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Agenda

# Welcome

# Overview of Process

# Review Correspondence and triggers
# Auto Close (February 2015)

# Questions



Overview

# The new Online Forfeited Module allows
employers to report, certify, and pay for
forfeited leave service when a member
applies for retirement or dies in service.



Retirement Application

# The process begins when ERS receives a
retirement application

# The retiring agency will receive an e-mail
notification of the application (Note: Non-
statewide employers will receive a request for
a preliminary certification)

# Preliminary certification due within 5 business
days



Preliminary and Final Certification

# Statewide — preliminary certification created
from last posted sick/forfeited leave hours

# Non-Statewide-If no Preliminary Certification
is received, we will process application with
zero hours

# Two business days prior to retiring employee’s
termination date — ERS will request a final
certification of leave time

# Final certification due upon receipt



Payment

# ERSGA ACH Employers

# Payment will be deducted from bank account
upon submitting final certification (2 business
days)

# People Soft ACH Employers/Checks/Wires

# Payment must be submitted with Invoice on 16t
of the month

# Payment must be made for all final certifications
# Submit one check for all employees



Recap: Employer Responsibilities

# Statewide - Submit Final Certification

# Please complete hours after SAO has updated
these hours (around the 7" of the month)

# Non-Statewide
# Submit Preliminary Cert
# Submit Final Cert



Preliminary Request — Nonstatewide

MEMORANDUM
Date: 02/17/2015
To: Human Resource

From: = Member Services - New Retirement Processing
Subject:  Preliminary Forfeited/Sick Leave Certification

Employer: Employees Retirement System

Employees from your agency have recently applied for retirement or changed their retirement or termination
dates. In order to continue the retirement process, ERS must receive a preliminary certification of the
employee's forfeited/sick leave hours. The Forfeited Leave Certification and Payment Module is available on
the Employer Desktop for this purpose. Your timely submission will ensure your employees make their scheduled
payroll. A preliminary certification is required for all members re%ardless of hours of leave, and failure to submit
the preliminary certification may result in a reduced benefit for the member.

Please note: The member's legal retirement benefit is computed using the certified leave. If you discover an error
in the certified leave, you must return to this module to resubmit your certification.

Preliminary Certification Reports:
1. Due upon receipt but no later than 2 days prior to member's termination.

2. Include all forfeited and sick leave through date of submission. Please remember to include any leave from a
previous state employer.

If you have any questions, please contact us at (404) 350-6300 or (800) 805-4609 or contact your employer
reporting representative using the contact link below:

http://www.ers.ga.gov/Docs/Formsandpubs/ERS Employer Reporting Contacts.pdf


http://www.ers.ga.gov/Docs/Formsandpubs/ERS_Employer_Reporting_Contacts.pdf

Retirement App Acknowledgement

Statewide Employers
MEMORANDUM

Date: June 18, 2013

To: Human Resources Manager

From: Member Services - New Retirement Processing
Subject: Retirement Applications Received

Please find below a listing of your employees that have recently
applied for retirement or changed their retirement or termination
dates. Retirement benefits will be calculated using forfeited leave
as reflected on last monthly report. Please review your records to
(—'%nsure that this was reported correctly and notify ERS immediately
it not.



Final Certification Request

MEMORANDUM
Date: 02/17/2015
To: Human Resource

From:  Member Services - New Retirement Processing
Subject: Final Forfeited/Sick Leave Certification

Employer: XYZ County Health Dept

Employees from your agency have recently applied for retirement or changed their retirement or termination dates and are pending the next
scheduled payroll. In order to complete the retirement process, it is imperative ERS receive a final certification of the employee’s forfeited/sick
leave hours. The Forfeited Leave Certification and Payment Module is available on the Employer Desktop for this purpose. Your timely
submission will ensure your employees make their scheduled payroll. A final certification is required regardless of the number of leave hours, and
failure to submit a final certification may result in a reduced benefit for the member.

Please note: The member's legal retirement benefit is computed using the certified leave. If you discover an error in the retirement date or certified
leave, you must contact Member Services immediately.

& Final ification R:
Due upon receipt of this email.
Include all forfeited and sick leave through date of termination. Please remember to include leave from a previous state employer.
Payment for employer contributions for Final Forfeited Leave for BOTH OLD PLAN AND NEW PLAN members is due upon receipt of the invoice
on the 15t of the month via ACH or Wire Transfer.
If a FINAL Certification is not received by the 14t of the month following the month of the member’s Date of Retirement, and the member has an
approved Retirement application on file and the member has begun receiving benefit payments; the FINAL Certification‘will be automatically
created and closed on the 14 based on the latest Preliminary Certification (including a o hour Preliminary). If a FINAL Certifi catlon is automatically
closed on the 14 of the month, invoices are created and payment for employer contributions is immediately due. [

If you have any questions, please contact us at (404) 350-6300 or (800) 805-4609 or contact your employer reporting representative using the
contact link below: ; .8rs.ga.gov, Formsan ERS Empl i



http://www.ers.ga.gov/Docs/Formsandpubs/ERS_Employer_Reporting_Contacts.pdf

Final Certification Request — Retirement
Date Changed after Payment received

MEMORANDUM
Date:
To: Human Resources Manager

From: Member Services - New Retirement Processing
Subject: Revised Final Forfeited/Sick Leave Certification May
be required

We have recently been notified that the employee(s) below
have changed their termination date or retirement. Please be
aware that the final certification may require adjustment.
Contact ERS at your earliest convenience to discuss.



Invoice Notification

MEMORANDUM
Date: July 16, 2013
To: Human Resources Manager

From: Member Services - New Retirement Processing
Subject: Final Forfeited/Sick Leave Employer Invoice
Payment Due

Your Final Forfeited/Sick Leave invoice for report month (July 2014
(06/14-07/15) is available for payment. These Final Certifications
were submitted and approved during the last accounting cycle.
Please log on to the Employer Desktop: Forfeited Leave
Certification and Payment module and submit payment today.



Invoice Past Due Notice

Date: Januarya, 2015

To: Human Resources Manager
From: Financial Management Group
Subject: Forfeited Leave Invoice Past Due

Your Final Forfeited and Sick Leave invoice for the
prior reporting month(s) is past due. Please log onto
the Employer Desktop: Forfeited Leave Certification
and Payment module and submit payment today.



Final Forfeited Leave Reminder

MEMORANDUM

Date: January 1, 2015 —

To: Human Resources Manager

From: Member Services - New Retirement Processing
Subject: Final Forfeited/Sick Leave Certifications Outstanding

We have not received your Final Forfeited and Sick Leave
certifications for members who retired >month in the past. Please
log on to the Employer Desktop: Forfeited Leave Certification and
Paglment module and submit your final forfeited leave certification
today.



Employer Desktop
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Members Retirees Employers

EMPLOYER DESKTOP: Welcome to the ERSGA Employer Deskiop. In an effort to make doing business with ERSGA easier, we have automated the reporting process. Please click the desired
link below to begin entering your data.

You may view detailed information and instructions by clicking on the question mark icon located on each screen.

Check Member Plan Eligibility o Maintain Rehired Retirees o
This option allows you to verify a member's plan eligibility status for ERS or PSERS This option allows you to maintain hours worked for rehired retirees of ERS, LRS and
(PRS) memberships. JRS Plans.

Maintain Monthly Summary Report ]

This report is a summary of all total salaries. employee. and employer contributions—
including adjustments and invoices_ All employers must complete and submit this
report by the 15 day of each month following the month in which the contributions were

withheld._
Forfeited Leave Certification and Payment a Ad Hoc Termination Reporting o
This option allows you to report forfeited leave hours to ERSGA when a member with This option allows you to update personnel actions for non-reported members.

sick or forfeited leave applies for retirement or dies in semvice.

Profile Maintenance a Logout ]

This option allows you to maintain your security and contact information (ie. user id, This option allows you to log out of the secure ERSGA Site.
password, name, address. phone and fax numbers, etc_ ).

If you have an email address and would like to be contacted in reference to ERSGA
related matters please include this in your profile information.
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FFL Certification and Payment

e i@' https://secure.ers.ga.gov/FFL/FFLProcessingCenter.aspx
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Preliminary Certifications o
Click this link to see the list of your employees for whom we

have requested Preliminary Forfeited Leave Certifications.
Employers may submit multiple preliminary certifications.

Final Certifications [ +]
Click this link to see the list of your employees for whom we
have requested Final Forfeited Leave Certifications.

Inveoices/Receipts D
Click this link to view all outstanding and paid invoices

Copyright © Employees’ Retirement System of Georgia 2010
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Final FFL
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Maintain ACH £

Return to Desktop 3 Member Information
Logout @3 SsN: pars || - cnaion 1 (]

Contribution Group: MAR - New Plan
Member Status: ACTWV Service: 9 vrs 11 mnths

Certification Infermation
Certification Type: Final
Certification Date: 07/10/2013 HH Example: mmiddannny
Date of Retirement: o07/01/2013 E Example: mm/ddivyyy
Termination Date: 06/30/2013 HH Example: mmiddinny
Monthhy Salary at Retirement: 6251.08 Last Reported Date: 05/01/2013
Payroll Freguency: Semi—MnnthlyEl
Payment Reason: Regular Pay =
Percent Tims: 100.00

Hours of Forfeited Leave: 301.00 In ¥ears: 0000

Employer Contact: ersgauser_414

Status: In Progress Status Date: FTMO2013 1:26:56 PM

Employer Contributions

Forfeited Hours Months Monthly Salary Total Salary Rate (%) Employer Contributions

201.00 MS0 = 1.88 x $8.251.08 = $11.752.03 x 0.00 = s0.00

Prev. Employer Contrib.: S0.00

MNet Employer Contrib.: S0 .00

CALCULATE

SAVE sSuUBMIT

Done &P Internet | Protected Mode: On g — H|I100% -
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Final Forfeited Leave and Sick Leave
Auto - Close

# What is Auto-Close?

= The automatic certification and close of a Final
Forfeited Leave and Sick Leave Certification.

# What is Auto — Close based on?

* The latest Preliminary Certification
* Including a zero (0) hour Preliminary Certification



Final Forfeited Leave and Sick Leave

Auto - Close

# What is the criteria?
= No Final Certification for a retiree by the 14 of
the month following:
» Date of Retirement, and

= approved Retirement Application, and
= the Member is receiving a Pension benefit.



Final Forfeited Leave and Sick Leave
Auto - Close

Auto-Closed on March 14, 2015

YES -DOR = 2/1/2015 +
-Rsi:t App Approved +
-1~ Pension Benefit Paid
2/1/2015

NO* -DOR =3/1/2015 +

-Ret App Approved +

-1° Pension Benefit Pd. 3/1/2015
* If no Final - auto-close 4/14/2015



Final Forfeited Leave and Sick Leave
Auto - Close

# Effective Date = February 1, 2015
* Meet the criteria and
* Date of Retirement = July 1, 2013 thru January 1, 2015
= Monthly thereafter



Final Forfeited Leave and Sick Leave

Auto - Close
# Reminder Email — 10t" of the Month (FL & Financial Contacts)

MEMORANDUM
Date: 02/10/2015

To: Employer@Employer.gov
From: =~ Member Services - New Retirement Processing
Subject:  Final Forfeited/Sick Leave Certifications Automatically Closed

Employer: Employer Name

We have not received your Final Forfeited and Sick Leave certifications for members who retired last month and
have begun receivinlg payment of benefits. Please log on to the Employer Desktop: Forfeited Leave Certification
and Payment module and submit your final forfeited leave certification today.

Please note, if a FINAL Forfeited and Sick Leave certification has not been received by the 14 of this month, the
FINAL certification will be automatically created and closed on that day based on the latest Preliminary
certification on file (including a o hour Preliminary certification).

If a FINAL Certification is automatical(!ly closed on the 14 of the month, an invoice is created and payment for
employer contributions is immediately due.

If you have any questions, please contact us at (404) 350-6300 or (800) 805-4609 or e-mail your employer reporting
representative using the contact link below:

http://www.ers.ga.gov/Docs/Formsandpubs/ERS Employer Reporting Contacts.pdf


http://www.ers.ga.gov/Docs/Formsandpubs/ERS_Employer_Reporting_Contacts.pdf

Final Forfeited Leave and Sick Leave
Auto - Close

# After the Final is auto-closed, the normal
invoice and cash receipt process will occur.
e ACH —14™ of the month

* Non-ACH - 15t of the month (25t business day
coincident or next following)



Questions?



Contact Information:
Renita Watts (Renita.Watts@ers.ga.gov)



mailto:Renita.Watts@ers.ga.gov

Thank you for attending the ERSGA
Employer Training March 2015
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