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Section 1 - REPORTING OFFICIAL DUTIES
e ———————

Congratulations! Your employer has selected you to fill a vital role within their organization as the Reporting
Official for Kentucky Public Pensions Authority (KPPA). The Reporting Official has a few duties to perform on
behalf of their employer. This guideis a starting pointto help you understand whatyou will be required to do
in this capacity.

MONTHLY REPORT

The Reporting Official submits the monthly report to KPPA that contains data about employee earnings and
employment. KPPAuses this information to determine the potential benefits the employee may be eligible for
at retirement. The Monthly Report is the largest part of the job as a Reporting Official, and the most frequent
since you must submit it every month.

There are three partsto the Monthly Report: the details; the summary; and the payment. Per Kentucky Revised
Statute 61.675 and 78.625, the employer must submit all three parts of the report to KPPA by the 10" of the
month, or the employer may receive a penalty. The penalty is the interest on the delinquent contributions at
the actuarial rate adopted by the KPPA Board, subject to a minimum amount of $1000.

Get more information about the Monthly Report in Section 3 of this guide or in Chapter 4 of the Employer
Reporting Manual.

INVOICES

KPPA uses electronic invoices to refund or bill for contributions and purchases. These electronic credits and
debits can be reconciled individually outside of the monthly reporting process or applied to the monthly report
payment. The employer must reconcile all invoices in a timely manner by the due date of the invoice.

You may learn more aboutinvoices by viewing a video on the KPPA website of a specific type, by reading about
them in the Employer Reporting Manual, or by contacting your ERCE representative.

EMPLOYEE INFORMATION REQUESTS

As the primary Reporting Official, you are thefirst point of contact for KPPA. Forexample, you may get a request
for clarification on an incoming record on the monthly report, or a request for an employment end date, or a
request for the total balance of unusedsick leave at termination. According to Kentucky Revised Statute 61.675,
the employer shall comply with any request and provide information so that KPPA can correctly administer the
member’s retirement account.

EMPLOYEE QUESTIONS AND REQUESTS
Please direct employees of your agency to contact Membership Support at KPPA if they have retirement
questions. The KPPAwebsiteis a great resource for general retirement information. The employee canalso go
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https://kyret.ky.gov/Employers/Publications-and-Forms/Pages/Reporting-Official-Manual.aspx
https://apps.legislature.ky.gov/law/statutes/statute.aspx?id=52282

to the Member Self-Service website for specificinformation about their account. We offer a member hotline if

the employee wishes to speak to a KPPA representative or schedule an appointment to see a retirement
benefits counselor.

General website - https://KYRET.KY.GOV
Member Self Service - https://MYRETIREMENT.KY.GOV
Member Hotline - (800) 928-4646 or (502) 696-8800
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Section 2 - GETTING SET UP AS THE REPORTING OFFICIAL
e ———————

Each employer must have a primary Reporting Official designated upon initial set up. Once a primary is
established, the agency can add additional personnel as a secondary Reporting Official. KPPA strongly
encourages participating employers to have a back up to the Reporting Official trained to do the monthly
report. The primary Reporting Official is always KPPA’s first point of contact for questions, requests, and
notifications. KPPAmay call upon secondary reporting officials for assistanceifthe primaryisunavailable. The
primary Reporting Official may also refer KPPA to other personnel listed as a contact personin ESS, if necessary.

ELECTRONIC CREDENTIALS FOR KPPA

As the Reporting Official, you will use two programs extensively in your role. Those are the KPPA Secure Email
Portal and Employer Self Service (ESS). Both programs require theirown uniqueset of credentials tologin. It is
imperative that users keep their credentials secure and never share them with a co-worker or supervisor. If a
new temporary or permanent user is logging in for the first time, set them up to have their own set of
credentials.

KPPA SECURE EMAIL PORTAL CREDENTIALS

Every employer representative who corresponds via email with KPPA must have a secure account through our
KPPASecureEmail Portal. Thecredentials needed to accessthisemail accountare a user ID and a password of
their creation. The KPPA Secure Email Portal utilizes an encryption code on the body of all emails, so any
confidentialinformation sent via email cannot be hacked. Please be aware, the subject line is not secure. So,
you should never put an employee’s name, KPPA member ID, social security number, or any other confidential
information in the subject line.

EMPLOYER SELF SERVICE CREDENTIALS

AlL ESS users receive a User ID, a Password, and a PIN code. The Employer Administrator assigns the User ID
during the Add New User process. Thenew ESS user will updatetheautomatically generated password and PIN
code when they log in for the first time. The User ID and password are necessary to sign into ESS, and the PIN
code actsas anelectronic signature for forms and electronic payments. Each time a person uses credentialsto
loginto ESS, our system time stamps that login, soany action taken on the employer accountistraceable back
to a user.

KPPA SECURE EMAIL PORTAL - CREATING AN ACCOUNT

The KPPA Secure Email Portal provides a safe and easy way to exchange information. Users can create, reply,
delete, and manage secure email. We strongly encourage all employers to use the KPPA Secure Email Portal
when sending confidential information or attachments via electronic mail.

KPPA uses a secure email portal that protects information exchanged between KPPA and participating
employers. The portal uses strong encryption to protect the confidentiality of email communications. This
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greatly reduces the risk of disclosures that could put our members atrisk of identity theft and other fraudulent
activity.

Due to the nature of our organization, KPPA, our participating agencies, and business associates are covered
entities under HIPAA. As such, you are responsible for complying with KPPA policies and applicable federal
regulations (HIPAA, HITECH) to ensure confidential member information is protected, particularly when
sending confidentialinformationinemail. Confidential information sentvia unsecure emailisan unauthorized
disclosure of sensitive member information and KPPA or the agency responsible is required to notify the
affected member(s) of the disclosure.

To access the Portal and create an account: https://web1l.zixmail.net/s/login?b=kyret or open a secure email
sent from KPPA. Complete the following stepsto register for your mailbox to send and receive secure messages.

1. Onthesignin page, click the Register button.

(7 KPPA SECURE EMAIL PORTAL

Kentucky Public Pensions Authority

Welcome to the Kentucky Public Pensions Authority Secure Email Portal

Email Address:

| |
Password:
| |

Forgot your password? New to secure email? Need more assistance?
m o m

For Customer Support, email us at support@kyret.ky.gov
We use cookies, find out why in our cookie disclosure.

This service is hosted by Zix on behalf of Kentucky Public Pensions Authority Secure Email More Information

4 )'4
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2. Following your email address, create a password fitting the criteria listed, and click the Register button.

KPPA SECURE EMAIL PORTAL

Kentucky Public Pensions Authority

Register Account
Register below for your mailbox to send and receive secure messages.

Email Address:
FakeAddress@kyret.com
Password:

sseessnnee

Re-enter Password:

===

Password Rules

Passwords must be at least 8 characters in length, and meet 2 of the following conditions:
= Contain both alphabetic and numeric characters
« Contain both uppercase and lowercase characters
« Contain at least one special character, such as: ~@#$%"&

Passwords cannot match email address.

For Customer Support, email us at support@kyret.ky.gov.

This service is hosted by Zix on behalf of Kentucky Public Pensions Authority Secure Email More Information

e ZIX

This will take you to the following screen, confirming your registration.

KPPA SECURE EMAIL PORTAL

Kentucky Public Pensions Authority

Account Change Confirmation

A confirmation email has been sent o your email address for this account. After you receive the confirmation email, please follow the instructions to
activate the changes to your account.

For Customer Support, email us at support@kyret.ky.gov.

This service is hosted by Zix on behalf of Kentucky Public Pensions Authority Secure Email More Information

o ZIX

3. Open the email sent to your inbox and follow the instructions to complete the registration. It may take a few
minutes for this email to appear.

A user manualis available at: KRSSecureEmailPortalUserManual.pdf (ky.gov), and a Secure Email user’s

video is available on the Employer section of the KPPA website.
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EMPLOYER SELF SERVICE ACCOUNT SET UP

EMPLOYER ADMINISTRATOR STEPS

The Employer Administrator for the participating employer will be the person to add a new Reporting Official
to the employer account by completing the following steps:

1. Inactivate the previously named Reporting Official if they no longer need ESS access for your agency. For
instructionson how to inactivatean ESS user, review the Inactivate Reporting Official/ESS Users quick guide.

2. Add the new Reporting Official as a contact person and a user to ESS. For instructions on how to add a new
Reporting Official in ESS, review the Add Reporting Official/ESS Users quick guide.

After the new Reporting Officialisadded to the employer account, the ESS system will automatically send three
secure emails to the new user containing their user ID, temporary password, and temporary PIN code.

REPORTING OFFICIAL STEPS
The new Reporting Official must log into the Employer Self Service website after receiving the secure emails
containing their credentials to complete the set-up process.

1. You will receivethree automated emails that will contain your permanent User ID, a temporary Password, and a
temporary PIN code. (tip: leave the emails open for easy recall during the set-up process)

2. Tologinto Employer Self Service after opening the emails, clickthe hyperlink on any of the open emails and then
clickthe “Employers Log In Here” link on the log in screen. Enter the User ID and temporary password you
received in the secure emails.

[ l

Password

[ Save ID
Consider unchecking if on shared device

Need to register?

Forgot Ut or Password?

Nota.

| Employers log in here »

=

« Maintain your contact information

« Apply for retirement

« Create estimates for retirement (non-
retired members)

« Calculate potential costs of service
purchases (non-retired members)

« Change tax withholding (retirees)

« Enroll for health insurance during Open
Enroliment (retirees)

Looking for Employer Self Service?
Employers log in here »

[ )

Password

O save ID
Consider unchecking if on shared device

Need to register? Please contact your
administrator or a KPPA representative

Forgot Use:

secure connection.

Members log in here »

Member Self Service &+ Register # Home Employer Self Service # Home
Log in to your account Use Member Self Service to L2 [ )] LS Use Employer Services to
s Upload documents « Submit your monthly report
User ID « View your benefit details User ID » Change your payment accounts

« Give employees online access
+ Estimate sick leave cost
« Download new member information
+ Pay outstanding invoices

NOTE: The passwordand PIN code are temporary and will expire after 24 hours if you do not loginand change

them to something permanent.

3. Update the Password from the temporary one to a permanent one, following the requirements shown.
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Contact Representative 28 - Available Forms —

Change Password

Walid passwords are at least eight characters long, are case sensitive, and should not contain spaces. Please use at least one uppercase letter, one lower case letter, one number and
one special The following ch fers are permissible:Aa-Zz, 0-9, (@, #, !, %, and 5). You cannot repeat a password previously used for this account.

Note: Maintaining the security of your login information is your responsibility. No one at KRS knows or can refrieve your password for you, and no KRS representative will ever

ask you for your password.
Change Password
Your User Name: agencyhead
Current Password:™ sesssmes

T {21 N Spaces; you cannot repeste a
password previous| I, used for this account)

Your New Password:™ ssssnes

Retype Your New Password:* | Prr——| |

4. Update the PIN code from the temporary one sent by email to a permanent one, following the requirements
shown.

Change Pin

\alid pins are 4 characters long. Only numbers are permissible.

Mote: Maintaining the security of your pin information is your responsibility. No one at KRS knows or can refrieve your pin for you.

Change Pin

Your User Name: agencyhead
{4 characters, all numbers, no spaces)

Current Pin:* e

Your New Pin:* L]

Retype Your New Pin:* | wene| |

ContinueStep3

5. Create an answer to one of the provided security questions and Update the information.
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[ oo Represeriatve = | — Avatabe Foms - v | open
Update Security Question

To update your Security Question, select a new question from the drop down list, enter your answer, and click [Ty
To exit without making changes, click [F-

Note: The guestion displayed below is what we currently have on file for you.

Security Question

Security Question:* What color was your first car? v
Answer:* wvs
Retype Your Answer:™ wes|

6. Clickthe Continue button on the confirmation screen.

FPassword, KRS PIN and security question information saved

Your new password, KRS PIN, security gquestion and answer have been saved.

The website will navigate you to the Employer Self Service home page. From this page, you have access to
Employer Self Service based onthe security role assigned to you by the Employer Administrator during the Add
User process. ESS has three roles to restrict a user’s level of access:

|ROLE ACCESS
Administrator** The Administrator role has full access to Employer Self Service, including the
Admin tab.

** Please Note A FORM 7071 must be submitted to KPPA for a user to be upgraded
to this security role

Employer The Employer Reporting role has full access to Employer Self Service, excluding
Reporting the Admin tab.
Staff The Staff role has access to: Forms; Monthly Packets; Download Member ID; Sick

Leave Cost Calculator; Death Notice; Seminars; Office Locations; Contact Persons;
Change Password; Change PIN; Change Security Question

For more information, KPPAhasinformationalvideos to assist with setting up an ESS user; provideinformation
on the different tabs in ESS; and quick tutorials on common actions taken by employers in ESS.
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Section 3 -MONTHLY REPORTING
e

Every month, the designated primary Reporting Official receives an email notification that the monthly report
template, monthly packet, and invoices are available. There are five steps the Reporting Official should follow
to properly complete the monthly reporting process. Those steps are to review the monthly packet, review the
invoices, upload the monthly report details, and submit the monthly summary and payment. Each of these
steps corresponds with a module under the Report Tab in Employer Self Service.

WHO SHOULD BE ON THE MONTHLY REPORT

The easiestwayto explainthisis to say everyone employed by youremployer should be on the monthly report;
however, there are exceptions to thatrule. If you have personnel who fallinto one of the following categories,
they are not reportable to KPPA.

Employees who rejected participation whenthe employer initial joined with KPPA. Thisisa one-time thing for
most agencies except Cities.

Full-time Mayor or City Councilmembers who reject participation uponinitial election to the position. These are
the only positions allowed to elect or reject participation after an employer has joined the KPPA system, and
every newly elected official must complete a Form 2012.

The members of your governing Board, for their service as a board member. The Kentucky Attorney General
issued rulings regarding board members and their participation in KPPA in OAG 15-010.

KPPA approved retired police officers who meet the qualificationsand arereturning to employment with a City
Police Department, County Police Department, County Sheriff Office, and Post-Secondary Institutions.

KPPA approved retirees returning to a position of School Resource Officer through a school board, a contract
between a local law enforcement employer and a school board, or the Kentucky State Police and a school
board.

Employees simultaneously participating in a full-time position with another state administered retirement
program.

Approved independent contractors (please note - you must send a copy of the contract to the KPPA legal
department to determine if the person qualifies by federal guidelines to be an independent contractor).

Volunteers paid less than nominal fees. (please note - the nominal fee amount is set at $500 per month)

Employees who retired and did not elect to begin a new account upon reemployment prior to August 1, 1998.
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https://kyret.ky.gov/Employers/Documents/City%20Employment%20of%20Retired%20Police%20Officers.pdf
https://kyret.ky.gov/Employers/Documents/City%20Employment%20of%20Retired%20Police%20Officers.pdf
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https://kyret.ky.gov/Employers/Documents/Contract%20Employment%20of%20School%20Resource%20Officer.pdf

10.

11

Student employees of public universities participating in KERS who are enrolled as full-time students in a
course of study at the university and are classified as fulltime students throughout the fiscal year pursuant to
29 Code of Federal Regulations (CFR) Section 519.2(a).

Student employees of public universities participating in KERS who are enrolled as full-time students in a
course of study at the university and who are exempt from FICA withholding pursuant to United States Code
Title 26.3121(b)(10) and 26 CFR Section 31.3121(b)(1)-2

Any employee who does not fall into one of these positions, must be included on the employer’s monthly report
every month until they are no longer an employee.

WHAT SHOULD BE ON THE MONTHLY REPORT

Every month participating employers should report all payments that fall under the definition of “Creditable
Compensation” per Kentucky Revised Statute 61.510(13). An abbreviated definition of creditable compensation
is salary and other payments made to employees reportable as “Wages, Tips, other Compensation” on a W2.

However, there are some statutory exceptions to what is reportable on the monthly report. Do notreport the
following payments as creditable compensation on the monthly report:

Lump sum payments of accrued vacation/annual leave

Lump sum payment of sick leave - unless the employer participates inthe Alternate Sick Leave Program with
KPPA

Lump sum compensatory payments for Tier2 and 3 employees who began participating on or after September
1, 2008

Living allowances
Expense reimbursements
Nominal fees paid for services as a volunteer

Training incentive payments for elected city officers as set out in Kentucky Revised Statute 64.5277 to 64.5279

HOW TO REPORT THE MONTHLY REPORT

Report employees’ salary to KPPA when paid, with the possible exception of the month of hire and the last
month employed. If the employees’ hire date is in the month prior to the report, two records will be necessary
for the employee on their first report - one for the hire month and one for the month when paid - splitting the
wages paid between the two months. If the employees’ date of termination is in the prior month, then the
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Reporting Official must roll the posting month back to the prior month. If you need assistance adding a new
employee record, or submitting the final record on a current employee, please contact your ERCE
representative.

County government employers, School Board employers, and the Quasi-Governmental employers have two
options on how they submit the monthly report to KPPA. They may submit their report via “Web” reporting or
“File” reporting. The difference between web and file reporting is how the employer creates and submits the
member record details to KPPA.

If an employer opts to report by “Web”, then the Reporting Official must open the report detail in ESS and
manually update each employee’s record every month. If there isan issue on the record where it does not meet
compliance rules, the Reporting Official must make the correction before the record will save. Due to this
process, fewer issues occur from this method of reporting.

If the employer reports by “File”, their IT or outside software developer creates a file that will assemble the
required information based on a strict format set by KPPA. Thefile report must pass two reviews every month
before it posts to the KPPAnetwork. If the file fails either review, KPPArejects the file, and the employer must
fix the error and resubmit.

The reporting template generates on the evening of the 25 every month and KPPAsends an email to notify the
primary Reporting Official that it is available. The Reporting Official, or the person that the employer tasked
with completing the monthly report, hasuntil the 10" of the following month to complete the five steps of the
monthly reporting process. Failureto submit the monthly report by the 10" of the following month may result
in a penalty. If the 25" or the 10t fall on a weekend or holiday, the date moves to the close of the next business
day.

FIVE STEPS TO COMPLETE THE MONTHLY REPORT

MONTHLY PACKET

KPPA produces a packet of reports for employers to review in conjunction with the monthly report template.
The reports contain information regarding the prior month’s Monthly Report submission, such as errors that
need a resolution. Some reports in the packet may only need a review by the Reporting Official, while others
may require a Reporting Official to act on a certain item. The contents of the monthly packet will vary each
month depending on the information provided to KPPA from the prior month’s report. It is possible the
employer will not receive any reports in the monthly packet if there were no issues. Follow the steps below to
open the monthly packet.

Signinto Employer Self Service. Select the Monthly Packets module from the Report tab on the navigation
menu.
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Employer Self Service # Home

Enter Report Details
= =3
Submit ool Suriney . Available Forms v | Open

Monthly Packets

Welcome to Employer § iwoices

Employer Self Service will automatically navigate to the monthly packet page

2. Select the appropriate FISCAL YEAR and MONTH GENERATED from the dropdown options.

Contact Representative 2t — Available Forms — v | Open

Monthly Packets

To view a monthly packet, please choose the Fiscal Year and Month Generated from the menus below. To view an individual report, select the appropriate link and the report will open
in a 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 packet reports could vary from month to month.

Fiscal Year: 2019-2020 v
Month Generated: 12/1/2019 v
REPORT NAME RETIREMENT SYSTEM CODE
Missing Form 2011, Hazardous Duty Certification, HP-2 Report CERS
Demographic Errors Report CERS
Non-Participating Part-Time Status Report CERS

Employer Self Service will automatically display any reports available for the selected month.

3. Toview theindividual report, click the REPORT NAME link and the report will open in a new window.

Contact Representafive 2% — Available Forms — v Open

Monthly Packets

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

REPORT NAME RETIREMENT SYSTEM CODE
Missing Form 2011, Hazardous Duty Certification, HP-2 Report CERS
Demographic Errors Report CERS
Non-Participating Part-Time Status Report CERS

If you have a question about any report you receive in the monthly packet, please contact your ERCE
representative.

NOTE: The reports provided in the monthly packet are not forms; do not return them to KPPA. Please add the

information as an adjustment on the monthly report or contact your ERCE representative with the requested
information.
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INVOICES

KPPAmay send a second email regarding invoices with the Monthly Report notification. The primary Reporting
Official should review and reconcile the invoice or alert the employer designee that invoices are available. To
process the invoices, complete the following steps:

1. Signinto Employer Self Service. Select the Invoices module from the Report tab on the navigation menu.

Employer Self Service #H

Enter Report Details B
Submit Monthly Summary |

- Available Forms — v

Monthly Packets

Welcome to Employer § | invoices

Employer Self Service will automatically navigate to the invoice page

2. Toviewtheindividualinvoice, clickthe INVOICE number hyperlink and the invoicewill openin a new window.

Contacl Repfesemall\re Vt

— Available Forms — v | Open

Invoices

The Invoices page allows employers to manage invoices. To pay an invoice, select the invoices and click To view an individual invoice, click the appropriate link and the
invoice will open in a new browser window. To view a report of all unpaid invoices, click

Click here to access videos explaining specific invoice types.

O Recent Invoices: ~Select- Type:
@® Date Range From: 02/0172019 = To: | 027282019 = 0 show Paid Invoices
Invoice Agency Code Invoice Type Date Due Date Amount Balance Due Status
O 00001 11111 Member Pension Spiking Refund 2212019 03/23/2019 ($73.68) ($73.68) Unpaid
O 00002 1111 Personnel Adjustment 2212019 03/23/2019 515,250 60 $15,250.60 Unpaid
O 00003 1111 Reinstatment 212112019 03/2372019 $27067 $270.671 Unpaid
[0 o0o004 11111 Standard Sick Leave 212172019 03/23/2019 517,658.44 $17,658.44 Unpaid

3. Topayaninvoiceoutside of the monthly report process, clickthe check box next to the invoiceto be reconciled
and then click the Pay Invoice button.
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Contacl REDfeGE"IBWe"‘ — Available Forms - v | Open

Invoices

The Invoices page allows employers to manage invoices. To pay an invoice, select the invoices and click To view an individual invoice, click the appropriate link and the
invoice will open in a new browser window. To view a report of all unpaid invoices, click

Click here to access videos explaining specific invoice types.

Invoices

O Recent Invoices: ~Select—- Type:

@ Date Range From: 02/01/2019 = To: | 0212822019 = [J Show Paid Invoices
Invoice Agency Code Invoice Type Date Due Date Amount Balance Due Status
[0 00001 "1 Member Pension Spiking Refund 2212019 0372372019 ($73.68) ($73.68) Unpaid
0O Yooeg2 1111 Personnel Adjustment 2212019 0312372019 515,250 60 $15,250.60 Unpaid
| 1111 Reinstatment 21212019 0312372019 $27067 $270.671 Unpaid
O 00004 11111 Standard Sick Leave 21212019 03/23/2019 $17,658.44 $17,658.44 Unpaid

4. Click Edit to open the account field. Enter the total amount due from the account and click Apply.

Pay Invoice [~ Avaiable Forma — v |

To apply payment 10 selected Bvoice(s), cick ihe Edit link besie the appropriate payment account{s), enler
I amounl and ciick Apply. When Balance Rermaining is equal o $0000, dick Continue to Step 2.

Do youi wiand 10 @i & néw pairen] Socount?

Pay From Amount
KRS Accound - OUR AGENCY BANK, . 1111 50,00 Bt
Taotal Apphad £0.00
Balance Remaining: §591.61
Ivvoice #111111 £591 61
Total Amownt Due: $551.61
4 et Cominur o515

The Balance Remaining should total $0 before clicking the Continue to Step 2 button.

5. Continue to Step 2 and enter your ESS PIN code. The PIN code acts as your electronic signature to complete
the transaction.

For additionalinstructions on how to complete the stepsto pay theinvoiceelectronically, please view this video
or contact your ERCE representative.
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MONTHLY MEMBER DETAILS

The member details component isthe first of the three pieces that make up the Monthly Report due to KPPA by
the 10™ of the month. Agencies can submit the monthly member details either through the web or by file. An
easy way to determine how your employer reports is to look at the reporting option on your Report tab.

Employer Self Service # Home Report~ Services™ Account” Employer Self Service #iome Report~ se

Enter Report Details . Upload Detail File
1
Submit Monthly Summary Submit Monthly Summary
Monthly Packets Monthly Packsts

Welcome to Employer § invoices Welcome to Employer €  invoices

If your employer reports the details through the Enter Report Details module, then you area Web reporter; and
if your employer reports the details through the Upload Detail File module, then you are a File reporter.

WEB REPORTING - ENTER REPORT DETAILS
To submit the details through the Enter Report Details (Web) follow these steps:

1. Sign into Employer Self Service. Open the Enter Report Details module under the Report tab in the
navigation menu. Employer Self Service will display the overview screen. Reports not submitted to KPPA
arein the status code of READY with no date in the submitted column.

Employer Self Service # Hom

-- Available Forms — v Open
Enter Report Details
The Enter Report Details page allows employers to enter monthly reporting details for their employees. Those employers reporting detail reports for another employer
can select the appropriate employer’s information from the Employer dropdown list. Submitted reports can also be viewed from this screen. To view an individual report,
select the corresponding Report Type link.
Employer:
7999 - SAMPLE EMPLOYER v
Reports: Last 6 Months v
Type Month Salary EECON HICON ERCON Total Count Status Submitted
CERS 08/2020 $107,193.71 $5,119.33 $717.84 $25,790.83 $31,628.00 25 Ready
CERS 07/2020 $126,565 56 $6,095 85 $916.63 $30,451 66 $37,464 14 27 Posted 08/11/2020
CERS 06/2020 $93,459.69 $4,467.91 $616.27 $22,486.40 $27,570.58 25 Posted 07/14/2020
CERS 05/2020 $116,564.84 $5,587.88 $782.23 $28,045.51 $34,415.62 25 Posted 06/12/2020
CERS 04/2020 $103.208.15 $4.972 67 $710.07 $24.831.86 $30.514.60 26 Posted 04/27/2020

2. Clickthe CERS or KERS hyperlink to access the desired detailed report.
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Note: Toview pastdetail reports, clickthe hyperlink next to the report month. However, once a report is in
“Posted” status itis no longereditable. To changetheinformation reported in a previous month, you must
add an adjustment record to the current month’s monthly report.

3. The member details overview screen for the selected report will display.

- Available Forms — W Open
To view or edit member ibution i ion, select the ponding (member) name link. Te add a new record or adjust a previously reported transaction, click [EETTETTRY.
Once all items are comrect, click [T L0y
Name Member ID  Posting Month  Contribution Group  Payment Reason  Salary EECON HICON ERCON Action
Doe John 191119 092019 CNHZCB Regular pay 53,947.63 $197.35 53948  5949.51 Gopy!| Delete
Adams, John 299299 092019 CHHZHI Regular pay $4,792.00 323960 54792 5$1,15296 W Delete
Smith. John 333333 092019 CHHZHI Regular pay 55,662.00 323410 §56.82 5$1,367.09 W Delete
Johnson. John 444444 09/2019 CNHZNH Regular pay $5,609.22 528046 $0.00  $1,349.58 W Delete
Willer. John 555555 0912018 CNHZNH Regular pay 5228480 $11424 5000 354972  [RETRREER
Roberts John 666665 092019 CNHZCB Regular pay $4338.00 521690 $4338 5104372  [epnR
[

4. Clickon each employee name to open the members’ detail screen. Update the necessary fields for the
employee, remembering all required fields must contain data and some non-required fields are necessary
if a compatible required field contains data. To complete the update, click Update to return to the
employee list and move to the next name on the list. Repeat until you have reviewed and updated all
employees on the list.

To add a new employee to the report, click Add Line Item and input the employees’ social security
number and month of hire. Ifthe hire dateisinthe prior month, two records are necessary for the employee
- one for the month of hire and one for the month they received their check - splitting the wages paid
between the two months.

To adjust a previously reported record, click Add Line Item and input the employees’ social security
number and month needing adjustment. If the adjustment is for a terminated employee, you must first
delete the record with the current posting month already displayed on the report before you can retrieve
the prior posted record to make the adjustment.

To adjust for additional salary being added to a posted month, add that salary to the amount already
reported so the total salary is increased by the adjusted amount - DO NOT replace the already reported
salary with the adjustment amount, unless you are correcting an overpayment of the original salary
reported.
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5. Oncethereportisready, return to the employee overview screen and click the submit report button

To view or edit member confribution information, select the comesponding (member) name: link. To add a new recond or adjust a presiously reported transaction, click [T
Once all ilems: are comect, chick [T

HName Member ID Posting Month  Contribution Group  Payment Reason  Salary EECON HICON ERCOM Action |
Jamnaon. John 244444 02019 CHHZHH Regular pay §5600.22 520046  S000 $1,34958 m |
Miller John EEEEEs 092019 CHHZMH Resguiar pay S228480 11424 5000 354072 PR

Roberts. Jahn GE6GEG | D019 CHHZCE Reguiar pay $433500 S216.00 338 §1,04372 (SRR ‘

Employer Self Servicewill display a confirmation screen verifying that you submitted your monthly details.

Employer Self Service

Contact Representative -- Available Forms — v

Monthly Report

Your monthly detail report has been submitted.

Report Details

Employer: 7999 - SAMPLE EMPLOYER
Report: CERS - 08/2020
Date Submitted: 9/10/2020 11:42:56 AM

Report Totals
Salary: $108,660.69
Employee Contributions: $5,192 68
Health Insurance Contributions: $717.84
Employer Contributions: $26,143 79
Number of Contributions: 26

Click here to submit the Aug 2020 monthly summary for SAMPLE EMPLOYER

« Return to Enter Report Details

For more information on Enter Report Detail, please refer to Chapter 4 of the Employer Reporting Manual,
view our Reporting Official training videos, or contact an ERCE representative.
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https://kyret.ky.gov/Employers/Publications-and-Forms/Pages/Reporting-Official-Manual.aspx
https://kyret.ky.gov/Employers/Training/Pages/Videos.aspx
https://kyret.ky.gov/Employers/Reporting-Officials/Pages/default.aspx
https://kyret.ky.gov/Employers/Reporting-Officials/Pages/default.aspx

FILE EMPLOYER - UPLOAD DETAIL FILE
To submit the details through the Upload Detail File (FILE) follow these steps:

1. Signinto Employer Self Service. Open the Upload Detail File module under the Reporttab inthe navigation
menu. Employer Self Service will display the overview screen.

- Available Forms — A Open
Upload Detail File
The Upload Detail File page allows the user to submit their monthly detail file to Kentucky Reti ically. i files must end in a KRS or ZIP extension and
not exceed 2MB in size. A history of successfully uploaded files can also be viewed in the My Detail Files section of the page. To uplead the monthly report, select the Report Month
and file and click JETTTY-
Enter file information
Report Month:* Select Report Month w
Detail File:* Supps = types are zip and ks
: F limited to 2 MB
Click here to download compression tool &
& Choose file
Detail File History ltems PerPage: | 6 v

2. From the Report Month dropdown, select the report month you are submitting. This menu populates based
on the templates generated and still outstanding for your employer.

3. To locateyourfile in your system, click Browse. Once you have selected your file, and the file address is
showing in the window, click Submit.

Employer Self Service #

— Available Forms — v
Upload Detail File

The Upload Detail File page allows the user to submit their monthly detail file to Kentucky Retirement Systems electronically. Submitted files must end in a KRS or .ZIP
extension and not exceed 2MB in size. A history of successfully uploaded files can also be viewed in the My Detail Files section of the page. To upload the monthly
report, select the Report Month and file and click [0

Enter file information
Report Month: * 12/1/2020 v

Detail File:*  Supported file types are zip and _krs
Files are limited to 2 MB
Click here to download compression tool &

2020127999 KRS Choose file

Note: Thefile must meet the standard naming criteria and meet the supported file types and must be no greater
than2 MBinsize. KPPAprovidesa linkto a compression toolto zip your file ifit is larger than the allowed size.

4. You will receive a confirmation notice that the upload was successful, and the Report Month will display
under My Detail Files with a status of “Submit”.
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Employer Self Service # Home

- Available Forms — ~ Open
Upload Detail File

The Upload Detalil File page allows the user to submit their monthly detail file to Kentucky Retirement Systems electronically. Submitted files must end in a KRS or ZIP

extension and not exceed 2MB in size. A history of successfully uploaded files can also be viewed in the My Detail Files section of the page. To upload the monthly
report, select the Report Month and file and click (BT

Your Dec 2020 detail file has been uploaded.
Enter file information
Report Month:* Select Report Month v

Detail File:*  Supported file types are zip and _krs
Files are limited to 2 MB
Click here to download compression tool

Choose file

Items Per Page: v

Detail File History

Report Month Date Submitted Status

12/2020 12/28/2020 Submitted
n 2|3|4|5|6|7|8]|9]10

For more information on Upload Detail File, please refer to Chapter 4 of the Employer Reporting Manual,
view our Reporting Official training videos, or contact an ERCE representative.

MONTHLY SUMMARY & PAYMENT

The monthly summary totals the member details for the report month, so always send the details before you
submit your monthly summary. For web reporters the summary will update automatically upon submission of
your monthly details. File reporters mustwaitovernight for thefileto load before the summary populates with
the current report month information. Once the information has populated the summary, follow these steps:

Sign into Employer Self Service and open the Submit Monthly Summary module under the Report tab in the
navigation menu.

Note: Web reporting employers can follow thelink on the confirmation screen from the Monthly Details to open
the Monthly Summary.

Report~

Upload Detail File
Submit Monthly Summary — Available Forms — v | Open
Monthly Packets

Invoices

Employer Self Service will display the overview screen with the last 3, 6, 12, or 36 months available to view.
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https://kyret.ky.gov/Employers/Publications-and-Forms/Pages/Reporting-Official-Manual.aspx
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https://kyret.ky.gov/Employers/Contact/Pages/default.aspx

2. Clickthe CERS or KERS hyperlink for the summary corresponding with the monthly details that you submitted.
This summary should be in READY status and have no date in the Submitted column.

Employer Self Service
Monthly Summary

The Submit Monthly Summary page allows employers to manage monthly reporting summary and payment information. The status of all summaries, including submitted
monthly summaries, can be viewed from this screen. Employers can also view the monthly packet associated with the summary for that Report Type and Report Month.
To view an individual summary, select the corresponding Report Type link.

Report Summary:

Last 6 Months ~
Type Month Summary Amt Invoices Net Amt Status Submitted Packet Details Report
CERS 12/2020 $134,401.50 $0.00 $134,401.50 Ready View »
CERS 11/2020 $117,179.03 $0.00 $117,179.03 Posted 09/10/2020 View » View »
CERS 10/2020 $56,197.71 $0.00 $56,197.71 Posted 07/29/2020 View » View »
CERS 09/2020 $184,744.27 $0.00 $184,744.27 Posted 07/08/2020 View » View »

Employer Self Servicewill navigateyou tothe PAYROLL SUMMARY tab of the Submit Monthly Summary module.

Employer Self Service

Contact Representative Available Forms ~ | Clpen |

« Retum 1o Monthly Summary
Payroll Summary Inveices Adustmeants Hewview & Ramil

Enter or confimn the salary amounts listed for each contribution group. If your report contains adjustments or IPS payments, enter or confirm those amounts. When

finishad, click [EX3.

Regular Contributions

CERS Non- Salary EECON HICON ERCOMN

Hazardous

w/ Health $ 9470503 473538 500%  947.09 1.00% | 22786.51 24.06%

Insurance

wio Heaith $ 20688783 10340 61 5.00% 0.00% | 4977720 24 06%

Insuranca

Cash § 15076382 7538 18 5.00% 1507 57 1.00% 36273.76 24 06%

Balance

A $ 000 0.00% 0.00% 0.00%

participating

Retired/Re- § 2058 19 0.00% 0 00%% 495 20 24 6%

employed

Totals for CERS Non-Hazardous $22.614.17 $2,454.66 $109,332.67
Adjustments

Retirement Plan EECON HICON ERCON

CERS Non-Hazardous $ 0.00 $ 0.00 $ 0.00

Totals 50,00 $0.00 $0.00
IPS Contributions

Ratirement Plan EECON

CERS Non-Hazardous % 0.00

Totals $0.00

=

3. Review the summary:
a. Web reporters using Enter Report Details - all fields will pre-populate based on the information
submitted in the member details. Confirm the amounts and click Save. If there is a discrepancy in the
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summary, then un-submit your Enter Report Details and fix the error(s) in the member record. After you re-
submit the Enter Report Details, your summary should be updated and match your payroll totals.

b. FilereportersusingUploadDetailFile - you must wait until the next business day for the summary to pre-
populate with the monthly detail information. Confirm the amounts and click Save. We do allow a certain
variance for rounding, so if the numbers are not exact due to rounding you may alter the values if you
choose to. If there isa discrepancy in your summary, please contactthe ERCE representative who balances
for your employer and speak with them about the discrepancy.

4. Once the Payroll Summary tab is complete move on to the INVOICES tab. All outstanding invoices will be
available to apply towards the Monthly Report total.

Contact Represantative T = Available Forms - v Open

Payroll Summary Invoices Adjusiments Review & Remil

Select invoices fo apply to this summary, To view an invoice, select the comesponding invoice number Bnk. When finished, click [EZT§

Apply Invoice Apency Code Invoice Type Date Amount
O 101010 2959 Reinstatement 91252019 £4,684.06
O 101011 2989 Health Inzurance Reimbursement 252019 $46.617.86
O 101042 Z5a3 Expensze Allowance /252019 15832
| 101043 7859 Manthly Repording Invoice 252019 365026
| 101014 Z5a9 Standard Sick Leave 932019 T-42:04 PM $506.66
|

5. To reconcile an invoice within the Monthly Reporting process, click the Apply checkbox next to the invoice
number and then click Save. To view the invoice, click on the INVOICE number hyperlink, and the invoice will
open in PDF formatin another window.

Apply | |Invoice Agency Code Invoice Type Date Amount

O 101010 7999 Reinstatement 1/1/2050 $4,684.06

6. The ADJUSTMENT tab is available to the FILE reporters only, to make any necessary adjustments to prior
records not added directly to the Upload Detail File. Employer Self Service will open a search option for the
Reporting Official to pull the record needing adjustment.
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Employer Self Service - :

« Return to Monthly Summary |
Payroll Summary Invoices Adjustments Rewview & Remit
Select Member
< 2020 >
Member ID: * 111111 Jan Feb Mar
or SSN:
Apr May Jun
Contributions From: = 21 Jul Aug Sep
Contributions To:* 51 Oct Nov Dec
’
Employer: 2999 - SAMPLE EMPLOYER b
Show

Note: thistab is not available for WEB reporters.

Emp|oyer Self Service #Home Report> Services~ Account™ © Site Help & Employer Rep @ Log off

Contact Representative & -- Available Forms -- v| Open ‘

« Return to Monthly Summary

Payroll Summary Invoices Review & Remit

They should make all necessary adjustments on the Enter Report Details screen.
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Enter the employees’ Social Security Number and select the Report Month(s) to be adjusted using the calendar.
Clickthe Show button and Employer Self Service will retrieve the record ifthere isonein the member’s account.

Employer Self Service .

Contact Representative B — Available Forms — v | Open ‘

« Return lo Monthly Summary
Payroll Summary Invoices Adjustments Review & Remit
Member ID:* 111111
or SSN:
Contributions From: 01/2020 e
Contributions To:* 0372020 o
Employer: £099 - SAMPLE EMPLOYER v

ST —

Posting Month Salary EECON HICON ERCON Rate of Pay Payment Reason Adjusted
{pre-tax) (pre-tax)
Mar 2020 §1,52470 576 24 $0.00 $366.84 $13.705 Regular pay Adjust
— o (5.00%)  (0.00%)  (24.06%)
Feb 2020 $1,415.06 $70.76 $0.00  §340.46 $13.705 Regular pay Adjust
e ks (500%)  (D00%)  (24.06%)
Jan 2020 $1,521.27 $76.06 $0.00 $366.02 $13.705 Regular Pay w/ Add Creditable Comp Adjust
Sl (5.00%)  (D00%)  (24.06%)
to add a new contribution for with the information entered above

To make a monetary adjustmentto the salary, clickAdjust. Makeyourupdate to the availablefieldsand click
Update to save the adjustment.

To make a non-monetary adjustment (i.e. employment end date, sick leave balance, etc.) click the More Details
hyperlink. Makeyour update on the member detail screen, then click the Submit button to save the adjustment.

To complete the monthly summary, clickthe REVIEW &REMIT tab. Thistabwill display the consolidation of the
prior tabs in the Submit Monthly Summary module.
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Emplc

nnEact Reprosentatve Il = fyndlabln Forms = W | Opon

Payroll Surmersany BrsesEs Adjusirmsnts Hewview & Famil

Fawsaw your reper lotals. To change Lodals on e repo, neliem (o the previous abs. 1 you sie temifling elecliome payment, click the [T link beside the approgpaiale
payment accouni(s), enter the amount and cick [T To subm the summary, enber your KRS PIN, and click [E2508

Requiar Contributions
Retirement Plan EECON HICON ERCON Total Contributions |
CERSNHF 7201417 §2 454 B $109 337 67 $134.401 50 |

Total Regular Confributions $22.814.17 $2,454.58 $109,332 87 $134,40150

State Funded Expenses
Thast s ane no stabe-fanded expemses associabed wilh this sumemary

Retirement Flan EECON HICON ERCON Total Adjusiments '
CERSNHS §0.00 £0,00 $0.00 000
Total Adjustments §0.00 50,00 $0.00 $0.00 |

IPS Confributions

Ratirement Flan EECON

1
CERSNHE o]
Total IPS Contributions $0.00 |

WODD00 = Monlhly Rusporing Imvoice ($232.08) |
Total Invoices (§232.08) |
. Paymenis
Pay From Amaount

8. To complete the Monthly Report process, review the summarized information then remit the electronic
payment.
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9. Remit payment to KPPA by clicking Edit on the financial institution you use for payment to KPPA. Enter the
amount of the contribution to remit for each paymentaccountand add check number, if necessary. Click Apply
to save the amount, which should leave the BALANCE REMAINING line at $0. If your employer does not pay by
electronic payment, please contact your ERCE representative.

Contact Representatn: Bl = fiypilnhln Forms = o Cipin

Pyl Surmeisany MRS Adjusimaents Feview & Famil

Foavsaw your reporl Lolals. To change Lodals on e repoi, relum o he previouws [as. 1l you are remitling eleclromc payment, cick the B link besae tha approgiale
payment account(s), enter the amount and cick [[TE0Y To subme the summary, enter your KRS PIN, and chick [ET508

Payments
Pay From Amount
Empiaver Accourt - FAKE BANK OF KENTUGKY, | 0000 134, 168,44 “
Tokil Applisd $134,180.44
Balance Remaining: $0.00
Total Amount Due: $134,160.44
KRS PIN:*

10. Once the BALANCE REMAINING total is $0, enter your 4-digit KPPA PIN code and click Submit to submit the
Summary and Payment portions of the Monthly Report to the KPPA, and you will receive a confirmation of
submission. Click the Print button to keep a copy for your records.
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Section 4 -YOUR RESOURCES
N

The tasks required by you as the Reporting Official may seem daunting, but you have many resources available
to you.

ERCE REPRESENTATIVE AND HOTLINE

The Employer Reporting, Compliance & Education (ERCE) divisionisavailable to assist ouremployers with any
employer related issue or question. This division consists of four teams. The File/Web reporting team works
with our county government and quasi-state employers. The school board team assists our county and
independent school boards. The KHRIS team assists state employers governed by the Department of Personnel,
and County Clerks and Sheriff Offices located in counties with a population over 70,000. The Outreach team
provides information to all of our participating employers through publications, meetings, and conferences.
Your employer hasa specific ERCE representative assigned to them from the File/Web, School Board, or KHRIS
team, and that person is available to you by phone or by email. You can also contact ERCE by calling the
employer hotline at 1-888-696-8810.

GENERAL WEBSITE

The Kentucky Public Pensions Authority general website (KYRET.KY.GOV) is an excellent website created to
provide information to our members, our retirees, and our employers.

¢ KPPA

Kentucky Public Pensions Authority

Members  Retirees Employers Investments  Publications & Forms About Legislative Updates  Contact

Members

Retirees Employers

Ready to Retire @ Receiving Your Benefits Contribution Rates
- 8 .

What Tier Am 1?7 Marital Status Change Employer Reporting Manual

Disability Benefits Reemployment After Retirement Reemployment

Managing Your Retirement Account Insurance Reporting Officials
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https://kyret.ky.gov/Pages/index.aspx

The KPPA general website has specific pages for our active members and our retirees, whichisa greatresource
for employers to direct their employees to for assistance. To maintain agency transparency, KPPA also has a
section devoted to ourinvestment information. During the General Session you canfind information about the
legislation that may affect KPPA under the Legislative Updates section. The About section containsinformation
on the administration of KPPA.

At the top right of the general website homepage is a LOGIN button which navigates users to a screen where
they can open the portal for Member Self-Service, Retiree Self-Service, and Employer Self-Service. And at the
bottom of the home page are quick links for easy access to useful information for our members, retirees, and
employers.

For our participating employers and the Reporting Officials who work directly with ERCE, the general website
has a section devoted to employer information and training.

7 KPPA

Kentucky Public Pensions Authority

Members Retirees Employers Investments Publications & Forms About Legislative Updates Contact
I Employers Overview p loye s
Contribution Rates =y A m
Reporting Officials v Contribution . ;
i Contacts : LV] Witos )
Training - 260 ® a ™ are (S) *
Cessation

Reemployment G SB
Contacts _
Training Governmental
Accounting

Publications and Forms o standards Board

Human Resources ~

GASE ~ o
Reporting ﬁ Publications
Officials s & Forms

On the employer overview landing page, ERCE will publishimportant news and notices for our employers and
from here you can move around the employer site using the navigation menu or location tiles. The employer
site contains pages that provide information on contribution rates; team specific information under the
Reporting Official section; training videos; publications and forms; information about the reemployment of a
retiree; and much more.
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One of the easy access links on the General Website home page for our employers is to the Employer Reporting
Manual. The employer manual can also be found under the Publications and Forms dropdown list on the
navigation menuin the employer site. The Employer Reporting Manualisan online publicationthatis broken

down into chapters to help the Reporting Official or other employer representative navigate quickly to the
information they are seeking. This manual is updated continuously to reflect new policies, regulations and
statutes that affect our participating employers, so we strongly encourage the user to bookmark the KPPA
general website for ease of access to this valuable resource and the self-service site.

S
" KPPA oo

Kentucky Public Penslons Authorlty

Members Retirees Employers Investments Publications & Forms About Legislative Updates Contact

Employers Overview

Contribution Rates

Reporting Officials

Employer Reporting Manual

The Division of Employer Reporting, Compliance and Education provides the Employer Reporting Manwal for our participating

employers, which includes comprehensive information about the monthly reporting process and requirements. This manual is

) the first source of reference in answering questions about monthly reporting.
Training ke

~ ) Farticipating employers are entrusted with the responsibility of reporting all employees on a monthly basis to allow member
Cessation
accounts to be correctly credited with earning the benefits provided by law.

Reemployment . ) o . .
KFPPA recognizes the time and effort used in following the guidelines and procedures set forth in this manual and appreciates

C oyt e . — s
Contacts our !’.'ldf'.ll'_'lpﬁllf'gdfj‘E‘I"l'_IE&'UT'.|1EIf commitment to I'I'IEE‘[IT these standards.

Publications and Forms - D' Juan Surratt, Director

Division of Employer Reporting, Compliance and Education

r Reparting Manua
You can view the decuments below in your browser, however, we recommend opening the documents in Acrobat to

utilize the interactive features and keep the Employer Reporting Manual open for reference.

Employer Reporting Manual

Human Resources g
Download Revised

GASE g
Chapter L: KPPA Information July 20050
Chapter 2: Employee Reporting July 2065
Chapter 3: ES5 Setup & Maintenance July 2065
Chapter 4: Monthly Reporting July 2065
Chapter 4: Monthly Reporting - KHRIS July 2065
Chapter 5: Other ESS Functionality July 2065
Chapter 6: School Boards July 2065
Appendix A: Forms July 2000
Appendix B: Detail Fields & Descriptions July 20006
Appendix C: Contribution Groups July 20006
Glossary July 20006
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https://kyret.ky.gov/Employers/Publications-and-Forms/Pages/Reporting-Official-Manual.aspx

Welcome to the team.

We look forward to working with you.

(} Kentuckﬂc?smns Authnntv
.
Employer Hotline
1-888-696-8810

Monday thru Friday
8:00 - 4:30 EST
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