\ MainePERS

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE

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
e Questions/Comments
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Training Agenda

1. Employer Reporting Unit and MainePERS
Background

. Accessing Employer Self-Service (ESS)

. Understanding Eligibility and Enrollment v
Navigating Employer Self-Service Part 1 e
Navigating Employer Self-Service Part 2

. Survivor Services and Group Life Insurance
(GLI)

/. Additional MainePERS Contacts

o oA WN
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Employer Reporting Unit and
MainePERS Background

MainePERS Employer Training



Employer Reporting Unit

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

Employer Reporting Manager

Training Specialist

Vicki Hamlin

L]

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

Operations Specialist
JillAnn Harding

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

Account Associates

Alexander Davenport

L]

L]

(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

L]

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

L]

JOANnn Nelson
(207) 512-3220
« Joann.nelson@mainepers.org
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MainePERS Background

* Maine Public Employees Retirement System
(MainePERS)
 Established in 1942

* ‘Maine State Retirement System’ (MSRS) until
2007 MainePERS Mission
Statement

Serving the public with sound retirement

) B e n efl‘ts P I a n Ad m | n | Strato r services to Maine governments.

* Defined Benefit Plan

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

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

W\ MainePERS
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MaineSTART Defined Contribution Plan

« Comprehensive Retirement Planning
 Defined Contribution (DC) Plan SMAINET Visit MaineSTART.org

- Tax-Advantaged Retirement Savings Program rogram from Mo PER,
 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 \ MainePERS
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Keeping You Informed

\

* Employer Update VI EE

[ ) S e n t Vi a E m a i I for Employers of Maine Public Employees Retirement System Fe;(;;?ry
° O N fl I e Wlth M a I ne P E RS 2021 Employer Payroll Report and Payment Due Dates

Employer payroll reports and payments are due no later than 15 days after the end of each month. The
° . due date is advanced to the next business day in instances when the 15th of the month falls on a weekend
n e S I e or holiday. On-time reporting and payment are required, in order to be in compliance with Internal

Revenue Service regulations. The following are the payroll report and payment due dates for 2021:

 MainePERS Website: Employers > -

Covered Month File and Payment Due

Employer Updates e oy 5 o
« Past Employer Updates

March April 15, 2021
e Last Year
_Home  Employer Location Details A;imh

e Ta rg eted Email Messa g Ta g ety e x A

PUBLIC EMPLOXESSENR

Enter Search Term ... 12/15/2020: PLD Consolidated Plan Employer Rates and Notice of Approved
- Changes to MainePERS Rule Chapter 803:Contribution rates for the
«) Category Question Consolidated Plans for fiscal year beginning July 1, 2021 are now available.

Al Who is my Payroll Support contact person at MainePERS Click o the links below to view the related documentation or visit the

] ]
® I l S u S C rI I I l Payroll Reporting Employers Page onuww.mainepers org. Employer Consolidated Plans Rates
<Click HERE to view the full article>

h 12/08/2020: Reminder: Electronic Payments Required January 1st, 2021
Just Thank you to everyone who has already made arrangements to make your
Reminder- | pension contribution and Ifs insurance premium payments electronically

| ]
‘ , g | befors the end of the yearMaking payments electronically s & safe, efficient,
. m O e r e - e rV I C e e W S and cost effective alternative to processing and mailing paper checks. There
<Click HERE to view the full article>

I NOTICE 12/08/2020: Employer Sef-Service — Change Coming Soon One of the
CHANGE features available in Employer Self Service Is the ability to reset your own

AHEAD

| ]
| password should you forgst it In order to uss this featurs. you must set up
[ ] N I three security questions and answers in your profile within the application
You ean set those up by clicking the icon beside your name in the upper right

* Employer Self-Service Knowledge
Base

W\ MainePERS
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MainePERS Website

* WWW.Mmainepers.org

PUBLIC EMPLOYEES RETIREMENT SYSTEM

- MPLOYE CE LOGIN
[ H O m e pa g e \\ M a I n e P E R S Call us toll free: (800) 451-9800 | local: (207) 512-3100 | 139 Capitol Street, Augusta, ME 04330
Before You Join While Working Search MainePERS.

« ESS Login
° ContaCt HOME ADMINISTRATION INVESTMENTS LAWS & RULES FORMS & RESOURCES EMPLOYERS ABOUT CONTACT
 Laws & Rules REA——
« Secured Email
* Forms & Resources

 Forms > Employer Forms
° Ma|neSTART HainePERS Reparts Welcome

Windfall Elimination Provision & _ , _
[ m O e rS Eouenment Pans on GiH=et We have redesigned our site to offer our members a better experience. Please take a few moments to explore
the various sections. as some of the information. forms and other content may have moved. If you are having

trouble locating a specific item, please use the search bar at the top of this page

« Employer Self Service Guides
» Helpful Resources @ HRTIEEDS

MainePERS Terminology Fi”:ihc g”f:tpl" Annual Cost-of-Living Adjustment (COLA)
* Employer Rates & Rate Setting — 4 e st i L e i O
° Latest NeWS 2020, as the basis for 2020 cost-of-living adjustment (COLA) for all pension plans to which it applies.
« Employer Training Sessions

« Employer FAQ’s

s |n retirement

Eligible recipients will first see the COLA reflected in their September pension payment.

W\ MainePERS
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Training Agenda

2. Accessing Employer Self-Service
(ESS)

Understanding Eligibility and Enroliment
Navigating Employer Self-Service Part 1
Navigating Employer Self-Service Part 2

Survivor Services and Group Life
Insurance (GLI)

/. Additional MainePERS Contacts

Y
Y

o

2
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Employer Self-Service Access

MainePERS Employer Training



Employer Self-Service System

Also Known As “ESS”
. ‘ EMPLOYER SELF SERVICE LOGIN
\\ I Ia Ine I:) E R S Call us toll free: (800) 451-9800 | local: (207) 512-3100 | 139 Capitol Street, Augusta, ME 04330
PUBLIC EMPLOYEES RETIREMENT SYSTEM

MainePERS Reporting Database T

H H HOME ADMINISTRATION INVESTMENTS LAWS & RULES FORMS & RESOURCES EMPLOYERS ABOUT CONTACT
- Defined Benefit
erne enell
Home > Employers Xt s

* Defined Contribution — .
ploy mployers

Employer Rates and Rate

.
° G ro u p L Ife I n S u ra n Ce Setting Information, resources and updates for employers who provide retirement benefits through MainePERS

Employer Trainin g Sessions

Employer Update

» Access Login via MainePERS B Employer Seif Service (ESS) Quick Links

Employer FAQs Employer Frequently Asked Questions

I -
We bS Ite Employer Self Service Guides -

Information for New Employees

Employer Self Service

Browser Requirements: Google
Chrome

* Employer Self-Service Desktop

Specifications’ @ chrome '
* Out-of-date browser warning

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

« 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

t\ Augusin, ME. 04332.0349
Telgpnor_%e: (207) 512-3100 EMPLOYER SELF SERVICE
Maine PERS | By G oo e SECURITY ADMINISTRATOR DESIGNATION FORM

rusLic empLovEEs ReTimement sysTen | Maine Relay: 711

An Employer Self Service (ESS) Security Adminisirator (SA) must be designated to oversee and maintain users
within the MainePERS Employer Self Service portal. The following Authorization Form must be completed, in full, and
returmned directly to your MainePERS Employer Services Account Associate, in order to establish an ESS Security
Administrator.

The ESS Security Administrator:
= Must be designated by an authorized person/certified official within the Employer Location
o Chief Executive Officer (i.e. Superintendent of Schools, Town Manager, City Manager, etc.)
o Chief Financial Officer (i.e. Business Manager, Chief Financial Officer, Director of Finance, efc.)
= Must be employed at the Employer Location (Third-Party Security Administrators are not permitted)
= Must provide (at least one) phone number and an email address, to navigate through the Multi-Factor Au-
thentication (MFA) process when logging into Employer Self Service
- Cannot provide authorization to themselves for account setup

Employer Self Service Security Administrator Details

Employer Code(s): Employer Location Name:

PD999 Town of Mayberry

Employer Location Mailing Address: Federal Tax ID Number
123 Main Street

Mayberry, Maine 12345 12345678-9

Security Administrator Name (First, Last) Security Administrator MFA Email Address

John Johnson john_johnson@mayberry.com

MFA Phone Number 1 (required) MFA Phone Number 2 (required)

207-555-1212 207-555-9898

By signing this form, | acknowledge and accept the duties and responsibilities outlined by MainePERS and
agree to comply with applicable security requirements when accessing Employer Self Service.

Johwn Johnson 01/01/2022

Employer Self Service (ESS) Security Adminisirator Signature Date

By signing this form, | acknowledge and authorize the addition of the Employer Self Service Security
Administrator provided on this form.

Woibr Sinid#t 01/01/2022

Certified Official Signature Date
Mike Smith mike smith@mayberry com 207-555-1212
Certified Official Name Certified Official Email Address Certified Official Title

Form#EM-0003
Rev. 0721




Security Compromised Employers

* Employer Location Server/Individual Desktop Attack
* Virus, Phishing, Malware, Ransomware, Spyware, etc.

* Notify MainePERS immediately

« Employer Services Unit

* |solate 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 M

W\ MainePERS
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Employer Self-Service 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

W\ MainePERS
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Employer Self-Service Login and Multi Factor Authentication

« ESS Login Screen
 Username
 Password

« Forgot User | Forgot Password

Vitech [T

« Multi-Factor Authentication (MFA)

« “Twillio”

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

W\ MainePERS
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Employer Self-Service ‘Profile” Tab

* Employer Location \\\ MainePERS -=:om
Information

Profile Account Forms Documents Roster EFT Payments Reports

* Employer Demographics | s tmnm.

Change

Demographics

n n
e Location Detaills
Location Code: P0999 Location Type: PLD - Regular
Location Name: MAINEPERS Location Status: Active

# of Active Participants: 3

* Primary Payroll Contact |
» Security Administrator

* Chief Financial Contact |

» Chief Executive Contact |= T

Augusta ME 04330

‘ Actions Mary Smith Executive B: (207) 512-3100 mary.smith@mainepers.org 139 Capital Street
Augusta ME 04330
[]

Actions Mike Andrews Payroll Support B: (207) 512-3100 mike.andrews@mainepers.org 139 Capital Street
Augusta ME 04330

Actions Jessica Jacobs Administrator B: (207) 512-3100 jessica jacobs@mainepers.org 139 Capital Street
° I f ; f ; ROleS Augusta ME 04330

{\ MainePERS
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Training Agenda

3. Understanding Eligibility and B
Enroliment .

4. Navigating Employer Self-Service Part 1 N\
5. Navigating Employer Self-Service Part 2

6. Survivor Services and Group Life
Insurance (GLI)

/. Additional MainePERS Contacts
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Understanding MainePERS
Eligibility and Enrollment

MainePERS Employer Training



PLD Plan Eligibility

 What is a ‘PLD’?
 Participating Local District
« Varies by Location PLD
R Age 60 and Age 65 Member Handbook

o Membership Participating Local Districts
* One-time Irrevocable Election
« Varies by Location
» Optional
« Section 218 Agreement

» Elected/Appointed Officials
 New Plan Provisions

 Mandatory
 Always check with MainePERS




LD711: Transfer from Alternate

\ P.O. Box 249
\ Augusta, ME 04332-0349

Varies by Employer Location MainePCRS [ s TRANSTERTOM ALTEMMATE FLA

Fax: (207) 512-3101
pusic enrovers setinenent svsten | Maine Relay: 711

" g " TO BE COMPLETED BY EMPLOYEE [N o Mate O Femate Jother  Phone: @ Homer [Qcen (207) 555-1212
* Must take Certified Action — — —

(Prefix) (First) (M1} {Last) (Suffix)
Social Security Numbar: Date of Birth {(mm/ddfyyyy): Personal E-mail Address:
» Transfer from alternate Qualified Plan e - |
[123 Main Street | Augusta | ME Jo4330 \
[StresUPO Box) [City/Town] [State) ZF)

n M ﬁ I wish to join the Maine Public Employees Retirement System and understand that my application and membership are governed by
MainePERS laws and rules. | agree to deductions_from my compensation at the rate required by MainePERS law for the plan in which |
ra l I S e r I l I a a l I I l I I e am participating. | understand that this election is final and applies to all cument and any future employment | have with this employer in
a position with optional membership.
I hereby certify that all of the statements on this application are true and comect o the best of my knowledge and belief

Mike Smith 01/14/2022

Irrevocable election

Employer Location Code: Employer Location Name:
- P0999 Maine Public Employees Retirement System
 Cannot withdraw — same employer
Original Hire/First Eligibility Date YyyY): P Begin Date

YyyyE

[ o1 [ o1 | 1999 | [ o 01 2022
- Title of Position: Position Class Code:
* Fre-tax veaduction [rom T
Plan Class: Personnel Status Code: Rate Schedule:
| 110AC | | 11 | | 57 |

Original Hire Date

Employee is paid: & by Calendar Year (Jan-Des) | by Fisoal Year (July-June) () by School Year (Sept-Aug) | by School Year (Aug-July)

If PLD eligibility is based on hours. total hours worked in the last 12 consecutive months:

Membership/Participation Start Date T et
R a te C a te g O ry/ R S N TTTHT;E?E’:MW t present employment is true and correct to the best of my knowlec.'ic_:ec.H 112022

Section G By (Signature) Date

Terrl Anderson (207) 555-1212 terri.anderson@mainepers.org

« Same as regular membership

PLEASE RETAIN A COPY FOR YOUR RECORDS

Form #CL-01028
Rev. 8/21




LD 1103: Limited Period Open Enrollment

Va rieS by Employer Location © %ﬁ%g&ﬁ?ﬁo LIMITED PERIOD OPEN ENROLLMENT

Maine PER S |rac cor 5123101 APPLICATION FOR MEMBERSHIP
puaLic ewpovees seneement svsten | Maine Relay: 711
([ ] M u St ta ke ‘ e rt i fi e d ACti O n TO BE COMPLETED BY EMPLOYEE U TN /TN P [ Home! [ cen (207) 555-1212
Member's Name:
\ | Mike [ [Smith [ |
(Prefix} (First) (Mn (Last) (Suffix)

Mailing Address:

- - Social Security Number: Date of Birth (mm/dd/yyyy): Personal E-mail Address:
p Iona el I l erS Ip [a]o]9]-[9]9]-[e]9]a]o] [ ot [ ot | 1970 | [mikesmith@emailcom |

123 Main Strest | Augusta | ME [m332 |

° - . [SieelFG Box) CityTTown) Siate) [E)
re V I O u S y e C I n e ™ 1 wish to join the Maine Public Employees Retirement System and understand that my application and membership are governed

by MainePERS laws and rules. | agree to after-tax deductions from my compensation at the rate required by MainePERS law for
the plan in which | am participating. | understand that this election is final and applies to all current and any future employment | have
with this employer in a position with opfional membership.

5 Year Limited Enroliment Period SRR v

Signature Date

* Annually September 15t — November 1st
. r“‘ﬁ p°§ge °" mr”—iTa!:e?;;’:?i";’"E:fS;ees T T — |
After-tax Deduction i i i i

Title of Position: Paosition Class Code:

|Bookkeeper | | 09901 |

Plan Class: Personnel Status Code: Rate Schedule:

Original Hire Date e s

{See the MainePERS payroll manual for explanation of codes.)

Employes is paid i by Calendar Year (Jan-Dec] =] by Fiscal Year (July-June) ] by School Year (Sept-Aug) | by Schoal Year (Aug-July)
] ] ] ]
M em b ers h | / Pa rt| ClI at| on Sta rt D ate e s o e e e e
Please indicate which open enrcliment pericd applies by placing a check in the appropriate box:
' a. Employee has mare than & years of employment on November 1, 2021

O b. Open Enroliment during employee’s first year of employment
= Open Enralimant during employee's sacand year of amplayment
' 4. Open Enraliment during employee's third year or employment

2 . Open Enroliment during emplayee's fourth year of employment

o open t during 's ffth year of t, or for an empl whose fifth year of employment anniversary falls between
November 1, 2021 and November 1, 2022

-
E R P a I d The above information relating to present employment is true and comect to the best of my knowledge.

Terri Anderson 01/14/2022
Employer Section Completed By (Signature] Dat=
Ag e 6 0 54 Terri Anderson (207) 512-3229 termi_anderson@mainepers.org
PrintTyped Name Fhone E-mal

Age 65 o7 o8 p——

PLEASE RETAIN A COPY FOR YOUR RECORDS Rev. 021




PLD Plan and Retirees Returned to Work (RRTWV)

e Retirees Returned to \Work |y rsmm—m—mn +Same Employer?
» ‘Same Employer’ Eee e B — oy
* PLD vs. State/Teacher e _Copsolinsd PLD_ e
 Consolidated PLD vs. SANE e Conencasd PLD =
Non-Consolidated PLD Non Conelatd PLD ”'“T"CO:T: T

 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 z

W\ MainePERS
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Teacher Eligibility Determination

' Sluestion 1. Exception:
YES. s this person an T SUng[Ut? TelaCher
employee of a ptiona
GEr s Public School? Not Eligible. Membership

‘One-time Election’

J

( DOE Contact \
Information:

Question 2: Question 3:

(207) 624-6603 e
Cert. DOE@maine.gov Does this position meet the No. Does this position meet
definition of 5 MRSA _ the definition of 5 MRSA
\_ 4 §17001, 42 Paragraph A? G e §17001, 42 Paragraph

In other words, does the
DOE require certification B? In other words, does
and does the individual the position introduce

hold certification? new learning to students?

YES.
YES. NO.

Eligible unless
exclusions for

Mandatory

Eligibility Coaching or Adult Ed
apply

Not eligible unless
grandparented

W\ MainePERS
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Teacher Eligibility Determination

« Job Description Submission

« ‘Official’ Job Description
* DOE Certification

« ‘Official’ Job Title
 Email: teacher@mainepers.org

« ‘Same Employer’
« Same Tax ldentification 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
W\ MainePERS
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Teacher Eligibility Determination

« Optional Membership

* ‘One-time’ irrevocable Election with the ‘Same Employer’
» Substitute Teachers (Y0209)

A
* Known Eligibility Issues el ?Z),
. Adult Education (Y0210) j,g__* le?
» Coaches (Y0155, YEX**, Y0104) | X ’a/'
* Prior Basis .
» School Secretary (Y1001) & Dietician (Y0408)
« Grandfathered ﬁx

» Definition of ‘Teacher’

e MainePERS Website: Laws & Rules
« Title 5 MRSA Part 20 Chapter 421: General Provisions §17001, paragraph 42

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

Teacher Plan Contribution Rates

 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%

Teachers

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

* Retirees Returned to
Work (RRTW)
« ‘Same Employer’
e State/Teacher vs. PLD

* Always check with
MainePERS

Pre-Retirement Employer

State Employees (all branches)
and Teacher Members

Post-Retirement Employer

Consolidated PLD

Non-Consolidated PLD

Pre-Retirement Employer

Legislative or Judicial
Retirement Program

Post-Retirement Employer

State/Teacher

Consclidated PLD

MNon-Consolidated PLD

Consolidated PLD

Consclidated PLD

Non-Consolidated PLD

State/Teacher

Non-Consolidated PLD

SAME - Non Consolidated PLD

ANOTHER - Mon-Consolidated PLD

Consclidated PLD

zlz|z|5|2|2|5]|2|2 |5

State/Teacher

W\ MainePERS
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Membership Application

* ‘Forms’ Section
* ‘Application for Membership’ (CL-0102)

« ‘Submission of Membership Application’ R =SaaT
. MainePERS Website: Employers > Employer 1. FRLOC: Enployer ves ves sernen s
Self Service Guides > Quick Reference Guide 2RSNRale Ve ves ves
* Form Inconsistencies e I B
» State: ME (2 letter abbreviation)
 Auto-fill
 Member Demographic Issues (DOB, SSN,
etc.)

» Teacher Plan: Adult Education (Y0210)

* No Prior Basis — Contact MainePERS \ MainePERS
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Membership Application

. \\ P.O. Box 349
* Member Demographics S
PE R S Toll-free: 1-300-451-8800 MEMBERSHIP

Malne Fax: (207) 512-3101

Maine Relay: 711
PUBLIC ENPLOYEES

Gender: © Male ©0 Female © Non- Phone:[ |
Binary

 Membership Election R ] —

{Prefix) (First) (M1 (Last) (Suffix)
Social Security Number: Date of Birth: Gender: E-mail Address:
| | | | © Male O Female O Other | |

1% y y y JJ)
* “I wish to join
Maling | | | ] ] [ |
(Street! PO Box) {CityTown) (State) (ZIP)
[] 1 wish to join the Maine Public Employees Retirement System and understand that my application and membership are governed by

. MainePERS laws and rules. | agree to deductions from my compensation at the rate required by MainePERS law for the plan in which |
(] Retl re e Retu rn e d to WO rk ( R RTW ) am participating. | hereby certify that all of the statements on this application are true and correct fo the best of my knowledge and belief.
[ FOR THOSE WITH OPTIONAL MEMBERSHIP ONLY. | do not wish to join the Maine Public Employees Retirement System and
understand that the opportunity to enroll at any future date will be subject to MainePERS laws and rules.
[} 1am a MainePERS retiree retuming to work with an employer participating in the same plan from which | refired.

L} L}
* Optional Membership Only
- : membershlg Start Date If PLD eligibility is based on hours, total hours worked: in the last 12 consecutive months: | |
in the last 18 consecutive months:
L] L]
» Choose Corresponding Option o | oo
p g p Plan Class: : Personnel Status Code: : Rate Schedule: :
(See the MainePERS payroll manual for explanation of codes.)
Employee is (] by Calendar Year (Jan- ("] by Fiscal Year (July- [} by School Year (Sept- ) by School Year (Aug-
. paid: Dec) June) Aug) July)
. E m p I O ye r D e m O g ra p h I CS Is employee electing not to enroll at this time? O Yes (O Mo If "Yes” check OME of the baxes in a - i explaining on what basis the
employee declined membership or is electing not to enrcll
[ a. Substitute teacher member
() b. Elected or appointed official
. . [} ¢. Maine Community College System employee electing to participate in an altemative plan provided by MCCS
[ d. Maine Mational Guard member who has been on active State service for more than 5 consecutive days after 7/30/2004
. Me I I I be rSh I /E I I I IO I I Ie nt Deta I IS [ e. PLD employes in a position covered by a Social Security Section 218 agreement
[ f. Mon-PST employee of a PLD electing to participate in an employer provided defined contribution or deferred compensation planis)
that meets the requirements of 5 MRSA §18252-B
[ g. Chief administrative officer of a PLD
[T h. PLD employee in the Ci lidated Plan who is not subject to the Municipal Public Employees Labor Relations Law
([

- [) i. Current employee of an entity on the date that it becomes a PLD
O rI I I I n -— If your PLD has joined the defined contribution (401(a)) and/or deferred eompensation (457) plan(s) offered through the PLD
Consolidated Plan, does this employee participate in either of those plans? ) Yes () No
The above information relating to present employment is true and correct to the best of my knowledge.

" —
o Submit in ESS : T ] l —

Print! Typed Name Phone E-mail

NOTE: In accordance with the Personal Privacy Protection Law, you are hereby advized thaf pursuant fo the Retirement and Social Security Law, the Retirement

 Paper Copy: Employer Back-up R e I A R R

PLEASE RETAIN A COPY FOR YOUR RECORDS T




MainePERS Coding

‘Electronic Payroll Filing (EPF) Manual’
« Appendices, Page 32 — 39

« MainePERS Website: Employers > Employer Self Service B
Guides > ESS Manuals & Guides

Employer Self-Service
Electronic Payroll Filing Manual

‘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

e Contributing Member vs. Retiree Returned to Work
(RRTW/RRTW?2) \\ MainePERS

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE


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

MainePERS Coding

* ‘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 18t
« 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 (RRTW?2)

« Contract Year

Employee is [) by Calendar Year (Jan- ) by Fiscal Year (July- [} by School Year (Sept- [] by School Year (Aug-
paid: Dec) June) Aug) July)

W\ MainePERS
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Training Agenda

Y
4. Navigating Employer Self-Service v
Part 1 e
ar

1. Navigating Employer Self-Service Part 2

2. Survivor Services and Group Life
Insurance (GLI)
3. Additional MainePERS Contacts

W\ MainePERS
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Employer Self-Service
Navigation Part 1

MainePERS Employer Training



Employer Payroll Report and Payment Due Dates

 Employer Payroll Report and Payment Due Employer Reporting
Dates Payroll Filing

MainePERS requires most employers to report employee payroll information on a monthly basis. The due

[ 1 5th Of fOI IOWi n g m O nth date for monthly employer payroll filings is the fifteenth day of the month following the payroll filing

period being reperted. This due date applies to the Monthly Payroll Detail Filing and the applicable
payment. Payments should be made electronically by the applicable due date. Chapter 201 of the

° MalnePERS WebSIte Employers > Employer MainePERS Rules provides for interest to be assessed on delinguent payments.
Reporting Employer Payroll Report and Payment Due Dates

Employer payroll reports and payments are due no later than 15 days after the end of each month. The
due date is advanced to the next business day in instances when the 15th of the month falls on a
weekend or holiday. On-time reporting and payment are required, in order to be in compliance with
Internal Revenue Service regulations. The following are the payroll report and payment due dates for

* “How soon can | upload my file?”

- :
 First day, following last pay date for month

« Monthly Payroll Reminders from MainePERS i S
« Payroll Due Reminder o S
« Late Payroll/Payment Reminder o S

« Seven Day Late Payroll/Payment Reminder

» Collection Referral to MainePERS Accounting and
Finance Unit \ MainePERS

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE




Payroll Work Report

» “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

'S - EMPLOYER SELF SERVICE
.
il

Employer Self Service (ESS)
User Guide

vio
4

W\ MainePERS

PLOYER SELF SERVICE

Employer Self-Service
Electronic Payroll Filing Manual

W\ MainePERS
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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

Payroll Work Report

« Payroll Work Report Sections
« Header
 Details

P.0O. Box 349
W e
elephone: (207) 51= )
. allfree: 1-800-451-9800 EARNABLE COMPENSATION
Ma"‘]e P E R S ;a:f(207)1;‘“ﬁ?101198m

Maine Relay: 711

When an employee is eligible for membership, their earnable compensation is reported to MainePERS. Payments that are
not eamable compensation are not reported to MainePERS. Earnable compensation is “salaries and wages paid for
services rendered in an employment position, subject to...inclusions, exclusions, and limitations.” The examples below are
intended as guidance regarding what is and is not earnable compensation.’

Earnable Compensation Guide

ot S u l I l l I I a ry Payment Type Earnable Not Earnable
Reqular wages Eamable
Retroactive payments for back wages Eamable
Interest paid on retroactive payments Not Earnable
QOvertime Pay Eamable
Shift Differential Pay Eamable
On-Call Pay Eamable
Workers’ compensation payments Paid to replace wages is Any non-wage reimbursement? is not

[} eamable eamable
. M Educational Pay (including pay received | Paid as an ongoing part of One-time, sporadic or temporary
e I I | e r e I I I O ra I CS for pursuing or obtaining an academic or | salary/wages is eamable compensation is not eamable

professional credential)
Expense reimbursements Not Earnable
Allowances for meals, clothing, phones, Room and/or Board as a Not Earnable- including reimbursements.

Py vehicle, travel, lodging, technology fringe benefit.

a I I I e Payment in lieu of benefits® Not Earnable

Sick leave bank or fromaccruals donated Not Earnable

to a member by other employees
including any accruals earned as a result

[} S S N & D O B of sick bank pay status
Bonus or incentive payments Not Earnable
(recruitment, retention, contract
signing)
Any payment that is not for services Not Earnable
rendered
Any payment not paid at the time Not Earnable
services are rendered*
Longevity pay Paid as an ongoing part of One-time, sporadic or temporary
- salary/wages is eamable compensation is not eamable
Tax Sheltered Annuity, Deferred Contributions paid as an on- Payments made in lieu of another
(] a rn a e O I I I p e n S a I O n Compensation, Defined Contribution going part of salary or wages | benefit, employer matching contributions,
is earnable or any payment not directly tied to
- services rendered are not earnable
Administrative Leave » Facility closures (storm, « After individual sick/vacation leave
facilities issues, contagious exhausted if not regularly available to
outbreak) is eamable all employees is not earnable;
« Forroutine investigationup | Discretionary separation payment is not
to 30 days is eamnable earnable;
(beyond 30 days conlact « For a period the employee did not work
MainePERS) due to a suspension or termination is
not earnable

Continued on reverse

 Employee Contribution (EES
Details W\ MainePERS


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

Payroll WWork Report, continued

 Additional Payroll Detalls
- (Base) Rate of Pay
« Pay Rate Code

 Full-Time Equivalent Detalls
* ‘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

W\ MainePERS
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W\ MainePERS

PUBLIC EMPLOYEES RETIREMENT SYSTEM




Employer Account Details

1. ‘Account Tab’

2. Account Activity
e ‘Transaction Hlstory’ Pn{le1 Account | Forms  Documents  Roster  EFTPaymenis  Reports

Account

3. Activity Filter [ ]

w3 [open .
4. Action Buttons ’
 ‘Upload File’

Upload File - File History
Report Status: Al Schedule Payment Payment History

Trans Status Report Status Due Date

. . Activity Date Trans # Trans Type Trans Identifier
« DC Contribution
ions 10/01/2020 2046180 Work Report 111162020 P0O999* Open Prehill 11162020 £3,845.62
12/15/2020 PO295* Open Initial 12152020 53,845.59

° EPF Contrlbutlon Actions  11/01/2020 2946521 Work Report
 GLI Level

* ‘File History’
« 'Schedule Payment’ (EFT)

* ‘Payment History °
« EFT Only

W\ MainePERS
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Electronic File Upload & ‘File History’

* ‘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

File History

Close
File Definition: All hd Date Range: 01/30/2020 [ATo: 12/15/2020 |
Status: All ~
Tools Import Header Id - Process Flag Inserted Date File Definition Import Description Status File Load File Process Duration Rows  Rows  Rows Rows Inserted By -

Start Start Loaded Added Deleted Processed

Actions 93146 Completed 111972020 EFF Contribution P0999 October 2020 Final  Processed Successiully 11192020 11/19/2020 2 sec 5 3 ESS_TANDE...
Actions 93145 Validated 111972020 EPF Contribution P0949 10/2020 A Validated Successfully 111972020  11/19/2020 1sec 5 0 ESS_TANDE...
Actions 93144 Validated 111972020 EPF Contribution FP0999 Cctober 2020 A Validated with Errors 11192020 1172012020 = 1sec 5 0 ESS_TANDE...
Actions 93143 Completed 1111872020 EFF Contribution P0939 October 2020 Voided 1111872020 5 0 ESS_TANDE...
Actions 83102 Validated 10/23/2020 EFF Contribution F0959 10/2020 Validated with Exceptions 10/23/2020  11/18/2020  1sec 5 0 ESS_TANDE...
Actions 93101 Ready 10/23/2020 EPF Contribution P0939 Cctober 2020 (2) Loaded with Errars 10/23/2020 6 2 ESS_TANDE...
Actions 93100 Ready 10/23/2020 EFF Contribution PO009 October 2020 Loaded with Errors 10/23/2020 6 2 ESS_TANDE...

W\ MainePERS

PUBLIC EMPLOYEES RETIREMENT SYSTEM



Payroll File Processing Stages

« Stage 1: Pre-Validation

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

 ‘Not Processed’
 File format accepted
 Needs Validation

Parameters
Detailed Record Status:
Sort By:

Import Record Seq No

File History
Close

File Definition: all v Date Range: 01/30/2020 [ETo: 12/15/2020 |

Status: Loaded with Errors 7

Tools Import Header Id  Process Flag Inserted Date File Definition Import Description Status

Actions 93100 Ready 107232020 EPF Contribution P0009 October 2020 Loaded with Errors Standard Import Details Report

) S i For 93101 P0999 October 2020 (2)

Actions 93101 Ready 102312020 EFPF Contribution P0999 October 2020 (2) Loaded with Errors

As Of Date:  12/15/2020

Errors Generated On:  12/15/2020 13:47:25
Record Seq No Page1of 1
Data String Detail Record Status Error Message
10004P099% MAINEPERS Error Mo detail records exists for batch.
102020100220201016202010302020
M MOD1996220 00166005
0004
00000000000000000000000000000000000

0 S

W\ MainePERS

PUBLIC EMPLOYEES RETIREMENT SYSTEM



Standard Import Report

 What is the ‘Standard Import Report’™?
« “Exception Report” or “Error Report” ;]
_ﬁ-_;_f.

 Detailed Breakdown of File Data by Employee |
* Relation to EPF User Guides ’])\

Standard Import Details Report
For 93144 P0999 October 2020 A

Parameters As Of Date: 12/M15/2020
Detailed Record Status: Exceptions Generated On: 12/15/2020 13:44:31
Sort By: Record Seq No Page1of 1
Import Record Seq No Data String Detail Record Status Error Message
2 10004P0999 102020999770001JONHSON, Exception D23.8 - SSN 899770001 employee
BRIAN 006458000 retirement confributions submitted do
0101187011 09906 A not match due amount of $677.76.
00836735
0070000000000000000C000000
000000 O

110AC000001 10302020N D

W\ MainePERS
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Filtering the Standard Import Report

« Select Parameters for
Filtering

Close

Select Parameters

Import Header 10: 87175
e Detaill Record Status Import Name: P0999 July 2020 Payroll
. . Detail Record Status:  Exceptions w
* Errors/Validated with Errors Datasting View: [ Detai o
Sort By: Record Seq No v

« Exceptions/Validated with
Exceptions

Save as:
Comment:

« Datastring View
e ‘Detail’ not ‘Summary’

Use Primary

Schedule:
‘ Datasource:

* Pop-up Blocker

 Disable for mainepers.org

W\ MainePERS
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Payroll File Processing Stages

« Stage 2: Validation

‘Validated with Errors’

* |dentify Errors

 Corrected within ESS

* Repeat process until
Errors are cleared

e Cannot validate file
without corrections

Import Record Seq No Data String

Detail Record Status

Error Message

3 10004P0999 102020999770002WALLACE, Error
AMBER 005767100
0720196411 09901
00554530
0040760000000000000C000000
000000 (o]
110AC000001

10302020N D

D36.3 - SSN 999770002 rate schedule
number not on participant employment.

\ MainePERS s

PUBLIC EMPLOYEES RETIR - -3""'

A I e .--—"““ > = -.-- P o =

Details
Save Cancel

File Name EPF Confribution
Import Description P0999 October 2020 A

File Load Date 11/19/2020

Summary Details
View Rows: Show All Rows A Display Rows: From
Tools SeqNo  Import Detail Status Header
Actions 1 Validated Successfully 10004MAINEPERS 138 CAPITOL ST., AUGUSTA ME

MNew Row | | Validate Void Daownload

Tools SeqNo  Import Detail Status Transmitter Code Employer Code Reportin
Actions 2 Validated with Errors 10004 P09g9 102020
Actions 3 Validated with Errors 10004 P0299 102020
Actions 4 Validated with Errors 10004 P0999 102020

View Row Tool

Name

Seq No

Import Detail Status
Transmitter Code
Employer Code
Reporting Month/Year

7 Employee Social Securi...
- Employee Name

: FTE Annual Contracted ...
~ Filler

Date of Birth
Personnel Status Code

Bargaining Unit Code

Position Classification C...
" Filler
- Filler

Excess/Payback Status
Filler

Value

Validated with Errors
10004

P09gg

102020

999770002
WALLACE, AMBER
005767100

07201964
1

09501

OK Cancel

W\ MainePERS
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Payroll File Processing Stages

« Stage 2: Validation
‘Validated with Exceptions’

|dentify Exceptions

Corrected within ESS

Repeat process until correctable
Exceptions are cleared

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

110AC000011 10302020N D

Import Record Seq No Data String Detail Record Status Error Message
3 10004P0893 1020209997 T0002WALLACE, Exception D23.8 - SSN 999770002 employee
AMBER 00STET100 retirement contributions submitted do
0720196411 09901 A not match due amount of $407.58.
00554530
0030000000000000000C000000
000000 (8]

View Row Tool

\\_ Maine PE R S ——

M Name
PUBLIC EMPLOXEES'REN : = -'
I e :-‘_ e e e ---'a_‘_ Seq No
Detats Import Detail Status
Save Cancel Transmitter Code
File Name EPF Contribution File Load Date 10/23/2020 Employer Code

Import Description P0989 10/2020 Reporting Month/Year

Summary Details
— | | Employee Name

Personnel Status Code

Bargaining Unit Code

New Row | | Validate | | Process Void Download Filler

. Filler
Tools Seq Mo  Import Detail Status Transmitter Code Employer Code Reporti
Actions 2 Validated Successfully 10004 P0299 102020 | Brcess/Payback Status
Actions 3 Validated with Exceptions _ 10004 P0999 102020 1T

Actions 4 Validated Successfully 10004 P0999 102026

"~ Employee Social Securi...

View Rows: Show All Rows v Display Rows: From ETE Annual Contracted .
) " Filler

Tools SeqNo  Import Detail Status Header

Actions 1 Validated Successfully  100D4MAINEPERS 139 CAPITOL ST, AUGUSTAN | D8te of Birth

Position Classification C...

Value

Validated with Exceptions
10004

P0999

102020

999770002

WALLACE, AMBER

. DO5767100

07201964
1

09901

oK Cancel

W\ MainePERS
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Payroll File Processing Stages

« Stage 3: Post-Validation

* ‘Validated Successfully’ or ‘Validated
with Exceptions’
 Manual Filer: ‘Initial Status’
* Errors & Exceptions

» Ready for Final Submission/Processing

* 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

O

W\ MainePERS
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Final Work Report Submission and Remittance Report

. . Due Amounts
« Stage 4: Submission and
-
. Name: WALLACE, AMBER
Remittance = o
Tools Fund Amount Job Start Date Stop Date  Member
m n m Category %
 Submit File to MainePERS
Pre-Retirement $407.60 REG1 07/01/2020  06/30/2021 0.0735
° Electronlc Payr‘o” Fller SCP Payments $0.00 REGT 07/01/2020  06/30/2021 0
ERC $560.08
° Manual Fller ER Contributions $560.08 REGI 07/01/2020  06/30/2021 0.101
ER Faid EE Confributions 50.00
UAL Confributions 50.00
Administrative Revenue 50.00
IUUAL $0.00

* View ‘Due Amounts’
e Optlonal Employer Remittance Report

= Employer Code: P0999
* Remittance Report
Transaction # 2946180

® ‘Reports’ Tab Retirement Financial Data
« ‘Employer Remittance Report’ Cmplore Conioston: e 10887
« Date: 15t of month Adusiments

° Based On VVOrk Report SmeiSSion Total Remittance

Total due: $3,845.62

e Save as .pdf :
{\ MainePERS
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Additional Considerations

» 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 o
* Completed in Employer Self-Service (ESS) m

W\ MainePERS
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Grant (Federal) Funded Monies

* Teacher Plan ONLY
e Rates

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

» Reporting Grant Funded Money to

|
i
Al
2

MainePERS

* Transmitted via Payroll File
* Basis Summary
» Retirees Returned to Work

* Grant Funding Adjustments

Summary Detail Basis Summary

Plan: Teacher Plan v Add

Delete Selected

Tools [7] ' Grant Funded/Optional Grant Funded/Optional Grant Funded Comp Grant Funded Contrib
" Retirement Comp Retirement Contrib Adjustment Adjustment

$109,271.77 $16,326.13 £0.00 50.00




Training Agenda

Y
b
5. Navigating Employer Self-Service ’
Part 2

6. Survivor Services and Group Life
Insurance (GLI)

/. Additional MainePERS Contacts

W\ MainePERS
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Employer Self-Service
Navigation Part 2

MainePERS Employer Training



Payment to MainePERS

« 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 S°"°d""::::f::°(::‘;":::;:::J
 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

W\ MainePERS
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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

Payroll Work Report Adjustments

* “"How do | know if an adjustment is required?”
* Initiated by Employer
* |nitiated 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

W\ MainePERS
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Completing and Submitting Adjustment

 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

W\ MainePERS
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Adjustment Form Examples

« 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

W\ MainePERS
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‘Documents’ and ‘Roster’ Tab

* '‘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

W\ MainePERS
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* 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

W\ MainePERS
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Personnel Status Change Form

¢ AKA ‘ P S C F orm , \ Rugte, ME 04332-0346 PERSONNEL STATUS

T e 5800 CHANGE FORM

« Teacher/PLD Employers Maine PERS E&RLES (For TeschanPLD Empioer
o ¢ S ave a S D raft, NOTE: The timeliness of MainePERS receiving this form is important. The information provides the basis for granting

creditable service, processing a retirement application or offering Group Life Insurance conversion rights.

(Member I | | I |

Name: {Pref) {First) i) (Last) (Suffix)

1. Member Demographics 1 | socurscouymumver | cate ot |
° N ame s S S N , D O B Employer Location Employer L"NC:‘n'g‘ Maine Public Employees Retirement System

Code:

» ER Code & Location: Auto-Fill E— \
2. Leave of Absence Begin or Return o ———

+ LOA Dates: Begin & End 2 . |
Seasonal Layoff a Worker's Compensation ) FMLA _
® Reason for LOA Reason: - Sabbatical 3 E::?;;?;efmmm [ Suspension

(] Authorized Leave of Absence

3. Termination/Separation <

() Terminated Employment [} separated from Membership [ Deceased

e Reason for Termlnathn 3 Reason: [] No longer eligible for Group Life Insurance
® EFFECT'VE DATE EFFECTIVE DATE: | |
» Void if submitted prior to this date S,

The above information is true and correct to the best of my knowledge.

4. Certifying Signature 4 | == (O —

Certifying Official Signature Date

 Auto-fill and Electronic Signature [Famerers | |

Print! Typed Name Phone E-mail




Vacation/Sick Leave Form

« Submit at time of termination \ PO B e
. i i . . , Telephone: (207) 512-3100 VACATION AND SICK LEAVE
* ‘Vacation & Sick Leave Reporting Form Instructions Maine PERS Fxtinsmsion REPORTING FORM
. . o AINETENS oo
* MainePERS Website: Employers > Employer Self Service Guides > ESS bttt
Manuals & Guides 4
. . Employee [ | | | | I
« All employees, not just retirees 1 Name: Pref) s iy st Sum)
vl E— pete orbin [
Number:
1 ) M em ber Demog ra ph |CS E(_)yer Location @ Employer Lﬂr_' Maine Public Employees Retirement System ‘
. Name, SSN, DOB Final Pay Information
. . Date of last paycheck: : 3
* ER Code & Location: Auto-Fill Regular Eamings: s ]
: : Vacation Pay: s ] | | oxcess of 30 caye, which = nol
2. Final Pay Information 2| S o 1| | eporia on e peyro g eport
» Date of Last Paycheck Other Pay (Describe): | Is | 1 |s I
« Regular Pay: Total for Month or Bi-Weekly Pay e (P'Zsszjr:tezmmnepms ':' | /
, , : I
‘ Other Pay: Stlpends’ LongeV|ty —Y’—Pa etC' Accrued Leave Information 4
« RRTW Leave Accruals 4 Total accrued vacation before any payment: #| |;°urs or | days.
3. Vacation/Sick Leave Payment o actued sickleave beloroany 4 [pourser | |ays.
° VaCation/SiCk Leave aCCruals nOt report on paer” Teacher Member Information (complete this section for Teacher members only) 3
. 5 How many days per year are prescribed for the position held by this employee? | |
4 . Accru ed Leave I nfO m at|0n If this employee is paid hourly, how many hours per day does this employee work?
° Prior to any payment Certifying Signature ‘
| certify that the above is the true and correct representation of the final earnable compensation, as defined in 5 MRSA
§17001 Sec. 13. | recognize that any misrepresentation or omission may result in the delay of the payment of retirement
benefits to this employee, and legal action as permitted by statute.
|T MainePERS | |09r02/2020 |
. . . 6 Certifying Official Signature Date
5. Teacher Member Information, if applicable
« 180 days or 7 hours, for example [THanerERs o ' — ' —
6. Certifying Signature . il 7

» Auto-fill and Electronic Signature


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

\\ P.O_Box 343

Augusta, ME D4332-0349
Telephone: (207) 512-3100

- Toll-free: 1-800-451-9800
Malne P E R S Fax: (207) 512-3101
Maine Relay: 711
EMPLOYEES RETIREMENT SYSTEN

EMPLOYER
PRELIMINARY BENEFIT
CERTIFICATION FORM

The Maine Public Employees Retirement System (MainePERS) is processing a retirement benefit for one of your
former employees. Because we do not currently have all of the information required to finalize their benefit amount, we
would like to begin paying them on a preliminary basis. To do so, we need the following information.

Complete the form as soon as possible after your former employee's termination date. Thank you.

Employee | | |

Name: Prefix First M Last Suffix

Social Security Number:

Date of Birth

Employee Termination Date:

Last Day in Pay Status:

(Last date member worked or used their own sick or vacation time. Does not include sick bank time.)

Employer Location Code: P0290

Employer Location Name: Maine Public Employees Retiren

| certify that, at termination, the above named [ does [ does not receive Workers' Compensation benefits.
employee: [ ) has [} has not received Sick Leave Bank/Donated Time

The above information is true and correct to the best of my knowledge.

Signature of Employer's Certifying Official: [T MainePERS |

Date: [09/02/2020

Print or Type Name and Title of Certifying Official: | |

Fom #CL0055
Rev 02115

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

\\ PO Box 349

Augusta, ME 04332-0349 MEMBER/ BENEFIT
Telephone: (207) 512-3100
. Toll-free: 1-800-451-8800 RECIPIENT

MainePERS reemsizson DATA UPDATE
Maine Relay: 711

e

Former Member/ T | 1 T 1

Benefit Recipient

Name- (Prefix) (First) 1) (Last) (Suffix)

Social Security

Home E-mail T ]
Address:

i) E— Bl vhoie] IN—
Number: Number:

New | I [ | | ]
Name: (Prefix) (First) [ (Last) (Suffix)

New Mailing Address® | |
(Address Line 1)

(Address Line 2)

[City Town) (State) @P)

Effective Date of Change | |

To be signed by either the Member/Benefit Recipient or the Employer. Only ONE signature is required.

| |osr02i2020 1 | |
(Signature of Member/Benefit Recipient) (Date) Member/Benefit Recipient Name (please print)
| | [osi02/2020 | T MainePERS
(Signature of Employer) (Date) Employer Certifying Official (please print)
P0290
(Employer Location Code) (Employer Phone Number)

Form sMM-0002
Rev. DU/1E
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6. Survivor Services and Group Life
Insurance (GLI)

/. Additional MainePERS Contacts

W\ MainePERS
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Survivor Services and Group
Life Insurance

MainePERS Employer Training



Survivor Services Unit — Survivor Benefits

* Pre-Retirement Death Benefits
* Defined Benefit Plan

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

* ‘Information Reqgarding 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 \\ Maine PERS

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE



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

Survivor Services Unit — Group Life Insurance

Eligibility

* Full-Time, Permanent Part-time

Effective Coverage Date

» 15t of the month following 30 days in an eligible position

_ GROUP LIFE
« Exception to rule: February 1st INSURANCE PROGRAM

Certificate of Coverage for Accidental

» Application should be dated the date the member signed the form Desth and PersonalLoss neurance

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 N Maine R

Syidanel RS



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

Survivor Services Unit — Group Life Insurance

* Monthly GLI Bill & Payment

* ‘Documents’ Tab
18t of each month for prior month

Employees on LOA
» Potential Member Direct Billing
* Unpaid Premiums

Printing Issues
 Contact MainePERS for assistance

Due 15t 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

\\ Maine Public Employees Retirement System
. Group Life Premiums
MainePERS

Employer Location Code: P0O290
Invoice No.: GLI 2541490
Date Issued: 09/01/2020

Period Covered: 08/01/2020 - 08/31/2020

Maine Public Employees Retirement System Remit By: 09/15/2020
P.0. Box 349

139 Capitol Street

Augusta, ME 04332

Previous Balance 5000
Current Active Premiums.
Basic $3091.20
Supplemental $1,004.41
Dependent $107.70
Total Active Premiums 54,2031
Current Retiree Premiums 5147623
Total Amount Due: $ 5,679.54

Questions concerning this Invoice should be addressed with Survivor Services by phone at 1-800-451-9800 or by
email at survivorservices@mainepers.ong

Please remit no later than 09/15/2020 ro: MainePERS
PO Box 349
Augusta, ME 04332-0349

Please write your Employer Location Code and Identifier on your check and enclose this page with your remittance.




Survivor Services Unit — Group Life Insurance

o Adj u St m e n tS Please enclose this page with your remittance
® S e CO n d p a g e Of G L I B i I I Employer.Location Code : Maine Public Employees Retirement System Total Amount Due: 5 5.679.54
« Submit more than one if necessary Adjustments

 Terminations

» Leaves of Absence (LOA)

e Other

 Information Needed
» Affected Employee Name
« Reason for Adjustment
« Adjustment Amount

« Amount Enclosed
» Total Due + Adjustments




Survivor Services & Group Life Insurance Unit

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

 Business Unit Leader  Account Representative
» Stacey Beckim - George Boff
 Account Representative

 Elle Jones

« Account Representative
* Ashleigh Keller

« Account Associate
* Nicole Cote

W\ MainePERS
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mailto:Retirement.Services@mainepers.org
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7. Additional MainePERS Contacts

W\ MainePERS
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MainePERS Employer Training

Questions?
Comments?

Thank you for
attending!




Additional MainePERS
Contacts

MainePERS Employer Training



Employer Auditing Program

Employer Auditing Team Members

« Payroll Compliance Auditor

« Accounting Manager » Donna Audette

' ' . (207) 512-3380
« Jennifer Lidback (D ) |
* (207) 512-3322 - Donna.audette@mainepers.org

« Jennifer.lidback@mainepers.org

 Employer Reporting Assistance
Specialist
« NA

W\ MainePERS
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mailto:Jennifer.lidback@mainepers.org
mailto:Donna.audette@mainepers.org

Disability Unit

 Disability Retirement

« Employee Questions?
» Refer to Disability Unit

* WWebsite Resources

 MainePERS Website: Home > While
Working> Disability Retirement

» Disability FAQ's
» Disability Forms

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

\ MainePERS

PUBLIC EMPLOYEES RETIREMENT SYSTEM

HOME ADMINISTRATION

Home > While Working > Disability Retirement

while Working
State Employees
Teachers
PLD Employees
Legislators
Judges
Disability Retirement
Group Life Insurance
Getting Ready to Retire
Interest Rates

FAQs

INVESTMENTS

EMPLOYER SELF SERVICE LOGIN

Call us toll free: (800) 451-9800 | local: (207) 512-3100 | 139 Capital Street. Augusta, ME 04330

Before You Join While Working Search MainePERS... SEARCH

LAWS & RULES FORMS & RESOURCES EMPLOYERS ABOUT CONTACT

Change text size aAA

Disability Retirement

Part of the benefits package provided to employees who are
—— members of the Maine Public Employees Retirement System
(MainePERS) is disability retirement. Employers pay for this
benefit so that their employees who are MainePERS members can
receive some income if they become disabled to the extent that
they permanently are no longer able to work in their current
position.

ey
sy s

Qualifying for Disability Retirement (PDF)

To learn more about the MainePERS administered disability retirement benefit or how to apply for it read
the frequently asked questions or give us a call at 207-512-3100. Members who want to apply for
disability retirernent must talk with a specialist in order to receive detailed information about the
program and a customized application package.

W\ MainePERS

PUBLIC EMPLOYEES RETIREMENT SYSTEM


mailto:disability@mainepers.org

Retirement Services Unit

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

o

 Participating Local District (PLD) -+ Teacher Unit

Unit . Teacher@mainepers.org
 PLD@mainepers.org « Alex Rand, Business Unit Leader

» David Jones, Business Unit Leader « Phone: (207) 512-3163
« Phone: (207) 512-3151 + Email: Alex.Rand@mainepers.org

- Email: David.Jones@mainepers.org e State Unit

« State@mainepers.org

o Steven Smith, Business Unit Leader
* Phone: (207) 512-3353
« Email: Steven.Smith@mainepers.org

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

W\ MainePERS
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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

Social Security and MainePERS

* 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
- Emalil: quinn.collins@mainepers.org \ MainePERS
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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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