West Virginia Consolidated Public
Retirement Board

Employer Self Service (ESS) — WVEIS Training

C®MPASS

Today’s Agenda

Topic
COMPASS AND WVEIS

Discussion Topics

CPRB’s Employer Self Service (ESS)

ESS Admin User Role & Functions

Submit Payroll Schedule

Process Employer Reports
* Submit Employment Classification & Contribution — File Upload
» Error Correction
* Resources
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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.

ESS Administrator Functions

Functions the ESS Administrator can perform in ESS.

ESS Administration Functions

L] 4101 Mactorie dveme 55
H Charieston, West Virginia 5004
RiB

Office Locations

Contact Persons
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ESS Administrator Functions

Employer Home Report - Services Account ~ Admin ~ C@MPASS
— Available Forms — [ open |

Contact Persons

The Contact Persons module allows employers to manage staff contact information. To add a new
contact person, click Add Contact Person. To edit or delete contacts click on the appropriate link.

Contact Persons

Details Contact Type Role
CHATTERJEE, SUMIT Treasurer Edit | Delete
Mailing

sumchatterjee@deloitte.com

CHATTERJEE, SUMIT B Payroll Coordinator Edit | Delete
Mailing

sumchatierjee@deloitte.com

MC DOWELL, ALEJANDRO Z Superintendent (/) ESS Administrator Edit
Maling Payroll Coordinator (v ]
(304) 558-3570
chrissy | couriney@wv.gov Treasurer @
-5-
ESS Administrator Functions
Adding a New Contact Person — CPRB ID
[ C I; | 4101 MacCorkle Avenue SE & Employer Self Service [“togout |

Alejandro Mc Dowell

Charleston, West Virginia 25304 e i

])\ IJ) Telephone (304) 558-3570 or (800) 654-4406 (N
| Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

| UserGuide Last Logn: Tue, Jul 17 2018 10.10 An ]

Employer Home Report ~ Services Account Admin ~ C@MPASS
[ Avaltabl Forms — ] B0

Add a Contact Person

Enter details for the new staff contact information, choose the appropriate office location and confact type
and click Submit.

Please Note: A new Staff Contact must be set up as a contact person in order to be assigned an ESS
account

Prefix Select Prefix v
First Name: *
Middle Name:

Last Name: *




ESS Administrator Functions

CPRB ID - Services Tab — Employee Information

- 'p | 4101 MacCorkle Avenve SE f Cpieym: Sl e e b
(-“] Charlestan, Wit Virginia 25308 el ey B O i
[, Teleptone (304) 5583570 or () 6544406 (Natorwide)
Fam [304) SSB-1394 o (104) 585455 | Emak CPRESWAEDY | 1oviiss |2 i

Avaiablo Forms - | HEZE

Add a Contact Persg
Death Mobce
Entesr detals for e new st oo
» ek Sutimit

tion and contact ype:

Semmarn

Plaass Mote: A new St Contac assigned an ESS

Employer Cenication

E— [

rvice Parchane Reguest

Last Name ¥ o Fanmasr

ESS Administrator Functions

CPRB ID - Services Tab — Employee Information
If SSN is entered and returns the following error message,

please contact CPRB, the person may need to be added to the system.

Employer Home Report ~  Services »  Account »  Admin « C@MPASS

| = Available Forms — | BEEEE
Errors returned, please check below.
Please comect the following

* S5SN dees not match any active or inactive enrolimenis for the logged in employer

Employee Information

Enter Employee S5N

Enter the Employee S5N that you wish to work with and then click on the [Nexi] button

S5N: . l

| Mext ==
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- CPRBID: 548169

ESS Administrator Functions

CPRB ID - Services Tab — Employee Information
Enter SSN — Click Next — CPRB ID shown under Account Information

Employee Information

Enter Employee SSN

Enter the Employee SSN that you wish to work with and then click on the [Next] button

View Account History

Employee Name : ALEJANDRC MC DOWELL Employee SSN : XXX-XX-2957 Date Of Birth : 3/1/1967

Account Information

Retirement System : Teachers' Retirement System

Most Recent Contribution

TRSPLN3 - TRS Plan 3
Group :

Most Recent Employer : GILMER COUNTY BOARD OF EDUCATION

-9-

ESS Administrator Functions

Enter CPRB ID from Employee Information Results

Click on green Search Button

Add a Contact Person

Enter details for the new staff contact information, choose the appropriate office location and contact type
and click Submit.

Please Note: A new Staff Contact must be set up as a contact person in order to be assigned an ESS
account.

Name

Prefix: Select Prefix v
First Name: *

Middle Name:

Last Name: =

Suffix: Select Suffix Vv

-1U-

7/20/2018



ESS Administrator Functions

After clicking on Search, demographic and contact information for the
person will be shown on screen

Please Note: A new Staff Contact must be set up as a contact person in order to be assigned an ESS

account.

Name

CPRE (D . e
Prefix Select Prefix v

First Name: * |ALEJANDRO

Middle Name: z

Last Name: *  |MC DOWELL

Suffix: Select Suffix v

-11-

ESS Administrator Functions

Complete the required fields — including the Contact Type

Remember: Primary Payroll Coordinator is who all automated ESS emails
will go to — click green Submit button when finished

Contact Information

Office Location: *

Work Phone. * [3045583570 | et [52435 |
Altemate Phone: | | ext. | |
Far L 1

Contact Type

O Director/Agency Head

O Superintendent

O Treasurer

[CJBenefit Coordinator

Payroll Coordinator Set as Primary Contact
[“JPersonnel Coordinator

[CIFee Coordinator

Clotner

CI7oc contacts

E'-"_"" ﬁ-m —

-1~
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Payroll Schedule

oo

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.

-13-

Demonstration — Manage Payroll Schedule

To add and view a payroll schedule.

Payroll Schedule

Bl By e
s maip

Add Payroll Schedule

View Payroll Schedule

_14-
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Calculating the Payroll Schedule

Payroll Schedule

Your payroll must be provided at the beginning of each plan year. In order to set up a payroll schedule
please select the Plan Year, Report Type (retirement system), Payroll Frequency, Initial Pay Date (first check date of the plan year),
Arrears (when the salary was earned) and dlick on the Calculate button. Then click on the Icon to review the Pay Dates and Pay
Period End Dates for the plan year. To update any Pay Dates or Pay Period End Dates please click on £Hcon beside the date and
click on the E Icon to save the changed date To save your payroll schedule, please click on the B Icon located next to the Icon
used to expand your payroll schedule
Please Note: Contributions can be reported to CPRB monthly, payroll schedule tells CPRB how frequently the agency pays their
employees. These two frequencies do not need to match. An agency can report monthly while paying the employees monthly, semi-
monthly, bi-weekly or weekly. If you see a warning that your Pay Dates fall in a weekend or holiday, COMPASS will allow you to save
ihe schedule regardless of the waming.

Payroll Schedule

Calculate
Plan Y Report Type Payroll Frequency Initial Pay Date Arrears Payroll
Schedule
2018 Teachers' Retirement System Semi-Monthly Ti14/2017 2 Weeks
* ‘2019 Vl ”lTeachers‘ Retirement § V‘ * ‘SemifMo Vl - [07H0/2018 | *|2 Weeks V‘ Calculate

-15-

Saving the Payroll Schedule

— Available Forms — v | Bz
Payroll Schedule

Instructions: Your payroll schedule(s) must be provided at the beginning of each plan year. In order to set up a payroll schedule
please select the Plan Year, Report Type (retirement sysiem), Payroll Frequency, Initial Pay Date (first check date of the plan year),
Arrears (when the salary was eamed) and click on the Calculate button. Then click on the * Icon to review the Pay Dates and Pay
Period End Dates for the plan year. To update any Pay Dates or Pay Period End Dates please click on £Hcon beside the date and
click on the B Icon to save the changed date. To save your payroll schedule, please click on the B Icon located next to the Icon
used fo expand your payroll schedule

Please Mote: Contributions can be reported to CPRE monthly, payroll schedule tells CPRB how frequentiy the agency pays their
employees. These two frequencies do not need fo maich. An agency can report monthly while paying the employees monthly, semi-
meonthly, bi-weekly or weekly. If you see a wamning that your Pay Dates fall in a weekend or holiday, COMPASS will allow you to save
the schedule regardless of the warning

Payroll Schedule

Calculate
Plan Year Report Type Payroll Frequency Initial Pay Date Arrears Payroll
Schedule

2018 Teachers' Retirement System Semi-Monthly 742017 2 Weeks

2019 V‘ * 2 Weeks V‘ Calculate

Teachers' Retirement ¢ | *[semi-Mo v|  “[o7102018 | -

-16 -
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Adjusting the Payroll Schedule

Payroll Schedule

payroll Calculate
Plan Year Report Type Yy Initial Pay Date Arrears Payroll

Frequency
Schedule

2018 Teachers' Retirement System  Semi-Monthly TM42017 2 Weeks
- B e ‘|2019 “| *|Teachers' Retirement ¢ V|* |Semi-Mo Vl "071104‘2013 * Calculate
Pay Period
Pay Date End Date

B
o 07/10/2018 | 06/26/2018

@ 712512018 71172018
@ 81012018 712712018
@ ar242018 8/10/2018
@ o102018 812112018
@ 912512018 9/11/2018
@ 101072018 9/26/2018
@ 101252018 1011172018
@ 11912018 101262018
@ 117232018 11/972018

S17-

Adjusting a specific date on the Payroll Schedule

Payroll Schedule

P " Calculate
Plan Year Report Type Fayro Initial Pay Date Arrears Payroll
ooy Schedule
2012 Teachers' Retirement System  Semi-Monthly 7H472017 2 Weeks
Be- 2019 Vl‘ Teachers' Retirement & V|'|Semi-Mo V‘ ‘|OTI1UF201E * Calculate
Pay Period
PayDatle  png pate

- @7M02018  7A2018

@ 712512018 71112018
@sr10r2018 71272018
@sn4r2018 8/10/2018
@ororzo1s 81272018
@ 9252018 9112018
@1010/2018  9/26/2018
@10/25/2018  10/11/2018
@11/912018 10/26/2018
@112302018  11/92018
@12M02018  HPAP0IR

-18 -
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Adjusting the Entire Payroll Schedule

— Available Forms — | EEZZH

Payroll Schedule

Instructions: Your payroll schedule(s) must be provided at the beginning of each plan year In order to set up a payroll schedule
please select the Plan Year, Report Type (retirement system), Payroll Frequency, Initial Pay Date (first check date of the plan year),
Arrears (when the salary was eamed) and click on the Calculate button. Then click on the ™! Icon to review the Pay Dates and Pay
Period End Dates for the plan year. To update any Pay Dates or Pay Period End Dates please click on £Hcon beside the date and
click on the B Icon to save the changed date. To save your payroll schedule, please click on the B Icon located next to the Icon
used to expand your payroll schedule

Please Note: Contributions can be reported to CPRB monthly, payroll schedule tells CPRB how frequently the agency pays their
‘employees. These two frequencies do not need to match. An agency can report monthly while paying the employees monthly, semi-
meonthly, bi-weekly or weekly. If you see a wamning that your Pay Dates fall in a weekend or holiday, COMPASS will allow you fo save
the schedule regardless of the waming

Payroll Schedule

Calculate
Plan Year Report Type Payroll Frequency Initial Pay Date Arrears Payroll
Schedule
2018 Teachers' Retirement System ‘Semi-Monthly Ti42017 2 Weeks
— @ 2019 Teachers' Retirement System Semi-Monthly 7110/2018 2 Weeks
Lo~ v v | ] v
-19-

Adjusting the Entire Payroll Schedule

= Red X will delete the entire payroll schedule

= Red Circle cancels the editing

Payroll Schedule

Instructions: Your payroll schedule(s) must be provided at the beginning of each plan year. In order to sef up a payroll schedule
please select the Plan Year, Report Type (retirement system), Payroll Frequency, Initial Pay Date (first check date of the plan year),
Arrears (when the salary was eamned) and click on the Calculate button. Then click on the Icon to review the Pay Dates and Pay
Period End Dales for the plan year. To update any Pay Dates or Pay Period End Dales please click on ¥ con beside the date and
click on the B lcon to save the changed date To save your payroll schedule, please click on the B Icon located next to the Icon
used to expand your payroll schedule.

Please Note: Contributions can be reported to CPRB monthly, payroll schedule tells CPRB how frequently the agency pays their
employees. These two frequencies do not need to match. An agency can report monthly while paying the employees monthly, semi-
monthly, bi-weekly or weekly_ If you see a warning that your Pay Dates fall in a weekend or holiday, COMPASS will allow you to save
the schedule regardless of the waming.

Payroll Schedule

Calculate
Plan Year Report Type Payroll Frequency Initial Pay Date Arrears Payroll
Schedule
2018 Teachers' Refirement System Semi-Monthly THA2017 2 Weeks
2018 Teachers' Retirement System «[semi-Meni v‘ [orrornie | x|2 Weeks Vl Calculate
-20-
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Adjusting the Entire Payroll Schedule

_21-

Updating the Payroll Schedule

Remember: Once you have submitted a report for that plan year,

the payroll schedule cannot be changed through ESS.

Please contact CPRB to make any needed changes after that point.

Payroll Schedule

Payroll 7 Calculate
Plan Year Report Type ey Initial Pay Date Arrears Payroll
Schedule
2018 Teachers’ Retirement System Semi-Monthly 742017 2 Weeks
@ 2 2019 Teachers’ Retirement System Semi-Monthly 71072018 2 Weeks
Corr ooy
@71r2018 710/2018
@7112018 712512018
@7i272018 81072018
@s102018 872412018
@anrzo1e 91072018
@or11/2018 9/25/2018
@ 01262018 10102018
@10112018 10252013
@10/262018  11/9/2018
@ 1192018 1172372018
_22-
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Submit Employer Report

— Avallable Forms —

it Board Employer Seff Sendcs Webse This site provides empiayers
apuet employsa data 1o West Virginea Consoidated Public Aatiremant Board
(CPRA]. Fro o & number of ways, Inchuding:

- Ry busons

e Informalion

Select the Submit e.nmm Doard (CPAE) provides by effenng
Er‘g!plovar Reports * of ransactions

5 aur peii option from the drop

down menu.

[T E—

remenl Hort

T

Submission History

Uiyt Sutmivsion  Repel  Hepoit St Total Satary Toas ENCOM Toaal ERCON Mot Payment

Date Date L

§191 . TESTLOAMG WIMT  OTRIEHS  DSRS Fragy 5000 000 5000 520
10

101 - TESTLOANS MINT OTRADSIE YRS Submified 34000 0 sanne 80000 s
STUMPM

9191 - TESTLOANSYH bW WIS TDC Sutetied  $1.000 00 (e sTam 1m0
s
o

0101 - TESTLOANSYH MageW  ommIGoIe  PERS Posted  $220000 sumon 25100 3140850
1B

101 - TESTLOAMGHH THAGHW  GABIGMS TDC Foady  §1.000.00 800 500 100
ware

_24-

7/20/2018
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Submission History

1 Show Last 3 Months | »

All
Emplover Report Date Report Status. Total Salary Total EECON Total ERCON Net Payment
Tyvo
Last 3 Months
24121 - NEWENMF1 Last & Moths 2mT PERS Summarized 30000 s1150 #4050 55400
Last 12 Monins
24121 - NEWEMP1 Last 36 Monihs AMTE0IT SPTA Poested $2,000.00 $180.00 $300.00 543000
24121 - NEWEMP1 12E E SN Sngs, REDG Posted 32,000.00 $85.50 $2ro.00 3365.50
- Select the Submission
24121 - NEWENMP1 HiStnrv mnge i ﬁlter Posted }3,000.00 §270.00 5000 §720.00
: option from the drop o0 ! -

down menu.

Show Voided or Rejected Reports ||

-25-

Report Date

Date Type

24171 - NEWEMP1 RSPNT | VT PERS Summarized  §300.00 s1150 34050 5400
T:50:49 A0

24121 - NEWEMP1 172017 T SPTA Posted $2,000.00 §180.00 30000 $480.00
82906 AM

24121 - NEWEMP1 1272006 12002016 PERS Fosted 52,000.00 595,50 527000 $365.50
957 30 AM

24121 - NEWEMP1 TATIME | 10016 PERS Posten 40000 s11.00 354.00 siz00
0 AM

24121 - NEWEMP1 11162016 11012018 DSRS Ready $23,000 00 §1,855.00 2,760 00 34.715.00
72450 AM

I!epnrlm‘l Shovw Voidei or Rejocted Reports [ Fage 1] ofa
+ lanuary, 2017 v

Today: February 8, 17
Select the

Re?ort Date as
a filter option.

-26 -

7/20/2018
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Submission History — Selecting a Report

Submission History | Show &l =

Employer Submission  Report Date Report Status Total Salary Total EECON Total ERCON MNet Payment
Date Typa
24111 - NEWEMP1 1252017 PERS Summarzed  $300.00 1150 #4050 35400
T:50:48 AM
the -
Report Date| 112017 Show Voided of Ri Slaigﬂk link 15:5:;:5 Page 1| art

Summary Report.

_27-

Adjusting a Previously Submitted Record

When an adjustment needs made for a pay period end date previously submitted
for a member, then the adjustment will be made on the next available report for
that system. Please only adjust payments made in the 2018 Fiscal Year
and forward through ESS.

Prior years will have records converted from our legacy system and adjustments
for prior years may also require service purchases. Please contact CPRB for
assistance in making corrections to 2017 and previous Fiscal Years.

Corrections to service, contributions, wages, etc. can all be performed
through ESS on a per pay period basis and such corrections should
always be done whenever a check previously reported to CPRB is voided
through WVEIS and either re-issued for a different amount, or not re-
issued at all.

-28-
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Click on the Employer Name and Code

Report #: Type: Mode:
58876 Employment Classification & Contribution Report File Upload

Instructions: The table below provides you with a summary of your employment classification and contribution report such as total
number of employees in the report, total number of errors, efc. Click on your agency code - name (hyperlink) in the employer column
below to review and update your employees’ demographic, employment classification, andior salary and contribution information
Once finished, click on the Submit button to submit the detail report. Please click on the Cancel Report button if you wish to void
your current report.

Employment Classifications And Contributions Report

Summary Report Date Retirement System Status
B 55897 04/0172017 TRS Ready
Employer Total Total Total Total Total Total Total Error Report
Records  Rejected  Emors  Employees  Salary EECON ERCON

453 a o 452 S102.031.24 5612201 585

78 | Error Repott
& Cancel Report W

-29-

Detailed List of Employees within the Report

001100 - GILMER COUNTY BOARD OF EDUCATION / Employment Classifications And Contributions Report

Search Employee

A
Add New
Employee Details [[] Show incomplete records only [+ Show Emrors Only
Actions Last Name First Name CPRBID Birth Date SSN Error Count
O oo CRIBBS EMANUEL 611082 06/25/1978 DOO-XX-4169 1(E=1){C=0)
v FOLLIS ADELA 611001 12/05/1986 JOOG-XX-3044 1(E=1}{C=0)
F - HAVILAND ACACIA 613807 08/15/1993 JOOC-XX-6935 1(E=1){(C=0)
o - TEETER MAJOR 540063 1011171966 JOOCXX-9414 1(E=1){C=0)

Display Records mE Page 1;: of1 4 Prev Next b

-30-

7/20/2018
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Uncheck Show Errors Only and Expand Search

001100 - GILMER COUNTY BOARD OF EDUCATION / E

And Ci

Search Employee

Employee SSN:

First Name:

CPRB ID

Last Name:

Search by Contribution Group: Select Confribufion GIDU[:iI

More

Add New

Employee Details

Actions Last Name Eirst Name
o - ALBEE ANGELES
f- - AMSDEN ROBT
o APPLEBY REYES

CPRBID

553871

153439

611094

-31-

Birth Date

05/02/1984

12/05/1992

12171993

["] Show incomplete records only [ | Show Errors Only _

SSN

HOOL-XX-6162

KXA-XK-2815

XHH-XX-T968

Report

-

Error Count

0 (E=0})(C=0)

0 (E=0) (C=0)

0 (E=0) (C=0)

Search by any field if Person is on the Report

001100 - GILMER COUNTY BOARD OF EDUCATION / E

And Ci

Search Employee

Employee SSN:
First Name:
Search by Confribution Group

More

Add New

Employee Details

Actions Last Name Eirst Name
o - ALBEE ANGELES
f- - AMSDEN ROBT
o APPLEBY REYES

CPRBID

Last Name:

Select Confribution Gmu[f‘il

["] Show incomplete records only [ | Show Errors Only

CPRBID

553871

153439

611094

-32-

Birth Date

05/02/1984

12/05/1992

12171993

SSN

HOOL-XX-6162

KXA-XK-2815

XHH-XX-T968

Report

-

Error Count

0 (E=0})(C=0)

0 (E=0) (C=0)

0 (E=0) (C=0)

7/20/2018
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Click on Add New if Person is NOT on Report

001100 - GILMER COUNTY BOARD OF EDUCATION / E C And Confributions Report

Search Employee

-

Employee SSN: in i CPRB ID.
First Name: Last Name:
Search by Confribution Group: Select Confribution GIDU[:il

More

mdl o

Employee Details ["] Show incomplete records only [ | Show Errors Only
Actions Last Name Eirst Name CPRBID Birth Date SSN Error Count
o - ALBEE ANGELES 553871 05/02/1984 HHH-XX-6182 0(E=0) (C=0)
- AMSDEN ROBT 153439 12/05/1992 HXH-XK-2815 0 (E=0) (C=0)
o APPLEBY REYES 611094 121711993 XOX-XX-T968 0 (E=0) (C=0)
-33-

After Add New is Clicked, Enter SSN, Verify SSN

001100 - GILMER COUNTY BOARD OF EDUCATION ~ Add/Edit Employee Demographics

Error Details ["] Override Warnings

Personal Information

f—) SSN:* - - —
Prefix: Select Prefix ﬂ Date of Birth: *
First Name* Middle Name:
Last Name:* Gender. * Select Gender ﬂ
Suffix Select Suffix ﬂ

Address Information

-34-
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Once the Person is Already in the Report

001100 - GILMER COUNTY BOARD OF EDUCATION / Employment Classifications And Contributions Report

Search Employee

-

Employee SSN- = - CPRB ID: 518016
First Mame: Last Name:
Search by Contribution Group Select Contribution Grou[ﬂ

More

Employee Details [] Show incompiete records only [_] Show Errors Only
Actions Last Name Eirst Name CPRB ID Birth Date SSN Error Count
EL R RAE CONNIE 518016 0212471982 XXX-XX-3634 0 (E=0){C=0)
Display Records 108 Page iﬁ of1 «Prev Next b
-35-

Once the Person is Added or Found in Report

Click the Gear Wheel for Options

Employee Details [] Show incomplete records only [_| Show Errors Only
Actions Last Name First Name CPRBID Birth Date SSN Error Count
oo RAE CONNIE 518016 02/24/1982 HHH-XX-3634 0 (E=0) {C=0)

#'_Demographics
Em| ln[mem Classification T
‘< e 1v| on
#_Contributions
®_Delete

Display Re 4 Prev Next b

Continue to Coniribulions ¥

Retumn to Submit Details ¥

-36-

7/20/2018
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Once the Person is Added or Found in Report

Click the Gear Wheel for Options, Select Contributions from Drop
Down Menu to adjust Days, Wages and/or Contributions

Employee Details [] Show incomplete records only [_| Show Errors Only

Actions Last Name First Name CPRBID Birth Date SSN Error Count

& - RAE CONNIE 518016 02/24/1982 YOOL-XX-2634 0 (E=0) (C=0)

#'_Demographics
: #_Employment Classification
Display Re e 1)v| oOf1 4 Prev Next b
—) #_Contributions
®_Delete

Continue to Coniribulions ¥

Retumn to Submit Details ¥

-37-

After selecting Contributions from Gear Wheel

Uncheck the Show Errors Only box to show any existing
contribution records for the person in the report, expand search
icon to see member details, click on Add New

001100 - GILMER COUNTY BOARD OF EDUCATION / Employment Classifications And Confributions Report

Employee Contributions ¥ -
- S

Employee Details MIShow Errors Only _

Actions Name CPRB Pay Contribution Payment Salary EECON ERCON Errors
D Period Group Reason

Your Search within this report did not produce any resulis.

£ Employment Classifications

-38-

7/20/2018
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After clicking on Add New button

Enter the Pay Period End Date that needs to be adjusted and then
click on Continue, if the Pay Period End Date entered has been
reported in the past, then you will have the option to edit the
existing contribution, or to add a new contribution

Add/Edit Employee Contribution;

Imstructions: Enter Fary Peried End Datn and then cikck on Confnos tetion o add @ contribution datai for an smeloyes. Fioass rafer to yeur payod scheduls fo review e Pay Penod End Datels)

for the report date that you want o repoet. If you want to dor 3 provousty plosoe enter the Pay Peried End Dale that needs to b2 correcied and Pen cick on Edit
Saaich Member
Pay Petiod Fnd Dato: * 270N
= |

After clicking on Add New button

Click on Edit Contribution

Add/Edit Employee Contribution:

Instructions: Enter Pay Period End Date and then click on Continue button fo add a conlribution detail for an employee. Please refer to your payroll schedule to review the Pay Period End Date(s)

or the report date that you want to report. If you want o submit comections for a previously submitied repori, please enter the Pay Period End Dale that needs to be corrected and then click on Edit
Contribution button to update the previously submitied contributions.

Search Member
Pay Period End Date: * 42712018
Name Contrib -Job Position  Position Payment Pay Period ReportDate  Salary EECON ERCON Action
Group Status Reason End Date

RAE, TRSPLN3 Teacher Permanent Reqular Pay 04/27/2018 05/15/2018 $2,075.96 $124.56 $195.70 # Edit Contribution

CONNIE Full Time ‘
© Add Contribution

-40 -
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Adjust the Days Worked or Salary Amount

First Name:

Middle Name:

Last Name:

Contribution Information

Pay Period End Date: *

Contribution Group: *

Payment Reason: *

Hours Worked:

Days Worked:

Salary that Exceeds IRS
Limit:

CONNIE

RAE

4272018
TRSPIan3  [v]

Regular Pay

Employee Information

Position Status: *

Permanent Full Time v

Report Date:

Salary:

Pre-Tax EECON:

Posi-Tax EECON:

Employee Contrib
Require Amount:

Employer Contrib.:

05/15/2018

Teacher|v|

207596

124 56

12456

155.70

Click on Calculate Required Amounts, then Save

First Name:

Middie Name:

Last Name:

Contribution Information

Pay Period End Date: *

Contribution Group: *

Payment Reason: *

Hours Worked:

Days Worked:

Salary that Exceeds IRS
Limit:

CONNIE

RAE

42112018
TRSPlan3  [v]

Regular Pay

Employee Information

Position Status: *

Permanent Full Time [

Report Date:

Salary:

Pre-Tax EECON:

Post-Tax EECON:

Employee Contrib
Require Amount:

Employer Contrib.:

Job Position: *

05/15/2018

Teacher ||

1700.00

102.00

102.00

127.50

o ERED {

7/20/2018
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After Record Has Been Saved

001100 - GILMER COUNTY BOARD OF EDUCATION / Employment Classifications And Confributions Report

Employee Contributions

T
© Add New
Employee Details [Ishow Errors Only
Actions Name CPRBID Pay Contribution Payment Salary EECON ERCON Errors
Period Group Reason
(@] - RAE, 518016 05/11/2018 TRSPLN3 Regular $1,77595 §$106.56  $133.20 0
CONNIE Pay
5 v RAE, 518016 04/27/2018 TRSPLN3 Regular $1,700.00 $10200  $127.50 0
CONNIE Pay
Display Records 10 E Page 1;: of1 4Prev Next b
£ Employment Classifical
-43-

Submitting After Editing or Adding

Note: the difference between total records and total employees shows
there is an employee with 2 records

> | Resulls

Summary ¥ Payn

Report #: Type: Mode:
91651 Employment Classification & Contribution Report File Upload

Instructions: The table below provides you with a summary of your employment classification and contribution report such as total
number of employees in the report, total number of emmors, efc. Click on your agency code - name (hyperlink) in the employer column
below to review and update your employees’ lic, and/or salary and contribution information.
Once finished, click on the Submit bution te submit the detail report. Please click on the Cancel Report button if you wish to void
your current report.

Employment Classifications And Contributions Report

Summary Report Date Retirement System Status
E 88563 05/30/2018 TRS Ready

Employer Total Total Total  Total Total Total Total Error Report
Records  Rejected  Emors  Employees  Salary EECON ERCON

001100 - GILMER
COUNTY BOARD OF
EDUCATION

C Cancel Report

130 o o

Gontribution Totsls by Psy Period Report

129 $218,338.38

_44 -

51316031  517.309.21  Emor Report

Gontribution Detsils by Pay Period Report m

7/20/2018
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Adjustment will be shown in Corrections Grid

After clicking on Submit, details are displayed of credit or debit due based
on the adjusted records within the report.

Contribution Summary #: Retirement System: Report Date: Total Members: Status:
83563 TRS 053012018 129 Summarized
Regular Contributions
Contribution Group Salary EECON % ERCON %
TRS Plan 1 $ $11,451.40 $ sesrog | 800 | g stz 1500
TRS Flan 3 s $183,204.94 $ s1000771 | | 800 | ¢ $1374712 10
TRS Plan 9 $ 524,968.01 $ s140807 | 000 | ¢ s1grzse 190
Totals $219,714.35 $13,182.87 $17,337.41
Correcfions
Contribution Group Salary EECON ERCON
TRS Plan 3 $ (5375.96) $ (522.56) $ (528.20)
Totals ($375.96) ($22.56) ($28.20)
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Resources on www.wvretirement.com

= General Resources — COMPASS Online Tutorials

" Bowd of Trusiess  Acirvs Membsrs Retwers

PARTICIPATING EMPLOYER RESOURCES:
+ COMPASS Online Tutorials « + COMPASS Helpdesk + e Y

To shesk for PER'S partisipation
between 0T/01/1972 ana 0673012016,
please enter the employee number

belaw and then submit:

B m
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7/20/2018

Questions?

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