MainePERS - EMPLOYER SELF SERVICE

\\

Employer Self Service (ESS)
User Guide

V10

PUBLIC EMPLOYEES RETIREMENT SYSTEM




Table of Contents

ACCESSING EMPLOYER SELF SERVICE (ESS) LOGGING INTO ESS..........cccccccummmnnnnnnnnes 1
Logging QUL OF ESS ... e e 4
Retrieving a Forgotten User Name...........oo oo 4
Retrieving a Forgotten Password .............oo oo 5
Accessing the User Profile ... 6
Changing a Password/Changing Security Questions/View Login History ..................... 6

[0 | Y 7

EMPLOYER LOCATION DETAILS TAB...... oo 8
[ 50 T o | 17 = 10

Updating Employer Location DemographiCs ..........cccooooiooiiiiiii s 10
ADDING AND UPDATING EXISTING EMPLOYER CONTACTS .....cccceiiiiiiienns 12
Editing Existing Contact Information.............ccooooiii s 14
ACCOUNT TAB..... .o s 17
Viewing and Filtering TranSaCtiONS ..............uuuuueiuiiiieiiiiiiiiiiiiiiieieeeeeeeeeeeeenneeeneeeee 18
ACtiONS BUON OPLIONS... ..o e 18
Details BUtton OPLiONS........cooviiiiieee e 20
Uploading an EPF Contribution File ............uuiiiiiii e 21
Correcting Erros and Exceptions/Retrieving the Standard Import Report........... 24
Manually Submitting a Payroll through ESS ... 32
Uploading a Defined Contribution File (DC) ........coovviiiiiiiiiii e, 38
Uploading @ GLILeVel File .....uuueiiee e 39
Viewing File HiSTOrY .......eeii e e 43
Scheduling an Electronic Funds Transfer (EFT) Payment.............cccccceeeoeii 45
Viewing Payment HiStOry ..........oo oo 46
R0 1| S 17 = 47
Submitting FOrmMS ON-lNE .........coiiiiiee e 48
Finishing Forms in Progress (Those saved as Draft) ...........ccccooooiiiiiieeen. 52
Viewing Submitted FOrMS.........oooommii e 53
DOCUMENTS TAB ... s s s 54
Group Life Insurance (GLI) INVOICE ..........uuuiiiiiiiiiiiieee e 54
@ 2 I 17 = 55
Actions BUtton OptioNS......ccooooeiiiiiee e 56
EFT PAYMENTS TAB.... .o 58
REPORTS TAB ... ss s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s e s s s s s s s s s s e s s s s nnnn s 59
N L Y = 62



Creating an ESS USer ACCOUNT ........ccooiiiiiiiiii i 64

Registeringas a Userfor ESS........... 68
Maintaining @ User ACCOUNL..........oi i e e 70
Resetting @ User ACCOUNT .......coooinii e e e 71
UpPdating USEI ACCESS .....cooeeiiiiiiie ettt et e e e e e e e e e e e e e aeeeees 72
Viewign Login HIiStOrY .......ccooooe i 73
Change User Details...........ouuuuiiiiiieeece e 74

Contact Information
Employer Services
Phone: 1-800-451-9800 x 3200

Email: employer@mainpers.org



Employer Self-Service

Note An email will be sent to all registered users to advise them of any changes made
to their account.

ACCESSING EMPLOYER SELF SERVICE (ESS)

LOGGING INTO ESS

1. From the MainePERS website, www.mainepers.org, Click on the Employer Self
Service Login link in the upper right hand corner of the page.

EMPLOYER SELF SERVICE LOGIN

\\ Ma ine P E R S Call us toll free: (800) 451-9800 | local: (207) 512-3100 | P.0. Box 349,

PUBLIC EMPLOYEES RETIREMENT SYSTEM

Augusta, ME 04332

Before You Join While Working Retirement Search MainePERS

HOME INVESTMENTS LAWS & RULES REPORTS FORMS & RESOURCES EMPLOYERS ABOUT CONTACT

Changetext size aAA

2. Enter your login credentials.

3. Click Log In.

User:

TC999 MAnderson

Password:

Forgot User | Forgot Password

gfﬁ%%‘gwﬁs ‘ e c h v3



http://www.mainepers.org/

4. The Multi Factor Authentication (MFA) screen will populate. Here the User will
request their verification code by selecting one of the presented contact methods.

User Device Registration

‘ In order to protect access to your account,
°°°° we require you to select an email or a phone
number to receive a verification code.

® Wi*"F****"‘*"F*"F**@mainepers.org
O (k)-+H%-3381

Send me a Text Message

Call me on this number
O (F)-¥¥%-3310

Send me a Text Message

Call me on this number

Cancel Next

Depending on your User Profile setup, you may see up to 2 email addresses and 3
phone number fields. To add an additional MFA email address or phone number(s) to your
profile, please contact your Employer’s ESS Security Administrator.

5. Select the method of your choice to receive your 6 digit verification code and click
Next. If you are requesting to receive your verification code via Text Message, please
ensure your selected phone number is SMS compatible.

6. Enter the verification code you received either by Phone, Text or Email within the 15
minutes validation period and click Done.

User Device Registration

*  Averification code has been sent to you.
This code will be valid for 15 minutes.

Type code here |

Resend Code Cancel Dane



NOTE: If you are registering for the first time, you will be asked to change your
password; otherwise you will be directed to the ESS Home Page.

The ESS Home Page tab looks like this:

Frequently Asked Questions Hews
0, Search FAQ
Enber Seaech Term ®

| Category Question




LOGGING OUT OF ESS

Click the Profile Image [Ticon next to your username (top right).
1. Select Logout.

an il I.Ee

User Profile

RETRIEVING A FORGOTTEN USER NAME

The steps to retrieve a forgotten user name are as follows:

1. Click Forgot User on the ESS Login window.

User:

Password

Forgot Password

USER MEMBER

The Forgot User Name pop-up displays.

Forgot User Name

Please enter your emal address and your User Name will be emailed to you

Email Address |

Ok (Jancel

2. Enter your email address (ensure it is the one that you used to create your username
in ESS) and click OK.

3. You will receive an email with your login user name.



RETRIEVING A FORGOTTEN PASSWORD

The steps to retrieve a forgotten password are as follows:

1. Click Forgot Password on the ESS Login window.

Forgot User

USER | MEMBER

R V3
A pop-up displays, with the Account Lookup tab highlighted by default.

Account Lookup Security Questions Password Reset Complete

Please enter your User Name: II I

Cancel Mext

2. Enter your User Name.
3. Click Next.
The Security Questions tab displays.

Account Lookup Security Questions Password Resat

Please answer the security quesbons.

What is your moiners maiden name?

Cancel Back Next

4. Complete the security questions presented.
5. Click Next. The Password Reset tab displays.

6. Enter your new password (follow the rules displayed on the tab) in the Password
field.

7. Re-enter the password in the Confirm Password field.
8. Click Confirm.

The Password Reset tab displays. And, you are sent an email confirming that your password
has been changed.



ACCESSING THE USER PROFILE

1. Click the Profile Image [Ticon next to your username (top right).
2. Select User Profile.

Changing a Password/Changing Security Questions/View Login
History

User Profile ®

User Name: SBEACH
Name: BEACH SANDY

E Mail:

Last Login: Q728207

Change Password | Change Security Questions | View Login Histery | | Change Accessibility Close

1. Click the Profile Image D icon next to the username (top right).
2. Select User Profile.

3. Click either: Change Password, Change Security Questions or View Login History
based on your need.

4. Follow the prompts for the topic you have selected.



HOME TAB

B View Frequently Asked Questions

Employer Location Details  Admin

B View News
[ ]

MainePERS

Public Employees
E Retirement System

Home Employer Location Details

Frequently Asked Questions

Check here regularly for important information and updates from

Q, Search FAQ
| Enter Search Term ...

<| Category Question

<Click HERE to view the Full Article>

’6 0 E 5 07/02/2019° Welcome to the ESS Bullstin Board where we hope to give you i

month we have: Current Fiscal Year Contribution rates for Teachers and PLD's
have important information for Manual Filers regarding the 2019 Payroll Work
information please see our website or centact your Empleyer Services Technic
Teacher Employer Rates taking effect with first PAY DATE in July 2019"Regul:




EMPLOYER LOCATION DETAILS TAB

The Employer Location Details tab displays the location available for you to view, depending on
your setup and security settings. The Employer Location Name and Code are displayed.

ESS

Public Employees
E Retirament System

= )

Home Employer Location Details

Employer Location

Togls Name Code
Details MAYBERRY SCHOOL DEPARTMENT TCMAY

1. Click the Details link to view the Employer Location Info. The Profile tab displays for
the employer location by default.

[ Back |Locstion Code:  TEMAY Location Name:;  MAYBERRY SCHOOL SUPPORT
Account Forms Documents Rostar EFT Paymants Reports
ﬂimnlmr_l.mm_lml
Change
Demographics
Location Code: TCMAY Lacation Type: Teacher
Location Mame: MAYBERRY SCHOOL SUPPORT Location Status: Active
# of Active Participants: 9
Correspondence; 12 Main Street
Augusta ME 04333
Contacts
Add a new Contact
Tooiy Name Contact Role Phone Fax Email Address 1
Acligns Floyd Lawson B (207) 2481234 5 Qpped@maybeny. rid

2. The Back button enables you to return to the Employers Location Details tab and, if
you press it again, to the Home tab.



The following tabs are available:

B Profile Tab — displays Employer Location demographics information and lists Contacts

B Account Tab - lists work reports, where you go to upload and process payroll files, see
account balances and make electronic payments

B Forms Tab — displays the list of forms available to submit through ESS and forms
already submitted

B Documents Tab — displays a list of Employer Statements of Account and Annual
Statements of Cost (formerly known as “green/white sheets” for PLDs) and Monthly
GLI Invoice

B Roster Tab — provides you with a list of employees, active and terminated for your
employer only

®m  EFT Payments Tab — where you set up account information to be used for Electronic
Funds Transfers (EFTs)

B Reports Tab — provides you with the Employer Remittance Report and ESS GLI Level
Report

Bach Logation Code:  TCAMAY Location Name:  MAYBERRY SCHOOL DEPARTME!

Profle  Account  Foms  Documents  Rostr  EFTPaymerts  Repons]

Employer Location Info

Change
Demographics
Liocation Code: TCMAY Lixcation Type Teather
Liocation Name: MAYBERRY SCHOOL DEPARTMENT Loxcation Stabus: Arive
= of Active Participants: %
Contacts
A & i Contact
Toois Nama Contact Roe Prong Fax Emai Address 1
Actons  Sandy Beach BT RnN R RN 0
Actons  Oi Taytar H: (207} 5555685 i laylanSmandpens o



PROFILE TAB

The Profile tab contains basic demographic and contact information for the Employer Location.

Updating Employer Location Demographics
You can update the demographics of your employer by navigating to the Employer Location

Details section by clicking on the Details link. Then, at the Profile tab click Change, which
generates an editable Employer Location Info window.

1. Click the Details link for the appropriate employer location.

[2rs

Public Employees
Retirement System

Home | Employer Location Details | Admin

IEmp!u}rer Location I

Toois MName Code
ge*. s MAYBERRY SCHOOL DEPARTMENT TCMAY

The Employer Location Profile tab displays by default.
2. Click Change to enter edit mode.

Ba:v LocabionCode:  TCMAY Location Mame: . MAYBERRY SCHOOL SUPPORT

Profile] Account  Forms  Documents  Roster  EFTPayments  Repors

Employer Location Info

Chanps

Demographics

Location Cada: TCILAY Lacation Type: Teathet
Location Mame: MAYBERRY SCHOOL SUPFORT Location Status: Aztve

The Employer Location Info pop-up displays.
3. Click in the field you wish to update.

10



The Edit Correspondence Address pop-up displays.

4. Make the necessary edits to the address.
5. Click OK to close the Edit Correspondence Address pop-up.

Edit Correspondence Address ()
| oK | ciose | Copy~ |

6. Click Save.

Emgiayes Location Info
‘Demegraphics
e iy soo0 st oo st Bl
 of s [ )
Cormaponaance: 112 M St 1 Business Pong: (2 Fe
B ME (433 -
A - Primary Fax: Fe
Paryment: o e
o
7. Click Confirm to close the Employer Info pop-up.
Employer Location Into £l
[Meass ey 30 CRCK 'TOMITY 0 RIMANSntly S NS CRangEs.
Dwmographas
‘Location Coce: TCAY Loacanion Ty T hast
‘Location Namar: WATBEREY SCHOOL SUPFORT Loatan Snatus: Activw
» of Actiwe Particicants: o
- -

You have successfully updated your employer’s address.

11



ADDING AND UPDATING EXISTING EMPLOYER CONTACTS

Based on your security role, you can add a contact or update existing contact information.

Adding a Contact (Adding/Updating ESS Users see page)

Based on your security role, you can create a contact in ESS.
1. Click the Add a new Contact button in the Contacts section.

g gt Forrrm Documans Rt
Employer Loeation Infe
Crancs
Demographics
Location Code: TOMAY
-

Loxcation Mame: MAYBERRY SCHOOL SUPFOR

Cormpspondencs: L2 Maén Street
Alpara ME D333

Mew Contact

I a P CORTaCE Seaech : €} Erter Detsils [ =]

£ SO@SnTT ANEEGh SISt in WIS Ao

FHeass Search IO @nsSune INat IS Contas

2 ~  [[e=rior. andy search |

Possible Matches
Tooks L

2. Enter the last name, first name in the search criteria

(e.g., the name of the person you are adding as a Contact — Smith, John T).

3. Click Search.

4. If the search returns a member for which you want to create a contact, click on
that person’s name.

5. If the search does not return the name of the person you wish to add, select the
Add Individual button.

12



The Enter Details sub-tab displays. If you chose a person, some information is already completed.

The New Contact sub-tab displays.

My Connmct

= ]
6. Complete the fields as needed (note that some fields are required).
7. Please refrain from using all CAPITAL or all lower case letters when updating

or adding contacts.
Correct Example: John D. Smith, 123 Maine St., Augusta, ME 04330
Incorrect Example: JOHN D> SMITH, 123 main st., augusta, me 04330
8. Click Next.

The Confirm subtab displays.

New Contact 3

€9  rew Contact Search €  Enter Details m

Prefix: Contact Role:

First Name:

Middle Name:

Last Name:

Saffine:

Business Phone: (207) 333-9444 Ext:

Email:

Correspondence: P.O. Box 349
Augusta ME 04330

bl Bk

9. Review the information and, if everything is accurate, click Confirm.

10. The new contact has been created.



Editing Existing Contact Information

To edit existing contact information for an employer location contact:

1. From the Profile tab, click on Actions and then Details of the name of the person you
wish to edit.

[Comaee]
a2 new Contact

[Goioms | sancey Beacn B (207) 512-3228 Seetes CreEmanests o
Setons  OpiTaylar (207} 5555555 e taglot Emarepers sg

The appropriate pop-up displays.
2. Then click the Change button in the upper left corner of the pop-up.

14



3. Click in the field you wish to update.
The appropriate pop-up displays.

12
&
T -~
b re Coriec e _ [ s 5
] A | Prana. P bRt oo v Bceen o P o
icioy Do Prip B0 BT
- — - Lot o
:: i B e s -

oo T l [ETLT T e EM-__" T o
[P = L

4. Make the necessary updates and click OK.

- Edit Correspondence Address >4

|| Close Copy-

. Inserted By: DLOWE on 05032017

i address 1 150 College fwve
Address 2:
City: Chelssa |

:I State: ME ~
Zip: 04Z30 |
County: KEMMEBEC |"
Country: Linited States |V
Effective Date: 05/03/2017F |E
Address Source: Employsr |"

5. Click Save

Contacts 3

Prefix: ~ Contact Role: ~ =
First Mame: sandy |
Mididie Mame:

Last fame: Beach |

Suffix: -

Home Phane: =
Mobile PRons: =
Business Phone: (2073 512-3228 Ext: &
Primary Fan: =
Email: sbeachf@mayberryschools.org =
Correspondence: 321 Mavberry Lane P

Augusta ME 043320

= |

15



6. Click Confirm to commit the changes.

Contacts

Flease verity and click "Confrm’ 1o parmanently save the changes.
Prefix: Contact Role:
First Mame: Sandy

Middle Mame:

Last Narms: Beat

Suffior;

Business Phane: (207) 512-3228 Ext:
Ermail: sheachibmaybermyschools.org
Correspondence: 321 Mayberry Lane

Augusta ME 04330
Cancel

Updated contact information

Contacts

Add a new Contact

Togls Name Contact Rola Phane Fax Emai Address 1

Athons  Gomer Pyle B (207) 2481234 geyiegeityhall net 123 City Circle
Aldizsta ME 04330

Achons  Sandy Beach B: (207) 812-3228 sheach@maybemyschools.ony 31 Mayberry Lana
Augusta ME 04330

Ailgns | Sameny Space B (207) 246499 OHIOHE VRE@MANEDIS Oy 123 Majbery Lane
Augusia ME 04333

Acbions  Opl Taylar H: (207) 5553535 opitaylorg@mainepers.ong

16



ACCOUNT TAB

|Pmn-Fm Documeets  Roster  EFTPayments  Raports

Acoount
Trans: Type: a1 *e Lipinsd Filg Fily Hisdory
St Ooen -

oot Status e ¥ Beredue Pagment Pagrment Hscry

Inois Agiwity Dute Trans ® Trans Typa Trans identiler Trans Siatus Faport Status Dus Dane
ALTOTS 10T 5aTy Work Report Adpatmen!  Aduel incomec Comp & EES Peligber 0T20AT i R anac WY
ApSons DRCDAT DEEEDE  Work Report Adusirant  Adpust incomec? Comp 4 EES Roife, Sandon, & Capany ol o 1 1031GMT
AL3O0S ORZan0iT 25903 Work Report Adeaiment  Adusl incomec Comg 4 EES County 0T20AT [e ) Prabdl 1G0T
ACIO0 DRIREIT DEPSA0E Work Report Admieen!  Adiusl intomect Come 4 EES Mathon, Mestin, M., Opan AT 10T
AL HzanT 2EREE30 Work Regort Acpustrant At oMo & EES Bepuchetng, Ademg b Lo Oden R AT 10T
AL3E DagonT JEECANT  Work Recon Aduatewnl  Adius! ntomect Comp & EES Ciomes, County. ©. Opan Rl 1T
A5300E IR T SRRl Work Regon Acuatmenl  Acusl moomet Comg & EES Gogbey. Hagesgr Cn T 1WHHT
ALY 1000 T 26T Werk Ropgar A5 Conih Frabll TERMT
e | e te b DERESEY Wk REgofl ASRatswnl  Adpull nomed] ComoE ES Sateieta, Wad, O gt REeinsd 103HNT
A | Do T 2Sall Work Repoft ASuatewnl  Adiusl incomidt Comd & EES Asan. Adrms A [+ R sl 1ONHNT
AL OFasEnT 2UEET Work Recor Aduaranl | Adual ncomect Comg & EES Look 082017 Ot Bl b OEENT
AL ORvOne T 24TI218 Work Report Ll orr b = Prabdl 1080 T
Despes v T 2620515 GU rvonce b = Deat 1St

EAETT
£13512
ST
51214

(5205 54)
(#3453 650
T I

0

ELER2 1)
LN

(8207 54
50,00
52 87057

(Employer Account Balances will show on this tab — To Refresh this screen: Back - Details)

From the Account Tab, you may:
e View and filter transactions
e Upload an EPF Contribution File
e Manually Submit a Payroll through ESS
e Uploading a Defined Contribution File
e Uploading a GLI Level File
e Viewing File History
e Scheduling a EFT payment
e Viewing Payment History

e Account Balances - debits & (credits)

17



Viewing and Filtering Transactions

The Filter section on the Account tab lets you define filter criteria based on what you need to see.

1. Navigate to the Account tab.

2.The ability to Filter the Account Detail screen below can be done within these three topics

below:

B Trans Type - Filter by the Type Column on the transaction: Payment or Work

Report

Status - Filter by the Status Column on the transaction: Open, Closed or All
Report Status - Filter by the Report Status Column on the transaction: Prebill,

Released or Initial

The Actions Button Options

Certain types of transactions have an Actions link.

Fie o Liocation Code: TERAY Localion Mtz MAYBERAY SCHO0L SUPEORT
Profle  Accouni  Foms  Documents  Roster  EFTPayments  Repoeis
Ancount
Tears Ty v o Filg H
b Oy v
Regrt Hata i Ecraduie Bayment Bayment Hasony
Tiria Aty Doty Tewns & Tewes Tyod Trans igenider Trans S Rapon Staa Dus D Baanze Do T
674 Work Report DSASZ01T TCMAY Cigan Frat SESE0IT 5000 000 §
2574311 Work Rlepert DEAER0TT TR Cipan Prabs DEHER0IT sara2 00378 8

The following actions are available for transactions:

18



B Details: Displays transaction summary details on the Transaction Summary pop-up.
This is available for all transaction types. See “The Details Button Options” section,
below, for additional information.

B Edit/View: Generates the Work Report Editor pop-up. The report will only be editable
if it is in Initial status.
B Submit: Sends the work report to MainePERS and is available for manual filers,

only.

Balance(s) For Your Employer

Profle | Accoumt | Forms — Diocoments  Rostee  EFT Payments  Raports
Aooount
Trans Type: a - Lipboad F i File Halory
Isla'.us: [0 - I
Fapcr e - ket Seradubs Baymect Prargrment Helory
Ioois Agieaty Daie Trang # Trans Typa Trans ignidee Trang Siatus POt St D Dange Balars
Acigng 100AGDIT 259ETy Work Report Adpetmeny Adus! incomest Comgp 4 EES Pellaber 0T20NT L= ) B 2T TENI0T BA5TT
ALTong OZEIT 2595408 Work Report Aduestmany Acust incomedt Comp 4 EES Roifg, Saindon, S D R 34T 10G0AT §135.12
ALTOns 0RZaaIT 2595403 Work Report Acuatmeny Adiusl ncomess Comg & EES County OG0T Loy Prabdl 10G0ET S1T00F
SERons ORIREIT 2EFEL0E Wk Report Ackatmeny Acius! incomet Comg & EES Mathon, M, M DR Fopiagd 1G0T §112.14
Ao 0RIRT0IT 26630 Work Report Acuemman Acksl Comp & EES Beguchesne, Adams & Log. | Ooen R 10T (5165 549
Ators  ORIRG0IT 2540 Work Report Acuatewng Aciusl intomest Comp & EES Ciomed, County. C | Opan R 10T (§363 &5
S0 anoT DRI Wk Reoon Acpan=wiy Aciusl noomict Comd & EES Qodbey. Mz Cln REREET 1T AT I
Actord  IDAONGEOIT ST Wk Regen 1AM ot Fristdl WET 000
A | T DERESEY ok Repon Aspanewal ASudl nomid ComiE ES Satelvie, Wood, D Ot Reglied 1T 1202 )
A | DT 2E05A01 \Work Regon Ackatenl Asiusl ntomect Coma & EES Acarm, Aldth A [+ Releiiad 1T #1257
Achor  OTV2SGOMT JUENET Work Regon Aduanten] Acut niomict Comg & EES Laok 0a201T = Bpeed 0BT 5207 58
Achor  OSMOCAIT 2SS Work Répon okl kb = Pratl 10/ S0 50050
Detges L tru i 8518 G vt viviscinT =) eatt 1S 52 AT0R7
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The Details Button Options

Certain types of transactions have a Details link. The Details link can only be viewed. You
cannot edit information from here.

apor: S a P Sanpcuss Faymart Pyt st
Luin  AvsDes Toes  ToeTie Tries iopester Tnes Sk RaceiGima  DorDw Baiween Dt ¢
= ey e Ty — . et o o
[ Detais | HTIET Werk Ragort BGrIENNT TOMAY® Cran Prec D007 sm 0w
Erit e HTTOS Nork Rsport QEMLINT TOMAY™ Copmen Pl DEHETAT g Lo} 5000
Sutme ? TS Work Fleport AITRNT ToMAT o Frecl amrET %0 00 §

When you click the Details link, the Transaction Details pop-up displays:

G Pl o000
Teral 5000
Crarge Tyoe
Shaw Funds | Sitow Fund Groups
Toia Aty Dute Tres L EEC ERC REV  Tomal Amogns Creates By =
G&0R0T Crgura DERINT T 000 2o 000 5000 DLOVE on DRDIENT AL

B Transaction Section: Shows information about that transaction in its current state,
including the Type of transaction, the payment type (Pre-Retirement contributions,
ER contributions), Identifier information, and the Due Date.

Details Section: Shows the history of the transaction

Actions — Detail = this will show you the audit trail for the transaction you are
looking at.

20



UPLOADING AN EPF CONTRIBUTION FILE

Through ESS, employers upload necessary payroll data of the employees participating in
MainePERS plans.

To upload an EPF Contribution File:
1. Navigate to the Account tab.
2. Click Upload File dropdown.
3. Select EPF Contribution.

Back | Location Coda: D Logation Nama: :

Profile Account Fomns Documents Rostr EFT Payments. Reports

Account

Trans Type: u v Upload Fie @ File Histon

Stats: Open v Defined Contribution

Report Status: -
J GLI Level Paymant History

The Upload EPF Contribution pop-up displays.

4. Complete the following fields:

e Import Filename: Browse for the appropriate file, click on your file and click
Open.

e Import Description: Examples: TCMAY 06/2017 Payroll

5. Click Next.

The Upload EPF Contribution pop-up updates with the results that the file has been
submitted for processing.

6. Close the Upload EPF Contribution pop-up.

Upload EPF Contribution

21



To review the uploaded file, click File History.

G Location Codec  TCWAY lLocation Masmc  MAVEERRY BCMOOL DESANTME

Profle  Docost  Foms  Documets  Resw  EFTPapmerss  Repos

Accoum

Trans Type: e - et
St o -

Rugert Sms: o

The File History window displays with a Process Flag of Ready for the EPF
Contribution file just uploaded.

NOTE: If a Status of Loaded with Errors appears, the file must be reviewed for
formatting issues and, once corrected, the file must be uploaded again.

Click on the row created for the file you just uploaded (Status will indicate Not

Processed).
File History
Close
File Definition: b Diate Range: 02/11/2007 3 To: 04/12/2017
Siatus: ~
Toois Impart Header I Inserted Date File Definition Import Status File Load Start
- Description
Actions 5451 047122017 EPF Contributi TCMAY 3-201... | Not Processed 041122017
alidate 54466 03292017 GLUI Level GLI Level 201 Processed wil. 03292017
Details
Woid

9. Click the Actions link for the EPF Contribution file you just uploaded.

10. Select Validate.

File History
Close
File Definition: All Date Range: 09/09/2016 A[ro: 11/08/2016
Status: All S
Tools Import Header Id  Process Flag Inserted Date File Definition Import Status
- Description
(Bctiond) 50453 Ready 11/08/2016 EPF Contributi_.. EPF Contributi_.. Not Processed
Validate )| 50452 Completed 11/08/2016 Defined Contri_.. Defined Contri... Processed Successfully
Details 50451 Completed 11/07/2016 GLI Level test2 Processed with Exceptions
Process 50450 Completed 11/07/2016 GLI Level test Processed with Exceptions
Void
Downioad

Note: Refresh functionality no longer exists. Look for changes to Process Flag and

Status.

when the validation process is complete. The Status message indicates whether

11. Check Process Flag and Status columns. The Process Flag should indicate Validated

22



Errors and/or Exceptions exist within the file or whether the file is ready for
processing. If no Errors or Exceptions are indicated, proceed to Step 14, below. If
you do have Errors or Exceptions, proceed to Correcting Errors and Exceptions, page

File History

Ciose

File Definition:

Status:

Tools Import Haader Ml Prociss Flag ¥
Aclions 54510 Vakdated o
ACtgng e Compinted

12.

- Lt Rangs
-
arted Date Fibp Dafinon
12T EPFF Contnbutl

GLl Levee

correct Exceptions and Errors.)

13.

impon
Descripton
TCMAY 3-201

GUI Leved 201

Vaiadated win Emors

Processed win Excagions

Fil Load Start

QL2207
T

Fil Process
Stant

2T

W27

Review Exceptions and correct ALL Errors if indicated. (See next section page 23 to

Re-Validate and repeat until no more action is necessary (all Errors have been

resolved and Exceptions reviewed). Look for the Status to change to Validated
Successfully.

14.

Contribution file you are working on.

File History

Close

File Definition: All

Status: All

Tools Import Header Id
Validate 43294
Details 43293
Process 43292
Void 43291
Download 43288

Process Flag

~

~

Inserted Date

Validated 11/08/2016
Completed 11/08/2016
“alidated 11/08/2016
“alidated 11/08/2016
Validated 11/08/2016
Completed 11/07/20186

Date Range:

File Definition

EPF Contributi...
EPF Contributi__
EPF Contributi. .
EPF Contributi._
EPF Contributi__

EPF Contributi__

Once Errors are no longer indicated, click Actions and then Process for the EPF

15. The Process Flag column updates to a status of Completed and the Status column
updates to Processed Successfully.

16. Continue to the Reports Tab for your Remittance Report, page 62.

Qe
File Definition:
Status
Togs Impoet Header i | Process Flag
Actong 57105 | Completed

™ Diatz Range:
w
Inseried Cuate Filg: Definition

02302017 EPF Contribut

Close the File History window.

717

Impart
Dieserpton

TCMAY 5201

Sta -

Procésasd Suscessluly

he Load Start  File Process
Start
&HRT i

Note: To Update the Account Tab for the current balance: click 'Back' — Details, this will
refresh the Account Tab.
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CORRECTING ERRORS AND EXCEPTIONS
RETRIEVING THE STANDARD IMPORT REPORT

If you have Errors or Exceptions in your EPF file, the entry in the Status Column indicates
Validated with Errors or Validated with Exceptions. The steps to correct file issues are as

follows:

1. Click File History.

Profile Account Forms Documents Roster EFT Payments Reports

Account
Trans Type: All
Status: Open

Report Status: Al &

UploadFile |~

Schedule Payment Payment History

The File History screen displays.
FileHistoE |-. SRR

Closg
File Definition: A b

Sratus A D

Date Range: 08r3tf2017 A To:

09/05/2017 &

Togis Import Headar ld - Process Flag Insaried Date File Defnition Import
DeEsC ripBon
Actions 57107 ‘Valdated OV0s2MT EFF Confributi . TCMAY 62017

Status

Validated with Emors

Filé Load Start

DEOS2MT

File Process
San

DB0S201T

2. Click on the line of the file requiring corrections. Then, click Tools — Reports —

Standard Import Report

File History
Close

File Definition: A v Dats Range:

Status: A v

0ls Import Header Id Process Flag Inserted Date File Definition
| @ Export b
|16 Validated 04/122017 EPF Contributi.
|[E View
& Revert Settings 66 Completed 03/28/2017 GLI Level
#} Advanced Sort

[@ Reports b | Standard Import Report ﬂ

02/11/2017

Import
Description

. TCMAY 3-201...

GLI Level 201...

[3To: 04/12/2017

Status

Validated with Errors

Processed with Exceptions

L)

File Load Start

04122017
037292017
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3. The Standard Import Report can be sorted by All, Validated with Errors, Validated
with Exceptions, etc.

Su
4. Click the arrow in the upper left corner to expand your split screen. @

Ciose

Impon Record Ssq Mo

Dats String

T DOTT AT EER A Y S0 HOOL DERT 1
SCHOOL 8T

MAYBERRY NG 01234
TIM TAYLOR

L
FOT1FIAMITOIZAD0N TOFILE WERSIONERF

DOITITCMAY DIPCITHOIOTT IO TAYLOR.  Vakidated Sucosss ity
D00

el DO
0101 190091 YOO L
DOATO04

(D03 1 SEOCOCOOOCOOTCI000
OG0T =]

200 =)

11000000 0 T
DOFTITCMAY OIP01 TR0 10T TAVLOR.  Wakcated Sucomsshily
- 2

101 1BGONT WEXON v

R

11 COCO0O001 TH
DOZTTTOMAY DIF0 1 TH0I01 103 TAYLOM,  Vakdasod Succmes filly
BEA

OV TSRO YOROT b
DO TAAL

D 8 AP OO0 A OGORR
G e MMM RS B oo 2.

M R Ty Ty a—
wry E-r
Frim
Standard mport Dotails Ropon
For GeaTe TCMAY 3097

Farsmeters A OF Date: CA/24200T

Dokased Record Siatus an Gongratod On:  DAZAZOT 105044

—— Racoed Soaq Mo Pags 1ol 3

Dotasl Record Status Error Masnags
6 " Feol Frooessed -

5. Select the Detail Record Status drop down, choose the option you want to see
(Validated with Errors or Validated with Exceptions) and click Run.

6. Select the Data string View drop down: change the option to Detail and click Run

Close

Select Parameters

Import Header 1D 71169
Import Name: P0023 September 2018 Payroll file
Detail Record Status:  —All-- v
Datasiring View
. ‘Summary

Sort B

o ey
Schedule. T
Save as Html
Comment:
Use Primary
Datasource:

7. Click Print, then Close

Lg

The Import Record Seq. No column indicates the line of the file with the error. The
Error Message column describes the issue, and all errors and exceptions are described in
the ESS Validation Guide for Electronic Payroll Filing, available on the MainePERS website.
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8. Back at the File History screen, click Actions then Details.

e S -

Filap Dopfraics: 1] ¥ Dt Rangi [T, T O sy L

Lot 1] -

Toca g Medoer id Process Pl iseed Cofe e DefinBion  impert =l Fiim Load S5t Fil Process
. Dot gt St

SR Vakimied e EPF Contril . TOMAY 3201 Viahdsted st Erors 2T 2T
St Compieted RWIT TR L Ll Lwel 201 Procested et Extepbora  DTROINT ek

9. You are now in a mode allowing you to edit data (see that Save and Cancel are the only
options available while in edit mode).

File Name EPF Contribution Fibe Load Date 0052017

Impari Destrigbon  TCMAY 8-2017

-mm

|Vwm-1' "Show A1 Rlows T Display Rows: From | | mae | | Show Deleted Rows: &
Header |Tos  seaMo  impontDetadStins Heacer
| Aations 1 Kt Processed DORTLAYBERRY SCHOOL DEPT12S $CHOOL 5T MAYBERRY NC 01234 TiM TAYLOR 2071234 S6T0528201 TOFILE VERGIONEPF D04 H
| T m Impart Decai Status Tran.. Emplo. . Repor.. Empioye . Empioyes Name FTEAnn..  Filer Dale of Birth. L Ml e ] Bl L e e e ] |
Details |
Aghions 2 Vabdated Successiuly 00272 TCMAY 062017 9OM0Z1I0Y  TAYLOR, ANDY 005453000 01011960 " Yoo
Agtons 3 Vandated Successiully O0ET2 ToMAY OS200T 03021107 TAYLOR, ANDY 000200000 01011940 17 YEXON
2gbons 4 valosted Successfly  OJ272 TOMAY 062007 @UMIZ1103 TAYLOR BEA (000000000 01041060 L yozor
="
W4 | pagelt ezl b M
Summany
_M Seqho  Import Detad Status. Summary

Agbons 11 Vakdaied with Emors GO2TITOMAY MATBERRY SCHOOL DEPTOSIN T0S142HT06IEI01T T MO0 ST044300000000001 865 3500000000 G008 0005000000000432

Note: three sections to this Details Screen:

Header Section — Detail Section - Summary Section



10. To show only problem rows, click on the View Rows dropdown arrow and select

' File Name EPF Contribution File Load T

Import Description TCMAY 5/2017 PR

Summary Details

=]

D0272MAYBE

11. Highlight the row needing to be corrected.

Details

Save cancel

File Mame EPF Contribution File Load Date 0773172017
Imgort Description TCMAY 52017 PR

Summory  Dstals [

‘mkws: | Show Prodiem Rows - Display Rows: §
Toois SeqNo  Import Detad Status Heager

Acbang 1 Mot Processed DORT2MANBERRY SCHOOL DEF
Wabdale ‘o

Tools. Seq N0 IMpoft Detad Status Transmeter Cooe E
Achiagns 3 ‘alitated with Erors Do272 TCMAY

12. Click Tools then View.

Crovemilem

S

Filer Parmwe EPF Contributson
Import Doescrption  TOMAY S/2017 PR

Tiosals ey o Imaart Detal Status
Sug ThDTk 1 ROl P s

S R T o =1 ]

Frmgart Dhetal Siatus
ot with Ermoes

T
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13. You can stretch this window out by clicking on the top of the View Row Tool screen.
Hold and drag up to the top of the screen.

14. Click and drag the bottom edge of the View Row Tool window to lengthen it.

L - |[View Row Tool
PR s
- Value
ghbﬁ: Ermployees Seq No
Retiroment Sysiem Impodt Detad Status alitated with Errors
Details Transmitter Code 0ot
ETETTE e ot
Reporting Manth/Year 53017
ww E?mwm FiaLoad Date | 07/31/2017 Empioyee Social Secur . 903021107
Employos Mama CAMPBELL, OTIS
Summary Details FTE Annial Contracted . 002400000
Viaw Rows; Show Problem Rows - pinchay Rows: (T
| Dwate of Birth 05081960
Toois Seqho  Import Detad Status Header Personnel Status Code 1
Arbaeg 1 Mot Processed DORTIMAYBERRY SCHOOL DER

Bargaimng Unit Code
Posion Classificaton G, Y0101

Fular

Funer
i L e ExcessPayback Status
Tois SeqMo  Import Detad Status Transmitler Coge Empicyer | Filar
Actons 8 “alitated with Efrors oo272 TCMAY | Filsor

Filler

Fatrement Plan Pamici ¥

Fillar

Filler

Earnable Compansation Q0200000
Fusgr

Empioyes Rebrament C D050
Adgitional Empioyes Re, . 0000000

Time Paid 00000
Tirme Unit Code [
+ B ] — 1 Expesteq Full-time for 00og
H 1 Page |1 ) s H ‘? Expetied Waeks Per Year 00
Tools SeqMo  Import Detal Status Summary Fitlgr
AL EONg 11 “ahdated Successiully OOZTZTCMAY MAYBERRY SCHC Fillar

OK Canced
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15. Go to the data element that the edit indicates is incorrect. In this example, Date of Birth.

Import Record Seq No Data String Daetail Record Status Error Message

8 00272TCMAY Error D8.4 - 55N 803021107 does not maich
062017903021107CAMPBELL, OTIS V3 participant's DOB.
002400000 [25041560} 1 o101
¥ 00200000
0015300000000000000C000000
000000 O
11000000001  06282017N D

View Row Tool ke
L | =
e walue
S MO -
Import Detail Status “Walidated with Errors
Transmither Oode QOIT2
Employer Code TThAN
Rapoming Manth vaar oa2017
Employes Socikal Secur 2032021107
E mapioy @ barme CAMPBELL, OTIS
FTE Annual Contracted ... DOD2Z400000
Filbar
[oate of Birtn oso41960 |
Paeraonnel Status Code 11

Bargaining Unit Code
Position Classific ation < ¥oi191

16. Correct the data element by double clicking in the Value box, make the change.

~

4 b
Narre Salus
Seq Mo -
Import Detail Status “falidated with Errors
Transmittéer Code 00272
Empiloyer Code TCMAY
Reporting Month/fYear D&EZ01T
Employes Social Securi 203021107
Employee Mame CAMPBELL, ©TIS
FTE Aannual Gontracted DO24 00000
Filter
| Date of Birth 05021960 |
Fersgnnel Status Code 1

Bargaining Linit Code
Position Classification C YO101

17. Click OK.

18. Continue correcting all errors and review/correct any exceptions.
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19. Click Save (often) and Close.

Details |nmn
e lcmco
File Name EPF Contriution | ' File Name EPF Cenftribution
Import Descripbon  TCMAY 52017 PR Import Descripbon  TCMAY 472017 PR
Summary Summary Details

You are back at the File History tab

20. Validate the file again (Actions/Validate)

File History
Close
Fie Dafiniten: |l v|  Date Range: = e
Status: Al |
Togls Impont Header i Process Flag Inserted Date  File Definition  Impodt Status File Load Start | Fée Process
- Desciiption stan
57152 Valdated WDV EPF Conmibuti . TCMAY 4201 Vabated witn Erors MUY GeTIENT
57151 Vascated Q71017 EPF Conriouti.. TCMAY 5201, Valbdated win Erors onIReT  OMC220T
Detais 57142 Compieted 0782017 EPF Contributi . TCMAY 5201 \eided 0neR01T 0222017
Process
Voud

Repeat steps (1 — 16) as needed until all Errors are resolved and Exceptions are reviewed.

21. Once the file is correct, proceed to Process the file.

22. Click Actions, then Process.

Close

File Definibon: Al [v| Datemamgz  [ogosi0r7  ETe: (e 3

Status: Al hd

Toos  ImportHeaderld Process Flap Inserted Dale  File Definifion _ Import Status

" i . - - .aescnpﬁm -

57152 Validated 08022017  EPF Contributi.. TCMAY 4/201... Validated with Exceptions
Validate 57151 Vaidated 072017 EPF Contibutl. TCMAY 5201... Vaiidated with Emors
Details 57142 Completed 072812017 EFF Confribut... TCMAY 5201... Volded
Void

23. Your file has now been processed, and is with MainePERS. At this time, the file can no

longer be edited by you.
File History
Close
Fle Defintion: | a0 v Date Range: o424/2007  |BTo:  ojaszorr 3
Status: & -

Tools Impon Header i Insened Date File Dafnibon Impont Status Filé Load St
o Descripton
Actions Compieted 04242017 EPF Contibut... TCMAY 32017 | Processed Successiully 4242017
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24. You now can print your Remittance Report. See page 69 for instructions to print
Remittance Report. Always send a copy of the Remittance Report with your payment.

export (14).pdf

Employer Remittance Report

Employer Code: TCMAY
Payroll Identifier: PR 04/01/2017
Transaction #: 2677058

Retirement Financial Data

Employee Contributions

Employer Contributions

Grant Funded Compensation

Employer Contribution on Grant Funded Compensation

Adjustments

Total Remittance

Total due:

$ 1,966.39
§ B63.66
$ 5,000.00
$ 528.50

$ 3,358.55
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MANUALLY SUBMITTING A PAYROLL THROUGH ESS

Through the Account tab in ESS, you can enter, edit, save and submit a payroll report by
manually entering data. Only reports with a Report Status of Initial can be edited and
submitted. The steps are as follows:

1. Navigate to the Account tab.

Eace LocsonCode: PO Locaton Namas (T OF MAYBERRY

MFMMIHW EFT Payaets  Rupons.

Apcount
Tears. The: ] " Uplaad Fils Fil Hislory
Status Open
Fipot S M i Schedule Payment Fayment History
-etld Azgity Date Traed @ Trans Tyee T harate! Tewrs St Rigon Stats | Dus Date Balance Deca ¢
DET20T HTLE Work Repor OTIT0NT POER" Open Initial OTATRNT 100 s §

2. Click on the row of the file you wish to edit and submit. The Trans Identifier field will
reflect the due date of your payroll. (ex: May payroll due 6/15/2017)

Trans Identifier

D&M 52017 POOSS™

3. Click Actions, then Edit/View.

st LDcabion Codet PGS Location Mama;  TONN OF MAAYBERRY

Pralhils Ao Foema Diocumants Rlaribae EFT Paymants Rupeoits

Aoaount
Trans Type: Al e
St Do -
Report Saadus: a i
Toiy A ety Dain Trans & Trans Tyow Trans igenifer
DHDAZDAT 2OTTDED . Work Repori DB ST0NT PSS
elads

4. Alist of current members appears in the Work Report Editor.

32



5. Enter each member’s data into appropriate fields. A list of acronyms is provided for you

on the MainePERS website.

6. If amember is not included in the list of members, you may add the missing member

by clicking 'Add Member’.

Weal Hepeent [ ditic

Excwpton Fien | P el =

= e

e ] e S [T Sl Dotw ‘Wec Dien Cov
Nigm O amg MREMIN BUTLER BRCRBLYNM  DAGASHT  CRANLODAT

T

7. Add the member’s SSN in the Name field, click Enter.

W

Lo L ]

) s M i -
Rlaw - o ¥ f T
s L LI AT R ORI e
Add Mamber | Datele Saleched
1 Axbons SSN Hame Start Dale Siop Date Comg
o 245111111 LG DEARONT 50.00 50,00
e O oeR SATEE12M BUTLER BROO=ELYNN 0500217 bEA2T £5 000,00 £204.00

8. Complete the New Member’s monthly payroll information. Click Apply.
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Wicsrk, Hargrat
Caww
Sumeary  Detsll  Daes Suremary
Estuphon Fiwe | Paiis St -
b Lo Dte S
Toaw [ Actoes 85 haewe Sriles  Bwoles  Covo BEs o O FmA Padm MO FOS P haes s WO FTEDaws FTE e st FTE Conemt
Boom 0 B R THGA AGCY  ESATONT AT L1 W WE N R0 DR s G W L
S 1 BB R TR BIA OSSNSOt eandsiF e L W w N0 RO R s REG s e
Adoes 0 @mE R- . TR ORM DSAGOIT  AMINT 1 1] WIE W DM PLD Reguwr s RED 1] W
g Tt wm wE 0w % wm W v 0w 0 wm
ot Toiwy B MW ol 0w wm W [T T T W

1 G FLD Reguad  REY



9.

10.

11.

12.

13.

[.; e mile  Badm o 5 an e PyEimEn P P06 Peowm  Gmimgy BF Fimn  Fim 5y

If a member should be removed from this list, check the box at beginning of row and
click on Delete Selected. Confirm pop-up displays; click 'Yes’ then 'OK".

Sy Deal  Bma S

- ' Confim Message

o~ oo )] sl e e et e i Seleced work sy i deeled
v \a/ jousure?

MU ULER ODE NN B Yes ] 0K

Once you have completed all data entry or wish to save data entered, click on the Save
button.

|Work Report Editorl
Apply Cancel
Employer: City of Mayberry

Employer Location: P0899 CITY OF MAYBERRY
Report Source: Employer

Note: The Apply function is also available to you. Apply will save your entered data
without exiting from the Edit mode.

A pop-up may show you the status of your data whether or not errors or exceptions
exist.

Message

1 Work Report saved with exceplions.
Use Exception Report to view Exceptions

OK

If errors exist, errors must be resolved. If exceptions exist, exceptions must be
reviewed for accuracy and resolved if necessary.

To determine what errors and exceptions need correction or review, go to Actions then
Edit View, which opens the Work Report Editor.

34



Toois Agtreity Date Trana @ Trans Tyoe Trans identfler

 Dsmiar 2677080 Work Repor | DGMSR0NT PORGE”

Sulbsrrat
14. Red indicates error, yellow indicates exception, and blue indicates no errors or
exceptions.

Work Report Editor
Save Apply

Toois Mame
| 1
Actions 248-31-1111 TAYLOR, OPETT
Actigng Q8T-65-1234 BUTLER. BROOKELYMNMN
| Actions 248-11-1111 CASH, SUE

15. Click the colored symbol to display the errors or exceptions. This window can be
closed or printed if you choose.

o 0

[tats

Mol TAYLOR, OPETT S5 248311111 Wiaork S2aa: ACTIVE |

s Catagiry: REG P e PLD Ragular &

‘alsdabon Wamngs

Tooy Escoston Fosason “aldaion Tyee
‘B5N 248-31-1111 Comg i pegured Emar
BEN 248351111 i g o ] O not el amount  Excsption
3000
BON 243311111 smploys reoomment COminbUS0nS S0 Sarmatig Emor
comoensation

*If you have more than one edit - to list all edits for a manual file:
Accounts — Edit/View — Tools — Reports — Exception Report — Print

16. To make necessary corrections to the data previously entered, you need to be in the
Work Report Editor (Actions, then Edit/View), make necessary corrections to the data and
‘Save'.
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Tgis Actvity Date Trans & Trans Type Trans loentifier

Exceotion FRert  Pleass Seect T
| Add Member  Delete Seiecied

Im 1 Atens 33N Wame Start Date Stag Date Tome FES ¥
=

Mo O @mO 246-31-411 TAYLOR, OFETT P LA - T L | o] T

Ao O 4WO GSTAS2M BUTLER BROCMELYNN  DSOAZ0IT  OSOMR0NT 550000 240000

|stom © owo JUBA1TH1 CABM BUE A0 OMBRNT 5250000 $20000

17. On the Account screen, click Actions and Submit to finalize your submission.

-
. o
P T~ el b e 8t i,
T et Torsfata  Rsmotiama Do D L Bt L
o e epe e ‘eagger e [T

The following pop-up displays:

Message
( i ) The selected work report was submitted successfully.

18. Select OK.
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19. The Report Status changes from Initial to Prebill.

Each Location Code:  Poiss Location Namgi  CITY (OF MAYBERRY
Profile Forms  Documents  Roster  EFT Paymenis  Reporis
Account
Trard Typd: Al L Upload File - File Hisbory
Status Open b
Report St A i Schedule Payment Paymont Hestory
Topis Aztinity Date | Trans @ Trans Type  Trans ioentifier Trans Status| Repon Status= | Due Date Balance Debit Crean
Actions  OTOAR017 2674282 Work Report  0&MS201T PSS Open Prebill QEnEImT 54000 5240000 50.00

20. You now can print your Remittance Report. See page

69 for instructions to print

Remittance Report. Always send a copy of the Remittance Report with your

payment.

mport {14) gl

Employer Remittanco Ropom

Erepinger Cnde FCARAT
Prapyrioil bpprvptaer PR AT
Togra ura » DETTOSA

Retirement Financial Oata

Ervasrpteg: Coraninatee

Exmasoryds (upramibe staaieh

e Forsied Cosmparaaaicn

Ermgicrpsd Contrtaton €0 Crant Furded Comgariatern

id|ustments

Total Remittance

Toesl ey

[ RE R
T Bl A0
5 500000
5 SCE D

¥ I NEE 55
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UPLOADING A DEFINED CONTRIBUTION FILE (DC)

You may also offer our MaineSTART Defined Contribution Plan. If you do offer our
MaineSTART Defined Contribution Plan, use these import instructions to upload your
MaineSTART file.

To upload a MaineSTART Defined Contribution File:
1. Navigate to the Account tab.
2. Click Upload File.

3. Select Defined Contribution.

Back Location Coda: POg9R Location Mame;  CITY OF MAYEERRY

Profile Forms  Documents  Roster  EFT Payments  Reporis

Account
Trars Type: All b | Uplgad File - | File History
Status: Doon - | Defined Contribution I
- EPF Contribution
Repomt Status: Al it GLI Lavel Payment History

The Upload Defined Contribution pop-up displays.
4. Complete the following fields:

e Import File Name: Browse for the appropriate file
e Import Description: DC_P0999_04-06-2017 (as an example)

5. Click Next.

Uplad Defined Contribution x Upboad Defined Contribution
i
[ ]
PO e 15-1 Wl Ergwsg
Reseity
1 Th: fig Nas Deen SuBMNE 1O DeD0essing
Mo Paramebers
Close I Mend I | Cioss | Back Dtaly

The Upload Defined Contribution pop-up updates with the results that the file has been
submitted for processing.

6. Close the Upload Defined Contribution pop-up.
Note: If an error is received, please check that the file you submitted is a CSV file.

® Your MaineSTART Defined Contribution upload process is now complete.

® Do not Validate or Process this file, these steps are for MainePERS to complete.
Thank you.
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UPLOADING A GLI LEVEL FILE

On an annual basis, employers upload the Annual compensation of the employees in their
organization. Annual compensation is used in Group Life Insurance Premium calculation and

to determine the value the member is insured at.
To upload a GLI Level File:
Navigate to the Account tab.
1. Click Upload File.
2. Select GLI Level.

Bach lLocation Code: PO2eg Location Nama; CITY OF MAYBERRY
Profile Forms  Documents  Roster  EFT Payments  Reporis
Account
Trans Typa: All il Uplioad File - File History
Status: Open v Defined Contribution
EPF Contribution

RiEport Status: Al S 6L Level Payment Hestory

3. The Upload GLI Level pop-up displays.
4. Complete the following fields:
o File Name: Browse for the appropriate file

e Import Description: Enter an appropriate description for the import

5. Click Next.

Upload GLI Level e
1 File Upload @ Processing
| import Filename: | Maine GLI Import.xdsx
| import Description: | GLI Import Training Test

No Parameters

The Upload GLI Level pop-up updates with the results that the file has been submitted for

processing.

6. Close the Upload GLI Level pop-up.
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7. Click File History.

Schadule Payment Paymbnt Hstory

The File History window displays with a Ready status for the GLI Level file.
8. Click the Actions link for the GLI Level upload file.

9. Select Validate.

Filo
Cioms
FleDafitior. AL v cowmege mmor BT e @
E I -
Togs  imoonHeaterls ProcessFag  MseresOate  FdeDefnbon  bmpont stvs FioloaoSet FioProcess  Dusbon Fows Loaded
- Destrgton Saart
SLuth Roady fageciT GLI Levsl GUl Lewed 201, Mot Processed 03290017 8

The Process Flag column updates with a status of Validated

e
File Definition: |AII |V | Date Range: E
Status: |AII |V |
Tools Import Header Id  Process Flag Inserted Date File Definition Import Stz
- Description
Actions 54466 Validated 03/29/2017 GLI Level GLI Level 201... Val
Validate
Details
Process
Void
Download

10. Click the Actions link for the GLI Level upload file.

11. Select Process.
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The Process Flag column updates to Completed and the Status column updates to
Processed Successfully.

File Definition:
Status:

Actions

[ai

Eﬂll

EIEY

54573 Completed 022712017

Tools  ImportHeaderid ProcessFlag | Inserted Date

=

|Fi|;m%i i ; - e

DateRange: 03202016  [3To:  ogjos207 [

File Definition

GLI Level

Import Description=

#0117 GLI LEVELS

Status

Processed Successiully

12. Close the File History window.

13. To verify that the file processed successfully, navigate to the Reports tab. Click on

Generate Report

Reports

E Generate Report

[ SR

Select one of the following reports for ad hoc generation
~» | EsS G Level Repon |

L.
o

LY

Cancel

Employer Remittance Report

GLI Invoice

© conim
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14. The Generate Report — Report Type pop-up tab displays, click on select for ESS GLI Level

Report

15. The Report parameters pop up tab displays. Select Employer code from drop down

box. Select Employer Location Code from drop down box. Click Next. Confirm.

x

5|

Generate Report
ESS GLI Lewel Report
TCMAY i
Empioyer Location Code: TCMAY s
04/01/2017 .}
cares
I Generate Report |
0 Report Type a Report Parameters Confirm

Please confirm that the

ESS GLI Level Report
Report Parameter:

Employer Code:

Employer Location Coda:

Start Date:
Export As: Pof

Cancel

16. Export PDF file pop up will display in the bottom left corner. Click to display report.

following information is comect.

TCMAY
TCMMAY
040172017

1

= export (19).pdf £

Back

17. Verify information imported on the report is as expected.

e

Public Employees
E Retirement System

GLI Level

Start Date = 04/01/2017 for TCMAY TCMAY

ER Location

ER Code Code SSN Employee Name Position Code Type Start Date Stop Date Level Age
TeMay TEMAY X0 1107 Camgtel, Ots G001 ek AOI01T 03312008 $1600000 57
TEMAY TEMAY  XOOLKK 1108 Crump, Helen 530001 Ak BLOIZ0TT DA S1Ep0000 &7
TCMAY TOMAY  XO00XK-1104 Filo, Bamey  GO00Y Ak PAOIR0TT  OABIEOtE §1700000 &7
TCMAY TEMAY  XKGXKAM06  Sprague Howard  GO0OT At BAOIZ0NT D101 $500000 &7
TCIAY TCMAY K00 100 Tmyice, Bea G000 At 01T a8 $000000 57
TEMAY TEMAY  X0CXN1100 Tayor, Andy (0001 A BAOIS0IT  DVIIE0N S 00000 &
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VIEWING FILE HISTORY

You can use Viewing File History to access previously imported files.

1. Navigate to the Account tab and click File History.

Schedule Payment Payment Hislory

The File History pop-up displays.

2. Filter records by File Definition and Status.

Tools Import Header Id  Process Flag Inserted Date  File Definition  Import Status File Load Start E
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ACTIONS’ OPTIONS IN THE FILE HISTORY POP-UP

For additional information, see pages 23-30 titled Correcting Errors & Exceptions.

Close
File Definition: v Date Rangs: 07/01/2017 [3To: 08/30/2017
Status: b
Tools Import Header Id  Process Flag inserted Date  File Defintion  Import Status File Load Start
- Description
Actions 57104 Ready 08/30v2017 EPF Contributi... TCMAY 4201... NotProcessed  08/20/2017
Validate
Details
Voud
Action Description
®m Validate Validates or revalidates an electronically
uploaded payroll (EPF) file.
B Details Displays the details of an EPF file.
B Process Processes an EPF file.
® Void Voids an EPF file.

This action is only available for files that
have not been processed.
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SCHEDULING AN ELECTRONIC FUNDS TRANSFER (EFT) PAYMENT

For assistance with scheduling an EFT payment, please refer to the Scheduling an Electronic
Funds Transfer (EFT) Payment Guide located on the ESS portal or on MainePERS website at:
https://mainepers.org/Employers/ESS-Guides.htm.
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VIEWING PAYMENT HISTORY

To view payment history:
1. Navigate to the Account tab.

2. Click Payment History.

) I
Al i Uplcad Fie - File Histony
. z [Rer—
Tapis Actvity Date | Trans @ Trans Type Trans Igentifier Trans Status  ReportStaus | Due Date

The Payment History pop-up displays.
3. Schedules tab lists all ACH payments waiting to be processed.

5%
Clase
schodtes] ot
Tocis Bari Account Duegt rigition Frequancy Paymaent Dabe ml
Idﬂl‘ﬂﬂl MainePERS Coninbutions B2IT FR payment One-Time Payment OW0E2017 $1.810.86 I

4. Click the History tab.

Payment History =]
=TT ‘
Schedules
a5 0f Last &0 Days o
Date of Reques:  Payment Dale  Payment (Lo Saatus Bank Narw Bani Rowsng Bank Aceount Bank Ascount Deeacripsion
Amcant trarsabons. Humber Kurmiber Ty
CE31201T 0a312017 $3.000.00 1 Hsusd SEACOAST CREDIT UNION 211459226 ZAEATED Chetlang

5. Select an 'As Of' option from the drop-down, to select how far in the past you would
like to see the payments made.

6. Close the Payment History pop-up.

7. Back at the Account Tab you will see the balance for your payroll.

Trans Tyoa: an - Wpload Fidg - Filg Heghory

Sxans: Open -

Ragart St a i Scheduto Pament Paryment Hstery

Iops Artwity Dade Trans ® Trans Typs Trares Inersfer Trans Status ReporiStats  Dus Date Balance et Creas

Acfons 04TMRT 674301 ok Feoon CSS2017 TOMAY  Cown Frotl DNISR01T 000 5000 50.00
Actnes DAY DETATET ok Repon DEMED01T TOMAY"  Opan Pratitl DEIS201T $37.42 £2.007.82 (53,000,000
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FORMS TAB

The Forms tab allows you to create and submit necessary forms.

Attons  CL_0102 08302017 SSNXOOGIL .
Qnling Forms

Tooks Foem Destriphan

Sai  ADJDOT Single Enployes Payrol Adusimert Web .
st ADUOR Mutgis Emgicyees Payiol Adusiment Fom
St CLO0O Vaeation | Sitk Leave Ferm

S cLmR Appication for Wembership

San CL0GS Erployer Preiminary Bensft Canteaton
Star CL_0874 Evidenta of Insurabiity

Sn G_0s50 Dependent Insurante

ISt GIpent CanestationReducton in Caverage

Slart Gl_0e%a Appication for Coverage GLI

ot MM00O1 Perstnne Staus Change Fom

S WN_002 MemberBenest Reciient Dats Update
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SUBMITTING FORMS ON-LINE

The Online Forms section shows all of forms that are available to be edited and submitted to

MainePERS.

Forms are used to update member data and submit information to MainePERS.

&aci Location Code:

Profile

et A

Location Meme:  MAYBERRY SCHOOL SUPPORT

Roster  EFTPayments  Reports

EForms
Forms in Progress

Form

Member
SENIO0ke

Last Updated

FORM # |FORM MAME PURPOSE
: Report whenever a single member payroll has been missed
Single Employee Payroll B B B L
ADJ_001L i or submitted in error for one or more payroll indentifier
- Adjustment Web Form
months.
Report whenewver a single member(s) payroll has been
Multiple Employees Payroll _p _ ) 2 (s) pay
ADJ_002 B missed or submitted in error for one or more payroll
- Adjustment Form R .
indentifier months.
R B} Report final pay and leave accrual information used in

CL-0050 Vacation / Sick Leave Form . B
benefit calculation.

} } ) Creates an active or decline member contract for the

CL-0102 |Application for Membership . B
reporting employer location.

o . Certify employee termination and other relevant
Employer Preliminary Benefit ) B} . ; _ ; - -
CL-0555 L R information in order to begin paying service or disability
Certification Form - -
retirement benefits.

CL-0874 |Evidence of Insurability Request for Basic and/or additional life insurance coverage.
Selection of dependent coverage if member had no
dependents when first eligible for coverage and is now

GI_0881 |Dependent Insurance acquiring their first eligible dependent or previously had
Dependent Plan A and is agquiring a spouse and would like
to increase to Dependent Plan B.

Cancellation/Reduction in o
Gl 0881 Cancels/Reduces life insurance coverage of record.
- Coverage
) } Submitted on behalf of a member in order to enroll them
GI_0908 |Application for Coverage GLI .
- for life insurance coverage.
Reports Member leaves of absence or member termination
MM _ 0001 | Personnel Status Change Form
- event.
MM 0002 Member/Benefit Recipient Data |Update's current member's / benefit recipient's name

Update

and/or address.
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Note: CL-0102 Application for Membership — When to submit?

Note:

Forms:

Member Employment (ESS Member Contract) consists of five data elements: Employer
Location, Plan Class, Rate Schedule Number (RSN), Position, and Personnel Status
Code (PSC). A chart is provided below to help you recognize when changes to a
member’s employment record will require a Membership Application prior to
reporting the new data on payroll.

If this employment data is Teacher PLD State
changing:
Employer Location required required not required for
department transfer

Plan Class required required required

RSN** required required required

Position not required required not required
(except special
codes)*

PSC not required required not required except
except PSC 53 PSC 53

*Teacher Position Codes requiring update include grandfathered positions, authorized
positions and positions requiring “basis” if the basis is not with the reporting
employer location. For example, a member reported with the following codes for the
tirst time under the reporting location would require submission of the membership
application prior to payroll processing;:

Y1001, Y0408, Y5555, Y0210, Y0209, Y0155, Y0104 and all YEX codes, unless the
member has basis with the reporting employer location.

**PLD RSN codes for RRTW members will be a 53 for those hired prior to
10/02/18, and a 96 for anyone hired on or after 10/01/18.

Employee Employment Termination

If you are submitting any form to MainePERS reporting the date an employee is
terminating employment, the form CANNOT be submitted to MainePERS until on
or after the reported termination date. Any forms received before that date will be
voided and a new form will be required to be submitted in ESS.

CL-0050 Vacation/Sick Leave Form

CL-0555 Employer Preliminary Benefit Certification Form
MM-0001 Personnel Status Change Form
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1. Click the Start link.

Tools Form Description
Start ADJ_D01 Single Employee Payroll Adjustment Web . ..
Start ADJ_D0O2 Multiple Employees Payroll Adjustment Form
Stant CL_0050 Vacation / Sick Leave Form
=] CL_0102 Application for Membership
Start CL_0555 Employer Preliminary Benefit Certification ..
Start CL_0874 Evidence of Insurability
Start GI_D3s0 Dependent Insurance
Start GI_0381 Cancellation/Reduction in Coverage
Start GI_D903 Application for Coverage GLI
Start MM_0001 Personnel Status Change Form
Start MM_0002 Member/Benefit Recipient Data Update

The form displays in a new window.

B0 ==

a-..,-p-\.--uu- sl D 3 F-Daai
= o el inle ,'.:53 T g APPLICATION FOR MEMBERSHIP
Parbdic IDan pilbowsasas F -- |?ﬂ? BAF-E ﬂ'1
E Rodirmrmmnd Systo LLE
Flarnbam s Rarma I | I I I
e T [T Ry 1Lk [
o il S wirhy B oy Cmim of BRirit R sy E -smumil Adaddrenm
IEFTS F
FARIH I [ I I
e
BT F Py Torna T LE1P

i owERly 1o phin e Raicsa |‘1.|'I.-|-\. Errgeoyoes Relitoeruen] B
FARE T R e AP TUREE | BT B O TR . TroeT

A ipatreg | ety cortify thaad all of the '| nl'-n-'.'-nh
PR TR AR WATE O TiOSasa, i A

By il wedersband Weal on applc alesr @l dreen Windiigy fire @oyveiTeed Bey
iy fnm;\n--m--lmn =Y Sy |-|-|u|||-1 Ery PASINeR T T ASea SO DN S AT AN T |
L kmmh—ﬂg—u and Beobiet

Evmpgiary ey Lo abitn Castie [ToeayY Errapicny sy Lo abkr M (CEES TN R ST TR T Bl ST TR L e |

B P, O Ty TR DRl O PO DO OIS WO e B T BERE 10 ©OniEe LD TS
OO LERE U ST AR TSI

hAmmbermnip Stark Caio
TR TRy

Tiths Cof FAGHRITROY I PRI CIRARE OOl [
Fimn Class [| Forsonne Status Code I Rate Sciheduis I
i Bew the MainsPFER S payroll manual for seplanation of codes. )
ELivHDIOY e iy Calensiar Year {an oy Mimc ol Yaar (S By S ool Year (Rept
;B r
i e} P} A oy BB Froo Yimamr (S-Sl B =
I el Frrm e Miem an D A e . P

2. Complete the form as needed.

« Employee Section — Demographics (Capitalize each word — do not use all CAPS or
all lower case)

i. Prefix, First, Middle Initial, Last, and Suffix

ii.  Social Security Number, Date of Birth (mm/dd/yyyy), Gender, E-mail Address (personal
e-mail preferred)

iti. Mailing Address — Use State abbreviation
iv. Choose the correct election box (Join, Decline, Retiree Return to Work)
« Employer Section:

i.  Employer Location Code — Prepopulates once the employer opens the form
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ii. Employer Location Name - Prepopulates once the employer opens the form
iti. Membership Start Date — first date that the employee becomes eligible

iv. PLD Base Hours?

v. Title of Position

vi. Position Class Code, Plan Class, Personnel Status Code, and Rate Schedule: See ESS
EPF Filing Manual

vii. Employee is paid (Calendar, Fiscal, or School)
viii. Election to enroll (Yes/No) — If “Yes” check off appropriate letter (a-i)

ix. Certifying Official Signature, Date, Print/Type Name, Phone, and E-mail -
Prepopulates once the employer opens the form (if it doesn’t fill in manually)

3. When you are finished, select one of the following options at the bottom of the form:

Cancel

® Cancel: closes the form without saving any updates.

® Preview: saves the form as a draft but doesn’t close the form. The Preview
function is used to prepopulate demographic information on a member already
set up in the MainePERS system.

® Save as Draft: saves the form as a draft, which can be accessed to finalize at a
later time/date, and closes it. This is a new feature.

e Save as Final: saves and delivers the form to MainePERS.

Prevew SaveasDrafi  Saveas Finaj
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FINISHING FORMS IN PROGRESS (THOSE SAVED AS DRAFT)

The Forms in Progress section shows all forms that have been started but not yet completed.
You can resume editing them or delete them.

To resume editing:
1. Click the Actions link and select Resume from the drop-down.
Back  Location Code: TCMAY Location Name: MAYBERRY SCHOOL SUPPORT
Profile Account | Forms | Documents Roster EFT Payments Reports

I Forms in Progress I

Tools Form Last Updated Member

Aclons CL_D102 DBA02017 SEN -0

Aclions Gl_0803 D&312017 CAMPBELL
Delate

The partially-completed form displays.
2. Make updates as needed.
3. When you are finished, select one of the following options at the bottom of the form:

e Cancel: close the form without saving any updates
® Save: save the form as a draft and close it

® Save as Final: deliver the form

To delete a form:

1. Click the Actions link and select Delete from the drop-down.

Forms in Progress

Tools Form Last Upd
ADJ_002 02122120,
Resume ‘ 02/03/20]

| 02/07/20

The Delete Confirmation pop-up displays.
2. Click Yes.

That form is no longer listed in the Forms in Progress section.
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VIEWING SUBMITTED FORMS

The Submitted Forms button shows all forms that have been submitted to MainePERS.

Pulilc Empleeas

nfiramand Srisem

g:E

Forms is Pragress

Tool Form Lagt Updated L

- - = W Gy CRLBAP, L EN $5M
A o g D 2T FIFE, BARMEY S3h X
At IR L 2T TAYLOR, BEA BSN XX
Aions W 500 Qa1 TAYLOR, BEA SEN XX

The list of submitted forms displays in a pop-up.

=
Tools Form Submitted On Member
View Application for Membership D2272017 TAYLOR, ANDY SSN:X...
| Miew Application for Membership 03272017 TAYLOR, BEA SSNIXX_ ..
b View Application for Membership 03/27/2017 FIFE, BARNEY SSN:XX...
View Application for Membership 03272017 PYLE, GOOBER SSN:X...
View Application for Membership 032772017 CRUMP, HELEN SSN:X._..
View Application for Membership 03272017 CAMPBELL, OTIS S8SN:_..
View Application for Membership 03/27/2017 LAWSON, FLOYD SSN:_.
View Application for Membership 03/27/2017 SPRAGUE, HOWARD. ..

Click View to see the details of any form listed. The form displays in a document viewer. You
cannot edit a form from this list.
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DOCUMENTS TAB

The documents tab lists all the documents that were created for you by MainePERS. All
Employer Location specific documents will be available to you for viewing. Types of
Documents to be found here are:

e GLIInvoice (Group Life Insurance monthly bill — new location for this document)

e Employer Statement of Account

e Statement of Annual Cost (formerly known as “green sheets”)

Life Ins
Invoice

PLD Only

Profile Account Forms Documents Roster EFT Payments Reports
Documents
Tl GLI Invoice - Period - 09/1/2017 - 09/30/2017

i

10f05/2007
Doc-Out
Email Notified

Employer Statement of Account - EMPLOYER_STATEMENTS_OF_ACCOUNT
05/08/2017

Doc-Out

Email Notified

Employer Statement of Account - EMPLOYER_STATEMENTS_OF _ACCOUNT
08/21/2017

Doc-Out

Email Notified

Employer Statement of Account - EMPLOYER_STATEMENTS_OF_ACCOUNT
07f18/2007

Doc-Out

Email Notified

B 0F R OB

Annual Statement of Cost - ANNUAL_STATEMENT_OF_COST
06/08/2017

Doc-Out

Printad
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ROSTER TAB

The Roster tab allows you to view a roster of your employees. Active employees as well as
those terminated appear here.

This is a read-only tab. Changes to employee information must be submitted to MainePERS via Forms.

Saarch: IE}

Tk SN Name SartDale  StopDaie  Plan Name Status Rale Category
Ahons  JOXKOCIOT CAMPBELL, OTIS oS0 Teacher Regular Active REG
Attigns XOG01106 CRUMP, HELEN 0&01207 Teahar Regular Aglive REG
Actigns HOCKA-1104 Fife, Bamey 05012017 Teaher Regular Artive REG
Achagns JODC-1108  LAWSON, FLOYD DS0VAMT Teathar Regular Aclive REG
Acbong XOXXA110 Pyle, Gomer Q40T Teather Reguiar Active REG
Actgas 001108 SPRAGUE, HOWARD DNORIT Teathar Regular Active REG
Adons  006X0GHDY Tayles, Andy 05012017 Teacher Reguiar Active REG
Agfons  JOOMOCIO3 Taylor, Bea 05012017 Teacher Regular Active REG
Actang XHK011HT Taylor, Buckwhaat 05012017 Teahr Regular Aclive REG
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The Actions Button Options

The following actions are available on the Roster listing.

B Details

B Employee Information

§

Ipols 35N Name Start Date Stop Date Flan Name Status. Rate Category
XOOLXKTH01 | D7/01/1095 PLD Group Life Insurance  Active G
Details TS FLD Reguiar & Active REG
Employes Information
Details

Selecting this button generates the Member Contract pop-up window. This is an
informational only page. No changes to employees can be made from here.

| Member Contract | [E3)

Member Contract

Plan Name: [Teacher Regular |~ | Rate Category: rRe¢ 1~
Start Dot ooz stau: o S—
stop Date: [mem/ddiveyy =] pos: [voto1 ]
Account Id: |v' PSC: 221 |
Contract Year: CEIE/ET 6L Billing: =
Basa Hours: ] Elig Change Reason: [ - |
GLI GF: a2
Leave of Absence
| Tools Type | stant Date | Stop Date | SVC Multiplier  Last SVC “oided?
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Employee Information

Selecting this option generates a new window with two tabs:

B Member Demographics (top screen)
®  Member GLI Level (bottom screen)

Demegraphics

Prefix: S5 XOXKT107
First Nams: oTIS Birth Data: 05081560
Middie Name: Gender: Male

Last Name: CAMPBELL Suffix:

Comespondence: Mﬁ;&

GLI Level

(Togs | StanDT ' Stop Date ER Location Code Postion Code ' Level  Type Age
0401201 0332012 30001 $30,00000 Actve @
Q4012012 0X312013 300G $26,00000 Actve 4
04012013 03312014 30001 $25,00000 Actve T
04012016 03BIR015 50001 $26,00000 Actve 4%
D4mmir2015 033172016 0001 52600000 Actve a7
D4/D12016 032047 G000 52300000 Actve 43
o407 0373172018 0001 52700000 Actve 48

GLI Retiree Level

GLI Retires Levels
Tooks  Disabiity  ERLCode SatDate  StopDate Level Manual Override

You can use the Back button to return to the Roster tab (making the other tabs visible as
well).
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EFT PAYMENTS TAB

For assistance with setting up an EFT payment account, please refer to the Scheduling an
Electronic Funds Transfer (EFT) Payment Guide located on the ESS portal or on MainePERS
website at: https://mainepers.org/Employers/ESS-Guides.htm.
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REPORTS TAB

You can view reports by navigating to the Reports tab and clicking Generate Report.

Profile Account Forms Documents Rosier EFT Fayments

Reports

—

Generate Repon x

[ 1 Report Type ]a Feport, Parameters B Confarry

Selact one of the following repors for ad hoc generation

ESS GLI Level Report Select
o
Empiayer Remiltante Report Select
o
GLI nvdice Select
o
Cancel Hed

The following reports are available in ESS:

B ESS GLI Level Report: This report provides you with a record of GLI levels which have
been uploaded to MainePERS.

B Employer Remittance Report: The Employer Remittance Report provides you with the
allocation of amounts due as a result of submitting your payroll file information.

B GLI Invoice: GLI bills produced before October 1, 2017 are available from this location. See
the Documents Tab, page 55, to find your monthly GLI bills posted after October 1, 2017
(September 2017 invoice)
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1) Click Select for the report requesting
Generate Report

[ 1 Report Type ] a Report Parsmetars E Confam

Sadect one of the following repons for ad hoe gensration
ESS GLI Level Report Botacl
> :

[ Empiayer Remiftance Report :

GLI Invaice | Select
[+

Cancel

2) Enter required data
a. Employer Code
b. Employer Location Code
c. Work Report Start Date

3) Click Next

Generate Repont

Employer Remitlance Report

IEI‘I'IDWM Codi: I TOMAY i

Empicryer Location Code: TOMAY >

Work Report Sart Date: 05032017 3
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4) Click Confirm

Generate Reporn =

n' Rapo. Typs a Raport Paramaters m

Please confim that the foliowing information is comect

Employer Remittance Repor

Repart Parameter
Empioyer Code TCMAY
Employer Localion Code TCMAY
Work Report Start Date D407 -

5) This will open a screen requiring you to click on it to get your PDF Report

= export (14).pdf ~
i

If you are not seeing this it may involve your Popup Blocker.

6) Print your Report

Employer Remittance Report

TEMAY
PR oo T

7) X out of the PDF window.

8) Submit a copy of the Remittance report with your payment.
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ADMIN TAB

The Admin tab is used by your employer’s ESS Security Administrator to establish other users in
ESS.

On the Admin tab, only your employer’s ESS Security Administrator can perform the following
tasks:

Admin

Finery 1 8

LOCREGS Ml Al - Al £

S

i Al »

oo Lishe MR il Namg o T Craated On Repsiemd Ema Last Logn

® User Pre-Defined Groups
® Creating an ESS USER Account
® Registering as a USER for ESS

(You cannot ‘fix” a User until they complete the registration process)

® Maintaining a USER Account
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Pre-Defined Groups

R=Read Only W=Writable

| ESSAdmin [ HRonly | Payrollonly | HRand Payroll | Read only |
Profile
Demographics W W R W R
Contacts W W R w R
Account
Upload File W W W R
File History W W W R
Schedule Payment W W W R
Payment History R R R R
Work Report Editor W W W W R
EForms
Start W W W W W
Submitted Forms R R R R
Documents R R R R
Roster R R R R
EFT Payments
Add Payment W W W R
Reports R R R R
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CREATING AN ESS USER ACCOUNT

To create an ESS user account, from your Admin tab:

1. Click Add User.

Adenln

Fitery i

Lot atioe Mima: A v

Y ]

bir il il v

2% Wik Narma Full hama A Craaied Cn Fagsiamd kmal

The Add User wizard displays.

2. Enter the user’s First Name and Last Name.

3. C(Click Go.

Last Logn

| Add User

| Samanre ﬂ Ageand 1ndfa B Aroess Info
n Confirmation Infa
Flaase enter the niw users namae

= |
- |

Cance
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4. Search results display:

[ Please select the new user from the list below. IT the new user does not exist in the list Delow, click New. ]

Addd Usar [=1iF"

m a BAogant Info E Arcess Info n Confamation Info

Flaase ented [N Niny WSers Name

First Nams: Floyd |
Last Nama: Larwson |
Go

[ Fliagase sekC! the new user fram the 51 Delow. I 1he new user Joes ot exist @ the 151 Delow, ChcK New ]

Toois Nama S8M Agdress

Cancel New Mot

5. Create a new person by clicking New. The Add User wizard displays the Account Info
tab, which is prepopulated with the new user’s name. A User name is automatically
assigned to the new User.
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Complete the Account Info section * required information, the information will be
used for verification during the User Registration process, inform the USER.

First Name: Verify/enter the user’s first name

Last Name: Verify/enter the user’s last name

User Name: Verify/update the user name

E Mail: Enter the user’s work email address

Birth Date: Enter the user’s date of birth (this field is mandatory) MM/DD/YYYY

Mobile Phone: This should be a direct phone number to the ESS USER; not
mandatory unless there is no direct business phone available. **This number is
only to ring you for you to press 1.

® Business Phone: Enter the user’s business phone number

® MFA Phone: enter a direct phone # to the User (same number can be entered for
both business phone and MFA phone numbers)

e MFA Email: not a required field

Click Next.
Add User

Feanc onl w e, Tl 3 thal Py rerey et c.an ropnior and creale B s cound
Frad M (R
Land B bk
1M I b
[ Ml
Lrier ol e one of e ol 3w i i
I'.r (8] I
Hobe FPhane
P44, Phond Far
HIrA Pesns M
MFS §mos
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10.

11.
12.
13.

The wizard displays the Access Info tab.

Select the appropriate Employer Location Code(s) to be associated with the User

being set up.

Select the appropriate account access and security roles for the user. Please refer to

page 73, (Pre-defined Group Descriptions) for specific information about each role.

Add User olx

ﬂ Search Q Account: Info 3 Maooess Info ﬂ Confirmation Info

Plaasa salact the users account access
Specific Reporting Units under the Employer
POR9S TOWN OF HENRYVILLE

Please select only one ADDITIONAL secunity profile beyond Employer User - Default Role below
< Employer User - Default
ESS Payroll Role and Human Resaurces Role
ESS Payroll Only Role

ESS Humnan Resources Only Role
E5SS Read Only Raole

Cancel Back Mt

Click Next.
The wizard displays the Confirmation Info tab.

Verify the information.

Click Confirm.

Click OK

The new User receives an email inviting him or her to complete the registration
process.

Message

i An email was sent to the user to complete the
\.) registration process.

OK
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REGISTERING AS A USER FOR ESS

As a new user, they must register for ESS access upon receipt of their invitation email which

contains a link directing you to the Registration wizard in ESS.

1.

Copy and paste the URL provided, in the email, into your browser.

Subject: MainePERS ESS User Verification
Welcome to Employer Self Service, Sally Fields.
We have created an account for you with the user name: SFIELDS2

Please visit the Employer Self Service Web Site via the link below to complete the registration
process.

https://v3ga.mainepers.org/v310ga/app?service=userReqistrationService/8ac9d3el-571e-
47c8-bf4a-939c6fc1021d

Thank you.
WainePERS

Maine Public Employees Retirement System
PO Box 349

Augusta, ME 04332-0349

Toll Free:1-800-451-9800

W\-\r»\r.mainegers.org

Note: Requiar e-mail communications are not secure. In order te safeguard sensitive information, we
recommend using secure e-mail when sending Sodial Security Numbers, account numbers and other detailed
financial information via e-mail, To send MainePERS 3 secure e-mail please visit our secure portal at
hitps:/Awebhl. zixsmai.net/sdogin7h=mainepers. You may reach MainePERS at 1-800-451-9800 between 8:00
a.m. and 5:00 p.m., Monday through Friday.

The browser opens the first step of the Verify User Registration wizard in ESS.

Complete the fields that are displayed. **Must match exactly to the SA setup
Click Next.

Warily Wasd Megisiration Wikard [

Mnase onler P lelyasng evionmalion sa fhal tha neew usar £ am reginbers and crasbes B g count
i Mama SFIELDRT
Firat Bl

Last Hsne

Crmasl S e ’

Ertad [ha lolkspaarag soc unby slard s
T [t r L |
e
Darmirems s M E=t

A Eal

BV Fiscwi
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The second step of the wizard generates.
4. Select and enter three security questions and answers.

5. Enter and confirm your new password.

6. Click Next.

Verify User Registration Wizard [=]

© rdenufication m ©  confirmation

Please setup your security questions

Security Question 1: What is your mothers maiden name? ~
Security Answer 1: test
Security Question 2: Where did you first meet your spouse? >
Security Answer 2: test
Security Question 3: what was the name of your first pet? ~
Security Answer 3: test

Passwords must match the following rules
Password must have a minimum of 8 characters
Password must have a minimum of 1 alphabetic characters
Password must have a minimum of 1 numeric characters
Password must have a minimum of 1 non alpha numeric characters
Password must have a minimum of 1 capital letters

Enter your new Password: === esssssssssss Strong

Please confirm your password: | eeessesssess P

Gancer Back

The third step of the wizard generates.
7. Verify the information.

8. Click Confirm.

Vierify Usér Registration Wizand =HE

Please confam the creation of the follewing user account
First Nami:
Last Namd:

User:
E Mail:

Saurity Question 1:
Sequrity Answer 10
Sacurity Question 2:
SeLunity Answer 2:
Security Question 3:

Sequrity Answer 3:

== s

You have completed the Registration Wizard.



MAINTAINING A USER ACCOUNT

After navigating to the Admin tab, only ESS Security Administrators can perform the following
actions on existing user accounts:

Admin

Liotadon Hers: A - i P

Saarch

faat.: Y -
L M Pl Mok Tism A e g e g i Irra Loaz Lageni
O, JCHALE CHASE S0 S e “ry WG 42
RHERHY? HERRY RICK Bt ek il St (et e TN 6
SMLOED FIELDS, SALLY Bt Lo et gl i 11 e esrraenspes g

Jpaiwie L AL{ESS
S ;.l:.';ﬂ g b= )

Chagnce LHape Chplady

Note: If you are the ESS Security Administrator and require assistance with your own
account, please call Employer Services at 1-800-451-9800 or email
employer@mainepers.org .

e Reset User Account — only available before USER has registered
e Update User Access -

e View Login History

e Change User Details -
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RESETTING A USER ACCOUNT

Option is only available to use before the USER completes the registration process.

Selecting this action generates the Reset User Account pop-up, which the ESS Security
Administrator uses to resend a registration email to an existing user.

1. Toresend aregistration email to a user the ESS Security Administrator must type
“YES” (all letters must be uppercase) in the confirmation box.

2. Make sure the Extension numbers are visible, if applicable, if they are not re-enter
the Ext #, this will need to be done each time you reset the account.

3. Click Reset Account.

Note Resetting a User Account is only available if the user types “YES” in the Please type
“YES’ in all capital letters and click ‘Reset Account’ field.

| Reset User Account | /
E Mait: Oopiep@orayberry.rid /
Karre; NSOM II.-'JI'I;
Pleass enlir of update the lollowing regained usel security attnibules. Jll.r'llr
Birth Date: OL/0s 1960 & .".....Ill
Home Phore J,-"r
Mol Phone: ’III
Busrerss Phon: (207) 248-1234 Ext /

Once Resel. the user will Be required 1o re-register their account 1o gain uﬂ:uml‘,’:

-

Ploase tyow YES and ok Raset Acoount YES

Cance
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UPDATING USER ACCESS

Selecting this action generates the Update Security Profile pop-up, which the ESS Security
Administrator uses to modify the user’s access level or security role. See page 66 for descriptions
of the Pre-defined Roles. The ESS Security Administrator must select new values, and click OK to
make any changes to the user’s security profile.

Admin users may also deactivate an account from this location if desired.

Update Securty Profils

L )
E MGgd;

PLaT

A caay Lave
. Sopcifes Soooiants Uinder e Ermpioyee
o PIr TOWSN OF HENSYWILLE

DRpaCtradlie ACCOLING

Tasurty Probls [optonal)

Empityis Ligar - Dataut

# ESS Payeoll Acls and Human Resources Rola
ES% Payeodl Oy Roles
ESS Muman Hesotss Unly Role

ESE Rad Dnily Foks
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VIEWING LOGIN HISTORY

Selecting this action generates the Login History pop-up, which the administrator uses to view a
user’s login history.

Tools

Close

k,Login Histoi )

Event Name

Log out of Application
Logs into Application
Log out of Application
Logs into Application
Log out of Application
Log out of Application

4

Login Date

02/08/2017 01:53 PM

02/08/2017 01:51 PM

ARMNAINAL™ A 4~ e

Logout Date
02/08/2017 02:26 PM

02/08/2017 01:53 PM

02/08/2017 01:51 PM
02/08/2017 01:46 PM

IP Addres
172.9( ~
172.2¢
155.21
172.2¢
172.2¢
172.9(

-
ama Ar

»
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CHANGE USER DETAILS

Selecting this action allows the Security Administrator to change any of the information
necessary to keep the USER information up to date. An additional MFA — Multi Factor
Authentication phone number can be added at this time.

User Details
Save Apply Cancel
05/05/1960 5

Prefix: ~ Birth Date:

First Name: Sally |
Middle Mame:

Last Mame: Fields |
Suffix:
SSNM:

Alt ID 2:

Home Phone: &

Mobile Phone:
Business Phone:
MFa Phone:
Email:

MFEA Email:

Carrespondence:

Payment:

(207) 228-1815
(207) 512-0001

(207) 512-0002

deedee.love@mainepers.org

Ext:

Ext:

1. Click the Pencil to edit the field you want.

2. Click Add

User Details X B
|
Save Apply  Cance | s
Prefix: " Birth Date: 05/05/1960
First Name: Sally rn e
Micdle Name: vt
Last Name: Fields i b
|
Suffie: ¥ |
S5M: | v
ArID2: |
Homa Phone: [ == .
Mobile Phane: (207) 248-1815 i'\- ] B
Business Phone: (207) 512-0001 Bt i n - w
MFA Phone: (207) 512-0002 Ext: ' gy
et desdesovegmainepers.rg J D 4 Py
Details
MFA Emall; [ TS —
Delete |
Correspondence:
|
Fayment:
i
.
|
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