CHAPTER

Other ESS
Functionality

TABLE OF CONTENTS

DOWNLOAD MEMBER ID 2
AVAILABLE FORMS 13
SICKLEAVE COST CALCULATOR 14
DEATH NOTICE 16
SEMINARS 18
INDEX 22

r
O
-
S
=
o
LU
o3
LU
)
<
<
e
0.
=
O
o
Y
£
-
(24
o
o
LL
[0 4
[+ 4
S
o
el
0.
=
LU

PUBLISHED 10/2020



https://kyret.ky.gov/Pages/index.aspx?utm_source=ERCEManuals&utm_medium=qrcode&utm_campaign=ERCE-Manuals-qr-code

DOWNLOAD MEMBER ID
I —

When a new employee is reported to KRS, the member is assigned a unique identifier
called a Member ID, which will follow the person from his or her membership through
retirement. All employees, participating and non-participating, will be assigned a
Member ID.

SELF SERVICE The Download Member ID module in Employer Self Service (ESS) allows an employer
to view and download the Member ID, Social Security Number, Name, Participation

Date and Contribution Group Category of its employees.
The employer must report the Member ID and Contribution Group to KRS each
month on the monthly report (with the exception of Member ID for new hires
being reported for the first time). For employers who use the Enter Report Details
module to submit the monthly detail report, once a Member ID has been assigned
to an employee, the Member ID will automatically populate in the details report.
These employers may still use this module to obtain the Contribution Group
information, but only employers who report using the Upload Detail File module
will need to download the Member ID file. Employers must obtain the Member ID

and Contribution Group information from KRS to determine accurate reporting of a
member’s contributions.

The Download Member ID module provides employers the following options:
m + Newly Created Members: Download data using the last date downloaded.
~ This option includes all new members reported by the agency since the last
VIDEOS time the agency downloaded the Member ID file.
Download
Member ID

« Date of Employment: Download data using an Employment Date. The ESS
user will enter an employment begin date to retrieve all members reported
by the employer with an employment begin date greater than or equal to the
date entered.

+ Report Month: Download data using a specific report month and year. The
ESS user will enter a report month and year to retrieve all members included
on the specified report.

« Social Security Number (SSN): Search by entering the employee’s SSN. The
ESS user will enter the SSN to retrieve the Member ID and Contribution Group
Category for that employee. Multiple SSNs can be entered to create a file that
the employer can download.

Regardless of the option the employer chooses, the results may be downloaded into
ﬁ PDF LINK an ASClI flat file. Employers should refer to the Member ID Download File Format.
Member ID
Download File
Format
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The following table lists the various results for contribution group categories and the
corresponding amount of contributions owed for that category.

CONTRIBUTION GROUP CATEGORY INSTRUCTIONS

Report the employee contributions

(ex. 5% for nonhazardous and 8% for
hazardous) as well as the required
employer contributions. The additional
1% Health Insurance Contribution is not
required.

Without Health Insurance

Report the appropriate employee
contributions (ex. 5% for nonhazardous
With Health Insurance and 8% for hazardous) and the additional
1% Health Insurance Contribution as well
as the required employer contributions.

Report the appropriate employee
contributions (ex. 5% for nonhazardous
Cash Balance and 8% for hazardous) and the additional
1% Health Insurance Contribution as well
as the required employer contributions.

Report only the required employer
Retired/ Reemployed contributions (0% employee
contributions).

The SSN entered is not found inthe  If SSN was correct, then report the
KRS system. Please double check appropriate employee contributions
your entry. If this is a new member (ex. 5% for non-hazardous and 8% for
being reported to KRS for the first hazardous) and the additional 1% Health
time, then a Member ID will be Insurance Contribution as well as the
assigned to this individual once required employer contributions.
received and processed by KRS. Since

this member does not currently exist

in our system, the member should

be reported in the Cash Balance

Contribution Group.

B>
<

——— Refer to Chapter 2 for more information on Contribution Groups.
READ MORE
Chapter 2:
Employee
Reporting
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SELF SERVICE

LOGIN®

DOWNLOAD MEMBER ID - NEWLY CREATED MEMBERS

This option allows you to download Member IDs created since you last downloaded
the Member ID file.

Step 1
In ESS, click Download Member ID located under the Services menu.

Services -

Download Member 1D
Sick Leave Cost Calculator
Death Notice

Seminars

Welcome to Employer Self & 777"
Employer Updates

Please check our website regularly for announcements and training opportunities. Read More »

Step 2
Select Newly Created Members from the Search By drop-down list and click Show.

Contact Representative 25 - Available Forms - ~ Open

Download Member ID
Pleasa select search criteria and chck [EIEIL) to display Member |0 information on screen

To download thes mformation, pleass select the appropnate members and chek [[FETYIFES  When finshed adding members, chck the link 1o nawigate (o the
download screen.

Contribution Group Descriptions

= wlo Health Insurance - Participation Date prior to 9/1/08. Owes Employee
Contnbulions

Salact Search Type

Search By:" VIBMDEIS >
mployment = wi Health Insurance — Participation Date between 9/1/08 and 171/14, Owes

Date o
5:':‘0” Moy Employee Contributions and Health Insurance Contributions.
+ Cash Balance = Farticipation Date on or after 1/1/14. Owes Employes

Contributions and Health Insurance Contributions
* Retired/Re-employed - Retred rom KRS amd returmmg on o after 901708

Employes doas not owe confributions, but Employer Coniributions are owed


https://myretirement.ky.gov/BearingPoint.BPAS.WebUI.Internet/Common/Pages/Login.aspx?userType=Employer

Step 3

To select the employees to download, click the indicator box next to the name. To
Select All, click Select All. Once the employees have been selected, click Add to List.

Contact Roprasantatve - Available Forms — b Open

Download Member ID
Please select search criteria and click [EZTTT to display Member ID information on screen.

To download this information, please select the appropriate members and click . When finished adding members, click the link to navigate to the
dowmload screen.

Confribution Group Descriptions:

* wio Health Insurance — Parlicipation Date prior fo 9/1/058. Owes Employes
Search By:* Newly Created Members v Coniributions.

= w Heallth Insuramee — P liipalivn Duale belwecn 31708 and 171714, Owes

Employee Confributions and Health Insurance Contributions.
“ * Cash Balance — Participation Date on or after 1/1/14. Owes Employes

Coniributions and Health Insurance Confribufions.

* Hetwred/He-empiloyed — Hetred trom KHS and retuming on or atter 9108,
Empioyee does not owe confributions, but Employer Confributions are owed.

lems Per Page: 5 ~

Select AllEZ | Salect None Dowrinad Members (@) »

Member Contribution Group Participation Date Downloaded Date

111111 Cash Balance
John Doe
2000 X0 0004

%3] 111112 wi Health Insurance 11012012
Bob Smith
JOOC-XH-0003

= 111113 w/ Health Insurance 11012012
Suzie Smith

XXX-XX-0005

| 111114
Jane Doe
JOC-X00-0002

w/o Health Insurance 10/01/2000

111115 Cash Balance
Tom Smith

JOOC-X-0004

Add to List Dowminad Members (@) »

If there is more than one page of records, you must select the members
you wish to download and then click Add to List for each page of records.
Another option is to change the display to “All” in the Items Per Page
drop-down box so that all records are displayed.

NOTE



pen

=]

Download Member ID

These are the members ready to download to file.

To remove a member from the list click [F250EY -
To confinue searching for members to download click [T

Member Contribution Group Participation Date Downloaded Date

111111 Cash Balance

John Doe Remove %
HOOC-300-0001

111112 wi Health Insurance 11012012
Bob Smith

KAX-XX-0003

111113
Suzie Smith
000X -0005

w/ Health Insurance 11/01/2012

111114 wic Health Insurance: 10/01/2000
Jane Doe

HOOC-XX-0002
111115

Tom Smith
HOO-X00-0004

Cash Balance

-¢Cmiu05‘mding.
Step 4

To save the file on your computer, click Download to File.

LR

load fo File

If you report for more than one employer, all member IDs for all employers
NOTE will display and download in the file. The file will separate employees by
employer code in the headers, footers and detail sections.

Step 5

If you would like to open the file, click Open. Otherwise, click Save.

Step 6

Save the file in your desired location (on your computer/network).



SELF SERVICE

LOGIN®

DOWNLOAD MEMBER ID - BY DATE OF EMPLOYMENT

This option allows you to download only Member IDs for those employees whose
employment began with your agency on or after a specified date.

Step 1

In ESS, click Download Member ID located under the Services menu.

Step 2
Select Date of Employment from the Search By drop-down list. The following screen
will display:

seram | o

Download Member ID
Please select search criteria and click 1777 to display Member 1D information on screen.

To dovmioad this information, please select the appropriate members and click [[TZ[ZTE3 . When finished adding memibers, click the link to navigate to the
download screen.

* wio Health Insurance — Participation Date prior to 9/1/03. Owes Employee

Search By:* Date of Employment ~ Contributions.

* wi Health Insurance — Participafion Date befween 9/1/08 and 1/1/14. Owes
Employee Contributions and Health Insurance Confributions.

* Cash Balance - Participation Date on or after 1/1/14. Owes Employes
Contnbutions and Heafth insurance Contnibubions.

* Retired/Re-employed — Refired from KRS and retuming on or after 3/1/08.
Employee does not owe contnbutions, but Employer Contnbutions are owed.

Start Date:™

Step 3

Enter a Start Date or select a date from the calendar.

Step 4
Click Show. The Member IDs for all employees added to your report since the date
entered are displayed on the following screen:

Please select search criteria and click JELTT1Y to display Member ID information on screen.

Download Member ID

T downlnad this infarmation, please selert the appropriaie members and chick When finished ardding members, click the [EETeprerey link tn navigate tn the
dowmioad screen.

Confribution Group Descriptions

* wio Health Insurance — Participation Date prior fo 91/058. Owes Employee
Search Dy:* Datc of Employment e Contributions.
= wi Health Insurance — Parlicipation Dafe between 91/08 and 1/1/14. Owes
= Employee Contribufions and Hesalth Insurance Confributions.
Start Date:* DARHENHS = - Cash Balance — Marticipation Datc on or after 1/1/14. Owes Employce
Confributions and Health Insurance Contributions.

e I R

Empioyee does not owe contriputions, but Employer Contributions are owed.

ltems Per Page: 5 w

Select Al Select None Dowroad Members () »

Member Contribution Group Participation Date Downloaded Date

& 111111 Cash Balance
John Doe
HOOC-XX-0001

W 111114 wilo Health Insurance 10/01/2000

Jane Doe
XXX-XX-0002

Ty

7
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Step 5

To select the employees to download, click the indicator box next to the name. To
select all, click Select All. Once the employees have been selected, click Add to List.

If there is more than one page of records, you must select the members

NOTE You wish to download then click Add to List for each page of records.
Another option is to change the display to “All”in the Items Per Page
drop-down so that all records are displayed.

Step 6
To save the file on your computer, click Download Members.

— Available Forms —

Download Member ID
These are the members ready fo download to file.

To remove a memiber from the Bst click :

To continue searching for members fo download click [T )

= Confinue "amﬂilg Iems Per Page: | 25 b4

Member Contnibution Group Participation Late Uownloaded Late
111111 Cash Balance
John Doe
Remove
XXX-XX-0001 s
111114 wi'o Health Insurance 10/01/2000
XXX-XX-0002
« Confinue Searching Dowmload fo File

If you report for more than one employer, all Member IDs for all employers
NOTE will display and download in the file. The file will separate employees by
employer code in the headers, footers, and detail sections.

Step 7
If you would like to open the file, click Open. Otherwise, click Save.

Step 8
Save the file in your desired location (on your computer/network) .



SELF SERVICE

LOGIN®

DOWNLOAD MEMBER ID - BY REPORT MONTH

This option allows you to download only the Member IDs of employees reported for a
specific report month.

Step 1
In ESS, click Download Member ID located under the Services menu.

Download Member 1D

Please select search criteria and click [ fn display Member ID information on sereen

To download this information, please select the appropriate members and click . When finished adding members, click the link fo navigate to the
download screen.

Coniribution Group Descriptions

\ * wio Health Insurance — Farticipabion Late pnor to %108, Uwes Employee
searchpy* | T | Contrituions.

= wi Health Insurance — Parficipation Date between 3/1/08 and 1/1/14. Owes
TR — Employee Confribufions and Health Insurance Contributions.

Report Month:* ki — + Cash Balance — Participation Date on or after 1/1/14. Owes Employee
Contribufions and Health Insurance Confribufions.

TN | o o st st 10
Employee does not owe confribufions, but Employer Contributions are owed.

Step 2
Select the Report Month from the Search By drop-down list. Enter a Report Month
or select a date from the calendar.

Step 3
Click Show. The Member IDs for all employees for the Report Month entered are
displayed on the following screen:

Download Member ID
Please select search criteria and click 2777 to display Member ID information on screen.

To download this information, please select the appropriate members and click [[EFTT LY - When finished adding members, click the link to navigate fo the
download screen.

Coniribution Group Descriptions

= wiu Health hesuanve — Palicipation Dale prive lw 91/08. Owes Enpluyee
Search By:* Report Manth v Contributions.
= wi Health Ingurance — Parficipation Diate between 9102 and 1/1/14. Owes
= Employee Contributions and Heafth Insurance Contributions.
=
Report Month: fa013 — + Cash Balance — Participation Date on or after 1/1/14. Owes Employes
Confributions and Health Insurance Contributions.

“ * Retired/Re-employed — Retired from KRS and retuming on or after 9/1/08.
Employee does not owe contributions, but Employer Contributions are owed.

ltems: Per Page: 5 W

Select All @ | Sslact Nons Dowmload Marnbers () »

Member Confribution Group Participation Date Downloaded Date

111111 Cash Balance
John Doe
XXX-XX-0001

=} 111112 wi Health Insurance 11012012
Dob Smith
JOOL-XX-0003

Add to List+ Dowmiozd Members (@) >


https://myretirement.ky.gov/BearingPoint.BPAS.WebUI.Internet/Common/Pages/Login.aspx?userType=Employer

Step 4

To select the employees to download, click the indicator box next to the name. To
Select All, click Select All. Once the employees have been selected, click Add to List.

If there is more than one page of records, you must select the members

NOTE You wish to download and then click Add to List for each page of records.
Another option is to change the display to “All”in the Items Per Page
drop-down so that all records are displayed.

Step 5

To save the file on your computer, click Download Members.

W Open
Download Member 1D

These are the members ready to download to file.

To remove a member from the list click [[EnTy -

To continue searching for members to download click [Tl

| « Confinue Searching | ltems Per Page: | 25

Member Contribution Group Participation Date Downloaded Date

11111 Cash Balance
John Doe

00X Xx 001 i)

111112
Bob Smith
J0C-X00-0003

wi' Health Insurance 11012012

Remove 3

Dovmload fo File

|« Confinue Searching |

If you report for more than one employer, all member IDs for all
NOTE employers will display and download in the file. The file will separate
employees by employer code in the headers, footers, and detail sections.

Step 6

If you would like to open the file, click Open. Otherwise, click Save.

Step 7

Save the file in your desired location (on your computer/network).

10



SELF SERVICE

LOGIN®

DOWNLOAD MEMBER ID - BY SSN

This option allows you to download only the Member ID of the SSN entered. This
information allows employers to accurately deduct the correct contribution rate for
the employees from the beginning of employment.

Step 1

In ESS, click Download Member ID located under the Services menu.

Step 2
Select SSN from the Search By drop-down list. The following screen will display:

hvaerams | omm

Download Member 1D
Please select search criteria and click EZTT 1) to display Memiber ID information on screen.

To download this information, please select the appropriate members and click . When finished adding members, click the link to navigate to the
dowmioad screen.

Confribution Group Descriptions

" * wio Health Insurance — Parficipaticn Date prior to 9/1/05. Owes Employee

searchy* | EET - | Contibutions:

= ww Heallhs hisurance — P licipalion Dale belween Y1008 and 101714, Oviees
Employee Contribufions and Health Insurance Confributions.

SN = + Cash Balance — Parficipation Date on or after 1/1/14. Owes Emplayee
Contributions and Health Insurance Contribufions.
e
Cmployes does not owe contibutions, but Cmployer Contributions are owed.
Step 3
Enter the employee’s SSN.

Step 4
Click Show. ESS will display the following screen:

avaserom- | omn

Download Member 1D
Please select search criteria and click [T to display Memiber ID information on screen.

To dowmioad this information, please select the appropriate members and click [EETTTIE - When finished adding bers, ciick the [l
dovmload acrcon.

link to navigate to the

Canfrimifion Group Desrcripfinns

* wio Health Insurance - Parficipafion Date prior to 9/1/08. Owes Employee

Search By:* S5N v Confributions.
* wi Health | — Parficipation Date bet 9/1/08 and 1/1114. Owes
SSN " ) " ) 111 Employee Confribufions and Health Insurance Contributions.

* Cash Balance — Parficipation Date on or after 1/1/14. Owes Employes
Confributions and Health Insurance Confributions.

TN | - oo cmioved- Aot nomts s vt o o e 105

Employes does not owe confribufions, but Emplover Contributions: are owed.

Items Per Page: 23 v

Select All ¥ Select Mone Dovmioad Members a »

Member Contribution Group Participation Date Downloaded Date
=i 111118 wio Health Insurance 08/21/1999

Max lones

KKX-KX-0009

Add to List Download Members () »

1
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If you receive the following message: “The SSN entered is not found in the KRS system.
Please double check your entry. If this is a new member being reported to KRS for the first
time, then a member ID will be assigned to this individual once received and processed
by KRS. Since this member does not currently exist in our system, the member should be
reported in the Cash Balance Contribution Group.”; double check that the SSN entered
was correct. If the SSN was correct, then report the employee in the Cash Balance
Contribution Group.

Step 5
Repeat Step 3 and Step 4 to add additional Social Security numbers.

Step 6

To select the employee(s) to download, click the indicator box next to the name.
To Select All, click Select All. Once the employees have been selected, click Add to
List.

Step 7
To save the file on your computer, click Download Members.

[ W If you report for more than one employer, all Member IDs for all employers
NOTE will display and download in the file. The file will separate employees by
) employer code in the headers, footers, and detail sections.

Step 8

If you would like to open the file, click Open. Otherwise, click Save.

Step 9
Save the file in your desired location (on your computer/network).

12



SELF SERVICE

LOGIN®

EMPLOYER FORMS

AVAILABLE FORMS
I

Many employer forms are accessible from any screen in ESS by using the drop-down
box located at the top of each page. Forms including member information will
require the Member ID. Member IDs may be retrieved using the Download Member
ID module.

To view a form, click the Available Forms drop-down list and select the form. Then
click Open to view the form as a PDF in a separate window.

Welcome to Employer Self Service!

Employer Updates

PIeaSE (NOCK Oof weDSAR 10gURANY 107 AFCUNCEMEnts and rMNEg COPOUNDES

Examples of the most commonly used forms and instructions on how to complete
them are available in Appendix A: Forms.

E-forms can be submitted in ESS with an employer Personal Identification Number
(PIN). Other forms can be printed and submitted by mail or fax. Some forms are also
available on the KRS website.

For questions regarding forms, please contact your ERCE representative.

Contact ERCE

13
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SELF SERVICE

LOGIN®

SICKLEAVE COST CALCULATOR

Employers who participate in the Standard Sick Leave Program can use the Sick
Leave Cost Calculator in ESS to estimate the employer’s cost for a current or former
employee’s sick leave at retirement. This menu option is only available for those
employers participating in the Standard Sick Leave Program.

\ Calculations produced using the sick leave cost calculator are estimates.
‘ The actual sick leave cost is calculated at retirement. Employers will

NGTICE receive an invoice for an employee’s sick leave cost.

The Sick Leave Cost Calculator can be used for members who are within 5 years of
retirement. It can also be used for retired members for which a sick leave invoice has

not been generated.

Step 1

In ESS, click Sick Leave Cost Calculator located under the Services menu.

Download Member 1D
Suck Loave Cost Caloulator
Death Notce

nars

Welcome to Employer Self € ™™
Empioyer Updates

Ploas check our wobsto teguiary for announcements and Iraning opporuntes

Sick Leave Cost Calculator

Employers who parficipate in the Standard Sick Leave Program are responsible for purchasing monkhs of service credit for an emplovee's accumulated sick leave when the emploves
refires This sdgefing tonl can be used for any employes within fve years of refi i eligibiity The calenlaior can alzn he used for 2 refires i a sick leave invnice has not heen
izeued and if the refirement dats iz not before January of the prior year.

Tier 3 members are not eligible for sick leave service credit. In addition. a member is not eligible for sick leave credit in CERS if the participation date in CERS is on or afler 1/1/2014,
even if an eardier parficipatinn date is esfablished in another state-adminisfered refirement sysfem

To calculate an esfimate of the lability for an individual's sick leave, please enter the information below and click [EZTEER

SEN:*
Retirement Date:* B
Sick Leave at Retirement:* 0 Hours
1 lours

Hours In @ Sick Leave Day:™

Calenlzte Rewst £


https://myretirement.ky.gov/BearingPoint.BPAS.WebUI.Internet/Common/Pages/Login.aspx?userType=Employer

Step 2

Complete all fields and click Calculate.

FIELD ‘ DESCRIPTION

SSN Enter the employee's social security number.

Retirement Date Enter the employee's expected retirement date. The
date must be the first of a month.
Enter an estimate of the number of hours of sick
Sick Leave At Retirement leave the employee will have accrued at the time of
retirement.

Enter the employee’s sick leave accrual rate, in hours,
using up to two decimal places. The Sick Leave
Accrual Rate should reflect how many hours equals a
sick leave day.

Sick Leave Accrual Rate

The calculated results include the number of months of sick leave to be purchased
by the employer, final compensation of the employee used in the calculation and the
total cost to the employer.

For questions regarding calculator results, please contact your ERCE representative.

Contact ERCE

15
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SELF SERVICE

LOGIN®

DEATH NOTICE

In ESS, employers can report the death of current or former employees. By reporting
the death, the employer initiates the process of determining if any death benefits are
owed to the beneficiary of the deceased employee/member. A member’s beneficiary
information is confidential and cannot be shared with employers.

Step 1
In ESS, click Death Notice located under the Services menu.

Download Memiber ID
Sick Leave Cost Calculator
Death Mofice

Welcome to Employer Self &€ >

Employer Updates

— Available Forms — ~ Open

Pleaze check our website regularly for announcements and training opportuniies. Read Maore »

The Death Notification Screen displays.

Open

Death Notnce
The Death Nof page dlows the user 10 submet doath Niormation 10 Kentucky Retiser ¢ Systems elecironically Death wimation can only be submitie he emgior
for the logoed n employer  The us ier & vald SSN o hor rolte the death manon and he i!ubml

Death Notfication

Memrar Name
Date of Death* H
Deceased's Marital Status ot Martad Sty v
Comments
© Phase complete and masl KRS Form 8800 ¢ Bw death occutrod in the ine of duty ILOD

Step 2

Enter the employee’s SSN and click Search. ESS will display the name of the
employee. If the employee’s death has already been reported, the following message
will display.

Open

Death Nohoe

The Death Notce page allows the suerel Goath nicemanon 10 Kentucky Retsement clectroncally Death ation can oaly be % wiod £ the emgioyoe has workod
for the logoed n empioyer The user s enler 8 vobd SSN o ) the member nicrmad Oiote the death nobcn rdormanon and he hSume

Death Notification



https://myretirement.ky.gov/BearingPoint.BPAS.WebUI.Internet/Common/Pages/Login.aspx?userType=Employer

Step 3

If the employee’s death has not been reported, verify that the employee displayed
is correct and enter the Date of Death, Marital Status and any comments. If known,
include the requested contact information for this employee. Click Submit.

Pemary Conltact Infoermaton

ENOWN. DIease Jrovide CONACT INIoemanton I e deceased momder

Intematonal Address

Acdress Lire 1

Adaress Line 2 (optional)

Step 4

ESS will display a confirmation screen. KRS will take the appropriate steps to contact
the beneficiary of the deceased employee.

Death Nebice Saved

Your death nobce has been submimed

17



SELF SERVICE

LOGIN®

SEMINARS
|

The Seminars module in ESS allows employers to register for seminars.

REGISTERING FOR A SEMINAR
Step 1

In ESS, click Seminars under the Services menu.

Diovmiload Member ID
Sick Leave Cost Calculator
Death Nolice

- Available Forms — v Open

Seminars.

Welcome to Employer Self & ™
Employer Updates

Please check our website regularly for announcements and training opportunities. Read More »

All scheduled seminars will automatically display.

Semmars
regisier 10 aend 2 KIRS spo rir‘(o of Education Seminar, please select the semnar and cick Register.
MW OF Change an ex S LMK View Ean Registrabon.
* Viewall Filter By
Date Range From = To =
Date Semnar Time Locaton
m L.g\uv-. Upcater 800 AM KRS m
) Al Sessin 1130 AM 12¢
) Seas Ivallatie KY 40601 ,
m Reporting Oftcial Conferences 800 AM KRS m
T Moty Reporng 430 2 v '
20 seats avalstie I XY 4 14 »
Webwnar 100 PM m
Retrement plannng 400 PM

12

You may filter available seminars by session type or by date range.

NOTE Clicking the address link will navigate you to a map of the seminar
location.
Step 2

Click Register next to the seminar for which you would like to attend.
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Step 3

Enter the name and email address for each agency representative then click Add
Attendee. Repeat as necessary to include all representatives for the agency who will
be attending.

- Avadable Formm —

Seminar Registration
Please provide a name and email address for each atfendee and chck [Ty ) . When finished entiering informaion for all attendees, cick [

Registrabon Information

Reporing Oficial Conferences
Tepic ,

Thersday, October 31 2019
Tiens 800 AM - 430 PM
Locason KRS

1260 LOUISVILLE RD

FRANKFORT KY 406016157
Seats Avadatie

No atiendecs have been added Please provide names and e-mails for the people who will be altending this semsnar

. -

Step 4

Click Submit once all attendees have been entered. An email confirmation will be
sent to the attendee(s) at the email address(es) provided.

Avalable Forms

Seminar Registration Complete
Your regstrabon detads have been submed

[Please pant a copy for your reconds

Seminar Details

Employer C256 - LOUISVILLE JEFFERSON COUNTY METRO
GOVERNMENT

Session Reportng Oficlal Conferences

Topic Monfhly Reporting

Date: Thursday, October 31 2019

Time $00 AM - 430 PM

Location KRS

1260 LOUISVILLE RD - FRANKFORT, KY 40601.6157

Registered Thursday, Seplember 5, 2019

et T

If a seminar is full, click Waitlist to be added to the waitlist. If a seat becomes
available, you will be automatically registered and will receive a confirmation email at
the address provided.



SELF SERVICE

LOGIN®

MODIFYING A SEMINAR REGISTRATION
Step 1

In ESS, click Seminars located under the Services menu.

‘
.

Download Member 1D
Sk Laave Cost Caloulator vislabio ¥ or v Open
Death Notce
Welcome to Employer Self £ *™*
Employer Updates
Ploase check o wobsto reguiarly for announcements and ranng opporuntes
All scheduled seminars will display.
e d prstacfoms - | open

Seminars
To register 1o atend a KIS sponsored Employer Education Seminae, please select the seminar and cick Register.

To view or change an existing registration, cick ViewEdt Registration.

* View all Filter By Sedect Session Type v
Date Range From: - Te: =
Date Seminar Tine Location
m Legislative Updates 800 AM - KRS @
23 General Session 1130 AM 1260 LOLRSVILLE RD
: 20 soats avadable FRANKFORT, KY #0601.8157
m Reporting Official Conferences £00 AM - KRS
31 Morthly Reperting 430PM 1260 LOWRSVILLE RD m
- 19 seats avadable FRANKFORT, KY #0601.8157
[0 wetwnar 1:00 PM - ﬁ
2 Retirement planning 400 P

Click the View/Edit Registration for the seminar that needs to be changed or canceled.

f Q 3

Contact Reprewsecsove B Avaitatie Forms v | Open

View/Edit Registration

Please Cick Add Attendee 10 add a new atfendes. To o or defete an aliendee ciick on the appronale ink. You wil only be able %0 ot or delete an atendes you submitied

Registration information
Seswmon Reporing Oficial Conferences
Topec Monthily Reporing
Dase Thursday, October 31 2019
Tiere 00 AM - 430 PM
Location KRS
1260 LOUSVILLE RD
FRANKFORT, KY 406018157

Seats Avadatie 19

Name Contact Emesd
suzanne elphingstoneiyret ky gov
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Step 3a

To Add an Attendee click Add Attendee, complete the required fields and click
Submit to save the registration.

Contact Represeataove & Fovmlatie Fors v | Open

‘

Contact Emal

* Roquared fedd

B -

Each registered attendee will receive confirmation at the email address provided.

Step 3b
You can only edit the email address for a registered attendee. Enter an email address
and click Update.

Contat Represertutee & fovalable Forms v | Open
Name Jotn Doe
Contact Emat *

* Requred fesd

L

To cancel a registration, click View/Edit Registration (refer to Step 2 above).
Click Delete, then click OK to confirm.

fi Q 3

Contact Represscesove & Avaitable Forms v | Open

View/Edit Registration

Please Cick Add Attendee 10 add a new atfendes. To odd or delete an aliendee ciick on the appronale ink. You wil only be able 10 ot or delete an atendes you submitied

Session Reporing Oficial Conferences
Topsc Monthly Reporting
Dane Thursday, Octoder 31 2019
Vi 500 AM - 430 PM
Location KRS
1260 LOUISVILLE RD
FRANKFORT, KY 406016157 ¢
Seats Avalatie 19

Name Contact Emad
son Do sz e Qhe by g0 T

No email is sent when a registration is deleted.
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