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1 Introduction to Member Management for Employer Users

To ensure that both employers and INPRS staff perform functions in ERM consistently
and efficiently, the ERM manuals have been written for Employer and Staff. The

Employer versions are available from the Employer Reporting & Maintenance page of
the INPRS website. (IC 5-10.2-2-12.5)

Employer Users have access to enroll members and/or manage member accounts in the Employer Reporting and
Maintenance (ERM) application. Based on individualized security roles in the ERM application, Employer Users
can conduct the following member management functions:

Enroll new members.

Modify member information.

Bulk upload member maintenance.
Bulk upload member enroliment.

Manage the Member Enrollment and Member Maintenance Exception Queues.

This user manual introduces all the features and screens associated with member management functions in the
ERM application, as well as how to enter and modify member management data within ERM.

Effective 12/31/2009, employers are to submit contributions, records, and reports
electronically in a uniform format through a secure connection over the Internet. Set up

of employer, users, wage and contribution submissions and instructions on completing
tasks are included in the manuals and QRGs available on the ERM — Manuals page
and the ERM — Quick Reference Guides page of the INPRS website.
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2 ERM Glossary

Refer to the ERM Glossary document for a complete list and definitions.

NOTE: In other documents the various funds, systems, and plans may be abbreviated as
follows:

¢ 1977 Fund, 77 Fund, PF77 — 1977 Police Officers’ and Firefighters’ Pension and
Disability Fund

o CE, C&E, CAEP, EG&C - Excise, Gaming, and Conservation Officers’ Retirement
Plan

¢ JU, JRS, JUDG - Judges’ Retirement System

o LE, LE DC, LE DB, LRS, LEGL — Legislators’ Retirement System (Defined
Contribution or Defined Benefit)

e PA, PARF — Prosecuting Attorneys’ Retirement Fund

e PERF, PE, PR2, PR3, PMCH — Public Employees’ Retirement Fund Retirement Fund

¢ TRF, TRFF, TR2, TMCH - Indiana State Teachers’ Retirement Fund

No matter how they are abbreviated, the abbreviations refer to these named funds,
systems, and plans and often are referred to as “fund, “plan”, or “system”.
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3 ERM Navigation Menu

The Navigation Menu is to the left of the ERM Home page, as shown in Figure 1.
The selections in the Navigation Menu are:

e Home

e Employer

e Member

e Wage and Contribution

e Administration

e PERF Links

e Employer Reports

e Contact Us

Several selections have drop-down menus. The options available to Employer Users vary by security role.
Options that are grayed out mean an Employer User does not have access.

Figure 1: ERM Home Page

AVA

Welcome: shelley horner Saturday, June 1, 2019
My Roles:  Security Administrator Enrollment Logout

| Search Submission Unit
Home

& Employer Submission Unit ID:
& Member
& Wage and Contribution
&= Administration
= PERF Links

Employer Reports

Submission Unit Name:
Search|

| Submission Units

Contact Us Submission Unit Code  Submission Unit Title Fund Name
092( Indiana Public Schools PERF
092t Indiana Charter Schools PERF (]
009; Indiana Charter Schools TRF
009 Indiana Public Schoals TRF W
00% PURDUE POLYTECHNIC HIGH SCHOOL INDIANAPOLIS TRF

Next

3.1 Access the Home Dashboard

To access the Home Dashboard for a Submission Unit:

1. Select a Submission Unit from the table on the Home page.

NOTE: Only the Submission Units your security role allows you to access appear in the table.

2. Click Next. The Home Dashboard for the selected Submission Unit opens, as shown in Figure 2.

|
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Figure 2: Home Dashboard

Home Dashboard Submission Unit :  CITY OF INDIANAPOLIS

Motifications

Title |m.|lhor Date Received | Message
Mo data to display.

Exceptions Summary Payroll Calendar

Exception Type |Count |0Idesl (In Days) | Pay Date |Stltus |
‘Wage and Contribution or Adjustment ] NfA 5/17/201% Past Due

Wage and Contribution Settlement Adjustment 0 NfA ~ 5/24/201% Past Due ~
Member Enroliment 0 NfA 5/24/2019 Past Due (V]
Member Maintenance 1 76 ¥ 5/31/2019 Past Due

Missing Members Greater Than 60 Days 1590 2325

Missing Member Report
Click here to generate Missing Member Report for the user  view Missing Member Report

Back

The Home Dashboard has these sections for the selected Submission Unit:
¢ Notifications
e Exceptions Summary
e Payroll Calendar
e Missing Member Report

For detailed instructions about how to resolve member exceptions, refer to the Manage Member Enroliment,
Member Maintenance, and My Choice Exception Queues section in this manual.

3.1.1 Notifications

The Notifications section lists any active notifications sent to the selected Submission Unit. The columns are:

e SentTo
e Title
e Author

e Date Received

e Message

3.1.2 Exceptions Summary
The Exceptions Summary lists:

e Exception Type

e Count

e Oldest (In Days)

To view an Exception Queue, click a link in the Exception Type column of the Exceptions Summary section
(Figure 2). The Exception Queue screen shown in Figure 3 displays.
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Figure 3: Exception Queue

Excepltion Queue Submission Unit : CITY OF INDIANAPOLIS
WAC or Adj Settlement MBR Enroll ink Miss MBR > 60 My Choice
Type |upload Date |PID 55N | Last Name | Error{s) |Action |

This Leave of Absence cannot be entered, as the
Member Maintenance File 3/21/2019

Absence.

@ Information
Records older than 30 days will result in the inability to submit future Wage and Contribution reports.

Back|

*=*** 8883 Campbell member is already assodated with an active Leave Resolve
of

The Exception Queue screen displays tabs for 4 Exception Queues: W&C or Adj (Wage and Contribution or
Adjustment), Settlement, MBR Enroll (Member Enroliment), MBR Maint (Member Maintenance), Miss MBR >
60 (Missing Member), and My Choice. It automatically defaults to the Exception Queue tab for the link chosen in

the Exceptions Summary section on the Home Dashboard.

3.1.3 Missing Member Report

The Missing Member Report section allows viewing those members in the Submission Unit who have not had a
wage and contribution transaction submitted for between 30 and 59 days (>30). To view a missing member

report, click View Missing Member Report, as shown in Figure 4.

Figure 4: Missing Member Report on ERM Home >30

Missing Members i Export to Excel :
Pension 1d Last Name SSN Days Hissing .'[';::ﬁ'"’" Il,:.t:;m gf;“l""'
000124 Watts 150 1366 9/25/2015  9/18/2015
00121¢ Young == |Ees==aa 4178 176 12/28/2018 12212018 ~
001208 McElroy wmasssa7y? 176 12/28/2018  12/21/2018
001208 Storm sesss=e7840 176 12/28/2018  12/21/2018
00121¢ Phalen TRRREE2H057 176 12/28/2018  12/21/2018
001217 Johnson = wmm==== 4320 176 12/28/2018  12/21/2018
00111€ Hemandez s=sss=s7958 176 12/28/2018  12/21/2018
001213 Joy Teazs=s2594 278 N/A N/A
00044¢ Dewitt 106 3/8/2019 3/1/2019
000343 Moore 169 1/4/2019 12/28/2018
000432 MCCLASKY 127 2/15/2019  2/8/2019
00044 McCloskey 169 1/4/2019 12/28/2018
000883 MARTINEZ 467 N/A N/A
00044€ Parker 1345 10/16/2015  10/9/2015  LFMA
000391 NORRIS ==az=228190 302 B/24/2018  8/17/2018
001224 norr§e ssasss®3gl0 159 N/A N/A
000815 REE =EEEEEg102 474 N/A N/A
000694 SIDEBOTTOM =easEEEg740 2334 N/A N/A
001223 Roses 13 3/1/2019 2/22/2019
00063C BEDAN 355 N/A N/A
000723 Pedigo 176 12/28/2018  12/21/2018
001091 Shepard 180 N/A N/A
00121§ Harrell 176 12/28/2018  12/21/2018
00121§ Holiday 176 12/28/2018  12/21/2018 v
NN121F Marricnn SESTeSS1SA 176 1212817N18 12202018

ﬂ Cancel
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The Missing Member Report displays the following information, as shown in Figure 4:
e PensionlID
e Last Name
e SSN (partial)
o Days Missing
e Last Payroll Date
e Last Pay Posted Date
e Open Life Event

If the Missing Members Greater Than 60 Days is selected from the Exception Summary section (Figure 5), or
by clicking on the Miss MBR > 60 tab in the Exception Queue.

Figure 5: Missing Member Report >60

Exception Queue Submission Unit : HOOSIER LOTTERY
misstier > 60 (ITET e
Last Pay Period | .
PID SSN _un Name End Date Resolve By Date .ERR{)R -.Rchon
No W&C, WAC Adjustment, or
R
000259 **.8945  Sprick 3/9/2019 6/8/2019 Life Event in the past 60 d Terminate Member o~
001222 ==x%2_1099 Metten 3/5/2019 6/8/2019 o e 3 :i’:;‘g“;;‘;y"s'_ Terminate Member
000405 ===_x=.6327 ROSEBROUGH 3/9/2019 6/8/2019 T8 NNC e :i’:;‘g‘;;&;’ Terminate Member
000476 =xx_%2.0878 Taylor 3/9/2019 6/8/2019 . e :‘;’:::’;;;2:5'_ Terminate Member
000920 *rre.5294  NASH 3/9/2019 6/8/2019 e Erat o e ohot 60 oy, Terminate Member \,
R P R No W&C. WaC Adiustment. or _ . . .. .
< >
(i) Information
Records older than 90 days may result in the inability to submit future Wage and Contribution reports.
Back

For instructions regarding the various missing member reports and how to resolve issues with missing members
to avoid having regular wage and contribution uploads blocked, refer to the ERM Missing Member Report QRG —
Employer available on the INPRS website.

3.1.4 Payroll Calendar

The Payroll Calendar displays payroll submissions for a Submission Unit in a table format with the following
columns:

e Payroll Date (MM/DD/YYYY)
e Status

The Payroll Calendar is updated with the previous five and next five payroll submissions. The Payroll Calendar
can only be changed by contacting INPRS.
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3.2 Access and View Member Management Options

Click the arrow [> to the left of Member in the Navigation Menu. A drop-down menu displays with all member
management options, as shown in Figure 6. Actions associated with each option are described in Table 1.

Figure 6: Member Management Options Menu

Home
L= Employer
. "

Enroll New Member
Modify Member

Modify Inactive Member
Bulk Upload Maintenance
Bulk Upload Enrollment
Member SSN Change

Wage and Contribution
Administration

PERF Links

Employer Reports
Contact Us

VYV WV

Table 1: Actions Available for Member Account Options Menu

Enroll New Member Create a new member account in the ERM application.

Modify Member Update information for a member account.

Modify Inactive Member Update termination information for an inactive member.

Bulk Upload Maintenance Make changes to multiple member accounts within a Submission Unit through
a file upload.

Bulk Upload Enrollment Enroll several members into the same Submission Unit through a file upload.

Member SSN Change Change member SSN (INPRS Staff User-only).

SSN Change Approval Approve a member SSN change (INPRS Staff User-only).

Member Life Event Management Edit/Delete Member Life Events (INPRS Staff User function-only)
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4 Enroll a New Member

This section covers information about enrolling a new member for the PERF, TRF, EG&C (C&E, CE) Fund, JRS
(JU) System, and PARF (PA) Fund.

NOTE: Throughout this section all required fields marked with an asterisk (*) must be

completed before the record can be saved or processed.

To enroll a new member, complete the following steps, as shown in Figure 7.
1. Select a Submission Unit.

Enter and verify the member’'s SSN.

Select the member position.

Enter the member demographics.

Enter plan election. (PERF/TRF My Choice)

Verify enroliment.

N o o b~ Db

Submit (the enroliment).

Figure 7: Enroll a New Member Process Flow

4.1 Enroll a New Member

To enroll a new member into PERF, TRF, or the JRS Fund:
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1. Click the arrow [> to the left of Member in the Navigation Menu. A drop-down menu displays with these
options:

e Enroll New Member

¢ Modify Member

¢ Modify Inactive Member

e Bulk Upload Maintenance

e Bulk Upload Enroliment

¢ Member SSN Change (INPRS Staff User-only)

e SSN Change Approval (INPRS Staff User-only)

e Member Life Event Management (INPRS Staff User function-only)

2. Choose Enroll New Member from the drop-down menu.

4.1.1 Select a Submission Unit

The first screen that displays when the Enroll New Member option is chosen is the Select Submission Unit
screen as shown in Figure 8. Choose the Submission Unit into which the new member is enrolled.

Figure 8: Select Submission Unit Screen

Select Submission Unit:
Submission Unit ID

Submission Unit Name New County

Search
Unit ID |Unit Name |Unit Type Employer Name | Status |Effective Date
1234, New County-Judges State New County Partidpating 05/19/2011
1234 New County-Police Dept State New County Participating 05/19/2011
1234 MNew County-University University New County Partidipating 05/19/2011
1234 New County-Library Library New County Participating 05/19/2011

Selected Submission Unit: New County-Judges

Cancel| Back Next

The Select Submission Unit screen contains search fields that locate a Submission Unit by Submission Unit ID
or Submission Unit Name.

To search for a Submission Unit by ID number:

1. Enter the Submission Unit ID number in the Submission Unit ID field. The full Submission Unit ID
number does not need to be entered.

2. Click Search.
To search for a Submission Unit by name:

1. Enter the name of the Submission Unit in the Submission Unit Name field. The full Submission Unit
Name does not need to be entered.

2. Click Search.
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All Submission Unit records that match the search criteria entered, and that the employer has permissions to
view, display in the scrollable table found below the search fields.

To select a Submission Unit from the scrollable table:
1. Scroll through the table until the Submission Unit for the new member is visible.
2. Click the Submission Unit name.

3. Click Next to continue the member enroliment.

4.1.2 Verify Member Social Security Number

The next screen that displays is the Enter SSN screen, as shown in Figure 9. This screen contains 2 fields where
the member’s Social Security Number is manually entered and verified.

Figure 9: Enter SSN Screen

Enter 55N

Selected Submission Unit:  Mew County-Library

* 55N

* Reenter S5M
Cancel | MNext

To enter an enrolling member’s SSN:
1. Enter the SSN, without dashes, into the SSN field.
2. Re-enter the SSN, without dashes, in the Reenter SSN field.
3. Click Next. After clicking Next, the ERM application checks the SSN against existing member records.

a. Ifthe new member’'s SSN already exists but is not enrolled in the Submission Unit selected, a screen
displays, as shown in Figure 10 and Figure 11 (TRF). It displays the demographic information and
status of a TRF Member for the existing member, plus a notification that the member exists in the
ERM application.
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Figure 10: Confirm Member Already Exists Notification (PERF and JU/JRS)

Canfirm Member

The Member already exists please revies the following member mformation.

-----------

Mease confimm thet ERM has returned the comect Memdber.

If thee Membserdes Barth date, Address or Phone Number liclds require apdates, please have the Hember costact INPRS Cestomer
Service Center at (B44)G0- INPRS Moaday through Friday, 8 aum, to 8 p.m. Eastern Time, except on holidays.

Click “Hewt' bo continese and enrollment will continwe a3 if I wene 4 few’ enrollment.
Caniel Tt

Figure 11: Confirm Member Already Exists Notification (TRF)

Confirm Mambssr

The Marmbsr alroady exists plodss rewiew the folowing member informaton

TRF Pri-96 Morbsr  NQ
Please conform that ERH has returned the comect Hembser.,

11 the Membserdri Barth dale, Address or Phone Numbser lields requare apdates. plesse have the Hember contact INPRS Costomer
Service Conter at (844 G0 [NPRS Honday theough Fradey, 8 a.m, to 8 pum. Eastern Tine, except on hodafars.

Clack Heat’ bo continwe and enrollment will contmoe a1 f it were 2 pew enrollenend.

Cancad | Mt

b. If the information displayed is for the new member, click Next to continue the member enroliment.

c. Ifthe new member's SSN exists and is enrolled in the Submission Unit, a notification displays that

redirects to the Modify Member section, as shown in Figure 12.

NOTE: Ifthe member's SSN exists in a status that does not let that member re-enroll into the

Fund, a notification displays. It tells the Employer User to contact INPRS because the

enrollment cannot proceed.

Figure 12: SSN Already Enrolled with Submission Unit Notification

The Sodial Security Mumber exists for this Member within the Submission Unit specified. Please go to the Modify Member Section for this Member.

The Question — Intermittent displays after Confirm Member (Figure 11) and before Select Position (Figure
14). The Intermittent Flag tab displays for all funds except TRF because TRF cannot change the Plan status.
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Figure 13: Intermittent Flag

Question - Intermittent
* Intermittent -ﬂ If the Intermittent Flag is set to Yes, the member's Intermittent status will need to be verified annually.

Cancel | MNext

4.1.3 Select a Member’s Position

If the new member’'s SSN does not exist, the Select Position screen displays for the Fund the member is being
enrolled in. The information required on the screen depends on the Fund.

Select a Member Position for PERF

To select a member position for PERF:

1. Select from the drop-down menu associated with the Is Member in a Covered Position? Field shown in
Figure 14.

a. In order for enroliment to continue, Yes must be selected.

b. If the member is not in a covered position, select No. If the member is not in a covered position, a
notification displays stating the enroliment cannot proceed.

2. Select from the drop-down menu associated with the Is Member an Elected Official? field also shown in
Figure 14.

a. If the member is an elected official, select Yes. A new screen section displays, which contains a list of
elected positions:

e County Auditor

e County Clerk

e County Recorder
e County Treasurer
e Coroner

o Sheriff

o State Elected Auditor (Effective July 1, 2023, the Auditor of the State title changes to State
Comptroller.)

e State Elected Treasurer
e State Elected Secretary
e County Surveyor
¢ Any Elected Official Not Listed Above
b. Click the member’s elected position.
c. If the member is not an elected official, select No.

3. Click Next.
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Figure 14: Select Position — Fund PERF

Select Position - Fund PERF
Covered Positions: Al Positions Covered

*1s Member in a Covered Position ? =]

* Is Member an Elected Offical 2 |

Cancel % @

Select a Member Position for TRF

To select a member position for TRF:

1. Choose Yes or No from the drop-down menu next to the Part Time/Substitute field.

2. Choosing Yes produces a new screen section titled Confirm - Fund TRF under the Part
Time/Substitute field, as shown in Figure 15.

3. Answer each question in the Confirm - Fund TRF section of the Select Position screen. If the member
does not meet all of the criteria given, a notification displays stating the enroliment cannot proceed.

4. Click Next.

Figure 15: Select Position: Confirm - Fund TRF

Question - Fund TRF
* Part: Time/ Substitute |

Confirm - Fund TRF
Flease check the corresponding bo if the answer to the question is ves

1 [T Does the Member have at least an Associate’s Degree?
22 [T Does the Member have an active Indiana Teaching License?
03 [T Has the Member taught at least 120 davs in one vear, or 60 davs in bwo separake years in 4 TRF-covered position in the State of Indiana?

Cancel | Mext

Select a Member Position for CE/EG&C Fund
To select a member position for CE/EG&C Fund:

1. Choose the enrolling member’s position from the drop-down menu associated with the Member’s
Position field shown in Figure 16. The list includes the following:

Gaming Agent

Gaming Control Officer

Indiana State Conservation Enforcement Officer
Indiana State Excise Police-Law Enforcement Division

Indiana State Excise Police Officer

2. Click Next.
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Figure 16: Select Position - Fund CE (EG&C)

Select Position - Fund CE

*Member's Position =l

Cancel | Mext

Select a Member Position for the JU/JRS Fund

To select a member position for the JU/JRS Fund:

1. Choose the member’s position title from the drop-down menu next to the Member’s Judge Type field, as
shown in Figure 17. The menu includes the following:

e Appeals Court Judge
e Circuit Court Judge
e County Court Judge
e Criminal Court Judge
e Juvenile Court Judge
e Magistrate — Full-Time
e Magistrate — Juvenile
¢ Municipal Court Judge
e Probate Court Judge
e Superior Court Judge
e Supreme Court Judge
e Tax Court Judge
2. Click Next.
Figure 17: Select Position — Fund JU (JRS) Screen

Select Position - Fund JU

* Member's Judge Tyvpe ;I

Cancel | Mext

Select a Member Position for PA/PARF Fund
To select a member position for PA/PARF Fund:

1. Choose the enrolling member’s position title from the drop-down menu associated with the Member’s
Position field shown in Figure 18. This list includes:

e Prosecuting Attorney

e Chief Deputy Prosecuting Attorney
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o Deputy Prosecuting Attorney (Deputy Prosecuting Attorneys paid by the state are eligible to become
members of PARF)

o Executive Director
e Assistant Executive Director
2. Click Next.
Figure 18: Select Position Screen: Fund PA (PARF)

Select Position - Fund PA

*Member's Position ;I

Cancel % Next

4.1.4 Enter Member Demographics

Once member’s position has been selected, the Create New Member screen displays, as shown in Figure 19.
Enter demographic information on this screen.

Figure 19: Create New Member Screen

Hire Date

* Hire Date [y

Member Demographics

proe [ [

* First Name

Middle Name

* Last Name
Suffix E

* Birth Date B

* Gender
* Marital Status

Email Address |

Address
— -
* City

* Gtate |IN-INDIANA
* Zip Code |

Phone Number
Phone Type Main

* Phone

Extension

Plan Election
Plan Election |PERF Hybrid Plan [+]
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To enter member demographics into the Create New Member screen:

1. Enter the member’s hire date in the Hire Date field in Section 1. The required format for the field displays
in a pop-up bubble when the Hire Date field is clicked.

2. Enter the following member demographics into the fields in Section 2:
e Prefix
o First Name (view-only for members who already exist in ERM)
e Middle Name (view-only for members who already exist in ERM). This field is not required.
e Last Name (view-only for members who already exist in ERM)
o Suffix. This field is not required.

e Birth Date (MM/DD/YYYY) (view-only for members who already exist in ERM). The required format
for the field displays in a pop-up bubble when the Birth Date field is clicked.

e Gender
e Marital Status
¢ Email Address (Required for full-time TRF members)
3. Enter the following member address information into the fields in Section 3:
e Address (view-only for members who already exist in ERM)
e City (view-only for members who already exist in ERM)
o State (view-only for members who already exist in ERM)
e Zip (view-only for members who already exist in ERM)
4. Enter the member’s phone number and extension into the fields in Section 4:
a. The phone type defaults to Main.

b. Enter the member’s phone number into the Phone field. The required format for the field displays in a
pop-up bubble when the Phone field is clicked (view-only for members who already exist in ERM).

c. If a particular extension is required, enter this number in the Extension field.

5. Submit the member’s election for My Choice Retirement Savings Plan (PERF or TRF). Three options are
available during the 60-day window the member has to make the election.

a. No Election at this time

b. PERF/TRF Hybrid

c. PERF/TRF My Choice
6. Click Next.

4.1.5 Verify Member Enrolilment Summary
Once all the required demographic information has been provided, verify that the information is correct.

After clicking Next, the Verify Member Enrollment screen opens, as shown in Figure 20.
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1. Verify all information on the screen.

2. Click Back if any information is incorrect. Continue until reaching the screen that displays the field
containing the incorrect information.

a. Enter the correct information into the field.
b. Click Next until the Verify Member Enroliment screen redisplays.
3. Click Submit when all required fields are complete and the information is correct.

Figure 20: Verify Member Enroliment

Venify the following:

sbected Submission Unit:  STATE OF INDIANA

Select Position - Fund PERF

Phone  (317) 1234567

Plan Election

w MO Election a2 Thes Time

A Warmning

Plan ehection & rrevocable, seect “Submit” to cortrue, "Back” to change the dection or "Carcdl” 8o cancel the envollment process

4.1.6 Confirm Member Enroliment

Click Submit on the Verify Member Enrollment screen, the ERM application assigns a Pension ID number for
the newly enrolled member. If the member already existed in the system, the Pension ID remains the same.

A confirmation screen displaying the assigned Pension ID number displays, as shown in Figures 21 and 22.
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Figure 21: Confirm Member Enrollment Summary Screen for Non-TRF Funds

Confirm Success

The Member has been enrolled successfully with Pension ID: 000456759,

In addition, the TRF Fund Classification is displayed in the confirmation screen upon a member being enrolled
in the TRF Fund, as shown in Figure 22.

Figure 22: Confirm Member Enrollment Summary Screen for TRF Fund

Member Enrollment Confirmed

The Member has been enrolled successfully into the TRF 1996 plan with Pension 1D: 000448974,
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5 Enroll a New Member: 1977 Fund

NOTE: Throughout this section all required fields marked with an asterisk (*) must be

completed before the record can be saved or processed.

5.1 Enroll a New Member

5.1.1 SEA 78, Effective July 1, 2022

NOTE: A School Resource Officer (SRO) must be enrolled as a Police Officer. (HB 1104,

effective July 1, 2024)

Effective July 1, 2022, SEA 78, provides that if INPRS determines that a new full-time police officer or full-time
firefighter in PERF must be a member of the 1977 Fund, INPRS shall require the employer to transfer the
member into the 1977 Fund and contribute the amount that INPRS determines is necessary to fund fully the
member's service credit in the 1977 Fund for all service earned as a full-time police officer or full-time firefighter in
PERF. Provides that a police officer or firefighter who is an active member of the 1977 Fund with an employer that
participates in the 1977 Fund, separates from that employer, and more than 180 days after the date of the
separation becomes employed as a full-time police officer or full-time firefighter with the same or a second
employer that participates in the 1977 Fund, is a member of the 1977 Fund without meeting the age limitations
under certain circumstances. However, the individual must pass the statewide baseline physical and local board
mental examinations. (IC 36-8-8-3, IC 36-8-8-5, IC 36-8-8-7)

Employer contributions, member contributions, and service credit for full-time police officer or full-time firefighter
members, formerly PERF members, must be resubmitted by the employer via wage and contribution entries when
transferring the member to the 1977 Fund as a result of the SEA 78 legislation effective July 1, 2022. This can
only be done if the PERF member passes the statewide baseline physical and local board mental examinations.

Any existing PERF member that is being transferred to the 1977 Fund to comply with SEA 78 is addressed on a
case-by-case basis upon submission of the 1977 Police Officers' & Firefighters' Fund Application for Membership
(State Form 4928). This form is only available from the EA Team.

Defined contribution (DC) after tax contributions paid out of the member’s pay results in a credit on the employer’s
account as a result of the transfer of the member from PERF to the 1977 Fund via wage and contribution
transactions. It is the employer’s responsibility to reimburse the employee for any after tax contributions and any
voluntary contributions.

Rollover pre-tax contributions are not impacted by this process.

Any PERF member becoming a 1977 Fund member as a result of SEA 78 must review the beneficiary/survivor
designation(s) to ensure they align with the IC 36-8-8-13.9 and IC 36-8-8-14.1 statutes.

A PERF member that has been transferred to be a 1977 Fund member qualifies for retirement pension and death
benefits according to the statutes outlined by the 1977 Police Officers’ and Firefighters’ Pension and Disability
Fund. Refer to the applicable sections in this reference manual for details.

5.1.2 To enroll a new member into the 1977 Fund:

1. Click the arrow [> to the left of Member in the Navigation Menu. A drop-down menu displays. The
options in this menu are:
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e Enroll New Member

¢ Modify Member

¢ Bulk Upload Maintenance

o Bulk Upload Enroliment

¢ Member SSN Change (INPRS Staff User-only function)
e SSN Change Approval (INPRS Staff User-only function)

2. Choose Enroll New Member from the drop-down menu.

5.1.3 Select a Submission Unit

To select a Submission Unit for a 1977 Fund enroliment, follow the same steps as selecting a Submission Unit for
a PERF, TRF, or JU Fund enroliment. Refer to the Enroll a New Member section of this manual.

5.1.4 Verify Member Social Security Number (SSN)

To verify a new member’s SSN for a 1977 Fund enrollment, follow the same steps as verifying a new member’s
SSN for a PERF, TRF, or JU/JRS Fund enroliment. Refer to the Enroll a New Member section of this manual.

5.1.5 Select a Member Position for the 1977 Fund
This is not required for the 1977 Fund.

5.1.6 Enter Member Demographics

Once the new member’s SSN is verified, the Create New Member screen opens, as shown in Figure 23. Use the
different sections to provide demographic information for the new member.
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Figure 23: 77 Fund Create New Member

Member Demographics

Prefix =]

* First Name

Middle Mame

* Last Name

Suffix ;I
*Birth Date &y

* Gender

= =

* Marital Status
Email Address

Address
* Address

*City
*State | IN-INDIANA =1
* Zip Code

Phone Number
Phone Type MAIN
*Phone

Extension

Cancel | Mext

To enter member demographics into the Create New Member screen:

1. Section 1 of the Create New Member screen usually contains the Hire Date field. For 1977 Fund
enroliments; however, the member’s hire date cannot be entered until INPRS receives the results from
the member’s Statewide Baseline Examination (7977 Police Officers’ & Firefighters' Fund Application for
Membership, State Form 4928). Once INPRS receives this information, INPRS Staff contacts the
employer by phone or email to notify the employer to enter the member’s hire date. This field is not visible
during member enrollment for the 1977 Fund.

2. Enter additional member demographics into the fields in Sections 1, 2 and 3 of the Create New Member
screen.

For 1977 Fund enrollments, the ERM application calculates the member’s age based on the date entered
into the Birth Date field.

e Prior to July 1, 2020, if the new member’s age is greater than or equal to 36 years as a firefighter or
40 years of age as a police officer, a notification displays alerting the Employer User that enroliment
cannot continue. However, if the member is rehired into the 1977 Fund, the member’s age can be
equal to or greater than 36.

o Effective for firefighter applications received on or after May 1, 2023 (SB185), if the new
member’s age is greater than or equal to 40 years, the enrollment cannot continue.

3. Click Next.
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5.1.7 Verify Member Enroliment Summary

When enrolling new members into the 1977 Fund, members are placed into the Exception Queue until results of
their Statewide Baseline Examination are received by INPRS. The Exception Queue notification is shown in
Figure 24.

Refer to the Manage the Member Enrollment, Member Maintenance, and My Choice Exception Queues section of
this manual on how to complete the enrollment process.

Figure 24: '77 Fund Enrollment Exception Queue Notification

Confirm Success

77 Fund enroliments are sent to the Member Enrollment Exception Queue with the status of 'Pending’ until results of the Statewide Baseline Examination
are received. Once INPRS receives the results, we will contact you to complete the enrollment.
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6 Modify a Member

NOTE: Throughout this section all required fields marked with an asterisk (*) must be

completed before the record can be saved or processed.

Employer Users can modify specific information associated with member accounts in the ERM application,
including:

e First, Middle and Last Name

e Gender

e Marital Status

e Member Fund Information (PERF and TRF only)
e Life Events

e Fund Election (PERF Only)

6.1 Locate a Member Account

To locate a member account, select Member in the Navigation Menu, then choose Modify Member from the
drop-down menu. This opens the Modify Member screen, as shown in Figure 25. The screen’s search fields can
locate a member account using the member’s;:

e Last name the last 4 digits of the member’'s SSN, or
e Full SSN, or
e Pension ID

Figure 25: Search Member Section of the Modify Member

~| Search Member

Search for a Member based on Last Name and last four digits of S5M or Full 55N or Pension 1D

Last Name

Last 4 S5M
Or

Full 55M
Cr

Pension ID

Search

6.1.1 Search for a Specific Member Account

To search for a member using the member’s last name and last 4 digits of the member’s
SSN

1. Enter the member’s last name into the Last Name field.

2. Enter the last 4 digits of the member’s SSN in the Last 4 SSN field.
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3. Click Search.
To search for a member using the member’s full SSN
1. Enter the entire SSN, without the dashes, into the Full SSN field.
2. Click Search.
To search for a member using the member’s Pension ID number
1. Enter the 9-digit Pension ID into the Pension ID field.
2. Click Search.

Information for the member whose record matches the data entered into the search field(s) displays on the bottom
of the Modify Member screen. This bottom portion of the screen contains 3 sections, as shown in Figure 26.

Figure 26: Member Account

Member Demographics
First Name NEW
Middle Name
Last Name TRF28
Gender Male
Marital Status Married
Pension I1d 001224

Modify

TRF Fund Pre-1996 Member: No

Member Submission Units |

Action Unit ID Unit Name Hire Date Status v ERective ‘

0037 | DANVILLE COMM SCHOOL 3/25/2019 Active 3/25/2019

Hire Date Member Fund - TRF Life Events My Choice

|
Hire Date 3/25/2019 ‘

Member Demographics section contains member demographic information, including:
e First, Middle and Last Name
e Gender
e Marital Status
e Pension ID
¢ TRF Fund Classification (TRF Only)

Member Submission Units section contains a scrollable table listing all Submission Units in which the member
is enrolled.

Tabs section displays tabs which contain the following member information related to the Submission Unit
selected in the Member Submission Units section:

e Hire Date

e Member Fund (PERF and TRF)
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e Life Events

e My Choice tab

6.2 Manage Member Demographics

Member Demographics section of the Modify Member screen allows Employer Users modify certain member
demographics. To modify member demographics:

1. Click Modify. The Modify Member Demographics dialog box displays, as shown in Figure 27. The
dialog box contains the following fields:

e First, middle and last name
e Gender
e Marital status

Figure 27: Modify Member Demographics

Modify Member Demographics

*First Name | James
Middle Name

*Last Name |Patterson

* Gender IMaIe - I
* Marital Status IMarried 'I

By changing this Member’s First, Middle or Last Name you are certifying that you have received the proper documentation for this legal change to take effect.

Save Cancel

2. Enter the correct information or click the v next to the field that needs to be modified.

3. Select the appropriate option from the drop-down menu.

4. Click Save.

NOTE: Only the names of active members of a Submission Unit can be changed. Changing the

member’s name can only be made if copies of the proper legal paperwork has been
received and verified.

6.3 Manage Member Submission Units

6.3.1 Manage Member Hire Date, Fund Information, Life Events and My Choice
Retirement Plan

NOTE: Member Submission Unit information is view-only and cannot be modified.

The tabs at the bottom of the Modify Member screen allows Employer Users to modify Fund details (PERF and
TRF), add Life Events, and display My Choice elections for members associated with more than one Submission
Unit, the information displayed on these tabs changes depending upon the Submission Unit selected in the
Submission Units section.
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6.3.2 Modify a Member Hire Date

NOTE: Member hire date information is view-only. Employer Users cannot modify a member’s

hire date. Contact INPRS if a member’s hire date needs to be modified.

6.3.3 Modify Member Fund Details

Member Fund details can be modified using the Member Fund tab, as shown in Figure 28. This tab displays only
if the member participates in at least one of the following Funds:

e PERF
e TRF
Figure 28: Member Fund — PERF Tab on the Modify Member Screen

Member Demographics
First Name NEW
Middle Name
Last Name PERF18
Gender Male
Marital Status Married
Pension Id 001224

Madify
Member Submission Units
Action Unit ID Unit Name Hire Date Status e

8027 INDIANA ECONOMIC DEVELOPMEN... 3/21/2019 Active 3/21/2019

m Member Fund - PERF Life Events My Choice Intermittent Flag
Staff User Function |

Voluntary Contribution (Pre-Tax) %
Voluntary Contribution Date

Is Member an Elected Official ? No
Elected Official Type
Elected Official Effective Date

Modify Member Fund Details for PERF
To modify member Fund information for PERF:

1. Click Modify below the Member Fund - PERF tab. This opens the Modify Member Fund PERF dialog
box, as shown in Figure 29. The dialog box has these fields:

¢ Is Member an Elected Official?
e Elected Official Type. If the member is an Elected Official, the type is required.

e Elected Official Effective Date. If the Is Member an Elected Official? field is modified, the Elected
Official Effective Date field must be modified.
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Figure 29: Modify Member Fund PERF

Modify Member Fund PERF

* Is Member an Elected Offidal ? | Yes Iz‘
* Elected Official Type | County Recorder E
* Elected Offidal Effective Date | 10/1/2011 F@

Save Cancel

2. Select the field to be modified. Select the correct option from the drop-down menu or enter the updated
member Fund information into the appropriate field.

3. Click Save.
Modify Member Fund Details for TRF

Member Voluntary (Pre-Tax) % field appears only if the Submission Unit has elected to
participate in the Voluntary Pre-Tax Program prior to 1//1/2018. This option is no longer

available for new enrollees as of 1/1/2018. This field is view-only for Employer Users. If
the information may be incorrect, contact INPRS.

Figure 30: Member Fund - TRF Tab on the Modify Member Screen

Member Demographics
First Name NEW
Middle Name
Last Name TRF51
Gender Male
Marital Status Married
Pension 1d 001224

Modify

TRF Fund Pre-1996 Member: No

Member Submission Units

Status Effective |
| Date |
000¢ CARROLL CONS SCHOOL CORP 3/20/2019 Active 3/20/2019

BT  siember Fund - TRE

Part Time/ Substitute No
Email Address TEST@TEST.COM

Modify

Action Unit ID Unit Name Hire Date Status

To modify member Fund information for TRF:

1. Click Modify below the Member Fund - TRF tab, as shown in Figure 30. This opens the Modify
Member Fund -TRF dialog box, as shown in Figure 31.

2. If the value entered in the Part Time/Substitute field changes from Yes to No, provide an email address
for the member. A new field displays in the dialog box, as shown in Figure 31.
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Figure 31: Modify Member Fund - TRF Part Time/ Substitute Status Change

Modify Member Fund TRF

* Part Time/ Substitute |No [ =]

* Email Address | jjackson@new. edu

Save Cancel

3. Select the field to be modified.

4. Select the correct option from the drop-down menu or enter the updated member Fund information into
the appropriate field.

5. Click Save.
Modify Member Fund Details for 1977 Fund

NOTE: There is no member Fund information to modify for members in the *77 Fund.
Modify Member Fund Details for CE/EG&C Fund

NOTE: There is no member Fund information to modify for members in the CE (EG&C) Fund

Modify Member Fund Details for JU/JRS

NOTE: There is no member Fund information to modify for members in the JU (JRS) Fund.

Modify Member Fund Details for PA/PARF Fund

]
NOTE: There is no member Fund information to modify for members in the PA (PARF) Fund.

6.3.4 Modify Member Life Events

Employer Users have the ability to modify member Life Events through the Life Events tab on the Modify
Member screen, as shown in Figure 32. Refer to the ERM Glossary for more details about Life Events.
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Figure 32: Life Events Tab on the Modify Member Screen

Member Demographics
First Name Sarah

TRF Fund Pre-1996 Member: No

Member Submission Units

Unit 1D Unit Name Hire Date Status e
DANVILLE COMM SCHOOL 822013 Active 81272013
P ...
Life Event |Effective Date
No data to display.
Add Life Event |

To modify a member Life Event:

1. Click Add Life Event below the Life Events tab. This opens the Add Member Life Event dialog box, as
shown in Figure 33.

Figure 33: Add Member Life Event

Add Member Life Event

* e Event |-

Save | Cancel

2. Click the « to the right of the Life Event field. Choose the appropriate Life Event from the drop-down
menu. Depending on the Life Event chosen, additional information may be required.

a. Ifthe Life Event is a change from a covered to a non-covered position within the same Submission
Unit:

1) Select the Covered to Non-covered Position option from the Life Event field drop-down menu.

NOTE: If a member goes from a non-covered position to a covered position, this is considered

a new enrollment, and the member must be enrolled into the correct Submission Unit.

2) Enter the last day the member is in the covered position into the Last Day in Covered Position
field. The required format for this field displays in a pop-up bubble when the field is clicked. For
more information on the definition of this field. Refer to the ERM Glossary document for a
complete list and definitions.

b. If the Life Event is the beginning of a leave of absence (Figure 34):

1) Enter the leave effective date into the Effective Date field. Click the field and the required format
for this field displays in a pop-up bubble.
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Figure 34: Add Member Life Event - Leave of Absence

Add Member Life Event

* Life Event  {He s o= =

=l
* Effective Date | | &y
Save | Cancel

c. If the Life Event is a return from a leave of absence:

1) Select the correct Return from Leave option from the Life Event field drop-down menu.

2) Enter the date the member returned from leave into the Effective Date field, as shown in Figure
35. Click the field and the required format for this field displays in a pop-up bubble.

3) If the member is returning from a military leave, enter the date the member was released from
active duty in the Active Duty Military Discharge Date field. Click the field and the required
format for this field displays in a pop-up bubble. Enter the date the member began active military
service in the Active Service Start Date field. Then enter the date the member ended active
military service in the Active Service End Date field.

NOTE: Any member returning from active military service (Military LOA) must provide a copy of
the DD Form 214 to the employer to verify the dates of service.

NOTE: When a TRF member returns from certain Life Events, the number of Service Credit
Days of the member’s leave is required to be entered.

Figure 35: Add Member Life Event — Return from Leave

Add Member Life Event

* Life Event | Return from USERRA Military Leave [=]

* Effective Date E‘"{})

* Active Duty Military Discharge Date Eﬂ(})
* Active Service Start Date Eﬂ(})

* Active Service End Date E"(})

Save Cancel

d. Ifthe Life Eventis placing a member on suspension:

1) Select the Suspension option, either paid or unpaid, from the Life Event field drop-down menu.

2) In the Effective Date field, enter the date the member’s suspension takes effect. The required
format for this field displays in a pop-up bubble when the field is clicked.

e. Ifthe Life Event is removing a member from suspension:

1) Select the Return from Suspension option from the Life Event field drop-down menu.
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2) In the Effective Date field, enter the date the member’s return from suspension takes effect. The
required format for this field displays in a pop-up bubble when the field is clicked.

f. If the Life Event is a termination:

1) Select Terminate Employment from the Life Event field drop-down menu, as shown in Figure
36.

2) Enter the member’s termination date into the Last Day in Pay field, shown in Figure 36. The
required format for this field displays in a pop-up bubble when the field is clicked. For more
information about the definition of this field. Refer to the ERM Glossary document for a complete
list and definitions.

3) Enter the date of the member’s last paycheck into the Last Check Date field, shown in Figure 36.
The required format for this field displays in a pop-up bubble when the field is clicked. For more
information about the definition of this field. Refer to the ERM Glossary document for a complete
list and definitions.

Figure 36: Add Member Life Event — Termination

Add Member Life Event

* Life Event | Terminate Employment IE'
* Last Day in Pay E’"(})
* Last Check Date E’"(})

Save | Cancel |

3. Click Save.

NOTE: When entering termination information for a member of the 1977 Fund note that the last

day in pay cannot be the same date as the member’s retirement date. The last day in
pay must be at least one day before the member’s retirement date.

6.3.5 Modify/Delete Life Events

Employers Users have the ability to modify/delete a member’s life event in ERM. The life event must be deleted
in reverse chronological order. Refer to the ERM Glossary document for a complete list and definitions and for
more details about Life Events.

6.3.6 Modify My Choice Retirement Savings Plan Elections

Employer Users have the ability to submit a member’s Plan Election until the election is made by the member or
by the employer. The election is allowable for a 60-day window from the hire date or until an election is
submitted. The My Choice tab on the Modify Member screen shown in Figure 33, reflects the following
information:

¢ Plan Election:
o Options may include PERF/TRF My Choice, PERF/TRF Hybrid, or No Election at this Time

o Effective Date
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¢ Plan Election Input

e Input Election Date

e Vesting Percentage in the My Choice Retirement Savings Plan

If No Election at this Time is represented, the election can be submitted via the My Choice Exception Queue
or by the member through their account online. Fund elections are not modifiable once submitted.

Life Events through the Life Events tab on the Modify Member screen, as shown in Figure 37.

Figure 37: My Choice Tab

Member Demographics
First Name Christi
Middle Name L
Last Name Denton
Gender Female
Marital Status Single
Pension Id 001

Modify

TRF Fund Pre-1996 Member: No

Member Submission Units

Plan Election: My Choice
Effective Date: 8/6/2024
Plan Election Input: My Choice
Input Election Date: 8/1/2024
Vesting Percentage: 0 %

Action \Unit 1D Unit Name Hire Date Status Sxntes Hicotve
Hire Date Member Fund - TRF Life Events My Choice
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7 Modify an Inactive Member

Employer Users can modify a member’s termination dates by using the Modify Inactive Member option under
Member in the Navigation Menu. Choosing this option opens the Search Member screen, as shown in Figure 38.

NOTE: Throughout this section all required fields marked with an asterisk (*) must be

completed before the record can be saved or processed.

Figure 38: Search Member Screen

~| Search Member
Last Name

Last 4 55M
Full 55M

Pension ID

Search

The top section of the Search Member screen contains search fields to locate an inactive member’s account
using the following information:

e The member’s last name AND the last 4 digits of the member’s SSN, or
e The member’s full SSN, or

e The member’s Pension ID
7.1 Search for a Specific Member Account

7.1.1 To search for a member using the member’s last name and last 4 digits of the
member’s SSN:

1. Enter the member’s last name into the Last Name field.
2. Enter the last 4 digits of the member’s SSN in the Last 4 SSN field.
3. Click Search.

7.1.2 To search for a member using the member’s full SSN:
1. Enter the member’'s SSN, without the dashes, into the Full SSN field.
2. Click Search.

7.1.3 To search for a member using the member’s Pension ID number:
1. Enter the member’s 9-digit Pension ID into the Pension ID field.

2. Click Search.
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Information for the member whose record matches the data entered into the search fields displays on the bottom
of the Modify Inactive Member screen. This screen contains 4 sections, as shown in Figure 39.

Figure 39: Modify Inactive Member Screen

Member Demographics
First Name John

Middle Name
Last Name  Smith
Gender Male
Marital Status  Single

Member Submission Units

| 1 =
Unit TD Unit Name Hire Date | Status e Sicie
MyChoice
Flan Election: My Chaice
Effactive Data: 3/20/2016
Plan Election Input: MyChoice
Irput Election Date: 3/20/2015
Vesting Percantage: 0%
Life Events
Action | Life Event |Last Day in Pay  |Last Check Date | Effective Date

Section 1 contains view-only member demographic information, including:

e First Name, Middle Name, and Last Name

e Gender

e Marital status

e TRF Fund Classification (TRF Only)
Section 2 contains a table listing the member’s inactive Submission Unit(s). This information is view-only.
Section 3 displays the My Choice section, if applicable

Section 4 displays the member's life event information.

7.2 Modify an Inactive Member’s Termination-Related Dates

Employer Users have the ability to modify an inactive member’s termination dates through the Life Events
section on the Modify Inactive Member screen, as shown in Figure 38.

To modify an inactive member’s termination dates:

1. Click the Modify link in the Action column of the Life Events table. This opens the Modify Termination
Dates dialog box, as shown in Figure 40.
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Figure 40: Modify Termination Dates

Life Event Terminate Employment

* Last Day in Pay | 1/10/2011 [
* | ast Check Date | 1/15/2011 [y

Save | Cancel

2. Enter the member’s updated termination date into the Last Day in Pay field, shown in Figure 39. The
required format for this field displays in a pop-up bubble when the field is clicked. For more information
about the definition of this field. Refer to the ERM Glossary document for a complete list and definitions.

3. Enter the date of the member’s last paycheck into the Last Check Date field, shown in Figure 39. The
required format for this field displays in a pop-up bubble when the field is clicked. For more information
about the definition of this field. Refer to the ERM Glossary document for a complete list and definitions.

4. Click Save.
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8 Service Credit Requests

From time to time, information submitted through ERM (or prior to ERM) may need corrections. You cannot
modify service credit. The only exception to this rule is for employers with the TRF Fund who have previously
submitted wages and contributions for a member. TRF employers must adjust the number of days reported by
following the process as outlined in the Completing an Online Wage and Contribution Adjustment (By Member —
For Adjustment to Previously Submitted Information) section of the Employer Reporting and Maintenance (ERM)
Wage and Contribution (W&C) User Manual — Employer. This manual is available from the ERM — Manuals page
on the INPRS website. For all other service credit requests, contact INPRS.
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9 Bulk Upload Member Maintenance

Employer Users can manage large groups of members from the same Submission Unit using the Bulk Upload
Maintenance option under Member in the Navigation Menu. Choosing this option opens the Bulk Member
Modification screen, as shown in Figure 41.

NOTE: Throughout this section all required fields marked with an asterisk (*) must be

completed before the record can be saved or processed.

Figure 41: Bulk Member Modification Screen

Bulk Member Modification

Submission Unit ID

Submission Unit Name

Search
Unit ID |Unit Name |Effective Date Status |Unit Type Fund Name Employer Name
4562 New Town Governme 5/1/2009 Partidpating Other Government Er PERF New Town
1234 New County-library 1/1/1980 Participating Library PERF New County
1234 New County - Univers 1/1/1980 Partidpating University TRF New County
1234 New County - Police [ 1/1/1380 Participating Police 77 New County

Selected Submission Unit: New Town Government

Sefe:‘_:fezl [ Browse._ J

9.1 Search for a Submission Unit Account

The top of the Bulk Member Modification screen displays two search fields to locate a Submission Unit by either
Submission Unit ID number or name.

To search for a Submission Unit by ID number:

1. Enter the Submission Unit ID number into the Submission Unit ID field. The full Submission Unit ID
number does not need to be entered.

2. Click Search.
To search for a Submission Unit account by name:

1. Enter the name of the Submission Unit into the Submission Unit Name field. The full name of the
Submission Unit does not need to be entered.

2. Click Search.

The middle of the screen contains a scrollable table for Submission Unit information. All Submission Units that
match the search criteria entered in either the Submission Unit ID or Submission Unit Name field, and that a
user’s individualized security role allows him/her to access, displays in the table below the search fields. Choose
the appropriate Submission Unit from the table.
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The bottom of the screen contains a field that displays the name of the Submission Unit selected in the table and
a Select File field. In the Uploading a File section below, detailed instructions about uploading a file to this field
displays.

9.2 Upload a File

To upload bulk member maintenance information for members of a Submission Unit:

1. Use the Bulk Upload — Member Maintenance file layout, provided by INPRS. For a complete details,
refer to the ERM Bulk Member Maintenance File Layout Specification document.

The file type is pipe delimited ( | ) text file (.txt extension).The file layout includes the following fields:
a. A header containing the following required fields:
e Submission Unit ID
e Row Count
b. A body containing the following fields for each member:
¢ SSN (For identification purposes only. This field cannot be modified.)
e Member’s Pension ID (For identification purposes only. This field cannot be modified.)
e Last Name (For identification purposes only. This field cannot be modified.)
e Gender
e Marital Status
e LastDay in Pay
e Last Check Date (required if Last Day in Pay information is entered)
e Life Event
o Life Event Effective Date (required if Life Event information is entered)
o Active Duty Military Discharge Date (required if Life Event is Return from Military Leave)
e TRF Part Time/Substitute
e TRF Part Time/Substitute Effective Date (required if TRF Part Time/Substitute is entered)
e Email Address (required if TRF Part Time/ Substitute is answered No)
e Elected Official?
e Elected Official Type (required if Elected Official? is answered Yes)

e Elected Official Effective Date (required if Elected Official? information is entered)
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Two of the three identification fields (SSN, Pension ID or Last Name) must be
completed for each member included in the bulk upload member maintenance file. The
information entered into these fields must match existing information in the ERM

application.

For the remaining fields, only insert information into fields to be modified. In the fields
that are not to be modified, insert a pipe ( | ).

2. Name and save the file.

3. Click Browse to the right of the Select File field to open an explorer window of all available files, as
shown in Figure 42.

Figure 42: Explorer Window for Bulk Member Maintenance

Organize ¥ (W, Open ~ Print New folder =~ 0 @

\ame Jate dified Tvpe Size
r Favorites Name Date modified Type Size

Business

~a Libraries Projects 18/2011 3:46 PNV

] Doct 7/18/2011 3:46 PM KB
‘& Computer
€ Network

|~_:-' Docl Title: Add a title Size: 9.64 KB
E Microsoft Office Word Document Authors: wdeal

4. Choose the correct file path by clicking the name of the file to be uploaded. The file path displays in the
Select File field.

5. Only one file at a time may be selected for uploading.
6. Verify the correct file path and click Upload.

The contents of the file undergoes a structural validation process to ensure the layout of the file meets
requirements and can be read before the file is uploaded to the ERM application. If the file does not pass
structural validations, a notification displays stating the file could not be uploaded. Correct the file and ensure that
the proper file layout provided by INPRS is being used.

9.3 Summary Screen

Once the file passes structural validations, it is also checked against other member maintenance validations. The
following displays on the screen after this last validation check is completed, as shown in Figure 43:

1. For those transactions that passed all validations, the following is presented and may be printed for proof
that the transactions were successfully entered into the system:

e Member’s Last Name
e Member’s Last Four Digits of SSN

e Member's Pension ID
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2. For those transactions that did not pass validations, the Employer User is directed to the Exception
Queue to resolve the errors. This would include any members who are in a classification of a PERF/TRF

My Choice Retirement Savings Plan position.

Figure 43: Summary Screen for Bulk Member Maintenance

~| Summary
Selected Submission Unit Cd 1234
Selected Submission Unit New County-Library
Uploaded File: Menroll.txt
Total Records: 1
Processed Records: 1

Processed Member records Print
Last Name |SNN Last 4 digits |PTD
Freeney 1313 000384
- |
Error Member records Print
| Last Name |SNN Last 4 digits |
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10 Bulk Upload Member Enroliment

Employer Users can enroll large groups of members into the same Submission Unit using the Bulk Upload
Enrollment option under Member in the Navigation Menu. Choosing this option opens the Bulk Member
Enrollment screen, as shown in Figure 44.

NOTE: Throughout this section all required fields marked with an asterisk (*) must be
completed before the record can be saved or processed.

NOTE: Bulk Upload Member Enroliment is only available for PERF, TRF and 1977 Fund
Submission Units.

Figure 44: Bulk Member Enroliment Screen

Bulk Member Enroliment

Submission Unit ID
Submission Unit Name
Search

Unit ID |Unit Name |Effective Date | Status Unit Type |Fund Name |Employer Name
4562 New Town Government 5/1/2009 Participating  Other Government Entity PERF New Town

1234 New County-Library 1/1/1980 Participating  Library PERF New County

1234 New County - University 1/1/1980 Partidpating  University TRF New County

1234 New County - Police Dept 1/1/1980 Participating  Police 77 New County

bmission Unit: New Town Government

[ Browse..

Upload

10.1 Search for a Submission Unit Account

The top of the Bulk Member Enrollment screen displays two search fields to locate a Submission Unit, either by
Submission Unit ID number or name.

10.1.1 To search for a Submission Unit by ID number:

1. Enter the Submission Unit ID number into the Submission Unit ID field. The full Submission Unit ID
number does not need to be entered.

2. Click Search.

10.1.2 To search for a Submission Unit account by name:

1. Enter the name of the Submission Unit into the Submission Unit Name field. The full name of the
Submission Unit does not need to be entered.

2. Click Search.
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The middle of the Bulk Member Enrollment screen contains a scrollable table for Submission Unit information.
All Submission Units that match the search criteria entered in either the Submission Unit ID or Submission Unit
Name fields, and that a user’s individualized security role allows him/her to access, displays in the table below the
search fields. Choose the appropriate Submission Unit from the table.

The bottom of the screen contains a field that displays the name of the Submission Unit selected in the table and
a Select File field. In the Uploading a File section below, detailed instructions about uploading a file to this field
displays.

10.2Upload a File

To upload a file containing a group of new members to be enrolled into a Submission Unit:

1. Use the Bulk Upload — Enrollment file layout, provided by INPRS. The file type is pipe delimited ( | ) text
file (.txt extension). For complete details, refer to the ERM Bulk Member Enroliment File Layout
Specification manual. The file layout includes the following fields:

a. A header containing the following required fields:
¢ Submission Unit ID
¢ Row Count
b. A body containing the following fields for each member:
e Hire date (MM/DD/YYYY)*
e SSN*
e Prefix
e First Name*
e Middle Name
e Last Name*
o Suffix
e Birth Date (MM/DD/YYYY)*
e Gender*
e Street Address 1*
e Street Address 2
e Street Address 3
e City*
e State*
e Postal Code*
¢ Phone Type 1* (defaults to Main, the only valid value.)
¢ Phone 1*

e Phone Extension 1
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e Email Address (required for full-time TRF members only)

e Marital Status

e Part Time/Substitute? (TRF only)

e Elected Official? (PERF only)

e Elected Official Type (PERF only when the Elected Official? field is Yes)
e Covered Position? (PERF only)

NOTE: Hire date is not a required field for 1977 Fund enrollment. This information cannot be

provided until the enrolling member passes the Statewide Baseline Examination.

2. Name and Save the file.

3. Click Browse next to the Select File field to open an explorer window of all available files, as shown in
Figure 45.

Figure 45: Explorer Window Bulk Member Enroliment

Organize v i~ Open = Print New folder = - i ®
Date modifed Tus
r Favorites Jarme Date modified ype
Business
~a Libraries Projects
) Doct
1M Computer
€8 Network

=i Docl Title: Add a title Size: 964 KB
Microsoft Office Word Document Authors: wdeal

4. Choose the correct file path by clicking the name of the file to be uploaded. The file path displays in the
Select File field.

5. Only one file at a time may be selected for uploading.
6. Verify the correct file path and click Upload.

The contents of the file undergoes a structural validation process to ensure the layout of the file meets
requirements and can be read before the file is uploaded to the ERM application. If the file does not pass
structural validations, a notification displays stating the file could not be uploaded. Correct the file and ensure the
proper file layout provided by INPRS is being used.

10.3Validate Member Fund Data

Before the new member enroliment data is uploaded into ERM, it must be validated. TRF has validation criteria
that new members must meet before they are enrolled in TRF.
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10.3.1 Validate TRF Member Fund Data

Before a new member is enrolled into a Submission Unit associated with TRF, Employer Users must confirm that
any Part Time/Substitute teachers included in the enroliment file meet the three membership requirements. If one
of the Part Time/Substitute teachers included on the enroliment file does not meet the membership requirements,
the file is not processed. Therefore, correct the file by removing the member from the enroliment file and then
upload it again.

NOTE: When uploading a file with a large number of members, this process may take some
time.

10.4Summary Screen

Once the file passes structural validations and member Fund validations, it is also checked against other member
enrollment validations. The following displays on the screen after this last validation check is completed, as shown
in Figure 46:

1. For those transactions that passed all validations, the following are presented and may be printed for
proof that the transactions were successfully entered into the system:

e Member’s Last Name

e Member's Last Four Digits of SSN

e Member’s Pension ID

e Member’s Plan Election (PERF/TRF My Choice is offered along with the PERF/TRF Hybrid)
e Member’s Vesting Percentage (My Choice)

2. For those transactions that did not pass validations, the Employer User is directed to the Exception
Queue to resolve the errors.

Figure 46: Summary Screen for Bulk Enroliment

~| Summary
Selected Submission Unit Cd 1234
Selected Submission Unit New County-Library
Uploaded File: Menroll.txt
Total Records: 1
Processed Records: 1

Processed Member records Print |
Last Name SNN Last 4 digits |PID
Freeney 1313 000984

]

Error Member records Print

|Last Name |SNN Last 4 digits
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Figure 47: Summary Screen for Bulk Enrollment (PERF and TRF)

~| Summary
Selected Submission Unit Cd 8888
Selected Submission Unit New County - Auditor
Uploaded File: test 1 Enrollment File. TXT
Total Records: 11
Processed Records: 2
Processed Member records Print
| e | - Vesting |
Last Name .SSN Last 4 digits .PID .Plan Election Percentage
Lochner 8013 000368 No Election 0%
Eubank 8843 000460 No Election 0%
Error Member records Print I'
Last Name SSN Last 4 digits | Plan Election
& Shaw 0002 Enter Plan
= Allen 3273 Enter Plan
= Wisniewski 1700 Enter Plan
= Lewis 1489 Enter Plan
L Hendricksen 4490 Enter Plan
~ Gipson 1224 Enter Plan
- Watts 5350 Enter Plan
= Cain 2450
= Lochner 8013
& Eubank 8843
= Beavin 7583 Enter Plan

If a Hybrid and My Choice Retirement Plan participating employer uses a bulk enrollment file to enroll members
and has classifications of all or some employees that go into one or both plans, a Plan Election may be needed.
The election can be made in the Summary screen or by navigating to the My Choice Exception Queue. To
enter the plan:

1. Click the Enter Plan link in the Plan Election column of the table next to the transaction to be modified in
the Summary screen, as shown in Figure 48. The options to choose may vary depending on if the
classifications exist for one or both funds.

e If Classifications offer both Hybrid and My Choice the options to choose are:
o My Choice
o Hybrid
o No Election at this Time

¢ If Classifications are not offered both Hybrid and My Choice, the options to choose are:
o My Choice
o Hybrid

2. Make the appropriate selection

3. Click Save
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Figure 48: Select the Proper Plan

Select the proper Plan

=

Election

ﬂ Cancel

For those transactions that did not pass validations, the Employer User is directed to the Exception Queue to
resolve the errors. This would include any members who are in a classification of a My Choice Retirement
Savings Plan position.
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11 Member Social Security Number Change

If a member’s Social Security Number (SSN) is entered incorrectly or otherwise requires a correction or change,
this can only be done by an INPRS Staff User. Contact INPRS for assistance with your request.
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12 Member Life Event Management

If a member’s life event is entered incorrectly, the life event can be modified or deleted only by an INPRS Staff
User. Contact INPRS for assistance with your request.
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13 Manage the Member Enroliment, Member Maintenance, and My
Choice Exception Queues

NOTE: Throughout this section, all required fields marked with an asterisk (*) must be

completed before the record can be processed.

If a transaction entered into the ERM application - either via online entry or bulk upload - contains errors or is
awaiting further information, it is placed in the applicable Exception Queue, as shown in Figure 49.

Figure 49: Exception Queue Screen

Exception (uene Swbmission Unit :  CITY OF INDLAMAPOLIS
HBR Maink Hizs MBR > &0 My Chisice:
Statewide
Last Mame Error{s) Baseline  Action
Examinalti

Marmber Ereclment Fle  2/15/2015 Sy ot BT a el A Sy Fisiive

) Information
Records older than 30 days will result in the inability to submit future Wage and Contribution reports.

Back |

There are three Exception Queues for member management:
e Member Enroliment — MBR Enroll tab
e Member Maintenance — MBR Maint tab
e My Choice
Each Exception Queue has its own tab on the Exception Queue Summary screen:

e Member enroliment transactions with errors or missing information appear in the Member Enroliment
Exception Queue (MBR Enroll tab).

e Member Maintenance transactions that are updated incorrectly or are missing information appear in the
Member Maintenance Exception Queue (MBR Maint tab).

e Members offered a choice of plans (Hybrid or My Choice), have a 60 day window in which to make an
election. Any members who do not make an election at the time of enroliment appear in the My Choice
Exception Queue (My Choice tab).

Additional action must be taken on these transactions before they are accepted by the application and become
effective.
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NOTE: All 1977 Fund enroliments are sent to the Member Enroliment Exception Queue,

pending the results of the member’s Statewide Baseline Examination.

13.1Resolve a Member Enroliment or Member Maintenance Exception

To resolve a member enrollment or member maintenance exception, first access the Exception Queue:
1. Select the Submission Unit's name on the Home page.
2. Click Next to access the Home Dashboard.

3. Inthe Exception Type column in the Exceptions Summary section of the Home Dashboard, click the
link for the exception to be resolved. The Exception Queue tab associated with the link opens.

Once Exception Queue is accessed, resolve the errors shown in the queue. To resolve an error:

1. Click the link in the Action column of the table next to the transaction to be modified. A description of the
error(s) that caused the transaction to display in the Exception Queue displays at the top of the Modify
Transaction screen, as shown in Figure 50.

Figure 50: Modify Transaction Screen

Enrollment of member 37568 has the following errors
General error : Enrollment cannot continue, Please contact INPRS at 888-876-2707.
< >
Hire Date | 4/5/2016 E"(I—) City | Indianapolis
WView 55N FEEFE2450 State |IM
Prefix v Postal | 46278
First Name | Richard Phone Type  |Main v
Middle Mame Phone | 3174312278
Last Name | Cain Phone Extension
Suffix ] Email Address
Marital Status | Married v
Birth Date | 2/11/1528 ES) vl
Part Time/Substitute? v |
Gender |Male ﬂ )
Elected Official?  |No v
Street Address 1 | 6585 N. Palace Rd N o
Elected Offidal Type v
Street Address 2
Covered Position? | Yes v
Strest Address 3
Save and Revalidate Cancel | Delete |

2. Review the error(s).
3. Enter the data required to resolve the exception(s) into the appropriate field(s).

a. If Service Credit Days are required to be entered for a TRF member, click Enter Service Credit Days
in the upper right corner and enter the required information.

4. Once the information necessary to clear the exception has been provided, click Save and Revalidate to
submit the updated transaction for a second round of validations.

5. If the information required to resolve the exception is not available, click Back to return to the ERM Home
page.
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It is important to keep the Exception Queue clear and resolve errors promptly. If there
are member enroliment or maintenance transactions, excluding those in a Pending

status, that have been in the Exception Queue for 30 days or more, wage and
contribution reports for payment cannot be submitted until the errors are resolved.

13.2Resolve My Choice Exceptions

To resolve a My Choice member exception, first access the Exception Queue:

1. Select the Submission Unit's name on the Home page.

2. Click Next to access the Home Dashboard.

3. Inthe Exception Type column in the Exceptions Summary section of the Home Dashboard, click the
link for the exception to be resolved. The Exception Queue tab associated with the link opens.

Once the Exception Queue is accessed, the errors shown in the queue can be resolved. To resolve an error:

1. Click the Enter Election link in the Action column of the table next to the transaction to be modified in
the My Choice Exception Queue screen, as shown in Figure 51.

Figure 51: My Choice Exception Queue Screen

Exception Queue

Upload / Entry Date

5/23/2019
5/23/2019
5/23/2019
5/23/2019
5/23/2019
5/23/2019
5/23/2019
5/23/2019
5/28/2019
5/28/2019

<

'j) Information

Back

WE&C or Adj Settlement

PID

001031
000449
001028
000725
000916
0005%6
001099
000304
001224
000599

MBR Enroll MBR Maint

|ssn

w3044

=xx_¥x.9057
22229065
wnx 8318
xx_2%.3024
w0162

Undecided members who do not make an election after 60 days will

Submission Unit :

Miss MBR > 60 My Choice

Last Name Election Period Due Date
Tozzi 7/s/2019

CASE 7/5/2019

Shenefield 7/5/2019

PATRICK 7/5/2019

WILLIAMS 7/5/2019

HASKELL 7/5/2019

Beatty 7/5/2019

Anderson 7/5/2019

TRF33 7/27/2019

Carraway 7/27/2019

ically be lled into default plan.

CITY OF INDIANAPOLIS

| Action

Enter Electio
Enter Electio
Enter Electio
Enter Electio
Enter Electio
Enter Electio
Enter Electio
Enter Electio
Enter Electio
Enter Electio

>

The Enter Election dialog box displays, as shown in Figure 52.

2. Select the appropriate election:

o PERF/TRF Hybrid

e PERF/TRF My Choice

e No Election at this Time
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Figure 52: Enter Election

Enter Election

FID 005200

ASA Flag L

_ﬁ“‘nming
Plan alection is imevocable, selact ™Save”™ to continue or "Cancel™ to cancel the plan alection process

Eaf-'tl "-.ﬂn-cclj

It is very important to keep the Exception Queue clear and resolve errors promptly. If
there are member enrollment or maintenance transactions, excluding those in a

Pending status, that have been in the Exception Queue for 30 days or more, wage
and contribution reports for payment cannot be submitted until the errors are resolved.

13.3Complete 1977 Fund Enroliments

Before an enroliment into the 1977 Fund is complete, the member’s physical date, which is the date the member
passed the Statewide Baseline Examination, must be provided. Once results of the physical examination are
received by INPRS, INPRS Staff enters the physical date through the Exception Queue. Once notification by
phone or email that results have been received, enter the member’s hire date to complete the member’s
enrollment into the 1977 Fund.

To complete the enroliment:

1. Click the Enter Hire Date link in the Action column of the table next to the transaction to be modified on
the Exception Queue screen, as shown in Figure 41.

2. Enter the member’s hire date into the Hire Date field.
3. Click OK to submit the updated information.

To enter a member’s physical date:

1. Click the Enter Phy. Date link in the Action column of the table next to the transaction to be modified.
The Enter Physical Date dialog box opens, as shown in Figure 53.

Figure 53: Enter Physical Date

Enter Statewide Baseline Examination Date

Member Information
First Name Roger
Last Name Mills
Birth Date 5/2f1980
PID 000647
SSN 000444

* Statewide Baseline Examination | 1/1/2012 @&;

ﬂ Cancel

2. Enter the member’s Physical Date into the Statewide Baseline Examination field.
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3. Click OK to submit the updated information to the ERM application.

13.4Resolve a Member Maintenance Exception

To resolve a member maintenance exception, first access the Exception Queue by completing the following
steps:
1. Enter the Submission Unit's name or ID number into the search fields on the Home page.

2. Click the Member Maintenance link in the Exception Summary table on the Home Dashboard. The
member maintenance Exception Queue opens, as shown in Figure 54.

Figure 54: Member Maintenance Exception Queue (MBR Maint tab)

Exception Queus Submizsion Unit : CITY OF INDIANAPOLIS
WAC or Adj Settlement MER Enroll MBR Maint Miss MBR > 60 My Choice

Maintenance Type |I.lpload Date |PID |SSN |Last Name |Error{s) |m:t'|on |
This Leave of Absence cannot be entered, as the

Member Maintenance File 3/21/2019 =% 8883 Campbell member ic already assodated with an active Leave Resolve
of Absence.

@ Information

Records older than 30 days will result in the inability to submit future Wage and Contribution reports.
Back

Once the Exception Queue is accessed, you can resolve the errors shown in the queue. To resolve an error:

1. Click the link in the Action column of the table next to the transaction to be modified. This opens the
Transaction Detail screen as shown in Figure 55.

2. Review the error(s).
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Figure 55: Transaction Detail Screen

Maintenance of member 1000 has the following errors
Field Life Event Effective Date has the error : Reguired Fields Missing
55N 2125 Active Duty Military Discharge Date E’Eg
PID TRF Part Time [Substitute? =]
me | Schumann TRF Part Time/Substitute Effective Date E&)
?] Email Address
3 Blected Official? F
i{h Elected Offical Type Lv_
hed 3{'5 Blected Official Effective Date l”éj
Life Event | Return from Leave ZI
Life Event Effective Date B : Save and Revalidate | .Canced | . Delete J

3. Enter the data required to resolve the exception(s) into the appropriate field(s) in the dialog box.

a. If Service Credit Days are required to be entered for a TRF member, click Enter Service Credit Days
in the upper right corner and enter the required information.

4. Once the information necessary to clear the exception has been provided, click OK. If you do not have
the information required to resolve the exception, click Back to return to the ERM Home page.

It is important for Submission Units to keep the Exception Queue clear and resolve
errors promptly.

If there are member enrollment or maintenance transactions, excluding those that are in
a Pending status, that have been in the Exception Queue for 30 days or more, the
Submission Unit cannot be able to submit wage and contribution reports for payment
until the errors have been resolved.

13.5Annual Verification of Intermittent Members (Non-TRF)

Every year all intermittent members in a non-TRF fund must be verified for the upcoming calendar year. At year
end all intermittent member records for your Submission Unit are sent to the Member Maintenance Exception
Queue, as shown in Figure 56. For each intermittent member, there are three options. Select one of the following:

o Verify the member is still an intermittent member of a non-TRF fund in your Submission Unit.
e |f applicable, make the member a full-time member of your Submission Unit.

e Terminate the member from your Submission Unit.
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Figure 56: Member Maintenance Exception Queue (MBR Maint tab)

Exceplion (iseue Submissasn Unit :  CITY OF INDIANAPOLIS
wacordy X _sctioment \_ i covot QRC LT
Maintenance Type Upload Date PID 5N Last Hame Error(s) Action
Thitt Leave of Absente cannol be entered, &2 the
Member Mastenamoe File  3/21/2009 e=s.==.8883 Campbell :mamm-u-mum Resahe

'\!) Infarmation

Records aolder tham 30 days will result in the inability to submit future Wage and Contribulion reports.

Back]

13.5.1 To Verify an Intermittent Member from the Member Maintenance Exception Queue
1. Click the Questionnaire link in the Action column next to the intermittent member to be verified.
2. The Verify Status dialog box displays as shown in Figure 57. Select the correct radio button:
a. Verify as Intermittent
b. Make Member Full-Time
c. Terminate Intermittent

Figure 57: Verify Status

T
PID 00123¢
:SSN rEEEETI7E
iP{ease verify substitute status (@) verify as Intermittent
: (O Make Member Full-Time
: O Terminate Intermittent
i Back Ne.xtl Cancell
|

3. When selecting the Verify as Intermittent option, you are required to answer three questions to ensure
the member is eligible to be in a non-TRF fund, as shown in Figure 58. After answering the questions,
click Finish.
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Figure 58: Intermittent Eligibility Questions

By selecting finish you are verifying this member is still
intermittent. By making this selection, this member will
continue to be subject to the annual verification.

If this is the incorrect choice, please hit cancel to return to the
maintenance queue or back to make the correct selection for
this member.

Ba_cklﬁnish Cancel

4. If you select the Make Member Full-Time option and the member does not have an email address, you
are required to enter one, as shown in Figure 59. After entering the email address, click Finish, and the
member’s record is updated to show the member is full-time. If the member already has an email address
in ERM, the member’s record is automatically be updated to show the member is full-time.

Figure 59: Enter Member Email Address

Flease provide a valid email for the member

* Email Address

Back | Finish | Cancel |

5. When selecting the Terminate Intermittent option, you are required to enter the member’s Last Day in
Pay and Last Check Date, as shown in Figure 60. After entering the termination dates, click Terminate.
The member’s record is then be updated to show the member is terminated.

Figure 60: Terminate Intermittent, Last Day in Pay, Last Check Date

[ <]
Please enter valid dates for the following
# Last Day in Pay E’E‘})
* Last Check Date E’E‘})

Back | Terminate | Cancel |

13.6 Annual Verification of Substitute Teachers (TRF)

Every year, all substitute and part-time teachers in TRF need to be verified for the upcoming school year. During
the summer, all substitute and part-time teacher records for the Submission Unit are sent to the, as shown in
Figure 61. For each substitute or part-time teacher, there are three options:
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o Verify the member is still a substitute or part-time teacher for the Submission Unit.
¢ Make the member a full-time teacher for the Submission Unit.
e Terminate the member from the Submission Unit.

Figure 61: Member Maintenance Exception Queue

Exception Queus Submizsion Unit : CITY OF INDIANAPOLIS
WAC or Adj Settlement MER Enroll MBR Maint Miss MBR > 60 My Choice
Maintenance Type |I.lpload Date |PID |SSN |Last Name |Error{s) |m:t'|on |
This Leave of Absence cannot be entered, as the
Member Maintenance File 3/21/2019% FFFF*_ 8883 Campbell member ic already assodated with an active Leave Resolve
of Absence.
@ Information
Records older than 30 days will result in the inability to submit future Wage and Contribution reports.
Back

13.6.1 To Verify a Substitute or Part-Time Teacher in the Member Maintenance
Exception Queue

1. Click the Questionnaire link in the Action column next to the substitute or part-time teacher to be
verified. The Verify Substitute dialog box displays, as shown in Figure 62.

2. Select the correct radio button:
o Verify as Substitute
e Make Member Full-Time
e Terminate Substitute

Figure 62: Verify Substitute

Last Mame Schumann
PID 000936073
55N 687452125

Flease verify substitute status (@) Verify as Substitute
i) Make Member Full-Time
() Terminate Substitute

Back ‘ MNext | Cancel |
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3. Select the Verify as Substitute option, and the Substitute Eligibility Questions dialog box displays, as
shown in Figure 63. Answer the three questions to ensure the member is eligible to be in TRF. Then click
Finish.

Figure 63: Substitute Eligibility Questions

Does the Member have at least an Assodate’s @ No () Yes
Degree?

Does the Member have an active Indiana @ No () Yes
Teaching License?

Has the Member taught at least 120 days in one @ No () Yes
year, or 60 days in two separate years in a
TRF-covered position in the State of Indiana?

Back | Finish | Cancel |

To make a member full-time in the Member Maintenance Exception Queue:
1. Select the Make Member Full-Time option, as shown in Figure 64.

2. The Enter Member Email Address dialog box displays, as shown in Figure 64. Enter an email address
in the box. Then click Finish, and the member’s record updates to show as full-time. If the member
already has an email address in ERM, that record automatically updates to show the member is full-time.

Figure 64: Enter Member Email Address

Flease provide a valid email for the member

* Email Address

Back | Finish | Cancel |

To terminate a substitute in the Member Maintenance Exception Queue:

1. Select the Terminate Substitute option, as shown in Figure 65. The Terminate Substitute dialog box,
as shown in Figure 65.

2. Enter the member’s Last Day in Pay and Last Check Date. Click Terminate. The member’s record
updates to show the member is terminated.
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Figure 65: Terminate Substitute

Please enter valid dates for the follawing

* Last Day in Pay EEB
* Last Check Date B

Back | Terminate | Cancel |
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