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The purpose of this document is to guide you through the necessary pages to manage TRS

reporting.

This document assumes you are familiar with the basic features of the ASCENDER Business system
and have reviewed the ASCENDER Business Overview guide.

Additional reporting information and complete file record layouts can be found on the Re Portal
Resources page at https://www.trs.texas.gov/Pages/re_team_about.aspx.

| Some of the images and/or examples provided in this document are for informational

&5 purposes only and may not completely represent your LEA’s process.

Prerequisites

Prerequisites.

Set District HR Options

Payroll > Tables > District HR Options

O Address the following District HR Options to indicate how hours (actual/scheduled) are reported and
processed for TRS purposes.

Update Actual
Hours From
Payroll Processing

Select to use actual hour data from the pay transmittals during the Payroll >
Payroll Processing > Run Payroll process to update/insert records in the Actual
Hours table that is used for TRS processing. This field is selected by default. If
selected, the Payroll > Payroll Processing > Run Payroll > Pre-Post Reports >
HRS2700 - Actual Hours Worked report uses data from the transmittals.

If not selected, you must either use the Payroll > Utilities > Import Actual Hours
Worked page to import the actual hours from a file or manually enter the data

on the Payroll > Maintenance > Actual Hours Worked page.

Per TRS, each employee must have actual hours worked or hours scheduled reported.
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[ Under TRS Extract Options, indicate which hours to report for each listed pay type (pay type 1 -
contracted, pay type 2 - non-contracted, pay type 3 - hourly).

Note: Substitutes are paid as contracted and as needed. TRS requires the actual days worked for
substitutes, and the actual days and hours worked for retired substitutes.

Use Pay Dates for [This field applies to the RP20 and ER20 extracts.
TRS Month or Actual
Date Select A - Actual Hours Table Date to use the actual date from the
Maintenance > Actual Hours Worked page to determine the accumulated
actual hours worked for pay type 3 employees. And, determine the days
worked for pay type 4 jobs (i.e., substitutes). The actual date, month and
year, must be the same as the TRS reporting month and year.

The RP20 and ER20 extracts include all actual hours worked table entries
regardless if the associated pay date is processed or unprocessed. The TRS
month associated with the pay date is ignored.

Select P - Pay Dates for TRS Month to use the pay date from the pay dates
table to determine the accumulated actual hours for a pay type 3 job. And,
determine the days worked for pay type 4 jobs (i.e., substitutes). The
associated pay date must be a processed pay date that has the same month
and year as the TRS reporting month and year. The actual date is ignored.

Pay Type 1 - Report [This field applies to the RP20 extract.
Actual or Scheduled
Hours Select A - Actual Hours to report actual hours worked for a pay type 1 job.
Review the Use Pay Dates for TRS Month or Actual Date field selection
to determine how the records are selected from the actual hours worked
table.

Select S - Scheduled Hours to report scheduled hours worked for a pay type 1
job. If S - Scheduled Hours is selected, then the hours are reported based on
the assigned calendar. The TRS workday calendar is used for employees who
do not have an assigned calendar.

Pay Type 2 - Report [This field applies to the RP20 extract.
Actual or Scheduled
Hours Select A - Actual Hours to report actual hours worked for a pay type 2 job.
Review the Use Pay Dates for TRS Month or Actual Date field selection
to determine how the records are selected from the actual hours worked
table.

Select S - Scheduled Hours to report scheduled hours worked for a pay type 2
job. If S - Scheduled Hours is selected, then the hours are reported based on
the assigned calendar. The TRS workday calendar is used for employees who
do not have an assigned calendar.
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Pay Type 3 - Report [This field applies to the RP20 extract.
Actual or Scheduled
Hours Select A - Actual Hours to report actual hours worked for a pay type 3 job.
Review the Use Pay Dates for TRS Month or Actual Date field selection
to determine how the records are selected from the actual hours worked
table.

Select S - Scheduled Hours to report scheduled hours worked for a pay type 3
job. If S - Scheduled Hours is selected, then the hours are reported based on
the assigned calendar. The TRS workday calendar is used for employees who
do not have an assigned calendar.

Update Job Codes
Personnel > Tables > Job/Contract > Job Codes

Use the Job Code table to update the FTE Hrs field for all full-time jobs. This information is used on
the ED40 (Contract and Position) record to report the number of hours an employee must work in
order to be considered full-time.

O Locate a job code or click +Add to add a new job code.
O In the FTE Hrs field, type the number of full-time equivalent hours for the selected job code.

O Click Save.
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Update Employee Records

Personnel > Maintenance > Employment Info

Use the Staff/Job Pay Data page to update the necessary TRS reporting data fields.

O Retrieve an employee.

Employment Type

Required TRS reporting field.

Click ¥ to select the employee's employment type code.
* F - Half-Time or more

* M - Temporary

* P - Less than Half-Time

* S - Substitute

Retiree Employment
Type

Required TRS reporting field. (for retirees)

Click ™ to select the retired employee's retiree employment type code.
* C - Combination of Substitute and Half-Time or less

* F-Full-Time

* H - Half-Time or less

* S - Substitute

ERS Retiree Health
Elig

Select if the employee is an Employment Retirement System of Texas (ERS)
retiree and is eligible to receive health coverage for the current year
through ERS. If selected, the employee does not pay the Member Insurance
Contribution (IN), and the employer does not pay the Reporting Entity TRS-
Care payment (RI).

NY ERS Retiree Health
Elig

Select if the employee is an Employment Retirement System of Texas (ERS)
retiree, and is eligible to receive health coverage for the next year through
ERS.
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Payroll > Maintenance > Staff/Job Pay Data > Job Info

TRS Member
Pos

Required TRS reporting field.

Click ™ to select the code indicating the employee's classification. This field is
required for All employees.

* 01 - Professional staff

¢ 02 - Teacher, librarian

* 03 - Support staff

* 04 - Bus driver

¢ 05 - FT nurse/Counselor

* 06 - Peace Officers

* 07 - Food service worker

* 09 - Summer School

Notes: A value must be selected in the TRS Member Pos field and the contract
begin date must be less than or equal to the current month when extracting the
Contract and Position (ED40) report for the first time (i.e., First Time Report ED40
is selected.)

The TRS Member Pos field must be set to 01, 02, or 05 if the value in the State
Min Salary field is greater than zero.

Wkly Hrs
Sched

Required TRS reporting field.

Type the employee’s scheduled weekly hours for a specific job where applicable.

[ Click Save.

Before You Begin

Before you begin.

Review the follow
processing steps.

Terms:

ing information and/or complete the tasks listed before you begin the TRS

2026/01/28 21:53

5 ASCENDER - TRS Reporting Process



https://help.ascendertx.com/business/doku.php/payroll/maintenance/staffjobpaydata/jobinfo
https://help.ascendertx.com/business/lib/exe/detail.php/images/dropdown.gif?id=academy%3Abusiness_payroll_trsreportingprocess

Business

Term

Description

Days Worked

The actual number of days worked or on paid leave in a reporting period
month.

Employment Type

A code that indicates the type of employee (i.e., F - Half-Time or more, M -
Temporary, P - Less than Half-Time, S - Substitute).

FTE Hours (full-time

The number of weekly full-time employee hours for each job code.

Contribution (EC)

equivalent)

LEA (Local Education Refers to the educational entity (e.g., charter, district, etc.).
Agency)

Public Education Previously known as the Non-OASDI (Old age, survivor and disability
Employer insurance) Contribution.

Per TRS, effective September 1, 2019, all non-higher Public Education
employers are required to pay this contribution on all TRS eligible
employees, regardless of whether the employer pays Social Security. The
purpose of the Public Education Employer Contribution (EC) is to remit on a
monthly basis a contribution on the total amount of eligible salary paid to
members to TRS under Section 825.4035 of the Texas Government Code.

State Minimum

The state-mandated minimum salary amount that an employee with TRS

Position Code

Salary position code 01 - Professional staff, 02 - Teacher, librarian, or 05 - FT
nurse/Counselor must be paid based on the number of years experience as
determined by Section 153.1021 of the Texas Administrative Code,
Commissioner’s Rules on Creditable Years of Service.

TRS Teacher Retirement System of Texas

TRS Member A TRS code (01 - Professional staff, 02 - Teacher, librarian, 03 - Support staff,

04 - Bus driver, 05 - FT nurse/Counselor, 06 - Peace Officers, 07 - Food
service worker, 09 - Summer School) that identifies the employee's position
classification. This field is required for ALL employees.

TRS On-Behalf

Contributions made by the State of Texas to the Teacher Retirement System
(TRS) of Texas on behalf of a reporting entity's employees.

TRS Status

The code indicating the employee's status in regard to having a TRS deposit
computed.

Wkly Hrs Sched

The employee’s scheduled weekly hours for a specific job.

TRS Reporting Record Types:
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ED Records:

ED20 (Demo)

The ED20 record is used to provide basic demographic enroliment
information for employees and must be submitted for all new employees
including employees who were previously terminated and rehired. This does
not apply to retirees. The ED20 record is submitted to TRS at the beginning
of a new school year and each month for new employees.

Note: If an ED20 record has been submitted and corrections are required,
submit an ED25 (Demo Adj) record the following month. Do not send both an
ED20 and an ED25 record for the same employee in the same month.

ED25 (Demographic
Adjustment)

The ED25 record is used to report adjustments to an employee's previously
submitted ED20 (Demo) record.

ED25 records are not created for changes made to a terminated employee's
demographic record.

ED40 (Contract and
Position)

The ED40 record is used to report an employee's new employment and
position records. This record reports contract and position information on
each employee before the start of employment and before the submittal of
regular payroll contributions for the first time.

Multiple ED40 records should be submitted for an employee with multiple
jobs. If the various jobs fall within the same position code, then only one

record should be submitted per position code. In that scenario, the ED40

records should include the employee's primary position information.

ED45 (Contract and
Position
Adjustment)

The ED45 record is used to adjust an employee's previously submitted and
TRS-accepted ED40 record.

ED90 (Termination)

The ED90 record is used to report an employee who no longer has a contract
or work agreement with the LEA. The tab is necessary to process refunds and
other retirements.

The ED90 record is submitted to TRS in the same month that the final
transaction for the employee is reported on the Regular Payroll Report. For
employees in TRS-eligible positions, the final transaction may be the final
salary and deposits, or previously reported salary and deposit adjustments.
For employees in TRS-ineligible positions, the final transaction may be the
final salary or a previously reported salary adjustment.

The ED90 record and the final transaction reported through the Regular
Payroll Report must be submitted before TRS can process a refund, death
claim, or retirement for a member. If the final transaction month was
reported incorrectly on the ED90, you must submit a new ED90 to replace
the originally reported month.
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RP Records:

RP20 (Regular
Payroll)

The RP20 record is used to report TRS-eligible and non TRS-eligible employees'
compensation and contribution information. Multiple RP20 records should be
submitted for an employee with multiple jobs; one RP20 for each TRS position
code. If the various jobs fall within the same position code, only one RP20 record
should be submitted per TRS position code.

Per TRS, when reporting employees in non TRS-eligible positions, the only
compensation data to be reported is the total gross compensation, no contribution
data should be reported. The only exception is that employees in non-eligible
positions may purchase Special Service through payroll deduction. Therefore,
service credit purchase deduction may be reported for these employees. In
addition, the hours worked/scheduled and days worked data must be reported for
ALL employees.

RP25 (Payroll

The RP25 record is used to report adjustments to an employee's previously

Adjustment) reported compensation and contribution information. RP25 Payroll Adjustment
records can be used to correct an incorrectly submitted RP20 or add a detail
record omitted from a previous report. This is a net difference transaction.

ER Records:

ER20 (Employment |ER20 records are extracted per Primary Job and per Retiree Exception, and

of Retirees)

the Retiree Exception will be the Retiree Employment Type if selected.
* Employees with multiple jobs will have multiple ER20 records reported.

* Any extra duty pay (XTRA job) that is not attached to the job with the
Retiree Exception should be reported with the Primary Job.

* The TRS Adjustment Days extract will not extract a value for ER type
records. Users are expected to update the extracted records with the Retiree
Employment Type.

ER25 (Add Adj)

The ER25 record is used to report an adjustment that adds a record to a
previously reported Employment After Retirement report.
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ER27 (Edit Adj) The ER27 record is used to report an adjustment (i.e., edit or deletion of a
record) to a previously reported record on an Employment After Retirement
report.

The ER27 is used to edit a previously submitted and TRS-accepted ER20 or
ER25 record. If one or more of the following fields is adjusted, a net
difference transaction must be reported:

* Actual Hours Worked
* Days Worked

* Total Gross Pay

* Pension Surcharge

* TRS-Care Surcharge

Additionally, the ER27 is used to delete a previously submitted and TRS-
accepted ER20 or ER25 record. When deleting a record that was previously
reported in error, all of the following data must net to zero:

* Actual Hours Worked
* Days Worked

* Total Gross Pay

* Pension Surcharge

* TRS-Care Surcharge

TRS Reporting Requirements:

Ensure that the necessary District HR options and employee indicators are present for TRS reporting.
All employees including substitutes, part-time, and students must be reported each month regardless
of their TRS status. TRS reporting requires the following fields to be updated for all employees. You
can use the Mass Update utility to update all of the fields except the Hire and Rehire Date fields.

TRS Reporting Requirements

e ALL employees are reported.
e Retired employees are only reported on the ER record.
¢ A contract Begin and End Date is required for ALL employees.

Required Information ASCENDER Business Page
The FTE Hours (full-time equivalent) is required for the ED |Personnel > Tables > Job/Contract > Job
record if 30 hours or more. Codes

The Days Worked or scheduled is required for the RP
record. This data is retrieved from either the school
calendar or TR calendar.

Personnel > Tables > Workday
Calendars

Personnel > Maintenance >

The Employment Type is required for the ED record. Employment Info

The TRS Status (TRS membership eligibility flag) is Payroll > Maintenance > Staff Job/Pay
required for the ED record. Data > Pay Info
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A TRS Member Pos (position) Code is required for all

employees (including substitutes). Payroll > Maintenance > Staff Job/Pay

The Wkly Hrs. Sched (hours scheduled) is required for the Data > Job Info

RP record.
The Retiree Employment Type is required for the ER Personnel > Maintenance >
record. Employment Info

Calculating Retiree Surcharge Table:

The Run Payroll process uses the Retiree Exception field on the Payroll > Maintenance > Staff
Job/Pay Data > Job Info tab along with the Employment Type and Take Retiree Surcharge
fields on the Personnel > Maintenance > Employment Info tab to determine whether or not to
calculate a retiree surcharge for an employee. This table provides information on when a surcharge
should be calculated based on these factors.

Key:

Employment Type F - Half-Time or more
M - Temporary

P - Less than Half-Time
S - Substitute

Take Retiree Surcharge|Selected = (Y) Yes
Not selected = (N) No

Retiree Exception E Surge Personnel

B Non-Profit Tutor Substitute

N Non-Profit Tutor Half Time or Less
T Non-Profit Tutor Full Time

Employment Type Take Retiree Surcharge Retiree Exception Calculate Surcharge?
S Y, N E No
H Y, N E No
F Y E No
F N E No
C Y E No
C N E No
S Y, N B No
H Y B Yes
H N B No
F Y B Yes
F N B No
C Y B Yes
C N B No
S Y N Yes
S N N No
H Y N Yes
H N N No
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Employment Type| Take Retiree Surcharge Retiree Exception|Calculate Surcharge?
F Y N Yes
F N N No
C Y N Yes
C N N No
S Y T Yes
S N T No
H Y T Yes
H N T No
F Y T Yes
F N T No
C Y T Yes
C N T No

TRS Reporting Process

1. Address adjustment days.

Payroll > Payroll Processing > TRS Processing > Adjustment Days

This tab is used to add, edit, and delete adjustment days for TRS reporting.

The Extract function on this tab is used to extract the available days worked from the TRS
calendar and from any leave docks that were processed through the payroll leave
transmittals process for leave types with Use For Dock TRS Days selected on the Payroll >
Tables > Leave > Leave Type Description tab. If the adjustment days are a result of a leave
dock and the employee has multiple jobs with multiple position codes, then the adjustment
days are recorded for each of the TRS position codes. After the data is extracted, the
information can be retrieved for a specific employee in the Maintenance section of this tab.
This data is used for the RP (Regular Payroll) and ER (Employment after Retirement) records.

The Maintenance function on this tab is used to view and maintain adjustment days for a
specific employee. The information is automatically updated when the TRS adjustment days
are extracted. In addition, the data can be manually added.

The TRS Month and TRS Year fields are disabled on this tab.
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oae.C e .

TRS Month TRS Year:

ADIUSTMENT DAYS PAYROLL HISTORY EXTRACT MAINTENANCE =~ CREATE FILES  INTERFACE PURGE

Extract

Report Date [MM-TYYY) [ : ] [ Execute

Maintenance

En’ol:-vee[ ] Start Date: [ T ]

‘ Delete Time TRS Pos Cd Retiree Type Begin Adj Date End Adj Date MbrDays Adj  TRS Retiree  TRS Posted MO'YR ~ Comments Date Last Upd  User ID
Mo Rows

O Under Extract:

Field Description
Report Date (MM-YYYY) Type the reporting month and year for the report.

O Click Execute. The Extract TRS Adjustment Days - Processing Report is displayed. Review the

report.

Date Run: Exdract TRS Adjustment Days - Processing Report
Crity Ditst: 1SD Page:1 of 1
Report Date

TRS Nbr

Pos  TRS Adj
Emp Nbr Employes Name Cd Retiree AdjBegDt AdiEndDr Days Notes
000014  AGUILAR, ADRIAN A 03 ¥ 0501 05-25/ 20 Contrzcts: Mew record inserted.
000035  ARAMDA, ALEXIS 02 ¥ 0501 05-26- 20 Contracts: Mew record insertad.
000037 BERRELEZ, BELINDA ROSARIO 03 ¥ 0501 05-26- 20 Contracts: Mew record insertad.
000117  BROWM, BONMIE E 03 ¥ 0501 05-26 20 Contracts: Mew record inserted.
000452  HARRISOM, JESSICAM 02 ¥ 0501 05-26 20 Contracts: Mew record inserted.
000953  SANMIGLUEL, ROBERTO VELA 02 Y 0501 05-26 20 Contracts: Mew record inserted.
001004  STARMES, SANDRA JANE 02 Y 0501 05-26 20 Contracts: Mew record inserted.
001123  WHITE, VICENTE 02 Y 0500 05-26 20 Contracts: Mew record inserted.
001145  ZERTUCHE, XOCHITL GABRIEL 03 N 0501 05-25. 19 Contrzcts: Mew record inserted.
001147  ZIMMERMAN, YAHIDA WILLIAM 03 M 0501 05-25. 19 Contrzcts: Mew record inserted.
End of Report

O Click Process to process the records. A message is displayed indicating that the process was
successful. Or, click Cancel to return to the Adjustment Days tab.

O Under Maintenance:
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Employee Type the employee number or employee last name. As you type the data, a drop-
down list of corresponding data is displayed. Select the employee name to be

retrieved.

Type the date in the MM-DD-YYYY format. Leave blank to display all available data
for the selected employee.

Start Date

TRS Year:

ADIUSTMENT DAYS  PAYROLLHISTORY  EXTRACT  MAINTENANCE  CREATEFILES  INTERFACE  PURGE

N

]/Dm LastUpd UseriD

—

End Adj Date:

Beetires Employment Type Y at
essivnalztt w] | v] [wTin]

MbrDays Adj  TRS Retree  THS Posted MO/YR ~ Comments

] 3 N [Eammene

O Click Retrieve. The employee's existing adjustment day records are displayed; processed
records cannot be changed.

O Click +Add to add a row.

Type Click ¥ to select one of the following record types for the record.
* RP - Regular Payroll
* ER - Employment After Retirement

TRS Pos Cd

Click ™ to select the applicable TRS member position code:
¢ 01 - Professional staff

e 02 - Teacher, librarian

* 03 - Support staff

* 04 - Bus driver

¢ 05 - FT nurse/Counselor

* 06 - Peace Officers

* 07 - Food service worker

* 09 - Summer School

Retiree Employment

T Click ™ to select the employee's retiree employment type code.
ype
* B - Non-Profit Tutor Substitute

* C - Combination of Substitute and Half-time or less
* E - Surge Personnel

e F - Full-Time

* H - Half-time or less

* N - Non-Profit Tutor Half Time or Less

* S - Substitute

* T - Non-Profit Tutor Full Time

See Calculating Retiree Surcharge for additional information.

Begin Adj Date

Type the beginning adjustment date in the MM-DD-YYYY format.

End Adj Date

Type the ending adjustment date in the MM-DD-YYYY format.

Nbr Days Adj

Type the number of adjustment days for the record.

TRS Retiree

Displays the employee's TRS retirement status:
* Y - Yes, the employee is a TRS retiree.
* N - No, the employee is not a TRS retiree.
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TRS Posted MO/YR This field displays the month and year of the last TRS posting if any.

Comments Type any comments or other information that pertains to the record.

Date Last Upd This field displays the last date that the record was updated.

User ID This field identifies the user who created the transaction. The user ID
is tracked through the user’s logon to the system.

O Click Save.

Other functions and features:

Retrieve The Retrieve button is also used to retrieve information from the last save. If you
click Retrieve, any unsaved changes are lost.

In

Errors |The Errors button is displayed at the top of the page if any errors are encountered.

addition, the tab name is displayed in red to indicate the tab on which the error

occurred, and a TRS Processing pop-up window is displayed with a list of the
encountered error(s).

Click X to close the pop-up window and correct the errors.

Click to delete a row. The row is shaded red to indicate that it will be deleted when
the record is saved.

Click Save.

2. (If Necessary) Update payroll history.

Payroll > Payroll Processing > TRS Processing > Payroll History

This tab is used to make changes to an employee's payroll history data. The saved extra duty
table and employee payroll history data can be retrieved for a selected TRS reporting month
and year. If the extra duty table values and/or the employee's payroll history data is updated,
the TRS processing reports can be recreated using the Payroll > Payroll Processing > TRS
Processing > Extract tab.

Records are created and/or updated each time a payroll run is posted.

Field

Description

TRS Month

This field defaults to the current TRS reporting month.

e

Click = to select the TRS reporting month for which you want to retrieve data.
This is a required field.

TRS Year

This field defaults to the current reporting TRS year.

il

Click = to select the TRS reporting year for which you want to retrieve data. This
is a required field.

O Click Retrieve.
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The Extra Duty section is collapsed by default.

O Click Extra Duty to expand the section. This section allows you to change how extra duty is
reported for a TRS reporting period.

o The extra duty code table for the selected TRS Month and TRS Year is displayed.
o Only S-type extra duties are displayed.

TRS Month: | +| TRSYear: |

ADIUSTMENT DAYS PAYROLL HISTORY EXTRACT MAINTENANCE CREATE FILES INTERFACE PURGE

~ Extra Duty

=
Retrieve
A Extra Duty Code Expense 373 TRS Position Code

02 ECHS Dean Sti (03 Support staff v
17 SPLMTSPED ( v ]
19 SPLMT ESL ( v ]
21 SPLMT,GT ( v]
22 SPLMT SP ED{MS) B ( v
24 SPLMT ESL.(MS) ( v
27 SPLMT SPEDELEM O ( v]
30 SPLMT BIL(ELEM) O ( v]
63 MASTER DEGREE (01 Professional stzff v
64 MASDGREFIELD ( ]
« 11 (3] (o)
N J
I + Employee Histary Information
Field Description
Extra Duty The extra duty code and description from the Payroll > Tables > Salaries >
Code Extra Duty tab for the selected TRS reporting month and year is displayed.
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Field

Description

Expense 373

Select if the extra duty code is eligible for the expense 373 state minimum
expenditure. Otherwise, leave blank.

If an employee is paid using the specified extra duty code, Expense 373 is
selected, a TRS Position Code is not selected, and the employee is subject
to state minimum, then the extra duty amount is included in the TRS 373
calculations using the TRS position code of the employee's primary job.

If a TRS Position Code is selected on this page, it is used for reporting the

pay associated with the extra duty code. If Expense 373 is selected and the
TRS Position Code is 01, 02, or 05, then the amount is included in the TRS
373 calculations where applicable.

If Expense 373 is not selected for an extra duty code but the TRS Position
Code is 01, 02, or 05, then the pay associated to the extra duty code is not
included in the TRS 373 calculations; however, it is included in the Public
Education Employer Contribution calculations.

Example: A teacher teaching summer school is paid using an extra duty
stipend, Expense 373 should not be selected in the Payroll History extra duty
table and the appropriate TRS Position Code (03, 04, 07, or 9) should be
selected.

TRS Position
Code

Click ™ to select the applicable TRS member position code:
* 01 - Professional staff

* 02 - Teacher, librarian

* 03 - Support staff

* 04 - Bus driver

* 05 - FT nurse/Counselor

* 06 - Peace Officers

» 07 - Food service worker

* 09 - Summer School

The Employee History Information section is expanded by default.

O Click Employee History Information to collapse the section. This section allows you to
change how an employee's payroll history is reported for a TRS reporting period.

ADIUSTMENT DAYS PAYROLL HISTORY EXTRACT MAINTEMANCE CREATE FILES INTERFACE PURGE

» [Exctra Dty

- Employes History Information

Employes: ||

Jab Information

Freq A PayDate

Annual State Pericd State < _ Wholly Sep Amcaunt|
Minimurmn Salary MSinimum Salary Eonc Davs This Pay Pericd

Check Mumber Adj Nbr Job Code: Total Gross TRS Gross TRS Position Code:

Mo Raws

Exctra Duty Information
-

Freq 4 PayDate
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Field Description

Employee|Begin typing the employee name or number. As you type the data, a drop-down list
of corresponding data is displayed. Select an employee and click Retrieve.

The employee's payroll history data for the selected TRS reporting month and year is displayed.
All jobs (non-XTRA) are displayed for all pay frequencies (4, 5, and 6) and for each pay
date/adjustment (including voids). System adjustments are not included.

If the TRS Position Code is 01, 02, or 05, the Annual State Minimum Salary, Period State
Minimum Salary, State Basic Days, and Wholly Sep Amount This Pay Period fields are
enabled and can be changed.

TRS Monthe oy TRS Year:

ADIUSTMENT DAYS PAYROLL HISTORY EXTRACT MAINTENANCE CREATE FLES INTERFACE PURGE

| » Extra Duty

[ + Emplayee History Information

Employes: (000113 - SROWN, BILY E ]

lab Information

Freq 4 PayDate Check Humber  AdiNbr  Job Code TotalGross  TAS Gross

5 291717 291717

Extra Duty Information

Freg 4 PayDate Adj Nbr Extra Duty Code Account Code Amount Exp 373

5 a 160,00

5 1 R A e 5500

If the TRS Position Code is 03, 04, 06, or 07, the Annual State Minimum Salary, Period
State Minimum Salary, State Basic Days, and Wholly Sep Amount This Pay Period fields
are disabled and cannot be changed.

TRS Month far TRS Year:

ADIUSTMENT DAYS ~ PAYROLLHISTORY  EXTRACT  MAINTENANCE CREATEFLES  INTERFACE  PURGE

| + Extra Duty

[ + Emplayee History Informaticn

y 113 - ERO0WN, BILLY E | Retrieve
ation

Freq 4 PayDaee Check Number A Nbr lob Code TowlGross TRSGross  JRS Position Code

5 2917.17 291717 [ 03 Support staff

5 a 160.00

Under Job Information, the following information is displayed from the employee's job history

table.
Freq The pay frequency is displayed.
Pay Date The pay date associated with the selected TRS reporting month and year is

displayed.
Check Number |The check number for the specified payroll run is displayed.
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Adj Nbr If any adjustments exist for the specified payroll run, the adjustment
number is displayed.

Job Code The employee's job code and job code description are displayed and cannot
be changed.

Total Gross The employee's total gross amount for the current payroll period is
displayed. The amount is calculated by dividing total contract amount by
the number of pay periods (according to the pay frequency) in the fiscal
year. The value cannot be changed.

TRS Gross The employee's TRS gross amount is displayed and cannot be changed.

TRS Position The employee's TRS member position code is displayed and can be

Code changed.

Annual State
Minimum Salary

The employee's annual (total) state minimum salary is displayed. The salary
is computed by multiplying the foundation daily rate by the percent
assigned times the number of days in the contract. The amount can be
changed.

This field is only enabled if the TRS Position Code is 01, 02, or 05.

Period State
Minimum Salary

The employee's state minimum salary for the current payroll period is
displayed. The salary is calculated by dividing the annual (total) state salary
by the number of pay periods (according to the pay frequency) in the fiscal
year. The amount can be changed.

This field is only enabled if the TRS Position Code is 01, 02, or 05.

State Basic
Days

The employee's number of state minimum days is displayed. The number of
days can be changed.

Click ¥ to select the number of days in the contract for the employee.

* 000 TRS - Non contract

» 187 Valid basic days in contract
* 202 Valid basic days in contract
» 207 Valid basic days in contract
» 220 Valid basic days in contract
» 226 Valid basic days in contract

This field is only enabled if the TRS Position Code is 01, 02, or 05.
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Wholly Sep The wholly separate amount is displayed for the pay period if any. This field
Amount This should only be used if part of the contract total includes a wholly separate
Pay Period amount.

This field is only enabled if the TRS Position Code is 01, 02, or 05. If so,
type the total salary for the current pay period that is not subject to the
State Base.

Example:

An employee’s primary job is a teacher and his extra duty job is a bus
driver. Since the bus driver salary is not subject to the State Base, it is
recommended to set up the bus driver duty as a separate job or as an
extra duty without Expense 373 selected. In this case, a wholly separate
amount does not need to be entered as it is already excluded.

However, if the employee’s teacher and bus driver salary is lumped
together in the contract total, the bus driver salary (extra duty
compensation) is not subject to the Stat Min because it is wholly separate
from his main duties; therefore, the annual bus driver salary amount should
be indicated in the Wholly Sep Amt field.

Under Extra Duty Information, the following information is displayed from the employee pay
distribution history record and cannot be changed:

TRS Manth: 2| TRS Year

ADIUSTMENT DAYS PAYROLL HISTORY EXTRACT MAINTENANCE CREATE FLES INTERFACE PURGE

| + Extra Duty

[ - Emplayee tistory ifermation

Annual State Peviod State e Basic D out
Minimurm Salary Minimum Satary: e This Pay Period

FA FE ASSISTANT 20234
GH GOLF HEAD 7.5

[¢]

Freq

Pay Date

Adj Nbr

Extra Duty Code
o Account Code

o Amount

o

[¢]

[¢]

The Exp 373 check box can be changed if the extra duty pay was from a transmittal without an
applied extra duty code.

O Click Save. Use the Payroll > Payroll Processing > TRS Processing > Extract tab to recreate
the TRS processing reports.
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3. Extract data.

Payroll > Payroll Processing > TRS Processing > Extract

This tab is used to extract the following TRS reporting data. All six extracts (ED20, ED40,
ER20, RP20, Adjustment Days to RP25, and Adjustment Days to ER27) can be run
simultaneously while you perform other system tasks. You can extract per frequency or for all
frequencies.

1. Employee Demographic (ED20)

Extracts employee demographic information (employee number, name, address, date
of birth, gender, and contact information) for all employees from the Personnel >
Maintenance > Staff Demo > Demographic Information tab to the TRS Processing
Maintenance tab.

An ED20 record must be submitted for all new employees including employees who
were previously terminated and rehired. This does not apply to retirees. The ED20
record is submitted to TRS at the beginning of a new school year and each month for
new employees. The ED25 record is used to change previously submitted employee
demographic information.

2. Contract and Position (ED40)

Extracts contract and position information for all employees prior to the start of
employment and prior to the submittal of regular payroll contributions for the first time.
The data is extracted from the Payroll > Maintenance > Staff Job/Pay Data > Job Info
tab to the Payroll > Payroll Processing > TRS Processing > Maintenance tab.

Multiple ED40 records should be submitted for an employee with multiple TRS position
codes. If the various jobs fall within the same position code, then only one record can
be submitted per position code. In that scenario, the ED40 records should include the
employee's primary position information.

FTE Hours Notes:

» The extract first uses data from the Wkly Hrs Sched field on the Payroll >
Maintenance > Staff Job/Pay Data > Job Info tab.

= If the Wkly Hrs Sched field is zero, the extract uses the value in the FTE
Hrs field on the Personnel > Maintenance > Tables > Job/Contract > Job
Codes tab.

= If the FTE Hrs field is zero on the Job Codes tab, the extract uses the value
in the Standard Hours per Workday field on the Payroll > Tables >
District HR Options page (the extract multiplies the field by five to get the
hours per week).

= |f the employee has multiple jobs and/or TRS position codes, the %
Assigned (total percentage of the employee's responsibilities represented
by each job) field from the Payroll > Maintenance > Staff Job/Pay Data > Job
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3.

Info tab is factored into the calculation.
= |f No FTE is selected on the Personnel > Maintenance > Tables >
Job/Contract > Job Codes tab, then the FTE Hrs for the job is set to zero.

Summer School Contracts (TRS position code 09):

The ED40 extract creates an ED40 record for employees who have a TRS position code
09 and a summer school contract begin date (month/year) on the Summer School
Contracts page that is equal to the TRS Reporting month/year.

The RP20 extract creates an ED40 record if:

= The employee has a summer school contract begin date (month/year) on the
Summer School Contracts page that is equal to the TRS Reporting month/year.

= The employee was paid with an extra duty code that has TRS position code 09
assigned on the Payroll > Payroll Processing > TRS Processing > Payroll History
tab (Extra Duty section).

= The employee does not have an existing ED40 record for the reporting month.

Regular Payroll (RP20)

Extracts employee compensation and contribution information for the selected
reporting period.

= Multiple RP20 records should be submitted for an employee with multiple TRS
position codes; one RP20 for each TRS position code. If the various jobs fall within
the same position code, only one RP20 record should be submitted per position
code.

= Per TRS, when reporting employees in non-TRS-eligible positions, the only
compensation data to be reported is the total gross compensation, no
contribution data should be reported. The only exception is that employees in
non-eligible positions may purchase Special Service through payroll deduction.
Therefore, service credit purchase deduction may be reported for these
employees. In addition, the hours worked/scheduled and days worked data must
be reported for ALL employees.

* The Adjustment Days function should be processed prior to performing this
function.
Note: The extract first uses data from the Wkly Hrs Sched field on the Payroll >
Maintenance > Staff Job/Pay Data > Job Info tab. If the field is zero, the extract
uses the FTE Hrs field on the Personnel > Maintenance > Tables > Job/Contract
> Job Codes tab. If that field is zero, then the extract uses the Standard Hours
per Workday field on the Payroll > Tables > District HR Options page (the
extract multiplies the field by five to get the hours per week). If the employee has
multiple jobs and/or TRS position codes, the % Assigned (total percentage of the
employee's responsibilities represented by each job) field from the Payroll >
Maintenance > Staff Job/Pay Data > Job Info tab is factored into the calculation.
The RP20 record informs TRS of the employee's weekly scheduled hours. For
example, the employee works 20 hours a week as a part-time employee in a full-
time job.

= |f the TRS Insurance Employer Paid check box is selected on the Payroll >
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Tables > Taxes/Deductions > TRS Rates tab, the TRS Insurance calculations are
excluded from the regular payroll calculations and performed when the RP20
Extract is performed. The TRS Insurance is calculated and expensed for the LEA
based on the employee’s distributions for the applicable payrolls that were
processed during the reporting month. This applies to distribution history record
types G, O, A, and S.

= If the RP20 extract does not include Employer Paid TRS Insurance calculations,
the RP20 - Employer Paid TRS Insurance report is not generated.

= The RP20 extract uses the TRS Extract Options on the Payroll > Tables >
District HR Options page to determine which hours (actual or scheduled) to
report for pay type 1, 2, and 3 employees.

= The Public Education Employer Contribution (Previously known as the TRS Non-
OASDI Contribution) uses the following calculation: State Minimum Salary x Public
Education Employer Contribution Rate = Public Education Employer
Contribution.

Note: Per the State of Texas Education Code, Section 42.102, effective September
01, 2019, the TRS Processing Extract will no longer use the cost of education
adjustment (index) (CEIl) value when calculating TRS 373 Statutory Minimum
Contributions. As a result:

= The Adjusted State Minimum salary is not calculated and state contributions
are due on all eligible compensation paid above the statutory minimum
salary schedule.

= The CEl value no longer exists in TRS 373 Above State Base calculations that
are used in TRS Processing, NY Payroll to Budget, and PMIS Simulations.

= The TRS Cost Education Index field remains on the Payroll > Tables >
District HR Options page for any 2018 processing needs.

O Future software updates will remove the CEl, reformat the TRS 373 report to
remove the Adjusted State Minimum column, rename TRS Non-OASDI (Reporting
Entity Payment for Non-OASDI Members) to Public Education Employer
Contribution and any other changes that are required to coincide with TRS
changes.

O Public Education Employer Contribution (Previously known as the TRS Non-
OASDI Contribution) calculations are performed for all TRS-eligible employees who
are subject to FICA tax.

O Charter schools: TRS-eligible salaries are used to calculate the Public
Education Employer Contribution (Previously known as the TRS Non-OASDI
Contribution). The Public Education Employer Contribution is not capped by state
minimum salaries.

Summer School Contracts (TRS position code 09):

The ED40 extract creates an ED40 record for employees who have a TRS position code
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09 and a summer school contract begin date (month/year) on the Summer School
Contracts page that is equal to the TRS Reporting month/year.

The RP20 extract to creates an ED40 record if:

= The employee has a summer school contract begin date (month/year) on the
Summer School Contracts page that is equal to the TRS Reporting month/year.

= The employee was paid with an extra duty code that has TRS position code 09
assigned on the Payroll > Payroll Processing > TRS Processing > Payroll History
tab (Extra Duty section).

= The employee does not have an existing ED40 record for the reporting month.

Payroll calculation notes:

= During payroll calculations, absence deductions and coded absence
deductions are allocated to the selected job when processing dock amounts
that affect the state minimum salary.

= Leave Docks are allocated based on the percent assigned to the jobs, which
may cause differences in the TRS 373 and Public Education Employer
Contribution (Previously known as the TRS Non-OASDI Contribution)
calculations if the employee has multiple jobs.

4. Employment after Retirement (ER20)

Extracts employment data of retirees regardless of the retirement date or type. The
data is extracted from the payroll history to the Payroll > Payroll Processing > TRS
Processing > Maintenance tab.

ER20 Notes

ER20 Notes:

ER20 records are extracted per Primary Job and per Retiree Exception, and the Retiree
Exception will be the Retiree Employment Type if selected.

* Employees with multiple jobs will have multiple ER20 records reported.

* Any extra duty pay (XTRA job) that is not attached to the job with the Retiree
Exception should be reported with the Primary Job.

* The TRS Adjustment Days extract will not extract a value for ER type records. Users
are expected to update the extracted records with the Retiree Employment Type.

The ER20 record always extracts the actual hours for retired employees.
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The ER20 record bases the reporting dates for the reporting month/year on that
reporting month year using the following circumstances:

If the contract begin or end date is within that reporting period, those dates are
reported.

If the reporting month is within the contract begin/end dates, the entire date range for
the month is reported.

If the contract begin/end date is outside of the reporting month year (e.g., the
employee is paid from accruals), the original contract dates are reported.

Example: If a retiree's contract begin date is 08-17-2023 and end date is 05-25-2024,
the dates reported for this employee are as follows:

Extract Month/Year

Reported Dates

August 2023 08-17-2023 - 08-31-2023
September 2023 09-01-2023 - 09-30-2023
October 2023 10-01-2023 - 10-31-2023
November 2023 11-01-2023- 11-30-2023
December 2023 12-01-2023 - 12-31-2023

January 2024

01-01-2024 - 01-31-2024

February 2024

02-01-2024 - 02-28-2024

March 2024 03-01-2024 - 03-31-2024
April 2024 04-01-2024 - 04-30-2024
May 2024 05-01-2024 - 05-25-2024
June 2024 06-01-2024 - 06-30-2024

. Adjustment Days

This utility is used to extract the available days worked from the TRS calendar and from
any leave docks that were processed through the payroll leave transmittals process for
leave types that have Use For Dock TRS Days selected on the Payroll > Tables >
Leave > Leave Type Description tab. If the adjustment days are a result of a leave
dock, and the employee has multiple jobs with multiple position codes, then the
adjustment days are recorded for each of the TRS position codes. The data is extracted
to the Adjustment Days tab in the Maintenance section.

Access the RE Portal Resources page for additional reporting information and complete file
record layouts.

Field

Description

TRS Month(This field defaults to the current TRS reporting month.

Click = to select the TRS reporting month. This is a required field.
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Field Description

TRS Year

.

This field defaults to the current TRS reporting year.

Click = to select the TRS reporting year. This is a required field.

TRS Mont: =] TRSYear |

ADIUSTMENT DAYS ~ PAYROLL HISTORY  EXTRACT  MAINTENANCE  CREATEFILES  INTERFACE  PURGE

(®) Delste Alland Insert New Records Frequency: 4 Biweekly
5 Semimanthly

& Monthly

Execute ][ Extract Status

() Insert New Records
[ First Time Reporting

[7)Employes Demographic (ED20) Extract

Employment Demographic records will be created.

[F)Regutar Payroll (RP20) Extract

Maximum Days Worked:

Maximum Hours Worked:

I

Default Zero Days Reason:

v]
Child Mutrition
Grant " Current Previous
Delots [\ Account Deseription Month Salary Month Salary
[ ] [Enitd Nutrition Extract 1 soon0a) | 5,167.39

[¥) Contract and Pesition (EDA0) Extract

From Contract Begin Date: E
To Contract Begin Date: E

[F)Employment After Retirement (ER20) Extract

Masimum Days Worked

Maximum Hour

Default Zero Days Reason

[¥) Adiustment Days

Adjustment Days to RP25
Adjustment Days to ER27

O Select one of the following extract options:

o Delete All and Insert New Records - Select to delete existing data and insert new

records.
o Insert New Records - Select to only insert new records.
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First Time
Reporting

Select if this is the first time the local education agency (LEA) is submitting
an ED20 or ED40 report.
ED20 Notes:

Employees must have an active status in the CYR payroll.

Employees are required to have either the Original Emp. Date or Latest
Re-Employ Date populated on the Personnel > Maintenance > Employment
Info tab.

The most recent value of either of these dates is used to determine if the
employee should be included in the extract.

If First Time Reporting is not selected, the most recent date value
(Original Emp. Date or Latest Re-Employ Date) that is used must match
the TRS reporting month and year.

If First Time Reporting is selected, the most recent date value (Original
Emp. Date or Latest Re-Employ Date) that is used must be equal to or
less than the TRS reporting month and year.

ED40 Notes:

A value must be selected in the TRS Member Pos field on the Payroll >
Maintenance > Staff Job/Pay Data > Job Info tab and the contract begin date
must be less than or equal to the current month when extracting the ED40
report for the first time.

To be considered for the extract, employees must have an active status in
CYR payroll and not have a TRS Status Code of 4 or 5 on the Payroll >
Maintenance > Staff Job/Pay Data > Job Info tab.

Frequency

Select the payroll frequencies (e.g., 4 (biweekly), 5 (semimonthly), 6
(monthly)) to be extracted for the report. Multiple frequencies can be
selected.

By default, only the pay frequencies that are selected on the District
Administration > Tables > District Information > Payroll Frequencies tab are
enabled and selected.

O Select the extracts to be processed. You can run multiple extracts simultaneously while you
perform other system tasks.
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Employmen

Regular Payroll (RP20) Extract

Maximum Days Worked:
Masimum Hours Worked:

Default Zero Days Reason:

TRS Manth *| TRSYear
ADIUSTMENT DAYS PAYROLL HISTORY EXTRACT MAINTENANCE CREATE FILES INTERFACE PURGE
(8) Delete Al and Insert New Records Frequency: [7] 4 Biweekly =
Extract Status
O Insert New Recards 5 Semimanthly
Monthly
[ First Time Reperting 6 Monthly

[¥)Employes Demographic (ED20) Extract

t Demographic records will be created.

Contract and Position (ED40) Extract

From Contract Eegin Date: E
To Contract Begin Date [

[¥] Employment After Retirement (ER20) Extract

O Select Employee Demographic (ED20) Extract to extract employee demographic data.

O Select Contract and Position (ED40) Extract to extract contract and position data.

From Contract
Begin Date

Type the from contract begin date in the MM-DD-YYYY format to specify a
beginning date range to be used to determine which records should be
included in the extract. If this field is populated, the To Contract Begin
Date must be populated and vice versa.

To Contract
Begin Date

Type the to contract begin date in the MM-DD-YYYY format to specify an
ending date range to be used to determine which records should be included
in the extract. If this field is populated, the From Contract Begin Date must
be populated and vice versa.

Notes:

If a date range is entered, the contract begin date from the job record must
be within the range.

If a date range is not entered and the First Time Reporting is not selected,
then the contract begin date month and year must be equal to the TRS
reporting month and year.

If a date range is not entered and First Time Reporting is selected, then the
contract begin date month and year must be equal to or less than the TRS
reporting month and year.

O Select Regular Payroll (RP20) Extract to extract regular payroll data.

Maximum Days
Worked

Type the actual number of days worked in the reporting period month.
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Maximum Hours
Worked

Type the actual number of hours worked in the reporting period month.

The below approach allows each work day to be assigned independently of
the pay dates that may contain the work day. Also, it manages the days
worked if an employee has multiple jobs with different calendar codes but
the same TRS position. And, the TRS adjustment days for leave docks
(each TRS position code will have an entry for every dock day in the TRS
adjustment days table) can easily be applied per TRS position.

Notes:

Maximum hours worked and maximum days worked should be entered
allowing a warning message to be issued to identify employees with totals
for the respective amounts (totals of all TRS positions codes) that may
exceed the entered threshold values.

Actual days worked are accumulated from the calendar codes in the job
history records for each pay date. A list of work dates is created for each
TRS position code for every employee. A work date is included if the
employee was paid during a pay date that is considered for the extract.
Included dates are based on the following:

The employee’s job history contract begin/end dates (if either is within the
current reporting month/year.)

The date is marked as a work day in the calendar code. The calendar code
to be used is determined as follows: If the job still exists in the employee’s
job master then the job master calendar code is used, if the job does not
exist in the employee’s job master, then the job history calendar code is
used. If the calendar code is blank, then the TR calendar code is used.

The dates to be considered from each calendar are based on the selected
reporting period.

Default Zero
Days Reason

Click ¥ to select one of the following reasons:

* A - Accrued Pay/Not Terminated

* C - Employee on less than 12 month pay schedule/Not Terminated
* F - Final Pay/Terminated

* | - Leave Without Pay

Child Nutrition Information

Child Nutrition (i.e. school breakfast and lunch) is a Special Revenue fund as LEAs are
reimbursed based on the number of qualifying meals. Each LEA has the option to decide
how the monthly child nutrition contributions submitted under the TRS Grant Deposit and
TRS Grant Care are determined, either by actual salaries or on the TRS Child Nutrition

Calculation Worksheet (two options).

If the LEA bases the amounts on actual salaries, a TRS Grant Code should be entered for
that fund (usually 240) on the Fund to Grant table. However, if the LEA uses one of the two
methods on the TRS Child Nutrition Calculation Worksheet, then an Expenditure Account
Code and Salary amount should be entered below for the RP extract. The system will
proportionately distribute the entered salary amount for the employees paid out of the
same fund as entered in the Expenditure Account Code field.
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O Under Child Nutrition, click + Add to add a row and enter data in the following fields:

Grant Code

Type the designated TRS grant code.

Account Code

Type the designated child nutrition expenditure account code. All expense
account codes must have the same fund/fiscal year.

Description Type a description for the entry.
Current Month  |Type the current month gross salary amount. The entered salary amount is
Salary proportionately distributed for the employees paid out of the same fund as

entered as the expenditure account.

Previous Month
Salary

Type the prior month gross salary amount. If an amount is entered, the
child nutrition salary is calculated based on the specified fund and all
employees who were paid in the prior TRS reporting month and year using
the child nutrition fund(s) (e.g., 240). If the current TRS reporting month is
09, the prior year TRS Rates table is used.

If an amount is not entered, no processing is completed for the prior
month pay dates.

RP25 records are automatically updated/inserted for the current reporting
month but adjusting the previous reporting month for child nutrition
amounts. (e.g., If you are extracting data for 04-2019, the current
reporting month is 04-2019 and the adjusting reporting month is 03-2019.)
If an RP25 record already exists, the TRS grant gross, grant deposit, and
grant care amounts are updated.

Journal entries are created in Finance for the prior month child nutrition
TRS grant deposit and care amounts.

O Select Employment after Retirement (ER20) Extract to extract employment after

retirement data.

Maximum Days
Worked

Type the actual number of days worked in the reporting period month.
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Worked

Maximum Hours |Type the actual number of hours worked in the reporting period month.

The below approach allows each work day to be assigned independently of
the pay dates that may contain the work day. Also, it manages the days
worked if an employee has multiple jobs with different calendar codes but
the same TRS position. And, the TRS adjustment days for leave docks
(each TRS position code will have an entry for every dock day in the TRS
adjustment days table) can easily be applied per TRS position.

Notes:

Maximum hours worked and maximum days worked should be entered
allowing a warning message to be issued to identify employees with totals
for the respective amounts (totals of all TRS positions codes) that may
exceed the entered threshold values.

Actual days worked are accumulated from the calendar codes in the job
history records for each pay date. A list of work dates is created for each
TRS position code for every employee. A work date is included if the
employee was paid during a pay date that is considered for the extract.
Included dates are based on the following:

The employee’s job history contract begin/end dates (if either is within the
current reporting month/year.)

The date is marked as a work day in the calendar code. The calendar code
to be used is determined as follows: If the job still exists in the employee’s
job master then the job master calendar code is used, if the job does not
exist in the employee’s job master, then the job history calendar code is
used. If the calendar code is blank, then the TR calendar code is used.

The dates to be considered from each calendar are based on the selected
reporting period.

Default Zero
Days Reason

Click ™ to select the reason for reporting zero days worked.

* A - Accrued Pay/Not Terminated

* C - Employee on less than 12 month pay schedule/Not Terminated
* F - Final Pay/Terminated

* | - Leave Without Pay

O Select Adjustment Days to extract adjustment days data.

Adjustment
Days to RP25

Select to extract all adjustments from the Maintenance tab page that do not
have an amount in the TRS Posted MO/YR field, and the TRS reporting
month and year does not match the Begin Adj Date field. Only records with
the TRS Retiree field set to N are extracted. If the adjustment days are a
result of a leave dock, and the employee has multiple jobs with multiple
position codes, then the adjustment days are recorded for each of the TRS
position codes. Only the net difference days worked are extracted to the RP25
record.

Adjustment
Days to ER27

Select to extract adjustments from the Maintenance tab. Only records that
have the TRS Retiree field set to Y are extracted. If the adjustment days are
a result of a leave dock, and the employee has multiple jobs with multiple
position codes, then the adjustment days are recorded for each TRS position
code. No amounts are extracted to the ER27 record. Only net difference days
worked, the contract begin and end dates, and records with the default
reason code set to E are extracted.
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O Click Execute to process the selected extracts.

Sawve
TRS Month: | *| TRS Year: |
ADJIUSTMENT DAYS ~ PAYROLLHISTORY  EXTRACT  MAINTENANCE  CREATEFILES  INTERFACE  PURGE

@ Delete All and Insert Mew Records Frequency: 4 Biwaekly
Executs ] [ Extract Status
() Insert New Records 5 Semimont

[ First Time Reporting G Monthly

O Click Extract Status to view the details (extract and error reports, status, user details, etc.)
for each processed extract.

Save
TRS Month: | *| RS Year: |
ADIUSTMENT DAYS ~ PAYROLLHISTORY  EXTRACT  MAINTENANCE  CREATEFILES  INTERFACE  PURGE

(W) Delets All and Insert New Records Frequency: 4 Biweekly = -
Extract Status
(O Insert New Records 5 Semimonthly [ ’

[ First Time Reporting oot ¢

The TRS Extract Processing pop-up window is displayed with the extract Status, Extract Type,
Start date and time, End date and time, User ID, and user Email address. If the logged-on
user has an email address on the Personnel > Maintenance > Staff Demo > Demographic
Information tab, an email message is forwarded for each extract after completion.

[#] Status Extract Type UseriD  Emall Error Report  Print Report

O Under Error Report, click Print Report to display the selected error report. Review the
report.
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Dinbe Puarnc Extract Regular Pavroll to RPA) Emors:

Cnty Dit: (=] Poge: 1 of 1
Report Monthc emar Frequency: 4
Emp Hbr Frog Employes Names Error Message

The TRE TREI7I Caloulations process exscuted successiully.

The TRE Nan-0A4501 Calculations prooess ecscuted successfulby.

The Curent Month TRES Child Musntion Calculstion process exacuded sucomesfully.

The Previous Manth TRE Child MNutrition Calculation process exoscuted suocessfully.

The TRE MON-0ASDI DISTRISUTION oreate interfzos transactions process completed successfully.
The TRE ABCVE STATE DISTRISUTION create interface transacions process complesed successfully.

The TRE CHILD NUTRITION Current month creatbe inberfzos transactions process complebed
succesdully.

The TRE CHILD NUTRITION Previaus month create imerface tansactions process completed
smucressilhy.

The TRE Regular Payrall Extract o RF20 process completed successfully. Reconds were successfully
dedeted and inserted.

‘Waming- Current Ma Tatal Child Mutrition Salary of S000.00 moo=eds total salary af 0.00 extacted far
zaleciad smployees. Use the TEAM TRS 3 or £E4 ta locaie mmployess whens From Child Blutr s ==t o
¥. 0.0 has been uzad

‘Waming: Previous Mo Total Child Matrition Salary of 616738 exceeds totzld salary of 000 exdracted for

majected smployees. Une the TEAM TRS 3 or £E3 to locaie mmployess whens From Child Mutr s st o
¥. 0.0 has been uzad

T
0O0a72 4  BARRERA, ANGELA Waming: TRS Startu= not the same acoss all pay dates used for the sdrace.
00072 & BARRERA, ANGELA Waming: TRS Satus not the same acoss all pay dates used for the sxdrac:.
CO0aT2 4  BARRERA, AMGELA ‘Waming- Both Salary and Hourly job pay types defined for same TRS Pomition Code for pay dates used
for the extract
a0aT2 5 BARRERA, AMGELA ‘Waming- Both Salary and Hourly job pay types defined for same TRS Po=ition Code for pay capes pm=d
for the mdract
CO0az0 4 RODRMGUEZ, PATRICIAL ‘Waming: Both Salary and Hourly job pay types defined for same TRS Pomition Code for pay dates used
for the extract
CO0Es0 & RODRIGUEZ, PATRICIAL ‘Waming: Both Salary and Hourly job pay types defined for same TRS Posision Code for pay dabes ws=d
for the exiract
001147 4 FIMMERMAM, YAHIDA WILLLAM Waming: TRS Startu= not the same acoss all pay dates used for the sdrace.
01147 5 ZIMMERMAM, YAHIDA WWILLIAM Waming: TRS Satus not the same acoss all pay dates used for the sxdrace.
End of Report

O Under Print Report, click Print Report to display the selected extract reports. Review the
report.

Year: C Frequend|
TRS RP20 Extract Processing Report Dis
Continue ] [ Return ]
*,J d P =
Dt R RP20 - TRS STATUTORY MINIMUM EMPLOYEE LISTING - WORKSHEET Programc  HRS7810
Cty Dist =D Pagecicf 1
TRS District Number: Freguency: 4
CEl: Month: Year:
Addjumied
TRS Fad Salary Non Fed
TRS Sazim Adjusted Adjusied Foderally Salary Abowe Salary TRS 373
Pos= Winirmum Stie TRS Funded Aboes Adj. Adj. State Abon Dristrict
Emp Niw Emplayes Name Cd Salary Salary Salary State Min, Ady. Sizin Conirib
Coo249 o2 185825 1.854.25 4, 78575 24E3.23 2,835.50 SBE.E8 230252 17288
Taotals of Employees with contribution 1,B58.25 1,858.25 4,785.75 24383.23 2,883.50 586.53 230262 172638
District Totals 185825 1.856.25 4.785.75 248323 2,BE3.50 58653 2.302.62 17268
End of Repart
*TRS Position Code Mot Equal 02
# Deduction in Salary for Dock in Pay

O Click Continue to continue through the list of reports for the selected extract.

O Click Return to return to the Extract tab.
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Extract Error Report Notes:

o If a Warning message is displayed, the data is extracted and you can address the
issue(s) on the Maintenance tab.

o If a Failure message is displayed, the data is not extracted and you must resolve the
issue(s) and extract the data again.

O Click Close to close the TRS Extract Processing pop-up window and return to the Extract tab.

4. Perform maintenance.
Payroll > Payroll Processing > TRS Processing > Maintenance
This tab is used to add, edit, and delete Employee Demographic, Regular Payroll, and
Employment After Retirement records for TRS reporting.

Access the RE Portal Resources page for additional reporting information and complete file
record layouts.

Field Description
TRS Month(This field defaults to the current TRS reporting month.

il

Click = to select a TRS month for which you want to retrieve or add data. This is
a required field.

TRS Year |This field defaults to the current reporting TRS year.

ik

Click = to select the TRS year for which you want to retrieve or add data. This is
a required field.

Employee [Begin typing the employee name or number. As you type the data, a drop-down
list of corresponding data is displayed. Select an employee and click Retrieve.
The employee's data is retrieved based on the selected TRS month and year.

ED Records

Under Employee Demographic (ED) Type, a list of ED record types with the number of
existing records (Nbr of Records) is displayed.

Modify an ED record.

The record count is displayed under Nbr of Records. The ¥ button is not displayed if there
are existing records for the ED20, ED25, and ED90.
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| Save | Year: C Frequency: 5
TRS Manth: | =] TRS Year =]
ADIUSTMENT DAYS ~ PAYROLLHISTORY  EXTRACT  MAINTEMANCE  CREATEFILES  INTERFACE  PURGE
Employee: [03-3243 1 ] Retrigve
TRS Month: TRS Year:
Employes Demographic [ED) Type Mbr of Records Select  Delete  Add
ED20 Demographic 1 0
ED25 Demographic Adj 0 =
ED40 Contract & Position 0 -+
EDI45 Contract & Fosition Adj ] o
EDS0 Termination i o
Regular Payroll (RF) Type TRS Pasition Code Days Worked Total Gross Pay AdjMolvear Select Delete  Add
RP20 Regular Payroll 01 Professional staff o 3,113.00 (o] i e
RP25 Regular Payroll Adj +
Employment After Retirement (ER) Type Mbr of Records Select  Delete  Add
ERZ0 Employment of Retirees i} i
ER2S5 Add Adj 0 ==
ER27 Edit Adj 1] e

O Click © to view the record details. The corresponding maintenance pop-up window opens
with the record details.

ED40 Contract & Position
Emp Hbr: DD0249 Staff IDvS5N: 112-79-8767 Name: DE HOWVOS, DEANNA STAR DOE 06-25-1952 Gender: F - Female

Pogition Cortract

Employme=nt Start Date: RE Pays Social Security:
Mon-Standsrd Wark Wesk: El

TRS Membership Elgibility: []

O

TRS Pasitlon Code: [ 01 -

Professicnal staff
F - Half-Time or mare w

M - Subject to medicare

ERS Retiree Health Blig: e i
Employment Type: ST,
FTE Hr= Contract Begin Date:

“) Pay Uinit/Sslary Flag:

Hrly Pay Rate: Contract End Dhate

If there are multiple records for a record type (ED40, ED45, ER25, ER27), click = ™ to toggle
between the records.

o Make the necessary changes and click Save.
o Click Close to close the pop-up window.

O Click 1 to delete a record. A warning message informing you that the selected record type
will be deleted is displayed.
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EDAE Cartract & Pasitan Adj 1

ED2D0 Termination

Regular Payroll [RF] Type
RP20 Regular Payrall 01 Frofessional =t

RP 25 Regular Payrall Adj

TRS Position G . .

Add

+4

Employment After Retirement (ER] Type

ER20 Emplayment of Retirees
ERZ5 add Ad

ER2T Edit Adj

Mbr of Records

Select

Delete  Add

+++

o Click OK to delete the record.

o Click Cancel to return to the Maintenance page without deleting the record.

For record types that may have multiple records (ED40, ED45), a pop-up window opens with a
list of TRS position codes for the existing records. Select the TRS position code records to be

deleted.

ED40 Contract & Position

(] '\ TRS Position Code
D 01- Professional staff
03- Support staff

=P

Select

O Click Select. A warning message informing you that the selected record type will be deleted

is displayed.

Warning

ED4D record will be deleted.

Click OK o delete, or Cancel to return.

OE

S |

Cancel

o Click OK to delete the record.

o Click Cancel to return to the Maintenance page without deleting the record.

Add an ED record.

O Click * to add a record. The corresponding maintenance pop-up window opens allowing you

to add and save data.
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Save ] Year: C Frequ(
TRS Month: | +| TRSYear | =
ADIUSTMENT DAYS PAYROLL HISTORY EXTRACT MAINTENANCE CREATE FILES INTERFACE PURGE
Employee: (000249 - DE HOYOS, DEANNA STAR ]
TRS Month: TRS Year:
Employee Demographic (ED) Type Nbr of Records Select Delete Add
ED20 Demographic 0 +
EDZE Demagraphic Adj 0 o=
ED40 Contract & Position 2 o m i
ED45 Contract & Position Ad) 1 0 i} +
ED90 Termination 0 4

Regular Payroll (RP) Type

TRS Position Code

Days Worked Total Gross Pay Adj Mo/Year

Select Delete  Add

RP20 Regular Payroll 01 Professional staff 0 3,113.00 (9] m +
RP25 Regular Payroll Adj =
'd ™
Employment After Retirement (ER) Type Mbr of Records Select Delete Add
ER20 Employment of Retirees 0 B
ERZE Add Adj 0 g
ER27 Edit Adj 0 e

O Complete the necessary fields and click Add to add the record. When the record is
successfully added, an Add Successful message is displayed and the Add button is disabled.
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ED20 Demographic

Emp Mbr: 000249 Staff ID/SSM: 112-79-8767

Demo Information

Staff IDVSSN: T3 70.a767 | POF (p-75.1057 | Gender

Name: [DEHOYOS | [DEANNA ] [5TAR ]( v]
Last First Middle Generation
Address
Nbr: (2142

Street/P.0. Box: [INGRAM

Aet: [ Contact Info

St:_;: {mﬁ Phone Nor:

Zip: ) Work Email: | |
Province: | ]

Country: [ ] i

PostalCode: [ ]

* [ Add ] [ Close ]

O Click Close to close the pop-up window.

The Nbr of Records count is increased by one.

TRS Month: ~| TRS Year:

L

dve | Year: C

Ak

ADIUSTMENT DAYS PAYROLL HISTORY EXTRACT MAINTENAMNCE CREATE FILES INTERFACE PURGE

Employee: [-DDC'24EI: DE HOYOS, DEANNA STAR ] [ Retrigve
TRS Month: TRS Year:
' ™
Employee Demographic (ED) Type Select Delete Add
EDZ0 Demographic o |
EDZ5 Demographic Ad) 4
EDM0 Contract & Position (8] i -
ED45 Contract & Position Adj 0O +
EDA0 Termination e

ED20 Demographic record details.
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The ED20 Demographic record is used to report an employee's demographic information. An
ED20 record must be submitted for all new employees including employees who were
previously terminated and rehired. This does not apply to retirees. The ED20 record is
submitted to TRS at the beginning of a new school year and each month for new employees.

Note: If an ED20 record has been submitted and corrections are required, submit an ED25
(Demo Adj) record the following month. Do not send both an ED20 and an ED25 record for

the same employee in the same month.

Mhr: (2142

Street/P.0. Box: [INGRAM

ED20 Demographic
Emp Mbr: 000249 Staff ID/SSM: 112-79-8767
Demao Information
Staff 9 on.me | DOB: =z oo | Dender - Femnal
Doon. | 112-79-8767 |  06-25-1952 F-Female +
Name: [DE HOYOS ] [DEANNA ] [STAR J( v
Last First Middle Generation
Address

) [ Contact Info
City: [A'.emn City -
State: [T:{ - Texas w ] Phone Mbr:
Zip: +4 :] Work Email [
Province: [ ]

Country: [ ] ;

Postal Code: :]

[

L
£
L

[—

O Under Demo Information, the employee's demographic information is automatically
populated from the employee's demographic record. Update the fields as needed.

Staff ID/SSN|Type the employee's nine-digit social security number.

DOB

Type the employee's date of birth in the MM-DD-YYYY format.

Gender Click ™ to select the employee's gender.

Name Type the employee's last, first, and middle name.

Generation

Click ™ to select the employee's generation code.

O Under Address:

Nbr Type the street number for the mailing address of the employee. The field
can be a maximum of eight characters.
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Street/P.O. Type the street name or post office box number for the mailing address of the

Box employee. The field can be a maximum of 30 characters.

Apt Type the apartment number for the mailing address of the employee. The
field can be a maximum of seven characters.

City Type the city name for the mailing address of the employee. The field can be
a maximum of 20 characters.

State Click ¥ to select a state for the mailing address of the employee.

Zip Type the five-digit zip code for the mailing address of the employee.

+4 Type the additional four digits of the zip code.

Province Type the province of the employee's address. This field is only necessary for
foreign addresses.

Country Click ¥ to select the country of the employee's address. The Demographic
Address Country lookup is displayed.
In the Search field, begin typing the country name or code to narrow the
search. Select the country code. The lookup is closed and the Country field is
populated with the selected code. Otherwise, click Cancel to close the lookup
without selecting a country code.
This field is only necessary for foreign addresses.

Postal Code Type the postal code for the employee's address. This field is only necessary
for foreign addresses.

O Under Contact Info:

Phone Nbr

Type the employee's 10-digit phone number.

Work E-mail

Type the employee's work e-mail address. The field can be a maximum of 100
characters.

ED25 Adjustment record details.

The ED25 Demographic Adjustment tab is used to report adjustments to an employee's
previously submitted ED20 (Demo) record.

ED25 records are not created for changes made to a terminated employee's demographic

record.

Note: If an ED20 record has been submitted and corrections are required, submit an ED25
record the following month. Do not send both an ED20 and an ED25 record for the same
employee in the same month.

The Emp Nbr, Staff ID/SSN, Name, DOB, and Gender fields are displayed and cannot be

changed.
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ED25 Demographic Adj

Emp Mbr: 000249 Staff ID/S5M: 112-79-8767 Mame: DE HOYOS, DEANWA STAR DOE: 06-268-1952 Gender: F - Female

Mew Demo Information

staffIDiSSM: [ - ] DoB: [ -- ] Gender
Nome | I | | —

Last ct Middle Generation

Original Demo Information

Staff ID/SSN: [ 112-79-8767 | DOB: [ 06-25-1952 | Gender:
Name: [DE HOYOS ] [DEANNA | (STAR || v

Last First Middle Generation

Mew Address

Mbr: [
Street/P 0. Box: [

Apt: [

MNew Contact Info

City: [

State: [ v] Phone Nbr: C]:]
Tip: :] +4 C] Work Email: [

Province: [ ]

Country: [ ] i

Add ] [ Close

O Under New Demo Information:

Staff ID/SSN|Type only corrections to originally submitted staff ID/Social Security Number

data.

DOB Type only corrections in the MM-DD-YYYY format to previously submitted date of
birth data.

Gender Type only corrections to originally submitted gender data.

Name Type only corrections to the originally submitted employee's last, first, and

middle names.

Generation |Cjick ¥ to select the corrected generation code.

O Under Original Demo Information, the following fields must be completed.

Staff ID/SSN|Type the employee's originally submitted staff ID/Social Security Number data.

DOB Type the employee's originally submitted date of birth in the MM-DD-YYYY
format.

Gender Click ™ to select the employee's originally submitted gender.

Name Type the employee's originally submitted last, first, and middle names.

Generation |Cjick ¥ to select the originally submitted generation code.
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O Under New Address:

Notes: If you need to delete data in a field, complete the field by typing X's for the
maximum number of characters allowed in that specific field.

If any field under New Address is updated, all of the applicable New Address fields must

be completed

Nbr Type the new street number for the mailing address of the employee. The
field can be a maximum of 10 characters.

Street/P.O. Type new the street name or post office box number for the mailing address

Box of the employee. The field can be a maximum of 30 characters.

Apt Type the new apartment number for the mailing address of the employee.
The field can be a maximum of seven characters.

City Type the new city name for the mailing address of the employee. The field
can be a maximum of 20 characters.

State Click ¥ to select a new state for the mailing address of the employee.

Zip Type the new five-digit zip code for the mailing address of the employee.

+4 Type the new additional four digits of the zip code.

Province Type the new province of the employee's address. This field is only necessary
for foreign addresses.

Country Click ¥ to select the country of the employee's address. The Demographic
Address Country lookup is displayed.
In the Search field, begin typing the country name or code to narrow the
search. Select the country code. The lookup is closed and the Country field is
populated with the selected code. Otherwise, click Cancel to close the lookup
without selecting a country code.
This field is only necessary for foreign addresses.

Postal Code Type the new postal code for the employee's address. This field is only
necessary for foreign addresses.

O Under New Contact Info:

Phone Nbr

Type only corrections to the employee's previously submitted 10-digit phone
number.

Work E-mail

Type only corrections to the employee's previously submitted work e-mail
address. The field can be a maximum of 100 characters.

ED40 Contract and Position record details.

The ED40 record is used to report an employee's new employment and position records. This
record reports contract and position information on each employee before the start of
employment and before the submittal of regular payroll contributions for the first time.

Multiple ED40 records should be submitted for an employee with multiple jobs. If the various
jobs fall within the same position code, then only one record should be submitted per position
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code. In that scenario, the ED40 records should include the employee's primary position

information.

The Emp Nbr, Staff ID/SSN, Name, DOB, and Gender fields are displayed and cannot be

changed.

ED40 Contract & Position

Emg Mbr: 000249 Staff ID/SSH: 112-79-8767 Mame: DE HOYOS, DEANMNA STAR DOE: 08-25-1952 Gender: F - Female

Contract

O Under Position:

Field Description
TRS Membership . .
Eligibility Select if the employee is eligible for TRS.

ERS Retiree Health Elig

Select if the employee is a member of the Employees Retirement
System of Texas (ERS).

FTE Hrs

Type the number of hours per week that the employee must work to
be considered full-time in their primary position. The number should
be between 30-40.

Hrly Pay Rate

This field is required if the Pay Unit field is set to Hourly. Type the
employee's new hourly pay rate.

TRS Position Code

Click ™ to select the applicable TRS member position code:
* 01 - Professional staff

* 02 - Teacher, librarian

* 03 - Support staff

* 04 - Bus driver

* 05 - FT nurse/Counselor

* 06 - Peace Officers

* 07 - Food service worker

* 09 - Summer School

Employment Type

Click ¥ to select the employee's new employment type code.

* F - Half-Time or more
* M - Temporary

* P - Less than Half-time
* S - Substitute

Pay Unit/Salary Flag

Click ¥ to select whether the employee's new pay is salary or
hourly. If Hourly is selected, the Hrly Pay Rate field is required.

O Under Contract:

Employment Start Date

Type the employee's most recent employment start date in the
MM-DD-YYYY format.
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Contract Begin Date Type the date that the contract began in the MM-DD-YYYY format.
Contract End Date Type the date that the contract ends in the MM-DD-YYYY format.

RE Pays Social Security |click ¥ to indicate if social security is paid by the reporting
entity.

*Y-Yes

* M - Medicare Only

*N-No

Non-Standard Work Week|Select if the employee is currently working a non-standard work
week. A non-standard work week occurs when the employee is
regularly scheduled to work fewer than five days per week.

ED45 Contract and Position Adjustment record details.

The ED45 record is used to adjust an employee's previously submitted and TRS-accepted
EDA40 record.

Note: All Original fields must be completed and at least one New field.

The Emp Nbr, Staff ID/SSN, Name, DOB, and Gender fields are displayed and cannot be
changed.

ED45 Contract & Positian Adj u
Emp Mbr- 000249 Staff IVSSH: 112-79-8767 Name: DE HOYOS, DEANMA STAR DOB: 06-25-1952 Gander: F - Female

Mew Position

Mew Contract

t Start

RE Pays Social Sec
i s E Mon-Standard Wark Wes

Reascn Code: [E - Ed# |
I

O Under New Position:

Field Description

TRS Membership , e

Eligibility Select if the employee is eligible for TRS.

ERS Retiree Health Select if the employee is a member of the Employees Retirement

Elig System of Texas (ERS).

FTE Hrs Type only corrections to the number of hours per week that the
employee must work to be considered full-time in their primary
position. The number should be between 30-40.
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Field

Description

Hrly Pay Rate

This field is required if the Pay Unit field is set to Hourly. Type only
corrections to the employee's hourly pay rate.

TRS Position Code

Click ¥ to select the employee's corrected position code.

* 01 - Professional staff

» 02 - Teacher, librarian

* 03 - Support staff

* 04 - Bus driver

* 05 - FT nurse/Counselor
* 06 - Peace Officers

» 07 - Food service worker
* 09 - Summer School

Employment Type

Click ¥ to select the employee's corrected employment type code.

* F - Half-Time or more
* M - Temporary

e P - Less than Half-time
* S - Substitute

Pay Unit/Salary Flag

Click ¥ to select whether the employee's corrected pay is salary or
hourly. If Hourly is selected, the Hrly Pay Rate field is required.

O Under Original Position:

Field Description

TRS Membership . o

Eligibility Select if the employee is eligible for TRS.

ERS Retiree Health Select if the employee is a member of the Employees Retirement
Elig System of Texas (ERS).

FTE Hrs Type the originally submitted number of hours per week that the

employee must work to be considered full-time in their primary
position. The number should be between 30-40.

Hrly Pay Rate

This field is required if the Pay Unit field is set to Hourly. Type the
employee's originally submitted hourly pay rate.

TRS Position Code

Click ™ to select the employee's corrected position code.

* 01 - Professional staff

* 02 - Teacher, librarian

* 03 - Support staff

* 04 - Bus driver

* 05 - FT nurse/Counselor
* 06 - Peace Officers

* 07 - Food service worker
* 09 - Summer School

Employment Type

Click ™ to select the employee's originally submitted employment
type code.

* F - Half-Time or more
* M - Temporary

* P - Less than Half-time
* S - Substitute
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Field

Description

Pay Unit/Salary Flag

Click ™ to select whether the employee's originally submitted pay is
salary or hourly. If Hourly is selected, the Hrly Pay Rate field is
required.

O Under New Contract:

Employment Start Date

Type the employee's corrected most recent employment start date
in the MM-DD-YYYYformat.

Contract Begin Date

Type the corrected date that the contract began in the MM-DD-
YYYY format.

Contract End Date

Type the corrected date that the contract ends in the MM-DD-YYYY
format.

RE Pays Social Security

Click ¥ to select a corrected response to indicate if social security
is paid by the reporting entity.

*Y-Yes
* M - Medicare Only
*N-No

Non-Standard Work
Week

Select if the employee is currently working a non-standard work
week. A non-standard work week occurs when the employee is
regularly scheduled to work fewer than five days per week.

O Under Original Contract:

Employment Start Date

Type the employee's originally submitted employment start date
in the MM-DD-YYYY format.

Contract Begin Date

Type the originally submitted date that the contract began in the
MM-DD-YYYY format.

Contract End Date

Type the originally submitted date that the contract ends in the
MM-DD-YYYY format.

RE Pays Social Security

Click ¥ to select the originally submitted response to indicate if
social security is paid by the reporting entity.

*Y-Yes
* M - Medicare Only
*N-No

Non-Standard Work
Week

Select if the employee is currently working a non-standard work
week. A non-standard work week occurs when the employee is
regularly scheduled to work fewer than five days per week.

[ Under Adjustment:

Reason
Code

* D - Delete
* E - Edit

Click ¥ to select the reason for the adjustment.

A - End/Add Contract/Position Record - If selected, all New Position and Contract
fields that are required on the ED40 are required. If the FTE Hours and Hourly
Pay Rate fields are blank, the values are reset to 0 and 0.00 when the record is
saved unless they are required based on the Pay Units/Salary Flag.

* N - End Contract/Position Record
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ED90 Termination record details.

The ED90 record is used to report an employee who no longer has a contract or work
agreement with the local education agency (LEA). The tab is necessary to process refunds
and other retirements.

The ED90 record is submitted to TRS in the same month that the final transaction for the
employee is reported on the Regular Payroll Report. For employees in TRS-eligible positions,
the final transaction may be the final salary and deposits, or previously reported salary and
deposit adjustments. For employees in TRS-ineligible positions, the final transaction may be
the final salary or a previously reported salary adjustment.

The ED90 record and the final transaction reported through the Regular Payroll Report must
be submitted before TRS can process a refund, death claim, or retirement for a member. If
the final transaction month was incorrectly reported on the ED90, you must submit a new
ED90 to replace the originally reported month.

The Emp Nbr, Staff ID/SSN, Name, DOB, and Gender fields are displayed and cannot be
changed.

EDS0 Termination

Emp Mor: 000249 Staff IDMSSN: 112-79-8767 Mame: DE HOYOS, DEANMA STAR DOB: 06-25-1952 Gender: F - Female
Termination Final Pay
Diate Heazon [ E - End of Employment w ] Month: ‘fear [:] Annualized Eligible TRS Compensation

Add I[ Close

O Under Termination:

Date |Type the employee's last date of employment in the MMDDYYYY format.
Reason|Cjick v to select the reason code for the employee's termination.

* D - Death
* E - End of Employment

O Under Final Pay:

Month Click ¥ to select the calendar month for the report month after which

no further deposits or adjustments for this employee will be submitted
to TRS.

Year Type the reporting year in the YYYY format for the reporting year after
which no further deposits or adjustments for this employee will be
submitted to TRS.
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Annualized Eligible |Type the amount of eligible compensation that an employee would
TRS Compensation |have earned in the school year.

This is a required field if the Reason field is set to D - Death.
If the member works in more than one position, the annualized salary

should be the total amount that would have been paid for all positions
worked.

RP Records

Under Regular Payroll (RP) Type, a list of RP records is displayed with the TRS Position
Code, Days Worked, Total Gross Pay, and Adj Mo/Year.

Modify a RP record.

| Save | Year: C
TRS Monkh: = TRS ear 3

ADIUSTMENT DAYS PAYROLL HISTORY EXTRACT MAINTENANCE CREATE FILES INTERFACE PURGE

Employee: (000249 : DE HOYOS, DEANNA STAR | Retrieve

TRS Month: TRS Year:
Employee Demographic (ED) Type Mbr of Records Select  Delete  Add
EDIZ0 Demographic 1 0
ED25 Demographic Adj u] +
ED40 Contract & Fosition 2 0 =
ED45 Contract & Position Adj 1 o -+
ED90 Terminztion 0 e
Regular Payroll (RF) Type TRS Paosition Code Days Worked Total Gross Pay Adj Moftear Select Delete  Add
RP20 Regular Fayroll 01 Professional staff a 3,113.00 ) ] el
RP25 Regular Payroll Adj 01 Professional staff 104 o +
Employment After Retirement (ER) Type Mbr of Records Select  Delete  Add
ER20 Employment of Retirees ] s
ER25 Add Adj 0 =
ER27 Edit Adj 0 =S

O Click © to view the record details. The corresponding maintenance pop-up window is
displayed with the record details.

o Make the necessary changes and click Save.
o Click Close to close the pop-up window.

O Click [ to delete a record. A warning message informing you that the selected record type
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will be deleted is displayed.

Waming
RP20 record will be deleted
TRS Position Code: 01 Professional staff

Click OK to delete, or Cancel to return.

Cancel

(o]
ra

o Click OK to delete the record.
o Click Cancel to return to the Maintenance page without deleting the record.

Add a RP record.

O Click ¥ to add a record. The corresponding maintenance pop-up window is displayed

allowing you to add and save data. Complete the necessary fields and click Add to add the
record.

RP20 Regular Payroll

g
Emp Mbr- 000249 Staff ID/S5M: 112-T9-8767 Mame DE HOYOS, DEANMA STAR D08 06-25-1952 Gender: F - Female

Job Infa

TRS Position [ e - ] Actual Hours :] Hours :] Days Zero Days P e e

Code —2 - Support = Worked Scheduled Warked: Reason —

Maonthly Amount

2 0.00 o~ ~ o - .
——— ) TRS Grant Groz: Emplr TRS Cars Cantrio: 3) Perfer Pa
= T-\D et Ly, & ‘JE erra:l A

State Mi

25510

When the record is successfully added, an Add Successful message is displayed and the Add
button is disabled.

O Click Close to close the pop-up window.

If an RP record is added with a different TRS position code, a separate row is added to the grid.

Regular Payroll (RF) Type TRS Position Code Days Worked Total Gross Pay Adj MaofYear Select Delete Aukd
RP20 Regular Payroll 01 Professional staff 0 3113.00 £ 4=
RP20 Regular Payroll 02 Support staff C 2,000.00 o -
RF25 Hegular Payroll Ad) U1 Protessional staft 10 ] -|
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RP20 Regular Payroll record details.

The RP20 record is used to report TRS-eligible and non TRS-eligible employees' compensation
and contribution information. Multiple RP20 records should be submitted for an employee
with multiple jobs; one RP20 for each TRS position code. If the various jobs fall within the
same position code, only one RP20 record should be submitted per TRS position code.

Per TRS, when reporting employees in non TRS-eligible positions, the only compensation data
to be reported is the total gross compensation, no contribution data should be reported. The
only exception is that employees in non-eligible positions may purchase Special Service
through payroll deduction. Therefore, service credit purchase deduction may be reported for
these employees. In addition, the hours worked/scheduled and days worked data must be
reported for ALL employees.

The Emp Nbr, Staff ID/SSN, Name, DOB, and Gender fields are displayed and cannot be
changed.

RP20D Regular Payroll

&

Emp Mbr- 000249 Staff ID/SSM: 112-79-8767 MName DE HOYOS, DEANMNA STAR D0B: 06-25-1952 Gender: F - Female

Job Infa

TRS Position - Actual Hours Hours Days Zero Diayz ey
Code Worked Scheduled Worked: Reason

O Under Job Info:

TRS Position  [cjick ¥ to select the applicable TRS member position code:
Code * 01 - Professional staff

» 02 - Teacher, librarian

* 03 - Support staff

* 04 - Bus driver

* 05 - FT nurse/Counselor

* 06 - Peace Officers

» 07 - Food service worker

* 09 - Summer School

Actual Hours [Type the actual number of hours that the employee worked in the reporting
Worked period month. The number of hours must be reported as a whole number.
Any number with a portion after the hour must be increased to the next
whole number (e.g., 7.5 should be increased to 8, 46.1 should be increased
to 47). This field must be reported if actual hours are tracked.
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Hours
Scheduled

Type the number of hours that the employee is scheduled per week. The
number of hours must be reported as a whole number. Any number with a
portion after the hour must be increased to the next whole number (e.g., 7.5
should be increased to 8, 46.1 should be increased to 47). This field must be
reported if the employee's actual hours are not tracked.

Days Worked

Type the actual number of days worked or on paid leave in the reporting
period month.

Zero Days
Reason

Click ™ to select the reason for reporting zero days worked for an
employee. This field is required if the value is zero in the Days Worked
field.

* A - Accrued Pay/Not Terminated

* C - Employee on less than 12 month pay schedule/Not Terminated
* F - Final Pay/Terminated

* L - Leave Without Pay

O Under Monthly

Amount:

TRS Gross

Type the amount of regular TRS-eligible compensation reported for the
employee in the current month. Do not include performance pay.

TRS Grant Gross

Type the amount of eligible compensation for the reporting period, if
any, paid from Federal funds or private grants.

Emplr TRS Care
Contrib

Type the reporting entity's contribution to TRS Care based on eligible
compensation reported for the current month.

Perfor Pay Gross

Type the amount of performance pay reported for the employee in the
current month.

TRS Care

Type the employee's member contribution to TRS-Care based on
regular eligible compensation reported for the current month.

TRS Grant Deposit

Type the state matching contribution amount based on eligible
compensation paid from Federal funds or private grants.

Contrib

Emplr New Member

Type the state matching contribution on eligible compensation paid to a
new TRS member during the first 90 days.

State Min

Type the amount of current state minimum eligible compensation.

TRS Sal Reduction

Type the amount of regular monthly member retirement contribution
reported for the employee in the current month.

TRS Grant Care

Type the state TRS-Care matching contribution amount based on
eligible compensation paid from a Federal fund or private grant.

Emplr TRS Non-
OASDI Contrib

Type the local education agency's (LEA) contribution amount for TRS-
eligible compensation paid to employees.

State Min x 0.015 = Public Education Employer Contribution (EC)
(Previously known as the TRS Non-OASDI Contribution)

Stat Min Contrib

Type the state's matching contribution on the amount of eligible
compensation paid above the state minimum eligible compensation.

Total Gross Pay

Type the employee's total gross compensation amount.

O Under Service Credit:

Deduction Amou

Service Credit Purchase

Type the monthly installment payment from a member
who is purchasing service credit.

nt
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Service Credit Tax Shelter Flag |Click ™ to select whether a payroll deduction is after-tax

or before-tax.
Note: Currently, only A is allowed.

o A - After tax
* B - Before tax

RP25 Regular Payroll Adjustment record details.

The RP25 record is used to report adjustments to an employee's previously reported

compensation a

nd contribution information. RP25 Payroll Adjustment records can be used to

correct an incorrectly submitted RP20 or to add a detail record omitted from a previous

report. This is a

net difference transaction.

The Emp Nbr, Staff ID/SSN, Name, DOB, and Gender fields are displayed and cannot be

changed.
RP2E Regular Payroll Ad EI
Emg Mbr- 000249 Staff IIVSSH: 112-79-8767 Name: DE HOYOS, DEANMA STAR DOB: 06-25-1952 Gender: F - Female
Job
'3""-':-:"[IL V]
Monthly Amount

Service Credit

Credit Purchase Deduction &

Adj Report Period

Jum

)

II

O Under Job Info:

TRS Position
Code

Click ™ to select the applicable TRS member position code:
* 01 - Professional staff

* 02 - Teacher, librarian

* 03 - Support staff

* 04 - Bus driver

* 05 - FT nurse/Counselor

* 06 - Peace Officers

* 07 - Food service worker

* 09 - Summer School

Actual Hours
Worked

Type the actual number of hours that the employee worked in the reporting
period month. The number of hours must be reported as a whole number.
Any number with a portion after the hour must be increased to the next
whole number (e.g., 7.5 should be increased to 8, 46.1 should be increased
to 47). This field must be reported if actual hours are tracked.
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Hours
Scheduled

Type the number of hours that the employee is scheduled per week. The
number of hours must be reported as a whole number. Any number with a
portion after the hour must be increased to the next whole number (e.g., 7.5
should be increased to 8, 46.1 should be increased to 47). This field must be
reported if the employee's actual hours are not tracked.

Days Worked

Type the net difference between the originally reported number of days and
the correct number of days in the reporting period month.

Zero Days
Reason

Click ¥ to select the reason for reporting zero days worked for an employee.
This field is required if the value is zero in the Days Worked field.

* A - Accrued Pay/Not Terminated

* C - Employee on less than 12 month pay schedule/Not Terminated
* D - Delete

* F - Final Pay/Terminated

* L - Leave Without Pay

O Under Monthly Amount:

TRS Gross

Type the net difference between the originally reported amount and the
correct amount of regular eligible compensation, Do not include
performance pay.

TRS Grant Gross

Type the net difference between the originally reported amount and the
correct amount of eligible compensation paid from Federal funds or private
grants for the adjustment month.

Emplr TRS Care
Contrib

Type the net difference between the originally reported amount and the
correct amount of the reporting entity's contribution to TRS Care based on
eligible compensation reported for the adjustment month.

Perfor Pay Gross

Type the net difference between the originally reported amount and the
correct amount of performance pay.

TRS Care Type the net difference between the originally reported amount and the
correct amount of the member's contribution to TRS Care based on regular
eligible compensation reported for the adjustment month.

TRS Grant Type the net difference between the originally reported amount and the

Deposit correct amount of the state's matching contribution based on eligible
compensation paid from Federal funds or private grants for the adjustment
month.

Emplr New Type the net difference between the originally reported amount and the

Member Contrib

correct amount of the state's matching contribution on eligible
compensation paid to a new TRS member during the first 90 days of
employment.

State Min Type the net difference between the originally reported amount and the
correct amount of the state minimum compensation for the adjustment
month.

TRS Sal Type the net difference between the originally reported amount and the

Reduction correct amount of the regular monthly member retirement contribution

reported.

TRS Grant Care

Type the net difference between the originally reported amount and the
correct amount of the state TRS Care matching contribution based on
eligible compensation paid from Federal funds or private grants for the
adjustment month.

Emplr TRS Non-
OASDI Contrib

Type the net difference between the originally reported amount and the
correct amount of the local education agency's (LEA) contribution amount
for TRS-eligible compensation paid to employees.
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Stat Min Contrib [Type the net difference between the originally reported amount and the
correct amount of the state's matching contribution for eligible
compensation paid above the state minimum.

Total Gross Pay |Type the net difference between the originally reported amount and the
correct amount of total gross compensation.

O Under Service Credit:

Service Credit Purchase |[Type the net difference between the originally reported amount
Deduction Amount and the correct amount of the monthly installment payment of
the member's service credit purchase.

Service Credit Tax Shelter |cjick ™ to select whether a payroll deduction is after-tax or
Flag before-tax.

Note: Currently, only A is allowed.

* A - After tax
* B - Before tax

O Under Adj Report Period:

Month|cjick V¥ to select the month of the adjusted report.
Year |Type the year of the adjusted report in the YYYY format.

ER Records

Under Employment After Retirement (ER) Type, a list of ER record types with the number
of existing records (Nbr of Records) is displayed. The ER table functions the same as the ED
table.

Modify an ER record.

The record count is displayed under Nbr of Records. The ¥ button is not displayed if there
are existing records for the ER20, ER25, and ER27.
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Yoar:
TRES Month . TRS Year
ADIUSTMENT DAYS ~ PAYROLL HISTORY EXTRACT MAINTEMANCE CREATEFILES  INTERFACE PURGE
1
Employee [ ] Hetricy |
TRS Month: TRS Year:
Employes Demagraphic (ED) Type Mbr of Reconds Select  Delete  Asd
ED20 Demographic 0 -
ez 0 +
o -+
ED DLt 1] s
ED90 Termination 0 -
Regular Payroll (RtF) Type TRS Position Code Days Worked Total Gross Pay AdjMofvear Select Delete Add
RP20 Regular Payroll +
P25 Regular Payroll Adj ==
Employment After Retirement [ER) Type Hbr of Records Select  Delete Add
ER20 Employment of Retirees 1 o B <+
ER25 Add A 1 0 ; -
ER2T Edit Adj 0 =

0 Click £ to view the record details. The corresponding maintenance pop-up window opens
with the record details.

If there are multiple records for a record type (ED40, ED45, ER25, ER27), click = ™ to toggle
between the records.

o Make the necessary changes and click Save.
o Click Close to close the pop-up window.

O Click 1 to delete a record. A warning message informing you that the selected record type
will be deleted is displayed.

Warning

ER20 record will be deleted.

Click OK to delete, or Cancel to return.

oK Cancel

o Click OK to delete the record.
o Click Cancel to return to the Maintenance page without deleting the record.

Add an ER record.

O Click * to add a record. If ER25 or ER27 is selected and the employee already has an ER20

2026/01/28 21:53 54 ASCENDER - TRS Reporting Process


https://help.ascendertx.com/business/lib/exe/detail.php/general/er_maintenance.jpg?id=academy%3Abusiness_payroll_trsreportingprocess
https://help.ascendertx.com/business/lib/exe/detail.php/images/mag_edit.png?id=academy%3Abusiness_payroll_trsreportingprocess
https://help.ascendertx.com/business/lib/exe/detail.php/images/trs_maintenance_arrows.jpg?id=academy%3Abusiness_payroll_trsreportingprocess
https://help.ascendertx.com/business/lib/exe/detail.php/images/trash_delete.gif?id=academy%3Abusiness_payroll_trsreportingprocess
https://help.ascendertx.com/business/lib/exe/detail.php/general/delete_er_records.jpg?id=academy%3Abusiness_payroll_trsreportingprocess
https://help.ascendertx.com/business/lib/exe/detail.php/images/add_record_button.jpg?id=academy%3Abusiness_payroll_trsreportingprocess

Business

record, the following warning message is displayed.

YWaming

@ Employee has an ER20 Record for the same
TRS Reporting Month and Year 5

Would you like to create an adjustment record anyway?

Yes I | Mo

o Click Yes to proceed.
o Click No to cancel.

If you click Yes, a pop-up window is displayed allowing you to add and save data. Complete the
necessary fields and click Add to add the record. When the record is successfully added, an Add
Successful message is displayed and the Add button is disabled.

Year: C

TRS Monthc or TRS Year: =

ADJUSTMENT DAYS ~ PAYROLL HISTORY  EXTRACT MAINTENANCE CREATE FILES  INTERFACE PURGE

Emplayes: [ ] Retrigve |
Employee Demographic (ED) Type Mbr of Records Select  Delete  Add
ED20 Demographic 0 -+
ED25 Demographic Adj 0 +
ED40 Contract & Position [i] -+
ED4S Contract & Position fudj 0 B
ED90 Terminaticon 1] +
Regular Payroll [RP) Type TRS Position Code Days Worked Total Gross Pay AdjMaofYear Select Delete  Add
RP20 Regular Payroll +
RP2S Regular Payroll Adj b

Empl it After Reti t (ER) Type Mbr of Records Select  Delete  Add
ER20 Employrment of Retirees 1 D a -+
ER2S5 Add Adj a +
ER27 Edit Adj 0 e

When the record is successfully added, an Add Successful message is displayed and the Add
button is disabled.
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ER2S Add Adj i x|
Emg Nir Sanit IVSSMN Hane DoOa: Gerater
gl cryrmaenit dumaunt
TRE Poition Code 03 - Suppert statt « | Actisal Hours Worked Camtract Begin Date: | 04-01-2024 | Teral Gross Pay
Retinee: Employment Type: [F - Full-Time = | Danys Wooried T [T [04-30-2024 ) Pendgion Suchin:

R e * ) Paid Through Thind Party Erity: () TRS Care Surcharge: 51500

Adparsted Report
Manth [03

*' T T

O Click Close to close the pop-up window.

The Nbr of Records count is increased by one.

Year: C
TRS Manth: a TRS Year:
ADIUSTMENT DAYS PAYROLL HISTORY EXTRACT MAINTENANCE CREATE FILES INTERFACE PURGE
Employee: [ ] [ Retrieve l
TRS Monthc TRS Yoar:
Employee Demographic (ED) Type Nbrof Records  Select  Delete  Add
ED20 Demographic 4] el
ED25 Demographic Adj 0 <+
ED40 Contract & Position 1] +
ED45 Contract & Position Adj 0 =
ED30 Termination (1] =
Regular Payrell (RF) Type TRS Position Code Days Worked Total Gross Pay Adj MofYear Select Delete Add
RP20 Regular Payroll =+
RP25 Regular Payroll Adj +
Employment After Retirement (ER) Type Nbr of Records Select  Delete  Add
ER20 Employment of Retirees 1 D i} =
I eras ada 2o 1 0 [ 1] 4=
ER27 Edit Adj [i] L o

ER20 Employment of Retirees record details.

ER20 Employment of Retirees

The ER20 record is used to report employment information for retirees, regardless of
retirement date or retirement type.

ER20 records are extracted per Primary Job and per Retiree Exception, the Retiree Exception
will be the Retiree Employment Type if selected.
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o Employees with multiple jobs will have multiple ER20 records reported.

o Any extra duty pay (XTRA job) that is not attached to the job with the Retiree Exception
should be reported with the Primary Job.

o The TRS Adjustment Days extract will not extract a value for ER type records. Users are
expected to update the extracted records with the Retiree Employment Type.

The Emp Nbr, Staff ID/SSN, Name, DOB, and Gender fields are displayed and cannot be

changed.

0 Under Employment:

TRS Position Code

Click ™ to select the applicable TRS member position code:
* 01 - Professional staff

» 02 - Teacher, librarian

* 03 - Support staff

* 04 - Bus driver

* 05 - FT nurse/Counselor

* 06 - Peace Officers

» 07 - Food service worker

* 09 - Summer School

Retiree Employment
Type

Click ™ to select the employee's retiree employment type code.
* B - Non-Profit Tutor Substitute

* C - Combination of Substitute and Half-time or less

* E - Surge Personnel

e F-Full-Time

* H - Half-time or less

* N - Non-Profit Tutor Half Time or Less

* S - Substitute

» T - Non-Profit Tutor Full Time

Zero Days Reason

Click ™ to select the reason for reporting zero days worked for an
employee.

* A - Accrued Pay/Not Terminated

* C - Employee on less than 12 month pay schedule/Not Terminated
* F - Final Pay/Terminated

* L - Leave Without Pay

Actual Hours Worked

Type the actual number of hours that the employee worked in the
reporting period month. The number of hours must be reported as a
whole number. Any number with a portion after the hour must be
increased to the next whole number (e.g., 7.5 should be increased to
8, 46.1 should be increased to 47). This field must be reported if
actual hours are tracked. This field must be reported if actual hours
are tracked.

Days Worked

Type the actual number of days worked or on paid leave in the
reporting period month.

Paid Through Third
Party Entity

Select to indicate if the retiree works for a third party entity and not
the local education agency (LEA).

Contract Begin Date

Type the date that the contract began in the MM-DD-YYYY format.

Contract End Date

Type the date that the contract ends in the MM-DD-YYYY format.

O Under Amount:
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Total Gross Pay Type the retiree’s total gross compensation amount.

Pension Surcharge [Type the amount of pension surcharge due based on retiree's
employment, if any.

TRS Care Surcharge Type the amount of TRS Care surcharge due based on retiree's
employment, if any.

O Click Save.

Other functions and features:

Retrieve| The Retrieve button is also used to retrieve information from the last save. If you
click Retrieve, any unsaved changes are lost.

Click to delete a row. The row is shaded red to indicate that it will be deleted when
the record is saved.

Click Save.

ER25 Employment of Retirees Add Adjustment record details.

ER25 Add Adj

The ER25 record is used to report an adjustment that adds a record to a previously reported
Employment After Retirement report.

Under Employment:

TRS Position Code Click ¥ to select the employee's new TRS position code.

* 01 - Professional staff

* 02 - Teacher, librarian

* 03 - Support staff

* 04 - Bus driver

e 05 - FT nurse/Counselor
* 06 - Peace Officers

* 07 - Food service worker
* 09 - Summer School

Retiree Employment |cjick “ to select the employee's retiree employment type code.
Type * B - Non-Profit Tutor Substitute

e C - Combination of Substitute and Half-time or less

* E - Surge Personnel

e F - Full-Time

e H - Half-time or less

* N - Non-Profit Tutor Half Time or Less

* S - Substitute

e T - Non-Profit Tutor Full Time
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Zero Days Reason

Click ¥ to select the reason for reporting zero days worked for an
employee.

* A - Accrued Pay/Not Terminated

* C - Employee on less than 12 month pay schedule/Not Terminated
* F - Final Pay/Terminated

* L - Leave Without Pay

Actual Hours Worked

Type the actual number of hours that the employee worked in the
reporting period month. The number of hours must be reported as a
whole number. Any number with a portion after the hour must be
increased to the next whole number (e.g., 7.5 should be increased to
8, 46.1 should be increased to 47). This field must be reported if
actual hours are tracked. This field must be reported if actual hours
are tracked.

Days Worked

Type the actual number of days worked or on paid leave in the
reporting period month.

Paid Through Third
Party Entity

Select to indicate if the retiree works for a third party entity and not
the local education agency (LEA).

Contract Begin Date

Type the date that the contract began in the MM-DD-YYYY format.

Contract End Date

Type the date that the contract ends in the MM-DD-YYYY format.

Under Amount:

Total Gross Pay Type the retiree’s total gross compensation amount.

Pension Surcharge [Type the amount of pension surcharge due based on retiree's
employment, if any.

TRS Care Surcharge Type the amount of TRS-Care surcharge due based on retiree's
employment, if any.

Under Adjusted Report:

Month|cjick ¥ to select

the month of the adjusted report.

Year (Type the year of the adjusted report in the YYYY format.

ER27 Employment of Retirees Edit Adjustment record details.

ER27 Edit Adj

The ER27 record is used to report an adjustment (i.e., edit or deletion of a record) to a
previously reported record on an Employment After Retirement report.

The ER27 is used to edit a previously submitted and TRS-accepted ER20 or ER25 record. If
one or more of the following fields is adjusted, a net difference transaction must be reported:

o Actual Hours Worked

o Days Worked

o Total Gross Pay
o Pension Surcharge
o TRS-Care Surcharge
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Additionally, the ER27 is used to delete a previously submitted and TRS-accepted ER20 or
ER25 record. When deleting a record that was previously reported in error, all of the following

data must net to zero:

o Actual Hours Worked

o Days Worked

o Total Gross Pay
o Pension Surcharge
o TRS-Care Surcharge

Under New Employment:

TRS Position Code

Click ¥ to select the employee's new TRS position code.

* 01 - Professional staff

» 02 - Teacher, librarian

* 03 - Support staff

* 04 - Bus driver

* 05 - FT nurse/Counselor
* 06 - Peace Officers

» 07 - Food service worker
* 09 - Summer School

Retiree Employment
Type

Click ¥ to select the employee's retiree employment type code.
* B - Non-Profit Tutor Substitute

* C - Combination of Substitute and Half-time or less

* E - Surge Personnel

* F-Full-Time

* H - Half-time or less

* N - Non-Profit Tutor Half Time or Less

* S - Substitute

» T - Non-Profit Tutor Full Time

Zero Days Reason

Click ™ to select the reason for reporting zero days worked for an
employee.

* A - Accrued Pay/Not Terminated

* C - Employee on less than 12 month pay schedule/Not Terminated
* D - Delete

* F - Final Pay/Terminated

* L - Leave Without Pay

Actual Hours
Worked

Type the net difference between the originally reported amount and
the correct amount of actual number of hours that the retiree worked
in the reporting period month. The number of hours must be reported
as a whole number. Any number with a portion after the hour must be
increased to the next whole number (e.g., 7.5 should be increased to
8, 46.1 should be increased to 47). This field must be reported if actual
hours are tracked. This field must be reported if actual hours are
tracked.

Days Worked

Type the net difference between the originally reported amount and
the correct amount of days that the retiree worked in the reporting
period month.

Paid Through Third
Party Entity

Select to indicate if the retiree works for a third party entity and not
the local education agency (LEA).
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Contract Begin Date Type the new date that the contract began in the MMDDYYYY format.

Contract End Date |Type the new date that the contract ends in the MMDDYYYY format.

Under Original Employment:

TRS Position Code Click ™ to select the employee's original reported TRS position
code.

» 01 - Professional staff

* 02 - Teacher, librarian

* 03 - Support staff

* 04 - Bus driver

* 05 - FT nurse/Counselor
* 06- Peace Officers

» 07 - Food service worker
* 09 - Summer School

Retiree Employment Click ™ to select the employee's retiree employment type code.
Type * B - Non-Profit Tutor Substitute

» C - Combination of Substitute and Half-time or less

* E - Surge Personnel

e F - Full-Time

* H - Half-time or less

* N - Non-Profit Tutor Half Time or Less

* S - Substitute

* T - Non-Profit Tutor Full Time

Contract Begin Date Type the originally reported date that the contract began in the
MM-DD-YYYY format.
Contract End Date Type the originally reported date that the contract ends in the

MM-DD-YYYY format.

Paid Through Third Party |Select to indicate the originally reported selection of whether the
Entity retiree works for a third party entity and not the local education
agency (LEA).

Under Amount:

Total Gross Pay Type the net difference between the originally reported amount and the
correct total gross compensation amount.

Pension Surcharge |Type the net difference between the amount originally reported and the
correct amount of pension surcharge due, if any.

TRS Care Type the net difference between the amount originally reported and the
Surcharge correct amount of TRS Care surcharge due, if any.

Under Adjusted Report:

Month Click ¥ to select the month of the adjusted report.
Year Type the year of the adjusted report in the YYYY format.

Reason Code|cjick “ to select the reason for adjusting the record.

* D - Delete a previously reported ER20/25 record
* E - Edit a previously reported ER20/25 record
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5. Create submission files.

Payroll > Payroll Processing > TRS Processing > Create Files

This tab is used to create the Employee Data (ED), Regular Payroll (RP), and Employment of
Retirees (ER) submission files for TRS reporting. These submission files can be electronically
submitted to TRS.

The Employee Data (ED) submission file contains basic employee enroliment information.
The ED file is submitted at the beginning of a new school year for all employees and each
month for new employees.

The Regular Payroll (RP) submission file provides a payroll contribution detail report for
each employee on a monthly basis. The RP file is submitted after the last payroll of the
month.

The Employment of Retirees (ER) submission file reports employment information for
retirees, regardless of retirement date or retirement type. The ER file is submitted once a
month for retired members.

Access the RE Portal Resources page for additional reporting information and complete file
record layouts.

Create a file:

Field Description
TRS Month This field defaults to the current TRS reporting month.

Click . to select the TRS reporting month. This is a required field.
TRS Year |This field defaults to the current reporting TRS year.

Click = to select the TRS reporting year. This is a required field.
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TRS Manth: |

ADIUSTMENT DAYS PAYROLL HISTORY EXTRACT MAINTEMANCE CREATE ALES INTERFACE PURGE

Create ED File

Select ED type(s], or blank for ALL: H
[ }

Select Employee(s), or blank for ALL:

[ B

Creata RP File

Select AP typels). or blank for ALL: [ ] H

Select Employee(s), or blank for ALL:

[ 12

Create ER File

Select ER type(s). or blank for ALL: [ ] H

Select Employee(s), or blank for ALL:

[ |

O Select the file type(s) (ED, RP, ER) to be created. At least one file type must be selected.

 Create ED File
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Select ED type(s),
or blank for ALL

Click ¥ to display the Employee Demographic (ED) pop-up window.

In the Search field, type the record type to narrow the selection. Select
the ED record type(s) to be included.

* ED20 Demographic

* ED25 Demographic Adj

* ED40 Contract & Position

* ED45 Contract & Position Adj

* ED90 Termination

Click Select to close the pop-up window and populate the field with the
selection(s).

Click Cancel to return to the Create Files Tab.

Leave the field blank to include all ED record types.

Employee Demographic (ED) Type

Search [ ]

Code  Description

EDZ20 Demographic
Dremographic Adj
ED4D  Coniract & Position

ED45 Contract & Position Adj

Oooo® O |

ED3D  Termination

-l -

Select
Employee(s), or
blank for ALL

The Employees directory is displayed.

To search for a specific employee, type data in one or more of the
search fields.

To search through all available data, leave all fields blank.
Click Search. A list of data that matches the search criteria is displayed.

Select one or more employee numbers from the list and click OK.
Otherwise, click Cancel.

U Create RP File
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Business

Select RP type(s),
or blank for ALL

Click ¢ to display the Regular Payroll (RP) pop-up window.

In the Search field, type the record type to narrow the selection. Select
the RP record type(s) to be included.

* RP20 Regular Payroll

* RP25 Regular Payroll Adj

Click Select to close the pop-up window and populate the field with the
selection(s).

Click Cancel to return to the Create Files Tab. Leave the field blank to
include all RP record types.

Regular Payroll (RF) Type
Search [ ]
(0 <Code Description

RP20  Regular Payroll

RF25 Regular Payroll Adj

Select
Employee(s), or
blank for ALL

The Employees directory is displayed.

To search for a specific employee, type data in one or more of the
search fields.

To search through all available data, leave all fields blank.
Click Search. A list of data that matches the search criteria is displayed.

Select one or more employee numbers from the list and click OK.

Otherwise, click Cancel.

O Create ER File
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Select ER type(s),
or blank for ALL

Click ¢ to open the Employment After Retirement pop-up window.
Select the ER record type(s) to be included

In the Search field, type the record type to narrow the selection. Select
the ER record type(s) to be included.

* ER20 Employment of Retirees

* ER25 Add Adj

« ER27 Edit Adj

Click Select to close the pop-up window and populate the field with the
selection(s).

Click Cancel to return to the Create Files Tab.

Leave the field blank to include all ER record types.

Employment After Retirement [ER) Type
Search [ ]
D Code  Description
ER20 Employment of Retirees
|:| ER25 Add Adj
[] FERZ7F Edit Adj
* Select ] [ Cancel

Select
Employee(s), or
blank for ALL

The Employees directory is displayed.

To search for a specific employee, type data in one or more of the
search fields.

To search through all available data, leave all fields blank.
Click Search. A list of data that matches the search criteria is displayed.

Select one or more employee numbers from the list and click OK.

Otherwise, click Cancel.

O Click Execute. The Signature Data reports are displayed for each selected file type. The
summary contains the total number of records submitted for the reporting month and year. In
addition, the submission files (.txt) are created for each selected file type.

Review the report.

6. Interface to Finance.

Payroll > Payroll Processing > TRS Processing > Interface

This tab provides a list of journal vouchers that have not been interfaced to Finance. The
journal vouchers listed can be interfaced to the current or next accounting period in Finance.
In addition, you can delete journal vouchers that have not been interfaced to Finance.
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Interface to Finance:

The TRS Month and TRS Year fields are disabled on this tab.

| | Year: C Frequency: 5
TRS Month: TRS Year.
ADJUSTMENT DAYS ~ PAYROLLHISTORY  EXTRACT  MAINTENANCE  CREATEFILES  INTERFACE  PURGE
(@) Post to Current Account Period: 04
[ Refresh ] [ Interface ] [ Dizlete Pending
Post to Next Account Period: 04
' . . Child Child TRS TRS
Select AReportMoMi  Posting Date Adlustment Mutrition Deposit Nutrition Care 1RS373 Non-OASDI Insurance
0 oL [ o= ] o 75129 13811 834557 681554 0.00
O 02" -] 0 750.92 13802 8.400.27 585427 0.00
] o4/ -] o 68217 12540 431828 343007 0.00
O o5 = 0 34157 62.79 137.94 89.80 0.00
O 06/ -] o 0oo ooo 14924 12598 0.00
O 1173 ] o 000 000 33.28 10021 0.00
Rows: &
4| [1:o02l 1y v ] i1 »

O Select one of the following posting options:

o Post to Current Account Period: XX
o Post to Next Account Period: XX

If applicable, you can post to the next accounting period if the current accounting period is

closed.

A list of unposted journal vouchers is displayed.

[ Select the transactions to be interfaced.

Field

Description

Report Mo/Yr

The TRS reporting month and year are displayed.

Posting Date

Type the posting date or select a date from the calendar to be used
when interfacing the JV to Finance.

JV Number

The six-character JV number is displayed.

Adjustment

This field displays the number of times the extract is processed when
using the Insert New Records extract option prior to performing an
interface.

Child Nutrition
Deposit

This field displays the calculated child nutrition deposit amount based
on the processed extract.

Child Nutrition Care

This field displays the calculated child nutrition care amount based on
the processed extract.

TRS 373

This field displays the calculated TRS373 amount.

TRS Non-OASDI

This field displays the calculated Non-OASDI amount.

TRS Insurance

This field displays the employer contribution amount. Additionally, this
field creates the journal for the entries and interfaces to Finance when
the TRS insurance amount is greater than zero.
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O Click Interface. The General Journal Transactions and Fund Transfer preview reports are
displayed. Review the report.

* ———— |
e ¥
Date Runc General Journal Transadtions Page: 1of 18
Cnty Diist: 15D Filell: C
Record Type: Child Mutrition
J Number: TRO118 M
Adjustment Number: 0
Fund:
Dehit{+) Credit(-]
Fric-0ibj. So0-Ong-Prog M Mbr - Reason Arnouni Amouri
NOJATT Sa OO0 2a0nn  TRO118  THS 4859 Child Mudrition Care 0.oo £2.30
TRO118  TRS 3 Child Nutrition Deposit 0.o0 -340.00
TRD118  TRS 485 Child Musrition Care B2.50 0.00
TRO118  TRS 3 Child Nutrition Deposit 34000 0.00
Fund Totals: 402.50 -302.50

O Click Process. If the selected transactions are interfaced to Finance successfully, a process
successful message is displayed, the report window is closed, and the selected row
(transaction) is deleted from the grid.

O Click Cancel to cancel the interface and close the report window.

7. Purge files.
Payroll > Payroll Processing > TRS Processing > Purge
This tab is used to purge (delete) data from TRS reporting tables.

Purge data:

The TRS Month and TRS Year fields are disabled on this tab.
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TRS Month: TRS Year

ADIUSTMENT DAYS PAYROLL HISTORY EXTRACT MAINTENANCE CREATE AILES INTERFACE PURGE

From Date [MM-YYYY):

To Dabe (MM-YYYY):

Table

ED20 Demographic

ED25 Demographic Adj
EDJ0 Contract & Position
ED45 Contract & Position Adj
ELC30 Termination

RP20 Regular Payroll

RP25 Regular Payroll Ad)
ER20 Employment of Retirees
ER25 Add Adj

ER27 Edit Adj

ARAEEEREEREHERE

Field Description

From Date (MM-YYYY) Type the beginning month and year in the MM-YYYY format of the
TEAM tables to be purged.

To Date (MM-YYYY) |Type the ending month and year in the MM-YYYY format of the TEAM
tables to be purged.

Notes:

o If a date is not entered in both the From Date (MM-YYYY) and the To Date (MM-
YYYY) fields, then all of the selected records are purged for all months that are
currently in the system.

o |If a date is entered in the From Date (MM-YYYY) field but not in the To Date (MM-
YYYY) field, then all of the selected records are purged from the entered month
through the current month.

o If a date is not entered in the From Date (MM-YYYY) field but is entered in the To
Date (MM-YYYY) field, then all of the selected records are purged from the
beginning month in the system through the entered date.

o If a date is entered in both the From Date (MM-YYYY) and To Date (MM-YYYY)
fields, then all of the selected records are purged for all the months within the date
range.

The following list of TRS tables is displayed.

o ED20 Demographic
o ED25 Demographic Adj
o ED40 Contract & Position
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ED45 Contract & Position Adj
ED90 Termination

RP20 Regular Payroll

RP25 Regular Payroll Adj
ER20 Employment of Retirees
ER25 Add Adj

ER27 Edit Adj

[¢]

o

o

[¢]

[¢]

[¢]

[¢]

O Select the tables that you want to purge. You can select individual tables (check boxes) or
select the top check box to select all tables (check boxes).

O Click Execute. The Purge Data pop-up window opens with a list of the selected tables and
the number of records to be purged.

Purge Data
6’:( TRS tables will be purged of rows betwesn D
and 12-]

Type Count
ED20 Demographic 43
ED25 Demographic Adj =
EDA0 Contract & Position 452
ED45 Contract & Position Adj 1
RP20 Regular Payroll 1712
RP25 Regular Payroll Adj 22
ER20 Employment of Retinees 53
ER25 Add Adj 21
ER27 Edit Adj 42

Continue with Deleste?

eP .

o Click Yes to purge the selected data. A message is displayed indicating that the delete

was successful.
o Click No to cancel the purge process and return to the Purge tab.
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