
Employer Training

Participating Local District - School Support
Teacher



Training Expectations
• Presenter: Vicki Hamlin

Employer Reporting Training Specialist

• Attendee Introductions

• Interruptions during training

• Virtual Webinar Environment
• Questions/Comments

Training Expectations



1. Employer Reporting Unit and MainePERS 
Background

2. Accessing Employer Self-Service (ESS)
3. Understanding Eligibility and Enrollment 
4. Navigating Employer Self-Service Part 1
5. Navigating Employer Self-Service Part 2
6. Survivor Services and Group Life Insurance 

(GLI)
7. Additional MainePERS Contacts

Training Agenda



Employer Reporting Unit and 
MainePERS Background
MainePERS Employer Training



• Employer Reporting Manager
•

• Training Specialist
• Vicki Hamlin

• (207) 512-3238
• Vicki.hamlin@mainepers.org

• Operations Specialist
• JillAnn Harding

• (207) 512-3121
• Jill.harding@mainepers.org

• Account Associates
• Alexander Davenport

• (207) 512-3179
• Alexander.davenport@mainepers.org

• Lisa Poulin 
• (207) 512-3314
• Lisa.poulin@mainepers.org

• Debra Bernier
• (207) 512-3143
• Debra.bernier@mainepers.org

• Joan Leclair
• (207) 512-3224
• Joan.leclair@mainepers.org

• Kathy Saucier
• (207) 512-3230
• Kathleen.saucier@mainepers.org

• Kyle Cooper
• (207) 512-3268
• Kyle.cooper@mainepers.org

• Michaela Carney
• (207) 512-3380
• Michaela.carney@mainepers.org

• Shelby Martin-Bugby
• (207) 512-3351
• Shelby.martin.bugby@mainepers.org

• Alecia Paradis
• (207) 512-3352
• Alecia.Paradis@mainepers.org

• Associate
• JoAnn Nelson

• (207) 512-3220
• Joann.nelson@mainepers.org

Business Unit Phone: (207) 512-3200
Business Unit Email: Employer@mainepers.org

Employer Reporting Unit

mailto:Vicki.hamlin@mainepers.org
mailto:Alexander.davenport@mainepers.org
mailto:Lisa.poulin@mainepers.org
mailto:Debra.bernier@mainepers.org
mailto:Joan.leclair@mainepers.org
mailto:Kathleen.saucier@mainepers.org
mailto:Kyle.Cooper@mainepers.org
mailto:Michaela.carney@mainepers.org
mailto:Shelby.martin.bugby@mainepers.org
mailto:Joann.nelson@mainepers.org
mailto:Employer@mainepers.org


• Maine Public Employees Retirement System 
(MainePERS)

• Established in 1942
• ‘Maine State Retirement System’ (MSRS) until 

2007

• Benefits Plan Administrator 
• Defined Benefit Plan

• Participating Local Districts (PLD), Teacher and State 
• Judicial and Legislative

• Disability Program
• Group Life Insurance
• MaineSTART Defined Contribution (DC) Plan

MainePERS Background



MaineSTART Deferred Compensation Plan
• Comprehensive Retirement Planning 

• Defined Contribution (DC) Plan 
• Tax-Advantaged Retirement Savings Program
• Traditional (pre-tax) and Roth (after-tax)

• One-on-One Retirement Planning Sessions help employees understand and navigate 
the many retirement tools available to them

• Why MaineSTART?
• Aids with recruitment and retention of employees
• Ease of administration for payroll clerk
• Low cost to employee and employer

• For More Information or to Schedule a Retirement Planning Session
• Gary Emery, DC Plan Administrator

• Phone: (207) 512-3116
• Email: gary.emery@mainepers.org

MaineSTART Defined Contribution Plan

mailto:gary.emery@mainepers.org


Security Compromised Employers
• Employer Update

• Sent via Email
• On file with MainePERS

• On Website
• MainePERS Website: Employers >  

Employer Updates
• Past Employer Updates

• Last Year

• Targeted Email Messaging
• Unsubscribing

• Employer Self-Service ‘News’
• ESS Login – Homepage

• Employer Self-Service Knowledge 
Base

Keeping You Informed



Security Compromised Employers
• www.mainepers.org

• Homepage
• ESS Login
• Contact
• Laws & Rules
• Secured Email
• Forms & Resources

• Forms > Employer Forms
• MaineSTART

• Employers
• Employer Self Service Guides
• Helpful Resources

• ‘MainePERS Terminology’
• Employer Rates & Rate Setting
• Latest News
• Employer Training Sessions
• Employer FAQ’s

MainePERS Website

http://www.mainepers.org/


1. Employer Reporting Unit and 
MainePERS Background

2. Accessing Employer Self-Service 
(ESS)

3. Understanding Eligibility and Enrollment 
4. Navigating Employer Self-Service Part 1
5. Navigating Employer Self-Service Part 2
6. Survivor Services and Group Life 

Insurance (GLI)
7. Additional MainePERS Contacts

Training Agenda



Employer Self-Service Access
MainePERS Employer Training



Employer Self-Service System
• Also Known As “ESS”

• MainePERS Reporting Database
• Defined Benefit
• Defined Contribution
• Group Life Insurance

• Access Login via MainePERS 
Website 

• Browser Requirements: Google
Chrome

• ‘Employer Self-Service Desktop 
Specifications’

• Out-of-date browser warning

https://www.mainepers.org/wp-content/uploads/pdfs/ESS-guides/ESS-Desktop-Technical-Specifications.pdf


ESS Security Administrator
• Security Administrator Responsibilities 

and Expectations
• ESS User Maintenance
• Location Demographics
• Compromised Employer Location 

Notification to MainePERS

• Security Administrator Setup
• Employer Location Only
• More than one location = 

more than one form
• ‘Employer Self Service Security 

Administrator Authorization’
• MainePERS Website: Forms & Resources > 

Forms > Employer Forms

Employer Self-Service Security Administrator



Security Compromised Employers
• Employer Location Server/Individual Desktop Attack

• Virus, Phishing, Malware, Ransomware, Spyware, etc.

• Notify MainePERS immediately
• Employer Services Unit

• Isolate the affected Computer if possible
• Remove the computer from your network to minimize impact to other systems

• Temporary access restriction to MainePERS Systems
• Employer Self-Service, In-bound emails
• All users/contacts at Employer Location

• Restoring System Access

Security Compromised Employers



ESS Users
• Username: ‘P0999_jjohnson’

• Preferred Username Formatting

• ESS Security Administrator Creates User 
Account

• User’s Name 
• Email Address
• Phone Number(s)

• User Setup Email
• Email not received
• Security Questions

Employer Self-Service Users



ESS Login and Multi-Factor Authentication
• ESS Login Screen

• Username
• Password

• Forgot User | Forgot Password

• Multi-Factor Authentication (MFA)
• “Twillio”

• Login Instructions 

• Account Locked Out
• ESS: Security Administrator
• MFA: MainePERS Employer Services Unit

Employer Self-Service Login and Multi Factor Authentication



Security Compromised Employers
• Employer Location 

Information
• Employer Demographics
• Location Details

• Contacts
• Primary Payroll Contact
• Security Administrator
• Chief Financial Contact
• Chief Executive Contact

• Contacts vs. Users
• ESS Roles

Employer Self-Service ‘Profile’ Tab



1. Employer Reporting Unit and 
MainePERS Background

2. Accessing Employer Self-Service (ESS)
3. Understanding Eligibility and 

Enrollment 
4. Navigating Employer Self-Service Part 1
5. Navigating Employer Self-Service Part 2
6. Survivor Services and Group Life 

Insurance (GLI)
7. Additional MainePERS Contacts

Training Agenda



Understanding MainePERS 
Eligibility and Enrollment
MainePERS Employer Training



• What is a ‘PLD’?
• Participating Local District
• Varies by Location
• Age 60 and Age 65 

• Membership 
• One-time Irrevocable Election

• Varies by Location
• Optional 

• Section 218 Agreement
• Elected/Appointed Officials
• New Plan Provisions

• LD711: Transfer from Alternate Retirement Plan
• LD1103: Limited Period Open Enrollment

• Mandatory
• Always check with MainePERS

PLD Plan Eligibility



LD711: Transfer from Alternate Plan

• Varies by Employer Location
• Must take Certified Action

• Transfer from alternate Qualified Plan
• Transfer in at any time
• Irrevocable election

• Cannot withdraw – same employer

• Pre-tax Deduction
• Original Hire Date
• Membership/Participation Start Date
• Rate Category/RSN

• Same as regular membership



LD 1103: Limited Period Open Enrollment
• Varies by Employer Location

• Must take Certified Action
• Optional Membership

• Previously Declined
• 5 Year Limited Enrollment Period

• Annually September 1st – November 1st
• After-tax Deduction
• Original Hire Date
• Membership/Participation Start Date
• Rate Category/RSN

Plan EE Paid ER Paid
Age 60 54 55

Age 65 57 58



• Retirees Returned to Work
• ‘Same Employer’
• PLD vs. State/Teacher
• Consolidated PLD vs.

Non-Consolidated PLD

• Participating Local District (PLD): Reporting Retiree 
Returned to Work (RRTW) Employees

• RRTW – Inactive as of 06/30/2021
• RRTW2 – All PLD Retirees

• Always check with MainePERS

PLD Plan and Retirees Returned to Work (RRTW)



Teacher Eligibility Determination

Question 1: 

Is this person an 
employee of a 
Public School?

Question 2: 

Does this position meet the 
definition of 5 MRSA 

§17001, 42 Paragraph A? 
In other words, does the 
DOE require certification 
and does the individual 

hold certification?

Question 3: 

Does this position meet 
the definition of 5 MRSA 
§17001, 42 Paragraph 

B? In other words, does 
the position introduce 

new learning to students?

NO.  

Not Eligible.

No. 

Continue.

YES.

Continue.

YES.

Mandatory 
Eligibility

YES.

Eligible unless
exclusions for 

Coaching or Adult Ed 
apply

NO.  

Not eligible unless 
grandparented

DOE Contact 
Information:

(207) 624-6603
Cert.DOE@maine.gov

Exception: 
Substitute Teacher 

Optional 
Membership

‘One-time Election’

mailto:Cert.DOE@maine.gov


• Job Description Submission
• ‘Official’ Job Description

• DOE Certification
• ‘Official’ Job Title 
• Email: teacher@mainepers.org

• ‘Same Employer’
• Same Tax Identification Number (TIN)

• Confirm with MainePERS

• Basis for Membership
• Current or prior work in a position covered by the MainePERS State or 

Teacher plan 
• Not Refunded

• Contact Employer Services for assistance with determination

Teacher Eligibility Determination

mailto:teacher@mainepers.org


• Optional Membership 
• ‘One-time’ irrevocable Election with the ‘Same Employer’
• Substitute Teachers (Y0209)

• Known Eligibility Issues
• Adult Education (Y0210)
• Coaches (Y0155, YEX**, Y0104)

• Prior Basis 
• School Secretary (Y1001) & Dietician (Y0408)

• Grandfathered

• Definition of ‘Teacher’
• MainePERS Website: Laws & Rules

• Title 5 MRSA Part 20 Chapter 421: General Provisions §17001, paragraph 42

Teacher Eligibility Determination

http://www.mainelegislature.org/legis/statutes/5/title5sec17001-2.html


• Employee Contributions
• Set by Statute
• Currently set at 7.65%
• Pre-tax deduction

• Employer Contributions
• Subject to change July of Each year
• Currently set at 4.47% (07/01/2023 - 06/30/2024)

• Grant-Funding Employer Contributions
• Regular and Retirees returned to work (RRTW)

• Admin = 0.59%
• Unfunded Actuarial Liability (UAL) = 14.51%
• Total GF Rate = 15.10%

• Total ER Contribution on Regular EE = 19.57%
• Total ER Contribution on GF RRTW = 15.10%

Teacher Plan Contribution Rates



• Retirees Returned to 
Work (RRTW)

• ‘Same Employer’
• State/Teacher vs. PLD

• Always check with 
MainePERS

State/Teacher Plan and Retirees Returned to Work (RRTW)



Security Compromised Employers
• ‘Forms’ Section

• ‘Application for Membership’ (CL-0102)

• ‘Submission of Membership Application’
• MainePERS Website: Employers > Employer 

Self Service Guides > Quick Reference Guide

• Form Inconsistencies
• State: ME (2 letter abbreviation)
• Auto-fill
• Member Demographic Issues (DOB, SSN, 

etc.)
• Teacher Plan: Adult Education (Y0210)  

• No Prior Basis – Contact MainePERS 

Membership Application



Membership Application
• Member Demographics
• Membership Election

• “I wish to join…”
• Retiree Returned to Work (RRTW)

• Optional Membership Only
• Choose Corresponding Option

• Employer Demographics
• Membership/Employment Details
• Form Sign-Off

• Submit in ESS
• Paper Copy: Employer Back-up

Membership Application



Security Compromised Employers
• ‘Electronic Payroll Filing (EPF) Manual’

• Appendices, Page 32 – 39
• MainePERS Website: Employers > Employer Self Service 

Guides > ESS Manuals & Guides

• ‘Plan Class’
• PLD: Varies by Employer (i.e. 110AC, 3102C, etc.)
• State/Teacher Plan

• ‘POS’: Position Code
• Plan Specific (Teacher vs. PLD vs. School Support PLD)

• ‘PSC’: Personnel Status Code
• Contributing Member vs. Retiree Returned to Work 

(RRTW/RRTW2)

MainePERS Coding

https://www.mainepers.org/wp-content/uploads/2022/01/ESS-Electronic-Payroll-Filing-Manual.pdf


• ‘RSN’: Rate Schedule Number or Rate Category
• PLD: Age 60 vs. Age 65 Plan

• PLD Participation date prior to 07/01/2014
• Determines expected contribution rate for member or employer

• Contribution Rates – Updated Annually on July 1st

• PLD
• EE & ER Rates subject to change Annually

• State/Teacher
• EE – Set by Statute
• ER – Updated Annually

• Retiree Returned to Work (RRTW)
• PLD: 10/02/2018 – 5% UAL (RRTW2)

• Contract Year 

MainePERS Coding 



1. Employer Reporting Unit and 
MainePERS Background

2. Accessing Employer Self-Service (ESS)
3. Understanding Eligibility and Enrollment 
4. Navigating Employer Self-Service 
Part 1
1. Navigating Employer Self-Service Part 2
2. Survivor Services and Group Life 

Insurance (GLI)
3. Additional MainePERS Contacts

Training Agenda



Employer Self-Service 
Navigation Part 1
MainePERS Employer Training



Security Compromised Employers
• Employer Payroll Report and Payment Due 

Dates
• 15th of following month

• MainePERS Website: Employers > Employer 
Reporting

• “How soon can I upload my file?”
• First day, following last pay date for month

• Monthly Payroll Reminders from MainePERS
• Payroll Due Reminder
• Late Payroll/Payment Reminder
• Seven Day Late Payroll/Payment Reminder

• Collection Referral to MainePERS Accounting and 
Finance Unit

Employer Payroll Report and Payment Due Dates



Security Compromised Employers
• “What is a Payroll Work Report?”
• Manual Entry or Electronic (EPF)

• Quick Reference Guides
• EPF
• Manual

• Manual Filer Column Headings

• Resources
• MainePERS Website: Employers > Employer 

Self Service > Guides > ESS Manuals & Guides
• ‘Employer Self-Service User Guide’
• ‘Electronic Payroll Filing Manual’
• ‘Employer Self- Service Validation Guide for 

Electronic Payroll Filing’
• ‘Employer Self-Service Validation Guide for 

Manual Payroll Filing’

• Creating Monthly Work Report Shell

Payroll Work Report

https://www.mainepers.org/wp-content/uploads/pdfs/ESS-guides/ESS-User-Guide.pdf
https://www.mainepers.org/wp-content/uploads/2022/01/ESS-Electronic-Payroll-Filing-Manual.pdf
https://www.mainepers.org/wp-content/uploads/pdfs/ESS-guides/ESS-Validation-Guide-for-Electronic-Payroll-Filing.pdf
https://www.mainepers.org/wp-content/uploads/pdfs/ESS-guides/ESS-Validation-Guide-for-Manual-Payroll-Filing.pdf


Security Compromised Employers
• Payroll Work Report Sections

• Header
• Details
• Summary

• Member Demographics
• Name
• SSN & DOB

• Earnable Compensation 

• Employee Contribution (EES) 
Details

Payroll Work Report

http://staffnet/DOCUMENT_LIBRARY/Fact%20Sheets/FS3112%20-%20Earnable%20Compensation.pdf


Security Compromised Employers
• Additional Payroll Details

• (Base) Rate of Pay
• Pay Rate Code 
• Full-Time Equivalent Details 

• ‘What is Full Time Equivalent?’

• ‘Wage Averaging’ (Teacher Plan and School 
Support Only)

• ‘Wage Payment Option Reporting & Contribution 
Payment’

• Hourly or Daily Employees
• Base Rate of Pay

Payroll Work Report, continued



Questions?
Comments?

Break Time!



Security Compromised Employers
1. ‘Account Tab’ 
2. Account Activity

• ‘Transaction History’

3. Activity Filter
4. Action Buttons

• ‘Upload File’
• DC Contribution
• EPF Contribution
• GLI Level 

• ‘File History’
• ‘Schedule Payment’ (EFT)
• ‘Payment History ‘

• EFT Only

Employer Account Details

1

2

3 4



Security Compromised Employers
• ‘Account’ Tab

• ‘Upload File’ 
• ‘EPF Contribution’
• File Name Format: ‘P0999 July 2020 Payroll’, ‘TSABC 08/2020 

Payroll, etc. 
• ‘File History’ 

• File Definition
• Status
• Date Range

Electronic File Upload & ‘File History’



Security Compromised Employers
• Stage 1: Pre-Validation

• ‘Loaded with Errors’
• Automatically Voids Upload
• Must upload New File

• ‘Not Processed’
• File format accepted
• Needs Validation

Payroll File Processing Stages



Security Compromised Employers
• What is the ‘Standard Import Report’?

• “Exception Report” or “Error Report”

• Detailed Breakdown of File Data by Employee
• Relation to EPF User Guides

Standard Import Report



Security Compromised EmployersFiltering the Standard Import Report
• Select Parameters for 

Filtering
• Detail Record Status

• Errors/Validated with Errors
• Exceptions/Validated with 

Exceptions

• Datastring View
• ‘Detail’ not ‘Summary’

• Pop-up Blocker
• Disable for mainepers.org



Security Compromised Employers
• Stage 2: Validation

• ‘Validated with Errors’
• Identify Errors

• Standard Import Report
• EPF Manual & Validation 

Guide
• Corrected within ESS

• Payroll File Details
• ‘View Row’ Tool
• Re-validate

• Repeat process until 
Errors are cleared

• Cannot validate file 
without corrections

Payroll File Processing Stages



Security Compromised Employers
• Stage 2: Validation

• ‘Validated with Exceptions’
• Identify Exceptions

• Must be reviewed every month 
before processing

• Standard Import Report
• EPF Manual & Validation Guide

• Corrected within ESS
• Payroll File Details
• ‘View Row’ Tool
• Re-validate

• Repeat process until correctable 
Exceptions are cleared

• Some exceptions will not require 
action 

• Failure to review an correct 
exceptions may result in additional 
adjustments if not addressed prior 
to final submission

Payroll File Processing Stages



Security Compromised Employers
• Stage 3: Post-Validation

• ‘Validated Successfully’ or ‘Validated 
with Exceptions’

• Manual Filer: ‘Initial Status’
• Errors & Exceptions

• Identified, reviewed & corrected
• Ready for Final Submission/Processing

• Editing and Voiding of File still allowed
• Payroll Pay Dates & ‘Transaction Date’

• Same as Last Payroll Date
• ‘Voiding’ an Uploaded File

• Any file prior to final submission may be 
voided

• Do not ‘Void’ while in process 

Payroll File Processing Stages



Security Compromised Employers
• Stage 4: Submission and 

Remittance
• Submit File to MainePERS

• Electronic Payroll Filer
• Manual Filer

• View ‘Due Amounts’
• Optional

• Remittance Report
• ‘Reports’ Tab

• ‘Employer Remittance Report’
• Date: 1st of month
• Based on Work Report Submission
• Save as .pdf

Final Work Report Submission and Remittance Report



Security Compromised Employers
• Adding a member/employee to a Payroll Work Report

• Electronic Filer (EPF)
• Adjustment
• Contact MainePERS for Manual Entry of Employee Data
• How to add a member to an Electronic Payroll File 

• Manual Filer
• Add in Employer Self-Service (ESS)

• Deleting a member/employee off from a Payroll Work 
Report

• Completed in Employer Self-Service (ESS)

Additional Considerations



Security Compromised Employers
• Teacher Plan ONLY
• Rates

• MainePERS Website: Employers > Employer 
Rates & Rate Setting > Teachers

• Reporting Grant Funded Money to 
MainePERS

• Transmitted via Payroll File
• Basis Summary
• Retirees Returned to Work

• Grant Funding Adjustments

Grant (Federal) Funded Monies



1. Employer Reporting Unit and 
MainePERS Background

2. Accessing Employer Self-Service (ESS)
3. Understanding Eligibility and Enrollment 
4. Navigating Employer Self-Service Part 1
5. Navigating Employer Self-Service 

Part 2
6. Survivor Services and Group Life 

Insurance (GLI)
7. Additional MainePERS Contacts

Training Agenda



Employer Self-Service 
Navigation Part 2
MainePERS Employer Training



Security Compromised Employers
• EFT Transition Deadline: December 31, 2020

• Mandatory switch to Electronic Funds Transfer

• Electronic Funds Transfer 
• ACH Credit vs. ACH Debit

• ACH Debit: Entered in ESS
• ACH Credit: Send email to Account Associate and 

accounting@mainepers.org

• ‘Scheduling an Electronic Funds Transfer 
Payment’

• MainePERS Website: Employers > Employer Self 
Service Guides

• Credits on Employer Account

Payment to MainePERS

mailto:accounting@mainepers.org
https://www.mainepers.org/wp-content/uploads/pdfs/ESS-guides/Scheduling-an-EFT-Payment.pdf
https://mainepers.org/Employers/Employer_PDFs/Scheduling%20an%20ETF%20Payment%20Document_FINAL_010920.pdf


Security Compromised Employers
• “How do I know if an adjustment is required?”

• Initiated by Employer
• Initiated by MainePERS
• MainePERS Employer Reporting Assistance Program

• Submitting a Work Report Adjustment
• Employer Self-Service (ESS): ‘Forms’ Section 

• Single Employee Payroll Adjustment Form
• Multiple Member Payroll Adjustment Form

• ‘Quick Reference for Adjustments’
• Single
• Multiple

Payroll Work Report Adjustments



Security Compromised Employers
• ER Code & ER Location – Auto Populate
• Social Security Number and Name - Required
• Payroll Identifier – 06/2020, or 08/19, etc.
• Original Row vs. New Row

• ‘Comp’ – Earnable Compensation
• ‘EES’ – Employee Contributions
• ‘Hours’ or ‘Days’
• ‘Pay Rate Code’, ‘POS’, ‘PSC’ and ‘Plan Class’
• ‘RSN/Rate Category’
• ‘Payback/SCP’
• ‘FTE Days’, ‘FTE Hours’, ‘Weeks/Yr’ and ‘FTE Contract’

• Comments Section & Final Submission

Completing and Submitting Adjustment



Security Compromised Employers
• Example 1

• Single Employee Payroll Adjustment Form 
• Entered Correctly

• Example 2
• Multiple Employee Payroll Adjustment Form 

• Adding/Deleting a Member

• Example 3
• Single Employee Payroll Adjustment Form

• Entered Incorrectly

Adjustment Form Examples



Security Compromised Employers
• ‘Documents’ Tab

• Monthly Group Life Insurance (GLI) Bill, if applicable
• Age 60/65 NRA Roster – PLD Only
• ‘Green Sheets’ – PLD Only

• ‘Roster’ Tab
• List of all Reported Members

• Active or Terminated
• Member Contract Details
• Member Demographics

‘Documents’ and ‘Roster’ Tab



Security Compromised Employers
• Forms in Progress

• ‘Save as Draft’

• Submitted Forms
• Back to 2011

• Online Forms
• Personnel Status Change Form (PSC Form)
• Vacation/Sick Leave Form
• Employer Preliminary Benefit Certification Form (ER PB Cert 

Form)
• Member/Benefit Recipient Data Update Form

‘Forms’ Tab



Personnel Status Change Form

• AKA ‘PSC Form’
• Teacher/PLD Employers
• ‘Save as Draft’

1. Member Demographics
• Name, SSN, DOB
• ER Code & Location: Auto-Fill

2. Leave of Absence Begin or Return
• LOA Dates: Begin & End
• Reason for LOA

3. Termination/Separation
• Reason for Termination
• EFFECTIVE DATE

• Void if submitted prior to this date
4. Certifying Signature

• Auto-fill and Electronic Signature

1

2

3

4



Vacation/Sick Leave Form
• Submit at time of termination

• ‘Vacation & Sick Leave Reporting Form Instructions’
• MainePERS Website: Employers > Employer Self Service Guides > ESS 

Manuals & Guides

• All employees, not just retirees

1. Member Demographics
• Name, SSN, DOB
• ER Code & Location: Auto-Fill

2. Final Pay Information 
• Date of Last Paycheck
• Regular Pay: Total for Month or Bi-Weekly Pay
• Other Pay: Stipends, Longevity Pay, etc. 
• RRTW Leave Accruals

3. Vacation/Sick Leave Payment
• Vacation/Sick Leave accruals not report on payroll

4. Accrued Leave Information
• Prior to any payment

• Accrued Vacation Time, Days or Hours
• Accrued Sick Time, Days or Hours

5. Teacher Member Information, if applicable
• 180 days or 7 hours, for example

6. Certifying Signature
• Auto-fill and Electronic Signature

1

2

4

5

6

3

https://www.mainepers.org/wp-content/uploads/pdfs/ESS-guides/CL-0050A-Vacation-and-Sick-Leave-Reporting-Form-Instructions.pdf


Employer Preliminary Benefit Certification Form & 
Member/Benefit Recipient Data Update Form

Employer Preliminary 
Benefit Certification Form

• Name, SSN, DOB
• Employee Termination Date
• Last Day in Pay Status
• Submission Date

Member/Benefit 
Recipient Data Update 

Form 
• Name Changes
• Address Changes
• Effective Date 



1. Employer Reporting Unit and 
MainePERS Background

2. Accessing Employer Self-Service (ESS)
3. Understanding Eligibility and Enrollment 
4. Navigating Employer Self-Service Part 1
5. Navigating Employer Self-Service Part 2
6. Survivor Services and Group Life 

Insurance (GLI)
7. Additional MainePERS Contacts

Training Agenda



Survivor Services and Group 
Life Insurance
MainePERS Employer Training



Security Compromised Employers
• Pre-Retirement Death Benefits

• Defined Benefit Plan

• Designating a Pre-Retirement Beneficiary
• ‘Designation of Beneficiary Pre-Retirement Death Benefits’ (CL-0722)
• ‘Information Regarding Designation of Beneficiary Pre-Retirement 

Death Benefits’ (CL-0722A)
• MainePERS Website: Forms & Resources > Employer Forms 

• Must be on file at MainePERS to be valid
• Electronic Signature Now Permitted

• DocuSign
• Can be faxed or scanned and emailed
• Regular Mail

Survivor Services Unit – Survivor Benefits

https://www.mainepers.org/wp-content/uploads/pdfs/forms/group-life-insurance/CL-0722-Designation-of-Beneficiary-Pre-Retirement-Death-Benefits.pdf
https://www.mainepers.org/wp-content/uploads/pdfs/forms/group-life-insurance/CL-0722A-Information-Regarding-Designation-of-Beneficiary-Pre-Retirement-Death-Benefits.pdf


Security Compromised Employers
• Eligibility

• Full-Time, Permanent Part-time

• Effective Coverage Date
• 1st of the month following 30 days in an eligible position
• Exception to rule: February 1st

• Application should be dated the date the member signed the form 

• Designation of GLI Beneficiary
• Separate designation from Pre-Retirement Beneficiary
• ‘Designation of Beneficiary - Group Life Insurance’

• MainePERS Website: Forms & Resources > Employer Forms 
• Must be on file at MainePERS to be valid

• Additional GLI Forms 
• Evidence of Insurability - DocuSign

• GLI Levels
• Upload to ESS Annually, in April
• Full Numbers (No decimal) 

• For example $41,125 (41125) round up to $42,000 

Survivor Services Unit – Group Life Insurance

https://www.mainepers.org/wp-content/uploads/pdfs/forms/group-life-insurance/GI-0912-Designation-of-Beneficiary-Group-Life-Insurance.pdf
https://www.mainepers.org/PDFs/handbooks/Group%20Life%20Cert.pdf
https://www.mainepers.org/PDFs/handbooks/Group%20Life%20Cert.pdf


Security Compromised Employers
• Monthly GLI Bill & Payment

• ‘Documents’ Tab
• 1st of each month for prior month

• Employees on LOA
• Potential Member Direct Billing
• Unpaid Premiums 

• Suspension/Cancellation of Policy

• Printing Issues
• Contact MainePERS for assistance

• Due 15th of same month
• i.e. August 2020 bill due September 15, 2020

• Payment via EFT in ESS
• Same process as DB Work Report and 

Adjustment payments

Survivor Services Unit – Group Life Insurance



Security Compromised Employers
• Adjustments

• Second page of GLI Bill
• Submit more than one if necessary

• Reasons 
• Terminations

• Bill for entire month
• Leaves of Absence (LOA)

• Beginning and Ending
• Other

• Overpayment of Dependent Premium

• Information Needed 
• Affected Employee Name
• Reason for Adjustment
• Adjustment Amount

• Amount Enclosed
• Total Due + Adjustments

Survivor Services Unit – Group Life Insurance



• Business Unit Leader 
• Stacey Beckim

• Account Associate
• Nicole Cote

• Account Representative
• George Boff

• Account Representative
• Elle Jones 

Business Unit Phone: (207) 512-3244
Business Unit Email: Survivor.Services@mainepers.org

Survivor Services & Group Life Insurance Unit

mailto:Retirement.Services@mainepers.org


1. Employer Reporting Unit and 
MainePERS Background

2. Accessing Employer Self-Service (ESS)
3. Understanding Eligibility and Enrollment 
4. Navigating Employer Self-Service Part 1
5. Navigating Employer Self-Service Part 2
6. Survivor Services and Group Life 

Insurance (GLI)
7. Additional MainePERS Contacts

Training Agenda



Questions?
Comments?

Thank you for 
attending!

MainePERS Employer Training



Additional MainePERS 
Contacts
MainePERS Employer Training



• Accounting Manager
• Jennifer Lidback

• (207) 512-3322
• Jennifer.lidback@mainepers.org

• Employer Reporting Assistance 
Specialist

• NA

• Payroll Compliance Auditor
• Donna Audette

• (207) 512-3380
• Donna.audette@mainepers.org

Employer Auditing Program

Employer Auditing Team Members

mailto:Jennifer.lidback@mainepers.org
mailto:Donna.audette@mainepers.org


MaineSTART Deferred Compensation Plan
• Disability Retirement 

• Employee Questions?
• Refer to Disability Unit

• Website Resources
• MainePERS Website: Home > While 

Working> Disability Retirement
• Disability FAQ’s 
• Disability Forms

• In order to apply, contact MainePERS 
Disability Specialist

• Disability Unit Contact Information
• Phone: (207) 512-3170
• Email: disability@mainepers.org

Disability Unit

mailto:disability@mainepers.org


• Participating Local District (PLD) 
Unit

• PLD@mainepers.org
• David Jones, Business Unit Leader

• Phone: (207) 512-3151
• Email: David.Jones@mainepers.org

• Deanna Doyle, PLD Plan Administrator
• Phone: (207) 512-3131
• Email: Deanna.Doyle@mainepers.org

• Teacher Unit
• Teacher@mainepers.org
• Alex Rand, Business Unit Leader

• Phone: (207) 512-3163
• Email: Alex.Rand@mainepers.org

• State Unit
• State@mainepers.org
• Steven Smith, Business Unit Leader

• Phone: (207) 512-3353
• Email: Steven.Smith@mainepers.org

Business Unit Phone: (207) 512-3158
Business Unit Email: Retirement.Services@mainepers.org

Retirement Services Unit

mailto:PLD@mainepers.org
mailto:David.Jones@mainepers.org
mailto:Deanna.Doyle@mainepers.org
mailto:Teacher@mainepers.org
mailto:Alex.Rand@mainepers.org
mailto:State@mainepers.org
mailto:Retirement.Services@mainepers.org


MaineSTART Deferred Compensation Plan
• Social Security Benefits and 

MainePERS Benefits
• MainePERS Website: Home > Forms & Resources 

> Forms > Member Forms

• Windfall Elimination Provision
• MainePERS Website: Home > Before You Join > 

Windfall Elimination Provisions and Government 
Pension Offset

• MainePERS Contact
• Quinn Collins, System Representative

• Phone: (207) 512-3266
• Email: quinn.collins@mainepers.org

Social Security and MainePERS

https://www.mainepers.org/wp-content/uploads/pdfs/forms/active-members/CL-0078-Social-Security-Benefits-and-MainePERS-Benefits.pdf
mailto:quinn.collins@mainepers.org
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