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A

REGULATION

KAR Chapter 105

Contact ERCE

STATUTE
KRS 61.675

KRS 78.625

DEADLINE

employers included on the Personnel Cabinet’s monthly file. Due to

\ This document explains the monthly reporting process for KHRIS
xA)

" differences in the monthly reporting process, all other employers should
NOTICE refer to Chapter 4 - Monthly Reporting.

Employers are required to report creditable compensation and submit payment for
employee contributions, employer contributions, and health insurance contributions
(when applicable) on a monthly basis. The detail report will be submitted by the
Personnel Cabinet in the required format. Creditable compensation should be
reported when paid, not when earned. The posting month may need to reflect a
month other than the report month due to exceptions outlined in 105 Kentucky
Administrative Regulations 1:140:

If the month the creditable compensation was earned is the month in which the
employee:
1. Became employed;

2. Became eligible to participate in one of the systems administered by Kentucky
Retirement Systems;

Was transferred to hazardous coverage from nonhazardous participation;
Was transferred from hazardous coverage to nonhazardous participation;

Terminated employment; or

o oMW

Became ineligible to participate in one (1) of the systems administered by
Kentucky Retirement Systems.

If you are reporting a lump-sum or non-recurring payment, you must indicate the
period(s) of time during which the payment was earned. If an employee is being
given a lump sum payment for overtime that was omitted in error, you must specify
the period of time during which the overtime was earned.

Employers must contact an ERCE representative and submit any proposed
_\ reinstatement order to be reviewed by our Office of Legal Services prior to
NOTE the order being entered. Learn more about Court/Board Ordered Backpay
(Reinstatements).

Kentucky Revised Statutes 61.675 and 78.625 require participating employers to
submit employee information and employee contributions, employer contributions
and health insurance contributions (when applicable) through the Monthly Reporting
process. KRS creates a template every month on the evening of the 25th and makes

it available to each employer. The primary Reporting Official receives an email
notification that the monthly report template and/or packet is available in Employer
Self Service (ESS).

Reporting Officials have until the 10th of the following month to submit the three
components of the monthly report: the Employee Detail Report; Contribution
Summary; and Contribution Payment. If the 10th falls on a weekend or holiday, the
reporting deadline moves to the next business day.


https://apps.legislature.ky.gov/law/kar/105/001/140.pdf
https://apps.legislature.ky.gov/law/kar/105/001/140.pdf
https://apps.legislature.ky.gov/law/statutes/statute.aspx?id=49774
https://apps.legislature.ky.gov/law/statutes/statute.aspx?id=50566
https://kyret.ky.gov/Employers/Reporting-Officials/Pages/KHRIS.aspx
https://kyret.ky.gov/Employers/Publications-and-Forms/Employer%20Reporting%20Manual/Chapter%204%20-%20Monthly%20Reporting.pdf
https://apps.legislature.ky.gov/law/kar/105/001/140.pdf
https://apps.legislature.ky.gov/law/statutes/statute.aspx?id=49774
https://apps.legislature.ky.gov/law/statutes/statute.aspx?id=50566
https://kyret.ky.gov/Employers/Contact/Pages/default.aspx

Delinquent reporting may cause:
1. Interest to be added on delinquent contributions, and
2. Delinquent contributions with interest may be recovered through an action
filed in Franklin Circuit Court.

INCOMPLETE EMPLOYEE CONTRIBUTIONS

KRS deposits employee contributions when submitted by participating employers.
Employee contributions and health insurance contributions are submitted to KRS
as part of the monthly reporting process, but are separately tracked, deposited and
invested according to statute.

Occasionally, during the course of monthly reporting, an incomplete employee
contribution or health insurance contribution amount is submitted to KRS. For
employers reported by the Personnel Cabinet, the employer will be informed of the
additional required contributions via the electronic monthly Pended Transactions
Report. Each of these transactions must be corrected in the Kentucky Human
Resource Information System (KHRIS) within the allotted time frame, which results in
the correction being reported to KRS through the Personnel Cabinet file.

The employer is required to submit employer contributions; however, the member
has the option to allow their employer to withhold remaining contributions or, if their
employee contributions are refunded due to being incomplete, either remit payment
for omitted invoices or lose their service credit for that month.

Wy Members should contact our office with any questions about how
NOTI E nonpayment may impact their benefits.

If the employee contributions owed cannot be collected by the employer within

the allotted time frame, any partial contributions will be returned to the employer
through a credit invoice in order to be refunded to the member through payroll with
applicable withholdings. Employer contributions will also be refunded on the same
invoice. Then, omitted invoices for the full amount of contributions due will be sent
to the member and to the employer. If the omitted invoices are not paid, the member
may lose service credit for that month due to incomplete contributions. KRS also
sends a notice to the member explaining this process and how it may impact their
service credit.

REPORTING AND BALANCING EMPLOYERS
|

A Reporting Employer is the entity that reports monthly contribution detail records
to KRS. A Balancing Employer is the entity who submits the Monthly Summary and
payments to KRS. Most employers are both the Reporting and Balancing Employer.

For all employers reported by the Personnel Cabinet, the Personnel Cabinet is
considered the Balancing and Reporting Employer. Therefore, any employers
reported by the Personnel Cabinet will not have access to Enter Report Details,
Upload File, or Submit Monthly Summary in Employer Self Service (ESS).



REPORTING DETAIL FOR COUNTY FEE AGENCIES (DESIGNATED
SHERIFF/COUNTY CLERKS)
-]

County Fee employers who are reported by the Personnel Cabinet due to the

population of their county are required to report additional detail each month

for their employees. Because the Personnel Cabinet is unable to provide all the

information KRS requires to process employee records, these employers will utilize

the Supplemental Report Details option to report this additional detail. Once

the Personnel Cabinet has submitted the monthly file, the Reporting Official for

the County Fee agency will receive an email indicating the monthly Supplemental

Report Detail is ready to be completed and submitted. The completed report must be
DEADLINE submitted to KRS no later than 10 days from the notification that the report is ready.

Step 1
In ESS, click Supplemental Report Details under the Report menu.

Employer Self Service # Report ~

Supplemental Report Dedails "
- Available Forms - v | Open
Monthly Packets

Adustments

Welcome to Employer &  ineices
L

ESS will display the overview screen.

Employer Self Service #

" |
Contact Representative 3 Avaikable Forms v Open

Supplemental Report Details

The Supplemental Report Details page allows employers to enter monthly reporting details for their employees. Those employers reporting detail reports for ancther
employer can select he appropnale employers mlarmahion from the Employer dropdosn st Submilled reports can also be viewed from this screen. To view an
individual report, select the correspoending Report Type link

Reports: Last & Months v
Type Month Salary EECON HICON ERCON Total  Count Status Submitted
e 052020 ST0008687  S5147071  $344013  SP4747030  §$30230014 750 Ready 0B/15/2020
CERS 0412020 $72428619  $54,605.16  $359582  $257557.76  $315756.74 247 Posted 081072020




Step 2
A table will list the following information for the selected Supplemental Report
Details:

FIELD NAME DESCRIPTION

Tvpe Displays the retirement system (KERS, CERS or SPRS) of the selected
P record. This link takes you to the monthly details report.

Month Displays the month and year.
Salary Displays the total salary for the listed employees.

EECON Displays the total employee contributions for the listed employees.

Displays the total health insurance contributions for the listed
employees.

Displays the total calculated employer contributions based on the
salary reported.

Displays the sum of the employee, employer and health insurance
contributions.

HICON
ERCON
Total

Count Displays the employee count.

Displays the status. Statuses that the Supplemental Report Details
can bein are:

« Supplemental - Initial Status of the Supplemental Report
Details. KRS has received the monthly file from the Personnel
Cabinet, but has not received the submission from the county
fees agency.

+ Submitted - KRS has received the Supplemental Report
Details from the county fees agency, but has not yet taken
action on the report. While the Supplemental Report Details
is in the submitted status, it can still be unsubmitted if
corrections need to be made.

« InProgress - KRS is processing the Supplemental Report
Details. No changes may be submitted once the report is
in this status. If the Supplemental Report Details have not
been submitted, the agency will be contacted to provide the
missing information.

« Posted - KRS has processed the Supplemental Report Details
and posted the monthly contributions for the employer.
Employers will be notified of any necessary error corrections.

Displays the date the Supplemental Report Details were submitted
to KRS.

Status

Submitted




Step 3
Click the Type link to access a specific report.

Employer Self Service

Contact Representative 3 Auzlable Forms W Open

Supplemental Report Details
The Supplemental Report Details page allows employers to enter monthly reporting details for their employees. Those employers reporting detail reports for another

employer can selecl the appropnate employenr's imformation from the Employer dropdosn Bst Submmilled reponts can also be viewed rom s screen. To view an
individual report, sclect the corresponding Report Type link:

Reports: Last & Months ~
Type Manth Salary EECON HICON ERCON Tatal Count Status Submitted
CERS 052020 8700066 87 851 47071 5344013 8247 470 30 $302.390 14 250  Ready 0BMS2020
CERS 0412020 $724,386.19 $54,605.16 $3,595.02 §257,557.76 $315,758.74 247 Posted OBI07F200

Once a Supplemental Report Details report is in Posted status, it can be
NOTE Viewed but not be altered. To change employee details reported in a
previous month, an adjustment record should be submitted through KHRIS.

Step 4
The Member Details Overview screen for that report type will display.

Employer Self Service

Caontact Rapracantatve B -- Available Morms — ~ | Open

To view or edit member contribution information, select the comesponding (member) name fink. To add a new record or adjust a previously reported transaction, click

EETTTIERY Ones all ilems are conecl, click [ETTTETTN

| & Reluin by Supplenmesilal Repoal Delsibs |

Member Confributions % Show All

MName Mcmber Moating Contribution Job Mosition Mosition Stotua Employment Begin Employment End
0] Maonth Group Date Date
BROWN, JOHN 111111 1212020 CHZHI Deputy Reqular Full 050172013
Sheriff Time
UUE, JANE 2wy ime CHECR Sheriff e
Tirnes
FRANKE I0HN 237733 199090 CHZNH Dn:pifly Reyular Full 11/04/2019
Sheriff Time
JOHNSON, JANE 244444 212020 CHZNH Deputy Regular Full 01/04/1999 12152020
Sheriff Time
CHHZCE Otth Regular Full 0510412015
MAXWELL, JOHN 5555555 12/2020 ET Cqur A
Time
SMITH, JANE S5566E6 1272020 CNHZCE Other Regular Full 02M712020
Time
WILLIAMS, JOHN T 1202020 CHZHI Deputy Regular Full 002172047 12232020
Sheritr Time




MEMBER DETAILS OVERVIEW
|

By default, this screen will display only those members for whom KRS can determine
there is incomplete information in the report submitted by the Personnel Cabinet. To
see all records reported for the employer for the month, use the Show All checkbox.

The Member Details Overview screen displays several fields of information for each
employee for quick access. However, this is not the full detail report. From this screen,
you may navigate to the full details for each employee, submit the Supplemental
Report Details, or return to the overview screen. Employees will be listed in
alphabetical order by last name.

Only certain fields in the detail record may be edited. If changes need to be made to
fields that are not editable, the employer should make the appropriate corrections
in KHRIS, which will be reported the following month on the file submitted by the
Personnel Cabinet.

The Member Details Overview screen displays the following information:

FIELD NAME DESCRIPTION

Displays the name of the employee. Click to display the

N h link . N .
ame (hyperlink) employee’s entire contribution detail record.

Member ID Displays the employee’s member ID.

Posting Displays the posting month and year of the contribution detail
Month record.

Contribution  Displays the employee’s contribution group for the contribution
Group detail record.

Job Position Displays the Job Position reported for the employee.

Position Status  Displays the Position Status reported for the employee.

Employment  Displays the reported date the employee began this period of
Begin Date employment.

Employment End Displays the reported date the employee’s period of employment
Date ended.




EDIT A RECORD

Step 1

Employer Self Service

Contact Paprassentativa 85

To view or edit member

Namec

BROWN, JOHN

DUE, JANE

FRANKE, I00HN

JOHNSON, JANE

MAXWELL, JOHN

EMITH, JANE

WILLIAMS, JOHN

ion, select the

P Supphanmiel R D

Member Contributions % Show All

Job Mosition Mosition Statua Employment Begin

Mecmber
(]

1111111

20972

333333

dasoas

5555555

EEEEEEE

. Once all ibenrs are conecl, click BT

Mosting

Month

1272020

1272020

1202020

1272020

1272020

12/2020

122020

Contribution
Group
CHZHI

GHENH

CHZNH

CHHZCE

CNHZCB

CHZHI

Deputy
Sheriff

Sheriff
Depuly
Sheriff

Deputy
Sheriff

Ofher

Other

Deputy
shenm

Regular Full

Time:

Regular Full

T

Reyular Full
Time:
Regular Full

Time:

Regular Full
Time:

Regular Full

Time

Regular Full
Time

-- Available MNorms —

{member) name link. To add a new record or adjust a praviously reported tranzaction, click

Date
05/0172013

10/0272017

11/0472019

1/04719593

DS/0472015

021772020

092172017

Employment End
Date

After selecting the current Supplemental Report Details, ESS will display the
Member Details Overview screen.

v |

12152020

1272372020

Step 2

To edit an employee, click the Name hyperlink to access the entire detail record.



ESS displays the contribution detail record.

Employer Self Service

the updated record,

Personal Information

Prefix:

First Mame: *

Micdcle: Namme:

Last Name: ®

Suffix:

* Required fisld

Contribution Information

Hosting Month:

Payment Reason: *

Salary that Cxceeds IRS Limit:

Post-Tax Employee Contribution:

Employer Contribution;

* Required fieid

Cantact Representstive B

Update Member Contribution

Update appropnate fields below. To update contribution amounts, after entering the salary click [EITTIT"] - Once all necessary changes are made, click [[I7 to save

Selact Prefiv v
Juhn
Smith
Scloet Suffix A

12172020

Regular Pay wi Add G v

5 000
$ o000
000
s 1Az
(178 Ry

' Nays Worked Greater Than 7ern

-- Available Forms —

HOO-RE-1111

Sherihey 1000003

Contribution Group: ™

Salary:® |5 | s784.04
Pre-Tax Cmployee Contribution: 5 | 26272
Pre-tax Health Ins Contribution: 5 3284
(Empleyer Cantribution)

¥ Employer-paid

CFRS HY - Cash Ratar v

w | Open

(325404

[32.24)

Cmployment Information
Poaltion Stamis:
Empluyment Begin Dale; ®
Cmployment Cnd Reason:

Type of Ratc of Pay: *

Eetmated Additignal
Compensation:
Contract Daye:

* Required feld

Regpslar Full Time: v
072015 ]
Select Reason W
Monthly v
s ooo

z o

Jnh Position: *

Diepasly St
Employment End Dale; MMDDAY
Payroll Mrequency: Semi-Monthly

Rate of Pay:* § 305075

Scheduled Houre Per Day: ™ o 200

Leave Information

Accrued Sick leave hours:

Hours in a Sick Leave Day:

&

(o]

Acciued Sick leave days: e

Compensatory Leave: )

Lemoqgraphic Intormation

Date of Dirth: *

Pnimary Addregs Line: "

Serondary Addrass | ine:

Chy:*

Slarle:*

Zip Code:*

* Required fickd

02121984 =]

Use for asunl siveet addreas or post offics bax.
123 MAN STREET

Use for Apariment, Bulding, Uni, Floor, Suite, cfo.

SOMEWHEREVILLE

Kentucky -
40000 - 1000

International Addreas

“

Gender:* Male w

Shadeal Seaian; Select Marital Stalus v




READ MORE
Appendix B

Step 3

Complete, review and edit any necessary information for the employee. For a
complete description of the fields to be completed, reference Appendix B: Fields
and Descriptions. If changes need to be made to fields that cannot be edited, the
employer should make the appropriate corrections in KHRIS, which will be reported
the following month on the file submitted by the Personnel Cabinet.

Step 4

Once the record is updated and accurate, click Update.

Once you click Update, KRS will run validations against that record. If any errors are
found, you will receive an error message at the bottom of the screen describing the
error and how to correct it. After correcting the record, click Update.

Step 5

A message will confirm that the contribution record was successfully saved. Click
Continue.

Employer Self Service +

Your member contribution has been successiully saved. Availabla Forme ~
Update Member Contribution
Update appropriate fislde below. Te update contribution amounte, after entering the ealary click - Once all necessary changee are made, click to eave
the updated record.
Frefix: Select Prems v SSM: ok N1
First Name: * Jofin Member ID: 1000003
Middie Name:
Lagt Mame:* smith
Suffix: Salect Suffix v
* Hequired feld

10
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SUBMIT THE SUPPLEMENTAL REPORT DETAILS
|

Step 1
Once all contribution detail records are updated, return to the Member Details
Overview screen.

Employer Self Service

-- Available Forms — v | Open
T view un edil member cunbibulion infurrmalion, selecl e conesponding (rmember) name k. To add a new recond on adjust o previously iepurled bansachon, click
m. Once all items are comect, click m
| = Retum to Supplements| Report Detais
Member Contributions. X Show All
Name Member Posting Contribution Job Position Position Status Employment Begin Employment End
D Month Group Date Date
BROWN. JOHN 111111 1212020 CHZHI Deputy Regular Full 05/01/2013
Sheriff Time
TOF, IANF 2999999 122020 CHZCBE Sheriff Regular Full 1000272017
Time
FRANKS. JOHN 333333 1212020 CHZMH Deputy Regular Full 1110472019
Shenff Time
IOHNSON. JANF AR 1252020 CHZNH Deputy Regular Full 0170471993 12152020
Shenff Time
CMNHICE Oth lar Full 05/D472015
MAXWELL, JOHN 5555555 1202020 = Regular Ful
Time
SMITH, JANE 666666 1212020 CNHZCB Other Regular Full 0201712020
Time
WILLIAMS, JUHN 7777 (Y CHZHI Deaidy Regular Full 09212017 AFR2020
Shenff Time
T =
EEE

Step 2

Click Submit Report to submit the Supplemental Report Details. If any records are
identified as incomplete during the submission process, an error message displays
listing the employee records to be completed. When submission is successful, the
screen will update indicating your report has been submitted.

11



UNSUBMIT THE SUPPLEMENTAL REPORT DETAILS

While the report is still in “submit” status, an employer is able to unsubmit the report if
necessary.

Step 1
In ESS, click Supplemental Report Details under the Report menu.

Employer Self Service = Report =

Supplemental Repord Ddails "
- Available Forms - w | Open
Monthly Packets

Adustments

Welcome to Employer S  invoices

ESS will display the overview screen.

Employer Self Service #

Conlact Representalive 3 Available Forms v | Open

Supplemental Report Details
The Supplemental Report Details page allows employers to enter moenthly reporting details for their employees. Those employers. reporting detail reports for ancther

employer can selecl the appropnate employers mformation from the Employer dropdosn bist Submilled reponts can akso be viessed rom s screen. To view an
individual report, sclect the corresponding Report Type link

Reports: Last & Months bd
Type Maenth Salary EECON HICON ERCON Total Count Status Submitted
CERS 052020 S700.066 87 85147071 5344013 8247 470 30 $302.300 14 250  Ready 0B/15/2020
CERS 04/2020 $724,366.19 $54,605.16 $3,505.82 §257,557.76 $315,758.74 247  Posted OI07 72020

Step 2
Click the Type hyperlink to access that detail report. The Member Details Overview
screen displays for that report type.

Employer Self Service #

Tn view nr edit memher contriidfinn information, =slect the comespanding (member) name fink To add a new record or adjust a previnusly repored transaction, click
. Once all itcma arc corrcct, click .
| = Retum to Supplemental Report Details
Member Coniributions % Show All
Name Memb ing i iburti Job it ition Status Begin Employment End
1] Montn ‘Group Date Date
RROWN. I0HN 114111 1212020 CHEHI Dx:plf[y Reygular Full 05/0 12013
Sheriff Time
DOL, JANC 2299927 122020 CHZCB Shesill Hemibacbu U EEL
Time
FRANKS. JOHN 333333 1202020 CHZMH Daputy Regular Full 117042019
Shemt lime
JOHNSON, JANE 244444 122020 CHZNH Deputy Reqular Full 0110411999 T2 50
Sheriff Time
CNHFCR fhe Reagular Full N5MA15
MAXWELL, JOHN sesanss 122020 o e
Time
SMITH, JANE 6666656 1212020 CHHZCE Ol Reyular Full 02172020
Time
WILLIAME. JOHN T 122030 CHZHI Deputy Regular Full 092112017 1212312020
Sheriff Time

12



DEADLINE

Step 3

Click Unsubmit Report. After the file has been unsubmitted, it may be modified and
resubmitted.

The completed report must be submitted to KRS no later than 10 days from the
notification that the report is ready. If the report is not submitted by the deadline,
the system will automatically process the Supplemental Report Details, and an ERCE
representative will contact the employer for any missing information.

13



Contact ERCE

PROCESSING AND CORRECTING RECORDS

Once KRS has received the monthly report from the Personnel Cabinet, KRS validates
the data in each field. For example, there is a verification step to confirm that an
employee’s reported contribution group is correct. If any of the data fields contain
errors, the individual record is in error.

When errors in reporting are discovered, ERCE representatives work with each
individual employer to correct the records. If KRS discovers a reporting error that
creates a monetary discrepancy between the reported contributions and the
expected contributions, then KRS will “pend” the reported record. A monthly report is
provided to each agency listing all pended transactions.

It is very important that the employer makes these corrections in KHRIS as soon as
possible upon receipt of this report. The corrections will be reported on the next
available file submitted by the Personnel Cabinet, and the corrected records will be
posted to the member’s account.

If these corrections are not made in a timely manner, KRS will refund
_\ contributions and, in some cases, reduce service credit for the members

NOTE affected. For more information regarding the Pended Transactions report,
please see the Monthly Packet Reports section below.

ADJUSTMENTS

For employers reported by the Personnel Cabinet, the majority of adjustments to
previously reported records will be applied in KHRIS and submitted on the Personnel
Cabinet’s monthly file. Some adjustments, however, cannot be applied in KHRIS and
will need to be submitted directly to KRS. These adjustments are described below.

ADJUSTMENTS FOR PERIODS PRIORTO 4/1/2011
These are corrections that need to be made for periods prior to the start date of
KHRIS. The employer should contact their ERCE representative for guidance if:
The employer needs to request the return of contributions for a salary
amount reported in error for a period prior to April 1,2011, or
The employer needs to report additional salary and contributions to KRS for a
period prior to April 1,2011.

WORKERS' COMPENSATION

Employers reported by the Personnel Cabinet often pay employees 100% of their
salary while they draw worker’s compensation using available sick leave. When the
employee receives the payment from Workers' Compensation, that payment is turned
over to the employer and the contributions that have been reported to KRS for the
amount of the Workers’ Compensation payment must be refunded.

14
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A

REGULATION

KAR Chapter 105

COURT/BOARD ORDERED BACKPAY (REINSTATEMENTS):

If an employee is ordered to be reinstated or paid a retroactive salary amount

by a Court, the Personnel Board, or the Human Rights Commission, those wages
must be reported. In addition, the employer is responsible for paying the interest
that the member would have earned on those contributions per 105 Kentucky
Administrative Regulation 1:140.

Employers must contact an ERCE representative and submit any proposed
NOTE reinstatement order to be reviewed by our Office of Legal Services prior to
J theorder being entered.

KRS will issue a Reinstated Salary Invoice with the amount due for contributions
and interest. Each individual employer is responsible for invoice payment. For more
information regarding invoices, see the INVOICES section below.

STATE FUNDED EXPENSE RECORDS

The elected County Judge Executive, Sheriff, and Jailer in every county, while being
employees of their respective county, receive an elected official expense payment of
$200 every month, or $600 every quarter for the County Judge Executive, from one of
three KHRIS employers:

1. County Judge Executives paid by the Department of Rural & Municipal Aid;

2. Sheriffs paid by the Sheriff's Expense Allowance; and

3. Jailers paid by the Department of Corrections.

These employees should use the Sheriff or Jailer job position, except for the
Department of Rural & Municipal Aid, which may use the Other job position.
These employers should withhold, report and submit payment for the employee
contribution and health insurance contribution from the expense payment. The
employing county agency will receive an Expense Allowance Invoice for the
associated employer contributions that are due.

15
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NON-MONETARY ADJUSTMENTS
I —

Adjustments to non-monetary fields, such as Employment End Date and Employment
End Reason, must be submitted using the Adjustments module in ESS.

Step 1

In ESS, click Adjustments under the Report menu.

Home Report =+ Services + Account ~ Admin

Supplemental Report Details

Monthly Packets administration system an
with ently and accurately report
with

Adjustments

Invoices

Step 2

The adjustments screen will display. Enter the member’s SSN and the month range
that needs to be adjusted. Click Show. All detail contribution records for the member
for the date range will be displayed.

Employer Self Service :

Cantact Representsfive — Available Forms — v

Adjustments

Select Member

Member ID: * 1nanan?

contributoens From: * 0112020 g
contributons To: * 0312020 g

* Hequired field
Confributions

Posting salary Payment Reason Job Position Employment Begin Employment End Adjusted
Month Position Status Date Date
Mar 2020 $2500.20 Regular pay 1213072013
mars
detelis...
Feb 2020 $2500.20 Heguiar pay 1202013
mare
datels...
Jam 2020 %3,303.12 Recgular Pay w/ Add Creditablc 1273042013
mare Lomp

deteils .

[ =]

16



Step 3

To make an adjustment to the member’s detail record, click More Details. The detail
contribution record will display. This will allow you to edit any non monetary fields
that need to be corrected. Update any necessary fields in the Employment and Leave
Information sections. Click Submit to save and submit the adjustment

Employer Self Service

- Avaidable Forms

v | Dpen
Add Member Contribution

Update appropriate fiekds Delow. To update coniribution amounts, after entaring iive salary cick (XY™ - Once all necessary changes ars made, chick ([T to save
ihe updated recond

Personal Information

Prefix: Salect Prefic w LU A X TET
First Hame: * Jomn Member ID: 1000003
Micidle Name:
Last Mame:* | o
b Select Suffx v

* Required fiekd

‘Contribution Information

Possting Munth:

Salary that Exceeds IHS Limit:

Post-Tax Employee Contribution:

Employer Contribution:

Payment Heasom: ™

Moo

Regular pay w

$ 000

W

s 133804

Contribation Groug: *

Salary:

Pre-Tax Employes Contribution:

Pretax Health Iny Contribution:

CERS HZ - Cash Balar v

3 132

5 27054

5 35

(Empioyar Contiution)

+ Employer paid
= Days Worked Greater Than Zerg

* Required field

Empécyment Information

Poaition Status:” Job Position: *

Regular Full Time: v Deguty Sheriff v
Employment Begin Date:* | o010 e - Employment End Dwle: | pauninncrvy [ ]
Employment End Reason: C it Raeson " Payvoll Frequency=* | comi monthiy v
Type of Rate of Pay:* e Rate of Pay:* | & spen7g
Estimated Additional . qp scheduled Hours PerDay:® o og
Compensation:
Contract Days: 2 0

* Requined fiakd

Leave Information

Accnied Sick beave hours: Accrued Sick leave days: s

@ wmo0

Hours in a Sick Leave Day: 2 0 Compensstory Lesve: )

Demographic Informelion

Diate of Birih:* 02121984 8 Gender:* Male o

L fox actuaal st ks ex pand offem bere

123 MAN STREET Marital Status:

Primary Address Line:* Solect Mamad Statpe v

Wi o Aguncram . B Ll Flice. Saie. i
Secondary Addreas Linc:

City:™ | SOMEVWHEREVILLE
St genmcky v

Zip Code:* 40000 . 1000

International Address

* Requicnd fisid




Contact ERCE

INVOICES

Using the Invoice module, employers can access their credit and debit invoices, pay
debit invoices, apply credit invoices, and review paid invoices. When a new credit or
debit invoice is generated, the Reporting Official receives email notification.

Both credit and debit invoices can be satisfied using the eMARS system. Refer to the
eMARS Payment Option section below for details.

For questions regarding invoices, please contact your ERCE representative.

Employer Purchase of Delayed Invoice - This invoice bills employers for the cost to
purchase delayed service credit on behalf of a member.

Employer Purchase of Hazardous Conversion Invoice - This invoice bills employers
for the cost of converting nonhazardous service to hazardous service for members
employed in an approved hazardous position.

Expense Allowance Invoice - This invoice bills individual county employers for the
employer contributions due on the annual expenses paid to Jailers, Sheriffs, and
County Judge Executives for performance of duties.

Expired Pended Transactions Invoice - This credit invoice refunds employers for
contributions associated with reporting errors that were not corrected in KHRIS, and
not reflected on the Personnel Cabinet file, within the alloted time frame.

If the employer paid less in contributions than what was due, employee and health
insurance contributions are refunded and the member’s service credit is reduced.
In this situation, an Employer Omitted invoice is generated and the employer
contributions previously paid are applied to the Employer Omitted Invoice. If
applicable, the member is billed for the amount of omitted employee and health
insurance contributions.

Health Insurance Reimbursement Invoice - This invoice bills employers for health
insurance premiums for those members who are reported in the Retired Reemployed
contribution group when the member is covered under KRS provided health
insurance.

Multiple members and months may be included in the billing. This invoice
could contain individual line item credits for corrections to previously
reported contribution detail. If a member is dually employed, the amount
due will be equally split between employers.

7

NOTE
)

IPS Employer Refund - This credit invoice returns member contributions if the
employer submits an overpayment for pre-tax IPS contributions. Post-Tax IPS
overpayments are refunded directly to the member.
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Master Commissioner Employer Appropriations Not Otherwise Classified
(ANOC) - This invoice bills the Judicial Department Administrative Office of the
Courts for employer contributions for master commissioner employees. Multiple
employees and months may be included.

Member Pension Spiking Refund - This invoice refunds employers for any
contributions and creditable compensation associated with a retiring member’s
pension spiking for salary earned after July 1, 2017.

Military Billing Invoice - This invoice bills the employer for the employer
contributions and awards service credit for a member’s time on active military

duty. This invoice is also used to bill for employer contributions on a period of
decompression service (period of time at the end of active duty). For decompression
service, the member is billed separately for the employee contributions.

Monthly Report Invoice - This invoice reflects the results of any variances from
the balancing process and any contribution differences from the adjustment and
error correction process. It can include credits and debits for multiple members and
multiple months. Prior Period Adjustments may be required by the employer to
correct any issues.

Omitted Billing - This invoice bills for employer contributions due to a member’s
period of employment that was erroneously omitted from monthly reporting. This
invoice type is issued for an individual member.

Pension Spiking Invoice - This invoice bills the last participating employer for any
additional actuarial costs associated with a retired member’s pension spiking for
retirement dates of January 1, 2014 through June 30, 2017.

Personnel Adjustment Transactions Invoice - This invoice reflects credits or debits
for transactions that cannot be accommodated in KHRIS:

« Corrections for months prior to April 1, 2011, before KHRIS was
implemented. Refer to the Adjustments section above for additional
information.

« Adjustments that affect only employer contributions. For some corrections
KRS makes to employee records, only the amount of employer contributions
is affected. These corrections will not be reported in KHRIS. The overpayment
(or underpayment) of employer contributions will be issued on this invoice

Reinstated Salary Service - This invoice reflects adjustments processed for
reinstatement periods ordered by the Personnel Board, a court, or the Human

Rights Commission. The invoice includes interest due on employee and employer
contributions, along with the employee and employer contributions for the reinstated
period.

Sick Leave Billing Invoice - This invoice bills employers for the cost of the unused
sick leave balance for individual members if the employer participates in the Standard
Sick Leave program.
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VIEW AND PAY INVOICES
I —

The steps below describe how to view and apply payment to invoices in ESS.

Step 1

In ESS, select Invoices under the Report menu.

Enter Report Details
Subrmil Monthly Summanry m = Avaiable Foms — bl "
Monthly Packels
Invoices
Welcome to Employer """
Employer Updates
Please check our websile regulardly for announcements and reming epportunibes. Resd Mors »

Invoices can be filtered based on the most recently issued, date range, or type of
invoice. By default, all unpaid and pending invoices are displayed. To view previously
paid invoices, click Show Paid Invoices.

nteroms | opn

The Invoices page allows employers o manage invoices. To pay an invoice, setect the invoices and click . To view an individual invoice, click the appropriate link and the:

Invoices

invoice will open in a new browser window. To view a report of all unpaid invoices, click

Chick here to access videos explaining specific invoice types.

Invoices

O Recent Invoices: —Select- v Type: Select Invoice Type v
O Date Range From: MMWODDYYYY | & | Te: | MMDDYYYY | & [ Show Paid Invoices
3 Y
Invoice Agency Code Invoice Type Date Due Date Amount Balance Due Status Dizputed
O 100000 (7999 Omitted Employer THO2019 08/31/2019 $879.40 $879.40 Unpaid
O 500000 | zgeo Member Pension Spiking Refund THO2019 02/18/2019 ($730.20) ($739.80) Unpaid
[0 2o0000 @Z999 Member Pension Spiking Refund THS2019 0818/2019 (8123.03) ($123.03) Unpaid
O soooon | Z999 Standard Sick Leave TI22r2019 082212019 35,476.60 5$5,476.60 Unpaid
O 300000 @ Z999 Monthly Reporting Invoice Tr252019 0824/2019 (52,435.29) (52,435.29) Unpaid
O vooooo @ Z999 Monthly Reporting Invoics FRS2019 02/24/2019 $897.57 $897.57 Unpaid
[0 400000 zggo Expense Allowance Tr2572019 0872472019 570,68 $70.68 Unpaid
O 200000 Z999 Health Insurance Reimbursement Tr25/2019 0812472019 $50,622.04 $50,622.04 Unpaid
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Step 2

To view a PDF of the invoice, click on the invoice number. An image of the invoice will
open in a new browser window.

Step 3
To select invoice(s) for payment, click on the checkbox next to the invoice number.
Multiple invoices can be selected for payment.

Step 4

When invoices have been selected, click Pay Invoice. ESS will display the Pay Invoice
screen.

When an invoice is selected to pay, KRS’ Accounting Division will see this reflected

on an internal report that is reviewed daily. Our accounting staff will notify the eMars
contact for the employer to provide the Internal Transaction Initiator (ITl) number
created for the selected debit invoice, or request the ITI number from the employer if
a credit invoice is applied. Please refer to the eMARS Payment Option section below
for more information.

Fay |n'|||'l}5l:& Avalable Forms W
To apply payment 10 selected mvoice(s), cick the Edit link beskse e appropnale payment acoounb{s), ener
Ihe amount and ciick Apply, When Batance Remaining is equal 1o 50000, dick Continue to Step 2.
Do you want 1o 3d 3 Bew panment secoun?
Fay From Amount
KRS Account - OUR AGEMCY BAMNEK, .. 1111 20,00
Tiotal Applied 20,00
Balance Remaining: $591.81
Invoice #111111 €591 61
Total Amownt Due: £551.61
L R R . 54
e

Step 5
To apply payment from an existing payment account, click Edit on the row for that
payment account.

You may add a new payment account by clicking add a new payment
account?

NOTE
Step 6

Enter the amount of the payment to apply from the payment account and the check
number, if applicable, and click Apply. To cancel payment from this account click
Cancel. To apply payments from multiple accounts, repeat this process with each
account.
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— Available Forms — 4 Open

Pay Invoice

To apply payment to selected invoice(s), click the [IZTI] link beside the appropriate payment account(s). enter the amount and click 77T When Balance Remaining is
equal to $0.00, click [ETITTIREEFR.

Do you want to add a new payment accouni?

Pay From Amount
KRS Account - FIFTH THIRD BANK, .. 0001 71 a79.40] 3 apply R
Total Applied: $0.00
Balance Remaining: $879.40
Invoice 100000 $879.40
Total Amount Due: $879.40

Continue to Siep 2 » Cancel

Step 7
Once the Balance Remaining equals zero, click Continue to Step 2.

Step 8

Verify the payment information. To change, click Edit. If correct, enter your PIN and
click Submit.

Pay Invoice
Verify the payment information. To change the information, click [[E[5J. To cancel without saving, click [T To pay the invoice, enter user PIN and click [ET2T]
Review
Payment Date: 42019
Payment From: KRS Account - FIFTH THIRD BANK, ... 0001
Payment Amount: $879.40
KRSPIN:Z | =eee
=
* Required field

22



EMAIL
KRSFinanceGroup

Contact ERCE

EMARS PAYMENT OPTION
If the eMARS payment option is selected, the employer must initiate the next steps
for any credits. KRS will initiate the next steps for any debits.

Credit Invoices

Employers should provide a copy of the invoice to their eMARS contact to create the
ITI receipt for payment in eMARS. Once the ITl is created, the eMARS contact should
email the eMARS ITI number to KRSFinanceGroup@kyret.ky.gov

Multiple Invoices Resulting In An Overall Credit

Employers should provide a copy of the invoice to their eMARS contact to create the
ITI receipt for payment in eMARS. Once the ITl is created, the eMARS contact should
email the eMARS ITI number to KRSFinanceGroup@kyret.ky.gov.

For Debit Invoices

KRS will create the Tl in eMARS. Once this is created, KRS will email the eMARS
contact to provide the appropriate ITI number so they may apply the Internal
Transaction Agreement (ITA) payment.

For Multiple Invoices Resulting In An Overall Debit
KRS will create the ITl in eMARS. Once this is created, KRS will email the eMARS
contact to provide the appropriate ITI number so they may apply the ITA payment.

If you have questions regarding eMARS payments, please contact your ERCE
Representative for assistance.
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SELF SERVICE

LOGIN®

MONTHLY PACKET

KRS produces multiple reports regarding the previous month’s report submission
each month for employers. These reports are provided to employers as an electronic
monthly packet available in ESS. After the monthly report is received from the
employer and processed by KRS, the monthly packet is prepared (usually near the end
of the month). Once this process is complete, the Reporting Official receives an email
notification that the monthly packet is ready to view. The contents of the monthly
packet will vary each month depending on the information included in the previous
month’s report.

The reports contain data regarding the previous report, such as errors that need to
be resolved prior to the next report submission. Some reports in the packet may be
informational, while others may require an employer to take action on a certain item.

Please carefully review the contents of your packet each month and ensure that
any relevant actions are taken in a timely manner.

The following section explains the monthly packet and what steps the employer
should take to address the different reports.

Step 1
In ESS, click Monthly Packets under the Report menu.

Step 2

Select the Fiscal Year and Month Generated from the drop-downs. ESS will display a
listing of reports available for the selected month.

- Available Forms — v Open

Monthly Packets

To view a monthly packet, please choose the Fiscal Year and Month Generated from the menus balow. To view an individual repor, select the appropriate link and the report will open
i@ new browser window.

Please Note: Reports are generated for the monthly packet as necessary based on the information reported in the previous month's contribution detail submission, Due to this, the
number of monthly packel reports could vary from month to month

Fiscal Year: 2018-2019 w
Month Generated: 6/1/2019 ~
REPORT NAME RETIREMENT SYSTEM CODE
Missing Form 2011, Hazardows Duty Certification, HP-2 Report CERS
phic Emrors Report CERS

Step 3
To view an individual report, click on the applicable Report Name link. The selected
report will open in a new window.
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Contact ERCE

MONTHLY PACKET REPORTS

The following reports may be included in the Monthly Packet. For questions
regarding these reports, please contact your ERCE representative.

Demographic Errors Report
This report contains a list of errors related to employee demographics, such as
mailing address, found in the previous month’s report.

Review the error listing and make the appropriate corrections to your report in the
next month.

Installment Purchase Delinquent Report

The Installment Purchase Delinquent Report will be generated if an employee’s
installment payment was not reported as required in the previous month’s report.

To correct this, make the appropriate adjustments to deduct the delinquent
amount of payments and remit those payments, along with the regularly scheduled
installment payment, on the next month’s report.

Installment Purchase Ending Contract Report

The Installment Purchase Ending Contract Report is generated for any employee who
has an installment contract to purchase service that is ending within the next two
report months.

Employers should make the appropriate changes to stop deductions when the
contract is complete. Any payments reported over the amount owed will be returned
to the employer to refund to the member.

Installment Purchase New Contract Report

The Installment Purchase New Contract Report includes a listing of all employees who
will be starting a new installment contract to purchase service

Employers should set up the specified deductions to be submitted on the appropriate
month’s report.

Leave Without Pay Report

The Leave Without Pay Report is a listing of any employees who were reported with a
payment reason of Leave Without Pay for the first time. These employees will appear
on the report again the first month they are reported with a payment reason other
than Leave Without Pay.

When an employee first appears on this report, the employer should complete
Form 2023, Leave Without Pay Verification, in ESS for each of these employees. The
employer must complete another Form 2023 for each employee who returns to
employment or terminates from Leave Without Pay.

If an employee has an active IPS contract and goes on Leave Without Pay,
NOT' E the IPS contract may be suspended until the employee returns to work.
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SELF SERVICE

LOGIN®

Contact ERCE

Missing Employment End Date Report

The Missing Employment End Date Report lists all employees who were omitted from
the last monthly report, and did not have an Employment End Date reported.

Employers should make the appropriate adjustments to the previous month’s
record by either reporting an Employment End Date or including the appropriate
contribution record on the next report.

[ Wy Employees will not be eligible to retire or to receive a refund of
NOTE contributions if an Employment End Date is not received.

Missing Form 2011, Hazardous Duty Certification HP-2 Report

The Missing Form 2011, Hazardous Duty Certification HP-2 Report contains a listing
of all employees who have been reported with a hazardous contribution group in a
position that has not yet been verified with KRS.

Employers need to verify the position(s) in ESS by submitting a Form 2011 for each
employee listed on this report. A new Form 2011 is required when an employee
begins participating in a hazardous contribution group and also when an employee
changes job positions to a new hazardous position. The Form 2011 requires a physical
examination date; KRS requests that a copy of the physical examination accompany
the Form 2011 when submitted to KRS.

Missing Form 6487, Request for Member Pension Spiking Exemption

Amount Form

This Report contains a listing of all employees who have been identified for member
pension spiking, but the employer has not returned the Form 6487. Employers need
to submit a Form 6487 for each employee listed on this report.

Pended Transaction Report

This report contains a listing by member of the corrections KRS has made to records
previously reported by the Personnel Cabinet on behalf of the individual employers.
The report lists the original records reported and the correction made to the record
by KRS, as well as the variance between these two records. These records were
corrected and are now in pended status in the KRS system.

Upon receipt of this report, the corrections included should be keyed by the
employer in KHRIS. Once the corrections have been made in payroll, those corrected
records will be reported to KRS, and the pended transaction will be satisfied.

This report reflects the age of each transaction. There is also be a section of the report
that informs the employer that the transactions will be reversed if corrections are not
received within the month. If the corrections are not received, the contributions could
be reversed and sent to the employer via an Expired Pended Transaction invoice, as
described in the Invoice section.

If this report contains records that you cannot correct in your payroll system, it is very
important that you contact your ERCE representative as soon as possible to correct
the account.
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