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Entering Your Monthly Contributions

When you open the program, you should come toeesdike the one below. This is the screen thatwitibe entering employee
retirement contributions and making any changesyiaa might need to regarding your employees’ infation. Directions on
changing employee information can be found in tBeployee Information Changes” section. For greagadability and ease of use,
the written directions start on the next page.

ERS

[ Contributions Reporting - ERS - Example Unit (EXA)
File Display Maintenance Records Setup

Contributions Report for the Month Ending May 31, 2010

Personal Information

S5M: First Name: Middle Mame: Last Hame: Suiffie:
| n9FERaE? La |Tee [Doe
Clazzification: | J Change | Add Delete |
Contribution Information RS5A-1 Defemral Information

Department Code: Tupe |Amount |Mnnth |Yea| |

Division Code: | | | |

April Contribution:
Step 2
| Mavigation Tips »> |

tay Contribution: |EEREE
Clear May | Save Record

Step 4

ulltime Service: 160
Partial Service: 160

Ste p 1 Copy April | Add New Person
T able iew
Record Status: Tally Remittance Step 7
1
S5M|First Namme Middle Last Name Sulffix [Status| Separation Date «
» [098765432(La Tee Doe [
123456783 Johin |Doe oo [Ey
9B7E54321|Ray |Mee | C
234567590(Fa |50 | C
| # | | |
4 | [
TRS

2 Contributions Reporting - TRS - Example (EXA)

File Display Maintenance Records Setup

Contributions Report for the Month Ending May 31, 2010

Personal Information

S5M: Firzt Name: Middle Mame: Last Mame: Suffiz:
| 0987ER4R2 |La |Tes |Doe
Elasslhcatlon:| J Change | Add Delete |
Contribution Information RSA-1 Deferral Information

Type |Amnunt |Mnnth |Year

School Code: |

April Contribution:
ay Contibution: [§76.54 Step 2
ulltime Service: M aviggtion Tips >>

Partial 5 ervice: ,—20 Clear bay | Step 5
Ste p 1 Units Contracted ’—L| Copy April | Add Mew Pergan |
Pay Periods ,—L| Table View Locate 5
Record Status '7 T aly Remittance stEp 7
1

| 55N [First Mame [Middle Last Mame Suffix | Status| Separation Date
5 | Doe Jr [

(Written directions on next page)
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Entering Your Monthly Contributions (Written Directions)

1.
2.

o

Click the small box at the bottom left side of thimdow next to the name of the employee you wargrtier an amount for.
If you have ERS or TRS contributiorexnter the amount that was taken out of the employeecheckfor retirement in

the box labeled “(Current entry month) Contributiomn the example above, the box is labeled “ManE€ibution:” because
the program is set to enter for May.

If you have RSA-1 Deferral Contributiorenter a capitol “RB” in the “Type” box. Next enter the employee’s RSA-1
contribution in the “Amount” box. When you clicktmthe “Month” box both it and the “Year” box wiill in automatically.
Enter the number of hours that a full time employeenvould have worked for the month(usually 160 for 4 40 hour
weeks) in the “Full-time Service” box. Neahter the number of hours that the employee worketh the month you are
reporting for in the “Partial Service” box. Thismber is usually equal to the “Full-time ServiceXidor full time employees
and Y2 that number for part time employees. Enteaimghing over the “Full-time Service” amount vatill be valid but the
employeewill not get any extra credittoward their retirement beyond normal full-timeviee.

Now that you have entered all of the employeesaetent contributions, click theSave Record button.

Repeat steps 1 through 6 for each employee youtoesater a contribution for.

Once you have entered all of your employees’ cbutions click the Tally Remittance” button.
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Printing Reports and creating the electronic file

When you click the “Tally Remittance” button, yolnicsild come to a new screen similar to the one beldus is where you will
check your retirement totals as well as print #t@ement report and create the RET file that ygmid to the retirement systems.
Steps 1 through 6 will guide you through checkimg &mounts calculated by the progrdfnyou don’t want to check the amounts,
skip to step 8

1.

Tally Remittance - ERS - Example Unit (EXA)

Reti Ci ibutis and Remil for May 2010

Totals for Factor 0

Employee Retirement Contributions for April 2010:
Less Emplayes Delstions for bMay 2010; -
Plus Employee Additions for May 2010, +

Employee Retirement Contributions for May 2010

Emplayer Retirement Cs ‘
reparer Information
! Step 3
Remittance for factol Prepared By: W
for May 2010: Step 9
Fhone hium: [334 9832617

Date:

actors

Cost of Living Pay

e Otep 4
1380 Co
o
ost o L
macoa] Step 6

Total Remittance for May

Total R54-1 Contributions
for May 2010,

Print Riemittance for Factor 0
Piint Remittance for all Factors

[ s43a54 Create RSA File Ste p 8

Close Tally Remittance

Make sure that the appropriate C gipor the employees you are checking (cost factoe explained in the
“Change your Employer Cost Factor$ section). The higher of the amounts that shovinugme drop down is usually the
cost factor for 5% employees (most state employdém) lower of the amounts shown, but not 0, isallguhe cost factor
for 6% employees (mostly certified firefightersylanforcement and correctional officers). If youyolmave one factor or a
decimal number and a 0 when you click the drop ddhen you likely only have 5% employees. If thenter in the
“Employer Cost Factor:” box is not the cost factor for the group of eny@es you are checking, click the down arrow and
select the correct cost factdfou have to hit the Enter key on your keyboard forthe changes to take effect.

NOTE: If the only option you have in the drop downbox is 0, call the service desk as your cost factwiill need to be
set.

Check the amount in the box labeldtiriployee Retirement Contributions’ for the current month. The image above
shows May 2010 since that is the month and yearhiegorogram was set to report for. Your prograithskiow whatever
month it is set to. The number in this blank istibial of all of your employees’ contributions asfibuld match exactly what
you get if you add all of their contributions tolget on a calculator.

Check the amount in th&amployer Retirement Contribution at factor...:”. This amount should be within a few cents of
what you get if you multiply the employee contrilouais from step 2 by the cost factor from stefiliere may be a few
cents worth of difference between what your calcutar shows and what the CRA Program shows due to didrences in
rounding. Usually the difference is no more than 2-3 camigss you have a very high employee contribution.

Check the amount shown in the box labelRérhittance for factor...for” the current month. This amount should be within
a few cents of what you get if you add your empéogentributions from step 2 and your employer dbations from step 3
together. Make a note of this total for step 6. Thage above shows a factor of 0 and a month of R0d\0 since that is
what the program in the example is set for. If yoalculated amount from step 3 was slightly diffefeom what your
calculator showed, this amount will be differentthg same amount.

Repeat steps 1 through 4 for each cost factor gyoughave members in.

Check the amount in the “Total Remittance for” tuerent month box. This amount can be found byragithe total
contribution amounts you calculated in step 4. Caga&in the amount shown in the CRA Program mayjifiiereint from
what you calculated by a few cents. This is thewameéo write your TRS or ERS retirement check for.

Check the amount in the box labeled “Total RSA-hifibutions”. This is a total of all employees’ RSAcontributions.
Click the button labeled “Create RSA File” to st process of printing your report and creatmgRET file.

Using the CRA Program Page 4 of 12



9. When you click the “Create RSA File” button you asltbcome to a screen like the one below.

NOTE: If you receive an error about “Preparer Infor mation” you will need to fill in the information in the “Prepared
by:” and “Phone Num:” blanks as seen in the previos image before you can continue.

Create RSA Files Command \X|

@ Thisprocedure wil create the ".ret” fie

gqj and the ".rsa” file to be sent to the
Retirement Systems of Alabama. In addition, it
will update the file information needed for next
month's processing. As a result, itis very
important that all figures have been verified
before the R3A fle s created. Please make any
required changes before contining!

Wiould you like to create the RSA files at this time?
Select one of the following:

1) Click "Yes to create the RSA fles and prepare for next month,
2) Click ™o to cancel the "Create RSA Files™ command.

Click “Yes” to continue the process of creating phimt out and retirement file. This is the poinat your program will be

set to open next month’s data the next time youndp@A somake sure you don't need to make any corrections bare
continuing.

10. If you previously went through the “Create RSA File€ process for the currently selected month you maget 1 or 2

more Yes/No prompts warning that a file already exdtsand will be deleted similar to the one below. Clitles” on any
of the prompts that you might get to continue.

Create RSA File Command \X|

#p y  The file C:\PROGRAM FILES\CRA DATABASE\EEXA 1005.ret already exists and will be deleted!
“
‘/ If you would like to save this file before it is deleted, dlick the Mo™
button below to cancel the "Create RSA File"command. The file
directory and name is C:\PROGRAM FILES\CRA DATABASEEEXA 1005.ret.
Do you want to delete the old file and create the new file?
Select one of the following:

1) Click *Yes" to delete old fle and create new file.
2) Click o™ to cancel the "Create RSA File™ command.

Yes Mo

11. You should now come to a save screen for the RIETffyou had any regular TRS or ERS retirementigbuations.

Step a.ll =

B3 Save Retirement File

G~ + compire » o[ 4

Step a.ll

Organize =
bl Step |
Documents

= 4 HapeDisk Drives (1)

¢ Fovorites

[E)Peoplenare B Desktop

Local Disk (C:)
~ ISper I8 Downloads I
2 (] SyPkUnzp £ Recent Places < of 9566
(ChaPs22004 I2)Program Files 4 Devices with Removable Storage (2)
Desktop Config.Msi [mlay

4= Libraries
RECYCLER

| Documents

: ,‘L‘J Floppy Disk Drive (&)
rsalETIWBSettings =

& Music
Documents and Settings hsis62 ] Pictures N
drivers System Volume Information ﬁ Videos *_ CD Drive (D))
MB050-8080 MFP (=1

=7
EWINDOWS N

N 18 Computer
My Computer | (= L \
‘i . L File (*.ret) =
Fle name: [eExa1008 ret -l Save
Save astype | Retiement Fie ("ret) ~| Cancel Step b ” & a. I ” Open

a. If you will be saving to a 3 ¥ Floppy disk: Step b.ll &a.lll
I. Click on either the “Computer” or “My Computer” inat the left side of the screer:

II. In the main screen Double-click the “Floppy Drive)(' (the name may vary slightly)
lll. Click “Save” or “Open”

Places

b. If you will be saving to a CD or uploading yourefilo the RSA website (you are welcome to save tioement
anywhere that you can find it again but for simipfithis document will direct you to save it to yalesktop.)
I. Click the “Desktop” icon in the box on the left sid
Il. Click either the “Save” or “Open”
Using the CRA Program
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12. If you have any RSA-1 contributions for the montuyill see another save screen almost identictiladirst. Follow the
same procedure you used in either 11a or 11b.

Save RSA-1 File (@3]
Savern % Local ek C) W e @
3 [=F ] MSOCache
! 6 ([INIDIA
My Recert ({5 88f7ci7b6 scce2a525f (Specplenare
Documerts 7= cogdanafasdeseaft2 (=1
B = (ST
Saps22004 ISProgram Flles
Do Config.Msi DpsT
Deygwin RECYCLER
Dcell rsaJETIWBSettings
Casieez
Systen Volume Informaton
SEe
Cwmoows
(DLocaFies
", ij \ | e
letwor File name: [EEXA10055a fuct Save
Places
Save s bpe: RSA1 Fie (rsa) = Cancel

13. Once you have saved your retirement files, a sdikerthe one below should come up letting you kribat the files were
saved, explaining what needs to be sent and pramptu to print the report.

Create RSA File Command L]

9 Files C:\EEXA 1005.ret
\-J ‘and C:\EEXA 1005.rsa were saved.

Please forward the following items in @ single package to RSA

1) File media labeled with the unit code and contribution month,

7) Report "Retirement Conributions and Remittance for May 2010".
3) Check for the total amount of the ERS retirement remittance

1f any employees make RSA-1 (deferred compensation) contributions,
please include the following items in the same package as above:

4) RSA-1Totals Report for May 2010.
5) Separate check for the total amount 6f RSA-1 contrbutions.

A final Retirement Contributions and Remittance for May 2010" report
and "RSA-1 Totals" reportmay be printed at this time.

Would you like to print these reports now?

Select one of the folowing:
1) Click "Yes" to print the reports.
) Click "No" to end without printing the repor .

] w

Click the “Yes” button and print a copy of the retnent report to send with your check.

14. Next you will see a screen prompting you to saeeréiports you just printed. You can save thisditgwhere you like if you
want to but you do not need to send it to theesatgnt systems. You are welcome to save it for gour records though.

Contributions Reporting Software

b d These reports can alsa be saved to a file at this
&/ time. Would you lke to save these reports?

If you want to save the report, click “Yes.” Youllget a save dialogue allowing you to save thefiherever you want.
Otherwise, Click the “No” button to continue backthe “Tally Remittance” screen.

Save Remittance Report PI®
Savein: | < Local Disk (C) & e E-
LY [ESutnrstapaErs) M50Cache
. | 7ddte69Bdsbeasbisd273cczbsds CINVIBIA
My Recent  (E5y85f7d 1b65cce2a529f Eipeopieware
Dooumerts |7 spgciz fseeseatiz Caper
(i 22 Eaprunzp
2aps22004 (EaProgram Fies
Desidop Conf =
g s (psT
(Dcyguin RECYCLER
Cacel rsaETIV/BSettings
(3Doauments and settngs (62
My Dooamerts. | oo vers System Volume Information

. P CM005080 F? Qe
Bl o= Savmoows
My Conpuir [Pt

[DLocalFies
My N ‘i i3 | = | E
ietwork  Fil pame: EExatoss ~ Save
Places -

15. Close the “Tally Remittance” screen and then th@éraatry screen.
16. Your next step will depend on what you did for stdp

a. If you went through step 11a and saved your fila fmppy disk you are finished and should be readyail in
your disk, report and check.

b. If you used step 11b and plan to send your fildhé&oreporting website, you can pick up the “CRAeRilpload
Instructions” document from here. If you followduktexact directions, the CRA files referred tohattdocument
should be on youdlesktop. You can safely delete the RET or RSA files onge lavefinished the upload process.

c. If you are filing to a CD, use the “CRA Reportirg€D” document starting at step 10 to continueuftothe
process of getting your files onto a CD.
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Trouble Viewing Information When First Opening CRA
There are 2 problems that many people have wherfitiseopen the program.

1. The most common problem is that all but the “Opaabase” button is grayed out. Simply click the é@Database”
button to get your retirement information to shqw u

2 Contributions Reporting - ERS - Example Unit (EXA)
File Display Mantenance Sewn

Contributions Report for the Month Ending May 31, 2010

Personal Information

SSN: First Mame: Micdie Mame: Last Hame Suffac
[ [ I [ ==
Classificabon \ J J | ‘ |
Conlribution Information ASA-1 Defenal Information
Depatment Code; Month [ Yex
Division Code: |
Agnl Conbibugion:
Maw Confiibution: |
Fuiliime Service: | Maigation Tips > |
Parlial Service: | i
|
Recaid Status. | £l |

2. If you have a newer computer or recently changedtieme on your computer, the blanks on the CRArara may all be
blacked out like in the image below.

® Contributions Reparting - ERS - Example (EX&) ol ® ===
File Display Maintenance Records Setup
Contributions Report for the Month Ending June 30, 2010
Persanal
SSN Fist Name Middle Hame: Last Name: Suffic
Classification:| 04 - Section12 Employee Change | Add | Delete | |
@ 9 i RSA1 Deferral i
Department Code: [
Division Code: [N
May Cortribution: | RN
sure Contrbution:
Fulrtime Service: [N Close Database | Nawigation Tips »>
Partial Service: [N Clear June Save Recard
Copy May Add New Person
Table View Locate 55N
Record Status Tally Remitance Esit
S5H|First Name Middle Last Name Suffis [Status] Separation De =
¥ [123456723]John Doe Jr =
098765432| La Tee Doe =
967654371 | Ray Mee
234567230| Fa Soe
*
| o[

When this happens you will need to get everythifigaur screen up to the point where you can sdeast part of your
background picture. Next you need to right-click on any area of ybackground picture thaoesn't have an icorand
select the bottom option. The name of that optidheither be “Properties” or “Personalize”.

Arrange Icons By
Refresh

Unde Delete

MVIDTA Control Pars!

(Continued)
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Trouble Viewing Information When First Opening CRA (Continued)

Windows XP
If you are running Windows XP, you will come to@een similar to the one below.

Display Properties

Themes |Desktop-: .Screen Saver | Appearance Saﬂings-

Atheme is a background plus a set of sounds, icons, and other elements
to help you personalize your computer with one click.

Theme:
[odfied Theme v

At this screen, selecitfindows Classi¢ from the drop-down box and click the “OK” butto¥iour screen will turn gray for
a moment and then show your new settings. Go bbdokypu CRA Program. Everything should now be Vé&sib

Windows Vista/Windows 7
If you are using Vista, you may come to a screear@lyou will need to select “Settings and Themé&ste you have
selected that option, you will come to a screerilamio the one below. If you have Windows 7, yoill tve brought directly

to this screen after selecting Personalize at gagkground image.
[EZIpersonalization H[= i

() - conbolPanel ~ AlContolPanel Ttems + Persanalzation - &

[ search cantrol Panel

Cantral Panel Home Change the visuals and sounds on your computer -
Eieon oabloplors Click & theme to change the dasktop backaround, window color, sounds, and screen saver all st once,
I I [} -
Change mause pointers J J J
Landscapes Mature Scenes
Change your account picture
United States
Basic and High Contrast Themes (6)
High Contrast #1 =
- J % J)J) '®
See also (9
Display
A Desktop Background windaw Color Sounds Streen Saver
AR RO Solid Color windows Classic Windows Default None
Ease of Access Center
One or mare of the themes has been disabled by Remete Deskiop Connection settings.

You need to scroll the large box at the centehefdcreen down until you find the theme labeM#iridows Classic” Select
that theme. Your screen will momentarily turn gréyce the screen returns to color, close the bdxgarback into the CRA
Program.
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Employee Information Changes

Name, SSN, and Contribution Changes
These changes tend to be very simple to make.

& Contributions Reporting - ERS - Example (EXA) E”E|E|
File Display Maintenance Records Setup

Contributions Report for the Month Ending May 31. 2010

/J:_‘al-sanaH-nhrmﬁun
S5M: Firzt Mame: tiddle Mame:

< | 23456783 |John [

Classificatian: | | Change |  Add | Delste | |

ation m&on\

Type |Amount Month | Year
RE 12.50 05 2mo

Last Mame:

|Doe

ontribution

Department Code: l_

Divizion Code: I—
April Contribution: Ii
May Contribution; IWT

Fuill-tirme Service:

Fartial Service:

loze Databaze | Mawigation Tipz &>
Step 2 | |
Clear May | Save Record Step 3

Copy April | Add Mew Person |

TableView |  LocateS5M |

Record Status: Tally Remittance | E it |
Step 1 S5M|First Manne Middl= Lazt Wame Suffix | Statuz| Separation Date «
099765432| La [Tee |Doe | | | ]

7654321 | Ray | |Mee | | | C

4567830( Fa [ [Soe [ | [ C

* | I | [ 1 |

| | [ |

1. Inthe selection box at the bottom of the screkdk the small gray box to the left of the person&me you want to edit.

2. Click into the box for what you want to edit at tiog of the screen.
3. Make sure that you have some contribution amoutetred for the person and clickéve Record.
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Entering a New Employee

= Contributions Reporting - TRS - Example (EXA)
File Display Maintenance Records Setup

Contributions Report for the Month Ending May 31. 2010

Middle Name:

Last Hame:

Suifix:

Personal Information
< SSM First Mame:
| I |

Classification: |

Contribution Information

SchoolCoder [
April Contribution; ,7
May Contribution: ,7
Full-time Service: ,—

Partial Service: l—

Record Status:

]

‘erral Information

[Month [vear |
[ [

St e p 5 abase

ay |

Mavigation Tips >

Save Record

Urits Contracted

Copy April | Add Mew Persor

Pay Periods:

Tableview |

Locate S5N

Tally Remittance |

Exxit

SSM | First Name: HMiddle

Last Name

Suiffis | Status|

Separation Date «

123456783 Johin
098765432 |La Tee
987654321 |Ray
234567890|Fa

| * |

< |

Doe
Doe
tee
Soe

Jr

Click the “Add New Person” button.

Enter the new employee’s information in the blanked out “Personal Information” boxes.
NOTE: If the “Personal Information” boxes still contain data, repeat step 1.

Once the employees personal details have been entered you may notice that the “Contribution Information”
and RSA-1 Deferral Information” sections are grayed out. This is because the employee has no classification.
Click the “Add” button under the “Last Name:” box.
In the box that opens, select the employee’s classification and click the “Select” button.
You should be back at the main contribution entry screen like the one above but now the “Contribution
Information” and “RSA-1 Referral Information” will be available for entry. Enter a contribution for the
employee now or you will not be able to continue through the next step.

Once you have the employee’s contributions entered, click the “Save Record” button.
NOTE: If you didn’t enter a contribution for the employee, you will receive an error and will not be able to

continue until a contribution amount is entered.

The employee should now show up in your list at the bottom and you can now continue filing your other

employees’ retirement as usual.

Clazsific-ation Co

de:

Step 4

Using the CRA Program
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Deleting an Employee

Employees’ with 0 contributions can cause your tofa to be off If you have aremployee on extended leaygou need to put that
employee intaleleted status If you have an employee who was terminated,gétor quit andvill likely not be coming back, that
employee needs to Ipermanently removed from the database

[E) Contributions Reporting - ERS - Example (EXA)
File Display Maintenance Records Setup
Contributions Report for the Month Ending May 31, 2010
Personal Information Step 2 & 5
S5N: First Name: Middle Mame: Last Mame:
| 123456783 [John | |Doe
E\assif\catinn'l J Change | Add | Delste |
Contribution Information RSA-1 Deferral Information
Department Code: ,_ Type  [Amaunt Month | Year
Division Cade: ,7 RE 12.50 05| 2010
Apiil Contribution: |
I ap Contribution: ,NZT
Full-time Service: w Close Database | Mavigation Tips >>‘
Partial Service: ,W Clear May | Save Record ‘
Capy &pril | Add New Person ‘
Table View | Locate SSN ‘
Recaord Status: Tally Remittance | Exit ‘
Step 1 S5M]First Mame Middle Last Name Suffix [Status] Separation Date &
3
035765432|La |Tee |Doe | | | G|
907654321 | Ray I [Mee [ | r
234567890|Fa | [Soe [ C
* | | \ I
4 | o[
1. Select the employee’s namia the list at the bottom by clicking the gray keit¢he left.
2. Click the ‘Delete’ button
3. Inthe “Separation Date” message (Figure 11.2k¢he ‘No” button.
4. The employee should show up with@™in the status columnby his name like in figure 11.&.the employee is simply on
leave and may be coming back, stop her# you need to permanently remove this persontinae to step 5.
5. Click the ‘Deleté’ button again

6. You will get a warning message asking if you wanbtpermanently remove this employedke in figure 11.4. Click the
“Yes” button.

7. The person should no longer show up in your emplogdist. You can continue to enter your other employees’
contributions.

Figure 11.2

Contributions Reporting Software

<z

\_.JJ ‘Would you like to enter a separation date?

| No

Figure 11.3

P |

SSHIFist Middle Last Name Suiffix [ Status] Separation Date
56789 Jokin b Hd

MER7RRAT! | & Tan NAs ] i

W This person is already in a deleted status.
\-'/ Do you wish to permanently remove this person?

Mo
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Changing the Currently Selected Month

tecords
Repol Change File Path
Change Retirement Systam
fommati  Change Unit Name
MNarme Change Unit Code i
| Change First Payrol Hont g
Change Password Security
Add a New Urst
ormaliol ]
= Vergion Inhm'an?!'. ) P
1. Atthe main contribution entry screen click the ti§® menu at the top of the screen
2. Click on “Select First Payroll Month”
3. You will get an error message letting you know tifat application will close when you change the tho@lick “OK” on
the message.
4. Atthe Setup screen change the month in the higteldydrop-down menu to the month you want to edit.
5. Click “OK” at the bottom of the screen atite program will close
6. Reopen the CRA Program and continue your workémtionth you just selected.

Changing your Employer Cost Factors

No o

Display Maintenm Records Setup

oo Controcirs
Cost of Lning Payments
RSA-1Fund Types

SEM: Units Contracted ik

Pay Periods T
At the main contribution entry screen, click on tiMaintenance’ menu at the top of your screen.
NOTE: The database must be open and your employeeformation visible for the options under Maintenane to be
available.
Select the “Employer Cost Factors” option

A menu like the one below will open

Be Employer Cost Factors

Class Class Employer
Code Description Cost Factor
Step 4 | | |

p |10 Correctional Officer [Certified, Full-time) 0
11 Firefighter [Certified, Full-time) 0
12 Law Erforcemnent Officer [Certified, Full-time) 0
04 Section-12 Employee 0

*

Step 5
add | Change | Delete | pint [

Step 7

Select the classification you would like to edi ttost factor for by clicking the gray box to tleé lof it. Firefighters,
Correctional Officers and Law Enforcement should bethe only classifications to use the 6% cost factdthe lower
value)

Click “Change”

Enter the new cost factor in the “Employer Costteddlankat the top of the screen

Click “Save”

Repeat steps 4-8 for any other classificationsnged to change and click “Close” when you're fieidh
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