicrosoft Office visio 2003

My Documents

My Pictures

[2) Need to Know. bt

Paint
[EPaimer_kathy_Iunz009.xsx
[EPERF Electronic Library

PERF Employver Handbook

PERF Intranet

[EIPERF Criine Employer Handbook
[HPERF Griine Employer Screens

|

Choose file 2|
= et E-
4 My Computer [ Calcuiator FERF Criline M
My Metwork Places [EIForms-Reports with SSM = PERF Oriline M
) 0ffice 2007 Training B indiana State Inranet PERF Rec Ret
P8 ndobe Reader B [EkaPalmer PERF Spending
S BIMS swap [l Microsoft Cffice Picture Manager PERF Unique I

Program Stat.
Project_Manac
[E TECH WRITER
Windows Medi

3|

File name: I j Open I
Files of type: IAII Files (%% j Cancel |
Y
2 Navigate to the Pension Relief file to upload. This MUST be an Excel file.

’ %xz

Double-click the file to select it or

Click once to select it.

Filz name:

4 Confirm that the desired file appears in the File name field.

[

;

Click this button.

Public Employees Retirement Fund

PER

6 Confirm that the file name and its path appear in the File field.
File | | Browse.. ]
7 Upload File | Click this button to upload the file.
Indiana
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1.4.2. Active Member Template

A pre-formatted Microsoft Excel template file that can W e Temp e . . 2
be used to enter the active member directly into the "'"'"..I .
correct format. —

l-mwvnl
Baenbes First Hama. Last Hame of Birth Gender

See section 1.4.2.1. Saving the Excel File below to save
a copy to use as a template. 2

¥ Active Members Wriksht 70

Figure 18: Active Member template

1.4.2.1. Saving the Excel File

To save a copy to use as a template,

Step Action

1. ik mare 10 ee weaine Click on the Click here to view Template link.
g Or right-click on the link and select Save Target As... from the menu that appears.

See Step 4 below.

2. A new window will appear prompting you to either download or save the file.
File Download 8‘1
Do you want 10 open or save B Me?

= Nama  2005ActheMambers-T omplate s
— Type Mcromft Ofice Bxcel 37-2003 Wocksheet, 20008

From  tes. secure.n.gov

i1 Awwys usk bedore opoemng s typa of e

Whda Hes hom the Intomat cam be useld. some Nes can polentally hom
o your computer ¥ yoo do nod Yust e sounce. 0 561 opan of save s Ha

3. Click one of the buttons below:

Qpen e  Click this button to open the template in Microsoft Excel.
Note: Microsoft Excel or a program that can read an .XLS file must be
installed on your PC to read this file.

Save e  Click this button to save the template to your PC. See Step 4 below.
e  Click this button to cancel the download.
Indiana ""‘7/"; ) Public Employees Retirement Fund
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Using PERF Online’s Pension Relief Functions
Step Action

4, A Save As window appears:
PX

Save As
v Y3y

Savem | G Deskcp

) o My Compus:
¢ S0y Nenvork Places

My Rocont A

Documents S a8

pePensonielel xi
} ts
Cesiiop
8
Ay Compusac

.

Fie pame Pooiscesllompers Tocplate o v S
Save a3 fhype Mscrosot Ofice Excel 872003 Wonsheat v Carced |

Navigate to the location you want to save the Excel file.

Save Click this button to save the Excel file.

Indiana
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