Welcome to Employer
Training In ERIC



Let’s get started

ﬂ Home » Instructions

ePass Montana provides access to all authorized eGovernment services using one usemame and password.

Instructions How Do | Feedback

Instructions

b a1

What is ePass Montana?

> Slg n U p tO e Pa SS M O nta n a; h e re |S ePass Montana will allow you to access authorized eGovernment services using one usemame and password.
th e | I n k; When I log into ePass Montana I see three options for logging in - ePass Montana, State Employee and OpenlD, what are they?

Depending on the service, mt.gov users can now choose which accounts to log into for access to mt.gov services,

- ePass Montana is the same account you have been using in the past. ePass Montana provides access to all authorized eGovernment services.

- State Employee Login is for those who are state employees.

- OpenlID allows you to choose an existing account to log in such as Yahoo or Google.
https://app.mt.gov/epass/portal

How come I cannot see all mt.gov services?

Only services that require ePass Montana for user authentication are displayed on the ePass Montana Dashboard. Depending on which account
you are logged into, determines which services you will see. Not all services are available for the different types of accounts.

What are the services listed in "Most Popular'?

Services listed here are the most popular services based upon user popularity.

» Are you already a PAM? If you have What are the services listed in "Add 2 Service'?

an employee you want to have access Thesd e Sanitis o an add oy Sceoe Bl o the ccirne yias i chisen | adate Mortiees Stkte Enployes-on OpeIt]. ke b2
to ERIC, they sign up for ePass and g

you give them security!

|

What are the services listed under "Your Services'?

These are the services you have added to your account or included as a Favorite URL. Click on Edit to manage your list of services.

ERTTEET LT U IR



Be sure to write down your user name and put your password in a safe place. The current Portal Access
Manager (PAM) will need your user name to get you set up under organization profile in ERIC so you have
access in ERIC

B Home » Welcome to ePass Montana

ePass Montana is a convenient and secure way to access Montana government senvices

Instructions How Do | Feedback

ePass Montana Login Hide State Employee Login Hide
Login with ePass Montana Login with State Employee Account
Login with your ePass Montana account. If you do Login with the username and password you use for
not have an account, you can create one here. the state network.

== 1

Login with OpeniD



Once you create Epass account, you will see MPERA ERIC below. Click on the link

M ONTANA GDV SERWICES AGENCIES LOGIN SEARCH MOCHNT

JFFICIAL STATE WEBSITE

Erpgeis 4w e s e s ey e

Manage Your Account Services
Logout From This Account

Mews and Information “ Hide
ePass Montana 2.34.0 Release Announcerment ePass Montana 2.34.0 Release Announcement
Please be advised of the following maintenance activities for ePass Montana 2.33.0 Release Completed
DOA's ePass Montana (Release 2.24.0). This maintenance is Announcement
scheduled for Tuesday April 04, 2017 starting at 7:00 AM P Mont 2.32.0 Rel C I
MDT/MST. The maintenance activities are expacted to take Announcement

approximately 1 hour to complete. Details for this releass

can be found under Release Motes on the ePass Montana ePass Montana 2.31 Release Completed Announcement
toolkit site at -

https://app.mt.gov//toclkit/releases/releasehistory Should

you have any questions and/or encounter any issues

followring the dose of the maintenance window please send
a detailed write up containing zll applicable details to
helpdesk@egovmt.com.

Your Services Edit Add a Service? ! Edit

File Transfer Service [ePass) Ashestos Accreditation

Asbestos Accraditation Admin

-, .
}-\f }\["

MPERA ERIC - Emplover and Wendor Testing (ePess)

Asbestos Permitting
Business Checkdist
Busi c list C ion 2 . ki

Business Resource and Listing Update Tool

Business Tax Express {Bustax)




Example of ERIC sign on page. Use the user name & password from EPASS

STy, Welcome
. E~['E"["- '3 . ERIC Employer Reporting and Information Center

& Employer Login © Instructions

@ PERIS ESS i MPERA's secure intranet designated just for our employers. This tool

pravides employers with an effective, time-saving way to submit and view critical financial

USE.rrlarrIE : e mmﬂ!‘! imrermaen enins
@ If you are not registered with PERIS EWP and would like to access this service, contact

MPERA




Messages

Employer Reporting

Employer Report Summary
Demographic Header
Demographic Detail
Enrollment Header
Enrollment Detail

Payroll Header

Payroll Detail

Upload File

Processed Files

Processed Records

457 SDA File

Covered Payroll Reporting by

Covered Payroll Reporting byv

9866 : HELENA CONSERVATION DISTRICT -- Thomas Chong {Smokey)

Home

[ Previous Page Displayed. ]

Welcome to the MPERA Employer Reporting and Information Center (ERIC). ERIC is your guide to a secure portal where you can view and update your organization information and view and report persor

Here is a brief description of the various activities that you can do:

I— i Alerts & Messages

Click here to navigate to the message board screen to view messages

Employer Reporting

R

Click here to navigate to the Employer Reporting Summary lookup screen

Employee Data

"

Click here to navigate to the person lookup screen

U

Click here to navigate to the i

Enroll New

Click here to navigate to the enroll

Organizat

Click here to navigate to the employer r



& Welcome!

9866 : HELENA CONSERVATION DISTRICT -- Thomas Chong (Smokey)

”~ Employer Maintenance

Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

.
-
mary

Organization Type : Employer Employer Type : Other Local Government Effective Date : 02/01/2019
State TIN : | ‘County : Lewis and Clark End Date :
Federal TIN : 123123123 Status : Active MPERA ID :
Preferred Communication : Email Reporting Method : Status Effective Date : 02/01/2013
Employer Pays Contribution for Service Purchase : No Employer Pays Interest For Service Purchase : No Employer Pays Interest For Workers Comp. : No
Auto Post ER File : No
Health Care Vendor Organization Name : Primary Contact : Thomas Chong Primary Address : 1200 Rocky Mountain W
Primary Email : RockyMtnHi@gmail.com Primary Phone : (406)555-1234 City Class :

e parf Py s

Paveoll Schedule | | Status History | |1

B AddressID Street Name City State / Province Zip Code / Postal Code Status Primary Address
D 8748 1200 Rocky Mountain Way Helena Montana 59601 United States of America Active Y
Create : cv0261 2/14/201% 10:25:14 AM Modify : cv0261 2/14/2019 10:44:31 AM

ting by
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byv

”~ Employer Maintenance

& Welcome!

9866 : HELENA CONSERVATION DISTRICT -- Thomas Chong (Smokey)

[ Previous Page Displayed. ]

D O

Organization Type : Employer Employer Type : Other Local Government Effective Date : 02/01/2019
State TIN : “County : Lewis and Clark End Date :
Federal TIN : 123123123 Status : Active MPERA ID :
Preferred Communication : Email E] Reporting Method : Status Effective Date : 02/01/2019
Employer Pays Contribution for Service Purchase : No Employer Pays Interest For Service Purchase : No Employer Pays Interest For Workers Comp. : No
Auto Post ER File : No
Health Care Vendor Organization Name : Primary Contact : Thomas Chong Primary Address : 1200 Rocky Mountain Way,H
Primary Email : RockyMtnHi@gmail.com Primary Phone : (406)555-1234 City Class :

Other Details

Aﬂdtess. Plan | Contact | Bank  Payroll Schedule  Status History Insurance

I e

B Contact ID Contact Name Job Title Contact Role Phone Number / Extension Address Email Address Status Effe
| 9036 Thomas Chong g;:;lr'gne 457 ,Human Resources,Payroll Reporting,PERS,Web User (406) 555-1234 1200 Rocky Mountain Way, Helena,Montana, 55601 RockyMtnHi@gmail.com Active 02/01
Asst. to
D 9037 John Denver Guy in 457,Payroll Reporting, PERS,Web User (406) 555-0001 1200 Rocky Mountain Way,Helena,Montana, 58601 FarOut@gmail.com Active 02/01
Charge
Create : cv0261 2/14/2019 10:25:14 AM Modify : cv0261 2/14/2019 10:44:31 AM



X Welcomat

9866 : HELENA CONSERVATION DISTRICT — Thomas Chong (Smokey)

Record displayed. Please make changes and press SAVE. ]

e ——————————————————————————————————————————

ion 1D : 9866 Organization Name : HELENA CONSERVATION DISTRICT
N Type : Employer

Contact Information

st Name : [T ~Contact First Name : Thomas Contact Migdle Name:
ct Prefix - Honerable Contact Suffix |  [v]
Job Title = Guy in Charge
e / Ext - (406) 555-1234 I Alternate Phone/Ext - |
~Email - RackyMtnHi@gmail.com Fax Number:
Address :| 1200 Rocky Mountain Way,Helena, Montana, 53601 -Status :| Active [
ive Date :02/01/2015 1 End Date - [

O Board Member/Supeérintendent O Business/Finance Officer

Cewreors [ HrPors
surces [] Insurance Reporting Oaws

[ other [ payment
orting [ PERS [Osas
: Ovrea Web User

EWP Access: [¥] Initial Registration Date: 02/01/2013

ePass Usemname: Smokey | Last Successful Login: 02/14/2019
“onditions Read Date: 02/14,/2019

e —————————— e ——
E—]
T

Portal Access Manager

Maintain Employer Prafile
Payroll Repart Processar

Employee Information Precessor

Create - cv0261 2/14/2019 10:32:10 AM Madify - 2/14/2019 11:35:32 AM

Chent Ip : 10.223.1.116 AppSrv @ doaisd?736 Current Time 14/2019 11



X Welcome!

9866 : HELENA CONSERVATION DISTRICT — Thamas Chong (Smokey)

Alerts & Messages ~ Home

[ Previous Page Displayed. ]

Welcome Lo the MPERA Emplayer Reporting and Information Center (ERIC). ERIC is your guide Lo & secure partal where you can view and update your organization information and view and report person information.
Here is a brief description of the varicus activities that you can do:

Employer R

0 Employer Report Summary

S Alerts & Messages Upload File
® Demographic Header “ &

— Click here ta navigate to the message board screen Lo view messages Click here Lo navigate to the upload file screen
© Demographic Detail
® Enroliment Header
8 Enroliment Detail
© Payroil Header ’i%i Employer Reporting @) Enroll New Employee
© Payroll Detail - Click here 1o navigate Lo the Employer Reparting Summary lookup screen Click here Lo navigate Lo the enrollment lookup screen

© Uplsad File

8 Processed Files

©® Processed Records

0 457 SDA File

Employee Data E Organization Profile

Click here Lo navigale to the person lookup screen Click here to navigate to the emplayer maintenance screen

[
!

© Covered Payroll Reporting by

0 Covered Payroll Reporting by

Financial Information

©® Invoice Receivable

Payments

Click here to navigate to the payment lookup screéen

g

8 Service Credit Purchase
® Adjustrment Summary
0 Payment

© Messages

0 Organization



Helpful Hints with enrollments

SR e

-
[ Recorddsplaed |
Welcana ko the MPERA Emplayer REDMiﬂg & Inforimation Cenler [ER]E)‘ ERICE murguide o & decure pﬂﬂ!| where o Can i and updat! rnurmganizalim\ infarmation and view end rEpM parsan information.
Hefé i & brisf daseriplion ol the various dclivilies Uhal you an dg:
Memgu

Are they part time (under 960

hours)? If so;

Employer Report Summary

Alerts & Messages t Upload Fie
Demographic Header u u

» Did you have them complete the R——

Demegraphic Detail

Optional Membership Election

F O r m ? olment Dl |
p— § Employer Reporting % Envoll New Employes

> | f t h ey d e C I i n e t h ey a r e “" O pt i O n a | Payrel Dedail Click here L navigate 1o the Employer Reporing Suriiery ogkup sireen Click here b navigele Lo the enrallment lookup seresn
under 960" .

> |f th ey Wa nt membershi P, th ey are :i::ﬂ:m l’a Employee Data EEE Organization Profie
.

“PERS Member”

Click here o Riavigete b the person lakup seresn Click here Lo navigate to the emplayer mainlenance seresn
Covered Payroll Reparting by

Covered Payel Reporig by

http://mpera.mt.gov/Portals/175/documents/VendorSupport/MPERAContributionPayTypelmpacts.pdf



http://mpera.mt.gov/Portals/175/documents/VendorSupport/MPERAContributionPayTypeImpacts.pdf

X Welcomes

9866 : HELENA CONSERVATION DISTRICT -- Thomas Chong (Smokey)

~ Enrollment Lookup

Msg ID : 5 [ Please enter search criteria and press SEARCH. ]

Heasages ssh:_- - x| |Q System :[an [V Last Four Digits of SSN -
Reporting - = .
uslName:v First Name | Middie Name : |
&r Report Summary Enrollment Status : Al [v]| Enroliment Submitted:| Al [v] Error Message :| All
raphic Header Reparting Source : | All ‘ Employer Reporting Summary ID | 30b Classification :| Al =
Employment Start Date From : | ) =] Employment Start Date To - | | Employer Repaeting Enrollment Header 10 -

raphic Delail

e
1ent Header

jent Detail Search Resuits
e I
Detail |l SSN Last Name First Name MI Employment Start Date Job Classification Enroliment Status Enrollment Submitted Reporting Source Posted Date EMPL ID

No records Lo display

File

ed Files

ed Records

A File

1 Payroll Reporting by
1 Payroll Reporting by
Information
Receivable

Credit Purchase

nent Summary

Wt

fon Information

es



A Welcome!
9866 : HELENA CONSERVATION DISTRICT — Thomas Chong (Smokey)

Messages

“ Report Summary
phic Header

phic Detail

nt Header

nt Detail

1 Files

1 Records

File

Payroll Reporting by

Payroll Reporting by

Aceivable
redit Purchase

nt Summery

~ Enrollment Maintenance

Msg ID : 7 [ Record displsyed. Please make changes and press SAVE. ]

Enroliment Header Information

Enroliment Header ID : Enroliment Header Type : Enroliment Header Status :
Employer Reparting Summary 1D @ File Name :
Tetal Detail Records Received Date : Posted Date :

Enroliment Information

Organization Name : HELENA CONSERVATION DISTRICT Posted Date : Enroliment Status :
“SEN : x Name Prefix :
*Last Name : ' “First Name :| ] Middle Neme : |
Name Suffix: *Date Of Birth: i “Gender :
Marital Status : International : []
“Address Line 1 Address Line 2 : Address Line 3 :
“City : -State :| [~] “Zip Code/Plus 4 :
Country : [~
Phane Number : Phone Type : Reparting Source :
Email Address : | Email Type : ™= Suppress Warnings : []

Enroliment Details

“Job Classification : | [~

‘System : |[PERS »
-Employment Start Date : | :

Comments : !

Employment History

Employment History ID Organization ID Organization Name System Job Classification Status Employment Start Date Termination of Employment Date
No records Lo display

Other Details

| Name Check

SSN Last Name First Name MI Date of Birth

No records to display




ssages
-

summary
der

=porting by v

X Welcome!

9866 : HELENA CONSERVATION DISTRICT —— Thomas Chong (Smokey)

Msg ID : 8 [ All changes successfully saved. ]

R o ()

Enrollment Header Information

Enrollment Header ID : 47389  Enrollment Header Type : PERS Enrollment Header Status : Valid
Employer Reporting Summary ID : 70355 File Name :
Total Detail Records : 1 Received Date : 02/14/2019 Posted Date :

Enroliment Information

Organization Name : HELENA CONSERVATION DISTRICT Posted Date : Enrollment Status : Valid
*SSN : 7 X Name Prefix :
“Last Name : MARIN *First Name : CHEECH Middle Name :
Name Suffix: *Date Of Birth: 01/01/1948 “Gender : Male
Marital Status : v International : [_]
“Address Line 1 : 1 CALIFORNIA WAY Address Line 2 : Address Line 3 :
“City : HELENA *State : Montana *Zip Code/Plus 4 :»59602
Country : United States of America
Phone Number : Phone Type : Reporting Source : Manual
Email Address : Email Type : Suppress Warnings : [ |

Enroliment Details

“System : PERS “Job Classification : PERS Member [v]

“*Employment Start Date : 02/12/2019 m
Member Contribution Rate : 7.90%




Alerts & Messages

Messages

Employer Reporting

Employer Report Summary

Demographic Header

Demographic Detail

Enrollment Header

Enrollment Detail

Payroll Header

Payroll Detail

Upload File

Processed Files

Processed Records

457 SDA File

Coverad Davrnll Renartinn hu

A

v

& Welcome!

9866 : HELENA CONSERVATION DISTRICT — Thomas Chong (Smokey)

Employer Report Summary Lookup

Msg ID : 5 [ Please enter search criteria and press SEARCH. ]

m Received Date To :|
||

Received Date From: ,

Posted Date From : Posted Date To :

BB

Reporting Source : All Receivable Status : | All ‘
Create Invoice : All _ Summary Submitted : All
Employer Reporting Summary Status : All Employer Reporting Summary ID : |
*Paycycle Frequency g All 7

o
m W Export To Excel l§ Copy Forward

B ID Enrollments Demo Changes Payroll Records Pre-Tax EE Contribution Post-Tax EE Contribution Total ER Contribution Received Date Create Inv

No records to display




If you were manually reporting, you can use the “copy forward “ feature. Keep in mind,
when you use this, you have to enter dates of your payroll, and it carries all of your
previous payroll information over and you have to go into individual records and update
to the current payroll information. This could involve “voiding” certain records.

X Welcome!

9866 : HELENA CONSERVATION DISTRICT — Thomas Chong (Smokey)

erts & Messages ~ Employer Report Summary Lookup

[ Previous Page Displayed. ]

Messages . - X
Received Date From: Received Date To :
ployer Reporting

Posted Date From : Posted Date To :

BB

Employer Report Summary

Reporting Source : All Receivable Status : All v|
Demographic Header Create Invoice : All | v Summary Submitted : All
Demographic Detail Employer Reporting Summary Status : All Employer Reporting Summary ID :
*Paycycle Frequency : All [v

Enroliment Header

Search Results

Enrollment Detail

Payroll Header

i m w Export To Excel @l Copy Forward
Payroll Detail

ID Enroliments Demo Changes Payroll Records Pre-Tax EE Contribution Post-Tax EE Contribution Total ER Contribution Received Date Create Invoice Submitted

Upload File

[v] zozss 1 $0.00 $0.00 $0.00 02/14/2019 N N

Processed Files

Processed Records

457 SDA File



X welcomel

9866 : HELENA CONSERVATION DISTRICT -- Thomas Chong (Smokey)

Messages
porting

Report Summary

hic Header

hic Deatzil

t Header

t Detail

ader

tail

Files

Records

fle

ayroll Reporting by

ayroll Reporting by

\cejvable
edit Purchase

\t Summary

" Employer Reporting Summary Maintenance

Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

Employer Reporting Summary Information

Employer Reporting Summary ID : Posted Date : Emplayer Reporting Summary Status :
Reparting Source : Manual Create Invoice : [] Payroll Summary Status :
Ne Payroll : [] Summary Submitted : [] File Name :
Submitted Dale : Paycycle Frequency : Monthly
Received Date :02/14/2019 Comments :

Enroliment/Demographic Information

Enroliment Information | ‘Demographic Information

Total Enroliment Records : Enroliment Header Status :

B Enroliment Header ID Header Type Header Status Total Enroliment

No recards Lo display

Payroll Summary Information

Payroll Header ID Pre-Tax EE Contributions Post-Tax EE Contributions ER Contributions Pre-Tax Service Purchase Amount Total Contributions
No records to display

|I

Il Payroll Header ID Header Type Pay Period Start Pay Period End Pay Date Payroll Header Status
No records to display

Create :



X welcomel

9866 : HELENA CONSERVATION DISTRICT — Thomas Chong (Smokey)

ot ~ Employer Reporting Summary Maintenance

Msg ID : 8 [ All changes successfully saved. ]

e
Messages
Employer Reporting Summary Information

yer Repart Summary Employer Reporting Summary ID : 70356 Posted Date : Employer Reporting Summary Status : Review
Reparting Source : Manual Create Invoice : [] Payroll Summary Status :
graphic Header No Payroll : [] Summary Submitted : [] File Name :
Submitted Date : Paycycle Frequency : Monthly
aphic Detail [
praphi : Received Date : 02/14/2019 Comments :| _
ment Header
Enroliment/Demographic Information

ment Detail I = Y|

Enroliment Information l; Demographic Information
| Header

Total Enrofiment Records : Enroliment Header Status :

| Detail New Enroliment Header
1 File
B Enroliment Header ID Header Type Header Status Total Enroliment

sed Files No records Lo display
ised Records Payroll Summary Information

DA File Payroll Header ID Pre-Tax EE Contributions Post-Tax EE Contributions ER Contributions Pre-Tax Service Purchase Amount Total Contributions
No records to display

New Psyroll Header
ed Payroll Reporting by
m Il Payroll Header ID Header Type Pay Period Start Pay Period End Pay Date Payroll Header Status

No records to display

ed Payroll Reporting vy

& Receivable Create : ev0703 2/14/2019 3:29:11 PM
e Credit Purchase

ment Summary

ont



A Welcome!
9866 : HELENA CONSERVATION DISTRICT — Thomas Chong (Smokey)

" Payroll Header Maintenance

[ Previous Page Displayed. ]
B
isages
- Payroll Header Information
ummary ‘ o e, e
Payroll Header Details ] Contribution Totals By Pay Type Payroll Record Count
o Payroll Header ID : 48451 Header Type : PERS Payroll Header Status : Valid
Employer Reporting Summary ID : Z0356 File Name : Employer Reporting Summary Status : Valid
1 Total Detail Records : Received Date : 02/14/2019 Posted Date :
Payroll Start Date : x | |65 Payroll End Date : 02/28/2019 v} Pay Date : 02/28/2019 1]
Total Earnings: $325.00 Total Pre-Tax EE Contributions : $0.00 Totzal Post-Tax EE Contributions : $0.00
Total Contributable Earnings : $0.00 Total Pre-Tax Service Purchase Amount : $0.00
Suppress Warnings : [ Total ER Contributions : $0.00
Payroll Details I Compensation Payroll Details  Payroll Details by Status  Payroll Details By Error/Waming  Errors
I o
1tolof1
B Payroll Detail ID Person ID Last Name First Name MI Payroll Detail Status Earnings ER Contribution (Sys Calc) ER Contribution (Reported) EE Contribution (Sys Calc) Pre Tax
O 11571214 535493 XO0(-X0(-0000 HERMAN PEEWEE Valid $325.00000000 $0.00 $0.00 $0.00
porting by Create : cv0703 2/14/2019 3:31:27 PM
porting by



& Welcome!
9866 : HELENA CONSERVATION DISTRICT — Thomas Chong (Smokey)

[ Record displayed ]

Welcome to the MPERA Employer Reporting and Information Center (ERIC). ERIC is your guide to a secure portzl where you can view and update your organization information and view and report person information.
Here is 2 brief description of the various activities that you can do:

Messages
er Reporting
loyer Re S i
<cbinainikialy = Alerts & Messages - Upload File
hic Head “
e Header Click here to navigate to the message board screen to view messages “ Click here to navigate to the upload file screen
ographic Detail
oliment Header
liment Detail
oll Header ’\%i Employer Reporting @9 Enroll New Employee
roll Detail '"' Click here to navigate to the Employer Reporting Summary lookup screen Click here to navigate to the enroliment lookup screen
yad File
essed Files
-essed Records ; . Y
@& Employee Data Organization Profile
SDA File § 2] S -
o b Click here to navigate to the person lookup screen Click here to navigats to the employer maintenance screen

ered Payroll Reporting by
ered Payroll Reporting by

vice Receivable

Payments

e i Fershuse Click here to navigate to the payment lookup screen

@'

jstment Summary v



Messages

Employer Report Summary

Demographic Header
Demegraphic Detail
Enroliment Header
Enrollment Detail
Payroll Header
Payroll Detail

Upload File
Processed Files
Processed Reconds
457 SDA File
Covered Payroll Reporting by

Covered Payroll Reporting by

nancial Information

Invoice Receivable

Service Cradit Purchase

X welcome!

9866 : HELENA CONSERVATION DISTRICT —- Thomas Chong [Smeokey)

” Upload File

[ Record displayed ]

To submit a file:

1, Use the "Browse..." button to select vour file
2. dick the "Upload File" button
3. Wait for Confirmation

Fil= Type : | Employer Reporting Inbound ﬁlEEl
Filz = CAUzers\cvl703\Deskiop\JanPayrol 9866 csv

Upload File



& welcome!

9866 : HELENA CONSERVATION DISTRICT — Thomas Chong (Smokey)

" Upload File

[ Record displayed ]

To submit z file:

1. Use the "Browse..." button to select your file
I 2. Click the "Upload File" button
3. Wait for Confirmation

File Type : Employer Reporting Inbound file E]

File : ] Browse... |
Upload File
Filename : JanPayroll9866.csv Size : 1001 successfully loaded



X Welcome!

9866 : HELENA CONSERVATION DISTRICT — Thomas Chong (Smokey)

" Processed Files Lookup

Msg ID : 1 [ 1 Records met the search criteria. |
< ==
_. File Type : All [v] Cycle Number :|

File Name :| Status : | All [v]
Y Processed Date From : Processad Date To :
FileID :| File Header ID :|

Search Results

B File Header ID File ID File Type Name Processed Date Status No. Of Rows No. of Rows with errors Cycle Number

O 448463 35 Employer Reporting Inbound file JanPayroll9866.csv  02/19/2019 Review 17
g by
g by



Pos

432901 REFUNDSTO M... _» 2.43.2901 REFUNDS TO M... DocDirect for the Internet < Empower Retirement ;“;] ERIC - Training m Login 4 MINE (§) Montana University Syste.. %@ MPERA

ﬁ“@ &= v Page:

& Welcome!

9866 : HELENA CONSERVATION DISTRICT — Thomas Chong (Smokey)

R A . .
ST Processed Files Maintenance

L}

[ Record displayed ]

Hessaaes File Type : Employer Reporting Inbound file Status : Review
er Reporting Original File Name : JanPayroll9866.csv File Name : 2013-02-19-08-17-04_JanPayroll5866.csv
Processed Date : 2/15/2019 8:17:27 AM Number Of Rowis : 17
loyer Report Summary Cydle Number : File Header ID : 448463
Error Message : Rec. No 6, The Pay Period Begin, Pay Period End Date, and/or Pay Date do not match 2 schedule on file or is not the next pay period to be uploaded for this schedule. Please contact MPERA for assistance.

ographic Header

Status Summary
liment Header Unprocessed b

Create : cv0703 2/19/2019 8:17:04 AM Modify : [BATCH_151_237319] 2/19/2019 8:17:27 AM

liment Detail
oll Header
oll Detail
ad File
2ssed Files
2ssed Records

SDA File



01 REFUNDS TO M...

7 2.43.2901 REFUNDS TO M... [ DocDirect for the Internet = Empower Retirement £ ERIC - Training [If] Login ., MINE (§) Montana University Syste... % MPERA

& Welcome!

9866 : HELENA CONSERVATION DISTRICT — Thomas Chong (Smokey)

Messages
g
eport Summary
ic Header
ic Detail
Header
Detail
der

iles

lecords

e

yroll Reporting by
yroll Reporting by
omation |
eivable

dit Purchase

~ Employer Report Summary Lookup

Msg ID : 1 [ 2 Records met the search criteria. ]

Received Date From: |_/_/____ x| B3 Received Date To : 5]
Postad Date From : | €3 Posted Date To : | ES
Reporting Source : All Receivable Status : All

Create Invoice :| All Summary Submitted :| All [v]

Employer Reporting Summary Status : | All Employer Reporting Summary ID :

*Paycycle Frequency : All
s

e o e

Post-Tax EE Contribution Total ER Contribution Received Date Create Invoice Submitted Posted Date Pay Cycle Frequency Status
$0.00 $68.56 02/14/2019 N N Monthly

$0.00

ID Emnrollments Demo Changes Payroll Records Pre-Tax EE Contribution
$63.20

$0.00

Valid

$0.00 02/14/2013 N N Monthly Valid




X Welcome!

9866 : HELENA CONSERVATION DISTRICT — Thomas Chong (Smokey)

~ Employer Reporting Summary Maintenance

Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

RefleshPti:ﬂRepodVoid
essqes | i) Print Report [ Void

® Employer Report Summary Employer Reporting Summary ID : 70356 Postad Date : Employer Reporting Summary Status : Valid
Reporting Source : Manual Create Invoice : [] Payroll Summary Status : Valid
® Demegraphic Header Ne Payroll : [] Summary Submitted : [] File Name :
Submitted Date : Paycycle Frequency : Monthly

o i il
Demographic Detai Received Date : 02/14/2019 Comments :

® Enroliment Header
Enrollment/Demographic Information

® Enrollment Detail

Total Enrollment Records : 2 Enrollment Header Status : Posted

® Payroll Detail m New Enroliment Header
® Upload File B Enroliment Header ID Header Type Header Status Total Enrollment

® Processed Files O 47390 PERS Posted 1
O 47392 PERS Posted 1

® Payroll Header

© Processed Records

® 457 SDA File Payroll Summary Information

Payroll Header ID Pre-Tax EE Contributions Post-Tax EE Contributions ER Contributions Pre-Tax Service Purchase Amount Total Contributions

© Covered Payroll Reporting by
48451 $63.20 $0.00 $68.56 $0.00 $131.76
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”~ Employer Reporting Summary Maintenance

Msg ID : 7 [ Record displayed. Please make changes and press SAVE. |

Ex
Messages
m Employer Reporting Summary Information

eport Summary Emplover Reporting Summary ID : 70356 Posted Date : Employer Reporting Summary Status : Valid
Reporting Source : Manual Create Invoice : [ Payroll Summary Status : Valid
ic Header Mo Payroll ¢ [] Summary Submitted : [] Eils Name =
Submitted Date : Paycycle Frequency : Menthly Message from webpage e
ic Detail 1
i Recaived Date : 02/14/2019 Comments
Head § N . .
sminl Enrollment/ Demographic Information You are indicating to create invoice, Mo further updates will
| be allowed to your report, Are you sure you want to submit
— - . ) for payment?
Enrollment Information | Demegraphic Information
d
ul Taotzl Enrollment Records : 2 Enrcllment Header Status : Posted
il m New Enrollment Header ok || cancel |

B Enrocliment Header ID Header Type Header Status Total Enrollment

=les [l 47390 PERS Posted 1

47392 PERS Posted 1
tecords o

le Payroll Summary Information

Payroll Header ID Pre-Tax EE Contributions Post-Tax EE Contributions ER Contributions Pre-Tax Service Purchase Amount Total Contributions

yroll Reporting by
48451 £63.20 £0.00 58,56 £0.00 $131.76

yroll Reporting by
m New Payroll Header
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X Welcome!

9866 : HELENA CONSERVATION DISTRICT — Thomas Chong (Smokey)

” Employer Reporting Summary Maintenance

Employer Reporting

® Employer Report Summary

Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

® Demographic Header
® Demographic Detail

Employer Reporting Summary Information

® Enroliment Header

Employer Reporting Summary ID : 70356 Posted Date : Employer Reporting Summary Status : Valid
® Enroliment Detail Reporting Source : Manual Create Invoice : [¥] Payroll Summary Status : Valid
No Payroll : [] Summary Submitted : [] File Name :
® Payroll Header Submitted Date : Paycycle Frequency : Monthly
® Payroll Detail Received Date : 02/14/2019 Comments :
© Uplozd File Enrolilment/Demographic Information
® Processed Files Enroliment Information | Demographic Information
© Processed Records Total Enrollment Records : 2 Enrollment Header Status : Posted

8 457 SDA File

(o
B Enroliment Header ID Header Type Header Status Total Enrollment

O 47390 PERS Posted 1

® Covered Payroll Reporting by

© Covered Payroll Reporting b
Y e | 47392 PERS Posted 1

Financial Information

Payroll Summary Information

® Invoice Receivable

Payroll Header ID Pre-Tax EE Contributions Post-Tax EE Contributions ER Contributions Pre-Tax Service Purchase Amount Total Contributions

® Service Credit Purchase 48451 £63.20 £0.00 $68.56 £0.00 $131.76

® Adjustment Summary

8 Payment

H Payroll Header ID Header Type Pay Period Start Pay Period End Pay Date Payroll Header Status

Organization Information O 48451 PERS 02/01/2019 02/28/2019 02/28/2019 Valid

B Messages Create : cv0703 2/14/2015 3:29:11 PM Modify : cv03
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& Welcome!
9866 : HELENA CONSERVATION DISTRICT — Thomas Chong (Smokey)

”~ Payment Lookup

Employer Reporting

© Employer Report Summary
Msg ID : 5 [ Please enter search criteria and press SEARCH. ]

Search Criteria

© Demographic Header

© Demographic Detail

Pzyment ID | *Payment Method @
® Enroliment Header Payment Date From : & Payment Date To: | 4]
® Enrollment Detail Submitted Date From :| '  Submitted Date To: | £
Check Number :| ‘ Payment Status : Al

© Payroll Header
i b
© Payroll Detail

Search Results

© Upload File

® Processed Files w W
© Processed Records B Payment ID Payment Date Payment Amount Payment Method Submitted Date Payment Status

No records to display

© 457 SDA File

© Covered Payroll Reporting by
© Covered Payroll Reporting by
© Invoice Receivable

©® Service Credit Purchase

® Adjustment Summary

8 Payment
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& Welcome!

9866 : HELENA CONSERVATION DISTRICT — Thomas Chong (Smokey)

Messages
~ p .
: ayment Maintenance
ployer Reporting Y
‘mployer Report Summary
Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]
Yemographic Header
Yemographic Detail
Payw “nt Information
nrollment Header Payment ID : Payment Status : Submitted : No
= - Payment Date: |/ _/ x| g3 Payment Method : ACH Submitted Date :
Trollment i
Organization ID : 3866
ayroll Header Check Number : Bank Account No. : [v] Account Type ¢ () Chacking O Savings
NSF : No 457 Payment : [] Suppress Warnings : [ ]
fayroll Detail Pending Invoice Amount : $0.00 Available Credit Memo Amount : $0.00 Remaining Payment Amount : $0.00
Included Invoice Amount : $0.00 Included Credit Memo Amount : $0.00
Jpload File PASEErey
poesenad Files *[]By clicking on the authorization button above, I authorize payment of funds from our bank account to MPERA in the amount of the total shown.
‘rocessed Records Create :
157 SDA File

“overed Payroll Reporting by
Jovered Payroll Reporting by
nvoice Receivable

service Credit Purchase
\djustment Summary
layment

lessages
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& Welcome!

9866 : HELENA CONSERVATION DISTRICT -- Thomas Chong (Smokey)

>

MLogin .4 MINE (§) Montana University Syste... %@ MPERA ﬁ * B &= @ v Pa

." Payment Maintenance

ary
Msg ID : 8 [ All changes successfully saved. ]
| Save || Refresh || Void |
Payment ID : 32192 Payment Status : Review Submitted : No
Payment Date : 02/15/2019 Ea Payment Method : ACH Submitted Date :
Organization ID : 9866
Check Number : Bank Account No. :i Account Type ¢ (U Chacking () Savings
NSF : No 457 Payment : [ | Suppress Warnings ¢ [
Pending Invoice Amount : $131.76 Availzble Credit Memo Amount : $0.00 Remaining Payment Amount : $0.00
Included Invoice Amount : $0.00 Included Credit Memo Amount : $0.00
Include All Invoice(s) : [] Include All Credit Memo(s) : [] Comment :
* 1By clicking on the autherization button zbove, I authorize payment of funds from our bank account to MPERA in the amount of the total shown.
—
i o>
1g by - . . . . .
M Invoice ID Receivable Type Invoice Balance Due Invoice Date Included in Remittance System
. O 269363 Payroll $131.76 03/07/2019 [ PERS

Create : cv0703 2/15/2019 8:43:30 AM

Modify : cv0703 2/19/2019 8:43:30 AM



& welcome!

9866 : HELENA OONSERVATION DISTRICT — Thomas Chong [Smeokey)

” Payment Maintenance

ployer Reporting

Employer Report Summary
Msg ID : 8 [ All changes successfully saved. ]

Demographic Header
Demographic Detail
Payment Information
Enroliment Header Payment ID : 32192 Payment Status : Valid
. | Payment Date ;| EREFIIE] = | | Payment Method : ACH
Eni t Detail
! : Organization ID : 3866
Payroll Header Check Number : Bank Account Mo :| 123455+ |
MSF : Mo 457 Payment = [|
Payrall Detail Pending Invoice Amount : $131.76 Availzble Credit Memao Amount : 0,00 R
Induded Invoice Amount ; $131.76 Included Credit Memao Amount @ $0.00
Uplozd Rl Include All Invoice(s) @ [ Include &l Credit Memol(s) : []
Processed Files

*[¥] By clicking on the authorization button above, I authorize payment of funds frem our bank account to MPERA in the amount of the total shown.

Processed Records Invoice and Credit Details

457 SDA File

Invoice Selection | Avzilable Credit  Errors

Covered Payroll Reporting by w

Covered Payroll Reporting by

H Invoice ID Receivable Type Inwvoice Balance Due Invoice Date Imncluded in Remittance System

ancial Information O 269363 Payroll £131.76 03/07/2019 PERS

Invoice Receivable

Create ; cw0703 2/19/2019 8:43:30 AM
Service Credit Purchase
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9866 : HELENA COMSERVATION DISTRICT — Thomas Chong [(Smokey)

Employer Report Summary Lookup

mployer Reporting
Employer Report Summary
Demographic Header
Demographic Detail
Enrollmant Haader
Enroliment Detail
Payroll Header
Payroll Detail
Upload File
Processed Files
Processed Records
457 SDA File
Covered Payroll Reporting by

Covered Payroll Reporting by

inancial Information

Invoice Receivable

Service Credit Purchase

[ Previous Page Displayed. ]

Posted Date From @
Reporting Source @

Create Inwvoice !

Received Date From: |/ x| BN Received Date To :
Ed Fosted Date To

All Receivable Status :

All Summary Submitted

All Employer Reporting Summary ID

Employer Reporting Summary Status :

=

*Paycycle Freguancy :

Al

& B

Al
Al

]

Search Results

I i i

Enrollments Demo Changes Payroll Records Pre-Tax EE Contribution Post-Tax EE Contribution Total ER Contribution Received Date Create Invoice Submitted Posted Date Pay Cycle Frequency Status
£0.00 $68.56 02/14/201% ¥ N Monthly Valid

2 $63.20

£0.00

£0.00 £0.00 02/14/2013 N N 02/1%/2019  Monthly Posted




Key points to remember;

Go back the next day or a couple days
later to be sure your payroll is now
showing a “posted” status

When enrolling a member for the first
time, please be sure the social security
numbers are correct before you submit
and post. You are not able to change
socials once posted, and you will have to
contact our office for correcting this

Always be sure to terminate a member
once they leave, putting in the term date
and if they have final payouts, indicate in
the final pay box:

Messages

eport Summary

ic Header
ic Detail
Header
Detail

Jer

iles

tecords

e

yroll Reporting by

¢roll Reporting by

eivable

& Welcome!
9866 : HELENA CONSERVATION DISTRICT - Thomas Chong (Smokey)

" Payroll Detail Maintenance

’[Recorddisvhvedl

Payroll Information

Payroll Header ID : 48451 Payroll Header Type: PERS
ER Summary ID : 70356
Reporting Frequency : Monthly
Payroll Start Date : 2/1/2019 Payroll End Date : 2/28/2019

Payroll Header Status : Valid

ER Summary Status : Valid
Received Date : 02/14/2019 Posted Date :
Pay Date : 02/28/2019

Payroll Details
Payroll Detail ID : 11571214
SSN :012-32-0000

Ezrnings : $325.00000000
Employee Contribution (Sys Calc) : $0.00

Payroll Detail Status : Valid
Last Name : HERMAN

Pay Type : Regular Pay [v]
Pre-Tax Employee Contribution : $0,00

First Name : PEEWEE

Post-Tax Employee Contribution : $0.00

Employer Contribution (Sys Calc) : $0.00 Employer Contribution (Amount Reported) : $0,00 Comments :
Hours :/32,0000 Rate Type ! &] Rate : §0.00000000
Employment Status : Terminated [v] Employment Status Date : 02/19/&’1?: Ea
Final Pay : Termination of Employment Date : x ﬂ Last Day Worked :
Job Classification :| OP Employee under 960 hours E [v] Suppress Warnings : []

Service Purchase Detail

M Service Purchase Type Pre-Tax Service Purchase Amount
No records to display




MONTANA PUBLIC EMPLOYEE
RETIREMENT ADMINISTRATION

glellcay MEMBERS  RETIREES EMPLOYERS  THEBOARD  ABOUT US

Welcome to MPERA's new Website. This site is best viewed with a modern browser.

If you need to use Internet Explorer, make sure your Compatibility View Settings are set as shown at this link

s 2019 House Legislative » View the PERS Mew Hire L = er Reporii
Tracking Repol handbook [Erﬁlgf e

r 2019 Senate Legislative r Attend a New Member workshop r E er Reporting
Tracking Report » Leam about my PERS plan choice Manu

» Actuarial Studies » Newl ERIC Employer

» Actuarial Experience Training Video
Slud’]r » Newl ERIC Tips and

» Mobile Account Access Tcﬁﬁh -

» Deferred Compensation i " ibutions by pay

= DC 457 Account Login 457(b) Deferred Compensation I I_PUF}

» Defined Confribution Plan » Contributions by pay

» Related Links of Interest » What is Deferred Compensation? Watch this intro video pe (Excel)

= Salary Deferral » 457(b) Deferred Compensation Plan Highlights » Vendor Support
Agreement Form » Sign up for your 457(b) with this form! * Employer Forms

* Employee Investment » Meet Martin! » GASH Information
Advisory Council (EIAC) » Newl! Payout of Leave

Decision for Local Elected
Officials

oewrs T
XA e
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Contact us!

» Employer Support Main Line; 406-444-3154
Or 1-877-275-7372 (toll free)

* Diana Stitt

 Roberta Scow

e (Cathy Grose

» Or Email us at we are here to help!


mailto:mpera@mt.gov-

