Use this Quick Reference Guide (QRG) to aid in modifying active
member information in the Employer Reporting and Maintenance
(ERM) application.

Locate an Active Member Account

1. Access the ERM application. Choose Member from the Navigation Menu, then choose Modify Member from the
drop-down menu.

2. Use the fields in the Search Member section of the Modify Member screen (Figure 1) to search for an active member
account.

3. Click Search. Results display in the bottom three sections of the screen (Figure 2).

Modify an Active Member Account

1. To modify a member’s first, middle or  Figure 1: Search Fields on the Modify Member Screen
last name, gender or marital status:

a. Click the Modify button in the & Search Hember
Modlfy Member Sect|on (F|gure 2) Search for a Member based on Last Mame and last four digits of 55N or Full 55N or Pension ID

b. Type the updated data into the field Lest Name |
or select the correct option from the | ="
drop-down menu. All required fields,
denoted with an asterisk (*), must
be populated before saving. pension D |

c. Click Save. Search

Or

Full 55N |
Cr

Search Result

2. The Member Submission Units section

contains a grid listing all Submission Figure 2: Member Demographics
Units associated with the member.

Depending upon which Submission Unit | Hember bemographics

is selected in the Member Submission First Name. NEW
Middle Name

Units section, the information displayed Last Name PERF17

H Gender Male
in the tabs changes. o e

Pension Id 001224814

Modfy|

.

Member Submission Units

Action Unit ID Unit Name Hire Date Status o .

| Hire Date Member Fund - PERF Life Events My Choice Intermittent Flag

Hire Date 3/23/2019 r
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3. Tolrr)1odify active member Fund information (PERF and TRF Figure 3: Modify Member Fund TRF
only):
a. Choose the Member Fund — PERF (or TRF) tab. e e
b. Click Modify. = Mickmimy Contrution (R=T) |
. Place i i i * voluntary Contribution Date | 8
" ine upsated information nto the fiel, or choose fhe canrect |~ e
option from the drop-down menu. All required fields, denoted _Save| Cancel|
with an asterisk (*), must be populated before saving.
d. Click Save.
4. To add member life events:
a. Choose the Life Events tab and click the Add Life Event button.
b. Click the arrow to the right of the Life Event field.
c. Choose the appropriate Life Event from the drop-down menu.
d. Complete any additional fields that appear on the screen once the Life Event is selected. All required fields,
denoted with an asterisk (*), must be completed before saving.
e. Click Save.
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