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Today’s Agenda
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Welcome and Introductions

Discussion Topics

Overview of CPRB's Employer Self Service (ESS)

CPRB's ESS Access

ESS Admin User Role & Functions

Submit Payroll Schedule

Process Employer Reports
+ Submit Employment Classification & Contribution — File Upload
 Error Correction
+ Invoicing

Employer Certifications

Questions

Overview of COMPASS

Background

COMPASS:

CPRB BlueZone

« Has been in use for over 4
decades

« Difficult and costly to maintain

« Does not provide robust web-
based capability for self service

to members m

Benefits

Improved efficiency £
and accuracy
Alignment with
WVCPRB programs
and policies

« Provides fully integrated
solution capable of supporting
the WVCPRB vision:

« New pension system rich in browser
based & web-enabled self service
functionality, providing ease of use for:

+ WVCPRB staff
+ Members
* Retirees

« Beneficiaries
« Employers

Why COMPASS?!?!

Accessibility anag

member-oriented
design

Innovation
with technology
sustainable by WCPRB




Employer Self Service (ESS) Access

In order to Access CPRB’s Employer Self Service (ESS)
portal, the employer contact person who will act as ESS
Administrator will receive login credentials from CPRB.

Other employer staff members requiring access to CPRB'’s
ESS should contact their ESS Administrator for login
credentials.
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ESS Registration & Login @

To access ESS, Log into ESS, Recover Forgotten User ID and Reset Forgotten
Password.

ESS Access
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Regjistering for ESS

Logging into ESS

Recover User ID

Rest Password

CPRB’s Employer Self Service User Roles

CPRB's ESS User Roles provide user access to certain
functionalities based on the assigned role.
There are four ESS User Roles that can be assigned to
employer staff members which are Administrator (ESS
Admin), Employer Reporting, and Staff, these will be
used by the BOEs. There is also a Fee Coordinator role
which is for DSRS Fees and County Commissions.
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ESS Administrator Functions

Functions the ESS Administrator can perform in ESS.
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ESS Administration Functions

Office Locations

Contact Persons

Payroll Schedule 5

I

The Payroll Schedule is critical information that must be
reported annually to CPRB in order to submit
contribution reports and payments for the upcoming
year in a timely manner.

Demonstration — Manage Payroll Schedule

Let's now view the steps to add and view a payroll schedule.

Payroll Schedule

Add Payroll Schedule

View Payroll Schedule




Calculating the Payroll Schedule

& Employer Sell service

el pl 4101 MacCorkle Avenus S&
2 | Charleston, West Virginia 25302
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(304) 5585455 |
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Payroll Schedule

Payroll Scheduls
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Click the
Calculate
button.
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Adjusting the Projected Payroll Schedule i
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Payroll Schedule
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Saving the Payroll Schedule

C| p‘ 4101 MacCorkle Avenue SE
g | Charleston, West virginia 25304
| Rfﬂl Tekephone [304) 558-3570 or (B00) 654-4406 {Nationwide)}

Employer Home

Avallable For vE=E
Payroll Schedule

Payrall Scheduls

Pian Year  Report Typs Payroll Fraquency InitiaiPay Date  Arrears. Payroll

BT = -[z0 | [Emergencymedicalse v|  Montnly v -[01/172017

Click the
Save icon.
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Employment Classification & Contribution
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Processing Employment Classification &
Contribution Report

Submit Employment Classification &
Contribution

COMPASS Employer Self Service Portal: @
WVEIS Reporting Employers w
= With WVEIS as your reporting method, you will continue

to enroll your employees within the WVEIS system as a
function of paying your employees.

= The enroliment and contribution information that is
reported to WVEIS, such as your employee demographic
data and earnings, will be passed on to CPRB via a file
sent through a secure transfer process.

= The file will be uploaded into COMPASS and you will be
able to see reports regarding the information CPRB
received from WVEIS, this can be accessed through the
Submit History button under the combined employment
classification and contribution option.
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Submit Employer Report
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Submit Employer Report
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Getting Started
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Submission History
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Submission History — Search by Date Range
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Submission History — Search by Report Date i
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Submission History — Selecting a Report
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Adjusting Prior to Submitting
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Add New Employee
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Opening a Report — Show Errors Unchecked
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Search within a Report
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Demographics
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Employment Classifications
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Employment Classifications — Updating or Ending
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Employment Classifications — Updating
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Adding an Employee who is not in the File
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Adding Employee Not in File

11



Opening a Report — Show Errors Checked @
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Continue to Contributions — Update or Delete @
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Contributions Updating — Employment Info @
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Contributions Updating — Detail Record Info
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Contributions Updating — Contributions Info

€ omtrtbasticn Inpormation

Pay Pricd e
Dt

&

- |
Return to Submit Details @
=
TS
Corfiran o Dot 3
T e
3.

13



Return to Submit Details @
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Submitting After Editing or Adding @

Click the
Submit button.
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Summary After Submitting Details — Top @
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Summary After Submitting Details — Middle @
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Applying Invoices @
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After Clicking Save and Proceed to Payment
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Employer Certifications

| ESS allows employers to certify employee requests |

for retirement, refund, disability, or service purchase. A
certification email notification is sent to the employer
informing them that an employee or former employee

has initiated a request or a CPRB staff member

initiated a request in COMPASSrr‘i)- q1
Sl
LT
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Employer Certifications

Certification options in ESS
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Retirement & Refunds Certifications

R R

Certify a Retirement

Certify a Refund
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Types of Certifications ‘m

An ESS user can view and approve the following certification types:

Retirement request are initiated by a member (either via Member Self
Retirement Service or submitting application to CPRB)

Employers certify the application and CPRB complete the retirement
process for the member

Refund request can be submitted by a member on Member Self Service
or through COMPASS; if additional information or approval is required
then the Employer will certify the Refund request through ESS

Refunds

Service purchase request are initiated by a member
Sent to the Employer for certification by CPRB as to process the
members request

Service Purchase

Disability request are initiated through Member Self Service or through
COMPASS; if additional information or approval is required then the
Employer will certify the Disability request through ESS

Disability
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Certification Example — Retirement
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Certification Example — Retirement
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Resources on www.wvretirement.com w :

= Participating Employers Tab

_53-

Resources on www.wvretirement.com

= General Resources — COMPASS Online Tutorials

PARTICRATING FMPLOYER RESOURCES
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Questions?

Send questions via email to CPRBEmployerHelp@wv.gov
Phone: 304-558-1395 or 855-867-3797
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