Use this Quick Reference Guide (QRG) to aid in logging into
and setting up the Employer Reporting and Maintenance
(ERM) application. This document was formerly titled,
Getting Started in ERM — Employer User QRG.

First Time Access and Login to ERM

The ERM website is located at
https://inprs.in.gov/erm/faces/login.jspx. When logging into
the ERM application for the first time, you are required to
create a new password and verify your contact information.
ERM passwords expire every 90 days and will need to be
changed upon expiration.

Figure 1: Login Screen

Create a Password

To create a password in the ERM application: el

1. Access the ERM application. *User Name: |
2. Enter your User Name into the User Name field, and "Passuord: | _
then enter the temporary password you received via ogin| Cleer
email into the Password field on the Login screen Forget Password?
(Figure 1). .
3. Click Login. You will be prompted to create a new Figure 2: Change Password screen
password . Change Password
4. Enter a new password into the New Password field on .
the screen (Figure 2) and then confirm the password by * New Password: | eesesses
re-typing it into the Confirm Password field. * Confim Password: | eesessee
5. Select a security question from the list of questions in Set Security Question
the drop-down menu associated with the Security " Securky Queston: [ What colo was your fst 2 =l
. ) . * Answer: | Red|
Question field (Figure 2).
6. Enter the answer to your security question into the S I

Answer field.
7. Click Submit.
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Certify Information

Once you access ERM, a one-time data certification screen appears. If you are the initial user for multiple
Submission Units, then you must certify the data for each Submission Unit.

Add User, Set Up Bank Account, and Confirm Payroll Dates

To add a new Employer User:

Figure 3: Add User Pop-Up Box

1. Click the I> next to the Administration option in the
Navigation Menu. Select Users from the drop-down ... wame: mswel@nemcounty.edu
menu_ Mame: Jennifier Maxveel
) ) *Enabled: [EESY ~
2. Locate the contgct you wan'F to_ |dent|fy as an S LA R P T
Employer User in the Submission Unit Contacts Security Administrator =
H H ol Adminis
table and then click the Create User link next to the ekl 5|
contact’s name. Before someone can be identified Wage and Contribution »)
Administrator
as an Employer User, he or she must be added as Wage and Contribution Operator
a Submission Unit contact through the Manage Payment: Ackninistrshor ]
.. . . . . ‘Wage and Contribution Viewer
Submission Unit section of the ERM application. Menmber Viewer K<
3. Add security roles using the shuttle window (Figure =
3). Click the right-facing arrow to move the selected save | Cancel
security role(s) to the right side of the shuttle '
window
4. Click Save.
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To set up a bank account: Figure 4: Add Bank Account Pop-Up Box

1. Click the [> next to the Employer option in the [P —
Navigation Menu. Then click the I> next to the )
Submission Unit option in the Navigation Menu. * Bank ||
Next, select Manage Submission Unit from the * Description |
drop-down menu. * Account Number |

2. Select the Submission Unit you are adding the bank . Routing Number |
account for by clicking on it in the Submission Units

* [
grid. Account Type | E

[
3. Click the Payment Admin tab on the Manage * Defoult Account | ]

Submission Unit screen. * Effective Date | &

4. Click Add Bank Account. Save | Cancel |

5. Complete the required fields in the Add Bank
Account dialog box (Figure 4) and then click Save.

To enter or confirm payroll dates: Figure 5: Define Payroll Date Pop-Up Box
1. Click the Wage and Contribution tab on the Manage "<l Define Payroll Dates "
Submission Unit screen. fear 2o
# Payroll Date
2. Click the Create Payroll Calendar link. _
2 @
3. Complete the fields in the Define Payroll Calendar dialog box 3 e
(Figure 5). ! %
4. Click Save. 5 &
7 )
8 [c0)
) )
10 =
11 %
12 [}
1z %

You may not designate payroll dates that fall on a weekend
or state holiday. Should a payroll date fall on a weekend or
state holiday, please adjust the date to the next business
day.
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