ANNUAL CERTIFICATION PROCESS

1.0 STARTING THE PROCESS

The employer may begin the Annual Certification process when all pay-period reports have been
uploaded, posted and all records from pay-period reports requiring TRS review have been
processed. The link is located on the Employer Reporting Dashboard. The link will be available
June 1% and submission of the Annual Certification will be enabled on July 1.

NOTE:

o L 1 AL
The first time the link is Welcome.to the Employer-Reporting Dashboard
selected, the data :

a CCU m u Iat | 0 n proce SS Wi I I This landing page of the TRS Employer Portal allows you to navigate to various areas within the site, You can create a new Payroll Report, complete an in-progress Payroll Report or
reference previ DuSI'_.' released announcements.
begl n. Quick © Employer O TRs Employer O Gemini OTrs © 55PEmployer Q) 55P Deferrals
\ Links: Access ‘Website Information Reports Information Report
. . Annual Certification & Payroll Reporting © NewPayrolleport 40 Reporting History

Subsequent link selection
Wi | | ta ke you to th e Click here if ready to start/continue the Annual Certification process. Report Type Report Date Status
Annual Certification )

[FBulletins
Dashboard.

May 15,2024 F¥24-10: Reporting Reminders

April 18, 2024 FY24-09: 2024-25 Contribution Rate Changes & Tier

Limitations

1.1 EMAIL WILL BE SENT ONCE PROCESS IS COMPLETED

While the system is accumulating the data, you may return to the Employer Reporting
Dashboard. The employer will receive an email confirmation that the process is complete.

Note: You may need to refresh the page after you receive the email.

[&), Annual Certification

You have initiated the Annual Certification Process. We are gathering all relevant data submitted through
Gemini over the course of the fiscal year and annualizing it for your review. This process could take several
minutes and will continue running when you leave this page or log out of the Employer Portal.

You will be notified by email once this process is complete. Please do not click start/continue process link
from the dashboard page until you have received the email notification.

< Return to Dashboard



2.0 ANNUAL CERTIFICATION DASHBOARD

When you receive your email confirmation that the Annual Certification process is complete,
return to the Employer Reporting Dashboard. Click the link again to continue the Annual
Certification process and the Annual Certification Dashboard will be displayed.

Fiscal Year: 2023-2

Annual Certification Dashboard

Annual Certification Status: Annual Rot In Progress

You may navigate directly to specific pages of the Annual Certification process from this dashboard. When each page is marked "Review Complete”, the word Reviewed will display in
greenindicating that page has been reviewed, The Submit to TRS process requires all Annual Certification pages to be marked as "Review Complete” before submission. Upon successful

submission, the Final Annual Certification Review navigation section will display Transmitted.

Member Summary

Review member details and resolve edits

Final Sick Leave Review

Review Termination End Dates and Total Final Sick Leave.

Proceed to Final Sick Leave Review =

Workers' Compensation

Add members wh

ceived workers' compensation while a portion of
ng paid by their employer.

Edit Explanations

Review of Certified Edit Explanations

Federally Funded Earnings

Review Federally Funded Earnings.

Final Annual Certification Review

Final review of the Annual Certification and Submit to TRS.

]

From the Annual Certification Dashboard, you may navigate directly to specific pages. There are 5 pages
that need to be reviewed prior to Final Annual Certification Review submission. Each page will need to be
marked "Review Complete®
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Firal Sk Loavs Reviw

Worksn' {ompenaaban
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View and edit member earnings,
termination end dates and final sick
leawe, and provide edit explanations.

Review members that had
termination end dates and sick
leave reported on the Member
Summary page.

Add members that were on workers'
compensation and a portion of their
daily rate was still being paid by their
employer.

Edin Exglanatioe Will display all edit explanations
provided on the Member Summary
=== page for each member.
Federally Fusded famisge Review and make corrections
to amounts andor fund
categories that were reported.

Once all pages have been marked
“Rewview Complete”, the page will be
enabled and the employer can
submit to TRS.

Final Armual Certificatson Review

e/




The Member Summary, Edit Explanations, Final Sick Leave

Review, Federally Funded Earnings, and Workers’ Compensation .,,,,,,w,_r“""

pages will each need to be marked “Review Complete”. Proceed - | " bt |
to each page and the “Review Complete” is located at the bottom

of each page. TIP: If corrections are made after a page is marked

“Review Complete”, it may need to be reviewed again.

Member Summary B Edit Explanations e
When each page is marked Sk S e // e ot Lo it
"Review Complete"”, the word — .

Reviewed will display in green
indicating that page has been
reviewed. The Final Annual
Certification Review will be

Final Sick Leave Review Federally Funded Earnings

enabled once all Annual

Certification pages are marked

as "Review Cumplete"_ Workers' Compensation o Final Annual Certification Review
——

3.0 MEMBER SUMMARY PAGE

First review if the Members count is correct. Retirees will NOT show up in Member
count. If any members are not reported, STOP and delete the report by using the
Delete button at the bottom. Any time Delete is used, all corrections are lost.

NOTE: The employer will need to upload a report to add the
\ member to Gemini. After the report has been processed, the

employer can restart the annual certification process.

Hemh!rr}b Terminations: 3 Fiscal Year: 2023-2024 Annual Certification Status: Annual Rpt In Progress Tetal Earnings: 5419.215.38
Member Contributions: 537 730,13 Member THIS Contributions: 53,772.87 Employer Contributions: 5243128 Employer THIS Contributions: 52 805.07

Federally Funded Earnings: 546,474,683 Federally Funded Contributions: 54,926.24

ELArlnual Certification Member Summary [':‘, Mass Update Search by last name... Claar All Sorting [] Ervers only
RAction
Heeded  Actions 2Tt Mame First Name Last4 Employment Contract Days Annual Salary Craditable Docked Leave
P . 55N Type Days Paid Rate Earnings Days Days
u Christina Fusll Time 0 27 58,250,00 0




3.1 REVIEWING THE INFORMATION

The Annual Certification Member Summary will list all members reported on Gemini pay-period
reports throughout the year with their individual total amounts displayed. The Actions Needed

column identifies the members that have errors that will need to be addressed.
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3.2 IDENTIFYING ERRORS

If errors need to be resolved, there will be a symbol in the Action Needed column for that

member. Click the Actions arrow and select View Summary Details for an individual member.

those members with errors.

MOTE: The Errors Only is available to search for only

Members: 10 Terminations: 3 Fiscal Year; J023-2034 Annual Certification Status: Annual Rps In Progress Total Earmings: 5446, 74548 Mambaer Contributions: 540,07 539
Member THIS Contributions: 5402067 Employer Contributions: $1,550.7% Employer THIS Contributions: 52,553,421 Federally Funded Earnings: 5456 474,53 Federally Funded Contribution:
[E), Annual Certification Member Summary [ Msssupdste  Searchby last name... Ep—
:‘:::u Actions  Last Hame - First Hame -~ Lacst 4 55M Employment Type Contract Days Diarys Paid Annual Salary Rate Creditable Earmings Docked Days
n Christing Full Time k] 200 58,150.00 40,053,480 o
(@ Wew Sommary betait Sarah Past-Time Contractual W a1 19,418.00 19,415.00 o
1 e - Kl Extra-Duly e 13,2%0.00 13,2504 1K g

4,926,234

Errers Oy

Leawe Days

Certification process.

TIP: If you notice a lot of errors that can be corrected by uploading a pay period report, use the Delete

3.3 MASS UPDATE

The Mass Update option can only be used to correct Contract Days and/or Days Paid. The
employer can choose to select all members or filter to select specific members.

Members: 10 Terminations: & Fiscal Year: 2023-2024 Annual Certification Status: Anrual Bpt in Progress Total Barmings: 5444 74448
Member Contributions: 540, 207559 Member THIS Contributions: 5402067 EmployehContribuibons: 52,550,759 Emgployer THIS Contributions: 52,533.42
Fiderally Funded Earningi: 346,474 81 Faderally Funded Comtributionss 54,026.24
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All members with Days Paid will be displayed for possible Mass Update corrections. Each member
displayed can be unchecked to be excluded from the mass update. In addition, the employer can

select filters to the Employment Type, Job Category, Payment Reason or a specific Error Code to
display only certain members.
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Once the corrections are selected, choose Confirm Updates. Once the employer confirms the
Update, it can not be reversed without deleting the Annual Certification.

The Annual Certification process will rerun with the updated information.

Return to the Employer Reporting Dashboard and wait for the email stating the process is
complete. By rerunning the process, additional edits may invoke due to the corrected amounts.

Confirm Mass Update

Are you sure you want to make the indicated changes 1o all selected
records?

Omce you welect Update, the changes will be made and your Annaal
Coertification will Be run ba<k through sur validatisn prodess. Yeu will
be returned to the Employer Dashboand and your Anneal Certification
will be imaccessible during this time. it should take no more than the
itime it toek your certification te be rolbed-up and created in the first
place. Vou will recaive an email when the process is complete and your
report it sccesaible,




3.4 RESOLVING ERRORS

Within the detail of the individual member, each row represents the total amount reported from all
pay-period reports with each unique Employment Type and Payment Reason. If there is an error, a
detailed Error Resolution will be provided at the top of the page and will need to be addressed.

FATAL ERRORS
Any RED FATAL ERRORS will require a correction
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WARNING ERRORS AND EXPLAMATION

If an error is a WARNING, click View More within the Error Resolution. The warnings are required to be
certified and may need an explanation provided. Take time to fully read each Error Resolution.

Coranbe e CRERTy Aread Sy BEE Credmpia [eenaspi [ Pt Sl ST BT

Tier 1 119,351.35 E5,654. 13 3801/ 201% =
!mimmm Emplayment Emd Re... =~ Final Shck Leave
Em"l"m“:]:l Sl 8z e v delndn Tign; ddedorss fatiad wrrrs Tl Bafore sddrriung sy ol € o Liom B falal srron mary el e B elmanation of ofSer o E
Severity  Error® rror Title ~ Error Metsape Drrer Resolution
Fy ARIO04 Barie Earmings cabculation TRS i unabde bo caboulate S0 the fodal BS - Base Salary Thee cdaily rafte ooy ted by dividing Full Annual Rate by the
: L : earnings within 5250 o View Bor

Read each Error Resolution carefully to determine how to resolve the Error and what information
is needed. A detailed explanation must be provided to Certify the error. If the information is not
provided that was requested in the Error Resolution, TRS will be required to contact the employer
during the audit. Once the detailed explanation is provided, click “Certify”.

Explanation Required

To certify this warning, an explanation must be provided.

Explanation *
TIP: Provide calculations and exact details of the situation
to address the error. The more information the better!

We are REQUIRED to contact employer if explanations are:
Member was docked

Member on leave for part of the year

Earned extra duties

Reported correctly

Returned to teaching




3.5 EDIT EXPLANATIONS

Once an edit is certified and an explanation provided, it can be viewed within the member detail.
In addition, when clicking the Actions arrow on the Member Summary page, there is an option to
view the Edit Explanation. All explanations will also be displayed on Edit Explanations page.

[&, Annual Certification Member Summary Details for
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3.6 EDITING AND VIEWING INFORMATION

When the employer is reviewing the View Summary Details page for an individual, corrections
may need to be made. Within each member detail, the employer can make corrections to each
row of information as well as the Job Category. Each row represents the total amount reported
from all pay-period reports with each unique Employment Type and/or Payment Reason.
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For each row, there is an Actions dropdown. The employer can select to Quick Edit the row of
information or View Details.

Employment Payment Contract FTE Annual Member Member THIS Emplaoyer Employer THIS Docked
Actions Type ~ Reason - Days Percentage Rate Earnings Contributi Contributi Contributions Contributions Days
@ Quick Edit B5 1B 100 55,908.28 55,90B.28 5,031.60 50327 32424 3T4.64 0.00
{4
- FB 1,582.42 Bi2.42 64.24 43.98 50.80 0.00
=) View Details
563,400.70 £5,714.02 £5T1.51 £368.22 542544 0.00

[l Detete

QUICK EDIT

When Quick Edit is selected, only certain boxes will be allowed for editing. Once the

corrections have been made, click Save to the left of the row.
Full Employer

Employment Payment Contract FTE Annual Member Member THIS Employer THIS Docked Days
hetions Type ~ Reason - Days  Percentage Rate Earnings  Contributions  Contr [4 jons  Cantr Days Paid
180 160 55,500 56,508,258 0.00 180
E® ruutime BS 5,031.60 50327 324,24 IT4 B4
Full Time Fo T.582.42 64242 654 43,58 50,80 000
Totals 563, 490.T0 $5,714.02 §5TL.51 $368.22 $425.44 0.00 180

VIEW DETAILS
The View Details will provide information reported throughout the year for that row of
information. Editing is not available in View Details.

u 05/1072022 Teacher 180 100 69,656.56 285510 0.00 156,96 25.70 0.00 9
u 05/2472022 Teacher 180 100 69,656.56 285510 0.00 156,95 25.70 0.00 10
u 0&/10/2022 Teacher 150 100 69,656.56 285510 0.00 156,95 2570 0.00 11
ﬂ DE/24/2022 Teacher 150 100 69,656.56 285510 0.00 156,95 2570 0.00 1]
n 07/08/2022 Teacher 180 100 69,656.56 2.855.10 0,00 256,96 25,70 0,00 1]
n 07/22/2022 Teacher 180 100 69,656.56 2,855.08 0.00 256,95 25.70 0.00 0
n 08/10/2022 Teacher 180 100 60,656.55 2,855.08 0.00 256,95 25.70 0.00 Q
- 08/24/2022 Teacher 180 100 69,656.56 2,855.08 0.00 256.95 25.70 0.00 1]
Totals $69,034.12 50.00 £6,212.04 S62L.40 0.00 181

3.7 ADDING A ROW

Within each member detail, additional rows may need to be added for an Employment Type and/or

Payment Reason that was not reported correctly on a pay-period report. Click the Add Row.

~
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Choose the Employment Type and Payment Reason for each row added. Additional information
is required based on the Employment Type and Payment Reason. Click save to the left of the
row after adding all the required information.
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Filter by:

Employment Payment
Actions Type ~  Reason -~

Full Time Bs

Full Time ED

Full Tasni FE
Tatals

Cantratt

Fapamet bmaion
il
Full
FTE Annual Member
Days  Percentage Rate Earmings  Contributisns
181 100 69,656.56 65,034.12 6,21307
2,914.48 262.20
20400 0.50
0,00
§71,958.60 S6,4T6.4T
Taps Faprn Branae
Filzer by
Employment  Paymast  Contract FTi
Actians Type ~  Meason - Buys  Peetentige
Full Timee: BS {1:11 100
Frall Tierse ED
" Part-Time Contractua

Subsrtute

Extra-Duty

3.8 DELETING INFORMATION

ORIGINAL INFORMATION
Any rows that were generated from the certification process cannot be deleted. If a row
needs to be deleted, it can be updated by using Quick Edit and entering a 0 in each box.

Employment Paymaent
Action Type ~ Reasan -
' Full Time BS
B Full Time FB

Totals

BTN TN
ADDED ROW

Employer

ember THIS Empleayer THIE Docked Days
Cantributions Contributions Contributions Days Paid
62131 ADDAD 462.53 0.00 180
b6 33 §5.B1 19.58 0.00 a
o .08 o.07 0,00 ]
LT 0,00 .00
S64T.T3 Sa17.ar S482.18 0.00 180
Full Employer
Arreal Mapmbar Member THIS Dmpieyer THIS:
Rats Earnings [ Lo £ Caat = ot ribuith
65,556.56 63,034,127 6,213.07 6131 40040 »
230444 6L 613 1641 958
1o 850 9 [T ooz
880 30 050 L)
47195860 §64TEAT SE4T.TR sanr.ay S442.18

Fun

Contract FTE Annual Member Member THIS Employer Employer THIS
Days Percentage Rate Earnings Contributi Contributi Contributions Contributions

1] 0.00 0.00 0.00 00 0.00 .00

T.582.42 BE2.42 6824 4398 50.50

§T,582.42 5682.42 $68.24 $43.98 £50.80

If a row was added, the Delete button will be enabled and the row can be deleted.

Emplayment Payment
Actions  Type = Reason
B Full Time Bs

[ quick s
=} View Det ,/: -
T oobete

Full
Contract FTE Anraial
Days  Percentage Rate  Larnings
o [ 00 000
S00.00
755142
58,082.42

Mermber Member THIS Emplayer Employer THIS
Contributions Contributions Contributions Cantributions
0.00 000 0.0 0.00

45.00 450 150 i3
58242 5824 4358 50.50
STITAZ $TLTA £4G.88 £54.15

Desrloed Days
Bays  Paid
0o Len
.08 o
000
0.0 180

Dacked
Days

0.0

o.o0

Doched
Days

L

0.00

0.00

Days
Paid

Days
Paid



3.9 TERMINATED SICK LEAVE

Terminated sick leave information may be added or deleted within each member detail.
The information will then be displayed on the Final Sick Leave Review page.

Empleyrnamt Typs Contract ey By Pa Arrvadl Salery Ame Cregrtatis Lamngs
Fuall Tiene [ ] 182 14

4532500 372500
Cumtribunion Lacegary rmpicyrmet Begin buce Py —
Tier2 08012030 | Final Sick Leave Employment End Date ) Employment End Reason - Teacher
Ervors for Record (0] oo s Thes: A \ Edit Explanations [+]
Fliter by: Employmsent Type - Payment Reason = Chear Fitter D Add Bew
Employment Payment Contract FTE Full Amnual Hembaer Member THIS Employer Employer THIS Docked Days
Actions Type =~ Reasom Days Percentage Rate [Earnings [« Con Contribwtions Days Faid
[ -] Full Time B8 162 10 42 AG0.D0 31,800.01 186200 186,30 1Ba 50 FTENF i 174
a Full Time e 192500 26354 6.28 PR 1962 0.
Totals £34,T25.01 $3,125.34 31248 $301.43 33274 0.00 4

4.0 EDIT EXPLANATIONS PAGE

All edit explanations entered from the Member Summary will be displayed. The “Review Complete”
will need to be checked

View Summary Details will proceed to the member summary detail screen for that individual.

Edit will allow corrections to be made to the comment previously entered.

Members: 10 Terminations: 0 Fiscal Year: 2023-2024 Annual Certification Status: Annual Rpt In Progress Total Earnings: 5422,469.38

Member Contributions: $33,022,73 Member THIS Contributions: 53,202,07 Employer Contributions: 52,450,058 Employer THIS Contributions: 52 830,87

Federally Funded Earnings: 546,474,583 Federally Funded Contributions: $4,926.24

@ennnual Certification Review Edit Explanations Search by last name... Clear All Sorting
) Last
[ ]
Action et Mame ~ FirstMame ~  Four oy Error Title Edit Explanations
55N ~
@ View Enmmary Details Sarah AR2001 N Flex Plan reported Member was part time and did not qualify for a flex plan,
B E
@) ean Richard AR2004 :;’i‘l :Ir::“"" Base 40,000/180 = 222.22 daily rate. Docked 20 half days 222.22/2 * 20= 2,222.20.
B Jamie AR2004 i‘l’l‘i IEa‘:i’:;"g" Base 50,000/180 = 2T7.78 daily rate. Docked 10 half days 277.76/2 * 10= 1388.90

[7] Review Complete

[ rmion B remioicomoors §ven> ]



5.0 FINAL SICK LEAVE REVIEW PAGE

The Final Sick Leave Review page will display all members that were reported as terminated
throughout the year. Review all members and make any corrections on the review screen for
members that were already reported as terminated. The “Review Complete” will need to be checked.

NOTE: Return to the member detail to enter a termination for a member not listed on the Final Sick Leave Review page.

Members: 10 Terminations: 3 Fiscal Year: 2023-2024 Annual Certification Status: Annual Rpt In Progress Total Earnings: 5422,469.38
Member Contributions: $38,022.73 Member THIS Contributions: $3,802.07 Employer Contributions: 52,450.08 Employer THIS Contributions: 52,830.87

Federally Funded Earnings: 546,474.83 Federally Funded Contributions: $4,926.24

@‘,Annual Certification - Final Sick Leave Review Search by last name... Clear All Sorting [ Eerrorsonty
Action . Last Four Employment Begin . .
Neaded Last Name ~ First Name ~ SSN Date Final Sick Leave Employment End Date Employment End Reason
Christina 05/01/2023 100.0 05/31/2024 m Terminated hd
David 06/01/2023 370.0 06/30/2024 m Terminated v
Thomas 07/01/2017 250.0 06/15/2024 m Death =

Count: 3

[T] Review Complete

I ST T SR

6.0 FEDERALLY FUNDED SALARIES PAGE

The Federally Funded Earnings page will display all Grants Types and earnings previously reported.
If no corrections are needed, check “Review Complete”.

EDITING A FUND
The Actions on each row will allow for Quick Edit of the information or to Delete the row.
[, Federally Funded Earnings - Reported in Fiscal Year 2023-2024 [
Actions Grant Type ~ Federally Funded Earnings Federally Funded Employer Contributions
@ Qpalek it y Verbo Homeless Edue 10,795.76 1,144.41
B oelete 11,895.60 126133
n Vocational Educatson 23,7T9.47 1.520.60
Counis s

Ravisw Comaplite



ADDING A FUND
Additional federal funds can be added by clicking Add. Choose the Grant Type and enter the amount of
Federally Funded Earnings for that grant.

@. Federally Funded Earnings - Reported in Fiscal Year 2023-2024 \A O nas

MActions Grant Type ~ Federally Funded Earnings Federally Funded Employer Contributions

ﬂ MeKinney Vento Homeless Educ 10,7595.76 1.144.41
Program

B Other 11,899.60 1,261.23

B Vocational Education 23,779.47 2,520,60

Add Federally Funded Earnings to 2023-2024 Fiscal Year

7.0 WORKERS’ COMPENSATION PAGE

The Workers" Compensation page is required to be reviewed. If no members were on workers’
compensation during the year and the employer did not pay any portion of their daily rate, select
“No”. The employer will need to check the “Review Complete”.

Workers' Compensation Members

Bid any members recaive a portion of their salary while in receipt of
Werkers' Compeniation benefits during the 2023-2024 school year?

If the employer selected “Yes” that a member was on workers’ compensation and was paid a
portion of their daily rate by the employer, the member will need to be added to the Workers’
Compensation page.

Midiing Warker:' Compendation Mamben

Frarn pid o mureber) who wiry paid 8 parton of theie ey wiele

Wamlimry Ciin all wevmbies i buwe i
i, o the EEdae [ ommpe B B thel B1a B T MTHEE
Irfare procsadiag

To start selecting members, click Add Member.

By WOrlers' COmpENSTION g of mamise shs rosved sy e ol ek palary shib o SRceipt of Wiskers' Compistion besebis, A o0 ks memisers s rosdedgr ) A Memtier

Kctions. Lt Masms ~ Wirst Mame - Lt Fomr S5H ~ Employsent Type Job Category



Use the field below to search for and select the member you need to add. Type in the field to
filter your options based on first or last name. Select the desired member before clicking the Add
Member button.

Add Workers' Compensation Member

Add Workers' Compensation Member 3|
Use the field below to search for and select the member you need to

add. Type in the field to filter your options based on first or last name
then click to select the desired member before clicking the Add

Member button below. Use the field below to search for and select the member you need to

add. Type in the field to filter your options based on first or last name
then click to select the desired member before clicking the Add
Member Name * - Member button below.

Member Name *
(6915) -

e

=

Once all members are added, check the “Review Complete”.

& Workers' Cump!nsatiun Listing of members who received any portion of their salary while in receipt of Workers' Compensation benefits. Add or delete members as needed o Add Member
Actions Last Name ~ First Name ~ Last Four 55N ~ Employment Type Job Category
m Sarah 0737 Part-Time Contractual Administrator
@ David 2435 Full Time Administrator

[[] Review complete
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8.0 FINAL ANNUAL CERTIFICATION REVIEW PAGE

Once all pages have been marked “Review Complete”, the Final Annual Certification Review page
will be enabled. Review all totals to ensure they are accurate. If corrections need to be made, click
the Previous button to go back. If the information is correct, click the Certify box and Submit to
TRS. NOTE: The “Submit to TRS"” will be enabled on July 1.

mnnnual Certification

This i tha final i ir e Annial Cemilication Process. il you nesed 1o make any TurtPer chanpes o your
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swrwious bution. I you have made all necessary changes, you can heck the Cenily bos and

[l Teartify the inbarmation belaw is cermect,
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Fiseal salary  Creditable Memibeer Member THIS Employer  Employer THIS F'H'.:': ":'nr;“j
Yoar Rakw Eamnings Contributions Contributions Contributions Contributions Earnings Contributions
Jf;;ﬂ 367 438.40 315735806 1841660 2,541.64 1,531.14 2.115.67 45 4T4.83 4.926.24

m Return to AL Dashboard Submit to TRS -*



The “Submit to TRS" will rerun the edit process. The employer will either receive an email stating
there are additional errors that need addressed or that it has been successfully transmitted.

NOTE: If the email states there are additional errors, return to the Annual
Certification process, resolve errors and submit again.

Rerunning Annual Certification Edits i)

Your Annual Certification submission will be run through the edit
process. You will be notified by email if additional edits need
addressed or if final submission has been successfully transmitted to
TRS.

Upon successful submission, the Annual Certification is now located in the Annual Certification
Inquiry under Services. Search the Fiscal Year and it will display the status of “Annual Rpt
Transmitted”. The Actions arrow will allow the Annual Certification to be viewed.
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The Annual Certification Dashboard will display Transmitted in the Final Annual Certification Review page.

9.0 REPORTS

Employer Acoess

Sign Gt

NOTE: The Annual Certification is now “Read Only”, and no corrections
can be made. Contact Employer Services if corrections are needed.

My ACCoUnE

Contact Information

Employer Services

Employes Information

Employes LooKUp

Reports

Accounzing

Ageounts

Payroll Schaduls

Annual Repaort
How To Uss Th

Anmual Certification Dashboard
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Member Summary S Edit Explanations
Final Sick Leave Review B Federally Funded Earnings
Workers' Compensation o Fimal Annual Certification Review

NOTE: NO REPORTS ARE AVAILABLE IN GEMINI

:
— In Employer Access, the employer can view and

“Deaft” Annual Regort of Earnings print multiple types of reports generated from the
“Final" Annual Report of Earmings T submission of the Annual Certification process.
Annual Report Emplovee Edit Report The “Final” Annual Report of Earnings will list all
Annual Report Remittances ™8 members and the final amounts reported by the
Annual Repart Terminated Sick Leave st || €MPlOyer during the Annual Certification Process.

Submit to TRS
Canfirm Sum of Changes

Claims

How To Use This System

Supp Bpts/Sick Leave Certs

Rarvise Submitted Supp Rpts

Rervise Submitted SL Cems

Raponts

Demographics

Dcument Upload

Seming: HRegistration

Add Profile

Select User Profile

Web Access Certification

After the audit is completed by TRS, any changes
made by TRS will be reflected on the Annual
Report Summary of Changes Report.

Annupal Report Leave of Absence RQ[;-_Ql_T__‘x

Annual Report Sabbatical Leave Report

Compliance Questionnaire T8
Annual Repart Summary of Changes Be port T

Prior Year Annugl Report of glrni[lg;_ﬁ'—'
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Anmal Report Reminandes

Annual Report Remittances will display the total
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———— Reports in each account. If corrections were
made during the Annual Certification process, it
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DUE DATE

The filing deadline for the 2023-24 Annual Report is Thursday, August 15,
2024 at 11:59 p.m. Service and creditable earnings information must be
reported in accordance with the laws and rules applicable to TRS. An Annual
Report failing to materially conform to the laws and rules applicable to TRS
will not be deemed received until it is properly corrected and resubmitted to

TRS.

A S$250-per—day late filing penalty will be assessed for each day past the
deadline that the report is not on file with TRS.



Contact Information

Employer Services
Employer Reporting
(888) 678-3675 Option 1
employers@trsil.org

Accounting Department

Remittances or the Employer Bill
(888) 678-3675 Option 2
accounting@trsil.org




