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Disclaimer

Internal users may notice minor differences between Employer Self-Service screens
and the screenshots in this handbook. These differences may be due to security roles,
internet browsers, minor updates made to the system after the publication of the
handbook, or a change in a Teachers’ Fund for Retirement policy. Screenshots
displaying tier information will be updated in future publications of this manual.
Employers can disregard tier information, as this is not applicable to the functions they

will be performing in the system.
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Objectives

1. Emplover Self-Service Portal Login and Security
a. Login to the Employer Self-Service Portal
b. View the Homepage
c. View the Dashboard
d. View Message Board Notification
2. Create and Maintain Organization Information
a. Create and Maintain Organization Profile and Details
b. Create and Maintain Organization Address Information
c. Create and Maintain Organization Contact Information
d. Create and Maintain Organization Bank Information
e. View Child Organization Information
3. View Employee Information and Submit Salary Verification
a. View Employee Information
b. Submit Salary Card Verification
4, Upload and Review Enroliment Files
a. Upload Enrollment Files
b. View Processed Files
c. View Unprocessed Files
d. View/Update an Uploaded Enrollment File in Review or Valid Status
5. Manually Add New Employment Event
a. New Employee Enrollment
b. New Employment for Return to Work
c. Employment Change
d. Return to Payroll
e. Termination
6. Upload and Review Payroll Files
a. Upload Payroll Files
b. View/Update an Uploaded Payroll File
7. Manually Create and Maintain Summary, Header and Detail Records
a. Create and Maintain Summary, Header, and Detail Records
b. Copy Forward Employer Payroll Record
8. View and Create Invoices and Remittance Records
a. View and Pay an Invoice
9. Project Model Data
a. Employer Model Calculator
b. Employer Model Election
10. View and Upload Documents
a. Upload Documents
b. View Documents
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Employer Self-Service Portal Login and Security

MyTFFR Business Partner is a secure Employer Self-Service (ESS) Portal where
organizations participating in the North Dakota Teachers’ Fund for Retirement (TFFR)
pension program report and manage employer and employee contributions. The North
Dakota Retirement and Investment Office (RIO) administers the program.

From the ESS Portal Dashboard, a designated Organization Contact can access secure
messages, enroliment and payroll summaries, unpaid invoices, project employer model
data, submit model selection for each fiscal year, and submit salary verifications. The
ESS Portal is designed so that organizations can view high-level employee and
employer information from the Dashboard and use the side navigation panels.

Reporting consists of multiple functionalities that work together in the ESS Portal to
report various information sent to RIO by an organization including member plan
participation, employment events, and employer payroll submission. This information
can be submitted to RIO in various ways, including manual updating and uploading
through the ESS Portal.

Registration for the Portal

To gain access to the ESS Portal, the Organization Contact must be registered with
RIO. Correspondence is then sent to the contact’s email address on file with a link to
the ESS login page. The Organization Contact logs in using their ND.gov credentials.

Navigating the Portal

The ESS portal is designed to make information easy to find. Information is categorized
by using a main menu, which is then broken down further into submenus. Clicking the
main menu options either displays submenus or navigates directly to another screen.
Users can also navigate by using the buttons in the top right corner and the breadcrumb
navigation bar to easily return to previous screens or the homepage. Also, it is important
to know when working within the ESS Portal, required fields are identified with a red
asterisk (*). Other fields are optional.

The Dashboard is another way to navigate the ESS portal. The tiles serve the same
purpose as the main menu but do not have submenus associated with them. When a
tile is clicked, the ESS displays another screen where the search can be narrowed
down further.

The tiles, main menu, and submenu items displayed in the ESS portal are based on the
user roles. The user roles are tied to the work each Organization Contact does for their
job, so they only see the items that are associated with the user roles assigned to them.

Note: The user account used to create this handbook has been assigned all the
available security roles. This means that this user sees all the options in the portal.

Rev. 10/2024 2
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Task 1: Login to the Employer Self-Service Portal

Login to the Employer Self-Service Portal

When NDRIO registers an Organization for the ESS, the system generates and sends a
registration email to the Organization Contact. When the Organization Contact clicks the
hyperlink within the email, it navigates them to the North Dakota Login screen, which
allows them to log into the ESS using their ND.gov credentials.

Step 1. On the North Dakota Login screen, enter the User ID and Password, then
click the Sign In button.

North Dakota " 9°VReeiaaei Siute aoverment
North Dakota
ogin
Sign in
Don't have a North Dakota Login?
Create an account,
User ID
bum t
Forgot user 1D
Password
@ .......... e
Forgot password?
C Sig
™
Update your account. Pray -Torma.

Screen 1: North Dakota Login screen

(A)  User ID: To complete this field, enter the User ID for the user’'s ND.gov account.

(B) Password: To complete this field, enter the password for the user’s ND.gov
account.

(C)  Sign In button: Clicking this button validates the user’s credentials and signs
them into the ESS.

Rev. 10/2024 3
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Task 2: View the Homepage

Self-Service Handbook

View the Homepage

The following screenshot provides an overview of the ESS portal homepage.

Homepage

My Dashboard

Message Board Motificat...

INVOICES@

Miscellaneous

Invoice Sub Type

Miscellaneous

4
IWANTTO G
—n—
o=

Report Employer
ayrall

@é

Submit a Payment

Project Employer
Model Calculation

EMPLOYER PAYROLL REPORTS e

Invoice 1D < 1 Status: Open ;
Invoice Balance Due Date Days Late
$1,000.00 09/10/2024 22

Pay Date : 08/31/2024 Status: Review :

WE o

Upload a File Create an Enrollment View Employees

= =

Wiew Forms and

Publications Contact Us

View Messages

Submit Salary
Verification Card

Documents on this website require Adobe Acrobat Reader® for viewing/printing. The reader is available as a free download from Adobe. In addition, you may wish to consult our .pdf help page for
instructions en printing or saving an Adobe Acrobat {.pdf) document.

TO DO LIST e

@ 1rouheve 1 emplover payroll rej potts.
MESSAGES AND OPPORTUNITIES @
© Anewselfservice message board notification is available
MY SERVICE REQUESTS o
Request Type Request Date Status
Process Employer Payroll Header 08/11/2024 In Progress

Screen 2: ESS Homepage

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu item list.

(B) Top Right Navigation buttons: Displays the navigation buttons. Click these
buttons to help navigate around the ESS Portal. Buttons include:

Rev. 10/2024

Home button: Click this button to return to the Homepage.

Previous button: Click this button to return to the previous screen.

Collapse/Expand button: Click this button to collapse or expand the panels

on the screen.
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(©)

(D)

(E)

(F)

Rev. 10/2024

Breadcrumb Navigation Menu: Displays a history of branched pages while
working through a process and can be used to navigate back to any of the
previous screens.

Invoices panel: Displays the Employer’s invoices with an “Open” Status. Click an
invoice record hyperlink to navigate to the Invoice Maintenance screen for the
associated invoice.

e Quick Links (Three Vertical Dots): Displays the quick links associated with
the selected record and navigates the user to the corresponding
maintenance screen.

Employer Payroll Reports panel: Displays Payroll Header records for the
Organization with a status of “Review” or “Valid.” Click a record hyperlink to
navigate to the Employer Payroll Header Maintenance screen for the associated
record.

| Want To panel: Displays tiles that serve as shortcuts to some of the Hamburger
Menu items. Click a tile to navigate to each screen associated with the
Hamburger Menu item.

Note: Navigating from the tiles or the Hamburger Menu directs the user to the
same screen.

e Report Employer Payroll tile: Click this tile to navigate to the Employer
Payroll Summary Lookup screen to manually create a Payroll Summary,
Header, and Detail.

e Upload File tile: Click this tile to navigate to the Upload File screen to
upload an enrollment or payroll file.

e Note: The Employer’s Payroll System such as RDA, Software
Unlimited, or Tyler, can be used to create the Payroll Contributions
and the Enroliments files instead of the employer having to use the
manual processes.

e Create an Enrollment tile: Click this tile to navigate to the Enrollment
Lookup screen to create an employee event using the Enrollment Wizard.

e View Employees tile: Click this tile to navigate to the Enrollment screen to
view employee information such as demographics and employment
history.

e Submit a Payment tile: Click this tile to navigate to the Remittance
Request Lookup screen to view remittance requests and make payments
toward invoices.

e View Messages tile: Click this tile to navigate to the Message Board
Notification Maintenance screen to view messages.
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e View Forms and Publications: Click this tile to navigate to the View Forms
and Publications screen to view Forms and Publications.

e Project Employer Model Calculation tile: Click this tile to navigate to the
Employer Model Calculator screen to calculate model data.

e Submit Salary Verification Card tile: Click this tile to navigate to the
Employee Lookup screen to search for an employee and submit their
salary verification information.

(G) To Do List panel: Displays any outstanding tasks for the Organization Contact.

(H)  Messages and Opportunities panel: Displays the message board notifications
associated with the Organization Contact. Click a message hyperlink to navigate

to the Message Board Maintenance screen for the associated message board
notification.

() My Service Requests panel: Displays the service requests submitted (i.e.
workflow process previously initiated within the system and processed by RIO)
for the Employer.

Note: Options displayed are based on the contact role assigned. For example, if the
user does not have the authority to upload files, the “Upload a File” tile does not display.

Rev. 10/2024 6
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Task 3: View the Dashboard

View the Dashboard
The following screenshot provides an overview of the ESS Portal Dashboard.

Note: A version of this Dashboard is displayed on the Homepage.

Dashboard

To view the Dashboard, navigate to the Hamburger Menu icon. Under the Home
Hamburger Menu, select Dashboard.

My Dashboard
My Dashboard % M
| Record displayed.
Welcome to your portal, Kristin
= Qre
Q@ = ]Eg e%@%
&]ﬂ e e e
Employer Payroll Reporting Enrollments Employees
] =
Statements Messages

()

Forms and Publications. Meetings Contact Us

Documents on this website require Adobe Acrobat Reader® for viewing/printing. The reader is available as a free download from Adobe. In addition, you may wish to consult our .pdf help page for
instructions on printing or saving an Adobe Acrobat (.pdf) document.

Screen 3: ESS Dashboard screen

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu item list.

(B) Employer Payroll Reporting tile: Click this tile to navigate to the Employer Payroll
Summary Lookup screen to create a Payroll Summary, Header, and Detail.

(C) Upload Files tile: Click this tile to navigate to the Upload File screen to upload an
enroliment or payroll file.

(D)  Enroliments tile: Click this tile to navigate to the Enrollment Lookup screen to
create an employee event using the Enrollment Wizard.

(E) Employees tile: Click this tile to navigate to the Employee Lookup screen to view
employee information such as demographic information and employment history.

Rev. 10/2024 7



MyTFFR Business Partner Self-Service Handbook

(F)

(©)

(H)

0]

()

(K)
(L)
(M)

Invoices tile: Click this tile to navigate to the Invoice Lookup screen to view
invoices and banking information and make payments toward invoices.

Payments tile: Click this tile to navigate to the Remittance Request Lookup
screen to view remittance requests and make payments toward invoices.

Statements tile: Click this to view any account statements for the organization
account

Messages tile: Click this tile to navigate to the Message Board Notification
Maintenance screen to view messages.

Forms and Publications tile: Click this tile to access any forms and publications
for the program or TFFR.

Meetings tile: Click this to schedule a meeting with RIO staff.
Contact Us tile: Click this to submit a contact ticket to RIO staff.

Top Right Navigation buttons: Displays the navigation buttons. Click these
buttons to help navigate around the ESS Portal. Buttons include:

e Home button: Click this button to return to the Homepage.
e Previous button: Click this button to return to the previous screen.

e Collapse/Expand button: Click this button to collapse or expand the panels
on the screen.

Note: Options displayed are based on the contact role assigned. For example, if the
user does not have the authority to upload files, the "Upload Files" tile does not display.

Rev. 10/2024 8
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Task 4: View Message Board Notifications

View Message Board Notifications

Messages created by NDRIO in the systemfor a specific Organization(s) are displayed
in the ESS portal. Messages can include reminders to submit payroll, for example. The
Organization Contact can view the message, mark the message as read, mark the
message as unread, or delete the message. Follow the steps below to view a message
board notification.

Step 2: Navigate to the Hamburger Menu icon. Under the Events and Messages
Hamburger Menu, select Message Board.

Alternatively, click the View Messages tile on the Homepage.

My Dashboard

Dashboard
< o 2 > TODOLIST

Message Board ({4 nvoice ID: 1 Status: Open ; No records to display.

lance Due Date Days Late

Organization Details MESSAGES AND OPPORTUNITIES
09/10/2024 1

Organization Contacts

© Anew self-service message board notification is available

Organization Profile

Organization Postal Address Invoice ID: 15 Status: Open ;
MY SERVICE REQUESTS

Child Organization Search lance Due Date Days Late

Request Request Date Status
Employer Model Calculator 09/15/2024 0 q Type eq

Employee Search

Enroliments

Enraliment Summary Pay Date : 08/31/2024 Status: Valid ;

Employer Payroll Summary

Employer Payroll Header

Screen 4: ESS Hamburger Menu

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B) Events and Messages Hamburger Menu item: Select this Hamburger Menu item
to display the submenu items.

(C) Message Board submenu item: Select this submenu item to view the Message
Board Notification Screen.

Rev. 10/2024 9
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Step 3: Within the Message Board Notifications panel, click the Subject hyperlink.

Alternatively, click the checkbox next to the record, then click the Open button.

Message Board Notification

Message Board Notificat.. %

‘ Record displayed.

Refresh

Message Board Notifications

- Mark as Unread

1 Subject o Attachment Delivery Date  Message Read Date  Notification ID
o = -servi ze board notification is available  Employer Message Board Notification  09/10/2024 15
it Inf .
Created : Modified :

Screen 5: Message Board Notification Screen

(A) Subject Hyperlink: Click this hyperlink to open the message board notification.

Rev. 10/2024 10
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Step 4: In the Notification Detail panel, view the information.
Step 5: Click the Attachment hyperlink.

Note: To mark the message as unread, click the checkbox next to the record, then click
the Mark as Unread button. ESS removes the Message Read Date and displays the
selected record as not read.

Message Board Notification

Refresh

Message Board Notifications

- Mark as Unread

] Subject Attachment Delivery Date  Message Read Date  Notification ID

(0 Motification Alert - A new self-service message board notification is available  Employer Message Board Notification  09/10/2024 09/10/2024 15

Notification Detail 0

Notification 1D : 15
Notification Type : Notification Alert

Subject: Notification Alert - A new self-
service message board
notification is available

Attachement: Employer Message Board 9
Motification

Message : Insert Message Here
Delivery Date : 09/10/2024

Message Read Date : 09/10/2024

Screen 6: Message Board Notification Screen

(A)  Notification Detail panel: This panel displays information details about the
message notification. Fields include:

¢ Notification ID
e Notification Type
e Subject
e Attachment hyperlink
e Message
e Delivery Date
e Message Read Date
(B)  Attachment hyperlink: Click this hyperlink to download a copy of the attachment.

Rev. 10/2024 11
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Create & Maintain Organization Information

The Organization Contact can access information related to their Organization such as
Organization Details, Organization Contacts, Organization Postal Address, Child
Organizations, Organization Banks, Employment Model Election Details, and Projecting
Employer Model Data, Except for Child Organizations and Organization Benefit
Programs, all information can be updated and maintained from ESS.

Rev. 10/2024 12
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Task 1. Create and Maintain Organization Profile and Details

Create and Maintain Organization Profile and Details

The Organization Profile and Organization Details screens provide an overview of the
Organization's information.

Follow the steps below to view or update the Organization’s profile details, such as
phone numbers, email addresses, or website.

Step 1. Navigate to the Hamburger Menu icon. Under the Organization
Information Hamburger Menu, select Organization Profile.

My Dashboard

Dashboard
¢ oz 5 TO DO LIST

Message Board nvoice 1D : 1 Status: Open : Na records to display.

lance Due Date Days Late

Organization Details MESSAGES AND OPPORTUNITIES
09/10/2024 1
Organization Contacts
© Anew self-service message board notification is available
Organization Profile o
Organization Postal Address Invoice ID: 15 Status: Open ;
MY SERVICE REQUESTS
Child Organization Search ance Due Date Days Late
uest Request Date Status
Employer Model Calculator 09/15/2024 0 Req Type eq
Employee Search
Enroliments
Enroliment Summary Pay Date : 08/31/2024 Status: Valid ;
Employer Payroll Summary
Employer Payroll Header

Screen 7: ESS Hamburger Menu

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B)  Organization Information Hamburger Menu item: Select this Hamburger Menu
item to display the submenu.

(C)  Organization Profile Submenu Item: Select this submenu to view the
Organization Profile Screen.

Rev. 10/2024 13
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Step 2: Within the Organization Profile panel, add or update the following, as
needed: Primary Phone Number, Secondary Phone Number, Mobile
Phone Number, Secondary Email, Website.

Step 3: Click the Save button.

Organization Profile

Organization Profile x

‘ [ Record displayed. Please make changes and press SAVE. ]

save e

Organization Profile 0 ~

Primary Phone Number: | (g01) pop-2452
Secondary Phone Number: | a0y 0op-2452

Mobile Phone Number :

Primary Email :
Secondary Email :
Website :

Primary Postal Address : ADDRESS_LINE_1 96,

ADDRESS_LINE_2_96, Rome, ND-
North Dakota, . 12345,

Audit Information

Created : CONVERSION 08/10/2024 01:38 PM Modified : CONVERSION 08/10/2024 01:38 PM

Screen 8: Organization Profile Screen

(A)  Organization Profile Panel: Displays the Organization’s profile details. Fields
include:

e Primary Phone Number

e Secondary Phone Number
e Mobile Phone Number

e Primary Email

e Secondary Email

Website

Primary Postal Address

(B)  Save Button: Click this button to save the record.

Rev. 10/2024 14
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Step 4: Navigate to the Hamburger Menu icon. Under the Organization Information
Hamburger Menu, select Organization Details.

My Dashboard

Dashboard
¢ oz 5 TO DO LIST

Message Board No records to display.

nvoice ID: 1 Status: Open ;

lance Due Date Days Late

Organization Details ({8} MESSAGES AND OPPORTUNITIES
09/10/2024 1
Organization Contacts
©  newselfservice message board nosfiation is available
Organization Profile
Organization Postal Address Invoice ID : 15 Status: Open ;
MY SERVICE REQUESTS
Child Organization Search bance TraET Days Late
est t Date Stat

Employer Model Calculator 09/15/2024 o Request Type Reques us

Employee Search
Enroliments
Enroliment Summary

Employer Payroll Summary

Pay Date : 08/31/2024 Status: Valid ;

Employer Payroll Header

Screen 9: ESS Hamburger Menu

(A) Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B)  Organization Information Hamburger Menu item: Select this Hamburger Menu
item to display the submenu.

(C)  Organization Details submenu item: Select this submenu to view the
Organization Details Screen.

Rev. 10/2024 15
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Step 5: Within the Organization Details panel, view the Profile, Communication
Information, Reporting Organization Details, and Parent Organization
Details sections.

Organization Details
Organization Details

@ Profile

Organization Name : Organization Code : Organization Status : Active

@ Communication Information
Website : Primary Phone Number : Primary Email :
Primary Contact Name : Primary Contact Phone Number : Primary Contact Email : + =R

Primary Postal Address : .

Reporting Organization Details

Reporting Organization Name : Reporting Organization Code: Reporting Organization Email :
Reporting Organization Contact Reporting Organization Contact Reporting Organization Contact nBkg
Name : Phone Number : Email :

Q Parent Organization Details

Parent Organization Name : Parent Organization Code : Parent Organization Email :
Parent Organization Contact Parent Organization Contact Parent Organization Contact
Name : Phone Number : Email :

Screen 10: Organization Details Screen

(A)  Profile section: Displays the profile information about the information. Fields
include:

e Organization Name
e Organization Code
e Organization Status

(B) Communication Details section: Displays the communication information about
the Organization. Fields include:

e Website

e Primary Phone Number

e Primary Email

e Primary Contact Name

e Primary Contact Phone Number
e Primary Contact Email

e Primary Postal Address

Rev. 10/2024
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(C) Reporting Organization Details section: Displays the information about the
Reporting Organization. Fields include:

Reporting Organization Name

Reporting Organization Code

Reporting Organization Email

Reporting Organization Contact Name
Reporting Organization Contact Phone Number

Reporting Organization Contact Email

(D) Parent Organization Details section: Displays the information about the Parent
Organization. A parent organization is the organization responsible for the
reporting of information for any subsidiary organizations.

Rev. 10/2024

Parent Organization Name

Parent Organization Code

Parent Organization Email

Parent Organization Contact Name

Parent Organization Contact Phone Number

Parent Organization Contact Email

Self-Service Handbook
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Step 6: Within the Other Details panel, select the Organization Type - Organization
Sub-Type tab to view the information.

Organization Details

North Dakota, . 12345,

Reporting Organization Details

Reporting Organization Name : Edgeley School Reporting Organization Code: 23003 Reporting Organization Email :
Reporting Organization Contact Kristin Hunt Reporting Organization Contact (201) 000-0585 Reporting Organization Contact kristin.hunt@sagitec.com B
Name : Phone Number : Email :

Parent Organization Details

Parent Organization Name : Parent Organization Code : Parent Organization Email :
Parent Organization Contact Parent Organization Contact Parent Organization Contact
Name : Phone Number : Email :
Other Details ~

Organization Type - Organization Sub-Type | Postal Addresses Contacts  Benefit Programs = Banks | Employer Model Election Details

Organization Type ~ Organization Sub-Type

Employer Local Schaol

Audit Information

Created : CONVERSION 08/10/2024 01:38 PM Modified : CONVERSION 08/10/2024 01:38 PM

Screen 11: Organization Details Screen

(A)  Organization Type — Organization Sub-Type tab: Displays information about the
associated organization type and subtypes. Fields include:

e Organization Type — Organization Sub-Type grid.
¢ Organization Type

¢ Organization Sub Type

Rev. 10/2024 18
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Step 7: Select the Postal Addresses tab and view the information.

Note: For more information regarding viewing and updating an Organization’s Address,
please refer to Create and Maintain Organization Address Information within this
handbook.

Organization Details

Reporting Organization Details

Reporting Organization Name : Edgeley School Reporting Organization Code: 23003 Reporting Organization Email :
Reporting Organization Contact Kristin Hunt Reporting Organization Contact (801) 000-0585 Reporting Organization Contact kristin.hunt@sagitec.com B
Name : Phone Number : Email :

Parent Organization Details

Parent Organization Name : Parent Organization Code : Parent Organization Email :
Parent Organization Contact Parent Organization Contact Parent Organization Contact
Name : Phone Number : Email :
Other Details ~

®

Organization Type - Organization Sub-Type | Postal Addresses | Contacts | Benefit Programs = Banks Employer Model Election Details

Create New Postal Address | -

[ Address City  State ZIP Code County Country StartDate End Date

[J  ADDRESS_LINE_1_96ADDRESS_LINE_2 96 Rome ND-North Dakota 12345 07/01/1813

Audit Information

Created : CONVERSION 08/10/2024 01:38 PM Modified : CONVERSION 08/10/2024 01:38 PM

Screen 12: Organization Details Screen

(A) Postal Addresses tab: Displays the Organization’s postal address information on
file with NDRIO. Fields include:

e Create New Postal Address button: Click this button to navigate to the
Organization Postal Address screen and create a new address record.

e Open button: Click this button to open and view the selected postal
address record.

e Postal Address grid: Displays the postal address records on file with
NDRIO. Fields include:

e Select checkbox
e Address

e City

e State

e Zip Code

e County
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e Country
e Start Date
e End Date (optional)
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Step 8: Select the Contacts tab to view the information.

Note: For more information regarding viewing and updating a Reporting Organization
Contact, please refer to Create and Maintain Organization Contact Information within
this handbook.

Organization Details

Reporting Organization Name : Edgeley School Reporting Organization Code: 23003 Reporting Organization Email :
Reporting Organization Contact Kristin Hunt Reporting Organization Contact ({801) 000-0585 Reporting Organization Contact kristin.hunt@sagitec.com 5]
Name : Phone Number : Email :

Parent Organization Details

Parent Organization Name : Parent Organization Code : Parent Organization Email :
Parent Organization Contact Parent Organization Contact Parent Organization Contact
Name : Phone Number : Email:
Other Details ~

A

Organization Type - Organization Sub-Type = Postal Addresses | Contacts | Benefit Programs = Banks Employer Model Election Details

Create New Contact ‘ -

[ Name Role Postal Address Email Address Lhons Status  Contact Title
Number
FIRST NAME 359 . ADDRESS_LINE_1_96, ~Eam@ (801)000- " o
O AST MAME 356 Reporting Organization - View Rome, 13345 EID 359@SCRAMBLECOM o Active  Administrator

Primary Contact, Contribution Reporting, Finance, Human
O Kristin Hunt Resources, Parent Organization - View, Reporting Qrganization -
View, Web Administrator

ADDRESS_LINE_1_96,
Rome, 12345

(801)000- active | BUSINESS

kristin.hunt@sagitec.com e e

Audit Information

Screen 13: Organization Details Screen

(A)  Contacts tab: Displays information regarding the Organization’s contacts. Fields
include:

e Create New Contact button: Click this button to navigate to the
Organization Contact Maintenance screen to create a new Organization
Contact record.

e Open button: Click this button to open and view the selected contact
record.

e Organization Contact grid: Displays the Contact records for the
Organization. Fields include:

e Name

¢ Role

e Postal Address
e Email Address
e Phone Number
e Status

e Contact Title
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Step 9: Select the Benefit Programs tab and view the information.

Organization Details

Reporting Organization Details

Reporting Organization Name : Edgeley School Reporting Organization Code: 23003 Reporting Organization Email :
Reporting Organization Contact Kristin Hunt Reporting Organization Contact (2801) 000-0585 Reporting Organization Contact kristin hunt@sagitec.com B
Name : Phone Number : Email :
canizati .
Parent Organization Name : Parent Organization Code : Parent Organization Email :
Parent Organization Contact Parent Organization Contact Parent Organization Contact
Name : Phone Number : Email :

Other Details

Organization Type - Organization Sub-Type | Postal Addresses Contacts Benefit Programs = Banks = Employer Model Election Details

I Benefit Program Tier Status
[0 Teachers' Fund for Retirement  Tier 2 Active
O Teachers' Fund for Retirement  Tier 1 Grandfathered Active

[0 Teachers' Fund for Retirement  Tier 1 Non-Grandfathered  Active

Screen 14: Organization Details Screen

(A)  Benefit Programs tab: Displays the information regarding the Organization’s
benefit programs.

e Open button: Click this button to open and view the selected benefit
program record.

e Benefit Program grid:
¢ Benefit Program
o Tier

e Status
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Step 10: Select the Banks tab to view the information.

Note: For more information regarding viewing and updating an Organization’s Banks,
please refer to Create and Maintain Organization Bank Information within this
handbook.

Organization Details

Reporting Organization Details

Reporting Organization Name : Edgeley School Reporting Organization Code: 23003 Reporting Organization Email :
Reporting Organization Contact Kristin Hunt Reporting Organization Contact (801) 000-0585 Reporting Organization Contact kristin.hunt@sagitec.com i
Name : Phone Number : Email :
Parent Organization Details
Parent Organization Name : Parent Organization Code : Parent Organization Email :
Parent Organization Contact Parent Organization Contact Parent Organization Contact
Name : Phone Number : Email :
Other Details ~

A

Organization Type - Organization Sub-Type | Postal Addresses Contacts  Benefit Programs = Banks = Employer Model Election Details

Create New Bank -

[[J Bank Name Bank Alias Name  Status

Mo records to display.

it Inf ]

Created : CONVERSION 08/10/2024 01:38 PM Modified : CONVERSION 08/10/2024 01:38 PM

Lonine _Onetoal

Screen 15: Organization Details Screen

(A)  Banks tab: Displays the Organization’s bank information. Fields include:

e Create New Bank button: Click this button to navigate to the Organization
Bank Maintenance screen to create a new bank record.

e Open button: Click this button to open and view a bank record.

e Bank grid: Displays the Organization’s bank information. Fields include:
e Bank Name
e Bank Alias Name

e Status
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Step 11: Select the Employer Model Election Details tab.

Step 12: View the information within the Employer Model Details grid and the
Employer Model Election Impacts grid.

Note: For more information regarding Employer Model Election please refer to the
section Project Model Data within this handbook.

Organization Details

Other Details 0

Organization Type - Organization Sub-Type | Postal Addresses Contacts Benefit Programs Banks = Employer Model Election Details

Model must be entered for each FY and becomes effective 07/01.

e

Employer Model Details

1 Model Name Start Date  End Date ER Pick-Up Percent  Model Taxation  ER Pick-Up Paid By
Model 2 - Partial  07/01/2016 D 6.00% Pre-Tax Employer

[)  Model2-Partial  07/01/2015 06/30/2016 3.00% Pre-Tax Employer

] Model 1 07/01/2005  06/30/2015 0.00% Pre-Tax

Employer Model Election Impacts

Tier Name ER Contribution Percent  EE Contribution Percent  ER Pick-Up Percent  Net EE Contribution Percent
Tier 1 Grandfathered 12.75% 11.75% 6.00% 5.75%
Tier 1 Non-Grandfathered 12.75% 11.75% 6.00% 5.75%
Tier2 12.75% 11.75% 6,00% 5.75%

Screen 16: Organization Details Screen

(A)  Employer Model Election Details tab: Displays the Organization’s Employer
Model and allows the Organization Contact to elect a Model to participate in for
the upcoming fiscal year. Fields include:

e New button: Click this button to add a new Employer Model record within
the Employer Model Details grid.

e Delete button: Click this button to delete the selected Employer Model
record.

e Employer Model Details grid: Displays information details for the
Organization’s Employer Model records. Fields include:

e Model Name

e Start Date

e End Date

¢ ER Pick-Up Percent

e Model Taxation
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¢ ER Pick-up Paid By

e Employer Model Election Impacts grid: Displays information regarding the
Organization’s benefit programs with the current Employer Model. Fields
include:

¢ ER Contribution Percent

e EE Contribution Percent

¢ ER Pick-Up Percent

¢ Net EE Contribution Percent
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Task 2: Create and Maintain Organization Address Information

Create and Maintain Organization Address Information

Follow the steps below to view, update, or create the Organization address information.

Step 1: Navigate to the Hamburger Menu icon. Under the Organization Hamburger
Menu, select Organization Postal Address.

My Dashboard

Dashboard
¢ oz 5 TO DO LIST

Message Board nvoice 1D : 1 Status: Open : No records to display.

lance Due Date Days Late
Organization Details MESSAGES AND OPPORTUNITIES

09/10/2024 1
‘Organization Contacts
Anew self-service message board natification is available
Organization Profile
Organization Postal Address Q Invoice ID: 15 Status: Open ;
MY SERVICE REQUESTS
Child Organization Search bance TraET Days Late
est t Date Stat

Employer Model Calculator 09/15/2024 o Request Type Reques us
Employee Search
Enroliments
Enroliment summary pay Date : 08/31/2024 Status: Valid
Employer Payroll Summary
Employer Payroll Header

Screen 17: ESS Hamburger Menu

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B)  Organization Information Hamburger Menu item: Select this Hamburger Menu
item to display the submenu.

(C)  Organization Address submenu item: Select this submenu to view the
Organization Postal Address Screen.
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Step 2: In the Address panel, under the Postal Address section, enter the Address
Line 1, City, and County. Select an option from the State dropdown menu,
then enter the Zip Code.

Step 3: If necessary, select an option from the Country dropdown menu or enter
the Address Start Date.

Note: These fields are prepopulated with USA for Country.

Step 4: Click the Save button.

Organization Postal Address

Save Reset

Postal Address ~  Suggested Address ~

o * Address Line 1: | Get Suggestion Use Selected Address

Address Line 2 : Select Addressline1 Addressline2 City County State ZIPCode ZIP 4 Code

Address Line 3: No records to display.

e * County :
Q * State: -

e *Zip Code :
e Country: s v

* Address Start Date:  g,10/2024 G
Address End Date : D

Primary Address: [
Invalid Address: [

Mail Returned: [

USPS Validated : [

Screen 18: Organization Postal Address Screen

(A)  Address Line 1 field: To complete this field, enter the address within this field.
(B)  City field: To complete this field, enter the city.

(C)  County field: To complete this field, enter the county.

(D)  State dropdown menu: Select an option from this dropdown menu to indicate the
state.

(E)  Zip Code field: To complete this field, enter the zip code within this field.

(F)  Country dropdown menu: Select an option from this dropdown menu to indicate
the country.

(G) Save button: Click this button to save the record.

Rev. 10/2024 27



MyTFFR Business Partner Self-Service Handbook

Task 3: Create and Maintain Organization Contact Information

Create and Maintain Organization Contact Information

Not everyone within an organization has access to the ESS portal. To access the ESS
portal, a user must first be registered as an Organization Contact in Neospin.
Additionally, not every Organization Contact can see or access everything in the ESS
portal. Each Organization Contact has specific user roles assigned to their profile,
determining which actions they can perform in the portal.

Follow the steps below to view, update, or create the Organization Contact information.

Step 1: Navigate to the Hamburger Menu icon. Under the Organization Information
Hamburger Menu, select Organization Contacts.

My Dashboard

Dashboard
< o 2 > TODOLIST
No records to display.

Message Board nvoice 1D : 1 Status: Open :

llance Due Date Days Late
Organization Details MESSAGES AND OPPORTUNITIES
09/10/2024 1

Organization Contacts

A new self-service message board notification is available
Organization Profile
Organization Postal Address Invoice 1D 15 Status: Open ;

MY SERVICE REQUESTS

Child Organization Search bance TraET Days Late

Request R t Date Stat
Employer Model Calculator 09/15/2024 o quest Type eques| us
Employee Search
Enroliments
Enroliment summary pay Date : 08/31/2024 Status: Valid
Employer Payroll Summary
Employer Payroll Header

Screen 19: ESS Hamburger Menu

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B)  Organization Information Hamburger Menu item: Select this Hamburger Menu
item to display the submenu.

(C)  Organization Contacts submenu item: Select this submenu to view the
Organization Contact screen.
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Step 2: In the Organization Contacts panel, click the Name hyperlink.

Alternatively, click the checkbox next to the record, then click the Open button.

Organization Contact

Organization Contact X

‘ Record displayed.

Organization Contacts

[ Name e Role Postal Address

o

Reporting Organization - View

LAST NAME 359 Rome, 12345

Primary Contact, Contribution Reporting, Finance, Human
O Kristin Hunt Resources, Parent Organization - View, Reporting Organization -

View, Web Administrator Rome, 12345

Audit Information

Created : CONVERSION 08/10/2024 01:38 PM

FIRST NAME 359 ADDRESS_LINE_1_96,

ADDRESS_LINE_1_96,

Phone

Email Address e
(801) DOO-
EID_359@SCRAMBLE.COM  EID 359@SCRAMBLE.COM 0359
kristin.hunt@sagitec.com  kristin.hunt@sa, (801) 000-
b gitec. gliec.com 0585
Modified : CONVERSION 08/10/2024 01:38 PM

Status

Active

Active

Screen 20: Organization Contact Screen

(A)  Name hyperlink: Click this hyperlink to navigate to the Organization Contact

Maintenance screen and view the contact record.

Rev. 10/2024
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Step 3: Under the Contact Details panel, update the information within the fields if
needed, then click the Save button.

Step 4: In the top navigation bar, click the X icon to return to the Organization
Contact screen.

Organization Contact Maintenance

QOrganization Contact » Organization Contact Ma.. xo + Displaying page 1 of 1. —*

‘ [ Record displayed. Please make changes and press SAVE. |

Save e

Contact Details @ ~
*Status: |, e -
*FirstName: | plpsT NAME 359 Middle Name : *lastName: | asT NAME 359
Name Prefix : - Name Suffix : -
Gender: | . Primary Email Address: | 5 3s0@scravBLECOM B0 Secondary Email Address :
Primary Phone Number : ¥ Secondary Phone Number : - Mobile Phone Number :
(801) 000-0359 (801) 000-0359

ContactTitle: | Agministrator

Contact Roles: [ Contribution Reporting [ Finance [ Human Resources [ Parent Organization - View [ Primary Contact

Reporting Organization - View ) Web Administrator

Communication Preference ~

Communication Preference

Screen 21: Organization Contact Maintenance Screen

(A)  Contact Details panel: Displays information details for the Organization Contact.
Fields include:

e Status dropdown menu

e First Name

e Middle Name

e Last Name

e Name Prefix dropdown menu
e Primary Email Address

e Secondary Email Address
e Primary Phone Number

e Secondary Phone Number
e Mobile Phone Number

e Contact Title

e Contact Roles
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(B)  Save button: Click this button to save the record.

(C)  Xicon: Click this icon to return to the previous screen.

Step 5: Click the Create New Contact button.

Organization Contact

Organization Contact x
Organizﬁn Contacts ~
1 Name Role Postal Address Email Address Etions Status
Number
FIRST NAME 359 . . . ADDRESS_LINE_1_96, . (801) 000-
Stion . _ : @, X
a LAST NAME 359 Reporting Organization - View Rome, 12345 EID_359@SCRAMBLE.COM  EID 359@SCRAMBLE.COM 0359 Active
Primary Contact, Contribution Reporting, Finance, Human .
O Kristin Hunt Resources, Parent Organization - View, Reporting Organization - CEHERIITETLED kristin.hunt@sagitec.com kristin.hunt@sagitec.com (ETHEIE Active
N Rome, 12345 0585
View, Web Administrator
Audit Information
Created : CONVERSION 08/10/2024 01:38 PM Modified : CONVERSION 08/10/2024 01:38 PM

Screen 22: Organization Contact Screen

(A) Create New Contact Button: Click this button to navigate to the Organization
Contact Maintenance screen and create a new contact record.
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Step 6: Within the Contact Details panel, select Active from the Status dropdown
menu, then enter the First Name, Last Name, Primary Email Address, and
Primary Phone Number.

Step 7: Click the Save button.

x Displaying page 1 of 1
[ Record displayed. Please make changes and press SAVE. |
Save G
Contact Details ~
o * Status : Active
e *FirstName: | o5y Middle Name : 0 *LastName: gty
Name Prefix : . Name Suffix :
Gender: . (E) Frimary Email Address: | faxemtake.com Secondary Email Address :
e Primary Phone Number: | 555 555.5555 Secondary Phone Number : Mobile Phone Number :
Contact Title :
Communication Preference ~
Communication Category  Delivery Method  Address / Email
Mo recards to disnlay

Screen 23: Organization Contact Maintenance Screen

(A)  Status dropdown menu: Select an option from the dropdown menu to indicate the
status of the record. Options include:

e Active

e Inactive
(B)  First Name field: To complete this field, enter the first name within this field.
(C) Last Name field: To complete this field, enter the last name within this field.

(D)  Primary Email Address field: To complete this field, enter the primary email
address within this field.

(E) Primary Phone Number field: To complete this field, enter the primary phone
number within this field.

(F)  Save Button: Click this button to save the record.
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Step 8: In the Contact Roles, click the checkbox next to the appropriate options.

Note: For more information regarding Contact Roles and access to various ESS
screens, please refer to the table in the Appendix 1 section.

Organization Contact Maintenance

Organization Contact > Organization Contact Ma x Displaying page 1 of 1.
[ All changes successfully saved. |
Save
Contact Details ~
* Status : Active -
*FirstName: | o5 Middle Name : *LastName: ¢
Name Prefix : . Name Suffix : .
Gender : - Primary Email Address : | faye@fake.com = Secondary Email Address :
Primary Phone Number : | 5ee) ge5.5505 Secondary Phone Number : Mobile Phone Number :
Contact Title :
0 Contact Roles: [ Contribution Reporting [ Finance [ Human Resources [ Parent Organization - View () Primary Contact
[0 Reporting Organization - View ) Web Administrator
Communication Preference ~
Communication Preference
S—

Screen 24: Organization Contact Maintenance Screen

(A) Contact Roles checkboxes: Click the relevant check box(es) for the Contact
Roles. Options include:

e Contribution Reporting: Indicates if the contact is to be used for
Contribution Reporting. This role has access to and modifies information
on Contribution Reporting, Model Election, Model Calculator, Employee
Details — Salary Verification, and File Upload screens.

e Finance: Indicates if the contact is to be used for Finance. This role has
access to and modifies information on Organization Bank, Model Election,
Model Calculator, Invoice, and Remittance Request screens.

e Human Resources: Indicates if the contact is to be used for Human
Resources. This role has access to and modifies information on Model
Election, Model Calculator, Enrolliment Lookup, and File Upload screens.

e Parent Organization — View: Indicates if the contact has view capability for
Parent Organization. This role only has access to view and does not have
access to modify information within the screens.

e Primary Contact: Indicates if the contact is the Primary Contact for the
Organization. This role has access to and modifies information on
Organization Contact, Organization Postal Address, Model Election, and
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Model Calculator screens. Note: An Organization can have only one
Primary Contact.

e Reporting Organization — View: Indicate if the contact has view capability
for the Reporting Organization. This role only has access to view and does
not have access to modify information within the screens.

e \Web Administrator: Indicates if the contact is to be used for Web
Administrator. This role has access to, add, or modify Organization
Contact information.

Step 9: Under the Communication Preferences panel, click the New button.

Organization Contact Maintenance

*FirstName: | o5, Middle Name : *Last Name:  gpith
Name Prefix : - Name Suffix : -
Gender : - Primary Email Address | fae@fake.com = Secondary Email Address :
Primary Phone Number : | (555) 555.5555 Secondary Phone Number : Mobile Phone Number :
Contact Title :

Contact Roles : () Cantribution Reporting Finance [J Human Resources () Parent Organization - View (] Primary Contact

[ Reporting Qrganization - View ) Web Administrator

Communication Preference

Communication Preference

[} Communication Category Delivery Method  Address / Email

No records to display.

Audit Information
Created: johnson, jania 09/10/2024 10:59 AM Modified : johnson, jania 09/10/2024 10:59 AM

Screen 25: Organization Contact Maintenance Screen

(A)  New Button: Click this button to display the Communication Preference pop-up
window and create a new record.
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Step 10: Select an option from the Communication Category dropdown menu.
Step 11: Select an option from the Delivery Method dropdown menu.

Step 12: Click the Finish button.

* Communication Category : @ * Delivery Method :

e [ Finish I \ Cancel

Screen 26: Communication Preference Popup Window

(A) Communication Category dropdown menu: Select an option from this dropdown
menu to indicate the Communication Category.

(B) Delivery Method dropdown menu: Select an option from this dropdown menu to
indicate the delivery method.

(C)  Finish button: Click this button to save the communication preference and close
the popup window.
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Task 4. Create and Maintain Organization Bank Information

Create and Maintain Organization Bank Information

Follow the steps below to view, update or create an organization’s bank information.

Step 1: Navigate to the Hamburger Menu icon. Under the Finance Hamburger
Menu, select the Organization Bank.

A /4 ‘ My Dashboard
Employee Search
Enrollments < 0 2> TODOLIST
Enrollment Summary voice D+ 1 Status: Open ; No records to display.
lance Due Date Days Late
Employer Payroll Summary MESSAGES AND OPPORTUNITIES
09/10/2024 1
Employer Payroll Header
Nao records to display.
Employer Payroll Detail
Invoice | —— —
ilance ue Date ays Late
uest Type uest Date Status
Request Red L]
09/15/2024 o
Organization Bank e Process Employer Payroll Header 09/11/2024 In Progress
Upload Files
View Processed
Pay Date : 08/31/2024 Status: Valid ;
Files
My Documents
................

Screen 27: ESS Hamburger Menu

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B)  Organization Information Hamburger Menu item: Select this Hamburger Menu
item to display the submenu.

(C)  Organization Bank submenu item: Select this submenu to view the Organization
Bank screen.
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Step 2: In the Organization Bank panel, click the Create New Bank button.

Organization Bank

Organization Bank x -

‘ Record displayed.

Organization Bank ~

(1 Bank Name Bank Alias Name Status

No records to display.

Audit Information

Created : CONVERSION Modified : CONVERSION
08/10/2024 01:38 PM 08/10/2024 01:38 PM

Screen 28: Organization Bank Screen

(A) Create New Bank button: Click this button to navigate to the Organization Bank
Maintenance screen and create a new bank record.
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Step 3: Within the Organization Bank Maintenance panel, enter the Bank Routing

Name.

Step 4: Select an option from the Account Type dropdown menu.

Step 5: Enter the Account Number, then re-enter the account in the Confirm

Account Number field.

Step 6: Click the Save button.

Organization Bank Organization Bank Mz x Displaying page 1 of 1.
Save e
Organization Bank Maintenance -~
o‘ Bank Routing Number : = ;534 Bank Name : BANK OF Newyork, I.L Bank Alias Name :
Q
9 * Account Type:: | cpociing . 0 * Account Number : | 123455 0 * Confirm Account Number : 133454
Audit Information
Created : Maodified :

Screen 29: Organization Bank Maintenance Screen

(A)

(B)

(©)

(D)

(E)

Bank Routing Number field: To complete this field, enter the bank’s routing
number within this field.

Account Type dropdown menu: Select an option from this dropdown to indicate
the account type. Options include:

e Checking
e Savings

Account Number field: To complete this field, enter the account number within
this field.

Confirm Account Number field: To complete this field, enter the account number
with this field to confirm.

Save Button: Click this button to save the record.
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Task 5: View Child Organization Information

View Child Organization Information (State Agencies Only)

If an organization reports for additional Organizations, that Child Organization’s
information can be viewed within the reporting Organization’s portal. NDRIO maintains
Child Organization information; therefore, it cannot be updated in the ESS portal. The
Organization Details screen is for used for viewing purposes.

Follow the steps below to view the Child Organization information of the Parent
Organization or Reporting Organization.

Step 1: Navigate to the Hamburger Menu. Under the Organization Hamburger
Menu, select Child Organization Search.

My Dashboard

Dashboard
< o 2 > TODOLIST
No records to display.

Message Board nvoice 1D : 1 Status: Open :

llance Due Date Days Late
Organization Details MESSAGES AND OPPORTUNITIES
09/10/2024 1
Organization Contacts
A new self-service message board notification is available
Organization Profile
Organization Postal Address Invoice 1D 15 Status: Open ;
e MY SERVICE REQUESTS
Child Organization Search bance TraET Days Late
Request R t Date Stat
Employer Model Calculator 09/15/2024 o quest Type eques| us
Employee Search
Enroliments
Enroliment summary pay Date : 08/31/2024 Status: Valid
Employer Payroll Summary
Employer Payroll Header

Screen 30: ESS Hamburger Menu

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B)  Organization Information Hamburger Menu item: Select this Hamburger Menu
item to display the submenu.

(C)  Child Organization Search submenu item: Select this submenu to view the Child
Organization Lookup screen.
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Step 2: In the Search Criteria panel, enter the known criteria.
Step 3: Click the Search button.

Step 4: Under the Search Results panel, click the Organization Name hyperlink for
the appropriate record.

Child Organization Lookup

[ 1 Records met the search criteria. ]

Search Criteria Q ~

Relationship Type : Organization Type : - Organization Subtype : "

Select options v

Organization Code : Organization Name : Organization Status : ¢ jacq options -

Benefit Program:  gojoqp options - ZIP Code:

[SSN | resec | storesearcn

Search Results ~
Results 1-1of 1 o
Organization Organizati Org Org 3 zZIP Primary Phone Organization Relationship
o) Code Name Type Subtype AT eSS Code Number Status Type

ADDRESS_LINE_1_96 Rome ND-North

) 23003 Edgeley School Employer Local School Dakota 12345,

12345 (B01)000-2452 Active

Screen 31: Child Organization Lookup Screen

(A)  Search Criteria panel: Displays fields allowing the user to enter known criteria to
narrow search parameters. Fields include:

e Relationship Type dropdown menu

e Organization Type dropdown menu

e Organization Subtype dropdown menu
e Organization Code

e Organization Name

e Organization Status dropdown menu

e Benefit Program dropdown menu

e Zip Code

(B)  Search button: Click this button to return search results that match the search
criteria entered.

(C) Organization Name hyperlink: Click this hyperlink to navigate to the Organization
Details screen for the associated record.
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Step 5: Within the Organization Details panel, view the information.

Note: For more information regarding the Organization Details screen, please refer to
Create and Maintain Organization Profile and Details within this handbook.

Organization Details

Organization Details () -
Profile
Organization Name : Edgeley School Organization Code : 23003 Qrganization Status : Active
C P f .
Website : Primary Phone Number : (801) 000-2452 Primary Email :
Primary Contact Name : Kristin Hunt Primary Contact Phone Number : (801) D00-0585 Primary Contact Email : kristin.hunt@sagitec.com i

Primary Postal Address : ADDRESS_LINE_1_96,
ADDRESS_LINE_2_96, Rome, ND-
North Dakota, . 12345,

Reporting Organization Details

Reporting Organization Name : Edgeley School Reporting Organization Code: 23003 Reporting Organization Email :
Reporting Organization Contact Kristin Hunt Reporting Organization Contact (301) 000-0585 Reporting Organization Contact kristin.hunt@sagitec.com 54
Name : Phone Number : Email :
ganizati .
Parent Organization Name : Parent Organization Code : Parent Organization Email :
Parent Organization Contact Parent Organization Contact Parent Organization Contact
Name : Phone Number : Email :

Screen 32: Organization Details Screen

(A)  Organization Details panel: Displays information about the Reporting
Organization and Parent Organization, including Profile Information,
Communication, Reporting Organization Details, and Parent Organization
Detalls.
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Step 6: Under the Other Details panel, select a tab to view the information.

Note: For more information regarding viewing and updating an Organization’s Address,
please refer to Create and Maintain Organization Address Information within this
handbook.

Organization Details

Reporting Organization Details

Reporting Organization Name : Edgeley School Reporting Organization Code: 23003 Reporting Organization Email :
Reporting Organization Contact Kristin Hunt Reporting Organization Contact (801) 000-0585 Reporting Organization Contact kristin.hunt@sagitec.com B9
Name : Phone Number : Email :

Parent Organization Details

Parent Organization Name : Parent Organization Code : Parent Organization Email :
Parent Organization Contact Parent Organization Contact Parent Organization Contact
Name : Phone Number : Email :
Other Details e ~

Organization Type - Organization Sub-Type | Postal Addresses Contacts | Benefit Programs | Banks Employer Model Election Details

Organization Type  Organization Sub-Type

Employer Local School

Audit Information
Created : CONVERSION 08/10/2024 01:38 PM Modified : CONVERSION 08/10/2024 01:38 PM

Screen 33: Organization Details Screen

(A)  Other Details panel: Displays the Organization Type — Sub-Type, Postal
Addresses, Contacts, Benefit Programs, and Banks tabs.

Rev. 10/2024 42



MyTFFR Business Partner Self-Service Handbook

View Employee Information and Submit Salary
Verification

The Organization Contact can access employee information related to their
organization, such as demographic information and employment history and, if needed,
can verify and submit the employee’s salary verification data.
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Task 1: View Employee Information

View Employee Information

NDRIO maintains Employee information; therefore, it cannot be updated in ESS portal.
The Employee Details screen is used for viewing purposes.

Employers can provide ND TFFR with Employee information via uploading an
Enrolliment file or manually creating a new employment event within the ESS Portal.
Please refer to the sections Upload and Review Enrollment Files or Manually Add New
Employment Event for more information.

Follow the steps below to view the Organization’s employee information.

Step 1. Navigate to the Hamburger Menu icon. Under the Employees Hamburger
Menu, select Employee Search.

My Dashboard

Dashboard
< o 2 > TODOLIST

Message Board No records to display.

nvoice 10 : 1 Status: Open ;

llance Due Date Days Late

Organization Details MESSAGES AND OPPORTUNITIES
09/10/2024 1
Organization Contacts
A new self-service message board notification is available

Organization Profile

Organization Postal Address Invoice 1D 15 Status: Open ;
MY SERVICE REQUESTS
Child Organization Search bance TraET Days Late

Request Request Date Status
Employer Model Calculator 09/15/2024 0 q Type eq

Process Employer Payroll Header 09/11/2024 In Progress
Employee Search

Enroliments

Enrallment Summary

Employer Payroll Summary

Pay Date : 08/31/2024 Status: Valid ;

Employer Payroll Header

Screen 34: ESS Hamburger Menu

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B) Employees Hamburger Menu item: Select this Hamburger Menu item to display
the submenu.

(C) Employee Search submenu item: Select this submenu to view the Employee
Lookup screen.
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Step 2: In the Search Criteria panel, enter the known criteria, then click the Search
button.

Step 3: Within the Search Results panel, locate the appropriate record, then click
the Employee Name hyperlink.

Employee Lookup

[ 145 Records met the search criteria. This exceeds the maximum limit of 100. Please change the criteria and search again ]

Search Criteria () ~

Last 4 Digits of SSN : Date of Birth: D Status:  gejact options -

First Name : Middle Name : Last Name :
Organization Code : Organization Type : | grioye . Organization SubtyPe | sgjact oprions -
Employment Start Date From: n Employment Start Date To: D Part-Time Indicator: 1., options -
Employment End Date From: m Employment End Date To: D
- Reset Store Search
0

Search Results ~

- View Chart
ﬁ 3 .. 910 Next |Last Results1-100f100

[ Employee Name Employer Name  Benefit Program

[ ReneeHunt Powers Edgeley School  Teachers' Fund for Retirement/Tier 2

[J  Karl Hunt Peterson Edgeley School  Teachers' Fund for Retirement/Tier 2
A e Jioine Ootesab e e n e o

Screen 35: Employee Lookup Screen

(A)  Search Criteria panel: Displays fields allowing the user to enter known criteria to
narrow search parameters. Fields include:

e Last 4 Digits of SSN

e Date of Birth

e Status dropdown menu

e First Name

e Middle Name

e Last Name

e Organization Code

e Organization Type dropdown menu
e Organization Subtype dropdown menu
e Employment Start Date From

e Employment Start Date To

e Part-Time Indicator dropdown menu
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e Employment End Date From
e Employment End Date To

(B)  Search button: Click this button to return search results that match the search
criteria entered.

(C) Employee Name hyperlink: Click this hyperlink to navigate to the Employee
Details screen for the associated employee record.
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Step 4: View the Employee’s information within the Demographic Information,
Employment History, and Postal Addresses panels.

Employee Details

Communication Refresh
Demographic Information 0 ~
PersonID: 42138
First Name : Renee Middle Name : Hunt Last Name : Powers
Name Prefix : Name Suffix :
Primary Phone Number : Secondary Phone Number : Mobile Phone Number : (222) 222-2222
Primary Email Address : fake@fake com Secondary Email Address :
Employment History 9 ~
ploy Employ Start ploy End Part-Time Person Contract/Written Agreement  Estimated Contracted  Estimated Contracted Member of ND
Name Date Date Indicator Employment ID On File Hours Annual Salary PERS
Edgeley 07/01/2024 No 82485 Yes 2000 $30,00000 o
chool
Postal Addresses 0 A~
Address City State ZipCode County Country StartDate End Date USPS Validated Mail Returned
1234 White Ave.  st. paul  MN-Minnesota 55102 ramsey  USA 07/01/2024 No No

Screen 36: Employee Details Screen

(A)  Demographic Information panel: Displays the Employee’s demographic
information. Fields include:

e PersonID

e First Name

e Middle Name

e Last Name

e Name Prefix

e Name Suffix

e Primary Phone Number

e Secondary Phone Number
e Mobile Phone Number

e Primary Email Address

e Secondary Email Address
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(B) Employment History panel: Displays details of the Employee’s employment
history(ies) with your organization. It will not display employment history with
other organizations. Fields include:

e Employer Name

e Employment Start Date

e Employment End Date

e Part-Time Indicator

e Person Employment ID

e Contract/Written Agreement on File
e Estimated Contracted Hours

e Estimated Contracted Annual Salary
e Member of ND PERS

(C) Postal Addresses panel: Displays the mailing addresses associated with the
employee. Note: This panel only displays for current employees.

Rev. 10/2024
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Task 2: Submit Salary Card Verification

Submit Salary Card Verification

If an Employee is retiring under the presumptive process, their Employer, based on a
notification from RIO, needs to submit their salary information.

Follow the steps below to verify and submit an employee’s salary information.

Step 5: Under the | Want To panel, click the Submit Salary Card Verification tile.

My Dashboard

Miscellaneous $1,000.00 739137

o A new self-service message board notification is available

EMPLOYER PAYROLL REPORTS

MY SERVICE REQUESTS
1 Pay Date : 08/31/2024 Status: Review
° Request Type Request Date Status
No recards to display.
| WANT TO

b¢ 0O ro

- e
s e 58a

o (]

Create an
Enrollment

@ B % B

View Forms and
Publications

Report Employer
ayl

I Upload a File View Employees

Submit a Payment View Statements View Messages

) _ 9
?E Project Employer
'—. Model
Attend a Meeting Contact Us Calculation Submit Salary

Verification Card

Screen 37: ESS Dashboard Maintenance Screen

(A)  Submit Salary Verification Card tile: Click this tile to navigate to the Employee
Lookup screen.
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Step 1: In the Search Criteria panel, enter the known criteria, then click the Search
button.

Step 2: Within the Search Results panel, click the Employee Name hyperlink.

Employee Lookup

[ 145 Records met the search criteria. This exceeds the maximum limit of 100. Please change the criteria and search again ]

Search Criteria 0 ~

Last 4 Digits of SSN : Date of Birth : D Status:  gojact options -

First Name : Middle Name : Last Name :
Organization Code : Organization Type : | goioyer . Organization SUbtype | elact options .
Employment Start Date From: D Employment Start Date To: D Part-Time Indicator: ¢ .. options -
Employment End Date From: D Employment End Date To: D
- Reset Store Search
0

Search Results ~

- View Chart
% 3 .. 9 10| Next |Last Results1-100f100

[ Employee Name Employer Name  Benefit Program

[J  Renee Hunt Powers Edgeley School Teachers' Fund for Retirement/Tier 2

[0 Karl Hunt Peterson Edgeley School  Teachers' Fund for Retirement/Tier 2
Oneiiore b

Screen 38: Employee Lookup Screen

(A)  Search Criteria panel: Displays fields allowing the user to enter known criteria to
narrow search parameters. Fields include:

e Last 4 Digits of SSN

e Date of Birth

e Status dropdown menu

e First Name

e Middle Name

e Last Name

e Organization Code

e Organization Type dropdown menu
e Organization Subtype dropdown menu
e Employment Start Date From

e Employment Start Date To

e Part-Time Indicator dropdown menu

e Employment End Date From
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e Employment End Date To

(B)  Search button: Click this button to return search results that match the search
criteria entered.

(C) Employee Name hyperlink: Click this hyperlink to navigate to the Employee
Details screen for the associated employee record.

Step 3: Under the Employee Earnings Verification panel, click the New button.

Employee Details

Employment History ~
ploy Start ploy End Part-Time Person [« Written Agr 1t Contracted  Estimated Contracted Member of ND
Name Date Date Indicator Employment ID On File Hours Annual Salary PERS
Maddock -
School 07/01/1992 No 46390 No $6,937.48 No
Postal Addresses A~
Address City State Zip Code County  Country StartDate EndDate USPSValidated Mail Returned
ADDRESS_LINE_1_72321 CITY ND-North Dakota 12345-6789 BENSON USA 08/18/2009 No No
Employee Earnings Verification ~
Ea
Select  Earnings Verification ID  Number of Payments  Estimated Number of Compensated Hours  Estimated Last Day Worked  Total Estimated Eligible Salary for Fiscal Year  Status
No records to display.
Audit Information

Screen 39: Employee Details screen

(A)  New button: Click this button to display the Employee Earnings Verification
Maintenance screen.
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Step 4: In the Employee Verification Details panel, enter the Number of Payments,
the Estimated Number of Compensated Hours, and the Estimated Last
Day Worked.

Step 5: Within the grid, enter the amount for each month and pay code.

Step 6: Click the Save button.

X Displaying page 1 of 1
[ Record displayed. Please make changes and press SAVE. ]
Save G
Employee Details ~
PersonID: 30681 Person Name : Luna Looney Lovegood Fiscal Year: 2024
Organization Name : Maddock School Organization Code : 03009 Annual Base Contract Salary : $52,725.00
Current ER Model : Model 2 - Full Status : Earning Verification ID :
Earnings Verification Details ~
* Number of Payments:o * Estimated Number of Compensated Hours 9
* Estimated Last Day Worked ;e Total FY Estimated Eligible Earnings : $0.00
Total FY Model 2 Estimated Retirement Earnings : $0.00
Months CUBDIeEarnings oo . i1 payCode2 PayCode3 PayCoded4 PayCodeS PayCode6 PayCode7 PayCode8 PayCodeg FayCode  PayCode  PayCode L.
Q Reported to TFFR 10 1 12
July $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00  $0.00
Aug $3,426.27 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

Screen 40: Employee Earnings Verification Maintenance screen

(A)  Number of Payments field: To complete the field, enter the number of payments
the employee received for the fiscal year.

(B)  Estimated Number of Compensated Hours field: To complete this field, enter the
total estimated number of compensated hours for the current fiscal year.

(C) Estimated Last Day Worked field: To complete this field, enter the estimated last
day of work for the employee.

(D)  Earnings Verification grid: This grid allows the Organization Contact to enter the
necessary information regarding the employee’s salary verification. Fields
include:

e Months

e Eligible Earnings Reported to NDRIO
e PayCodel-12

e Total

(E) Save button: Click this button to save the record.
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Note: The Total in the far right-hand column should match the Eligible Earnings
Reported to TFFR on the left. If not, corrections should be entered prior to submission.

Step 7: Click the Submit button.

R Employee Earnings Verification Maintenance

Employee Lookup > Employee Detail

[ Al changes asshmy saved.]

Employee Earnings Verif x + Displaying page 1 of 1. —

Save Submit Void Refresh

Employee Details

Person ID: 30681

Organization Name : Maddock School Organization Code : 03009

Current ER Model : Model 2 - Full

Person Name : Luna Looney Lovegood

Status: Valid Earning Verification ID: 1
Earnings Verification Details
* Number of Payments : | 15| * Estimated Number of Compensated Hours : | 79q

* Estimated Last Day Worked : | /302024 (&) Total FY Estimated Eligible Earnings : $60,745.06

Total FY Model 2 Estimated Retirement Earnings : $68,832.93
Months :'U""E"“'m T’gk PayCodel  PayCode2 PayCode3  PayCode4  PayCodeS PayCode6 PayCode7  PayCode8  PayCode9  PayCode10 PayCode1l PayCode12 Total
July $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Aug $3426.27 $3,426.27 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $3426.27
Sep $6,172.65 $6,172.65 $0.00 $0.0/ $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $6,172.65

|

Fiscal Year: 2024

Annual Base Contract Salary : $52,725.00

Screen 41: Employee Earnings Verification Maintenance screen

(A)

Rev. 10/2024
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Upload and Review Enrollment Files

The purpose of the Upload Enroliment files process is to extract the data from a CSV
file and map the information within the ESS. Active members experience employment
events throughout their careers that may affect their ND TFFR benefit. Because of this,
NDRIO requires employers to communicate these events so that the agency can make
the appropriate system changes to member accounts. The file sent to NDRIO includes a
member’s information and their employment event. The file consists of at least two
records per file: the summary record and the employment event detail record. The first
is a summary record that identifies the submitting Organization and the count of how
many detailed event records are being submitted. There will only ever be one summary
record per upload file. The second record is the Employment Event Detail record, which
describes the member’s event. There must be at least one employment event record,
but there is no maximum limit of employment events. Once the events have been
uploaded, the events are held for review.
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Task 1. Upload Enrollment Files

Upload Enrollment Files

Follow the steps below to upload an enrollment file to the ESS portal to report new hires
or update an existing employee’s employment Status.

Step 1. Navigate to the Hamburger Menu icon. Under the File Upload Hamburger
Menu, select Upload Files.

A /2 My Dashboard
Employee Search
Enroliments < o 2> TODOLIST
Enroliment Summary N ds to displ.
nvoice 1D : 1 Status: Open ; o records to display.
lance Due Date Days Late
Employer Payroll Summary MESSAGES AND OPPORTUNITIES
09/10/2024 1
Employer Payroll Header
No records to display.
Employer Payroll Detail
Invoice
ilance Due Date Days Late
Request Request Type Request Date Status
09/15/2024 L]
Organization Bank Process Employer Payroll Header 09/11/2024 In Progress
Upload Files s
View Processed
Pay Date : 08/31/2024 Status: Valid ;
Files
My Documents
................

Screen 42: ESS Hamburger Menu

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B)  File Upload Hamburger Menu item: Select this Hamburger Menu item to display
the submenu.

(C) Upload Files submenu item: Select this submenu to view the Employee Lookup
screen.
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Step 2: In the File Upload panel, select Employer Payroll from the File Definition
dropdown menu.

Step 3: In the File Path field, click the Select Files button to select and open the
appropriate file.

Step 4: Click the Upload Files button.

Upload File

File Upload

To submit a file:
Use the "Select Files...” button to select your file(s).
Select or provide the Organization ID to associate the file to an Organization.
Click the "Upload Files" button.

* Organization : 23003

* File Definition : | person Enraliment File In @

. TFFRenrollESS_test5.csv(228 bytes ) &
Upload Files 0

Screen 43: Upload File Screen

(A)  File Definition dropdown menu: Select an option from this dropdown to indicate
the file type.

(B)  Select Files button: Click this button to open the file explorer window and search
for and select the file.

(C)  Upload Files button: Click this button to validate and upload the file.

Once the file has passed the upload validations, ESS highlights the File section with
green. If the file fails the validation check, the highlight will be red, and the file will not be
processed further.

Example of the message of a file with a valid format:

* File Path :
S s [ o |

b, Payroll_Test_2.csv(152 bytes )
E .

1 of 1 files successfully uploaded.
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Example of the message of a file with an invalid format:

Payroll_Test_2.csv(151 bytes ) Error
x

0 of 1 files successfully uploaded,

* File Path

If the file is not processed at the time of uploading it, that means there is an issue with
the file format. This does not mean there is an issue with the data contained in the file.
The file needs to be edited outside of the ESS and then re-uploaded.

Once the file layout has been validated and the file is successfully uploaded, the ESS
transmits the data in the file to the system. The ESS runs a series of additional
validations on the data contained in the file to ensure it is complete and error-free.

Rev. 10/2024
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Task 2: View Processed Files

View Processed Files

Follow the steps below to view the status and details of an uploaded file.

Step 1: Navigate to the Hamburger Menu icon. Under the File Upload Hamburger
Menu, select the View Processed.

A /4 My Dashboard
Employee Search
Enroliments <@z2> TODOULST
Enroliment Summary voice D - 1 Status: Open ; No records to display.
llance Due Date Days Late
Employer Payroll Summary MESSAGES AND OPPORTUNITIES
09/10/2024 1
Employer Payroll Header
Nao records to display.
Employer Payroll Detail
_ folee D15 St Open ;MY SERVICE REQUESTS
Invoice | —— —
ilance ue Date ays Late
juest uest Date Status
Request Req ype Req
09/15/2024 o
Organization Bank Process Employer Payroll Header 09/11/2024 In Progress
Upload Files
View Processed e
- Pay Date : 08/31/2024 Status: Valid ;
Files
My Documents
................

Screen 44: ESS Hamburger Menu

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B)  File Upload Hamburger Menu item: Select this Hamburger Menu item to display
the submenu.

(C)  View Processed submenu item: Select this submenu to view the Process Files
Lookup screen.
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Step 2: In the Search Criteria panel, select Processed from the File Status
dropdown menu.

Step 3: Click the Search button.

Process Files Lookup

[All search criteria has been reset.]

Search Criteria ~
File Type ! |gqjact options - File Name : { ‘ 0 File Status : | procossed -
e File ID: [ Processed Date From: ‘ D‘ Processed Date To: | Review
: - O Unprocessed
- Reset ‘ Store Search ) Uploaded
Processed
Search Results ~

1 File Header ID  File Type File Name Number of Rows Processed Date  Status

No records to display.

Screen 45: Process Files Lookup Screen

(A)  File Status dropdown menu: Select an option from the dropdown menu to
indicate the file status. Options include:

e Review

e Unprocessed
e Uploaded

e Processed

(B)  Search button: Click this button to return search results that match the search
criteria entered.
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Step 4: Within the Search Results panel, click the File Header ID hyperlink.

FAT Process Files Lookup
[ 6 Records met the search criteria. )

Self-Service Handbook

Search Criteria

Search Results

Results 1-6 of

| File Header 1D

(
&

C
[

)
BB B E

- View Chart

File Type : | select options

File 1D ‘

Store Search

Export to Excel

File Type

Person Enrollment File In
Person Enrollment File In
Person Enrollment File In
Employer Payroll
Employer Payrall

Person Enrollment File In

File Name
TFFRenrollESS_tests.csv
TFFRenrolIESS_testS.csv
TFFRenrollESS _testS.csv
Payroll_Test_2.csv
Payroll_Test_2.csv

NDTFFR Employer Self Service Toolkit.docx

File Name : |

Processed Date From : |

Number of Rows ~ Processed Date
09/11/2024
09/11/2024
09/11/2024

09/11/2024

A e N NN

09/11/2024

54  09/06/2024

File Status : | coloct options

(] Processed Date To

Status
Review
Processed
Review
Processed
Review

Review

~

Screen 46: Process Files Lookup screen

(A)

File Header ID hyperlink: Click this hyperlink to display the Process File

Maintenance screen for the associated record.
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Step 5: View the information in the Detail Records Status Summary panel. In the
Detail Status tab, click the Status hyperlink.

3 Process Files Maintenance

Process Files Lookup Process Files Maintenan. x + Displaying page 3 of 3. —+

Refresh

File Type : Person Enrollment File In

Processed Date: 09/12/2024 11:46 AM Status : Partially Processed
Number of Rows : 2 File Name : TFFRenrol ESS_test5.csv

File Header 1D : 47
Comments :

2024-03-11-17-11-02_Payroll_Test_Z.csv has been
processed successfully. An email notification has been
jgenerated to inform the file's designated administrator(s)$ |

Detail Records Status Summary e

Detail Status | Errors

Status Record Count

Qe

Audit Information

Created : kristin.hunt 09/12/2024 11:46:24 AM Modified : [WORKER_1] 09/12/2024 11:46:56 AM

Screen 47: Process Files Maintenance screen

(A) Detail Records Status Summary panel: Displays the Detail Status and any Errors
associated with the File Header ID.

(B)  Status hyperlink: Click this hyperlink to navigate to the File Detail Lookup screen.
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Step 6: Click the Number hyperlink for further record details of that line in the file.

FAT File Detail Lookup

Process Files Lookup > Process Files Maintenan... File Detail Lookup % « Displaying page 1 of 1. —
I [ 1 Records met the search criteria. ] ]
Search Criteria ~
File Type : ‘ Select options - Processed Date : | n
Detail Record Data : ‘ Transaction Code : | - Detail Record Status: | o oy -
Line Number From : ‘ Line Number To : |
- Reset Store Search
Search Results -
- View Chart Export to Excel
Results 1-10f 1
Line 5 R D Transaction Processed
a Number = Code Date
02,NEW,23003,425229947,02251990, FEML Wickham,Lydia,Hunt,.SNGL 470 Marshall Ave.,, Saint Paul Ramsey, MN,55102,07152024, N,6512221234 MOBL,  fake@gmail.co
2 Processed ' v 700,85555,N G 02

Screen 48: File Detail Lookup screen

(A)  Line Number hyperlink: Click this hyperlink to navigate to the File Detail
Maintenance screen for the associated Line Number.
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Step 7: View information displayed as needed.

FAT File Detail Maintenance

Process Files Lookup > Process Files Maintenan... File Detail Lookup >  File Detail Maintenance % « Displaying page 10f 1. —

| Record displayed.

Refresh

TFFRenrollESS_test5.csv - Person Enrollment File In @

File Type: Person Enroliment File In Processed Date : 09/12/2024 11:46:24 AM Status : Processed
Number of Rows: 2 File Name : TFFRenrollESS_testS.csv FilelD: 13

Line Number: 2

Detail Record Data e ~
Record Identifier : 02 Enroliment Type : NEW
Employer Organization Code : 23003 Social Security Number : 425229947
Date of Birth: 02251990 Gender: FEML
Last Name : Wickham First Name : Lydia
Middle Name : Hunt Alternate Last Name :
Name Prefix : Name Suffix :
Marital Status: SNGL Address Line 1: 470 Marshall Ave.
Address Line 2: Address Line 3:
City: Saint Paul County: Ramsey
State Code: MN Zip Code: 55102
Zip 4 Code : Employment Start Date : 07152024
fear P :

Screen 49: File Detail Maintenance screen

(A)  Enroliment File panel: Displays the details of the selected file.

(B)  Detail Record Data panel: Displays the selected Line Number’s demographic,
employment, and enroliment details.
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Task 3: View Unprocessed Files

View Unprocessed Files

There is a need to view the error messages and details of an uploaded file.

Step 1: Navigate to the Hamburger Menu icon. Under the File Upload Hamburger
Menu, select View Processed.

A 7, My Dashboard
Employee Search
Enrollments <@z2> TODOULST
Enroliment Summary voice D - 1 Status: Open ; No records to display.
llance Due Date Days Late
Employer Payroll Summary MESSAGES AND OPPORTUNITIES
09/10/2024 1

Employer P Il Header
ployer Payral No records to display.

Employer Payroll Detail

Invoice ID: 15 Status: Open ; MY SERVICE REQUESTS

Invoice | —— —
lance ue Date ays Late
uest Type uest Date Status
Request Req Req
09/15/2024 0

Organization Bank Process Employer Payroll Header 09/11/2024 In Progress

Upload Files

View Processed e
- Pay Date : 08/31/2024 Status: Valid ;

Files

My Documents

TP —

Screen 50: ESS Hamburger Menu

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B)  File Upload Hamburger Menu item: Select this Hamburger Menu item to display
the submenu.

(C)  View Processed submenu item: Select this submenu to view the Process Files
Lookup screen.
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Step 2: Within the Search Criteria panel, select an option from the File Status
dropdown menu.

Step 3: Click the Search button.

UL Process Files Lookup

Search Criteria ~
File Type : | gajace options - File Name : File Status : e options
6 FileD: Processed Date From : &) Processed Date To : @)

Search Results ~

- View Chart Export to Excel

| FileHeader ID FileType File Name NumberofRows Processed Date Status

No records to display

Screen 51: Process Files Lookup Screen

(A)  File Status Dropdown Menu: File Status dropdown menu: Select an option from
the dropdown menu to indicate the file status. Options include:

e Review

e Unprocessed
e Uploaded

e Processed

(B)  Search button: Click this button to return search results that match the search
criteria entered.
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Step 4: In the Search Results panel, click the File Header ID hyperlink for the

appropriate record.

7 itr Process Files Lookup

File ID: ‘ Processed Date From : &) Processed Date To: — Feview
O Unprocessed
- Reset Store Search [ uploaded
O Processed

Search Results

- View Chart Export to Excel

Results 1- 8 of 8

") File Header ID  File Type File Name Number of Rows  Processed Date  Status

a 45  Person Enrollment File In - TFFRenrollESS_testS.csv 2 09/11/2024 Partially Processed
(w] 44 Person Enrollment File In ~ TFFRenrollESS_testS.csv 2 09/11/2024 Partially Processed
[m] @ 43 Person Enrollment File In  TFFRenrollESS_test5.csv 2 09/11/2024 Review

u] 42 Person Enrollment File In ~ TFFRenrollESS_testS.csv 2 09/11/2024 Review

] 41  Person Enrollment File In  TFFRenrollESS_testS.csv 2 09/11/2024 Review

(W] 39 Employer Payroll Payroll_Test_2.csv 4 09/11/2024 Processed

(m] 38 Employer Payroll Payroll_Test_2.csv 4 09/11/2024 Review

u] 34 Person Enrollment File In ~ NDTFFR Employer Self Service Toolkit.doox 54 09/06/2024 Review

Screen 52: Process Files Lookup screen

(A)  File Header ID hyperlink: Click this hyperlink to display the Process File
Maintenance screen for the associated record.
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Step 5: Under the Detail Records Status Summary panel, click the Errors tab.

Step 6: Within the Errors tab, review the information in the grid.

Self-Service Handbook

Y Process Files Maintenance

Process Files Lookup » Process Files Maintenan X + Displaying page 1 of 1. —+

| Record displayed.

Refresh

File Type: Person Enrollment File In Processed Date: 09/11/2024 07:10 PM Status : Review

Number of Rows: 2

File Name : TFFRenrol[ESS_test5.csv File Header ID: 43
Comments : rejected due to critical errors in the file. An email
notification has heen generated to inform the file's @
designated administrator(s). .
Detail Records Status Summary
Detail Status | Errors
Error Message D Error Message
emcm 083 Sum of all Total Contracted Hours provided in the Summary Record does not equal the sum of all Total Contracted Hours in the Detail Records in the file.
" .
Created: kristin.hunt 09/11/2024 07:06:00 PM Modified : [WORKER_1] 09/11/2024 07:10:27 PM

Screen 53: Process Files Maintenance screen

(A)  Errors tab: Displays the errors associated with the File Header ID.

(B)  Errors grid: Displays the error message(s) associated with the File Header ID.
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Step 7: Click the Detail Status tab.

Step 8: In the Details Status tab, review the information, then click the Status
hyperlink.

(AR, Process Files Maintenance

Process Files Lookup > Process Files Maintenan... X + Displaying page 10f 1.
| Record displayed. ‘
Refresh
File Type : Person Enrollment File In Processed Date: 09/11/2024 07:10 PM Status: Review
Number of Rows : 2 File Name : TFFRenrol|ESS_tests.csv File Header ID: 43
Comments : rejected due to critical errors in the file. An email
notification has been generated to inform the file's @
designated administrator(s). ’
Detail Records Status Summary ~
Detail Status | Errors
Status Record Count
@ Review 1
Unprocessed 1
Audit Information
Created: kristin.hunt 09/11/2024 D7:06:00 PM Modified : [WORKER_1] 09/11/2024 07:10:27 PM

Screen 54: Process Files Maintenance screen

(A) Detalil Status tab: Displays information regarding the file’s status.

(B)  Status hyperlink: Click this hyperlink to navigate to the File Detail Lookup screen.
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Step 9: Under the Search Results panel, click the Line Number hyperlink for
further record details of that line in the file.

‘ File Detail Lookup

Process Files Lookup Process Files Maintenan File Detail Lookup X + Displaying page 1 of 1. —
I [ 1 Records met the search criteria. ] J
Search Criteria ~
File Type : [select optians Processed Date : | [&]
DetailRecord Data: [ Transaction Code : | . Detail Record Status - [ oo .
Line Number From: | Line Number To: |
- Reset Store Search
Search Results ~
- View Chart Export to Excel
Results 1-10f 1 |
) LineNumber Status Record Data Transaction Code  Processed Date
O o 1 Review 00,2300308012024,08312024,15:10:01 85555,1 00

Screen 55: File Detail Lookup screen

(A)  Line Number hyperlink: Click this hyperlink to navigate to the File Detail
Maintenance screen for the associated Line Number.
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Step 10: View the information.

Note: Repeat Steps 7-10 until all Line Number records within all Detail Statuses have
been viewed.

File Detail Maintenance

Process Files Lookup > Process Files Maintenan... File Detail Lookup >  File Detail Maintenance % « Displaying page 10f 1. —+

Recard displayed.

Refresh

TFFRenrollESS_test5.csv - Person Enrollment File In @

File Type: Person Enroliment File In Processed Date : 09/11/2024 07:06:00 PM Status: Review
Number of Rows: 2 File Name : TFFRenrollESS_testS.csv FilelD: 13

Line Number: 1

Detail Record Data @ ~
Record Identifier : 00 Reporting Organization Code : 23003
Period Begin Date : 08012024 Period End Date : 08312024
Sum of all Total Estimated Contracted Hours : 15:10:01 Sum of all Total Estimated Eligible Earnings : 85555

Total Enroliment Count: 1

Error Details @ ~

Error Message 1D Error Message

5017 15:10:01, Invalid Value, must be a numeric

Audit Information

Screen 56: File Detail Maintenance screen

(A)  Enroliment File panel: Displays the details of the selected file.

(B)  Detail Record Data panel: Displays the selected Line Number’s demographic,
employment, and enroliment details.

(C)  Error Details panel: Displays any errors associated with the selected Line
Number.
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Task 4: View/Update an Uploaded Enrollment File in Review or Valid Status

View/Update an Uploaded Enrollment File in Review or Valid Status

Follow the steps below to update and submit an Enrollment Summary from an uploaded
Enroliment file.

Step 1. Navigate to the Hamburger Menu icon. Under the Employees Hamburger
Menu, select Enrollments.

A /2 My Dashboard
B b
Employee Search
Eu.ud!mﬂu.tse <02> TODOLIST
Enroliment Summary N ds to displ.
nvoice 1D : 1 Status: Open ; o records to display.
lance Due Date Days Late
Employer Payroll Summary MESSAGES AND OPPORTUNITIES
09/10/2024 1
Employer Payroll Header
No records to display.
Employer Payroll Detail
Invoice
ilance Due Date Days Late
Request Request Type Request Date Status
09/15/2024 L]
Organization Bank Process Employer Payroll Header 09/11/2024 In Progress
Upload Files
View Processed
Pay Date : 08/31/2024 Status: Valid ;
Files
My Documents
................

Screen 57: ESS Hamburger Menu

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B) Employee’s Hamburger Menu item: Select this Hamburger Menu item to display
the submenu.

(C)  Enrollments submenu item: Select this submenu to view the Enroliments Lookup
screen.
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Step 2: Within the Search Criteria panel, enter the known criteria.

Step 3: Click the Search button.

Enroliment Lookup

Search Criteria o

Enrollment Type :

Employer Name :

Q

SSN:
Employee First Name :
Person D :

Enrollment 1D :

e submitted : |

Search Results

- - Export to Excel

Store Search

Select aptions v

View Chart

Ao

Enrollment Status :

Benefit Program :

Date of Birth:

Employee Middle Name :
Employment Start Date From :
Employment End Date From :

Submitted Date From:

racorde o dienlag

Select options

Select options

Enrcliment Source :

Enrollment File ID :

Employee Last Name :
Employment Start Date To :
Employment End Date To :

Submitted Date To:

[ Enrollment Type Person Name Employer Name Benefit Program Name  Enrollment Status  Enrollment Source  Submitted  Submitted Date

Select options

B |

Screen 58: Enroliment Lookup Screen

(A)  Search Criteria panel: Displays fields allowing the user to enter known criteria to
narrow search parameters. Fields include:

e Enrollment Type dropdown menu

e Enrollment Status dropdown menu

e Enrollment Source dropdown menu

e Employer Name

e Benefit Program dropdown menu

e Enrollment File ID

e SSN

e Date of Birth

e Employee First Name

e Employee Middle Name

e Employee Last Name

e PersonID

e Employment State Date From
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e Employment Start Date To

e Enrollment ID

e Employment End Date From
e Employment End Date To

e Submitted dropdown

e Submitted Date From

e Submitted Date To

(B)  Search Button: Click this button to return search results that match the search
criteria entered.

Step 4: In the Search Results panel, click the Enrollment Type hyperlink.

Enroliment Lookup

Person (D mployment Start Date From : ™ mployment Start Date To : =)
Enrollment 1D : Employment End Date From : [&] Employment End Date To: B
Submitted: =, - Submitted Date From : D Submitted Date To : D
- Reset Store Search
Search Results -

Results 1-8 of 8

[ Enroliment Type Person Name  Employer Name  Benefit Program Name Enrollment Status  Enroliment Source  Submitted ~ Submitted Date
[ New Enrollment Mark Barnes  Edgeley School  Teachers' Fund for Retirement  Valid Web Self Service Yes 09/09/2024

[J  Termination Pam Walsh Edgeley School Teachers' Fund for Retirement  Review Web Self Service No

() Mew Enrollment Renee Powers  Edgeley School Teachers' Fund for Retirement  Processed Internal Application  Yes 09/06/2024

[0 Return To Payraoll Karl Peterson  Edgeley School Teachers' Fund for Retirement  Valid Web Self Service Yes 09/06/2024

[J  Employment Change Karl Peterson Edgeley Schoal Teachers' Fund for Retirement  Processed Internal Application ~ Yes 09/06/2024

[J  New Enrollment Karl Peterson  Edgeley Schoaol Teachers' Fund for Retirement  Processed Internal Application  Yes 09/06/2024

[J  Employment Change Pam Walsh Edgeley School Teachers' Fund for Retirement  Valid Web Self Service No

[ New Enrollment Pam Walsh Edgeley School  Teachers' Fund for Retirement  Processed Internal Application  Yes 09/06/2024

Screen 59: Enroliment Lookup Screen

(A)  Enrollment Type Hyperlink: Click this hyperlink to open the enroliment record.
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Step 5: Within the Enrollment Summary, review the information.
Step 6: Click the Certify checkbox, then enter the Submitted By field.

Step 7: Click the Submit button.

Enrollment Wizard

Enroliment Lookup > Enrollment Wizard * % « Displaying page 1 of 1. —

‘ [ All changes successfully saved. ]

Gender: Female Date of Birth : 05/10/1990 Marital Status : Single

. Enrollment Summary

Communication

Phone Number : (555)555-5555 Email : fake@fake.com

Address : 1234 Bismark,ND-North
Dakota, 12345

0 | certify that the information provided for this Employee is accurate and complies with the policies of the pension agency for participation in the Teachers'
Fund for Retirement Benefit Program.

e * Submitted By

Suppress Warnings

Validation Information

Previous Next -

Screen 60: Enrollment Wizard

(A)  Certify Checkbox: Click the checkbox to certify that the enroliment information is
accurate and complies with ND TFFR policies.

(B)  Submitted By field: To complete this field, enter the name of the user that is
certifying the enrollment information.

(C)  Submit Selected button: Click this button to submit the enrollment record.
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Manually Add New Employment Event

The ESS allows users to manually add a new employment event via the Enrollment
Wizard. When a new employment event has occurred, such as New Enrollment,
Employment Change, Return to Payroll, or Termination, that needs to be entered into
the ESS, a user can choose to manually create the enrollment record by initiating the
Enrollment Wizard and entering the relevant enrollment information for the event. Once
the record is submitted, the ESS determines the impact or actions to take related to the
member’s benefit program plan participation.
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Task 1: New Employee Enroliment

New Employee Enrollment

Follow the steps below to manually add a new employee via the Enrollment Wizard.

Step 1: Navigate to the Hamburger Menu icon. Under the Employees Hamburger
Menu, select Enrollments.

A /4 ‘ My Dashboard
B b
Employee Search
EnmJ!man:s@ <@z2> TODOULST
Enroliment Summary voice D - 1 Status: Open ; No records to display.
llance Due Date Days Late
Employer Payroll Summary MESSAGES AND OPPORTUNITIES
09/10/2024 1
Employer Payroll Header
Nao records to display.
Employer Payroll Detail
_ folee D15 St Open ;MY SERVICE REQUESTS
Invoice | —— —
ilance ue Date ays Late
juest Type uest Date Status
Request Red L]
09/15/2024 o
Organization Bank Process Employer Payroll Header 09/11/2024 In Progress
Upload Files
View Processed
Pay Date : 08/31/2024 Status: Valid ;
Files
My Documents
................

Screen 61: ESS Hamburger Menu

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B) Employees Hamburger Menu item: Select this Hamburger Menu item to display
the submenu.

(C)  Enrollments submenu item: Select this submenu to view the Enrollments Lookup
screen.
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Step 2: In the Search Results panel, click the New button.

Enroliment Lookup

Search Criteria
Enroliment Type :

Employer Name :

Q

SSN: ‘

Employee First Name :

Person D :

Enrollment 1D : ‘

Submitted : ‘ Al

Search Results

1 e

Store Search

‘ select options

View Chart

v

Enrollment Status: ¢ jact options

Benefit Program :

Date of Birth:
Employee Middle Name :
Employment Start Date From :

Employment End Date From :

Select options

Submitted Date From : |

cle oo dicn)

Enroliment Source

* Select options

Enrollment File ID:

Employee Last Name : [

Employment Start Date To :
Employment End Date To :

Submitted Date To :

[ Enrollment Type Person Name Employer Name Benefit Program Name  Enrocliment Status  Enrollment Source  Submitted  Submitted Date

B

B
]

Screen 62: Enroliment Lookup Screen

(A)  New Button: Click this button to launch the Enroliment Wizard and create a new

enrollment.
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Step 3: In the Enrollment Type panel, select New Enrollment from the Enroliment
Type dropdown menu.

Step 4: Click the Next button.

Enrollment Wizard X Displaying page 1 of 1.

[ Record displayed. Please make changes and press SAVE. ]

! Enroliment Type

What kind of Enrollment do you want ta create?

Employer Detail
Employee Detail
Employment Details

Enrollment Summary

(B)

Previous Next Submit

Screen 63: Enrollment Wizard — Step 1 Enrollment Type

(A)  Enrollments Type dropdown menu: Select an option from this dropdown menu to
indicate the enroliment type.

(B)  Next Button: Click this button to move on to the next step in the Enrollment
Wizard.

78
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Step 5: Under the Employer Detail panel, select an option from the Organization
Name — Code dropdown menu.

Step 6: Click the Next button.

[ All changes successfully saved. ]

Enroliment Type

Employee SSN

Employee Detail

Employee Address

Benefit Program Detail

Employment Details

x Displaying page 1 of 1.

Employer Detail

Who is the Emplayer for this New Enrollment?

* Organization Name - Code : [ pqooio scnool- 23003 o

Organization Type  Organization Subtype

Employer Local School

0

Previous Next Submit

Screen 64: Enroliment Wizard — Step 2 Employer Detail

(A)  Organization Name-Code Dropdown Menu: Select an option from this dropdown

menu to indicate the Organization Name and Code.

(B)  Next Button: Click this button to move on to the next step in the enroliment

process.
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Step 7: Within the Employee SSN Field, enter the SSN.

Step 8: Click the Next button.

Enrollment Wizard x Displaying page 1 of 1.

Enroliment Type

Employee SSN

. What is the Employee's SSN for this New Enroliment?
Employer Detail

Q~C—

3
I

Employee Detail

Employee Address

Benefit Program Detail

Employment Details

(5)
Previous Next Submit

Screen 65: Enroliment Wizard — Step 3 Employee SSN

(A)  SSN Field: To complete this field, enter the SSN.

(B)  Next Button: Click this button to move on to the next step in the Enrollment
Wizard.
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Step 9: Under the Employee Detail, select an option from the Gender dropdown
menu, then enter the Date of Birth.

Step 10: Select an option from the Marital Status dropdown menu.

Step 11: Enter the First Name and Last Name.

Step 12: Enter the Primary Phone Number, then select an option from the Primary
Phone Type dropdown menu.

Step 13: Enter the Primary Email.

Step 14: Click the New button.

x Displaying page 2 of 2

{ 7 Enroliment Type Employee Detail
| Who is the Employee for this New Enrollment?

&3 Employer Detail Person D: Q

‘ *SSN: [ 443243215 Q * Gender :
&) employee ssN
| e * Date of Birth : . Q * Marital Status :
@ 0 * First Name : Middle Name :
Emplovec Address e * Last Name : Alternate Last Name :
Name Prefix 5 Name Suffix :
Benefit Program Detail
e * Primary Phone Number @ * Primary Phone Type
Employment Detalls Secondary Phone Number Secondary Phone Type
EnrlimercSammary m Primary Email Secondary Email :
Previous [N suomi

Screen 66: Enroliment Wizard — Step 4 Employee Detall

(A)  Gender Dropdown Menu: Select an option from this dropdown menu to indicate
the employee’s gender.

(B) Date of Birth Calendar Field: To complete this field, enter the date of birth using
the format MM/DD/YYYY.

(C)  Marital Status Dropdown Menu: Select an option from this dropdown menu to
indicate the employee’s marital status.

(D)  First Name Field: To complete this field, enter the employee’s first name.
(E) Last Name Field: To complete this field, enter the employee’s last name.

(F)  Primary Phone Number Field: To complete this field, enter the employee’s
primary phone number.

(G) Primary Phone Type Dropdown Menu: Select an option from this dropdown
menu to indicate the primary phone type.
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(H)  Primary Email: To complete this field, enter the primary email.

() Next Button: Click this button to move on to the next step in the Enrollment
Wizard.
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Step 15

Step 16
Step 17
Step 18

Step 19

Step 20:

Self-Service Handbook

: Within the Employee Address panel, in the Address section, enter

Address Line 1.
: Enter the City.
: Select an option from the State dropdown menu.
: Enter the Zip Code.
: Click the Validate button.

Click the Next button.

[ All changes successfully saved. ]

Enroliment Type Address élggested Address

Employer Detail Reset Validate Use Selected Address

* Address Line 1: | 1234 Dove Lane Address

Line 1

Address a4

Employee SSN Line 2 City County State Code

Address Line 2:
o records to display

Employee Detail Address Line 3:

County:

0 *State: | Np.North Dakota
0 *2IP Code: [ 15341

USPS Validated :

Benefit Program Detail

Employment Details

Enrollment Summar y

ZIP+4
Code

Screen 67: Enrollment Wizard — Step 5 Employee Address

(A)  Address Line 1 field: To complete this field, enter the address.

(B) City field: To complete this field, enter the city.

(C)  State dropdown menu: Select an option from this dropdown menu to indicate the
state.

(D)  Zip Code field: To complete this field, enter the zip code.

(E) Validate button: Click this button to validate and retrieve possible matches to the
entered address. The user can then select one of the suggested addresses and
click the Use Selected Address button. ESS will update the address information
and select the USPS Validated checkbox to indicate the address is validated.

(F)  Next button: Click this button to move on to the next step in the Enroliment

Wizard.
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Step 21: Under the Benefit Program Detail panel, select an option from the Benefit

Program and the Tier dropdown menus.

Step 22: Click the Next button.

Enroliment W ] * x Displaying page 1 of 1.

E ] t T - i

nrofiment Type Benefit Program Detail

What is the Benefit Program for Bob Ray Jones's New Enrallment?
Employer Detail
Employee SSN 9 .
Employee Detail
Employee Address
7
i Employment Details
Previous Next Submit

Screen 68: Enroliment Wizard — Step 7 Benefit Program Detall
(A)  Benefit Program dropdown menu: Select an option from this dropdown menu to
indicate the benefit program

(B)  Tier dropdown menu: This functionality is not enabled in the MyTFFR system.
Screenshots appear differently than what you will see in the system. Please
disregard references to tiers.

(C)  Next button: Click this button to move on to the next step in the Enroliment
Wizard.
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Step 23: In the Employment Details panel, enter the Employment Start Date, Total
Estimated Contracted Hours, and Total Estimated Eligible Earnings.

Step 24: Select an option from the Member of ND PERS dropdown menu, if
applicable.

Step 25: Click the Next button.

x Displaying page 1 of 1

Enrollment Type Employment Details

What are john Hunt Ham's New Enroliment Details?

* Contract or Written Agreement on File :

Employee SSN * Total Estimated Contracted Haurs :

Employer Detail

* Total Estimated Eligible Earnings : Q $0.00

* Member of ND PERS : Part-Time Indicator : No

Employee Detail

200

* Employment Start Date :

Employee Address

Benefit Program Detail

é Enrollment Summar y Employment History ~

Screen 69: Enroliment Wizard — Step 8 Employment Details

(A)  Employment Start Date Calendar field: Enter the employment start date within
this field using the format MM/DD/YYYY.

(B)  Total Estimated Contracted Hours field: Enter the total estimated contracted
hours within this field.

(C) Total Estimated Eligible Earnings field: Enter the total estimated eligible earnings
within this field.

(D)  Member of ND PERS dropdown menu: Select an option from this dropdown
menu to indicate if the employee is an ND PERS member.

(E)  Next button: Click this button to move on to the next step in the Enroliment
Wizard.
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Step 26: In the Employment panel, review the information.
Step 27: Click the Certify checkbox, then enter Submitted By.

Step 28: Click the Submit button.

Enrollment Wizard

Enrollment Lockup Enroliment Wizard * x Displaying page 1 of 1

[ All changes successfully saved. ]

Gender: Male Date of Birth: 09/16/1993 Marital Status : Married

Communication

Phone Number : (555]555-5555 Email : fake@fake.com

Address: 523 Dove Lane,Bismark,ND-
North Dakota, 12345

o I certify that the information provided for this Employee is accurate and complies with the policies of the pension agency for participation in the Teachers' Fund for Retirement Benefit
Program.

* Submitted Eya

Suppress Warnings

Validation Information

o s &

Screen 70: Enrollment Wizard — Step 9 Enrollment Summary

(A)  Certify checkbox: Click the checkbox to certify that the enrollment information is
accurate and complies with ND TFFR policies.

(B)  Submitted By Field: To complete this field, enter your name within this field.

(C)  Submit Button: Click this button to submit the new employee enrollment.

Note: The Validation Information panel displays any information, warning, or error
messages associated with the record. Messages with a Severity of Error or Warning
need to be corrected before the record can be marked as Valid. A user may suppress a
warning message that is within acceptable conditions by selecting the warning and
clicking the Suppress Warning button.

Rev. 10/2024 86



MyTFFR Business Partner Self-Service Handbook

Task 2: New Employment for Return to Work

New Employment for Return to Work

Follow the steps below to manually add a new employment enroliment record for retired
members returning to teach via the Enroliment Wizard.

Note: Employers will need to create a new enrollment record for retired members
returning to work for each year they are employed.

Step 29: Navigate to the Hamburger Menu icon. Under the Employees Hamburger
Menu, select Enrollments.

My Dashboard
Employee Search
Ellmj!m_an:se <°2> TODOLIST
Enrollment Summary voice D+ 1 Status: Open ; No records to display.
lance Due Date Days Late
Employer Payroll Summary MESSAGES AND OPPORTUNITIES
09/10/2024 1
Employer Payroll Header
No records to display.
Employer Payroll Detail
Invoice
ilance Due Date Days Late
Ri Date
Request Request Type equest Status
09/15/2024 L]
Organization Bank Process Employer Payroll Header 09/11/2024 In Progress
Upload Files
View Processed
Pay Date : 08/31/2024 Status: Valid ;
Files
My Documents

Screen 71: ESS Hamburger Menu

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B) Employees Hamburger Menu item: Select this Hamburger Menu item to display
the submenu.

(C)  Enrollments submenu item: Select this submenu to view the Enrollments Lookup
screen.
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Step 30: In the Search Results panel, click the New button.

Enroliment Lookup

Search Criteria
Enroliment Type :

Employer Name :

Q

SSN: ‘

Employee First Name :

Person D :

Enrollment 1D : ‘

Submitted : ‘ Al

Search Results

1 e

Store Search

‘ select options

View Chart

v

Enrollment Status: ¢ jact options

Benefit Program :

Date of Birth:
Employee Middle Name :
Employment Start Date From :

Employment End Date From :

Select options

Submitted Date From : |

cle oo dicn)

Enroliment Source

* Select options

Enrollment File ID:

Employee Last Name : [

Employment Start Date To :
Employment End Date To :

Submitted Date To :

[ Enrollment Type Person Name Employer Name Benefit Program Name  Enrocliment Status  Enrollment Source  Submitted  Submitted Date

B

B
]

Screen 72: Enrollment Lookup Screen

(A)  New Button: Click this button to launch the Enroliment Wizard and create a new

enrollment.
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Step 31: In the Enrollment Type panel, select New Enroliment from the Enrollment
Type dropdown menu.

Step 32: Click the Next button.

Enrollment Wizard X Displaying page 1 of 1.

[ Record displayed. Please make changes and press SAVE. ]

! Enroliment Type

What kind of Enrollment do you want ta create?

Employer Detail
Employee Detail
Employment Details

Enrollment Summary

(B)

Previous Next Submit

Screen 73: Enrollment Wizard — Step 1 Enrollment Type

(A)  Enrollment Type dropdown menu: Select an option from this dropdown menu to
indicate the enroliment type.

(B)  Next Button: Click this button to move on to the next step in the Enrollment
Wizard.
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Step 33: Under the Employer Detail panel, select an option from the Organization
Name — Code dropdown menu.

Step 34: Click the Next button.

x Displaying page 1 of 1

[ All changes successfully saved. ]

Enrollment Type Employer Detail

Who is the Employer for this New Enroliment?

* Organization Name - Code : Jamestown School - 47007 v 0

Organization Type  Organization Subtype

Employee SSN

Employee Detail Employe Local Schoal
Employee Address

Benefit Program Detail

Employment Details e

Previous Next Submit

Screen 74: Enrollment Wizard — Step 2 Employer Detail

(A)  Organization Name-Code Dropdown Menu: Select an option from this dropdown
menu to indicate the Organization Name and Code.

(B)  Next Button: Click this button to move on to the next step in the enrollment
process.
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Step 1: Within the Employee SSN Field, enter the SSN.

Step 2: Click the Next button.

Self-Service Handbook

Enrollment Wizard x Displaying page 1 of 1.

Enroliment Type

Employee SSN

. What is the Employee's SSN for this New Enroliment?
Employer Detail

Q~C—

3
I

Employee Detail

Employee Address

Benefit Program Detail

Employment Details

(5)
Previous Next Submit

Screen 75: Enroliment Wizard — Step 3 Employee SSN

(A)  SSN Field: To complete this field, enter the SSN.

(B)  Next Button: Click this button to move on to the next step in the Enrollment

Wizard.
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Step 3: Under the Employee Detail, review the information.

Step 4: Click

the New button.

Self-Service Handbook

6%% Enroliment Type

@ Employer Detail
|

&

@ Employee SSN

@

Employee Addre:

Benefit Program

X Displaying page 1 of 1.

Employee Detail 0

Who is the Employee for this New Enrollment?

Person D :

*SSN:

* Date of Birth :

* First Name :

* Last Name :

SS Name Prefix :

* Primary Phone Number :

Detail

Secondary Phone Number :

* Primary Email :

Employment Details @

Previous ‘@ Submit

Q 23156
412-54.8986
03/06/1947
FIRST_NAME 23156

LAST_NAME_23156

(801)002-3156

fake@fake.com

* Gender :

* Marital Status :
Middle Name :
Alternate Last Name :
Name Suffix :

* Primary Phone Type :
Secondary Phone Type :

Secondary Email :

Female
Married
MIDDLE_NAME_23156

ALTERNATE_LAST_NAME_23156

Landline

Screen 76: Enroliment Wizard — Step 4 Employee Detall

(A)  Employee Detail section: This section displays the employee’s demographic

information. Fields include:

Rev. 10/2024

Person ID

SSN

Gender

Date of Birth

Marital Status

First Name

Middle Name

Last Name
Alternate Last Name
Name Prefix

Name Suffix

Primary Phone Number

Primary Phone Type

Secondary Phone Number
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e Secondary Phone Type
e Primary Emalil
e Secondary Email

(B)  Next Button: Click this button to move on to the next step in the Enrollment
Wizard.
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Step 5: Within the Address section, review the information, and update the fields
if needed.

Step 6: If needed, click the Validate button.

Step 7: Click the Next button.

€D Enroliment Type
&3 Employer Detail
€D employee ssn

€ employee Detall

Employment Details

Enrollment Summ.

Address 0 ~ &gested Address ~

Benefit Program Detail

Reset Validate Use Selected Address
_——— My oy e 2,
Address Line 2
Address Line 3:
*City: | o7y
County: | \MERCER
*State: [\ \orth Dakot
*ZIP Code :
USPS Validated
ary
(C)
Previous ‘u:g Submit

Screen 77: Enrollment Wizard — Step 5 Employee Address

(A)  Address section: This section displays the employee’s address information.
Fields include:

Address Line 1

Address Line 2

Address Line 3

City

County

State dropdown

Zip Code

USPS Validated checkbox

(B) Validate button: Click this button to validate and retrieve possible matches to the
entered address. The user can then select one of the suggested addresses and
click the Use Selected Address button. ESS will update the address information
and select the USPS Validated checkbox to indicate the address is validated.

(C)  Next button: Click this button to move on to the next step in the Enroliment
Wizard.
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Step 8: Click the Next button.

x Displaying page 1 of 1

Enroliment Type Benefit Program Detail

; What is the Benefit Program for Rebecca Hunt Johnson's New Enrallment?
Employer Detail
* Benefit Program : Teachers' Fund for Retirement

Employee S5N *Tier: Tier 1 Grandfathered

Employee Detail

Employee Address

Employment Details

Enrollment Summary

Previous . Submit

Screen 78: Enrollment Wizard — Step 7 Benefit Program Detall

(A)  Next button: Click this button to move on to the next step in the Enrollment
Wizard.
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Step 9: In the Employment Details panel, enter the Employment Start Date, Total

Estimated Contracted Hours, and Total Estimated Eligible Earnings.

Step 10: Select an option from the Member of ND PERS dropdown menu, if

applicable.

Step 11: Select an option from the Return to Work Option and Subject/Position

dropdown menus.

Step 12: Click the Next button.

Employee SSN

Employee Detail

Employee Address

Benefit Program Detail Returned to Work: [

Enrollment Type Employment Details

What are Rebecca Hunt Johnson's New Enroliment Details?

* Contract or Written Agreement on File :
]

Employer Detail

* Total Estimated Contracted Hours : * Total Estimated Eligible Earnings : e $0.00
No

* Member of ND PERS : Part-Time Indicator :

* Employment Start Date :

* Employment End Date : G

Retirement Date : 06/01/2004

* Subject/Position :
é Enrollment Summar y Comments :

Screen 79: Enrollment Wizard — Step 8 Employment Details

(A)

(B)

©

(D)

(E)

(F)

(G)

Total Estimated Contracted Hours field: Enter the total estimated contracted
hours within this field.

Total Estimated Eligible Earnings field: Enter the total estimated eligible earnings
within this field.

Member of ND PERS dropdown menu: Select an option from this dropdown
menu to indicate if the employee is an ND PERS member.

Employment Start Date Calendar field: Enter the employment start date within
this field using the format MM/DD/YYYY.

Employment End Date Calendar field: Enter the employment end date within this
field using the format MM/DD/YYYY.

Return to Work dropdown menu: Select an option from this dropdown menu to
indicate the return to work option the employee selected.

Subject/Position dropdown menu: Select an option from this dropdown menu to
indicate the position or subject area for the employee.
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(H)  Next button: Click this button to move on to the next step in the Enroliment
Wizard.

Step 13: In the Employment panel, review the information.
Step 14: Click the Certify checkbox, then enter Submitted By.

Step 15: Click the Submit button.

Enrollment Wizard

Enrollment Lookup Enrollment Wizard * x Displaying page 1 of 1.

[ All changes successfully saved. ]

First Name: Rebecca Middle Name : Hunt Last Name : Johnson
Enrollment Summary
. ! mmary Name Prefix: Name Suffix :

Gender: Female Date of Birth : 03/06/1947 Marital Status : Married

Communication

Phone Number : (801)002-3156 Email: fake@fake.com

Address : ADDRESS_LINE_1_45320,CITY,ND-
North Dakota, 12345

o | certify that the information provided for this Employee is accurate and complies with the policies of the pension agency for participation in the Teachers' Fund for Retirement Benefit
Program

* submitted By @

Suppress Warnings

Screen 80: Enrollment Wizard — Step 9 Enrollment Summary

(A)  Certify checkbox: Click the checkbox to certify that the enrollment information is
accurate and complies with ND TFFR policies.

(B)  Submitted By Field: To complete this field, enter your name within this field.
(C)  Submit Button: Click this button to submit the new employee enroliment.

Note: The Validation Information panel displays any information, warning, or error
messages associated with the record. Messages with a Severity of Error or Warning
need to be corrected before the record can be marked as Valid. A user may suppress a
warning message that is within acceptable conditions by selecting the warning and
clicking the Suppress Warning button.
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Task 3: Employment Change

Employment Change

Follow the steps below to manually add an employment change via the Enroliment
Wizard.

Step 1. Navigate to the Hamburger Menu icon. Under the Employees Hamburger
Menu, select Enrollments.

A /2 My Dashboard
B b
Employee Search
Eu.ud!mﬂu.tse <02> TODOLIST
Enroliment Summary N ds to displ.
nvoice 1D : 1 Status: Open ; o records to display.
lance Due Date Days Late
Employer Payroll Summary MESSAGES AND OPPORTUNITIES
09/10/2024 1
Employer Payroll Header
No records to display.
Employer Payroll Detail
Invoice
ilance Due Date Days Late
Request Request Type Request Date Status
09/15/2024 L]
Organization Bank Process Employer Payroll Header 09/11/2024 In Progress
Upload Files
View Processed
Pay Date : 08/31/2024 Status: Valid ;
Files
My Documents
................

Screen 81: ESS Hamburger Menu

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B) Employees Hamburger Menu item: Select this Hamburger Menu item to display
the submenu.

(C)  Enrollments submenu item: Select this submenu to view the Enrollments Lookup
screen.
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Step 2: In the Search Results panel, click the New button.

Enroliment Lookup

Search Criteria
Enroliment Type :

Employer Name :

Q

SSN: ‘

Employee First Name :

Person D :

Enrollment 1D : ‘

Submitted : ‘ Al

Search Results

1 e

Store Search

‘ select options

View Chart

v

Enrollment Status: ¢ jact options

Benefit Program :

Date of Birth:
Employee Middle Name :
Employment Start Date From :

Employment End Date From :

Select options

Submitted Date From : |

cle oo dicn)

Enroliment Source

* Select options

Enrollment File ID:

Employee Last Name : [

Employment Start Date To :
Employment End Date To :

Submitted Date To :

[ Enrollment Type Person Name Employer Name Benefit Program Name  Enrocliment Status  Enrollment Source  Submitted  Submitted Date

B

B
]

Screen 82: Enroliment Lookup Screen

(A)  New Button: Click this button to launch the Enroliment Wizard and create a new

employment change.

Rev. 10/2024

99



MyTFFR Business Partner Self-Service Handbook

Step 3: In the Enrollment Type panel, select Employment Change from the
Enrollment Type dropdown menu.

Step 4: Click the Next button.

Enrollment Wizard X Displaying page 1 of 1.

[ Record displayed. Please make changes and press SAVE. ]

! Enroliment Type

What kind of Enrollment do you want ta create?

Employer Detail
Employee Detail
Employment Details

Enrollment Summary

(B)

Previous Next Submit

Screen 83: Enrollment Wizard — Step 1 Enrollment Type

(A)  Enrollment Type dropdown menu: Select an option from this dropdown menu to
indicate the enroliment type.

(B)  Next button: Click this button to move on to the next step in the Enroliment
Wizard.
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Step 5: Under the Employer Detail panel, select an option from the Organization
Name — Code dropdown menu.

Step 6: Click the Next button.

Enroliment Wizard * x Displaying page 1 of 1.

[ All changes successfully saved. ]

Enroliment Type

Employer Detail

Who is the Employer for this Employment Change?

* QOrganization Name - Code : Edgeley School - 23003 v o

Organization Type  Organization Subtype

Ll Employee Detail

) Employee Address Employer Local School
[@) Employment Update

[l Employment Details

Ll Enrollment Summary

(5,

Previous Next Submit

Screen 84: Enroliment Wizard — Step 2 Employer Detail

(A)  Organization Name - Code dropdown menu: Select an option from this dropdown
menu to indicate the Organization Name and Code.

(B)  Next button: Click this button to move on to the next step in the Enroliment
Wizard.
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Step 7: In the Employee Detail panel, enter the Person ID.

Step 8: Click the Next button.

Self-Service Handbook

Enrollment Type

Employer Detail

Ll Employee Address

-l Employment Update

i:l) Employment Details

Ll Enrollment Summary

Enroliment Lookup > Enrollment Wizard *

x Displaying page 1 of 1.

Employee Detail

Who is the Employee for this Employment Change?

Persen 1D :

* 85N :

* Date of Birth :

* First Name

*Last Name :

Name Prefix :

* Primary Phone Number :
Secondary Phone Number :

* Primary Email :

0

Previous Next Submit

1

000-00-0001

08/07/1933

¢ FIRST_NAME_1

LAST NAME 1

(201)000-0001

* Gender :

* Marital Status :

Middle Name

Alternate Last Name

Name Suffix :
Primary Phone Type :
Secondary Phone Type :

Secondary Email

Female

Single

: MIDDLE_NAME 1

© ALTERMNATE_LAST NAME_1

Landline

Mobile

Screen 85: Enroliment Wizard — Step 4 Employee Detall

(A)  SSN field: To complete this field, enter the SSN.

(B)  Next button: Click this button to move on to the next step in the Enrollment

Wizard.
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Step 9: Within the Employee Address panel, in the Address section, review the
information and update it if necessary.

Step 10: Click the Next button.

Enrollment Wizard

Enroliment Lookup > EnrollmentWizard % <« Displaying page 1 of 1. —

VHTIAL 15 FAIT WIS 5 AQUTess s

Enroliment Type

Address () ~  Suggested Address ~
Employer Detail
Reset Validate Use Selected Address
f * Address Line 1:
Employee Detail 1234 Address  Address ) 2P P
Line 1 Line 2 S CORtyppLe Code

Address Line 2 : Code
Employee Address .

Address Line 3¢ No records to display.
Employment Update *City: | gismark

County: | pamsey
Employment Details

* .
State: | np.north Dakota ~

Enrollment Summary *ZIP Code : [ 12345

e USPS Validated : ]
Previous - Submit

Screen 86: Enrollment Wizard — Step 5 Employee Address

(A)  Address panel: Displays the address information for the employee.

(B)  Next button: Click this button to move on to the next step in the Enrollment
Wizard.
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Step 11: Under the Employment Update panel, select an option from the
Employment dropdown.

Step 12: Click the Next button.

Enrollment Wizard

Enroliment Lookup > Enroliment Wizard * x <« Displaying page 1 0of 1. —

Enroliment Type

Employment Update

Which Employment do you want to update for Pam Walsh's Employment Change?

* Employment : [ ¢yocie school - 23003 - € e Person Employment ID : 82453

Benefit Program : Teachers' Fund for Retirement Tier: Tier2

Employer Detail
Employee Detail

Employee Address
Part-Time Indicator: No

Employment Start Date : 09/01/2024
Employment Update

Employment Details

Enrollment Summary

Screen 87: Enrollment Wizard — Step 6 Employment Update

(A)  Employment dropdown menu: Select an option from this dropdown to indicate
employment.

(B)  Next Button: Click this button to move on to the next step in the enroliment
process.
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Step 13: In the Employment Details panel, enter the Total Estimated Contracted

Hours and the Total Estimate Eligible Earnings.

Step 14: Select an option from the Member of ND NDTFFR and the Employment

Change Reason dropdown menus.

Step 15: Enter the Employment Change Date, if applicable.

Step 16: Click the Next button.

Enrollment Wizard

nt Wizard * X Displaying page 1 of 1. —

EnfolinienCivpe Employment Details

¥ What are Joan Smith's Employment Change Details?
Employer Detail

Contract or Written Agreement on File :

Employee Detail

0 * Total Estimated Contracted Hours: | 5000 e * Total Estimated Eligible Earnings : $50,000.00
Employee Address e * Member of ND PERS : " Part-Time Indicator: | »

* Employment Start Date : 08/01/2024
Employment Update
* Employment Change Reason : Employment Detail Chang v * Employment Change Date : C

Employment Details
Enrollment Summary G nnnnnnnn

Previous - Submit

Screen 88: Enroliment Wizard — Step 8 Employment Details

(A)

(B)

(©

(D)

(E)

(F)

Total Estimated Contracted Hours field: Enter the total estimated contracted
hours within this field.

Total Estimated Eligible Earnings field: Enter the total estimated eligible earnings
within this field.

Member of ND PERS dropdown menu: Select an option from this dropdown
menu to indicate if the employee is an ND TFFR member.

Employment Change Reason dropdown menu: Select an option from this
dropdown

Employment Change Date Calendar field: Enter the employment change date
within this field using the format MM/DD/YYYY.

Next button: Click this button to move on to the next step in the Enrollment
Wizard. In the Employment, Demographic, and Communication panels, review
the information.
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Step 17: Click the Certify checkbox, then enter the Submitted By.

Step 18: Click the Submit button.

Enrollment Wizard

Enrollment Lookup » Enrollment Wizard * X Displaying page 1 of 1.

‘ [ All changes successfully saved. ]

Gender: Female Date of Birth : 05/10/1990 Marital Status : Single

. Enroliment Summary

Communication

Phone Number : (555)555-5555 Email : fake@fake.com

Address : 1234 Bismark,ND-North
Dakota, 12345

6 | certify that the information provided for this Employee is accurate and complies with the policies of the pension agency for participation in the Teachers'
Fund for Retirement Benefit Program.

e * submitted By

Suppress Warnings

Validation Information

Previous Next -

Screen 89: Enrollment Wizard — Step 9 Enrollment Summary

(A)  Certify checkbox: Click the checkbox to certify that the enrollment information is
accurate and complies with ND TFFR policies.

(B)  Submitted By Field: To complete this field, enter your name within this field.

(C)  Submit Button: Click this button to submit the new employee enrollment.

Note: The Validation Information panel displays any information, warning, or error
messages associated with the record. Messages with a Severity of Error or Warning
need to be corrected before the record can be marked as Valid. A user may suppress a
warning message that is within acceptable conditions by selecting the warning and
clicking the Suppress Warning button.
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Task 4: Return to Payroll

Return to Payroll

Follow the steps below to manually add a return to payroll via the Enroliment Wizard.

Step 1: Navigate to the Hamburger Menu icon. Under the Employees Hamburger
Menu, select Enrollments.

A /4 My Dashboard
B b
Employee Search
Ellmjlman!se <@z2> TODOULST
Enroliment Summary voice D - 1 Status: Open ; No records to display.
llance Due Date Days Late
Employer Payroll Summary MESSAGES AND OPPORTUNITIES
09/10/2024 1
Employer Payroll Header
Nao records to display.
Employer Payroll Detail
_ folee D15 St Open ;MY SERVICE REQUESTS
Invoice | —— —
ilance ue Date ays Late
juest uest Date Status
Request Req ype Req
09/15/2024 o
Organization Bank Process Employer Payroll Header 09/11/2024 In Progress
Upload Files
View Processed
Pay Date : 08/31/2024 Status: Valid ;
Files
My Documents
................

Screen 90: ESS Hamburger Menu

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B) Employees Hamburger Menu item: Select this Hamburger Menu item to display
the submenu.

(C)  Enrollments submenu item: Select this submenu to view the Enrollments Lookup
screen.
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Step 2: In the Search Results panel, click the New button.

Enroliment Lookup

Search Criteria
Enroliment Type :

Employer Name :

Q

SSN: ‘

Employee First Name :

Person D :

Enrollment 1D : ‘

Submitted : ‘ Al

Search Results

1 e

Store Search

‘ select options

View Chart

v

Enrollment Status: ¢ jact options

Benefit Program :

Date of Birth:
Employee Middle Name :
Employment Start Date From :

Employment End Date From :

Select options

Submitted Date From : |

cle oo dicn)

Enroliment Source

* Select options

Enrollment File ID:

Employee Last Name : [

Employment Start Date To :
Employment End Date To :

Submitted Date To :

[ Enrollment Type Person Name Employer Name Benefit Program Name  Enrocliment Status  Enrollment Source  Submitted  Submitted Date

B

B
]

Screen 91: Enroliment Lookup Screen

(A)  New Button: Click this button to launch the Enroliment Wizard and create a new
return to payroll.
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Step 3: In the Enrollment Type panel, select Return to Payroll from the Enrollment
Type dropdown menu.

Step 4: Click the Next button.

Enrollment Wizard X Displaying page 1 of 1.

[ Record displayed. Please make changes and press SAVE. ]

! Enroliment Type

What kind of Enrollment do you want ta create?

Employer Detail
Employee Detail
Employment Details

Enrollment Summary

(B)

Previous Next Submit

Screen 92: Enrollment Wizard — Step 1 Enrollment Type

(A)  Enrollment Type dropdown menu: Select an option from this dropdown menu to
indicate the enroliment type.

(B)  Next button: Click this button to move on to the next step in the Enroliment
Wizard.
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Step 5: Under the Employer Detail panel, select an option from the Organization
Name — Code dropdown menu.

Step 6: Click the Next button.

Enroliment Wizard * x Displaying page 1 of 1.

[ All changes successfully saved. ]

Enroliment Type

Employer Detail

Who is the Employer for this Return To Payroll?

* Organization Name - Code : [ pqooio scnool- 23003 o

Organization Type  Organization Subtype

Ll Employee Detail

) Employee Address Employer Local School
[@) Employment Update

[l Employment Details

Ll Enrollment Summary

(5]

Previous Next Submit

Screen 93: Enroliment Wizard — Step 2 Employer Detail

(A)  Organization Name - Code dropdown menu: Select an option from this dropdown
menu to indicate the Organization Name and Code.

(B)  Next button: Click this button to move on to the next step in the Enroliment
Wizard.
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Step 7: Within the Employee Detail panel, enter the SSN and Primary Phone

Number.

Step 8: Select an option from the Primary Phone Type dropdown menu, then enter
the Primary Email.

Step 9: Click the Next button.

Enrollment Lookup > Enrellment Wizard *

Enrollment Type

Employer Detail

Employee Address

Employment Update

Employment Details

Enrollment Summary

x Displaying page 1 of 1.

Employee Detail

Whao is the Emplcyee for this Return To Payroll?

e Person D :

*SSN

* Date of Birth :

* First Name :
* Last Name :
Name Prefix :

e * Primary Phone Number :

Secondary Phone Number :

e * Primary Email ;

(E

Previous Next. Submit

42136
512-58-4642

05/10/1930

Pam

Walsh

(555) 555-5555

fake@fake.com

* Gender :

* Marital Status :

Middle Name :
Alternate Last Name :

Name Suffix :
| 0 * Primary Phone Type :

Secondary Phone Type :

| Secondary Email :

Female

Single v

Landline v

Mobile

Screen 94: Enroliment Wizard — Step 4 Employee Detall

(A)
(B)

©

(D)
(E)

Person ID field: To complete this field, enter the Person ID.

Primary Phone Number field: To complete this field, enter the employee’s
primary phone number.

Primary Phone Type dropdown menu: Select an option from this dropdown menu
to indicate the primary phone type.

Primary Email field: To complete this field, enter the employee’s primary email.

Next button: Click this button to move on to the next step in the Enrollment

Wizard.
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Step 10: In the Employee Address panel, under the Address section, review the
information and update it if necessary.

Step 11: Click the Next button.

Enrollment Wizard

Enroliment Type

Employer Detail

Employee Detail

Employee Address

Employment Update

Enroliment Lookup > Enroliment Wizard

x <« Displaying page 1 of 1. —

Employee Address

What is Karl Hunt Peterson's Address?

Address @

Reset

* Address Line 1:

Address Line 2:

Suggested Address

Validate Use Selected Address

1234 Blank Ave| o o
ress ress

Line 1 Line 2

.

Address Line 3: No records to display.
) *City
Employment Details St. Paul
County : Ramsey
Enrollment Summary . N
State: MN-Minnesota ~

#7ID Fadas | ooaon

City County State

2P ZIP
Code Code

Screen 95: Enroliment Wizard — Step 5 Employee Address.

(A)  Address panel: Displays the address information for the employee.

(B)  Next button: Click this button to move on to the next step in the Enrollment

Wizard.
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Step 12: Within the Employment Update panel, select an option from the
Employment dropdown.

Step 13: Click the Next button.

Enrollment Wizard

Enroliment Lookup > Enroliment Wizard * x <« Displaying page 1 0of 1. —

Enroliment Type

Employment Update

Which Employment da you want to update for Karl Hunt Peterson's Return To Payroll?

o * Employment : [ ¢yocie school - 23003 -7 Person Employment ID : 82484

Benefit Program : Teachers' Fund for Retirement Tier: Tier2

Employer Detail
Employee Detail
Employee Address

Part-Time Indicator : No
Employment Update

Employment Details

Enrollment Summary

Screen 96: Enrollment Wizard — Step 6 Employment Update

(A)  Employment dropdown menu: Select an option from this dropdown to indicate
employment.

(B)  Next Button: Click this button to move on to the next step in the enroliment
process.
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Step 14: In the Employment Details panel, enter the Total Estimated Contracted

Hours and Total Estimated Eligible Earnings.

Step 15: Select an option from the Member of ND PERS dropdown menu, if

applicable.

Step 16: Enter the Return to Payroll date.

Step 17: Click the Next button.

ollment Lookup » EnrollmentWizard * X Displaying page 1 of 1.

Enrollment Wizard

Enroliment Type Employment Details

What are Karl Hunt Peterson's Return To Payroll Details?
Employer Detail

Yes ~
Contract or Written Agreement on File :

Employee Detail ) - rotel estimated Contracted Hours : [ 3009 ) +otal Estimated Eigible arnings : $60,000.00

0 * Member of ND PERS : Part-Time Indicator : No

Employee Address No ~

* Employment Start Date : 07/01/2024

Employment Update Employment Change Reason : Leave of Absence Employment Change Date: 08/01/2024

Q * Return To Payroll Date : | ng/1/2024 () * | 09/06/2024 ()

Employment Details Current Employment Status End Date :

Enroliment Summary

Comments :

Screen 97: Enrollment Wizard — Step 8 Employment Details

(A)

(B)

©

(D)

(E)

Total Estimated Contracted Hours field: Enter the total estimated contracted
hours within this field.

Total Estimated Eligible Earnings field: Enter the total estimated eligible earnings
within this field.

Member of NDPERS dropdown menu: Select an option from this dropdown menu
to indicate if the employee is an ND PERS member.

Return to Payroll Date Calendar field: Enter the return to payroll date within this
calendar field using the format MM/DD/YYYY.

Next button: Click this button to move on to the next step in the Enroliment
Wizard.
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Step 18: In the Employment, Demographic, and Communication panels, review
the information.

Step 19: Click the Certify checkbox, then enter the Submitted By.

Step 20: Click the Submit button.

Enrollment Wizard

Enrollment Lookup » Enrollment Wizard * X Displaying page 1 of 1.

‘ [ All changes successfully saved. ]

Gender: Female Date of Birth : 05/10/1990 Marital Status : Single

. Enroliment Summary

Communication

Phone Number : (555)555-5555 Email : fake@fake.com

Address : 1234 Bismark,ND-North
Dakota, 12345

0 | certify that the information provided for this Employee is accurate and complies with the policies of the pension agency for participation in the Teachers'
Fund for Retirement Benefit Program.

@ * submitted By

Suppress Warnings

Validation Information

Previous Next -

Screen 98: Enroliment Wizard — Step 9 Enrollment Summary

(A)  Certify checkbox: Click the checkbox to certify that the enrollment information is
accurate and complies with ND TFFR policies.

(B)  Submitted By Field: To complete this field, enter your name within this field.

(C)  Submit Button: Click this button to submit the Return to Payroll enrollment.

Note: The Validation Information panel displays any information, warning, or error
messages associated with the record. Messages with a Severity of Error or Warning
need to be corrected before the record can be marked as Valid. A user may suppress a
warning message that is within acceptable conditions by selecting the warning and
clicking the Suppress Warning button.
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Task 5: Termination

Termination

Follow the steps below to manually add a termination via the Enroliment Wizard.

Step 21: Navigate to the Hamburger Menu icon. Under the Employees Hamburger
Menu, select Enrollments.

A /4 My Dashboard
B b
Employee Search
Ellmjlman!se <@z2> TODOULST
Enroliment Summary voice D - 1 Status: Open ; No records to display.
llance Due Date Days Late
Employer Payroll Summary MESSAGES AND OPPORTUNITIES
09/10/2024 1
Employer Payroll Header
Nao records to display.
Employer Payroll Detail
_ folee D15 St Open ;MY SERVICE REQUESTS
Invoice | —— —
ilance ue Date ays Late
juest uest Date Status
Request Req ype Req
09/15/2024 o
Organization Bank Process Employer Payroll Header 09/11/2024 In Progress
Upload Files
View Processed
Pay Date : 08/31/2024 Status: Valid ;
Files
My Documents

TP —

Screen 99: ESS Hamburger Menu

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B) Employees Hamburger Menu item: Select this Hamburger Menu item to display
the submenu.

(C)  Enrollments submenu item: Select this submenu to view the Enrollments Lookup
screen.
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Step 22: In the Search Results panel, click the New button.

Enroliment Lookup

Search Criteria
Enroliment Type :

Employer Name :

Q

SSN: ‘

Employee First Name :

Person D :

Enrollment 1D : ‘

Submitted : ‘ Al

Search Results

1 e

Store Search

‘ select options

View Chart

v

Enrollment Status: ¢ jact options

Benefit Program :

Date of Birth:
Employee Middle Name :
Employment Start Date From :

Employment End Date From :

Select options

Submitted Date From : |

cle oo dicn)

Enroliment Source

* Select options

Enrollment File ID:

Employee Last Name : [

Employment Start Date To :
Employment End Date To :

Submitted Date To :

[ Enrollment Type Person Name Employer Name Benefit Program Name  Enrocliment Status  Enrollment Source  Submitted  Submitted Date

B

B
]

Screen 100: Enroliment Lookup Screen

(A)  New Button: Click this button to launch the Enroliment Wizard and create a new

termination.
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Step 23: In the Enrollment Type panel, select Termination from the Enroliment
Type dropdown menu.

Step 24: Click the Next button.

Enrollment Wizard X Displaying page 1 of 1.

[ Record displayed. Please make changes and press SAVE. ]

! Enroliment Type

What kind of Enrollment do you want ta create?

Employer Detail
Employee Detail
Employment Details

Enrollment Summary

(B)

Previous Next Submit

Screen 101: Enrollment Wizard — Step 1 Enrollment Type

(A)  Enrollment Type dropdown menu: Select an option from this dropdown menu to
indicate the enroliment type.

(B)  Next button: Click this button to move on to the next step in the Enroliment
Wizard.
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Step 25: Under the Employer Detail panel, select an option from the Organization
Name — Code dropdown menu.

Step 26: Click the Next button.

Enroliment Wizard * x Displaying page 1 of 1.

[ All changes successfully saved. ]

Enroliment Type

Employer Detail

Who is the Employer for this Termination?

* QOrganization Name - Code : Edgeley School - 23003 v o

Organization Type  Organization Subtype

Ll Employee Detail
[ Employment Update Employer Lacal Schoo
£l Employment Details

Ll Enrollment Summary

0

Previous Next Submit

Screen 102: Enrollment Wizard — Step 2 Employer Detail

(A)  Organization Name - Code dropdown menu: Select an option from this dropdown
menu to indicate the Organization Name and Code.

(B)  Next button: Click this button to move on to the next step in the Enroliment
Wizard.
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Step 27: Within the Employee Detail panel, enter the SSN and the Primary Phone

Number.

Step 28: Select an option from the Primary Phone Type dropdown menu, then
enter the Primary Email.

Step 29: Click the Next button.

Enroliment Type

Employer Detail

Employment Update

Employment Details

Enroliment Summary

x Displaying page 1 of 1.

Employee Detail

Who is the Emplayee for this Termination?

0 Person

* 85N ¢

* Date of Birth

* First Name

* Last Name :

Name Prefix :
@ * Primary Phone Number :

Secondary Phone Number :

@ * Primary Email :

(€]

Previous Next Submit

ID: | 42136

512-58-4642

05/10/1990

: Pam

Walsh

(555) 555-5555

fake@fake.com

* Gender: Female
* Marital Status : Single
Middle Name :
Alternate Last Name :

Name Suffix :

0 * Primary Phone Type : | | o0

Secondary Phone Type : Mobile

Secondary Email :

Screen 103: Enrollment Wizard — Step 4 Employee Detall

(A)
(B)

©

(D)
(E)

SSN field: To complete this field, enter the SSN.

Primary Phone Number field: To complete this field, enter the employee’s
primary phone number.

Primary Phone Type dropdown menu: Select an option from this dropdown menu
to indicate the primary phone type.

Primary Email field: To complete this field, enter the employee’s primary email.

Next button: Click this button to move on to the next step in the Enrollment

Wizard.
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Step 30: Under the Employment Update panel, select an option from the
Employment dropdown menu.

Step 31: Click the Next button.

Enrollment Wizard

Enroliment Lookup > Enroliment Wizard * x <« Displaying page 1 0of 1. —

Enroliment Type

Employment Update

Which Employment do you want to update for Pam Walsh's Termination?

o * Employment : Edgeley School - 23003 -€ ~ Person Employment ID : 82483

Benefit Program : Teachers' Fund for Retirement Tier: Tier2

Employer Detail
Employee Detail

Employment Update
Part-Time Indicator: No

Employment Start Date : (09/01/2024
Employment Details

Enroliment Summary

Previous - Submit

Screen 104: Enrollment Wizard — Step 4 Employment Update

(A)  Employment dropdown menu: Select an option from this dropdown to indicate
employment.

(B)  Next Button: Click this button to move on to the next step in the enroliment
process.
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Step 32: In the Employment Details panel, enter the Employment End Date.

Step 33: Click the Next button.

Enrollment Wizard

Enrollment Laokup > Enroliment Wizard *

Enroliment Type

Employer Detail

Employee Detail

Employment Update

Employment Details

Enrollment Summary

x + Displaying page 10of 1. —

Employment Details
What are Pam Walsh's Termination Details?
Contract or Written Agreement on File : Yes
Total Estimated Contracted Hours: 2000
Member of ND PERS : No

* Employment Start Date : 09/01/2024

Comments :

Employment History

Previous - Submit

Total Estimated Eligible Earnings : $50,000.00
Part-Time Indicator: No

o * Employment End Date: | 0g/06/2024 ™

Screen 105: Enrollment Wizard — Step 8 Employment Details

(A) Employment End Date field: Enter the employment end date within this calendar

field using the format MM/DD/YYYY.

(B)  Next button: Click this button to move on to the next step in the Enrollment

Wizard.
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Step 34: In the Employment, Demographic, and Communication panels, review
the information.

Step 35: Click the Certify checkbox, then enter the Submitted By.

Step 36: Click the Submit button.

Enrollment Wizard

Enrollment Lookup » Enrollment Wizard * X Displaying page 1 of 1.

‘ [ All changes successfully saved. ]

Gender: Female Date of Birth : 05/10/1990 Marital Status : Single

. Enroliment Summary

Communication

Phone Number : (555)555-5555 Email : fake@fake.com

Address : 1234 Bismark,ND-North
Dakota, 12345

0 | certify that the information provided for this Employee is accurate and complies with the policies of the pension agency for participation in the Teachers'
Fund for Retirement Benefit Program.

@ * submitted By

Suppress Warnings

Validation Information

Previous Next -

Screen 106: Enrollment Wizard — Step 9 Enrollment Summary

(A)  Certify checkbox: Click the checkbox to certify that the enrollment information is
accurate and complies with ND TFFR policies.

(B)  Submitted By Field: To complete this field, enter your name within this field.

(C)  Submit Button: Click this button to submit the new employee enrollment.

Note: The Validation Information panel displays any information, warning, or error
messages associated with the record. Messages with a Severity of Error or Warning
need to be corrected before the record can be marked as Valid. A user may suppress a
warning message that is within acceptable conditions by selecting the warning and
clicking the Suppress Warning button.
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Upload and Review Payroll Files

The Employer Payroll file is sent to NDRIO to report on pay period related dates,
earnings, hours, and other employment related information. The process starts with the
file being uploaded to the ESS. The ESS then performs validations on the file and either
rejects the file or accepts the file. When the file is accepted, the ESS creates an
Employer Payroll Summary record, an Employer Payroll Header record for each record
in the file, and an Employer Payroll Detail record for each Detail record in the file.
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Task 1. Upload Payroll Files

Upload Payroll Files
The Organization Contact needs to upload an Employer Payroll File.

Follow the steps below to upload a Payroll File.

Step 1: Navigate to the Hamburger Menu icon. Under the File Upload Hamburger
Menu, select Upload Files.

My Dashboard
Employee Search
Enrollments < 0 2> TODOLIST
Enrollment Summary voice D+ 1 Status: Open ; No records to display.
lance Due Date Days Late
Employer Payroll Summary MESSAGES AND OPPORTUNITIES
09/10/2024 1
Employer Payroll Header
No records to display.
Employer Payroll Detail
Invoice
ilance Due Date Days Late
Request Request Type Request Date Status
09/15/2024 L]
Organization Bank Process Employer Payroll Header 09/11/2024 In Progress
Upload Files s
View Processed
Pay Date : 08/31/2024 Status: Valid ;
Files
My Documents
................

Screen 107: ESS Hamburger Menu

(A) Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B) File Upload Hamburger Menu item: Select this Hamburger Menu item to display
the submenu.

(C) Upload Files submenu item: Select this submenu to view the Upload File screen.
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Step 2: In the File Upload panel, select Employer Payroll from the File Definition
dropdown menu.

Step 3: In the File Path field, click the Select Files button to select and open the
appropriate file.

Step 4: Click the Upload Files button.

Upload File

File Upload ~

To submit a file:
Use the "Select Files...” button to select your file(s).
Select or provide the Organization ID to associate the file to an Organization.
Click the "Upload Files" button.

* Organization : 23003

* File Definition : | grpioyer payroll v e
O E2
Payroll_Test_2.csv(151 bytes ) x
Upload Files e

Screen 108: Upload File Screen

(A)  File Definition dropdown menu: Select an option from this dropdown to indicate
the file type.

(B)  Select Files button: Click this button to open the file explorer window and search
for and select the file.

(C)  Upload Files button: Click this button to validate and upload the file.

Once the file has passed the upload validations, ESS highlights the File section with
green. If the file fails the validation check, the highlight will be red, and the file will not be
processed further.

Example of the message of a file with a valid format:

* File Path :
S s [ o |

b, Payroll_Test_2.csv(152 bytes )
E .

1 of 1 files successfully uploaded.

Rev. 10/2024 126



MyTFFR Business Partner Self-Service Handbook

Example of the message of a file with an invalid format:

Payroll_Test_2.csv(151 bytes ) Error
x

0 of 1 files successfully uploaded,

* File Path

If the file is not processed at the time of uploading it, that means there is an issue with
the file format. This does not mean there is an issue with the data contained in the file
The file needs to be edited outside of the ESS and then re-uploaded.

Once the file layout has been validated and the file is successfully uploaded, the ESS
transmits the data in the file to NDRIO’s system. The ESS runs a series of additional
validations on the data contained in the file to ensure it is complete and error-free.

Rev. 10/2024

127



MyTFFR Business Partner Self-Service Handbook

Task 2: View/Update an Uploaded Employer Payroll File

View/Update an Uploaded Employer Payroll File

Follow the steps below to update and submit an Employer Payroll Header from an
uploaded Employer Payroll File.

Step 1. Navigate to the Hamburger Menu icon. Under the Employer Payroll
Reporting Hamburger Menu, select Employer Payroll Summary.

A /2 My Dashboard
Employee Search
Enroliments < 0 2> TODOUST
Enroliment Summary N ds to displ.
nvoice ID: 1 Status: Open ; o records to display.
lance Due Date Days Late
Employer Payroll Summary G MESSAGES AND OPPORTUNITIES
09/10/2024 1
Employer Payroll Header
No records to display.
Employer Payroll Detail
Invoice
ilance Due Date Days Late
Request Request Type Request Date Status
09/15/2024 L]
Organization Bank Process Employer Payroll Header 09/11/2024 In Progress
Upload Files
View Processed
Pay Date : 08/31/2024 Status: Valid ;
Files
My Documents
................

Screen 109: ESS Hamburger Menu

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B)  Employer Payroll Reporting Hamburger Menu item: Select this Hamburger Menu
item to display the submenu.

(C)  Employer Payroll Summary submenu item: Select this submenu to view the
Employer Payroll Summary Lookup screen.
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Step 2: In the Search Criteria panel, enter the known criteria.

Step 3: Click the Search button.

Step 4: Within the Search Results panel, click the Employer Payroll Summary ID

hyperlink.
Employer Payroll Summary Lookup
[ 1 Records met the search criteria. ]
Search Criteria () ~
Reporting Organization : Employer Payroll Summary 1D : File Reference ID :
Summary Status : | cojoct options - Employer Payroll Source: | oo aptions - Posted Status: | ¢ojoc options -
e Posted Date (From) : =] Posted Date (To) : @]
- Reset Store Search
Search Results .
- - Export to Excel View Chart
Results 1-10f 1 @
[l Employer Payroll Summary ID  Reporting Organization ~Summary Status  Employer Payroll Source  Posted Status ~ Posted Date  File Reference ID
m] 1 Edgeley School Review Web Portal Not Posted

Screen 110: Employer Payroll Summary Lookup Screen

(A)  Search Criteria Panel: Displays fields allowing the user to enter known criteria to
narrow search parameters. Fields include:

e Reporting Organization

e Employer Payroll Summary ID

e File Reference ID

e Summary Status dropdown menu

e Employer Payroll Source dropdown menu
e Posted Status dropdown menu

e Posted Date (From)

e Posted Date (To)

(B)  Search Button: Click this button to return search results that match the search
criteria entered.

(C)  Employer Payroll Summary ID Hyperlink: Click this hyperlink to navigate to the
Employer Payroll Summary screen.
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Step 5: In the Employer Header panel, click the Reporting Organization hyperlink.

Employer Payroll Summary

Employer Payroll Summar... > Employer Payroll Summar... % <« Displaying page 1 of 1. —

‘ Record displayed.

Employer Payroll Summary ~
Employer Payroll Summary.
Reporting Organization : Edgeley School Employer Payroll Summary ID: 1 Status: Review
Employer Payroll Source : Web Portal Reporting File : File Creation Date/Time :
Posted Date : Posted Status: Mot Posted Record Count: 1

Employer Payroll Header

Edit Selected Add Payroll Header

S:unt Count Count
a g Total Total Total EE Pre- Total EE Total ER Pick- Memb

Remittance  Reporting Employer Month Month End = 3 Total ER Records
(] Status Eligible Retirement  Tax After-Tax up Pre-Tax Records  Exceet
Zaits CrEatizationgpicd el el Bt Earnings  Earnings Contributions  Contributions  Contributions Conaibutians :;I::st wiHours  IRC 40
Worked  (17)Li/

e Taught
O  Review ‘SESEEE\J 08/01/2024  08/31/2024 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
L__Validation Information A

Screen 111: Employer Payroll Summary Screen

(A)  Reporting Organization Hyperlink: Click this hyperlink to display the Employer
Payroll Header Maintenance Screen.
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Step 6: Scroll down to the Employer Payroll Details panel. Under the Details by
Status tab, click the Contribution Status hyperlink.

Note: If no errors or warnings are found in the payroll details record, the hyperlink will
say “Valid.”

Employer Payroll Header Maintenance

Employer Payroll Details e ~
e Details By Status ~ Details By Error Type | Details By Error
Sontribution Status Payroll Detail by Status ~
@ Review, ! Status: | elect options ~ | Apply Filter Reset

Review

Screen 112: Employer Payroll Header Maintenance Screen

(A)  Employer Payroll Details panel: Displays the Payroll Detail records by Status,
Error Type, and Error.

(B) Details By Status tab: Displays the number of Detail records per Contribution
Status.

(C)  Contribution Status hyperlink: Click this hyperlink to navigate to the Employer
Payroll Detail Lookup screen. The Search Results panel will be prepopulated
with the Payroll Detail records associated with the Employer Payroll Header.
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Step 7: Click the Employer Payroll Detail ID hyperlink.

Employer Payroll Detail Lookup

Error Type: | 4 \,‘ Employer Payroll Header ID: | 5 Employer Payroll Detail 1D :
Manth Begin Date From: n ‘ Month Begin Date To: E Employer Model : Select options -
Month End Date From : D ‘ Month End Date To : m Members Exceed IRC401(a)(17) | -
Limit: -~ —
Last Date Taught Present: | ,, v ‘ Hours Worked Present: =, - Pay Code | 4 v
- Reset Store Search
Search Results ~
- Export to Excel View Chart
Results 1-1 of 1
loyer
- m‘r’ Transaction  Person E'“PIE'HM Benefit Month Month End  Pay Period  Payroll M"F“mm Fiscal ;ﬁ;lal o EePreTax EE After Tax :m"" E
Detall ID Type Name chm Program Begin Date  Date Pay Date Detail Eamnings Year Earnings Contributions  Contributions T TIo
Sadie Ed Teachers'
w] e 2 Regular Hunt s geley Fund for 07/01/2024  07/31/2024  07/31/2024  Review $1,000.00 $1,000.00 $0.00 $0.00 $117.50
Wilson Retirement

Screen 113: Employer Payroll Detail Lookup Screen
(A)  Employer Payroll Detail ID hyperlink: Click this hyperlink to navigate to the

Employer Payroll Detail Maintenance screen to view or edit the details of the
selected record.
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Step 8: Scroll to the Validation Information panel. Address the messages listed by
updating the record. If necessary, select the Suppress Warning checkbox.

Step 9: Repeat Step 8 for all Employee Payroll Detail records.

Employer Payroll Detail Maintanance

Pay Code Detail A~
Add Delete
Pay Code Eligible Earnings
Main teaching and/or adn v $1,000.00
Validation Information e A~

Suppress Warnings : [

Message ID  Message Severity
30301058 The Reported Salary exceeds the maximum increase of 50% from the previous Pay Period for this Member Warning
30301010 Reported PRE Tax EE Contribution,Employer Pickup do not match the system-calculated amount for this Contribution Type.  Error

31302507 Reported Retirement Earnings doesn't match the Calculated Retirement Earnings after applying the tolerance level Error

Audit Information

Created : [WORKER_1] 09/11/2024 05:11 PM Modified : [WORKER_1] 09/11/2024 05:11 PM

Screen 114: Employer Payroll Detail Maintenance Screen

(A)  Validation Information panel: Displays any information, warnings, or error
messages associated with the record. Note: Messages with a Severity of Error or
Warning will need to be corrected before the file can be marked as Valid. A user
may suppress a warning message that is within acceptable conditions by clicking
the Suppress Warning checkbox and clicking the save button.
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Step 10: Once all Errors have been addressed, navigate back to the Employer
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Payroll Header Maintenance screen. The Status should now be “Valid.”

/4 itr Employer Payroll Header Maintenance

Employer Payroll Summar Employer Payroll Summar

Employer Payroll Header. x += Displaying page 1 of 1. —

| [ All changes successfully saved. ]

| Save Void

Employer Payroll Header

Count of Current Records : 1

Count of Records w/Last Date
Taught Present :

Submitted By :

Suppress Warning :

Copy Forward Add Payroll Detail

* Organization Name : Edgeley School
* Benefit Program : Teachers' Fund for Retirement
* Period Type : Regular

Total Retirement Earnings: $1,063.83

Last Interest Grant Date : 12/01/2022

Employer Payroll Header ID: 2
* Month Begin Date : 07/01/2024
* Employer Model : Model 2 - Partial
Total Eligible Earnings : $1,000.00
Count of Adjustment Records :
Count of Records w/Hours
Worked Present :
Is Validated : No

Submitted Date :

Status: Valid

*Month End Date: 07/31/2024
Remittance Status :
Total Record Count: 1

Count of Adjustments to a Prior
FY:

Count of Members Exceeding IRC
401(a)(17):

Submitted : N

Screen 115: Employer Payroll Header Maintenance Screen
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Step 11: In the Verify and Submit panel, click the Certify checkbox.

Step 12: Enter the Submitted By, then click the Submit Selected button.

Employer Payroll Header Maintenance

Payroll Detail Transaction Type : v | Filter Transaction Type

Total EE Pre-Tax Contributions : $61.17 $61.17

Total EE After-Tax Contributions : $0.00 $0.00

Total ER Pick-up Pre-Tax Contributions : $63.83 $63.83
Total ER Contributions : $135.64 $135.64
Total : $26064 $260.64

Verify And Submit

@ Submitted By: Submit Selected e

Employer Payroll Details

Details By Status ~ Details By Error Type = Details By Error

Contribution Type  Total Reported Amount  Total Calculated Amount  Discrepancy

$0.00

$0.00

$0.00

$0.00

[ I certify that the information provided for this Payroll Header is accurate and complies with the policies of the pension agency.

Screen 116: Employer Payroll Header Maintenance screen

(A)  Certify Checkbox: Click the checkbox to certify that the employer payroll header
information is accurate and complies with the ND TFFR policies.

(B)  Submitted By field: To complete this field, enter the name of the user that is

certifying the employer payroll header information.

(C)  Submit Selected button: Click this button to submit the employer payroll header.
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Manually Create and Maintain Summary, Header,
and Detail Records

Rarely, a reporting Organization will be unable to upload employer payroll files. In such
a case, the system allows users to manually create the summary, headers, and details
for the pay period (in that order).

The designated Organization Contact can create a file starting with summary record.
Once the summary exists, the system will allow creating header record with the
following:

e The employer organization’s name
e Benefit program and combination
e Pay Period Type.

e Pay Period date range

When those are saved, the system will allow creating detail records with the following:

The employee’s SSN

The employee’s name

The specific kind of detail (called a Transaction Type):
o Regular: The employee earned service credit for the pay period
o Adjustment: The detail is correcting a previously posted detalil

The employee’s salary

The details of the employee’s contributions

License Information.

Pay Code Detail records.

If the employer is reporting information that matches or nearly matches their previous
posted reporting, the user should copy forward their previous file. For example, the
employer posted a file for the month of January 2024. Salaries and other employment
information have not significantly changed for February 2024. The agency should copy
forward the January 2024 file and make any necessary updates for the current month,
rather than manually enter mostly the same information for February 2024.
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Task 1. Create and Maintain Summary, Header, and Detail Records

Create and Maintain Summary, Header, and Detail Records

Follow the steps below to manually create a summary, header, and detail record.

Step 1: Navigate to the Hamburger Menu icon. Under the Employer Payroll
Reporting Hamburger Menu, select Employer Payroll Summary.

A /4 ‘ My Dashboard
Employee Search
Enrollments «@z> TODOLIST
Enroliment Summary voice D - 1 Status: Open ; No records to display.
llance Due Date Days Late
Employer Payroll Summary O MESSAGES AND OPPORTUNITIES
09/10/2024 1
Employer Payroll Header
Nao records to display.
Employer Payroll Detail
_ folee D15 St Open ;MY SERVICE REQUESTS
Invoice | —— —
ilance ue Date ays Late
uest Type Request Date Status
Request Red =
09/15/2024 o
Organization Bank Process Employer Payroll Header 09/11/2024 In Progress
Upload Files
View Processed
Pay Date : 08/31/2024 Status: Valid ;
Files
My Documents
................

Screen 117: ESS Hamburger Menu

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B)  Employer Payroll Reporting Hamburger Menu item: Select this Hamburger Menu
item to display the submenu.

(C)  Employer Payroll Summary submenu item: Select this submenu to view the
Employer Payroll Summary Lookup screen.
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Step 2: In the Search Results panel, click the New button.

My TFF Employer Payroll Summary Lookup

Search Criteria ~
Reporting Organization : | | Employer Payroll Summary ID : File Reference ID :
Summary Status : Select options . Employer Payroll Source : Select options Posted Status : Select options
Posted Date (From): &) Posted Date (To) : =]
- Reset Store Search
Search Results ~
E - Export to Excel View Chart
1 Employer Payroll Summary ID y Employer Payroll Source  Posted Status  Posted Date  File Reference ID
No records to display.
Screen 118: Employer Payroll Summary Lookup screen
(A)  New button: Click this button to display the Employer Payroll Summary
Maintenance screen.
Step 3: Click the Save button.
Employer Payroll Summar. Employer Payroll Summar... X + Displaying page 10f 1. —
| [ Record displayed. Please make changes and press SAVE. |
Save e

Employer Payroll Summary

Employer Payroll Summary
Reporting Organization : Edgeley School Employer Payroll Summary 1D : Status: Review
Employer Payroll Source: Web Portal Reporting File : File Creation Date/Time :
Posted Date : Posted Status: Mot Posted Record Count :
. .
Created : Modified :

Screen 119: Employer Payroll Summary Maintenance screen

(A)  Save button: Click this button to save the changes to the record and display the
Employer Payroll Header section.
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Step 4: Under the Employer Payroll Header section, click the Add Payroll Header

button.

e Employer Payroll Summary Maintenance

Employer Payroll Summar... > Employer Payroll Summar x

+ Displaying page 1 of 1. —

| Record displayed.

Employer Payroll Summary

Employer Payroll Summary
Reporting Organization : Edgeley Schaol
Employer Payroll Source : Web Portal
Posted Date :

Employer Payroll Header

Add Payroll Header

Manth
Remittance  Reporting Employer
SRS g Organization  Model Db

Validation Information

Message D Message

Employer Payroll Summary ID: 5 Status : Review

Reporting File : File Creation Date/Time :

Posted Status : Not Posted Record Count :
Count of Gountof Count of
Month  Total Total Total EE Pre-  Total EE After-  Total ER Pick- Total ER Records. e Members
End Eligble  Retirement  Tax Tax up Pre-Tax Contributions /L35t wiHours  Exceeding
Date  Earnings Earnings (@ C C Date Worked  'RCA401(a)
Taught (17) Limit

No records to display.

Severity

Pay  Invoice
Now  Created

Screen 120: Employer Payroll Summary Maintenance screen

(A)  Add Payroll Header: Click this button to display the Add New Payroll Header pop-
up window and create a new record.
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Step 5: Select an option from the Organization Name, Benefit Program and Pay
Period Type dropdown menus.

Step 6: Enter the Month Begin Date and Month End Date.

Step 7: Click the Create button.

Reporting Organization : Edgeley School

* Benefit Program : e - * Pay Period Type : Qular v‘

e * Menth Begin Date : l:! D * Month End Date : '; D‘

Create |

Screen 121: Add New Payroll Header Pop-Up window

(A)  Organization Name dropdown menu: Select an option from this dropdown menu
to indicate the name of the Organization.

(B) Benefit Program dropdown menu: Select an option from this dropdown menu to
indicate the Benefit Program.

(C) Pay Period Type dropdown menu: Select an option from this dropdown menu to
indicate the type of pay period.

(D)  Month Begin Date field: To complete this field, enter the start date of the pay
period.

(E) Month End Date field: To complete this field, enter the end date of the pay
period.

(F)  Create button: Click this button to save the record and add it to the grid.
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Step 8: Within the grid, click the Reporting Organization hyperlink.

4 TFFK Employer Payroll Summary

Employer Payroll Summary

Reporting Organization : Edgeley Schaol Employer Payroll Summary ID: 5 Status: Review
Employer Payroll Source : Web Portal Reporting File : File Creation Date/Time :
Posted Date : Posted Status : Not Posted Record Count :

Employer Payroll Header

EditSelected | | Add Payroll Header
g'eum Count Count of
Total  Total Total EEPre-  Total EE Total ER Pick- Members
O staws Femittance Reporting - Employer Month = MomhEnd gigble  Retirement Tax AfterTax  upreTax [0 RECOMS pocorgs  xcecding
e s e € Earnings Earnings  Contributions  Contributions  Contributions ';a wiHours  IRC 401(a)
"®  Worked (17)Limit

Taught

) Edgeley
Review 6 s 08/01/2024  08/31/2024  $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

Validation Information

Screen 122: Employer Payroll Summary Maintenance screen

(A)  Reporting Organization hyperlink: Click this button to display the Employer
Payroll Maintenance screen.
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Step 9: In the Employer Payroll Header panel, click the Add Payroll Detail button.

Employer Payroll Header Maintenance

Save Void
Employer Payroll Header ~
* Organization Name : Edgeley School Employer Payroll Header ID: 3 Status: Review
* Benefit Program : Teachers' Fund for Retirement * Month Begin Date : 08/01/2024 * Month End Date : 08/31/2024
* Period Type : Regular * Employer Model : Model 2 - Partial Remittance Status :
Total Retirement Earnings: $0.00 Total Eligible Earnings : $0.00 Total Record Count :
Count of Current Records : Count of Adjustment Records : Count of Adjustments to a Prior
FY:
Count of Records w/Last Date Count of Records w/Hours Count of Members Exceeding IRC
Taught Present : Worked Present : 401(a)(17):
Last Interest Grant Date : Is Validated : No
Submitted By : Submitted Date : Submitted : N
Suppress Warning: [J
Copy Forward Add Payroll Detail
Contributions Totals ~

Screen 123: Employer Payroll Header Maintenance screen

(A)  Add Payroll Detail button: Click this button to display the Employer Payroll Detail
Maintenance screen.
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Step 10: Within the Employer Payroll Detail section, enter the SSN, First Name,
and Last Name.

Step 11: Select an option from the Transaction Type dropdown menu.

Step 12: Enter the Reported Retirement Earnings.

Step 13: Select an option from the Exceeded IRC 401(a)(17) Limit dropdown
menu.

Step 14: Enter the ND Teaching License Number and ND Teaching License
Expiration Date.

Note: For situations in which the retired member has returned to work, the Hours
Worked field must be reported every month.

Step 15: Click the Save button.

mr ) > e X Displaying page 1 of 1
nrd displayed. Please make changes and press SAVE. ]
Sa

Save And New Reset
Employer Payroll Detail ~

Employer Payroll Header

Organization Name : Edgeley Schaal Emplayer Payroll Header ID: 3 Status: Review

Benefit Program : Teachers’ Fund for Retirement Month Begin Date : 08/01/2024 Month End Date : 08/31/2024

Employer Payroll Detail
Employer Payroll Detail 1D :

Employer Model

“SSN @ Status
* First Name 9 Middle Name : * Last Name Q

* Transaction Type : [ oo Q . * Reported Retirement Earnings e o0 Calculated Retirement Earnings : $0.00

* Exceeded IRC 401(a)(17) Limit o . Last Date Taught : Hours Worked :

* ND Teaching License Number @ . @ Total Eligible Earnings : $0.00
ND Teaching License Expiration Date :

Screen 124: Employer Payroll Detail Maintenance screen

(A) SSN field: To complete this field, enter the employee’s social security number.
(B)  First Name field: To complete this field, enter the employee’s first name.
(C) Last Name field: To complete this field, enter the employee’s last name.

(D)  Transaction Type field: Select an option from this dropdown menu to indicate the
type of transaction for the Payroll Header. Options include:

e Regular

e Adjustment
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Note: If Adjustment is selected, ESS populates the FY for Adjustment field and allows
the user to enter the fiscal year for the adjustment.

(E) Reported Retirement Earnings field: To complete this field, enter the retirement
earnings for the employee.

(3] Exceeded IRC 401(a)(17) Limit dropdown menu: Select an option from this
dropdown menu to indicate if the employee exceeded the IRC 401(a)(17) limit.
Options include:

e Yes
e NoO

(G) ND Teaching License Number: To complete this field, enter the employee’s ND
Teaching License number.

(H)  ND Teaching License Expiration Date: To complete this field, enter the expiration
date for the employee’s ND Teaching License.

() Save button: Click this button to save the record.

Note: Click the Save and New button to save the record and add a new record.

Step 16: Under the Pay Code Detail panel, click the Add button.

Employer Payroll Detail Maintanance

EE After-Tax Contribution : 5.75% $0.00 $0.00 $0.00
ER Pick-up Pre-Tax Contribution : 6.00% $73.50 $73.50 $0.00
ER Contribution : 12.75% $156.19 $156.19 $0.00

Total : $300.13 $300.13

Comments :

Pay Code Detail

0 Add Delete

1 PayCode Eligible Earnings

No records to display.

Validation Information

Suppress Warnings : |

Screen 125: Employer Payroll Detail Maintenance screen

(A)  Add button: Click this button to display the fields within the grid and allows the
user to add a new pay code record.
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Step 17: Select an option from the Pay Code dropdown menu, then enter the
Eligible Earnings.

Employer Payroll Detail Maintanance

ER Contribution : 12.75% $156.19 $156.19 $0.00
Total: $300.13 $300.13

Comments :

Pay Code Detail

Add Delete
[ PayCode Eligible Earnings
a e v @ $0.00

Validation Information
Suppress Warnings : (]

Message ID  Message Severity

21307807 Dannrrad i Dari Earninge dnscn't march tha Calrularad Bativamant Earninac afrar annluing the trlarancs lousl  Ereor

Screen 126: Employer Payroll Detail Maintenance screen

(A)  Pay Code dropdown menu: Select an option from this dropdown menu to indicate
the pay code for the Pay Detail record.

(B) Eligible Earnings field: To complete this field, enter the eligible earnings for the
pay code reported.

Note: The total of all subordinate Pay Code records must equal the total retirement
eligible pay for the individual employee.
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Step 18: Scroll up and click the Save button.

Step 19: Click the X icon in the top navigation bar to return to the Employer
Payroll Header Maintenance screen.

Employer Payroll Detail Maintanance

Employer Payroll Summar... > Employer Payroll Summar... Employer Payroll Header... Employer Payroll Detail...* + Displaying page 1 of 1. —
|_®ow added to the grid
Save Void Reset

Employer Payroll Detail

Employer Payroll Header

Organization Name : Edgeley School Employer Payroll Header ID: 3 Status: Review
Benefit Program : Teachers' Fund for Retirement Month Begin Date : 08/01/2024 Month End Date : 08/31/2024

Employer Payroll Detail

Employer Payroll Detail ID: 3

Employer Model : Model 2 - Partial

*SSN: | 521-36-9542 Status: Review
*FirstName : | FIRST_NAME_32233 Middle Name : *LastName: | | AST NAME_32233
* Transaction Type : Regular - * Reported Retirement Earnings : $1,225.00 Calculated Retirement Earnings : $0.00
* Exceeded IRC 401(a)(17) Limit : No - Last Date Taught : D Hours Worked :

Screen 127: Employer Payroll Detail Maintenance screen

(A)  Save button: Click this button to save the record.

(B)  Xicon: Click this icon to navigate back to the Employer Payroll Header
Maintenance screen.
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Step 20: Under the Verify and Submit panel, click the Certify checkbox, then enter
the Submitted By.

Step 21: Click the Submitted Selected button.

Employer Payroll Header Maintenance

Contribution Type  Total Reported Amount  Total Calculated Amount  Discrepancy

Total EE Pre-Tax Contributions : 57493 $74.93 $0.00
Total EE After-Tax Contributions : $0.00 $0.00 $0.00
Total ER Pick-up Pre-Tax Contributions : $78.19 $78.19 $0.00
Total ER Contributions : $166.16 $166.16 $0.00
Total : $319.28 $319.28

Verify And Submit

@ [ I certify that the information provided for this Payroll Header is accurate and complies with the policies of the pension agency.

Submitted By: @ Submit Selected o

Employer Payroll Details

Details By Status ~ Details By Error Type = Details By Error

Contribution Status

St B Payroll Detail by Status

Screen 128: Employer Payroll Header Maintenance screen

(A)  Certify Checkbox: Click the checkbox to certify that the employer payroll header
information is accurate and complies with the ND TFFR policies.

(B)  Submitted By field: To complete this field, enter the name of the user that is
certifying the employer payroll header information.

(C)  Submit Selected button: Click this button to submit the employer payroll header.
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Task 2. Copy Forward Employer Payroll Record

Copy Forward Employer Payroll Record

This feature is used when manually creating the payroll file, and payroll changes are
minimal from any prior month (it allows the user to copy any of the last three pay
periods). It will only be used if an automated file is not available from the Payroll vendor,
a situation that should happen infrequently.

Follow the steps below to copy forward the previous month’s payroll.

Step 1: Navigate to the Hamburger Menu icon. Under Employer Payroll Reporting
Hamburger Menu. Select Employer Payroll Summary.

My Dashboard
Employee Search
Enroliments < 0 2> TODOUST
Enroliment Summary voice 1D : 1 Status: Open ; No records to display.
llance Due Date Days Late
Employer Payroll Summary o MESSAGES AND OPPORTUNITIES
09/10/2024 1
Employer Payroll Header
Nao records to display.
Employer Payroll Detail
_ folee D15 St Open ;MY SERVICE REQUESTS
Invoice | —— —
ilance ue Date ays Late
uest Request Date Status
Request Req ype eq
09/15/2024 o
Organization Bank Process Employer Payroll Header 09/11/2024 In Progress
Upload Files
View Processed
Pay Date : 08/31/2024 Status: Valid ;
Files
My Documents

Screen 129: ESS Hamburger Menu

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B)  Employer Payroll Reporting Hamburger Menu item: Select this Hamburger Menu
item to display the submenu.

(C)  Employer Payroll Summary submenu item: Select this submenu to view the
Employer Payroll Summary Lookup screen.
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Step 2: In the Search Results panel, click the New button.

FAT Employer Payroll Summary Lookup

Search Criteria ~
Reporting Organization : ‘ | Employer Payroll Summary ID : | File Reference ID :
Summary Status : ‘ Select options - Employer Payroll Source : | Select options - Posted Status : | copory options -
Posted Date (From) : ‘ m Posted Date (To): | B
- Reset Store Search
Search Results ~
I Employer Payroll Summary ID Y Employer Payroll Source  Posted Status ~ Posted Date  File Reference ID
No records to display.

Screen 130: Employer Payroll Summary Lookup screen

(A)  New button: Click this button to display the Employer Payroll Summary
Maintenance screen.
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Step 3: Click the Save button.

Self-Service Handbook

Employer Payroll Summar... » Employer Payroll Summar...

[ (Record displayed. please make changes and press SAvE. |

Save e

Employer Payroll Summary

Employer Payroll Summary

Created :

Reporting Organization :
Employer Payroll Source :

Posted Date :

Employer Payroll Summary ID :
Reporting File :

Posted Status :

Modified :

Status: Review
File Creation Date/Time :

Record Count :

Screen 131: Employer Payroll Summary Maintenance screen

(A)  Save button: Click this button to save the changes to the record and display the

Employer Payroll Header section.

Step 4: Under the Employer Payroll Header section, click the Add Payroll Header
button.

Employer Payroll Summary Maintenance

Employer Payroll Summar... > Employer Payrc

Record displayed.

Employer Payroll Summary

Employer Payroll Header

Add Payroll Header

| Status

Validation Information

Employer Payroll Summary

Reporting Organization
Employer Payroll Source
Posted Date :

Remittance  Reporting
Status Organization  Model

Employer Payroll Summary ID: 5
Reporting File :

Posted Status: Not Posted

Total EE Pre-

Tax
C

Contributions o

No records to display.

Status: Review

File Creation Date/Time :

Record Count :
Count of Count of
Count of
:‘“'L::s Records. :‘;:';'I"s Pay  Invoice
fHours oo 401“3 Now  Created
Worked 2]
Taught (17) Limit

Message D Message

Screen 132: Employer Payroll Summary Maintenance screen

(A)  Add Payroll Header: Click this button to display the Add New Payroll Header pop-

up window and create a new record.
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Step 5: Select an option from the Organization Name and Benefit Program
dropdown menus.

Step 6: Enter the Month Begin Date and Month End Date.

Step 7: Click the Create button.

Reporting Organization : Edgeley School

* Benefit Program : e - * Pay Period Type : Regular

G * Month Begin Date : Q @] * Month End Date : Q

Create

Screen 133: Add New Payroll Header Pop-Up window

(A)  Organization Name dropdown menu: Select an option from this dropdown menu
to indicate the name of the Organization.

(B)  Benefit Program dropdown menu: Select an option from this dropdown menu to
indicate the Benefit Program.

(C)  Month Begin Date field: To complete this field, enter the start date of the pay
period.

(D)  Month End Date field: To complete this field, enter the end date of the pay
period.

(E)  Create button: Click this button to save the record and add it to the grid.
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Step 8: Within the grid, click the Reporting Organization hyperlink.
Employer Payroll Summar.. Employer Payroll Summar... X% <+ Displaying page 10of 1. —

Employer Payroll Summary

Reporting Organization : Edgeley School Employer Payroll Summary ID: 8 Status: Review
Employer Payroll Source : Web Portal Reporting File : File Creation Date/Time :
Posted Date : Posted Status : Not Posted Record Count :

Employer Payroll Header

Edit Selected Add Payroll Header
5'0‘"“ Count Count of
P Remittance rting Employer Month Month End Total Total Total EE Pre-  Total EE Total ER Pick- Total ER Records Members
s s W:nixillun Model Begin Date Date Eligible Retirement  Tax After-Tax up Pre-Tax Contributions  wilast Records  Exceeding
B Earnings  Earnings Contributions ~ Contributions  Contributions Date wiHours  IRC 401(a)
Taugh (17) Limit
Review 0 Edgeley 08/01/2024  08/31/2024 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

Screen 134: Employer Payroll Summary Maintenance screen

(A)  Reporting Organization hyperlink: Click this button to display the Employer
Payroll Maintenance screen.

Step 9: In the Employer Payroll Header panel, click the Copy Forward button.

/ TFFR Employer Payroll Header Maintenance

Employer Payroll Summar.. Employer Payroll Summar... >  Employer Payroll Header... X% +— Displaying page 1 of 1. —
| [ Record displayed. Please make changes and press SAVE. ]
Save Void
Employer Payroll Header ~
* Organization Name : Edgeley School Employer Payroll Header ID: 4 Status: Review
* Benefit Program : Teachers' Fund for Retirement * Month Begin Date : 08/01/2024 * Month End Date : 08/31/2024
* Period Type : Regular * Employer Model : Model 2 - Partial Remittance Status :
Total Retirement Earnings : $0.00 Total Eligible Earnings : $0.00 Total Record Count :
Count of Current Records : Count of Adjustment Records : Count of Adjustments to a Prior
FY:
Count of Records w/Last Date Count of Records w/Hours Count of Members Exceeding IRC
Taught Present : ‘Worked Present : 401(a)(17):
Last Interest Grant Date : Is Validated : No
Submitted By : Submitted Date : Submitted : N
e Suppress Warning: ()
Copy Forward Add Payroll Detail

Screen 135: Employer Payroll Header Maintenance screen

(A)  Copy Forward button: Click this button to display the Copy Forward pop-up
window.
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Step 10: Select an option from the Month Begin Date dropdown menu.

Step 11: Click the Copy Forward button.

Last" "1" "Regular reports
submitted by" "Edgeley School-
Teachers' Fund for Retirement

* Month Begin Date :
v

Month End Date : 08/31/2024  Pay Period Pay Date : Remittance Status : Total Contributions : $0.00 Record Count:

e 08/31/2024

Copy Forward

Screen 136: Copy Forward Pop-Up window

(A)

(B)

Month Begin Date dropdown menu: Select an option from this dropdown menu to
indicate the pay period to copy. Note: The available options will be the last three
payroll periods.

Copy Forward button: Click this button to create a duplicate Employer Payroll
Header associated with the Month Begin Date.
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Step 12: Scroll to the Employer Payroll Details panel. Under the Detail Status tab,
click the Contribution Status hyperlink.

Note: If no errors or warnings are found in the payroll detail records, the hyperlink will
say “Valid.”

Employer Payroll Header Maintenance

Total : $319.28 $319.28

Employer Payroll Details @ ~

e Details By Status | Details By Error Type  Details By Error

Conuribution - Status Payroll Detail by Status ~

0 Beviey ! StatUs: | calect options = | Apply Filter ‘ ‘ Reset

Review

Screen 137: Employer Payroll Header Maintenance screen

(A)  Employer Payroll Details panel: Displays the Payroll Detail records by Status,
Error Type, and Error.

(B)  Detail By Status tab: Displays the number of Detail records per Contribution
Status.

(C)  Contribution Status hyperlink: Click this hyperlink to navigate to the Employer
Payroll Detail Lookup screen. The Search Results panel will be prepopulated
with the Payroll Detail records associated with the Employer Payroll Header.
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Step 13: Click the Employer Payroll Detail ID hyperlink.

pIa Employer Payroll Detail Lookup

ErrorType: | - ‘ Employer Payroll Header ID : Employer Payroll Detail ID:
Month Begin Date From: D‘ Month Begin Date To: (] Employer Model:  ceject options v
Month End Date From : D ‘ Month End Date To : D Members Exceed IRC 401(a)(17) Al -
. - Limit :
Last Date Taught Present: | ,, - ‘ Hours Warked Present: |, v PayCode | ) v
- Reset Store Search
Search Results ~
- Export to Excel View Chart

Results 1-4 of 4

Employer
= E:;':'ﬂ"“’" Transaction o Employer | Beneft  Month  MonthEnd PayPeriod Payroll  herert®d Figcal ;f;"“ EepreTax  EEAferTax  OPE
Detail ID Type Na!me Program Begin Date  Date Pay Date Detail Earnings Year Earnings Contributions  Contributions Contr
Teachers'
o 22 Regular FIRST_NAME 32233 Edgeley Fundfor  08/01/2024 08/31/2024 08/31/2024 Review $1.303.19 $1.225.00 $7493 $0.00
LAST NAME 32233 Schoal AU,

Screen 138: Employer Payroll Detail Lookup screen
(A)  Employer Payroll Detail ID hyperlink: Click this hyperlink to navigate to the

Employer Payroll Detail Maintenance screen to view or edit the details of the
selected record.
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Step 14: Scroll to the Validation Information panel. Address the messages listed

by updating the record. If necessary, select the Suppress Warning
checkbox.

Step 15: Repeat Step 8 for all Employee Payroll Detail records.

Employer Payroll Detail Maintanance

Pay Code Detail

Add Delete
] PayCode Eligible Earnings
Main teaching and/or adn v } $1,000.00

Validation Information e

Suppress Warnings : [
Message ID  Message Severity

30301058 The Reported Salary exceeds the maximum increase of 50% from the previous Pay Period for this Member. Warning

30301010  Reported PRE Tax EE Contribution,Employer Pickup do not match the system-calculated amount for this Contribution Type. ~ Error

31302507 Reported Retirement Earnings doesn't match the Calculated Retirement Earnings after applying the tolerance level Error

Audit Information

Created : [WORKER_1] 09/11/2024 05:11 PM

Modified : [WORKER_1] 09/11/2024 05:11 PM

Screen 139: Employer Payroll Detail Maintenance Screen

(A) Validation Information panel: Displays any information, warnings, or error
messages associated with the record. Note: Messages with a Severity of Error or
Warning will need to be corrected before the file can be marked as Valid. A user
may suppress a warning message that is within acceptable conditions by clicking
the Suppress Warning checkbox and clicking the save button.
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Step 16: Once all Errors have been addressed, navigate back to the Employer
Payroll Header Maintenance screen. The Status should now be “Valid.”

Employer Payroll Header Maintenance

Employer Payroll Summar... » Employer Payroll Summar... >  Employer Payroll Header. x <+ Displaying page 1 of 1. —*

‘ [ All changes successfully saved. |

Save | Void ‘

Employer Payroll Header

* Organization Name : Edgeley School Employer Payroll Header ID: 2 Status: Valid

* Benefit Program: Teachers' Fund for Retirement * Month Begin Date : 07/01/2024 *Month End Date : 07/31/2024

* Period Type: Regular * Employer Model : Model 2 - Partial Remittance Status :

Total Retirement Earnings: $1,063.83 Total Eligible Earnings : $1,000.00 Total Record Count : 1
Count of Current Records: 1 Count of Adjustment Records : Count of Adjustments to a Prior
FY:
Count of Records w/Last Date Count of Records w/Hours Count of Members Exceeding IRC
Taught Present : Worked Present : 401(a)(17):

Last Interest Grant Date: 12/01/2022 Is Validated : No
Submitted By : Submitted Date : Submitted: N

Suppress Warning :

Copy Forward Add Payroll Detail

Screen 140: Employer Payroll Header Maintenance Screen
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Step 17: In the Verify and Submit panel, click the Certify checkbox.

Step 18: Enter the Submitted By, then click the Submit Selected button.

Employer Payroll Header Maintenance

Payroll Detail Transaction Type : . H Filter Transaction Type

Contribution Type Total Reported Amount  Total Calculated Amount  Discrepancy

Total EE Pre-Tax Contributions : $61.17 $61.17 $0.00
Total EE After-Tax Contributions : $0.00 $0.00 $0.00
Total ER Pick-up Pre-Tax Contributions : $63.83 $63.83 $0.00
Total ER Contributions : $135.64 $135.64 $0.00
Total : $260.64 $260.64

Verify And Submit

) I certify that the information provided for this Payroll Header is accurate and complies with the policies of the pension agency.

@ Submitted By: ‘ Submit Selected ‘ e

Employer Payroll Details

Details By Status | Details By Error Type = Details By Error

Screen 141: Employer Payroll Header Maintenance screen

(A)  Certify Checkbox: Click the checkbox to certify that the employer payroll header
information is accurate and complies with the policies of ND TFFR.

(B)  Submitted By field: To complete this field, enter the name of the user that is
certifying the employer payroll header information.

(C)  Submit Selected button: Click this button to submit the employer payroll header.
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View and Create Invoices and Remittance
Requests

When an organization has been invoiced for reported contributions, its Finance Contact
can view open invoices and process payment. Once the payroll file is submitted, an
invoice for the appropriate amount is automatically created for the actual amount and
must be paid via ACH Debit after the file submission. It is important to note that the

contribution reporting is considered as complete only after the payment is made for the
respective invoices.

Finance Contacts can also pay any other invoice types, not just those for reported
contributions. The other invoice types are:

e Delinquency: Invoice created by RIO for money the Organization owes for being
late on another invoice.

e Miscellaneous: Invoice created by RIO for money the Organization owes for a
reason not covered by the other invoice types.

Rev. 10/2024 159



MyTFFR Business Partner Self-Service Handbook

Task 1: View and Pay an Invoice

View and Pay an Invoice

Follow the steps below to view and pay an invoice record.

Step 1: Navigate to the Hamburger Menu icon. Under the Finance Hamburger
Menu, select Invoice.

A /4 My Dashboard
Employee Search ¢ o 2> TO DO LIST
Enroliments
nvoice 1D : 1 Status: Open ; No records to display.
Enrallment Summary
llance Due Date Days Late
Employer Payroll Summary 09/10/2024 1
Na records to display.
Employer Payroll Header
I Payroll il
Employer Il Detall Invoice ID : 15 Status: Open ; MY SERVICE REQUESTS
I Due Dat Days Lat
Invoice Q - uebate Sk Request Type Request Date Status
09/15/2024 o
Request Process Employer Payroll Header 0971172024 In Progress
Organization Bank
Upload Files
) Pay Date : 08/31/2024 Status: Valid
View Processed :
Files
_ Pay Date : 07/31/2024 Status: Valid ;
My Documents
Upload Document

Screen 142: ESS Hamburger Menu

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B)  Finance Hamburger Menu item: Select this Hamburger Menu item to display the
submenu.

(C) Invoice submenu item: Select this submenu to view the Invoice Lookup screen.
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Step 2: In the Search Criteria panel, enter the known criteria.
Step 3: Click the Search button.

Step 4: Within the Search Results panel, locate the appropriate record, then click
the Invoice ID hyperlink.

Invoice Lookup

[ 3 Records met the search criteria. |
Search Criteria 0 ~
Invoice ID : Status : Select options -
Invoice Date (From) : D Invoice Date (To) : D
Due Date (From): D Due Date (To) : m
Invoice Type : Select options hd Invoice Subtype : Select options hd
- Reset Store Search
Search Results ~
- View Chart
Results 1- 3 ois
1 Invoice ID  Invoice Type Invoice Sub Type Invoice Date  Due Date Days Late  Status  Invoice Amount Waived Amount  Total Amount Paid  Net Invoice Amount  Balance
a 8 Employer Payroll  ER Contribution PY  06/30/2024 07/15/2024 52  Open $600.30 30.00 $0.00 $600.30 $600.30
] 2 Employer Payroll  EE Contribution PY ~ 06/30/2024  07/15/2024 52 Open $553.21 $0.00 $0.00 $553.21 $553.21
a 1 Miscellaneous Miscellaneous 08/22/2024 739133 Open $1,000.00 $0.00 $0.00 $1,000.00 $1,000.00

Screen 143: Invoice Lookup Screen

(A)  Search Criteria panel: Displays fields allowing the user to enter known criteria to
narrow search parameters. Fields include:

¢ Invoice ID

e Status dropdown menu

e Invoice Date (From)

e Invoice Date (To)

e Due Date (From)

e Due Date (To)

e Invoice Type dropdown menu

e Invoice Subtype dropdown menu

(B)  Search button: Click this button to return search results that match the search
criteria entered.

(C) Invoice ID hyperlink: Click this hyperlink to navigate to the Invoice Maintenance
screen for the associated employer record.
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Step 5: Under the Invoice Detail panel, click the Net Invoice Amount hyperlink.

Note: This isn’'t necessary to pay the invoice. It's optional if the Finance Contact wants
to further review the invoice before paying it.

Invoice Maintenance

Invoice Lookup > Invoice Maintenance X <+ Displaying page 1of 1. —

[ Record displayed. Please make changes and press SAVE. ]

Pay Now
Invoice Detail 0 ~
Invoice ID: 8 Net Invoice Amount : 600.3 Status: Open
Organization Name : Edgeley School Total Amount Paid : $0.00 Status Date: 09/04/2024
*Invoice Type : Employer Payroll * Invoice Subtype : ER Contribution PY Invoice Date : 06/30/2024
Invoice Amount : $600.30 Balance : $600.30 Due Date: 07/15/2024
Waived Amount : $0.00 Days Late: 52
Tolerance Amount : $0.00
Allocate Remittances to Invoice ~

Total Available Remittance Amount : $0.00

Remittance ID  Deposit Type Deposit Status ~ Remittance Status  Remittance Allocation Status ~ Remittance Amount  Allocated Amount  Available Amount  Allocate

No records to display.

Source for Invoice ~

Screen 144: Invoice Maintenance Screen

(A)  Net Invoice Amount hyperlink: Click this hyperlink to navigate to the Other
Invoice Details and view the invoice details.
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Step 6: In the Invoice Detail, Amount Details for Invoice, and Credit Memo from
Invoice and Invoice Source(s) panels, view the information, then click the
Back to Invoice button.

Other Invoice Detail

Invoice Lookup nvoice Maintenance »  Other Invoice Detail X Displaying page 1 of 1.

[ Record displayed. Please make changes and press SAVE. ]

Back to Invoice @
Invoice Detail @ ~

Invoice ID: 19 Net Invoice Amount : $251.21 Status: Paid
Organization Name:: Edgeley School Total Amount Paid : $251.21 Status Date: 09/11/2024
Invoice Type: Employer Payrall Invoice Sub Type : Delinquency Due Date: 09/21/2024
Invoice Date: 09/11/2024 Balance : $0.00 Days Late :
Amount Details for Invoice e ~
Invoice Amount: $251.21
Adjusted Amount : $0.00 Tolerance Amount : $0.00 Waived Amount: $0.00
Delinquency Amount : $250.00 Adjusted Delinquency Amount : $0.00 Met Invoice Amount : $251.21
Delinquency Invaice ID: Delinquency Invoice Date : Transferred Amount : $0.00
Credit Memo from Invoice and Invoice Source(s) e ~
Total Paid Amount : §251.21 Balance : $0.00 Total Credit Memo Amount : $0.00

Total Source Amount : $251.21

Screen 145: Other Invoice Detail Screen

(A) Invoice Detail panel: Displays basic information associated with the invoice.

(B)  Amount Details for Invoice panel: Displays information associated with the
amount on the invoice and any changes to that amount.

(C) Credit Memo from Invoice and Invoice Source(s) panel: Displays information
associated with payments and adjustments to the invoice.

(D)  Back to Invoice Button: Click this button to return to the Invoice Maintenance
Screen.
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Step 7: Click the Pay Now button.

Invoice Maintenance

Invoice Lookup > Invoice Maintenance X <+ Displaying page 1of 1. —
Pay Now o
Invoice Detail ~
Invoice ID: 8 Net Invoice Amount: 6003 Status: Open
QOrganization Name : Edgeley School Total Amount Paid : $0.00 Status Date: 09/04/2024
* Invoice Type : Employer Payroll * Invoice Subtype : ER Cantribution PY Invoice Date : 06/30/2024
Inveice Amount : $600.30 Balance: $600.30 Due Date: 07/15/2024
‘Waived Amount : $0.00 Days Late: 52

Tolerance Amount : $0.00

Allocate Remittances to Invoice ~

Total Available Remittance Amount : $0.00

Remittance ID  Deposit Type Deposit Status Status Il Status  Remittance Amount  Allocated Amount  Available Amount  Allocate

No records to display.

Source for Invoice ~

Screen 146: Invoice Maintenance Screen

(A)  Pay Now Button: Click this button to launch the Remittance Request Wizard.
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Step 8: In the Available Invoices grid, enter the Pay Amount for the desired
invoice(s).

Step 9: Click the Next button.

Invoice Lookup » Invoice Maintenance > Remittance Request Wiza... x Displaying page 1 of 1.

[ Record displayed. Please make changes and press SAVE.]

Select Invoice(s i
8 Select Invaice(s)
Deposit / Remittance Available Inveices
Details e
Invoice A Invoice Invoice Month Begin  Month End Invoice Net Invoice
) ) D brei=lfe  Shigre Date Status  Date Date Amount Amount R Ryt
Verify and Submit
1 Miscellaneous  Miscellaneous  08/22/2024  Open $1,000,00 $1,000,00  $1,000,00 $0.00
- EE
7 Pgﬁ';’lre‘ Contrbution  06/30/2024  Open 06/01/2024  05/30/2024 $553.21 $55321  $55321 $0.00
Emnlove ER
8 P';;%’"’” Contribution  06/30/2024  Open 06/01/2024  06/30/2024 600,30 560030 $600.30 $600.30
“ PY
3 iz:f"lfuver Delinquency ~ 09/05/2024  Open 426035 €26035 426035 $0.00

Available Remittance/Deposit

Screen 147: Remittance Request Wizard — Step 1 Select Invoice(s)

(A) Pay Amount field: Enter the Pay Amount within this field for the desired
invoice(s).

(B)  Next button: Click this button to display the next step in the Remittance Request
Wizard

Rev. 10/2024 165




MyTFFR Business Partner Self-Service Handbook

Step 10: In the Deposit/Remittance Details panel, select an option from the
Deposit Type dropdown menu, then enter the Deposit Date.

Step 11: Select an option from the Bank dropdown menu.

Step 12: If needed, enter the Reference Number.

Step 13: Click the Next button.

okup Woice nt e > Remittance Request Wiza. X Displaying page 1 of 1.

B Deposit / Remittance Details

+ Deposit Date : 0 * Deposit Type : ACH Debit Deposit Status :
o WA
* Reference Number Deposit Amount: $1,600.30 Deposit Applied Status :
é Verify and Submit @)
! *Bank:
ACH Debit Status : Baé‘"' «| | Add Bank Fetch Details
Previous Next Submit

Screen 148: Remittance Request Wizard — Step 2 Deposit/Remittance Details

(A) Deposit Date field: Enter the deposit date within this field using the format
MM/DD/YYYY.

(B) Bank dropdown menu: Select the bank from this dropdown menu. Alternatively, a
bank can be added by clicking the Add Bank Button.

(C) Reference Number field: Enter the reference number within this field.

(D)  Next button: Click this button to display the next step in the Remittance Request
Wizard.
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Step 14: Click the Certify checkbox, then enter the Submitted By.

Step 15: Click the Submit button.

ookup woice Maintenance >  Remittance Request Wiza. x Displaying page 1 of 1.

Select Invoice(s)

Verify and Submit

Deposit / Remittance Remittance Request ID: 1 Deposit Type : ACH Debit Deposit Status : Valid
Details
Deposit 1D : Deposit Amount : $1,600.30 Deposit Applied Status :
3 Deposit Date : 09/05/2024 Bank : XXXXX3456 ACH Debit Status : Ready for bank
Reference Number: 14598 Deposit Void Reason :
Invoice ID  Invoice Type Invoice Sub type Invoice Date  Invoice Status  Invoice Amount  Balance Delinquency Amount  Pay Amount
1 Miscellaneous Miscellaneous 08/22/2024 Open $1,000.00  $1,000.00 $0.00 $1,000.00
8 Employer Payrol ER Contribution PY  06/30/2024 Open $600.30 $600.30 $0.00 $600.30

Q I certify that the information provided for this Remittance Request 1 is accurate and complies with the palicies of the pension agency.

9 * Submitted By :

Previous Next Submit

Screen 149: Remittance Request Wizard — Step 3 Verify and Submit

(A)  Certify checkbox: Click the checkbox to certify that the enrollment information is
accurate and complies with ND TFFR policies.

(B)  Submitted By Field: To complete this field, enter your name within this field.
(C)  Submit Button: Click this button to submit the invoice payment.
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Project Model Data

RIO requires all employers participating in the ND TFFR pension program to affirm their
model design selection for each upcoming fiscal year. The ESS allows the Organization
Contact to project different model data using the Employer Model Calculator. This
process uses the last posted payroll data to calculate and project model information.
The Organization Contact will also utilize the ESS to affirm or select a new model for

each fiscal year.
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Task 1. Employer Model Calculator

Employer Model Calculator

Follow the steps below to use the Employer Model Calculator to calculate and project
different model plan information.

Step 1: Navigate to the Hamburger Menu icon. Under the Organization Hamburger
Menu, select Employer Model Calculator.

My Dashboard

Dashboard
< o 2 > TODOLIST
Message Board nvoice 1D : 1 Status: Open : No records to display.
lance Due Date Days Late
Organization Details MESSAGES AND OPPORTUNITIES
09/10/2024 1
Organization Contacts
©  newselfservice message board nosfiation is available
Organization Profile
Organization Postal Address Invoice ID : 15 Status: Open ;
MY SERVICE REQUESTS
Child Organization Search ance Due Date Days Late
uest uest Date Status
Employer Model Calculator 09/15/2024 0 Req Type Req
Process Employer Payroll Header 09/11/2024 In Progress
Employee Search
Enroliments
Enrollment Summary Pay Date : 08/31/2024 Status: Valid ;
Employer Payroll Summary
Employer Payroll Header

Screen 150: ESS Hamburger Menu

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B)  Organization Information Hamburger Menu item: Select this Hamburger Menu
item to display the submenu.

(C) Employer Model Calculator submenu item: Select this submenu to view the
Employer Model Calculator screen.
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Step 2: In the Organization Details panel, view the information.

Step 3: Under the Model Projection panel, select an option from the Model
dropdown menu.

Step 4. If necessary, enter the ER pickup %.
Step 5: Enter the Total Eligible Earnings.
Step 6: Click the Project Model Data button.

Note: Repeat Steps 3-6 for different selections and options.

Employer Model Calculator Maintenance

Employer Model Calculat.. X

| Record displayed.

Organization Details @ ~
Organization Name: | Organization Code :
Current Model : ER Pickup %:
Last Posted Payroll: 07/31/2024 Current FY: 2025
Total Eligible Earnings : Total Retirement Earnings :
Model Projection ~
Madel : - @
ERPickup %: | g nosg e
Total Eligible Earnings : Q

Total Retirement Earnings : $0.00

Total Member Contribution Paid by ER $0.00

Project Model Data e

This information is based on data in the MyTFFR pension administration system. The information does not include taxes, social security, or other variables unrelated to the TFFR Fund.

Screen 151: Employer Model Calculator Screen

(A)  Organization Details panel: Displays the information details for the Organization.
Fields include:

e Organization Name

e Organization Code

e Current Model

e ER Pickup %

e Last Posted Payroll

e Current FY

e Total Eligible Earnings

e Total Retirement Earnings
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(B) Model dropdown menu: Select an option from this dropdown menu to indicate the
model information that is available for the employer to project the earnings and
their share of the contributions.

(C) ER Pickup % field: To complete this field, enter the ER Pickup %.

(D) Total Eligible Earnings field: To complete this field, enter the total eligible
earnings from the last payroll.

(E) Project Model Data button: Click this button to populate the Total Retirement
Earnings and Total Contribution Paid by ER fields.

Rev. 10/2024 171



MyTFFR Business Partner Self-Service Handbook

Task 2: Employer Model Election

Employer Model Election

Follow the steps below to elect the Employer Model for the upcoming fiscal year.

Step 1: Navigate to the Hamburger Menu icon. Under the Organization Information
Hamburger Menu, select Organization Details.

My Dashboard

Dashboard
¢ oz 5 TO DO LIST

Message Board nvoice 1D : 1 Status: Open : No records to display.

llance Due Date Days Late
Organization Details MESSAGES AND OPPORTUNITIES

09/10/2024 1
‘Organization Contacts
Anew self-service message board natification is available
Organization Profile e
Organization Postal Address Invoice ID: 15 Status: Open ;
MY SERVICE REQUESTS
Child Organization Search bance TraET Days Late
est t Date Stat

Employer Model Calculator 09/15/2024 o Request Type Reques us
Employee Search
Enroliments
Enroliment summary pay Date : 08/31/2024 Status: Valid
Employer Payroll Summary
Employer Payroll Header

Screen 152: ESS Hamburger Menu

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B)  Organization Information Hamburger Menu item: Select this Hamburger Menu
item to display the submenu.

(C)  Organization Profile Submenu Item: Select this submenu to view the
Organization Profile Screen.
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Step 2: In the Other Details panel, select the Employer Model Election Details tab.

Step 3: Click the New button.

Organization Details

Organization Type - Organization Sub-Type | Postal Addresses Contacts Benefit Programs Banks = Employer Model Election Details

Model must be entered for each FY and becomes effective 07/01.

Ol -

Employer Model Details

1 Model Name Start Date  End Date ER Pick-Up Percent  Model Taxation  ER Pick-Up Paid By
] Model 2-Partial  07/01/2016 D 6.00% Pre-Tax Employer

) Model 2-Partial  07/01/2015 06/30/2016 3.00% Pre-Tax Employer

O Model 1 07/01/2005  06/30/2015 0.00%  Pre-Tax

Employer Model Election Impacts

Tier Name ER Contribution Percent  EE Contribution Percent  ER Pick-Up Percent  Net EE Contribution Percent
Tier 1 Grandfathered 12.75% 11.75% 6.00% 5.75%
Tier 1 Non-Grandfathered 12.75% 11.75% 6.00% 5.75%
Tier 2 12.75% 11.75% 6.00% 5.75%

Audit Information
Created : CONVERSION 08/10/2024 01:38 PM Modified : CONVERSION 08/10/2024 01:38 PM

Screen 153: Organization Details Screen

(A)  Employer Model Election Details tab: Click this tab to view employer model
election details.

(B)  New button: Click this button to populate new fields within the grid and create a
new record.
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Step 4: Select an option from the Model Name dropdown menu.

Step 5: If needed, enter the Start Date and End Date.

Note: ESS defaults to the start and end date for the current fiscal year.

Step 6: Enter the ER Pick-up Percent.

Organization Details

Self-Service Handbook

L

(m]

m]

Model Name Start Date
Model 2 - Partial 07/01/2016
Model 2 - Partial 07/01/2015
Model 1 07/01/2005

v 07/01/2024

Employer MQQEIectian Impacts 9

Tier Name ER Contribution Percent
Tier 1 Grandfathered 12.75%
Tier 1 Non-Grandfathered 12.75%
Tier 2 12.75%

Audit Information

Created : CONVERSION

Model must be entered for each FY and becomes effective 07/01.

e

Employer Model Details

End Date

06/30/2016

06/30/2015

™ 06/30/2025

(C]

EE Contribution Percent

Organization Type - Organization Sub-Type | Postal Addresses Contacts Benefit Programs Banks = Employer Model Election Details

ER Pick-Up Percent Model Taxation  ER Pick-Up Paid By
D 6.00% Pre-Tax Employer
3.00% Pre-Tax Employer

0.00% Pre-Tax

™ 0.00%

(0

ER Pick-Up Percent  Net EE Contribution Percent

11.75% 6.00% 5.75%
11.75% 6.00% 5.75%
11.75% 6.00% 5.75%
08/10/2024 01:38 PM Modified : CONVERSION

08/10/2024 01:38 PM

Screen 154: Organization Details Screen

(A)

(B)

©

(D)

Model Name dropdown menu: Select an option from this dropdown menu to
identify the model for the upcoming fiscal year.

Start Date field: Enter the start date within this calendar field using the format

MM/DD/YYYY.

End Date field: Enter the end date within this calendar field using the format

MM/DD/YYYY.

ER Pick-Up Percentage field: Enter the ER pick-up percentage within this field.
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Step 7: Click the Save button.

Organization Details

Organization Details * x -

‘ New row added to the grid

Save | o

Organization Details ~

Profile

Organization Name : Edgeley School Organization Code : 23003 Organization Status : Active

Communication Information
Website : Primary Phone Number : (801) 000-2452 Primary Email :
Primary Contact Name : Kristin Hunt Primary Contact Phone Number : (801) 000-0585 Primary Contact Email : kristin.hunt@sagitec.com (g

Primary Postal Address : ADDRESS_LINE_1_96,
ADDRESS_LINE_2_96, Rome, ND-
North Dakota, . 12345,

Reporting Organization Details
Reporting Organization Name : Edgeley School Reporting Organization Code: 23003 Reporting Organization Email :
Reporting Organization Contact Kristin Hunt Reporting Organization Contact (201) 000-0585 Reporting Organization Contact kristin.hunt@sagitec.com B
Name : Phone Number : Email :

Parent Organization Details

Screen 155: Organization Details Screen

(A)  Save Button: Click this button to save the school’s model election for the fiscal
year.
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View and Upload Documents

The Organization Contact can upload certain documents to the ESS portal. Documents

uploaded are imaged and indexed into the ECM in the system, where NDRIO internal
users can view them.
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Task 1. Upload Documents

Upload Documents

Follow the steps below to upload a document into the ESS.

Step 1: Navigate to the Hamburger Menu icon. Under the Image Services
Hamburger Menu, select Upload Documents.

A My Dashboard
Employee Search « o 25 TO DO LIST
Enrollments
nvoice ID: 1 Status: Open ; No records to display.

Enrollment Summary

llance Due Date Days Late

MESSAGES AND OPPORTUNITIES

Employer Payroll Summary 09/10/2024 1
Na records to display.
Employer Payroll Header

Employer Payroll Detail

Invoice ID: 15 Status: Open ; MY SERVICE REQUESTS
lance Due Date Days Late

Invoice 2 Request Type Request Date Status
n 09/15/2024 0

equest Process Employer Payroll Header 09/11/2024 In Progress
Organization Bank
Upload Files

) Pay Date : 08/31/2024 Status: Valid
View Processed :
Files

Pay Date : 07/31/2024 Status: Valid 3

My Documents

Upload Document e

Screen 156: Hamburger Menu

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B)  File Upload Hamburger Menu item: Select this Hamburger Menu item to display
the submenu.

(C)  Upload Files submenu item: Select this submenu to view the Upload File screen.
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Step 2: Select an option from the Document Type dropdown menu.
Step 3: In the Upload File field, click the Choose Document button.

Step 4: Click the Upload button.

1
ESS Document Upload Maintenance %

ESS Document Upload Mai..* X%
Upload Document ~

* Document Type : ,@R form 1. Select Document Type from the dropdown list

2. Use the Choose Document button to select your document.
* Upload File : @ 3. Click the Upload button
m 4, Wait for the confirmation.

}‘ 11Upload document1.pdf(50499 bytes) X

30

Screen 157: Document Upload Maintenance Screen

(A)  Document Type dropdown menu: Select an option from the dropdown menu to
indicate the document type.

(B) Choose Document button: Click this button to choose the document to upload.

(C)  Upload button: Click this button to upload the document.
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Task 2: View Documents

View Documents

Follow the steps below to view documents in the ESS.

Step 1: Navigate to the Hamburger Menu icon. Under the Additional Service
Hamburger Menu, select My Documents.

A /4 My Dashboard
Employee Search ¢ o 2> TO DO LIST
Enroliments
nvoice 1D : 1 Status: Open ; No records to display.

Enrallment Summary

I t

Employer Payroll Summary 09/10/2024 1

Na records to display.
Employer Payroll Header

Employer Payroll Detail

Invoice ID : 15 Status: Open ; MY SERVICE REQUESTS
lance Due Date Days Late
Invoice 2 Request Type Request Date Status
" 09/15/2024 o
equest Process Employer Payroll Header 0971172024 In Progress

Organization Bank
Upload Files

Pay Date : 08/31/2024 Status: Valid
View Processed :
Files

Pay Date : 07/31/2024 Status: Valid
My Documents

Upload Document

Screen 158: ESS Hamburger Menu

(A)  Hamburger Menu icon: Select this icon to display the Hamburger Menu.

(B) File Upload Hamburger Menu item: Select this Hamburger Menu item to display
the submenu.

(C) My Documents submenu item: Select this submenu to view the Document
Search Maintenance screen.
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Step 2: Within the grid, click the checkbox next to the appropriate record, then
click the View Image button.

/4 it ESS Document Search Maintenance

ESS Document Search Mai, x - =+

| Record displayed. ‘

Search Criteria

Document Type :

Scan Date (From) : :ﬂ] Scan Date (To) : ﬂ
- Reset
Search Results
View Image e
(] Document Title Document Type Scan Date Source Org: Name O Code
@ O 11upl 1.pdf  History Adjustments  09/11/2024 18:21:28  Employer-Upload  Edgeley School 23003

Screen 159: ESS Document Search Maintenance Screen
(A)  Document Title checkbox: Click the checkbox to select the document to view.

(B)  View Image button: Click this button to view the document.
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Appendix 1

Access Information for each contact type

The table below provides the access information of each contact type to the various ESS
screens/roles:

Screen Name / Role Primary | Contrib. Human Finance | Report | Parent | Web
Contact | Reporting | Resources Org- | Org- | Admin
View View
Organization Contact Add, No No Access | No No No Add,
Modify | Access Access | Access | Access | Modify
Organization Contact Read No No Access | No No No Add,
Details Access Access | Access | Access | Modify
Organization Profile Modify | No No Access | No No No No
Access Access | Access | Access | Access
Organization Details Add, Add, Add, Add, Read Read Read
Modify | Modify Modify Modify
Organization Postal Add, No No Access | No Read Read No
Address Modify | Access Access Access
Organization Benefit Read Read Read Read Read Read Read
Programs
Organization Bank Read Read Read Add, Read Read No
Modify Access
Organization Bank Read Read Read Add, Read Read No
Details Modify Access
Child Organization Read Read Read Read Read Read No
Lookup Access
Model Election Add, Add, Add, Add, No No No
Modify | Modify Modify Modify Access | Access | Access
Model Calculator Add, Add, Add, Add, No No No
Modify | Modify Modify Modify Access | Access | Access
Employee Lookup Read Read Read No Read Read No
Access Access
Employee Details Read Read Read No Read Read No
Access Access
Read Add, Read No No No No
Modify Access | Access | Access | Access
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Employee Details —
Salary Verification
Enroliment Lookup No Read Add, No Read No No
Access Modify Access Access | Access
Contribution Reporting | No Add, No Access | Read Read No No
Access | Modify Access | Access
Invoice No Read No Access | Add, Read No No
Access Modify Access | Access
Remittance Request No Read No Access | Add, Read No No
Access Modify Access | Access
File Upload No Add, Add, No Read No No
Access | Modify Modify Access Access | Access
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