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 Employee information 

 Employee Lookup - Enter a SSN and it will display if the 
member is Tier 1/Tier 2/Retired. 
 Reports - Tier and Employee Begin Date reports. 

 Accounting 
 Accounts - View Contribution Accounts, Billed Employer 

Accounts and Billed Member Accounts. 
 Billing - Around the 25th of each month, an email is sent 

stating the monthly Employer Bill is available.  
o Lists all bills by Fiscal Year and Bill Date. 
o View invoices that appear and are paid on Gemini 

pay period reports. 
 Reports - View various accounting reports such as the 

Employer Bill and GASB Report (available July 15-
December 1). 

 Annual Report 
 Reports - View various reports including previously 

submitted Annual Reports. 
 Confirm Sum of Changes - When the Annual Report has 

been audited, the employer will be notified by email. The 
employer will need to confirm and review if any changes 
were made during the audit. 

 Claims 
 Supp Rpts/Sick Leave Certs - Complete and submit 

Supplementary Reports and Sick Leave Certifications.  
 Revise Submitted Supp Rpts/SL Certs - Correct previously 

submitted Supplementary Reports and/or Sick Leave 
Certifications. 
 Reports - Print Supplementary Reports and Sick Leave 

Certifications that were submitted. 
 Document Upload 

 Ability to choose documents and securely upload to TRS. 



 

2 
 

Employee Information 
 Employee Lookup – Enter a member’s SSN and it will display if the member is Tier 1, Tier 2, Retired or 

a Single Sum retirement. If a member is not found, review if the correct SSN was entered. If the SSN is 
correct, then the member is new to TRS and will be reported as Tier 2 on the Gemini pay period report. 

 
 

 Reports – Reports are based on members that were reported on the previous Annual Report.  

 
 

Accounting Section 
 Accounts – Click Details next to each section and it will provide more information and history about 

each account. A Fiscal Year search is available to view previous years. 
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 Billing – Will display current year bills. A Fiscal Year search is available to view previous years. 

              
 

 Reports – Can view multiple reports from the Accounting area. 
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Annual Report  
 Reports – Can view multiple reports for the most recent Annual Report that was submitted.  In addition, 

the Prior Year Annual Report of Earnings provides a fiscal year search of any “Final” Annual Report of 
Earnings.  

                     
 

 Confirm Sum of Changes – After the annual report is completed, the employer will need review and 
confirm the changes, if any, that we made during the audit. 

             

 

 

 



 

5 
 

 
Claims 
 Supp Rpts/Sick Leave Certs - When a member files a claim with TRS (Retirement, Disability, Refund, 

Death) the employer will be notified every Wednesday by email that a supplementary report and/or sick 
leave certification is available to complete. It will list the member’s information including the Claim Type 
and the Claim Date. The supplementary report cannot be submitted until their last day paid (not last 
paycheck). See the Supplementary Report procedures. 

 

 
 
 Revise Submitted Supp Rpts/SL Cert  - An employer may need to make a correction to a 

Supplementary Report or Sick Leave certification that was previously submitted. The link will require the 
SSN of the member that needs a revision. 

              
 
 Reports – Previously submitted Supplementary reports or Sick Leave Certifications can be viewed. 

            
 
 
 
 
 
 



 

6 
 

 
Document Upload  
 Documents can be securely uploaded to TRS. The employer will be redirected to another site to log in 

with their Employer Access user ID and password to select a file to upload. 
             

 
 

             
 
 Once logged in, choose the Type of Document from the dropdown box. The accepted file formats are: 

pdf, jpg, png 
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User Accounts 
 The employer is required to have a System Administrator. The System Administrator will control the User 

Accounts in Employer Access. The employer will need to contact Employer Services if a System 
Administrator leaves and a new one needs assigned. A form will need to be completed by the employer.  
 

 Add Profile – The System Administrator can add users to Employer Access. Once the new profile is  
added, the user will receive an email with login instructions.  
 

               
 
 Select User Profile - The System Administrator has the ability to select a user and unlock, view profile 

information or limit each user’s access rights. 
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