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Objectives

* Employer Self-Service = ESS
* ESSisinternet based and does not require you to download software

* Prepare you to submit a contribution file through ESS

* The new contribution file format expands upon the former CRA format in an
effort to more efficiently capture accurate and detailed information; several
new data elements are required

* The ESS Portal will accept a file via certified file upload or online entry
* Discuss your role in correcting errors
* Remitting your payment online



Objectives

Prepare you to submit an enrollment file through ESS

Enrollment data is currently provided on a Form 100, and sent to the RSA. Under the
new system, employers will send enroliment data to RSA via ESS enrollment file

The ESS Portal will accept a file via certified file upload or online entry

This new enrollment process will enable the RSA to obtain employee data in a more
efficient and timely manner

You will be required to clean up current enrollment data

* We currently have several employees with missing dates of birth, gender, etc., due to
incomplete enrollment forms



Objectives

* Familiarize you with ESS functionality
* Administrator User registration
¢ Create and maintain your agencies ESS users

* Updating employer location and contact information
e Certifying member applications

* Provide you with pre and post go-live support



Project Overview

October 2017

November 2015

e Go-Live!

¢ ESS Module
Construction
Complete

e ESS Module
Construction
Began

e ESS Plan
Design
Began




What’s New?

Employers will be creating an enrollment file and contribution file based on RSA file format
* The RSA will be certifying your files beginning in July 2017

Employers will upload/submit enrollment files through ESS Portal
* Enrollment files can be submitted as frequently as daily

Employers will upload/submit contribution files through ESS Portal
* Contribution files will be submitted based on payroll frequency

Employers will also be able to SFTP enrollment and contribution files

TRS employers will not be required to submit information on these exempt employees:
* Substitutes (any TRS Retiree working as a substitute must be reported)
* Employees for which being a student is a requirement
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What’s New?

DPAS will perform business rule validations on files in real-time
You will be responsible for correcting the majority of errors
Errors related to file formatting, file layout or tier will reject a file upload

Business errors/warnings will not reject a file upload, however, you must fix errors
or override warnings within the ESS Portal

Payments will be made online via ESS

You must enter your PIN to remit payment or apply invoices
Please ensure that you do not have debit block on your account
EFT information must be set up prior to submitting initial report in DPAS



What’s New?

Employers will be responsible for maintaining contact information, User IDs,
passwords, and PINs for your ESS users

ESS requires that there is only one administrator per employer; multiple users can be

created by the administrator
Multiple users can work in the ESS Portal simultaneously

Employers will be able to certify employee requests through ESS

Newly enrolled members will receive welcome packet from RSA which includes
beneficiary designation



What’s New?

* Employers will be able to:

* View current and future contribution rates once loaded in ESS

* View salary and service information for current employees

* Access certain financial reporting documents for your employer

* Receive messages from the RSA via ESS Message Center

* Report an employee as deceased via ESS
Look up employee tier in ESS (this functionality is currently available in CRA)
Download employee PIDs
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What’s Next?

April - June 2017

October 2017

July 2017 July — August

2017

July -
September 2017

July -
September 2017

® ESS
Administrator
Registration

¢ Administrator ¢ Go-Live
User creates
other user

accounts

o File
Certification
and Data

Cleanup

¢ Agencies
create new file
format

¢ ESS Training
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e ESS Administrator User
* Only 1 per employer — Each employer will receive an administrator registration

form via email in late June 2017

This user will create and maintain other users

 Other ESS users will only be able to access certain ESS functions (File Upload/Entry,
Validation, Employee Certifications, etc.) as granted by the Administrator User

* Upload enrollment and contribution files

* Maintain employer contact information

* Enter banking information for EFT payments
* Verify prior membership

* View employer reports

* Receive and send secure messages from RSA
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Administrator User

EMPLOYER SELF-SERVICE PORTAL
Please type or ADMINISTRATOR REGISTRATION
print using
black ink and Retirement Systems of Alabama
e-mail back to P. O. Box 302150 + ML z v. Alab 36130-2150
the RSA. (334) 517-7411 or 877.517.0020
Fax: 334.517.7001 or 877.517.0021
Web site: www.rsa-al.gov

Employer Self-Service Portal

The RSA has modernized their Emplover Self-Service Portal as part of a new pension administration system. This
ESS Portal functions in a myriad of ways to assist Agencies/School Systems by providing web based services.
Functionality allows users to create/upload enrollment submissions and contribution reports, access financial
statements and update agency information. just to name a few. Each Agency/School System must designate one
ESS Administrator who will be responsible for setting up and maintaining their system’s users with proper
permissions in the ESS Portal. The ESS Administrator (where possible) should not be the same individual who
performs payroll and HR duties. Please fill out the form below to register your system’s designated ESS
Administrator. Once complete, e-mail this form to the RSA at ESSAdminReg{@rsa-al. gov.

Registration Information

This form should be completed by the agency/school system administrator.

Agency or School System Name:

Agency or School System Agency Code:
RSA System: 1 TRS [l ERS ] IrF

Name of Authorizing Official:

First Middle Last

Title:

Please complete the information below for your agency/school system’s designated ESS Administrator.
This emplovee will be responsible for maintaining vour system’s ESS Portal with RSA.
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Enrollment File

* Enrollment File
* Employers can submit enrollments via online entry and/or certified file upload
* Anenrollment file can be submitted as frequently as daily
*  We anticipate employers with >50 employees will submit via certified file upload

e Each position held by an employee must have a record in the enrollment file
* For example, an employee who holds a teacher and bus driver position

* Multiple teaching positions will be recorded as one enrollment record
* For example, an employee who teaches math, science, etc.

* Employers have the ability to upload full active file or changes for each submission
*  First enrollment file in October 2017 must be a full file
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Employers role in notifying PEEHIP of new hires/terminations

Enrollment File

Employers currently notify PEEHIP of new hires/terminations via the PEEHIP Portal.
This functionality will cease at ESS go-live.

At go-live, PEEHIP will be notified of new hires/terminations via enrollment
information entered online or uploaded through the ESS Portal

If an employee is eligible for PEEHIP, please provide enrollment information on them
ASAP through the ESS Portal. This will allow PEEHIP to enroll/terminate the
employee in a timely manner.
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Enrollment File

e There are 4 fields in the Enrollment File which create a unique enrollment record
for an employee

*  Employer Code

* Contribution Group

* Position Status

* Enrollment Begin Date

* Should any of these fields change between Enrollment File submissions, a new
record should be created for the employee
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Contribution File

Contribution File

e Contribution Due Date

 If pay date is in month “X”, you must upload file and submit a payment by the 10"
day of month “X +1”

e Delinquent payments

* Delinquent accounts shall accrue interest at the actuarial assumed investment rate
beginning 30 days after the original contribution due date (Per TRS Statute 16-25-21)

* Current investment rate is 7.75%

* September 2017 payroll file and contributions must be received by TRS no later
than October 5th

17



Contribution File

e Separate contribution records should be submitted in a Contribution File when
reporting multiple contribution groups for one employee
* For example, if an employee is paid in their position as both a Teacher and a Bus
Driver on the same Contribution File
* Teacher who is contributing — Contribution Group of 011CONT
* Bus Driver who is contributing — Contribution Group of 018CONT
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Contribution File

e Separate contribution records should be submitted in a Contribution File when
reporting multiple position statuses for one employee
* For example, if an employee is paid in their position as a regular and adjunct Teacher
on the same Contribution File
* Regular position status - 01
* Adjunct position status - 05
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Contribution File

e Separate contribution records should be submitted when reporting multiple
payroll frequencies for one employee in the Enrollment File
* For example, if an employee is paid on a monthly payroll frequency as a Teacher and
on a bi-weekly frequency as a Bus Driver

* The RSA does not expect to receive a contribution on a consistent payroll frequency
basis for non-regular employees. The system understands that seasonal, temporary,
adjunct and substitute teachers may not be paid during each pay period.

20



* Matching Fields
e The system will be validating that certain fields within the Enrollment and
Contribution File match
* Contribution Group
* Position Status
* SSN
* PID (if provided)
* Scheduled Type of Units Worked on the Enrollment File needs to match with Type
of Units Worked on Contribution File
*  Employer Code on header records
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. . & Log In To Your Account QT Ontine Cateutators
* Vi unt details
ESS Functionality — R
+ Make requests to the RSA B Public Benefit Estimator
[ - R S ot et

Employer User Login E—

Meed to reqister?

* Onceyou are granted access as an ESS Forao User D or Password?
Need a PID? st PID Letter!

User, the RSA will e-mail you a temporary Note: The irformaton sortan i s sie &
available via a secure connection.
User ID, Password and PIN

* Users will need to login to the ESS Portal

with the RSA temporary credentials — r _
within 72 hours of receiving this e-mail e R A e

and update your account with a User ID,
Password and PIN of your choosing
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Terms and Conditicns

By using this wabita, you ages 1o s folowing tms
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weetrsite.
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Employer User Login R i
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ubligations are encoursged 1o consull wih the RSA al 334 17,7000, of lol free st
Br.'sl 0020 Y. Usars shoukd nol raty solialy upon tha insormation proviced by this wabsila 1o make &y decision regieding ratiement of any cblgatioes

* Terms and Conditions will be displayed L
after a successful login Y e
* Please read, understand and agree to the Ittt e
terms and conditions prior to continuing

Cancel Conlinue

to the ESS Portal et i o —
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ESS Functionality -
Employer User Login

* After accepting the terms and
conditions, you will be taken to our
welcome page

* This page provides an overview of the
functionality provided by our ESS Portal

Employer Self Service
Lisa Brannen
TOLS - Dallas Co Bd Of Ed

Last Login: Wed, Jun O7 2017 2:08 PM UserGuide

ome min 0g

Available Form: [ Open ]

‘Welcome to The Retirement Systems of Alabama (RSA)' state-of-the-art pension administration system and new employer self service web site. This site
provides employers with a number of resources to more efficiently and accurately report employee data to The Retirement Systems of Alabama (RSA). From
1his site, employers can interact with us in a number of ways, including:

Reporting wages and contributions

Processing EFT Payments

Processing wage adjusiments

Adding/updating employer information

Reviewing employer reporis and invoices

Downloading and completing employer forms

Verifying Member IDs and employee contribution rate information

This tool was designed to improve the service The Refirement Systems of Alabama (RSA) provides by offering secure online access to your account
information. You now have access to a modern retirement technology system that is a model for the nafion.

Itis our privilege to provide you this additional level of service.

Dr. David Bronner
Chief Executive Officer

The Retirement Systems of Alabama Solicitation of Personal Information
REA never respond to il, et massage, or phone call requesting persanal information to verify

Home information sbout their to re-activsta an onli nt. The RSA doss not salict members by e-msil or phone fo verify

Contact Us or request security informstion. I you ever receive such s fraudulent request, please do not respond, email us st member. services@rsa-

Disclaimer algov or call 334, 517,mm\.@ or 877 547 nom‘:sj

Privacy

Non-Discriminstion Notica The Retirement Systems of Alabama

P.O.Box 302150
Montgomery, AL 26120-2150

Copyright ® 2012 Refirement System Of Alsbama . All rights reserved.
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@ Employer Self Service
Lisa Brannen
TDLS - Dallas Co Bd Of Ed

Wed, Jun 07 2017 2:08 PM

Available Form: [ open |

E S S F u n Cti O n a I ity — Update Security Questions

To update your Security Questions, select new questions from the drop down list, enter your answers, and click Update.

To exit without making changes, click Cancel

Security Question
Security Question: * \Whal i your favorite radio station number frequency number (example: 92.3)7 V\
Answer *

* Update your security questions

Retype Your Answer:  *

RSAPIN -

Security Question

Security Question:  * [In which city did you attend your first movie theatre experience? v

Answer *
Retype Your Answer:  *
RSAPIN *
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Employer Self Service
Lisa Brannen
TDLS - Dallas Co Bd Of Ed

Last Login: Wed, Jun 07 2017 2:08 PM UsesGuide

Available Forms: [ oren |

ESS FunCtionaIity — Add Office Location

Choose a Location Type, complete the appropriate fields, and click Submit.

Y ° Please Note: If the mailing address is a P.O. Box, a physical address must also be listed as the Primary location type
Add Office Location o Locton

) . Evectue Date )
* Employers will have the ability to add one st * [ Sz V]
. . . Location Type: * _
or multiple office locations S
. Address Line 1 * l:l
o Locatlon Types: Address Line 2 (optional): I:l
ciy: L]
°  Primary Address state: + [Select State ]
*  Mailing Address Zo Cove: tL [ Jestonan
County

*  Satellite Office
e Third Party Preparer
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Employer Self Service
Lisa Brannen
TOLS - Dallas Co Bd Of Ed

ESS Functionality -
. ° [Available Forms: | B
Manage Offlce LO Catlons Manage Office Locations

The Office Locations module allows employers fo manage office location information. To add a new office location, click Add
an Office Location. To edit or delete office locafions, click on the appropriate link.

* Employers will have the ability to manage oo ossons

Primary Location Effective Date:  6/1/2017 Edit | Delete
. . Main Office Status: ACTIVE
office locations T
SELMA, AL 36701
Mailing Effective Date:  6/1/2017  Edit | Delete
Main Office Status: ACTIVE

429 LAUDERDALE ST
SELMA, AL 36701

| Add an office Location |
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Add a Contact Person

Enter the for and chek Submit.

ESS Functionality — —————————

Nams

] —
Add Contact Person ——
- e
* Each employer will manage their contact .
information S
+ Employers may assign multiple contacts e =
with different contact types - |
* A contact must be established prior to the ey

Administrator User assigning a User role for
that contact
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ESS Functionality -
Add User Roles

Your employer’s Administrator User will
assign an ESS user role to contacts at
your employer

Note: you must be entered as a contact
for your employer prior to being assigned
an ESS userrole

29

ome

{§ Employer Self Service

Last Login:

Add User

Choose a contact person, enter a unique User |D, select the appropriate security role(s) and click Submit.

Lisa Brannen
TOLS - Dallas Co Bd Of Ed

Please Note: Only those employees that have been set up as Contact Persons may be assigned an ESS account.

New User

Contact Person
User 1D:

Roles®

E-mail

Active

* |Select Contact Person v
]

* [ess Admini [Cess

1%

Reporting

[JEss File validation

Wed, Jun 07 2017 2:09 FM UserGuide

[lessstar  [lpeerip  [Rrsad



a Employer Self Service
Lisa Brannen
TOLS - Dallas Co Bd Of Ed

ESS Functionality — A
[Avatable Forms: | BT
Manage User Roles anage e

The Manage Users module allows the employer administrator to manage ESS user accounts. Current accounts are
displayed in the Manage Users grid. To edit an existing user account, click on the User 1D link. To add new ESS user
accounts, click Add User.

* Your employer’s Administrator User will
manage other users within your

e m I O e r User D Name Assigned Roles Last Login Active Account Locked RSA PIN Locked
p y TDLS001 BRANNEN, LISA ESS Administrator 6772017 2:11:26 PM Yes

Users

Add User
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ESS Functionality -
Payroll Scheduling

Prior to uploading or manually entering a
Contribution File, employers will need to
set up payroll schedules within the ESS
Portal

ESS has the ability to accept Contribution
Files on 4 different payroll frequencies

*  Monthly, Semi-Monthly, Bi-Weekly and Weekly

Payroll Schedule

Payroll Schedule

Calendar - Payroll
o Retirement System Frequency

@ Employer Self Service
Lisa Brannen
TDLS - Dallas Co Bd Of Ed

Last Login: Wed, Jun 07 2017 2:08 P

Arrears

o 2017 Teacher's Refirement System of Alabama WMonthly

Current

Pay Date  Pay Pay
Period Period
Begin End Date
Date

Available Forms: [ oeen |

12/30/2016 12/01/2016 12/31/2016
01/31/2017 01/01/2017 01/31/2017
02/28/2017 02/01/2017 02/28/2017
03/31/2017 03/01/2017 03/31/2017
04/28/2017 04/01/2017 04/30/2017
05/31/2017 05/01/2017 05/31/2017

m

dil 06/30/2017 06/01/2017 06/30/2017
dit 07/31/2017 07/01/2017 07/31/2017
-dit 08/31/2017 08/01/2017 08/31/2017

E[E(E|!

dit 09/29/2017 09/01/2017 09/30/2017

m

dit 10/3172017 10/01/2017 1043172017

i

dit 11/30/2017 11/01/2017 11/30/2017
dit 12/29/2017 12/01/2017 121312017

* *[Teachers Refirement System of Alabama w| *| v

;‘ml

v




ESS Functionality -
Enrollment/Contribution
Submission

* Enrollment /Contribution File Submission
functions are located under the “Report”
tab

* The ESS Portal allows agencies to upload
a file via certified file upload or by manual
online entry

Getting Star yments

Enrollments

Choose this option to upload only enrollments in a file

You can upload multiple enroliment files per month as needed to enroll new
members or update enroliment information for existing members.

P.O. Box 302150
Montgomery, AL 36130-2150
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 Employer Self Service ‘—
Lisa Brannen
TOLS - Dallas Co Bd Of Ed

Last Login: Wed, Jun 07 2017 2:08 PM

Available Forms: [ open ]

Results

Contributions

Choose this option to upload only contributions in a file.

Once an enroliment has been created for a employee, you can upload a
contribution file to report contribution details. An enrollment must exist before
contributions being reported for a employee.

Q View History

The Retirement Systems of Alabama Solicitation of Personal Information

RSA members should never respand to 2n unsolicited e-mail. text message. o phone call requesting perscnal information to varity
Home information sbaut their refirement account or to re-sctivete an online sccount. The RSA does not solicit members by e-mail or phane to verify
Contact Us or request security information. If you ever receive such a fraudulent request, plesse do not respond. emsil us st member_services@rsa-
Disclaimer al.gov or call 334.517.7000¢ 3 or 877.517.0020¢ 51
Privacy
Non-Discrimination Notice The Retirement Systems of Alabama

Gopyright & 2012 Refirement System OF Alsbama _ All rights reserved



ESS Functionality -
Enrollment via File Uploa

*  When you are ready to upload your
Enrollment File, select the “Upload File”
button below Enrollments

Getting Started » | Detalls » = Summary »  Payments »

Enrollments

Choose this option to upload only enrolliments in a file

You can upload multiple enrollment files per month as needed to enroll new
members or update enroliment information for existing members.

'@ Ul:lloalj File & Enter onine

P.O. Box 302150
Montgomery, AL 36130-2150
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 Employer Self Service ‘—
Lisa Brannen
TOLS - Dallas Co Bd Of Ed

Last Login: Wed, Jun 07 2017 2:09 PM

Results

Contributions

Choose this option to upload only contributions in a file.
Once an enroliment has been created for a employee, you can upload a

confribution file to report contribution details. An enrollment must exist before
confributions being reported for a employee.

pload Fil G Enter Online

Q View History

The Retirement Systems of Alabama Solicitation of Personal Information
RSA members should never respond to 2n unsolicited e-mail. fext message. or phone call requesting persanal informtion to verity

Home information sbout their refirement account or to re-sctivate an online sccount. The RSA does not solicit members by e-mail or phone to verify
Contact Us or request security information. If you ever receive such s fraudulent request, ‘email us st member. i
Disclzimer al.gov or call ausn.'ronn@ ar w1.517.wzo\'.§4
Privacy
Non-Discrimination Notice The Refirement Systems of Alabama

Gopyright @ 2012 Refirement System OF Alsbama _ All rights reserved



ESS Functionality -
Enrollment via File Upload

Employers will have the ability to upload
an Enrollment File from your network

Supported file type is “.ENRL”
Files are limited to 20 MB

34

Getting Started »  Detalis » [ECTIUELTED SRENECETH

Report #: Type: Mode: Status:
Enroliments Only File Upload

File Upload

§ Employer Self Service [0
Lisa Brannen
TDLS - Dallas Co Bd OFEd

Last Login: Wed, Jun 07 2017 2:00 P UserGuig

Available Forms [l or=r |

Select File: *

Supported file type is " ENRL"
Files are limited to 20 MB.

Browse..

Upload File B

Submit Details >

t to verify
ot solicit members by -mail or phons to verify
i

. email us at

The Retirement Systems of Alabama Solicitation of Personal Information
RSA members should never respond to en unsclicited e-mail. or phone cal

Home information sbout to re-sct sccount

Contact Us or request security information. If you ever receive such

Disclaimer aLgo o call 334,517 70004 1 or 877 $17.0020, .

Privacy

The Retirement Systems of Alabama
P.0. Box 202150
Montgomery, AL 36130-2150

Non-Discrimination Notice

Gopyright © 2012 Retirement System Of Alsbama _ All rights resenved.




ESS Functionality -
Enrollment via Online Entry

*  When you are ready to enter records for
your Enrollment File, select the “Enter
Online” button below Enrollments

Getting Started » | Detalls » = Summary »  Payments »

Enrollments

Choose this option to upload only enrolliments in a file

You can upload multiple enrollment files per month as needed to enroll new
members or update enroliment information for existing members.

Enter Online

P.O. Box 302150
Montgomery, AL 36130-2150
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 Employer Self Service ‘—
Lisa Brannen
TOLS - Dallas Co Bd Of Ed

Last Login: Wed, Jun 07 2017 2:09 PM

Results

Contributions

Choose this option to upload only contributions in a file.
Once an enroliment has been created for a employee, you can upload a

confribution file to report contribution details. An enrollment must exist before
confributions being reported for a employee.

pload Fil G Enter Online

Q View History

The Retirement Systems of Alabama Solicitation of Personal Information
RSA members should never respond to 2n unsolicited e-mail. fext message. or phone call requesting persanal informtion to verity

Home information sbout their refirement account or to re-sctivate an online sccount. The RSA does not solicit members by e-mail or phone to verify
Contact Us or request security information. If you ever receive such s fraudulent request, ‘email us st member. i
Disclzimer al.gov or call ausn.'ronn@ ar w1.517.wzo\'.§4
Privacy
Non-Discrimination Notice The Refirement Systems of Alabama

Gopyright @ 2012 Refirement System OF Alsbama _ All rights reserved



ESS Functionality -

Enrollment via Online Entry

* Agencies will have the ability to manually
enter/change enrollment records
through the ESS Portal

» Agencies will also be able to search for an
employee to determine if they have
participated in RSA prior to employment
with your employer

36

TOLS - Dallas CoBd Of Ld
Lust Logine Wed. Jen O7 2617 2:00 PM

Search Employee Demographics
Enler ot Eenployes SSN, PID, First Mame, or Lt Mame and dick the Search butlon

Nete: Clicking the Sharw ANl bufton will display all employees for the kgged n empcyer. If you woukl ke ta view a employeels) wha dogs not have an
ancollmant with your agancy, uee the saarch options

Search Employee

Employee SSN: PID:
First Name Last Name:

Advanced Search

Display Records: © Add New Employee Show All

- gon ko vy
The REA mamsers by & mal or phene i ey




ESS Functionality -
Employee Tier Search

* Agencies currently have the ability to
check an employee’s Tier status through
CRA, this functionality will also be
available in the ESS Portal

 This functionality is located under the
“Services” tab

37

§ Employer Self Service
) Lisa Brannen
TOLS - Dallas Go Bd Of Ed
Last Login: Wed, Jun 07 2017 2:08 PM UserGuide

ome imin o

W .
Employee Information

Enter Employee Information

Enter the employee’s information that you wish to work with and then click on the Search button

Search By: [SSN v + [po1010031 [“Searen ]
PID  SSN Employee Name Date of Birth  Address
] 11569042 XXX-XX-0031 MARTHA WASHINGTON 07/04/1985 201 SOUTH UNION ST MONTGOMERY,AL-36120
View Account History
Employee Name : MARTHA WASHINGTON ~ Employee SSN : XXX-XX-0031 PID : 11569042 Date Of Birth : 07/04/1985

Account Information

Retirement System : | Teacher's Retirement System of Alabama V|
Tier/Group = Tier 2

Most Recent Contribution Group : Contfributing Teacher

Most Recent Employer : DALLAS CO BD OF ED

Membership Status : Active

Earliest Entry Date : 06/01/2017

Begin Date : 06/01/2017

End Date : PRESENT

Date of Last Contribution : Eligibility Q

Aceount History: No contribution history for this employer found for this account. If the member has never worked for the logged in employer, the member details
will not display.




ESS Functionality —
Enrollment via Online Entry

If previous information is available on the
employee you are searching, additional
demographic data will display on the
next screen

If you select to add a new employee, you
will need to fill out this additional
demographic data

38
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ESS Functionality -
Enrollment via Online Entry

*  You will receive a success notification
after saving valid changes for an
employee
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ESS Functionality -
Enrollment via Online Entry

* After entering demographic data on an
employee, you will need to add
enrollment data

* (lick the “Add New Enrollment” button
to view the next screen

40

Add/Edit Enroliments

Personal Information

§ Employer Self Service oo B
Lisa Brannen
TOLS - Dallas Co Bd OF Ed

Last Login: Wed, Jun 07 2017 2:00 PM

Available Forms |

First Name: MARTHA SSN: MK-XX-0031
Middle Name: PID: 11569042
Last Name: WASHINGTON Tier/Group:
Suffix:
Employee Details
Contribution Employer  Position LOA LOA Status E E E Action
Group Status Status Effective Date Begin End End
Date Date Reason

No records to display.

LOA Status History

Mo records to display

Enroliment Work Units History

No records to display.

© Add New Employee



ESS Functionality -
Enrollment via Online Entry

* On this screen, you will enter the
remaining enrollment data for your
employee

* After saving this information by selecting
the “save changes” button, you will be
taken to the enrollment record for this
employee
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Available Forms: (| Oeen |

Add/Edit Enroliments

ESS Functionality —

First Name: MARTHA SSN: JOOXX-0031
Middie Name: J PID: 11568042

Enrollment via Online Entry &% =~

Employee Details

* Once you submit new information or o oo rosien o8 108 s

changes for an employee, their o o DS s e wom wemn -
enrollment record will be visible under 7 7

mpl Detail id - ; ;
E p oye e e a l S g rl LOA Status LOA Status Fffective Date to Work per uwgg Time Uni's'::: of Units Wu]r-:sg Effective D::::“s
week

Not on Unpaid Leave 06/01/2017

500 500 Days 06/01/2017

* From this screen, you will also be able to

add an additional enrollment for this —

member
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ESS Functionality -

Contribution via File Upload

*  When you are ready to upload your
Contribution File, select the “Upload
File” button below Contributions

The Retirement Systems of Alabama
Home

‘Contsct Us

Disclimer

Privacy

Non-Discrimination Notice

43

Getting Started » | Details ¥

Enroliments Contributions

Choose this option to upload only enrolliments in a file Choose this option to upload only contributions in a file.

You can upload multiple enrollment files per month as needed to enroll new Once an enroliment has been created for a employee, you can upload a
members or update enroliment information for existing members. confribution file to report contribution details. An enrollment must exist before

® upoadFie

 Employer Self Service ‘—
Lisa Brannen
TOLS - Dallas Co Bd Of Ed

Last Login: Wed, Jun 07 2017 2:09 PM

Summary » Payments » | Results

confributions being reported for a employee.

Q View History

Solicitation of Personal Information

RSA members should never respand to 2n unsolicited e-mail. text message. or phone call requesting perscnal information to varity
information sbout their refirement account or to re-sctivate an online sccount. The RSA does not solicit members by e-mail or phone to verify
or request security information. If you ever receive such a fraudulent request, ‘email us st member. i

al.gov or call ausn.'ronn@ ar w1.517.wzo\'.§4

The Refirement Systems of Alabama
P.O. Box 302150
Montgomery, AL 36130-2150

Gopyright @ 2012 Refirement System OF Alsbama _ All rights reserved



lllll
TDLS - Dallas Co Bd Of Ed

Last Login: Wed, Jun 07 2017 2:08 PM

jome Repo ervices Acco Admin 000

ESS Functionality — T
Contribution via File Upload E=EE e e e

06/07/2017 Contributions Only File Upload

File Upload

Select File: * Browse. ..

* Employers will have the ability to upload
a Contribution File from your network
Supporied file type is ".CONT".

* Supported file type is “.CONT”
* Files are limited to 20 MB
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ESS Functionality -

Contribution via Online Entry

* When you are ready to enter records in
your Contribution File, select the “Enter
Online” button below Contributions

The Retirement Systems of Alabama
Home

‘Contsct Us

Disclimer

Privacy

Non-Discrimination Notice
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Getting Started » | Details ¥

Enroliments Contributions

Choose this option to upload only enrolliments in a file Choose this option to upload only contributions in a file.

You can upload multiple enrollment files per month as needed to enroll new Once an enroliment has been created for a employee, you can upload a
members or update enroliment information for existing members. confribution file to report contribution details. An enrollment must exist before

pload Fi @ Enter Oniine @® Upload File

 Employer Self Service ‘—
Lisa Brannen
TOLS - Dallas Co Bd Of Ed

Last Login: Wed, Jun 07 2017 2:09 PM

Summary » Payments » | Results

confributions being reported for a employee.

Q View History

Solicitation of Personal Information

RSA members should never respand to 2n unsolicited e-mail. text message. or phone call requesting perscnal information to varity
information sbout their refirement account or to re-sctivate an online sccount. The RSA does not solicit members by e-mail or phone to verify
or request security information. If you ever receive such a fraudulent request, ‘email us st member. i

al.gov or call ausn.'ronn@ ar w1.517.wzo\'.§4

The Refirement Systems of Alabama
P.O. Box 302150
Montgomery, AL 36130-2150

Gopyright @ 2012 Refirement System OF Alsbama _ All rights reserved



ESS Functionality -

Contribution via Online

Entry

After selecting the “Enter Online”
button, you will be taken to this screen

Certain information will be
prepopulated based on payroll
frequencies you have set up

You must set up payroll schedules as
seen earlier in this presentation prior to
submitting a Contribution File

L PESELEL IS Al Details » ~ Summary $ | Payments $ | Results

Employer Selection

Please select from the following:

Select the Employer:” |ECOA-City Of Athens v

Select Reporting Frequency:” | Biweekly v
Pay Period:" | 211512016 - 2/29/2016 v |

Report Date:* [3/2/2018 v |
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ESS Functionality -
File Validations

*  Our system will run immediate
validations against your file submission

* Any errors in your file will be itemized on
another screen

Gefting Stated 3  Detalls > Summany » Paymants ¥  Results

Report 5: Submimion Date: Type: Mode: Status:
Tz [l fei i ] Coniributions File Upload Ini Process

Nata! The page i 581 1o buld-refresh ewary 5 setonds and piovide progress. Yau may manualy refresh e page 5l Ay time |may Like § Tew Seconds fof the cormed atus be

displayed)
O suczassiul completon of Se ared busness valdations, vou will ke redrecied o the detads page. In crse of telares, you wil be redeecied (o the Se wpioad page

Cotidtions.
Conrduton o vakistons

Linex: Todal (7) | Processed (6) | Errors (1)
Mobe: The tadal recced count insades the Header and Foolsr rows also

Corirdednn buaness valdalong

Records: Tolal (4) | Passed (3) | Errored (1) | Pending (1)

LT O Void Report
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ESS Functionality -
File Errors

* Any errors will be highlighted within the
record in which they occurred

48

Repon & Supmisshon Dase: Typa: stz Sratus:
nn 03312016 Contrbadions Filie Uigioad Procasead
Ermor Ripont
Show sveas with # Error Sheow saroas from: #File Errons Refissh
sarvetity:
o # Waming Contribution Errors
#Inloimation Enrollmin Erors

Emar Code  Soverity Message

Empleyer: 0065560 . DOUGLAS CHEROKEE ECONOMIC AUTHORITY

Line # Col#From  Col #To

@ ER00Z Emer SEN Roquied or ls Mot valid
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{ Employer Self Service
Lisa Brannen

ESS Functionality — i

Last Login: Wed, Jun 07 2017 2:08 FM

Manage Payment ACCOUNTS  warsse pamentaccoune =

The Payment Accounts module allows employers io manage various methods for payment. Accounis entered through this
module will be available for use on the Submit Monthly Summary and Inveices screens of Employer Self Service. Users will

° Em p l Oyers Wil I h ave t h e a b il ity tO m a n age click the Nickname of the account fo update entered account information. New account information can be entered using the

Add a Payment Account button_

payment aCCOUHtS Existing Payment Accounts

Nickname Bank Name

Bank Account Number Receipt
Type
PAYROLL WELLS FARGO BANK 3456 EFT Delete
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ESS Functionality -

Edit Payment Accounts Edit a Payment Account

Provide a nickname for the account belowr.
When you have finished, click Update

To cancel without saving, click Cancel.

* Employers will have the ability to add o ,
payment accounts Bank Name: WELLS FARGO BANK

ABA Routing Number: 061000227
Bank Account number: ...3456
Receipt Type:

EFT
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§ Employer Seif Service

Lisa Brannen
TDLS - Dallas Co Bd Of Ed

Last Login: Wed. Jun 07 2017 2:08 PM

Available Forms: | T



@ Employer Self Service

ESS Functionality — | SR

Last Login: Wed, Jun 07 2017 2:.08 PM

Death Notice - rT——

Death Notice

The Death Motice madule allows the user to submit death i ion to Retil Systems i Death

Y Age n C i e S Wi l l b e a b I e t O S u b m it d e a t h information can only be submitied if the employee has worked for the logged in employer. The user must ;mer avalid SSN

1o retrieve the employee information, complete the death notice information and then click Submit.

information to the RSA via the ESS Portal Death Natcaton
sean sy  E—
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ESS Functionality -
Employer Certification

* Agencies will be able to certify employee
requests via the ESS Portal

* The RSAis currently reviewing the
process by which employers will certify
employee requests via the ESS Portal.
Once the process is finalized, the RSA will
notify Agencies.

Employer Certification

Employee Retirement Request
Employee Service Purchase Requests

Employee Refund Requests
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Training Sessions in l[ate summer 2017
* Training will be provided at various locations around the state in August and September

* WebEx presentations will be conducted and placed on RSA’s website for your viewing
convenience

Online training videos

* Videos will be available on RSA’s website to walk you through multiple functions of ESS
prior to go-live and afterwards

Dedicated staff to help navigate you through ESS

Dedicated email to address questions
 DPAS 4C@rsa-al.gov
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* Provide Resources Prior to Go-Live in October 2017:
e ESS Training Website

* http://www.rsa-al.gov/index.php/employers/ess-portal/ess-training/
e ESS User Guides
* FAQ’s — The first FAQ was uploaded to our training website on June 1, 2017.

* Quick Reference Guides
* Error messages and corrections
* New fields required in Contribution File
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