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HOUSEKEEPING

During the presentation the conference line will be placed on
listen mode only

Feel free to ask your questions during the presentation by typing
In the question area

I’ll answer all questions at the end of the presentation

Thank you
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AGENDA

Welcome

Prior Period Adjustments
What are they?

Why are they important?
Reasons for them

How should they be processed?
Reporting to ERSGA

Invoices

Why and how they are generated?
Allocating Invoices

Resources
Questions

PSR



PRIOR PERIOD ADJUSTMENTS

What are Prior Period Adjustments (PPAD)?
Corrections to data reported (or not reported ) for a previous month

Why are they important?
Correct salary and contribution errors
Correct enrollment error
Correct service

PSR



PRIOR PERIOD ADJUSTMENTS

Types of Prior Period Adjustment Corrections

Missed Supplemental Compensation
Missed Salary Increase/Interim Salary Increase

Overpayment of Salary

Missed enrollment

Incorrect Enrollment

PSR



PRIOR PERIOD ADJUSTMENTS

How should they be processed?

Employers that upload a file

Some payroll software have functionality to create the adjustment and send it
electronically, for example, Statewide PeopleSoft and DFACS, some Health Departments

Those without the functionality to report adjustments electronically use the Employer
Reporting Website

Employers that Use the Employer Reporting website to upload employee
and contribution detail data would, from the Employer Desktop click on
Maintain Monthly Summary

The summary report appears and the 3 tab “Adjustments” is used to create Prior Period
Adjustments

LRS PSR



PRIOR PERIOD ADJUSTMENTS

Employer Desktop on the Employer Reporting Website

Retirees

EMPLOYER DESKTOP: Weicome to the ERSGA Employer Desktop. 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

Member Statements () ]

This option allows you to view and print your employee’s online member statements

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 1** day of each month following the month in which the
contributions were withheld.

This option allows you to maintain your ACH details, including the Account Number
and Routing Number for each plan for which you contribute.

Maintain ACH Details

This option allows you to maintain your ACH details, including the Account Number
and Routing Number for each plan for which you contribute.

Maintain Rehired Retirees >

This option allows you to maintain hours worked for rehired retirees of ERS, LRS and
JRS Plans

Forfeited Leave Certification and Payment

This option allows you to report forfeited leave hours to ERSGA when a member with
sick or forfeited leave applies for retirement or dies in service

Upload Salary Detail File
This option allows employers to upload their detail employee data files to

ERSGA. Detail data files should be uploaded by the 1* of the month following the
month in which the contributions were withheld.

This option allows you to verify a member's plan eligibility status for ERS or PSERS (PRS)
memberships.

Check Member Plan Eligibility

This option allows you to verify a member's plan eligibility status for ERS or PSERS (PRS)
memberships.

Ad Hoc Termination Reporting

This option allows you to update personnel actions for non-reported members.

Profile Maintenance

This option allows you to maintain your security and contact information (ie. user id,
password, name, address, phone and fax numbers, etc.).

This option allows you to maintain your security and contact information (ie. user id,




PRIOR PERIOD ADJUSTMENTS

= Employees’ Retirement Syst... * P“ e A

File Edit View Favorites Tools Help

s d\ Suggested Sites v d} Web Slice Gallery v

EMPLOYEES'
RETIREMENT SYSTEM
OF GEORGIA

Members Retirees

Retum to Summary Report List @ ] REPORT TYPE: ERS-AR
View Summary Report History @ Monthly Salary and Contribution Summary Report: To complete or view a report, click on the appropriate Report Month for the applicable
Upload Employee Detall File )  Report Type.

Employer Desktop {3
4 oot @ To submit a report(s), click in the box under the Submit column next to the Report Type you wish to submit, and then click the Submit to ERSGA
LSS button.

If you are signed up to submit payments automatically through our ACH feature, your account will be debited.

Payment Stat

447.82| 513882

0.00 0.00

SUBMIT TO ERSGA

Copynight © Employees’ Retirement System of Georgia 2010




PRIOR PERIOD ADJUSTMENTS

Summary Report

EMPLOYEES
RETIREMENT SYSTEM
OF GEORGIA

Home Members Retirees m

REPORT TYPE: ERS-AR REPORT MOMNTH: 03 /2015

Adjustments Comments

Report Type: ERS-AR Report Month:

Did Plan Members: Mewe Plan Members:

Id Plam: MNon Contributing 234 Yrs Swo o.00
Mew Plamn: Met Oid Plan: 000

Employer Pickup:
MNeww Plan: 1.50 26

ments:

Total Invoice Adjustments: Total Prior Period Adjustments:
MNet Adjustments:

nts:

Met Payment Dus: o.00

SALcuLATE




PRIOR PERIOD ADJUSTMENTS

Summary Report- Adjustments Tab

e L S f =% o
RETIREMENT SYSTEM i lﬁwlj l s )' CLS

OF GEORGIA
Home Members Retirces m

Reaum %o Surrsmary Report Lt €3 m REPORT TYPE: ERS-AR REPORT MONTH: 03/2015
Vew Summary Repont Hstory @3 Adjusi - member detal, entér SSN, report month range, and Hhen ciick the Retrieve Button. Once o™

S
Jolood Ergioyes Dotad Fle i)  the reponied 0353 is retneved, enter the comacied saary and save It there Is no change in the reponed salary Dut reponed W
Crpkoyer Deaktop €3 CONrEations Need 10 Do corecied, send In a 2A or 3A wih a separate payment (This is not applicable to PSERS
—r Employers).
LODoeA

For Getaded INstrichons On how 20 Process adiustiments, piease refor 20 the Maintain Monthly Summary Report - Agjustments
Tab secton in your Quck Reference Guce

*NOTE: All Nields with asterisks are required.

£ Contrib Growp [NAR v]

“To MW Y YY) L 1 RETRIEVE
"Last Name o RESET

Viow in printable form




PRIOR PERIOD ADJUSTMENTS

Example of Missed Supplement or Salary Adjustment (Increase/Interim)

The member received an increase but it was not processed. An adjustment must be reported to correct the reported salary to the
correct salary with the corresponding contributions.
Adjustments: To correct prior period member detail, enter S5M, report month range, and then click the Retrieve Bution. Once e

the reported data is retrieved, enter the corrected salary and save. If there is no change in the reporied salary but reported

contributions need to be correctad, send in a 2A or 3A with 3 separate payment (This is not applicable to PSERS
Employers).

For detailed instructions on how to process adjustments, please refer fo the Maintain Monthly Summary Report - Adjustments
Tab section in your Cluick Reference Guide.

*NOTE: All fields with asterisks are required.

* Month Rangs From is Reguired
* Month Rangs From cannct be before the Plan Start Date
* Month Rangs To is Required

Reports Invoice Comments

*Social Security Mumber: Conirib Group:

E‘mﬂﬁ From: *Ton (MMM YY) RETRIEVE

*First Mame: *Last Mame:

*Reason for this Adjustrment:

DOB (mrnfddiyyyy )

Gender:
Payment Reason:

View in printable form




PRIOR PERIOD ADJUSTMENTS

Example of Missed Supplement or Salary Adjustment (Increase/Interim)

The member received an increase effective 10/01/2014 but it was not processed. An adjustment must be reported to correct the
reported salary to the correct salary with the corresponding contributions.

Adjustments: To correct prior period member detail, enter SSMN, report month range, and then click the Retrieve Bution. Once e
the reported data is refrieved, enter the corrected salary and save. If there is no change in the reported salary but reported
confributions need o be corrected, send in a 24 or 34 with a separate payment (This is not applicable to PSERS

Employers).

For detailed instructions on how to process adjustments, please refer to the Maintain Monthly Summary Report - Adjustments
Tab section in yvour Cuick Reference Guide.

*NOTE: All fields with asterisks are regquired.

1 Adjustments )l comments

*Social Security NMumber Contrib Srowp: MNAR
“hionth Range Fronm: - p =T (RS YD RETRIEVE

(AR ™ YY)
*First Mame: *Last MName: RESET

M
i
&

*Reason for this Adjustment:

OB (rmmddfyyyy ) 01/31/1955
Sender Female S

Payment Reason: Regular Pay

GJRS

WView in printable formm




PRIOR PERIOD ADJUSTMENTS

Example of Missed Supplement or Salary Adjustment (Increase/Interim)

The member received an increase effective 10/01/2014 but it was not processed. An adjustment must be reported to correct the
reported salary to the correct salary with the corresponding contributions.

Adjustments: To correct prior period member detail,

enter SSMN, report month range, and then click the Retrieve Button. Once e
the reported data is refrieved, enter the corrected salary and save. IT there is no change in the reported salary but reported

confributions need to be corrected, send in a 24 or 3A with a separate payment (This is not applicable to PSERS
Employers).

For detailed instructions on how to process adjustments, please refer to the Maintain Monthly Summary Report - Adjustments
Tab section in your Quick Reference Guide_

*NOTE: All fields with asterisks are required.
Adjustment Information Saved Successfully!
Imvoice i Adjustments i comments

ocial Security Mumber:

honth Range From:
(AR ™)

Cronirib Group: MNAR

*To MMM YY) RETRIEVE
RESET

*Firet Mame:

Total
Corrected Due
ERCOM ERCOM to/from
ERS

S61.84( 117.30

01/31/1955

Female

GJRS

View in printable form



PRIOR PERIOD ADJUSTMENTS

Example of an Overpayment in Salary and Contributions

The member was overpaid in 12/2014 and 01/2015. An adjustment must be reported to correct the reported salary to the
correct salary with the corresponding contributions.

Adjustments: To correct prior period member detail, enfer SSM. report month range, and then click the Retrieve Button. Once e
the reported data is reineved, enter the corrected salary and save. If there is no change in the reporied salary but reported
contributions need to be corrected, send in a 2A or 3A with a separate payment (This is not applicable to PSERS

Employers).

For detailed instructions on how to process adjustments, please refer to the Maintain Monthly Summary Report - Adjustments
Tab section in your Cuick Reference Guide.

*NOTE: All fields with asterisks are required.

Invoice 1 Adjustments i comments

*Social Security Mumber: Conirib Group:
*hMonth Range From: ] P Sy
(AN ) To (MMM YY) RETRIEVE

*First Name: *Last Nams: = RESET

Total

Posting Reported c e | Reported Reported Comrected Reported Cormrected Reported Corrected Due

Month Salary

000 —mm o] oo

Time Perc EECOM EECOMN Pickup Pickup ERCOM ERCOM toy/from

nd Tot

04/25/1365

Female

Regular Pay et -

View in printable form



PRIOR PERIOD ADJUSTMENTS

Example of an Overpayment in Salary and Contributions

The member was overpaid in 12/2014 and 01/2015. An adjustment must be reported to correct the reported salary to the
correct salary with the corresponding contributions.

Adjustments: To correct prior period member detail, enter S5M, report month range, and then click the Retrieve Bution. Once
the reported data is refrieved, enter the cormected salary and save. IT there is no change in the reported salary but reported

contributions need fo be corrected, send in a 2A or 3A with a separate payment (This is not applicable to PSERS )
Employers).

For detailed instructions on how to process adjustments, please refer to the Maintain Monthly Summary Report - Adjustments
Tab section in your Quick Reference Guide.

*NOTE: All fields with asterisks are required
Adjustment Information Saved Successfully!

Invoice 1 Adjustments ) Comments

*Social Security Number: - Contrib Group: MNAR
*hdonth Ramnge From:

bbb “To oA RETRIEVE
“First Name: “Lost Name: RESET

Total
Posting Reported C ted Sala Reported Cormrected Reported Cormrected Reported Corrected Due
Month Salary ks Time Perc EECOM EECOM Pickup Pickup ERCOMN ERCOMN toy'from

e
OB (rmnniadd iy ):

Sender:

04/25/1965
Female

Payment Reason: Regular Pay

View in printable form




PRIOR PERIOD ADJUSTMENTS

Adjustment Report-Lists the adjustments and give the total amount due

e | i ol Umd i bl M o O Ml ol Ol
- Wb Sy Sy Sy BN BN BN P Ry Ry BN BN ERCUN

W mmmm-ll
I--WWWWIN--IW
B bR e BMD & B U9 W W W W 0L




PRIOR PERIOD ADJUSTMENTS

Summary Report completed with total adjustment amount entered in adjustment field.

Summany Report Information Saved Swucoessfulby!

MA

Reports nwolce Adjustments

i
Report Type:
Old Plan Mambers:

nbership Salaries:

Old Planc:
Mewr Plan:

Oid Plan: 17.21 %

Total Employer Contributions:

yee Comntribu

Old Plan: 1.50

Total Employee Contributions:

Total Invoice Adjustmemnts:
MNet Adjustments:

Payments:

Met Payment Duwe:

ERS-AR

S.139.82

Maintain Monthly Summarization Reports - ERS

Comments

Report Month:

Mawvwe Plan Mambers:

MNon Contributing 34 Yrs Swe
MNet Old Plan:

MNew Plam: 21.96 9%

Employer Pickup: ( 5.00 9% -7.00 )
MNews Plam: 1.50 %%

Total Fricor Period Adjustments:

CALCULATE SAVE GIRS



PRIOR PERIOD ADJUSTMENTS

Example of Missed Enrollment

Employee was hired 11/2014 but was not reported to ERS for the 11/2014 reporting
period.

Two methods of reporting the salary and contributions

Report all salary and contributions, 11/2014 -01/2015 for the 02/2015 reporting
period, and make adjustments for 03/2015 or

Report salary and contributions for 02/2015 only and for the 03/2015 reporting
period , report the salary and contributions for 11/2014 -01/2015

LRS PSR



PRIOR PERIOD ADJUSTMENTS

Example of Missed Enrollment

Employee was hired 11/2014 but was not reported to ERS for the 11/2014 reporting period. The salary and contributions for
11/2014 to 02/2015 were reported for 02/2105 reporting period
Adjustments: To correct prior period member detail, enter SSM, report month range, and then click the Retrieve Bution. Once

the reported data is retrieved, enter the corrected salary and save. If there is no change in the reported salary but reported 9

confributions need fo be corrected, send in a 2A or 3A with a separate payment (This is not applicable to PSERS
Employers).

For detailed instructions on how to process adjustments, please refer to the Maintain Monthly Summary Report - Adjustments
Tab section in your Quick Reference Guide._

*NOTE: All fields with asterisks are required.
Invoice i Adjustmants i comments
*Social Security Mumber: @ Contrib Group: GAR
M “TO(MMAYYY)
(MNP YY) 1152014 Too{ MY ) 0272015 RETRIEVE

e I:l

DOB (rmiddiyynyy): 08/24/1966
Sender Female

Payment Reason: Regular hd




PRIOR PERIOD ADJUSTMENTS

Example of Missed Enrollment

Employee was hired 11/2014 but was not reported to ERS for the 11/2014 reporting period. The salary and contributions for
11/2014 to 02/2015 were reported for 02/2105 reporting period

Adjustments: To correct prior period member detail, enter SSh, report month range, and then click the Retrieve Bution. Once
the reported data is refrieved, enter the corrected salary and save

- If there is no change in the reported salary but reported e
confributions need to be corrected, send in a 24 or 3A with a separate payment (This is not applicable to PSERS
Employers).

For detailed instructions on how to process adjustments, please refer to the Maintain Monthly Summany Report - Adjustments
Tab section in your Quick Reference Guide.

*NOTE: All fields with asterisks are reguired.
Adjustment Information Saved Successfully!
Reports 1 Adjustments | cComments
ocial Security Mumber: Contrib Group: GAR ~
honth Range From:
(AR, ™ ™ ™)

*To (MM Y YY) RETRIEVE
*First Name:

“Last Name:

*Reason for this Adjustment:

OB (mmdfddfyyyy )
Sender:

08/ 24/1966

Female
Payment Reason:

View in printable form




PRIOR PERIOD ADJUSTMENTS

Example of Missed Enrollment

Employee was hired 11/2014 but was not reported to ERS for the 11/2014 reporting period. Normal monthly salary and
contributions were reported for The salary and contributions for 11/2014 to 01/2015 were reported for 03/2105 reporting

Adjustments: To correct prior period member detail, enter SSN, report month range, and then click the Retrieve Button. Once e
the reported data is refrieved, enter the corrected salary and save. If there is no change in the reported salary but reported
confributions need to be corrected, send in a 24 or 3A with a separate payment (This is not applicable to PSERS

Employers).

For detailed instructions on how to process adjustments, please refer to the Maintain Monthly Summarny Report - Adjustments
Tab section in your Quick Reference Guide.

*NOTE: All fields with asterisks are required.
Adjustment Information Saved Successfully!

Reports Invoice 1 Adjustments ) comments

Social Security Mumber: Conirib Group: GAR ~
: e From: o) RETRIEVE
“Last Mame:

*Reason for this Adjustmenit:

OB (rmnfddfyyyy )
Sender:

Payment Reason:

View in printable form




PRIOR PERIOD ADJUSTMENTS

Example of Missed Enrollment

Employee was hired 11/2014 but was not reported to ERS for the 11/2014 reporting period. Normal monthly salary and
contributions were reported for The salary and contributions for 11/2014 to 01/2015 were reported for 03/2105 reporting
period.

BURKE COUNTY HEALTH DEPT (128-017) REPORT TYPE: ERS-GAR REPORT MONTH: 03/2015

- Postng  Reported  Comected  Adjusted  Reported  Comected  Adjuted  Reported  Comected  Adjusted  Reported Comected Adjusted Totd
Moth  Sday  Sday  Sday EECON  EECON  EECON  Pdup  Fckp  Fidwp  ERCON  ERCON ERCON DuefRS

S T T N N D
T 7 T B R KT
s [ w_owg_omw w0 ww o _w] e w0 o

B

EEIIN T I I I TR I
-mwmmmmm
L Voo | o el Wi o o W Wl g s

LRS PSR

==




PRIOR PERIOD ADJUSTMENTS

Example of Missed Enrollment

Include on the 03/2015 Summary Report in the Prior Period adjustments field the total on the prior period
adjustment report.

Summary Report Information Saved Successfully!

Invoice Adjustments Comments
hMember Count:

Report Type:

Report Month:

03/2015
Total Members:

MMembership Salaries:

Total Membership Salaries: 5000.00

ntributions:
Base Coverage: 1857 %
Total Employer Contributions: 543.50
Employee Contnbutions:
Base Cowverage: 1.25 %

Total Employee Contributions:

Adjustments:

62.50

Total Inveice Adjustments:
MNet Adjustments:

Total Prior Pericd Adjustments:
1207.17

Payments:

Met Payment Due:

GJRS
CALCULATE SAVE




INVOICES

Why and how are they generated?

Summary Report Discrepancies
Significant difference between payment remitted and summary report/contribution detail
total

Contribution detail discrepancies

Contributions reported for ineligible employees
Incorrect enrollment

Member reported under the incorrect contribution group
Contribution reported in error
Contributions missing

LRS PSR



ALLOCATING INVOICES

Summary Report Discrepancies
Add to next report month and reconcile with a payment or credit
Example:
Payment = $2000, Summary Report/Contribution Detail Total = $1950
Payment = $2000, Summary Report/Contribution Detail Total = $2075

PSR



ALLOCATING INVOICES

Summary Report List

Monthly Salary and Contribution Summary Report: To complete or view a report, click on the appropriate Report Manth for the applicable
Report Type.

To submit a report(s), click in the box under the Submit column next to the Report Type you wish to submit, and then click the Submit to ERSGA
button.

If you are signed up to submit payments automatically through our ACH feature, your account will be debited.
Your agency has outstanding Inveices. Please allocate your invoices before submission.
Met

Report Net Total Total Pa ent Status on ACH
Month  Salary EECON ERCON Ad]ustment m Reporter Status

032015 In Mot
Progress Eligible

Submit Type

|l N s s
032015
Proqress
03/2015 In Mot
Progress Eligible
032015 In
Progress igible

SUBMIT TO ERSGA

@

GMPF

LRS

GJRS



ALLOCATING INVOICES

View of the Invoice Tab

Invoice: The Invoice tab allows you to allocate or deallocate outstanding invoices issued by ERSGA to your monthly summary report. Click on e
the Invoice number to view the details of the invoice.

The allocated invoices below should equal the invoice field from the Reports Tab.

Please allocate outstanding invoices to your summary report.

Reports VO | Adjustments Comments
Invoice ALLOCATED:

Select Date Issued Invoice Number Amount Allocated Status
=]

Select Date Issued Invoice Number Invoice Amount Statu

:

141729 -2,023.96 Outstanding

b S
09302014 134567 541166 Outstanding
0aE12014 -813.12 Qutstanding

=
™
L2
(2]
(=]
(=]

b
"
[+]
0
b
=1
m

View in printable form

LRS

GJRS



ALLOCATING INVOICES

View of the Invoice Tab

Invoice Allocation Successful!

Repors - Invoice | Adjustments Comments

Date Issued Invoice Number Amount Allocated

TANDING Inwv

Select Date Issued Invoice Number Invoice Amount

T L
-!-
L

ALLOCATE

View in printable form

GMPF GJRS

LRS PSR



ALLOCATING INVOICES

Payment = $2000, Summary Report/Contribution Detail Total = $1950

On the following month report select and allocate invoice, add -$50 to
Invoice adjustment field next report and total

Please allocate outstanding invoices o your summany report.

Yy ontnbutions:

Base Coverage: 1.25 %

Total Employee Contributions:
justments:

Total Invoice Adjustments: Total Prior Period Adjustments:
Met Adjustments:

*ayments:

Net Payment Due:

CALCULATE SAVE



ALLOCATING INVOICES

Payment = $2000, Summary Report/Contribution Detail Total = $2075

On the following month report select and allocate invoice, add $75 to
Invoice adjustment field next report and total

Please allocate outstanding invoices o your summany report.

n

contnbutions:
Coverage: 1.25 %

Total Employee Contributions:

Adjustments:
Total Invoice Adjustments: Total Prior Period Adjustments:
Met Adjustments:

*ayments:

Net Payment Due:

CALCULATE SAVE



RESOURCES

Useful for Prior Period Adjustments

PSR


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

QUESTIONS

PSR



