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Overview

Welcome to APERS COMPASS ESS Employer Self-Service (ESS)! Employer Self Service (ESS) is APERS’ portal for
employers to access COMPASS. ESS provides the following key functions to authorized employer users:

¢ Maintain COMPASS ESS accounts.
¢ View and update employer information including address, contact information and banking information.

e Upload and process files including member employment details, member demographic records, work
reports and adjustment reports.

e Manually generate work report and adjustment report transactions.
e View and edit work report and adjustment report details.

e Create and apply payment transactions.

e View the employee roster and member information.

e Enroll new members.

e Verify prior membership.

e Manage seminar registrations.

e Create and view reports.

¢ View and download employer-related forms and documents.

How to Use This Manual

The COMPASS ESS Employer Handbook has been designed to be a reference manual for you, both for the
COMPASS ESS application and APERS’ rules regarding eligibility and reporting. Each COMPASS ESS function that
you will use is represented in the Employer Handbook with an explanation of how that function is used and how
to navigate to and from the screens.

In addition, the Employer Handbook contains information regarding the new terms and concepts associated
with COMPASS ESS and rules regarding membership eligibility. There are explanations in each of the sections
and a glossary at the back of the manual that defines terms associated with APERS employer reporting and
using COMPASS ESS.

We recommend you print the Employer Handbook and keep it handy during the first few weeks of using
COMPASS ESS. As always, if you have questions regarding COMPASS ESS or any of the information in this
Employer Handbook, feel free to call or email your APERS Employer Services representative (Reporting
Specialist) for assistance. We’re here to help!
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ESS Roles and Tasks

The following are roles that have been defined for the ESS solution. You will be assigned a role when you are
registered for ESS use. This manual has been divided into sections by roles so that you can easily locate the
functions that are associated with your job responsibilities.

COMPASS ESS Role

COMPASS ESS Tasks

Human Resource User

Enroll new members

Verify prior membership

Maintain demographic information for employees
View member and roster information

Run reports

Upload and download documents

Receive and send secure messages

Payroll User

Enter banking information into COMPASS ESS for EFT payments
Complete employer reporting and payment processes

View member and roster information

Run reports

Upload and download documents

Receive and send secure messages

HR/Payroll User

Enroll new members

Verify prior membership

Maintain demographic information for employees

Enter banking information into COMPASS ESS for EFT payments
Complete employer reporting and payment processes

View member and roster information

Run reports

Upload and download documents

Receive and send secure messages

Employer-Administrator

Create and maintain COMPASS ESS users

Maintain employer information, such as address and contact information
Verify prior membership

View member and roster information

Enter banking information for EFT payments
Complete employer reporting and payment processes
View member and roster information

Enroll new members

Maintain demographic information for employees
Run reports

Upload and download documents

Receive and send secure messages
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Accessing COMPASS ESS

The COMPASS ESS portal is accessed through the APERS website -- www.apers.org.

Once on the front page of the APERS site, click the EMPLOYERS login button at the top of the page to access the
employer portal and begin the login procedure.

APERS ~ ™" E——

LR LATAY P RRAR T '\.\-.H_ ATV SNAININ: LA MLAR BITWRMNT SITENEE MUV FUBLCINGAR.  J0RENUH
LA A TS

FILING

DEADLINE

MARCH B7™ IS THE LAST DAY TO FILE

From the log in menu, you will e

1. Enter your user name =

Password:
2. Enter your password

3. Click on the log in button

Logln

Forgoet User | Forgot Password

“ersion 10.0-ess
VATRN v0.19

Lo fien Svclomes Croun o
If your user name or password is not accepted, you will receive an error message.

After six unsuccessful attempts to log in, COMPASS ESS will lock you out of the system and you will need to
contact your APERS reporting specialist to have your password reset.

For additional information see Password Reset or User ID Recovery.
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Once you have successfully logged in to COMPASS ESS, you will need to review and accept the Acceptable Usage
Policy. Click on the Accept button to continue to your COMPASS ESS Home screen. This must be done every
time you log in to COMPASS ESS.

-Termsuf Service

CONDITIONS FOR ACCESS AND USE

Weleome to the Arkansas Public Employees Ratirement System's ("APERS") Emplover Portal. All access to, and any nse of, APERS's Employer Portal and amy
governed by the followme disclamers and lints on use:

Unauthorized Use/Access:
Tlus computmg system 15 operated by APERS and 15 for official use only. Unauthorized access, wmauthorized attemnpted access, or imauthorized wse of amy State

applicable federal law, and may be subject to prosecution.

Individials using this computing system without authority, or m excess of their authority, are subject to having their actiities on this system memtored and record
course of such momtorme, or m the cowrse of system mamtenance or trouble shootng, the actiities of authorized users also may be mowtored.

Anyone using this system expressly consents to such momtorme and 15 advised that if such momtorme reveals possible evidence of crimmal activity, firther legal

User Obligations and Use Restriction:

User agrees that access and wse of the APERS's Employer Portal and any Web page or Internet site established by APERS will be luted solely for the Purpose
accouts, files, data or information of other users. If User obtams access to accownts, files, data or iformation of other users, User shall treat such data or mfior]
disclose such mformation to other users. User firther agrees to immediately report such access to APERS's Information Systems Dhirector, APERS's Executive T
the Information Systems Director nor the Executive Director 1s available.

User Solely Responsible for User's Accounts:
User agrees that User 15 solely TE:DC(D-:[]J[E for User's accommt. User firther agrees that User shall not pernut others to use User's accomt. Dhsclosure of User's pd
is considered a material breach of this these conditions for access and use, and will lead to the immediate cancellation of User's access rights.

COMPASS ESS Home screen.

Home Employer Info Account Roster Saminars Adrnin FAQs
Quick Links 0 News

Create Work Report

Make FPayment

\erify Prior Membership

T
o
=
£

Message Centel Fearms

& Adjustment Repod

B Mew Show: 3
‘ done & YWrk Report Impd
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User Registration - Setting Up Your Account

The registration process in COMPASS ESS begins with the Employer Administrator entering demographic
information and assigning roles to prospective COMPASS ESS users at the agency. COMPASS ESS will send an

email to new users inviting them to complete registration.

Overview

You will be assigned a role in COMPASS ESS based on the functions you need to access (see Overview section for
details). To register in COMPASS ESS, you will create a password and up to three security questions to be used if

you forget your username or need to reset your password.

This process begins with receipt of an email inviting you to register on COMPASS ESS. Clicking on the link in the

email will take you to the COMPASS ESS registration wizard.

Welcome to Employer Self Service, John Doe
We have created an account for you with the user name: JOOE2016A

Please visit the Employer Self Service Web Site via the link below to complete the registration process.

https:www.apers.org/?*7 3494959 ajfdnfgrnwuihdfinfidj91234igjgo

Thank you.

From: COMPASS. NoReply@arkansas. gov

To: John Doe

Co

Subject: ES5_USER_VERIFICATION
2---|---1-|---3---|---3---|---e_---|--;---.---5--- 7
i | g g g v 0 v 5 5 5 5 g : v

Confirm Contact and Demographic Information

The first step is to confirm the information provided by your employer administrator. You may also change your

username from this screen.

O st O Confematn

Plzase entef the following information 50 that the neéw USEr can regisier and create the account.

User: IDOE20164 |
First Mame: John |
Last Name: Dioe |
E Maik: John Dog@arkansas aov |

Enter the following security identifiers:

Woark Phone: 501-682-7800 Ext:

Nex:“"'

The wizard will ask for your work phone number, which it will match against the work phone entered by your
employer administrator during the creation of your user account. Once you have entered your work phone

number, click on the Next button to proceed to the next step.

Arkansas Public Employees Retirement System
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Choosing Security Questions
COMPASS ESS will ask you to set up three security questions that will be used in the event you forget your user
name or need to reset your password. You may select from several security questions.

Verify User Registration Wizard

a Identification 2  Security Setup B Confirmation

Fleass setup your security questions

Security Question 1: What was your childhood nickname? >
Security Answer 1: Dennis the Menace

Security Question 2: What is the strest number of the house you grew up in? v
Sequrity Answer 2: 123

Security Question 3: What city were you born in? >
Security Answer 3: Little Rock

Passwords must mateh the fallowing rules

Password must have @ minimum of 8 characters

Password cannot match the username

Password cannet be set to any of the previous & passwords

Password should match three cut of the following four regular expressions: 1 uppercase, 1 lowercase, 1 number. 1 special character|non-alpha

Enter your new Password: Strength

Flease confirm your password:

Creating a Password
After setting up your security questions, you will need to create a password based on the following rules:

* Must have a minimum of 8 characters

e Cannot be the same as the username

e Cannot be set to any of your previous 6 passwords
e Should contain at least three of the following:

one uppercase letter, one lowercase letter, one number, and one special character such as &,%,S,#, etc.

Passwords must match the following rules

Pasgword must have a minimum of 8 characters

Password cannot match the username

Password cannot be set io any of the previous & passwords

Password should match three out of the follwing Tour regular expressions: 1 uppercase, 1 lowercase, 1 number, 1 spetial characier(non-alpha

&
Enter your new Password: Y- Strong

Flease confim your password: BEREREREREE

12 Arkansas Public Employees Retirement System
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Once you have set up your security questions and password, click on Next to confirm the information you
entered.

Passwords mwst maich the following rules

Password must heve a minimum of 8 characters

Password cannot match the username

Password cannot be set to any of the previous & passwords

Password should match three out of the following four regular expressions: 1 uppercase, 1 lowercase, 1 number, 1 special characier(non-aipha

Strong

Back | Mt ﬁ |

The confirmation screen allows you to preview the information you entered before confirming it and completing
the registration process.

Enter your new Password: asssnssannn

Flease confim your password: rrnnsranne

Verify User Registration Wizard

B ronsfication E)  security Sehup 3 | Gl

Plzase confirm the creation of the follvwing user atcount,

First Name: John

Last Name: Dioe Il

User Name: JOOE2DMEA

Email: jonaucoini@arkansas gov

curity Question 1: What was your chidhood nickname?
Security Answer 1: Dennis the Menace
Segurity Question 2: What iz the street number of the house you grew up in?
Security Answer 2: 123
Security Question 3:

Security Answer 3:

Once you have completed the registration process you will be automatically logged into the system. If
at any time you have trouble logging into COMPASS ESS, you may contact your APERS Employer Services
Representative for assistance.

After a successful registration, a confirmation message will be sent by COMPASS ESS to your email address.

From: COMPASS . MoReply @arkansas.gov
I John Dos
Co
Subject: COMPASS Registration Confirmation
.r? = iR RiR sl —————————— .~
Dear John Doe

This email is to confirm that vou have successfully registered for the COMPASS Emplover Self Service Site

Thank vou.
APERS.

Arkansas Public Employees Retirement System 13
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Common Tasks

This section covers basic functions that any ESS user might need to employ.

Password Reset

If you forget your password, you cannot recover it and instead will need to reset it.
To begin the process of resetting your password, click on the Forgot Password link found on the COMPASS ESS
log on page.

User Name:
|

Password:

Forgot User Name | Forgot Password

Version 10.0-ess
APERS v 2.303

Enter the user name associated with your account and click Next to bring up the Security Questions screen.

Account Lookup Security Questions Password Reset Complete

Please enter your User Name: John Doe

Answer each of the security questions and click Next to go to the Password Reset page.

FirstQuestion:  \Whatis your oldest sibling’s birthday month and year? (e.g., January 1900)
Answer: January 1955

Second Question: What is your grandmother’s first name?
ANswer: Elvisa

Third Question:  'What is the name of your favorite movie?
Answer: Jurassic Park VIl

Arkansas Public Employees Retirement System 17
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You must successfully answer all three security questions to continue. If you don’t remember the
answers, use the Click Here link to reset your password by email.

Account Lookup Security Questions Password Reset Complete
Please answer the security questions. If you do not know the-aasaass0 your security questions
and would like your password to be reset via email pleaseClick here

First Question: ‘Whatis your oldest sibling’s birthday month and year? (e.g., January 1900)
Answer:

Second Question: What is your grandmother’s first name?
Answer,

Third Question;  'Whatis the name of your favorite movie?
Answer:

Enter a new password (based on the password rules). Reenter the new password to confirm and click the
Confirm button.

Account Lookup Security Questions Password Reset Complete

Please update your password.

Password must match the following rules
1. Password must have a minimum of 8 characters
2. Password cannot match the usermname
3. Password cannot be set to any of the previous 6 passwords

4. Password should match three out of the following four regular expressions: 1 uppercase, 1
lowercase, 1 number, 1 special character (non-alphanumeric)

Password: FhEkEEEEkE

Confirm Password: FREREEREEE

Back Cancel

This will take you to the Complete page, which displays a confirmation notice and a link to return to the login
screen.

Account Lookup Security Questions Password Reset

Your password has been reset Please proceed to the login page.

18 Arkansas Public Employees Retirement System
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User ID Recovery

If you have forgotten your user name you can recover it by clicking on the Forgot User Name link found on the
log on screen.

User Name:
|

Password:

Forgot User Name | Forgot Password

Version 10.0-ess
APERS v 2.303

The link will take you to a screen where you can enter the email associated with the account.

Forgot User Name

Flease enter your email address and your User Name will be emailed to you.

Email Address: myworkemail@arkansas.gov |

An email with the user name will be sent to the email address you provided.
Forgot User Name

An email with the username has been sent to your email address.

Arkansas Public Employees Retirement System 19
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Attaching a Document

The purpose of this COMPASS ESS function is to allow you to attach a scanned document for APERS’ review.
From the home screen, scroll down to the Documents panel. Click on the Attach a Document button to open
the Attach a Document wizard.

Documents

| Attach a Document |

Tools 1T Name Date Type Description Status Labels Cre
Actions ] PaymentConf.. 11/17/2016 Doc-Cut Queued SNy
Actions [T PaymentConf.. 11/17/2016 Doc-Out Queued sn
Actions [T ChangeofAd.. 111162016 Doc-Cut Cueued EX
Actions [T Change of Ad_..  11116/2016 Doc-Out CQueued B

Select the type of document you want to attach from the drop-down menu.

Browse to the document, select it and click on Open to return to the Attach File screen.
Add a description for the file.

You can add a comment, but it is not required.

Click on the Upload Document button.

Docu pttach File o x
Aftach

Select the type of document you want to atfach: File Exchange v| |
Tool cr
222 glename: COMPASS TEST DOC.docx | Browse...

Description: This is 3 test documant

Comments: Testing the process of aftaching a file.
Action Upload Document Cancel sr
Action sr

Once the upload is complete you will receive a confirmation message. Click on Close to exit the Attach
File wizard.

Docu ajach File o x
Aftach
Select the type of document you want to attach: Fle Exchange v
Tools Filename: [cOMPASS TEST DOC.docx Browse.. ©
Description: This Is 3 test documeant
Comments: Testing the process of attaching a file.
Action Upload Document Cancel s
Action Sri
Action Your document has been uploaded. We will contact you if we have any further questions EX
A SF
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The newly uploaded file will appear on the list.

Tools

Actions
Actions
Actions
Actions

Documents

Aftach a Document

1 Name

[] File Exchange
[l PaymentConf..

Date

01252017 b
111712016
11172016
11/16/2016

Type

Doc-In

Doc-Out
Doc-Out
Doc-Out

Descripticn Status

Thisis atestd .. Released
Queusd
Queued

Queued

Labels

Crd

8ru

sru

End of Section

Arkansas Public Employees Retirement System
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Sending a Secure Message

The function allows you to send a secure message to an APERS staff member through the
ESS application.

From the Home screen you can scroll down and the Message Center panel will be directly
below the Quick Links panel.

10707-CITY OF DECATUR

Home Employer Info Account Roster Seminars Admin FAQs

Quick Links ©@ News
Create Work Report

Make Payment

Verify Prior Membership

Add Employee

] Jod

The Message Center.

Message Center

* New Show:  Received
Subject Details Date Il

Work Report: 11/01/2016-11/20/2016 (Trans # 219023 ) Se... Report OOB 11M6/2016 02:40 PM

The Message Center will display the Received Messages. You can change your view by
clicking on and opening the Show menu. You can also view sent and archived messages.

Forms

& Wark Rep

New Show: | Received Messages Adjustme
Details Date Received Messages Demogra
Sent Messages Prospecti
016 (Trans # 219023 ) Se... ReportOOB 1116/2016 0249 .
Archived Messages

22 Arkansas Public Employees Retirement System
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Create a New Message

To create a new message click on the New button.

Message Center

Show: | Received

X New
Subject {b Details Date Il
Work Report: 11/01/2016-11/30/2016 (Trans # 219023 ) Se... Report OOB 1116/2016 02:49 PM
This will open the New Message wizard.
New Message =]
Topic: hd
Subject:
Message:
Arial viflaAllalllefllsllollisl=l=[l=li=l @1 A 2~
Select the topic from the Topic drop-down menu.
New Message =]
Tapic: T:e
. Address/Contact Info Update ;
Subject:
File Exchange
Message: Password Change
Arial | Security Question Chanage = = 2— = ) A' abx,

' Reciprocity Details
Verification of Employment History
Work Report

Arkansas Public Employees Retirement System

Common Tasks

23



Common Tasks APERS Employer Self-Service Handbook

Enter the subject of the email on the Subject line.
Enter your message in the Message box.

Click on Send.
New Message [=1IE>
Topic: File Exchange ki
Subject: Problem with a file.
Message:
Arial laflallellzflollisl=l=Hi==| @& A 2~
Cannot upload a demographic file. |
Cancel Senqk

You will see a confirmation message that the message has been sent.

.Lnter

Your message has been sent
New Show: Received Messages «
Details Date m

1/01/2016-11/30/2016 (Trans # 219023 ) Se... Report QOB 1116/2016 02:49 PM Archive

s

If you change your Show view to Sent Messages, you will see the message you sent.

Inter
x Mew Show: | Sent Messages =
Dietails Date I}
file. Cannot upload a demographic file.  02M7/2017 02:44 PM Archive
testing the ssytem 02/16/2017 10:16 AM Archive
24
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Archiving a Message

You can archive sent and received messages by clicking on the Archive button next to the

message you wish to archive.

Center
X New Show: | SentMessages «
Details Date 1
afile. Cannot upload a demographic file. 02M7/2017 02:44 PM Archive
tasting the ssytem 02M6/2017 10:16 AM Archive

Changing your view to Archived Messages will allow you to see all archived messages.

Common Tasks

pnter
x MNew Show: | Archived Messages
Details Date I %
b file. Cannot upload a demographic file. 02M7/2017 02:44 PM Unarchive
The file 'mtrying to upload isnts... 02M6/2017 10:15 AM Unarchive

You can return any archived message back to its original folder (sent items in the sent box,
received items in the received box) by clicking on the Unarchive button.

Lenter
X New Show:  Archived Messages «
Details Date m
afile. Cannot upload a demographic file.  02M7/2017 02:44 PM Unarchive
The file I'mtrying to upload isnts... 02M6/2017 10:15 AM Unarchive

Arkansas Public Employees Retirement System
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Human Resources (HR) Users

HR Tasks and Functions

If your main role in COMPASS ESS will be enrolling and maintaining employees in the APERS system, you will
have the COMPASS ESS Security Profile “HR User” and will be performing the following functions in COMPASS
ESS:

o Enrolling a New Member

° Uploading an Employee Demographic File Import

° Membership Eligibility Rules

o Viewing Employee Roster and Member Information
° Adding Leave Information

° Entering Termination Information

o Reviewing Employee Information

° Maintaining Job Category

° Uploading Documents for a Member in ESS

HR functions in COMPASS ESS have been streamlined to make it easier and more efficient for you to enroll
employees and maintain information. You will no longer submit paper forms to APERS to enroll employees or to
change employee information, such as addresses. This will all be done online. Employees will be responsible for
designating beneficiaries, either online through COMPASS Member Self-Service (MSS) or by submitting a form
available from APERS. You will have access to an online verification tool to assist with determining whether your
new employee is eligible for employment and will have access to reports in COMPASS ESS.

Arkansas Public Employees Retirement System 29
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Membership Eligibility Rules

APERS
General Information

Membership in the Arkansas Public Employees Retirement System (APERS) is mandatory for employees of
APERS employers that are hired with the intent of working at least 90 consecutive calendar days, work at least
80 hours per month during a period of 90 consecutive calendar days, and earn at least the federal minimum
wage. There are no age restrictions to eligibility for membership. These requirements apply to active members,
DROP participants, and rehired retirees.

Members of APERS-covered systems cannot be members of another Arkansas state-authorized retirement
system, with the exception of members of the General Assembly, volunteer firefighters, and certain LOPFI
participants.

Public schools participate for certain non-teaching employees hired before July 1, 1989. From and after that
date, under Act 653 of 1989, new school employees will be included in the membership of the Arkansas Teacher
Retirement System. School division is a closed plan.

Mayors and city clerks of first class cities have 90 days to elect to withdraw from APERS membership. Waiver of
membership for mayors and city clerks of first class cities is irrevocable.

Return from Retirement

Members who never participated in the DROP may return to work for a public employer in Arkansas, after 180
days of their effective retirement date, but they can’t again become members of APERS and receive service
credit to further increase their retirement benefit. Employers must submit enrollment forms for rehired retirees
because they must submit ER contributions for them.

Act 774 of 2011, effective March 30, 2011, extended the termination period required for retirement purposes
for individuals who receive at least two-for-one service credit under APERS to one year.

If an employee retired under the early incentives provided by Act 187 of 1987 (state), then he or she cannot
return to work for the state. If an employee retired under the early incentives as provided by Act 717 of 1987
(county), then he or she cannot return to work for a county.

A member who enrolled in the DROP on or after March 1, 2011 and retired out of DROP may not return to work
in a position covered by a state-authorized retirement plan.

An APERS member who retires on disability cannot return to work for an APERS-covered employer.

30 Arkansas Public Employees Retirement System
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ADIJRS (District Judges)

ADIRS is a closed system and considered a division of APERS. District judges entering the system after July 1,
2007 are treated as APERS-covered employees and processed under the same rules as all APERS members.

ASPRS (State Police)
General Information

Membership in ASPRS is mandatory for State Police officers and the Director. Other Department of State Police
employees are members of APERS. Tier | includes all officers hired before April 3, 1997. Tier Il includes all
officers hired on or after April 3, 1997.

Return from Retirement

An ASPRS member may be able to return to work for a public employer in Arkansas and still receive disability
benefits. Upon a disability retiree’s return to the employ of the department, the member’s credited service at
the time of his or her retirement shall be restored to the member’s credit. The member shall be given service
credit for the period he or she was receiving a disability pension if within that period he or she was receiving
workers’ compensation because of department employment.

AJRS (Judicial)

Membership is mandatory for all chancery, circuit, court of appeals and State Supreme Court judges, whether
elected or appointed to office. Those who did not become members of the system at the time of initial election
or appointment may acquire prior service credit by paying into the system all contributions, together with
interest, that would have been paid if the judge had been a member of the System from the time he or she took
office until enrollment.

Tier Il Membership includes all chancery, circuit, and Appeals Court judges and Supreme Court Justices elected or
appointed after the effective date of Act 399 of 1999 (August 1, 1999), active members on the effective date of
the act who elect to participate in Tier Il. Anyone hired after 8/1/1999 is considered Tier II.

Concurrent Employment

If an employee works at the same time for two or more employers that are covered by different state sponsored
retirement systems, that employee cannot be a member of both systems. Exceptions are members of the
General Assembly, volunteer firefighters, and those persons who have dual full-time employment in separate
positions covered by the Arkansas Public Employees Retirement System and the Arkansas Local Police and Fire
Retirement System respectively.

If an employee is employed in two or more positions that are covered by APERS and that person meets the
eligibility requirements, the member must be reported to APERS by both employers.

Arkansas Public Employees Retirement System 31
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Enrolling a New Member

The purpose of this function is to allow you to determine if a new employee has previously been a member of
APERS and to enroll an employee in the APERS system.

A new member record must be established in COMPASS ESS before reporting is done. If an employer tries to
submit a work report with members who do not have a member record, COMPASS ESS will require the new
member records be added before the work report can be submitted.

If you are adding more than 25 new employees, it will be more efficient for you to upload a file to add
employees to your roster. See Uploading an Employee Demographic File Import for information regarding
uploading a file to add employees.

From the Home screen (or any screen in COMPASS ESS), click on the Roster tab to open your employee roster.

APERS, mmoscs

Home Employer Info Account Seminars Admin FAQs

(W
Quick Links © HMNews

ET]  Create Work Report
l‘?l Make Payment

EE Varify Prior Membership

ﬁ Agdd Employee

From the Roster screen, click on the Add Employee button to start the Add Employee Wizard.

Home Employer Info Account Roster Saminars Admin FACs
Roster
Nickname: Al pr Demegraphic Import
Search: x Agd Employes [k
o
Status: Bctive w
\ferify Prior Membership
Tools APERS ID SSN Member Job Category Status Plan Start Date Siq
Actions ABBSIED HO-XK-4078 CHYRCHEL, ... Regular Active Contributory (... D2D12015
Actiong A4 20D MK XX3008 CROOKHAM, Regular Active Contributory (.. 020172015
Actions 8801437 HHN-¥X-3182 DRAGER, MO... Regular Active Contributory (... 01/01/2016
Actions ASDESS3 HHHXX-4087 DUDZIAK, WL.. Regular Artive Contributory (... 020172015
Actions ASEE4EE HOOE-X-B438 HAUSMAM, M. Regular Active Contributory (.. 02012015
Actiong AT40284 K XX3001  JIM BARLOW Regular Active Contributory (.. 020172015
Actions ASETSS3 HHN-MX-BOTT KIMBERLAND... Regular Active Contributory (... 08MT2015
Actions AD1S143 MOOL-XK-388T7 MAYER, TAW.. Regular Active Contributory | 020172015
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The first step will be to search for the member in COMPASS ESS to determine if the employee has prior
membership in an APERS system and, if so, is the employee allowed to return to work for an APERS-covered

agency.

Emplayer Info Account Roster Seminars Admin FAQS
L Add Employee

e Verificakion E} Person Demographics O Employment: a Confirm

Befors enrcling @ new member, the system will search if the member alrsady exists in the records,

Pleass follow the instructions below.

Enter the folowing
S5M:

Agditional \erification Fiskis

Date of Birth: O
Start Date: 3
Job Categary: |v
Reporting Group: v

Step 1: Search

To begin the search, you will enter the employee’s Social Security Number (SSN), date of birth, and start date. You
will also select the employee’s Reporting Group and Job Category from drop-down menus.

Enter the folowing
S5N: 988-87-6545

Agditional Verifization Fiskds

Dite of Birth: 01/05/1970 ]
Start Date: 10/10/2016 | )
Job Category: Regular | x

Reporting Group: | 10707-1 CITY OF DECA| ¥

Once you have completed your entries, click on the Search button to move to step 2, Verification.

£ 366-57-8545 |

Agditional \erification Fieles

Date of Birth: 01/05/1570 A
Start Date: 10/10/2016 |Z'
Job Categary: Regular | ¥,

Reporting Group:  [10707-1 (ITY OF DECA| ¥
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Step 2: Verification
When you click Search, COMPASS ESS will display a screen that will list one of four possible outcomes for the
employee’s membership in an APERS system.

Outcome 1: Information Does Not Match

The first possible outcome is that the SSN entered matches the SSN of an existing member, but the birth date
entered does not match the birthdate of the existing record, a message will be displayed, stating the following:
“The SSN entered matches the SSN of an existing member, but the birth date does not match. Please enter the
correct birth date for the member.” This requires entry of the correct birth date before you can proceed to the
next step.

Add Employee
0 cearch €) Perscen Demographics O  Employment B cofrm
SSM: DB3ETE54S
Date of Birth: 0140511970
Start Date: 1010206
Job Category: Reguilar
Reporting Group:  10707-1 CITY OF DECATUR
The S5N entered matches the SSN of an existing member, but the birth date
does not match

Outcome 2: Not Eligible

The next possible outcome is that the employee is not eligible to return to work for an APERS-covered
employer. If the SSN and birthdate entered matches the SSN and birthdate of an existing member but the
member is not eligible to return to work based on the member’s past membership information and the Job
Category and Start Date entered in Step 1, COMPASS ESS will display the reason why the member cannot
return to work.

e Search E} Parson Demographics {} Employment 6 Confirm

S5M: 988876545

Datz of Birth: 014051570

Start Date: 101020 E
Job Categary: Regular
Reporting Group:  10707-1 CITY OF DECATUR

The S5M and Date of Birth matches an existing member but the member
is NOT eligible for rehire
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Outcome 3: Eligible

If the SSN and birthdate entered matches the SSN and birthdate of an existing APERS member, and the member
is eligible to return to work based on past membership information and the Job Category and Start Date entered
in Step 1, COMPASS ESS will display the member’s information and allow you to proceed to the next step.

0 cearch m €) Perscen Demographics O  Employment B cofrm

S5N: 083876545

Date of Birth: 010511970

Start Date: 101020168
Job Category: Reguilar
Reporting Group:  10707-1 CITY OF DECATUR

The S5N and Date of Birth matches an existing member and the
member is eligible for rehire

Outcome 4: Does Not Exist

The final possible outcome is that the SSN and birthdate do not match that of an existing APERS member.
COMPASS ESS will display a message that states the following: “This person does not appear to have an APERS
record.”. You will be able to proceed to the next step to add your new employee as an APERS member.

|- AT Empioyee

g Cearch 2  Verification B Person Demographics 0 Ermployrent 6 Confirm

S5M: D838TE545
Date of Birth: 0140501970
Start Date: 101102016
Job Category: Regular
Reporting Group:  10707-1 CITY OF DECATUR

This person does not appear to have an APERS record.
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Step 3: Entering Demographic Information
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The third step of the wizard will display member demographic information. If the person is an existing member,
then the demographic information will be displayed as read only. You will have an opportunity to update the
member’s address and contact information. If the person is a new member, a mailing address will be entered
here. Required fields are designated with a red line, such as Marital Status, First Name, and Gender.

4
IIErnDlWEe
e Ir
hamograpnics
= L L ARERSID:
el St Sirge o Prefin: =
wores Dlate 51 W Jon
arriage Date = ikl Mamne
PERLS Dt - Lt Blae Do
| SPRS Sabus: ol Sl ik
RS Sl = Dl o I OLA5L a
\DRS Rt v Gt L\ET] i
— Homee Phone:
Soaber P
Wer, e Eat
ke P
Priary
Emad Perzand
Emal:

To enter the employee’s mailing address, click anywhere in the Mailing Address box to open the New
Mailing Address pop-up.

e
1]

Demogeapnics
fr

Hartal Rt
v Detes
Merriage Dote:
APERS Stabus!
MEPRS Sabus!
AIRE R

ADDRS Rt

Makiy

= —— X

75545 ARERS [D:
Sirgie > Prefin:
. st ham
e Mo Nama:
- Lanit Mary
- Suffi:
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Enter the mailing information beginning with Zip Code. The wizard will populate the City and State fields
automatically from the zip code. When you have completed your entries, click OK.

| |
| o Em'b‘m' e ik
APERS ID: |
Prefic: New Mailing Address M
First Name Chose Copy
Middle Nan Country: us v
L= o 72201 |
Suffe:
Addrass 1t 123 Elm Street
Date of Bir
Gender: Address 2:
P Civ: LITTLE ROCK
Home Phe
State: ARKANSAS it J &
Mobils Ph g
Effective Date: 09/26/2016 a —
wiork Pho - . 74
Other Fhone: | &

The address fields will be updated with the information you entered.

Demographics
& AR GP-E545 APERS [
MaRtd Rt Sng - -
Divaree Date L Jare
Marriage Dete: = Wik Mamas:
APERS Satn: - Jery— Doe
MRS St v — =
MRS S = Detef Brth; OL/05/1570 [&]
A z G Nse -
iy 123 Eim Stest & Homwe Phone
Lihe Rock Arkansas 72201 e s £ i
P

You may also enter member contact information, such as phone number and email address, but this is not
required to enroll a new APERS member. Once you have completed entry of the employee’s address and desired
contact information, click the Next button to continue to the next step.

ADIRS Satan > Gk Mak x

Mating 125 Eim Seeet 7 e P
Lisle Fiock Arkansas 72201

£
=
]
E 7
n
@

Back Neé'h,J
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Step 4: Entering Employment Information
The fourth step of the wizard will display information for processing the employee’s employment information.
This information will default based on the Job Category and Start Date you entered in Step 1.

You will have the opportunity to change the information on this screen. When you have completed the entries
on this screen, click Next to continue.

0 Search 9 Verification B Person Demographics e Confirm

First Name: John Last Name: Doe S5MN: SEE-BT-8545 Birth Date: 01/051 870

Reporting Group: 10707-1 CITY OF DECATUR
Job Category: Regular - Plan: Contributary {Post 7/1/05)
Status: Active e Start Date: 10/10/2016
Incigible Reasons: x> Stop Date:

Back Na{}_,.?

Step 5: Confirming Information

Step 5 in the wizard allows you to confirm the information you’ve entered about the new APERS member. If you
need to make changes to any of the information, you will use the Back button to return to the previous screen to
correct the information. Otherwise, click on Confirm to confirm your changes.

B search E)  verificaton E)  Porson Demographics 0 Employmant
Individual Information Employment Information
S5N: Reporting Group:

Marital Status: Single Employer Type:
First Name: Jahn Job Category:
Middle Name: C Plan:
APERS Status: Active Status:
Last Name: Start Date:
Date of Erth:
Gender: Make
Mailing: 123 Eim StreetLITTLE ROCK AR 72201
Back m:ﬂ-l!irn'-l‘]‘hI

After enrolling an employee through the wizard, COMPASS ESS will load the employee’s information, which you
may then view on your Employee Roster.

Roster
Nicknamea: Al > Demegraphic Import
Search: ® Acd Employes
Statues: Bctive » Verify Prior Membsership
Tools APERSID 55N Member Job Category Status Plan Start Date =
Actions ABBSIE3 HAH-MH-40TS CHYRCHEL, ... Regular Active Contributory (..  0201/2015
Actions AS42502 HHH.X¥.3806 CROOCKHAM, . Regular Active Contributory (...  0201/2015

| Actions 1461433 HHH-¥¥-6545 Doe, John C. Regular . Active Contributory (...  10M0/2016

P ndan CoacCD P L. - .
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Uploading an Employee Demographic File Import

The purpose of this function in COMPASS ESS is to load a demographics file to send to APERS to create new
member records in COMPASS ESS. If you are adding more than 25 new employees, this will be an easier option
for you than adding each new employee separately.

From the COMPASS ESS Home screen (or any screen in COMPASS ESS), click on the Roster tab to get to your
APERS Employee Roster.

10707-CITY OF DECATUR

Home Employer Info Account Rywter Seminars Admin FAQs

Quick Links 0 News
Create Work Report
p

E Make Payment

E Verify Prior Membership

£ Add Employee

From the Roster screen, select the Nickname by clicking on the drop-down menu

Roster
Nickname: 10707-1 CITY OF DECATUR] \&) Demogrd
10707-1 CITY OF DECATUR -

Search: e Add E
Status: Active =7 Verify Prio
Tools APERSID 58N Member Job Category Status Flan Start D)
Actions AG19143 XXX-XX-388T7 BAUGHN, INI... Regular Active Contributory (... 0201/
Actions ABB6468 KHM-XX-G6430 BYERLY, KNO... Regular Active Contributory (...  02/01/

Click on the Demographic Import button.

CITY OF DECATUR et Demaographic Irrlpu@7 File History
e Add Employee
hd Werify Prior Membership
Member Job Category Status Flan Start Date Stop Date Reportij
[XX-XX-3887 BAUGHN, INI.. Regular Active Contributory (... 02/01/2015 10707-
[XOX-XX-6439 BYERLY,KNO... Regular Active Contributory (...  02/01/2015 10707-
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The Upload Demographic Report Import wizard will open.
The Employer Code and Reporting Group Code will be filled in.

m“e i L B A mmmt b [ g PR O ot e A At CAMA
i | Upload Employee Demographic Import
I Roste
[ = | a Processing
Nicknar
Searchi s Name: | Browse...

Status:  Import Description: |
Employer Code: 10707 - CITY OF DECATUR
Repart Group Code: CITY OF DECATUR v

b ey

| Tools

; Actio ns:

From the Upload Demographic Report Import wizard, click on Browse to select the file you want to import.
Add a description in the Import Description field.
Click on Next to continue.

e I TR ORI R cAnA
. Upload Employee Demographic Import
Roste
[ 1 'a Processing
Nicknat
Searchi  gijo Name: Demographic Import Sample.xls | Browse...
Status:  Import Description: | Demographic test file |
Employer Code: 10707 - CITY OF DECATUR
| Report Group Code: CITY OF DECATUR 2
,,.__rou.;l.;..
ﬁu:tion;
I Actions
I Actions
| Actions
Actiong
| Actions
' Actions
i Actions
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Human Resources

The wizard will move to Step 2 Processing and display a message indicating the successful import.

To view the details of the import click on Details.

Commmlomssme Lmfm Ao - Memdone L A el im CAM~
| Upload Employee Demographic Import
Roste

| 9 i Uplaa:
Nicknar

Search:

Results
Status: Import successful. 1 row(s) have been successfully processed.

| Actions
| Actions
| Actions
| Actions
Actions

| Actions

| Actions

Back

Det@

When you are done reviewing the details, click on Close to return to the Roster screen.

I |
IDetaiIs
Edit
File Name Employee Demographic Import File Load Date 0210272017
Import Description Demaographic test file
Import Status Processed Successfully Processing Status Completed
Summary Details
View Rows: Show All Rows v Display Rows: From To:
New Row | | Download
Tools Seg No  Error Message | Import Detail Status Resubmit 38N Apers Id Last Nam
Flag
Actions 1 Bypassed 58N APERSID Last Nam
Actions 2 Processed Successfully J 331098625 Bash
You will see the new employee entry listed on the Employee Roster.
Home Employer Info Account Roster Seminars Admin FAQs
Roster
Nickname: all v Demogr
Search: X Add H
Status: Active b “erify Prig)
Tools APERSID 38N Member Job Category Status Flan
IActions 2268436 HHX-¥¥-B625 BASH, BANGLE L . Regular Active Contributory|
Actions AD10143 HHHK-XH-388T7 BAUGHN, INICE R b Regular Active Contributory
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Viewing Employee Roster and Member Information

The purpose of this function in COMPASS ESS is to allow you to view member information on your APERS
Employee Roster. This section describes the steps required to navigate to the Employee Roster and apply filters
to view specific member information.

From the COMPASS ESS Home screen (or any screen in COMPASS ESS), click on the Roster tab to get to your
APERS Employee Roster.

,/_\ P E R ?‘ 10707-Your City

_Home  Employer Info Account Seminars Admin FAQs
Quick Links 0 aws
El Create Work Report
E Make Payment
E! Verify Prior Membership

ﬁ Add Employee

The Roster screen will default to a view of all active employees from all your agency’s reporting groups. If your
agency has multiple reporting groups, you can choose a reporting group in the Nickname dropdown. You may
also filter the roster grid by using the Search field or limit the results by filtering by Status (active, inactive, etc.).

Home Employer Info Account Roster Seminars Admin FACs
Roster
Nickname: m v Demagraphic Import

Al =
Search: Add Employes
Statues: Bctive »

Verify Prior Membership

Tools APERS ID S5N Member Job Category Status Ftan Start Date Sto|
Actions 1481433 WA WN-E545 Doe John C. Regular Active Confributory (... 1002016
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From the Roster grid, you can perform the actions listed below:

e Add leave information

e Terminate

e Review employee information
e Maintain job category

Roster
Nickname: Al L Demographic Import
Search: x Agid Employes
Status: Active o
\ferify Prior Membership
Tools APERS ID S5M Member Job Category Status Plan Start Date sy
Actions ABBS2ED W 2%-4079 CHYRCHEL, ... Regular Active Contributory (... 0201/2015
Actions ASAGLD XHH-XK-3006 CROOKHAM,... Regular Ative Contributory (... 02012015
Actions 1461433 HHX-¥¥-B545 Deoe, John C. Regular Active Contributory (... | 10MO2016
Add Leave Information
3182 DRAGER, MQ... Regular Active Contributory (... 01/01/2016
Terminate
- - A nbh "~ H y w, M45
Unterminate Member canfract 4087 DUDZIAK, WL.. Regular Active Contributory (... 02/01/2015
Review Employee Information 6435 HAUSMAN, M...  Reguilar Active Contributory (... 0201/2015
e 3901 JIMBARLOW. . Regular Active Contributory (... 02D1/2015

From the Roster screen, you may also:

e Upload a demographic import file
e Add a new employee

e Verify prior APERS membership

e Review an employee’s file history

fccount Roster Seminars Admin FAQs

s Demagraphic Import File History

*® Agd Employes

\Verify Prior Membership

It Member Job Category Status Plan Start Date Stop Date Reporting Group
MO HX-4079 CHYRCHEL, ... Regular Active Contributory (... 02/01/2015 10707-1 CITY..
AXH-HX-38006 CROOKHAM, ... Regulsr Active Contributory (...  0201/2015 10707-1 CITY...
- M-6545 Doe, John C. Regular Active Contributory (... | 10M /2016 10707-1 CITY..
AXA-KX-3182 DRAGER, MO... Regular Ative Contributory (...  0101/2016 10707-1 CITY...

Each of these actions are discussed in this handbook.
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Adding Leave Information
The purpose of this function in COMPASS ESS is to add leave information for an APERS member who is on military
leave or leave without pay.

From the COMPASS ESS Home screen (or any screen in COMPASS ESS), click on the Roster tab link to get to your
APERS Employee Roster.

APER \‘.3‘ 10707-Your City

m Employer Info Account Seminars Admin FAQs
Quick Links @ HNews

Bl  Create Work Report

E Make Payment

EE Verify Prior Membership

ﬁ Add Employee

Click on the action link next to the member for whom you need to enter leave information. Select the Add Leave
Information menu item to launch the Edit Employment History screen.

Home Employer Info Account Roster Seminars Admin FAQs
Roster
Nicknanmea: Al v Demographic Impaort
Search: x Agd Employees
Status: Active ¥ 5 : -
Jerify Prior Membership
Tools APERS ID S5N Member Job Category Status Plan Start Date Stor
Actions ABBSIE3 HHK-HX-4079 CHYRCHEL, ... Regular Active Contributory (... 02/01/2015
Actions AS42952 KEX-KX-3906 CROOKHAM,... Regular Active Contributory (... 0201/2015
Actions 1451423 .2 ¥-8545 Doe, John C. Regular Active Contributory (... | 10MDV2016
[Add Thformanior
Eave T maton 3182 DRAGER, MO... Regular Active Contributory (... 010172016
Terminate
Unterminate Member confract 4087 DUDZIAK, WL.. Regular Active Contributory (...  0201/2015
Review Employee Information (6439 HAUSMAN, M. Regular Active Contributory (... 02/01/2015
LTl ieciir an) 3501 JIM BARLOW,... Regular Active Contributory (... 0201/2015

On the Edit Employment History screen, click on the Change button at the top left of the screen to activate edit
mode and allow you to make changes.

Edit Employment History x

E

Reporting Group:  10707-1 CITY OF DECATUR

MName: DOE, JOHN C

Employment Information

Job Category: Regular Plan:
Start Date:
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In the Leave Information section, click on the Add button to create a new entry.

Status:

Tools

Employment Infarmation
Job Category:

Stop Date:

Leave Information

Md{b

Start Date

Regular

Active

Stop Date

|" Flan:

Start Date:

=

|*-' Ineligible Reasons:

Leave Status

Contributery (Peet 7/1/1] >
10/10/2016 |

| Delkete

Add the Start Date of the leave or select the Start Date from the drop-down calendar. Add the Stop Date of the

leave or select the Stop Date from the drop-down calendar.

| 10/11/2016
; ik ;
4 October 2016

5 M T

L5}

3 4
8 10(11
16 17 18
23 24 25
30 31

19 20 21 22

w T F

Xob Category: Regular |"’ Plan: Contributary (Post 7/ 1.l'|]"’
Start Date: 10/10/2016 3

Stop Date: |

Status: Active |" Inzligible Reasons: >
Leave Information

Add
Toolk Start Date Stop Date Leave Status
Delete @ AWZ0E |

Select the Leave Status (type) from the drop-down menu:

e Leave without Pay
e Military Leave

e Workers’ Comp

e Educational Leave

Job Categary: Regular |"’ Plan: Contributory (Post 7/11| ¥
Start Date: 10/10/2016 3 L
Stop Date: 4
Status: Active |" Inzligitle Reasons: >
Leave Information
Add
Tools Start Date Stop Date Leave Status
Delsts o 1012016 10142018 | ||}
Leave without Pay =
Miitary Leave
Worker's Comp
Educational Leave =
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You can add additional leave entries for that employee by clicking on the Add button. When you have

completed your entries, click on the Save button.

Job Category: Recular |~ Plan:
Start Date:

Stop Date: I

Status: Active |"' Ineligible Reasons:
Leave Information

Add

Tools Start Date Stop Date Leave Status

Diedate @ 10H12016 1012016 Educational Leave:

Cancel

Contributory (Post 7f1/1 |V
5

10/10/2016

Sy

You will receive a message asking you to verify your entries. Click on the Confirm button to confirm your changes

and return to the Employee Roster.

Edit Employment History

Plegse verify and click ‘Confirm’ to permanently save the changes.

Leave Information

Add
Tools Start Date Stop Date Leave Status
Delate & 10M12016 10112016 Educational Leave
Cancel

Employer: Reporting Group:  10707-1 CITY OF
| S5h
! Name:

Employment Information

Job Categary: egular |" Plan:

Start Date:
Stop Date: |
Status: Active |~ Ineligitle Reasons:

DECATUR

Contributory (Post 7/10 ™

II‘lI

Cnnfl%

Your changes will be saved and visible on the Roster screen.

Home Employer Info Account  Roster  Seminars Admin FAGS
Roster

Nickname: A

Search: x

Status: Active bl

Tooks APERSID SSN Member Job Calegory  Status
Actions  AG85283 ML XX-4079% CHYRCHEL, . Regular Active
Actlong AS42552 XX-¥X-3006 CROOKHAM, .. Regular Active
Action 1451433 HHK-X%-B545 Doe, John C. Regular Active
Actions  BS01437 KH¥-¥¥-3182 DRAGER, MO... Regular Active

w Demographic Imgort

Add Employes

“erify Prior Membership

Phan Start Date Sto
Confributory (... 02/01/2015
Confributory (..  02/01/2015
Confributory (...  10/10/2018
Confributory (... 01/01/2018
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Entering Termination Information

The purpose of this function in COMPASS ESS is to enter information regarding an employee’s termination from

the employer.

As defined by Act 40 of 2011, to “terminate,” as it applies to eligibility for retirement under APERS, means

1. The member’s employment has ended;
2. A complete severance of the employer-employee relationship has occurred; and

3. The member has ceased performing any services for the employer, except for non-compensated functions
related to the transfer of the duties or the transfer of the position itself.

If the member is an elected public official, terminate means

1. The member has resigned, been removed, or otherwise no longer holds the elected position;
2. A complete severance from the elected position has occurred, and

3. The member has ceased performing any services in his or her elected position, except for non-
compensated functions related to the transfer of duties or the transfer of the position itself.

“Terminate” does not mean taking a leave of absence, performing job duties or services without remuneration,
or receiving or accruing additional employment related compensation, reimbursements, benefits or other
emoluments.

From the COMPASS ESS Home screen (or any screen in COMPASS ESS), click on the Roster tab to open your
APERS employee roster.

A P E R g 10707-Your City

_Home  Employer Info Account @ Seminars Admin FAQs
Quick Links O ow:

El Create Work Report

E Make Payment

EE Varify Prior Membership

ﬁ Agdd Employee
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Click on the Actions link next the employee you wish to terminate from enrollment. Select Terminate from the
drop-down menu to launch the Terminate Enrollment wizard.

Home Employer Info Account Roster Seminars Admin FAQS
Roster
Nickname: Al b Demographic Import
Search: ® Add Employes
Status: Active -
“erify Prior Membership

Tooks APERS ID SSH Member Job Category  Status Fian Start Date Stof
Actions  AG85283 HOOGXH-4079 CHYRCHEL, ... Regular Active Contributory ... 0201/2015
Actions 1481433 m.x_x;am CROOKHAM, ... Reguiar Antive Contributory (... 02012015

Add Leave Information 6545 Doe, JohnC.  Regular Astive Contributory (. 10/10/2018
| Terminate |

: 3182 DRAGER, MO... Regular Active Contributory (... D1I01/2018

Unterminate Member contract

Review Employee Information 4087 DUDZIAK, WI...  Reguiar Active Contributery (... 02012015

Maintain Job Category 5439 HAUSMAN, h... Regular Active Confributory (...  02/01/2015

Select the member’s final day of work from the calendar to enter it into the Stop Date field and click Next.

Admi Terminate Enroliment Wizard Mavigation allx
1 Dekils B} Review & Confirm
Employer: Your Ciy g‘jﬂ"'f:_'““ CITY OF DECATUR  Member: DOE, JOHN C.

Event: Termination

Stop Date: 10/07/2016
4 October 2016 =
E M T W T F

] T

3 4 5 6 [EW
10 11 12 13 14 1
17 12 19 20 21 22
4 25 26 27 28 29

[

s Cit

Today

The Review and Confirm page will appear. To finalize the member’s termination, click Confirm.

sdmi Terminate Enroliment Wizard Navigation Dij%
0 prll;
Employer: Your City g:g:;‘_i“g CITY OF DECATUR ~ Member: DOE, JOHN C.
Event:  Termination Stop Date 10/07/2016
oy

Cancel Back
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Reviewing Employee Information

The purpose of this function in COMPASS ESS is to allow the employer to view a specific employee’s
employment information, demographic information, documents, and/or work history.

From the COMPASS ESS Home screen (or any screen in COMPASS ESS), click on the Roster tab to navigate to
your employee roster.

APER \‘.3‘ 10707-Your City

m Employer Info Account Seminars Admin FAQs
Quick Links Q n-ws

Bl  Create Work Report

E Make Payment

EE Verify Prior Membership

ﬁ Add Employee

Select the Actions link next to the employee you wish to review, then select Review Employee Information from
the drop-down menu.

Home Employer Info Account Roster Seminars Admin FACs
Roster
Nicknams: Al b Demographic Import
Search: ® Add Employee
Status: Active > Werify Priof Membership
Took APERS 1D S8N Member Job Category Status Pian Start Date St
Actions ABS5283 X0 XX-4079 CHYRCHEL, ... | Regular Active Confributory (...  02/01/2015

A Information

dd Leave Informatio 13006 CROOKHAM,... Regular Artive Contributory (... 02012015

Terminate

Unterminate Member contract L3182 DRAGER, MO.. Regular Active Contributory (... 0UDL2ZME

Review Employee Information [il4087 DUDZIAK. Wi Regular Active Confributary (... 02012015

el il Job Cateaur 18438 HAUSMAN, M... Regular Active Contributory ... 02/D1/2015
Actions AT402E4 XEE-XX-3900 JIM BARLOW,... Reguiar Active Contributory (... 02012015
Actions AS8T553 KO H-BOTT KIMBERLAMND... Regular Artive Confributory |, OBMTI2015

There are four areas available for you to review.

1. Employment Information allows you to view employment records for the selected employee.

Demographic Info Documents Work History

Employment Information
Tools Employer Name  Reporting Group Job Category

Actions Your City CITv OF DECATUR Regular

Back  Name: CHYRCHEL, JAKEYDRA W DOB: iRl T

S5N: D0 -

Plan Status

Contributory (Post 71/05)  Active
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2. Demographic Information displays information such as address, date of birth, member status, etc.

CHYRCHEL, JAKEYDRA W S5N:

DOB:

Back  MName:

Employment Info Demographic Info Documants Work History

Demographic Information

Chan
Demaographics
S5N: 001184078 APERS ID:
Marital Status: Iarried Prefix:

Divorce Date: First Name:
Mammiage Data: Middle Name:
APERS Status: Active Last Name:
ASPRS Status: Suaffin:
AIRS Status: Diate of Birth:
ADIRS Status: Gender:

Mailing: 3819 STILLMAN LOOPRT 1 Work Phone:

GRAVETTE AR 72736
Primary Emaik:

ABES2A3

Mr,
JAKEYDRA
W
CHYRCHEL

0328/1964

Malks

(870) 245-3599

MLILEY @dusmimy

3. Member Documents allows you to view any proof documents that have been uploaded to the member’s file,

such as birth certificate.

Back MName: CHYRCHEL, JAKEYDRA W DOB: S5N: 01-
Employment Info Demographic Info Documents Work History
Member Documents
Adtach a Document
Name Date Type Descriplion Slalus Labels Created By Created Frg
Mo documents available

From the Member Documents screen you may also upload member documents by clicking on the Attach a

Document button. For more information, see Attaching a Document.

Back MName: CHYRCHEL, JAKEYDRA W DaB:

Employment Info Demographic Info Documents Work History

Member Documents

I Attach 2 Docu il t

Mame S pate Tvpe Description Status Labek Created By

ol X

Attach File

Select the type of document you want to attach:
Filename: Browss...
Description:
Comimants:

Upload Document Cancel

Created Frg

50

Arkansas Public Employees Retirement System



APERS Employer Self-Service Handbook

4. Work History allows you to view work history records for this employee.

Employment Info Demographic Info Documents Work History
Work History
Date Range: Last 80 Days -
Tools Trans # Employer Nickname Employer Type  Start Date Stop Date Payroll
Processing Date P
216TE1 Your City 10707-1 CITY... APERS Munici.. 09012016 DE/3002016 10032016 1
216701 our City 10707-1 CITY... APERS Munici.. 08012018 08312016 ]
28653 Your City 10707-1 CITY... APERS Municl.. 07012016 OT/INI2016 07282016 ]
To return to your employee roster, click on the Back button.
| ]
me: CHYRCHEL, JAKEYDRA W DOEB: SSN: 0o
Employment Info Demographic Info Documents Work History
Work History
Date Range: Last 0 Days b
Took Trans# Employer Hickname: Employer Type  Start Date Stop Date E'bawoﬂ i : E
Home Employer Info Account  Roster  Seminars Admin FAQs
Roster
Nicknams: Al i Demographic Import
Search: ® Add Employes
Status: Active * erify Priof Membership
ook APERS D SEN Member Job Category Status Ftan Start Date Sty
Action AGBE283 H0-XX-4079 CHYRCHEL,... Regular Active Centributory (... 02012015
Actiong AS42GE2 KHAHK-3006 CROOKHAM Regukar Active Contributory ( 02/01/2015
Attions 8901437 XXK-X¥-3182 DRAGER, MO.. Regular Active Contributory (...  01/01/2018
Actions  ASDE553 KHH-XX-4087 DUDZLAK, WL... Regular Active Confributory (...  02/01/2015
Action Agas4Es XAE-XX-E435 HAUSMAM, M., Regular Artive Contributory (... 02012015
Artions AT40284 HOE-2-3801 JIM BARLOW.... Regular Active Centributory (... 02012015
Artions  AS8TS53 HO6XCBOTT KIMBERLAND... Regulsr Active Contributory (... 08MTI2015
Actions  AS19143 KXK-XX-3887 MAYER, TAW.. Regular Active Contributory (...  02/01/2015
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Maintain Job Category

The purpose of this function is to change a member’s job category in COMPASS ESS. Job categories in COMPASS
ESS are used to categorize member groups for deriving contribution rates and calculating service. As part of the
COMPASS ESS transition, your APERS member roster will be pre-loaded into COMPASS ESS with a job category
assigned to each member.

APERS job categories are as follows:

e Elected Official

e  First Class City Clerk

e  First Class Mayor

e Police Officer

e Regular

If you have questions regarding what job category a member should be assigned, please contact your APERS
Employer Services Representative.

From the COMPASS ESS Home screen (or any screen in COMPASS ESS), click on the Roster tab.

APER \‘.3‘ 10707-Your City

m Employer Info Account Seminars Admin FAQs
Quick Links o n-ws

Bl  Create Work Report

E Make Payment

EE Varify Prior Membership

ﬁ Add Employee

Click on the Actions link next to the employee for whom you want to edit the job category, then select Maintain
Job Category from the drop-down menu to open the Maintain Job Category wizard.

Roster
Nickname: Al e Demographic Imgort
Search: ® Add Employes
Staties: Active o
Werify Priof Membership
Tooks APERS 1D S8N Member Job Category Status Pian Start Date =3
Actions ABS5283 KOO0 XX- 4079 CHYRCHEL,... Regular Active Confributory (...  0201/2015
Actions 1481433 m_‘y‘x;:’.\m CROOKHAM, ... Reguiar Artive Confributory (...  0201/2015
Add Leave Information 6545 Doe, JohnC.  Regular Active Contributory (... 10102016
Terminate
7 3182 DRAGER, MO.. Regular Ative Confributory (... 01/01/2018
Unterminate Member contract
Review Employee Information 4087 DUDZIAK, WI... Reguiar Acthve Contributory (... 02012013
| | maintain Job Category | le435 Hausman, M. Reguir Active Contributory (... 02M01/2015
sotione Tanag X3 Ao0i i BaR Cvh Beoiir Lo Contritigary | f9ing e
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Begin by selecting a Start Date from the drop-down calendar.

Maintain Job Category

n 9 Sy

End Current Job Category:

Start Date:
L
Job Caty s
sk E M oW o B
407E
1 2 a
350¢ 4d 56 7 8 810
= 11 12 13 14 15 16 17
18 19 20 21 22 23 24
3183 25 26 27[28] 2930
4081 '
Today
£43E
i

Select the new job category from the drop-down menu. If you are terminating the employee’s current job
category, click on the End Current Job Category box to check it, then click on Next to continue.

Maintain Job Category

ﬂ 9 i

End Current Job Category: ]

Start Date: 09/30/2016 [

Job Category: | ~
40TE Elected Official A
a0 First (lass City

First Class Mayor

6342 Police Officer
o Regular »
80

3805 Cancel I Ne-ctqph. |

Confirm your changes, and then click on the Confirm button at the bottom right of the screen to confirm your
changes and return to your employee roster.

Maintain Job Category

End Current Job Category:

Start Date: 05/3020
Job Category: Firsi Class City Clerk
07

5Dti Cancel Back o =h

You can view your changes on the Roster page.
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Uploading Documents for a Member in ESS
The purpose of this function in COMPASS ESS is to allow an employer to upload scanned documents for
members, such as a military discharge form for a member purchasing military service.

From the COMPASS ESS Home screen (or any screen in COMPASS ESS), click on the Roster tab to open your

APERS employee roster.

10707-CITY OF DECATUR

Home Employer In

Quick Links

fo

Account

Seminars

| RQI-F)tE[ |
0 News

Admin FAQs

SED> M

Create Work Report
IWake Payment
Verify Prior Membership

Add Employee

Select the Actions button next to the member you wish to add a document to. From the drop-down menu select
Review Employee Information.

Home Employer Info Account Roster Seminars Admin FAQs
Roster
Nickname: All v Demogr;
Search: X Add H
Status: Active b : g
! Werify Prio
Iy
Toals APERSID SSN Member Job Category Status Flan Start O
Actions AD19143 HHK-X¥H-3887 BAUGHN, INL... Regular Active Contributory (...  02/01/
Add Leave Information -6430 BYERLY, KNO.. Regular Active Contributory (... 02/01/
Terminate -4087 DULIN, CHRL... Regular Active Contributory (... 02/01/]
| Review Employes Informationyy, |k 3873 FURGERSON . Regular Active Contributory (... 02/01/
X £ -
Maintain Job Category 3873 FURGERSON... Elected Oficial  Active Contributory (.. 02/01)
nﬁiinnn A-‘Dﬁd s | Yy Yy 200 AL ERITIMNE anll:\r Lctinca I“nl-m'ihllfnnur IR EN

The Employee Information screen will open.

10707-CITY OF DECATUR

Back Name: BAUG
Employment Info

Employment Information

Tools

Actions CITY OF DEC...

HN, INICE R

Demegraphic Info

Employer Name Reporting Group

DOB:

Documents

CITY OF DECATUR

Work History

05/19/1945

Job Category

Regular

Plan

Contributory {Post 7/1/09
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From the Employee Information screen select the Documents tab.

Back  Name: BAUGHN, INICE R DOB: D5/19/1945 SSN:

Employment Info Demographic Info Docu&ents Work History
Member Documents

Attach a Document

[ Name Date Type Description Status Labels Created By

Mo documents available

From the Documents screen, click on the Attach a Document button.

o
(1=}
1=}
e
o
w
%)
=

Back | Mame: BAUGHN, INICE R LOB: 05M

Employment Info Demographic Info Documents Work History

Member Documents

T BT

] Mame Date Type Description Status Labels Created By

No documents available

This will open the Attach a File wizard.

Back Name: BAUGHN, INICE R DOB: D5/19/1945 SSN:

Employment Info Demegraphic Info Documents Work History

r}-\ﬂa;:h Fiie - [=] 1B

Selact the type of document you want to attach: |v

; ted By
Filename: Browse...
Description:

Comments:

Upload Document Cancel
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Select the type of document you want to attach from the drop-down menu.

Back  MName: BAUGHN, INICE R DOB: 05191945 S55N:

Employment Info Demographic Info Documents Work History

r:ﬁtta;:h Fiie - [=] 1B

Select the type of document you want to attach: |v
s ted B
Filename: Doc-In: y
g Change of A Option Bengficiary farm
Description: Sl | .
Member Enrallment Form from Portal {b ]
Comments:
Upload Document Cancel

Click on the Browse button to locate the file you wish to attach.

Back  Name: BAUGHN, INICER DoB: 05/19/1945 SSN:
Empleyment Info Demographic Info Documents Work History
[[Epimmn ;

Attach File [m iR

Selact the type of document you want to attach: Member Enroliment Form from Partal

Filename:

Description:

Comments:

Upload Document Cancel

Enter a description in the Description field. You can also add a comment, but is not required.

Back Name: BAUGHN, INICE R DOB: D5/19/1945 SSN:

Empleyment Info Demegraphic Info Documents Werk History

rAttach File ajix
Selact the type of document you want to attach: Member Enrallment Form from Portal v
ted By
Filename: Members Enroliment Form Test.txt Browse...
Description: Testing attaching fild
Comments:
Upload Document Cancel
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Click on the Upload Document button.

Back Name: BAUGHN, INICER DOB: 05/19/1945
Employment Info Demeographic Info Documents Work History

I attach File

Cancel

Upload Document {bl

Select the type of document you want to attach: Mamber Enrallmant Form from Portal

Filename: Members Enrollment Form Test.txt Browse...
Description: Testing attaching filgl

Comments:

SSN:

ted By

Human Resources

You will receive a message that your document was successfully uploaded. Click on the Close button to close the

Attach File wizard .

Back Name: BAUGHN, INICE R DOB: D5/19/1945

Employment Info Demographic Info Documents Work History

Upload Document

Your document has been uploaded. We will contact you if we have any further questions.

Close
L

[ Attach File
Selact the type of document you want to attach: Member Enroliment Form from Portal
Filename: Members Enrollment Form Test.txt Browse...
Description: Testing attaching file
Comments:

SSN:

JA

The new document will be added to the Member’s file. Click on the Back button. to return to the Roster.

Name: BAUGHN, INICE R DOE: 05/19/1945

Employment Info Demographic Info Documents Work History
Member Documents

Aftach a Document
[F1 Name Date Type Description Status

Actions  [T] MemberEnrol... 01/30/2017 Doc-In Testing attaching file

Released

SSN:

Labels

Arkansas Public Employees Retirement System
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Payroll Users

Payroll Tasks and Functions

If your main role in COMPASS ESS will be reporting and making payments, you will have the COMPASS ESS
security profile “Payroll User” and will be performing the following functions in COMPASS ESS:

e Adding Banking Information

Editing Banking Information

e Creating a Compensation and Service Report Manually
e Creating a Work Report Adjustment Report Manually

¢ Uploading a Payroll File Import for Work Reports

¢ Uploading a Payroll File Import for Adjustment Reports
e Correcting Errors in an Import

e Submitting a Regular or Adjustments Work Report

¢ Purchasing USERRA Service on Behalf of an Employee

¢ Producing Contribution, Payment, and Exception Reports

The Payroll Functions in COMPASS ESS are designed to allow the employer payroll user to report and make
payments electronically in accordance with Act 91, effective 7/1/2017.

The first step is to set up banking information in COMPASS ESS for electronic funds transfers (EFT) to APERS.
Once banking information is established and confirmed in COMPASS ESS, it can be used to make payments for
employer reporting, interest and fees, and USERRA service purchases.

Payroll files for reporting may be transmitted to APERS using either a file import or direct entry into a template
work report.

¢ |f you have more than 50 employees and/or use a service provider for creating your payroll and reports
for APERS, it will be more efficient for you to create and upload a file import for work reports and
adjustment reports. Review the Upload a Payroll File Import for Work Reports and Upload a Payroll
File Import for Adjustments Reports sections for instructions.

¢ If you have fewer than 50 employees, it might be easier for you to use the direct entry method for
reporting. See the Create a Work Report Manually and Create a Work Report Adjustment Report
Manually sections for instructions.

Currently you create compensation and service reports for APERS on a monthly basis. In COMPASS ESS you will
report with every payroll cycle, which will be a simpler and more efficient process.

COMPASS ESS has been configured for you with your payroll cycles, defined as Reporting Groups. If you have
multiple payroll cycles, you will have multiple reporting groups assigned accordingly. Each of the employees on
your roster will be assigned to a reporting group, based on their payroll cycle.
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Adding Banking Information
The purpose of this function in COMPASS ESS is to allow the employer to set up banking information for
payments to APERS. Banking information must be added before payments can be made through COMPASS ESS.
You may set up different banking information for each of your reporting groups.

APERS Employer Self-Service Handbook

From the COMPASS ESS Home screen (or any screen in COMPASS ESS), select the Employer Info tab, then click
on the Details link for the appropriate reporting group. This will bring up the Reporting Group Info screen.

APER §‘ 10707-Your City

Quick Links

Create Work Report
Make Payment

“erify Prior Membearship

Add Employee

Home Employer | Account
- I

Roster Seminars Admin

0 News

FAQs

On the Reporting Group Info tab, click on the Details link next to the reporting group for which you want to

enter banking information.

Home Employer Info Account Roster Seminars Admin FAGs
Mailing: 142 CITY LANE Work Phone: (501) 593-0412
Ry AR 72722
Primary Email Your.City@arkan
Fax Work: (870) 435-2438

Reporting Group

Tools Nickname Reporting Group Number Balance
CITY OF DECATUR 10707-1 50,00

'
This will take you to the Reporting Group Info screen.

Back | Reporting Group:  10707-1 Nicknanne: CITY OF DECATUR

Reporting Group Info EFT Info

Reporting Group Information

Change

Demographics

Reporting Group =: 107071 Micknarme: CIT¥ OF DECAT
MName: Skatus: Active

Status Start Date: 02112015 Status Stop Date:

& of Active Participanks: 1&

Mailing: 142 CITY LANE Fax Waork: (479) 384-5411

Ty AR 72722
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Select the EFT Info tab to open the EFT Information screen.

Back  Reporting Group:  10707-1 Nickname: CITY OF DECATUR

Reporting Group Info Eﬂﬂ!

Bank Account Number: |
Re-enter Bank Account Number:
Bank Account Type: |"

Mickname:

Reporting Group lnfnn'natin
Change
Demographics
Reporting Group &: 10707-1 Nickname: CITY OF DECAT
Name: Sratus: Active
Status Start Date: 0201/2015 Status Stop Date:
# of Active Participants: 18
Mailing: 142 CITY LANE Fax Work: (479) 394-5411
Oty AR 72722
Then click on Add Payment Method.
Back Reporting Group:  10707-1 Nickmame: CITY OF DECATUR
Reporting Group Info EFT Info
EFT Information
Add Payment Mnthcj
)
Tools Diescription Period EFT Status Default EFT
Actions BAMNE OF AMERICA (Chetking) X 34322 HTIZ0NG - current Approved
Actions test - ARVEST BANK [ Sanings) 0050564 WE/2016 - current Approved
On the Details screen, click on the Search button.
Bu;k Reporting Group:  10707-1 Nickmame: CITY OF DECATUR
Detail
Reporting Group Info I 3 * l
EFT Inf — Start Date: 10/05/2016
.E“w__m_w_m Make Default EFT:
| Tools Descipfion | gank Name: | Seareh | [Fatus Default EFT]
e EOHECT A Bank Routing Number: | e
Actions  test- ARVEST wed
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This will open the financial institution search box.

Enter your bank name or bank routing number to search. The bank routing number is a nine-digit code that’s
based on the bank location where your account was opened. It’s the first set of numbers printed on the bottom
of your checks, on the left side.

YOUR MAME 123
1234 Main 5treet
Anywhere, OH 00000 DATE
P&Y TO THE s
CRDER OF
DOLLARS

II:EII.I.DTHEI.|||:EIEIEILEEI.EE.?EC!” ink2l I

ROUTING ACCOUNT CHECK

NUMBER NUMBER NUMBER

Click on the Search button to search for the correct bank information.

Back | Reporting Group:  10707-1 Nickname: CITY OF DECATUR
g Details x

Reporting Group Info

EFT Information Stant Dates i

Add Payment Method Make Default EFT:

Tock Degieitingm s I e 1 LN
Financial Institution Search

Agtions  BA

Actions teg Bank Name or Routing =: Bank of America

On the Results screen, click on the bank name that corresponds to your bank’s routing number.

Back Reporting Group:  10707-1 Nickname: CITY OF DECATUR
Details *
Reporting Group Info
- /a5, M6
EFT Information ot Dater e
Add Payment Method Make Defautt EFT:
_'0019 DB"_-_':“ n - 2 1 P Mefa. u -}
Financial Institution Search
Actiong Eidy
Actions teg Bank Name or Routing #: Bank of America Search
Tools Bank Nams Riouting Number
BANK OF AMERICA 111501302
BAMNK OF AMERICA 111300932
BANK OF %imm 111300945
BAMNK OF AmERICA 112002080
BAMNK OF AMERICA 112200303
BAMK OF AMERICA 114000653
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This will take you back to the Detail screen, which will now display the bank name and routing number for you
to confirm.

Back  Reporting Group:  10707-1 Hickname: CITY OF DECATUR
Detail
Reporting Group Info = %
EFT Inf e Start Date: 10/05/2016
Add Payment Method Make Default EFT:
Tools Description | BankName: y | Search Status Default EFT
= ST Bank Routing Number: 11 K5 | k==
Actions  test- ARVEST wed

Bank Account Number: |
Re-enter Bank Account Number:
Bank Account Type: |"’

Mckname:

The start date will default to the entry date, but you can change that to a future date if necessary. Enter the

account number and confirm by reentering. You may also select a bank account type (checking, savings) and
add a nickname identifier.

Check the Make Default EFT checkbox to make this account the default for all payments for that reporting
group.

Back | Reporting Group:  10707-1 Nickname: CITY OF DECATUR

Detail
Reporting Group Info 55 #

Please verify and click "Confirm’ to permanently save the changes.

EFT Information
Add Payment Method Start Date: 10/05/2016
ook Descrigion |  Make Default EFT: =] — Defautt EFT]
Actions  BANK OF me wved
Actions test . ARVEST Bank Narme: I | Searcl
Bank Routing Number: 111300945 |
Bank Account Number: 123456789 |
Re-enter Bank Account Number: 123456789
Bank Account Type: Chedking |
Nickname:

Once you have completed your entries, click the Save button, then click Confirm to confirm your entries and
close the Details screen.

Detan
Reporing Group Info = =

) Please verify and click ‘Confirm' to permanently save the changes.
EFT Information

il Payment Method Start Date: 10/05/2015

| ook Description Make Default EFT:
Actipns  BANK OF AME

Bank Nams:
Actions  fest- ARVEST o onE

Piy

ICA | Search

Bank Routing Number:

Bank Account Number:

Re-enter Bank Account Number:

Bank Account Type:

Mickname:

Cancel Back | CD_{]T I:
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Once you have entered and confirmed the information, it will be listed in pre-note status until the pre-note
process completes. A pre-note is a test (zero-dollar) transaction used to make sure the provided account
information is valid before setting up the electronic funds transfer. Click OK to begin the pre-note process.

Reporting Group Infc~ EFT Info
EFT Information

Add Payment Method

Took Description

Attions  BAMK OF AMERICA (Chetking) XO0((SE789
Actions  BANK OF AMERICA (Chetking) X)(XX34322
Actions

test - ARVEST BANK (Savings) }0(({59564

Message

b

Pre-Mote Process must be compheted before the
Arcount BANK OF AMERICA- 123436785 can be ussd

OK

Period EFT Status Default EFT

1/S/2018 - current Pre-Note
WTI2018 - current Approved
HEI201E - current Approved

The status will change to Approved once the pre-note has successfully been processed.

Back Reporting Group:  10707-1 Nickname: CITY OF DECATUR
Reporting Group Info EFT Info
EFT Information
Add Payment Method
Took Description Period EFT Status Default EFT
Actiong BAMK OF AMERICA (Chetking) XU xS6TES 12016 - current Pre-Note I
Actiong BAMK OF AMERICA (Checking) XX 34322 STI2016 - curment Approwved
Actipns test - ARVEST BANK [Savings) XiO(xSE564 SWE/2016 - current Approved
Click on the Back button to return to the Employer Info screen.
Home Employer Info Account Roster Seminars Admin FAQs
Employer Info
Change
Demographics
Employar Number: 10707 Mame: “Your City
Tax No: 99072343 DBA: “Your City
Status: Active Type: Municipality
Mailing: 142 CITY LANE Wark Phone: (501) 593-0412
Gity AR 72722
Primary Email: Your.CGty@arka
Fax Work: (870) 435-2438)
s ——————
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Editing Banking Information

Payroll

The purpose of this function in COMPASS ESS is to allow you to edit previously entered banking information.

From the COMPASS ESS Home screen (or any screen in COMPASS ESS), select the Employer Info tab.

A P E R S 10707-Your City
Home !Emp]cyer I@él Account Roster Seminars Admin

Quick Links 0 Hews

E Create Work Report
Make Payment
lﬂ Werify Prior Membership

)i: Add Employee

FAQs

From the Employer Info screen, click on the Details link for the appropriate reporting group. This will bring up

the Reporting Group Info screen.

Employer Infe
Change

Demographics

Employer Number: 10707
Tax No: GOLET2343
Status: Artive
Mallng: 142 CITY LANE
Ry AR 72722

Reporting Group

Tools Mickname Reporting Group Mumber

CITY OF DECATUR 10707-1
o

Type:

Work Phone:
Primary Email

Fax Work:

Balance

four City
Wour City

Mumnicipality
{501) 593-0412
Your,City@arkan

(870) 435-2438

From the Reporting Group Info screen, click on the EFT tab to open the EFT Information screen.

Reporting Group Info
Reporting Group lnfon'natin

Change

Demographics

Reporting Group =: 107071
Name:
Status Start Date: 02012015
# of Active Participants: 18
Mailing: 142 CITY LANE
Oty AR 72722

Back  Reporting Group:  10707-1 Nickname: CITY OF DECATUR

Nickname:
Skatus:

Skatus Stop Date:

Fau Wark:

CITY OF DECATI

Active

(479) 3945411
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To edit an EFT account, click on the Action link next to the record you wish to edit, then select Details from the
drop-down menu to display the Details screen.

Back Reporting Group:  10707-1 Nickname: CITY OF DECATUR

Reporting Group Info EFT Info
EFT Information

Add Payment Method
Tools Description Perind EFT Status Defautt EFT
Actions __ BANK OF AMERICA (Cheching) X00(X56733 | 1DVS/2016 - current Fre-Note

Detalls o |F AMERICA (Cheching) X000:34222 T/2016 - current Approved
Deactivate™ | sani (Savings) X0XE9564 BE/2016 - current Approved

From the Details screen click on the Change button to enter edit mode.

Start Date: 10/05/2016

Maks Default EFT:

Bank Name: BANK OF AMERICA Search @
Bank Routing Number: 111300945 B
Bank Account Number: W‘

Re-enter Bank Account Number: | 123456789 |

Bank Account Type: [ Checking

Mickname: ' BOA Account 4 |

Make your changes and click on the Save button at the bottom right of the screen.
Details | T————

Change
Start Date: 10/05/2016
Make Default EFT:
Bank Name: BANK OF AMERICA Search
Bank Routing Number: 111300845 ot
Bank Account Mumber: 123456789
Re-enter Bank Account Mumber: 123456789 |
Bank Account Type: | chedking :
Nicknarms: BOA Account 3 |
Cancel
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When the confirmation message appears, click on Confirm to confirm your changes and return to the EFT Info
screen.

Reporting Group Info | Details x l
.ET lmmn N Fras verify and click ‘Confirm’ to permanently save the changes
Add Payment Method Start Date: 10/05/2016
| Maks Defauk EFT:
Bank Name: BANK OF AMERICA |
Bank Routing Number: |

Bank Account Number:

Re-enker Bank Account Number:

Bank Account Type: Checking |

Nickname: BOA Account 2

Cancel Batk | Gonm ”

You will able to see your changes on the EFT Info screen

iﬁk Reporting Group: 107071 Nickname: CITY OF DECATUR

Reporting Group Info EFT Info
EFT Information

Add Payment Method

Tooks Description Period EFT Status Default EFT
Zctions BOA Account 2 - BANK OF AMERICA (Checking) XXXX56789 10VS2016 - current Pre-Mote
Actiong BANK OF AMERICA {Checking) XXXX34322 SIT/20H6 - current Approved
Actions test - ARVEST BANK [ Savings) XOXX30564 SE/201E - current Approved

Click on the Back button to return to the Employer Info screen.

Home Employer Info Account Roster Seminars Admin FAQs

Employer Info

Change

Demographics

Employer Humber: 10707 Name: Your City

ot No: GOLET2I43 DEa: four City |I

Status: Active Type: Mumnicipality

Mailing: 142 CITY LANE wark Phone: (501) 593-0412

Ciy AR 72722

Primary Email: Your. City@arkan
[Fax Wiark: (870) 435-2438

Reporting Group

Tools Mickname Reporting Group Number Balance
== " ==
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Creating a Compensation and Service Report Manually
The purpose of this function in COMPASS ESS is to report employee compensation and service to APERS.

From the COMPASS ESS Home screen (or any screen in COMPASS ESS), click on the Account tab to bring up your

Account screen.

10707-Your City

Home Employer Info - Rostar Saminars Admin Fads
Quick Links © HNews
BT Creste Wiork Report

@ Make Payment

EE \erify Prior Membership

&

Add Employee

On the Account screen, click on the Manual Work Report drop-down and select Work Report.

tatus:

pbus:

Activity Date
0S/0TI2016
0S/0TI2016
0S/DB/2016

Employer Info

Account

Roster

10707-1 (TY OF DECATUR

A

Open

Trans#

216653
216701

216772

Trans Type

Work Report
Work Report
Adj Report

Saeminars

Admin FAQs

Trans |gentifier

Work Report: 07/01/2016-07/312018
Work Report: 08/01/2016-08/31/2016

2015-02 APERS Municipalry

Upload File - Fik]
Manual Report -

Work Report

2 [bey, Paym

Adjustment Repdt

Report Status Due Date
Submitted 0aM0s/2016
Submitted OS'14/2018
Pending

The Generate Work Report screen will default the Pay Period Start date to the next expected start date based on
previously generated work reports.

You may change the Pay Period Start date if you want to generate a work report for another reporting period.

w

Upload File

Manual Report

File History

i

Generate Work Report

Employer; 10707-Your City
Reporting Group:10707-1 CITY OF DECATUR

08/01/2016 *
1 September 2016 = b

Pay Period Start:

Last Pay Period Start:

OTI0N/20E- S L LT
DEWD1/2018- i 2 3
4 5 6 7T &8 010
15 Municipa 11 12 13 14 15 16 17
18 19 20 21 22 23 24
25[26] 27 28 29 30
Today
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Click Generate to create a work report transaction and launch the Work Report Editor.

v Upload File - File History
Manual Repaort -

Genarate Work Report =0 %

Employer: 10707-Your City
Reporting Group: 1070T-1 CITY OF DECATUR

Lal

Pay Period Start: 09/01/2016
I

Last Pay Period Start: 08/01/2016
DTi01/201 B-
DE/01/201 8-

S Municipa

Generating 11! !
C

From the Work Report Editor, enter the Paycheck Date or select it from the calendar drop-down.

Work Report Editor
Save Apply | Cancel
Employer: Your City Report Type: Req
Reporting Group: -1 CITY OF DECATUR Report Status:
Total Compensation Reported: $0.00
Total Lump Sum Reported:
Total Hours Reported:
Summary  Detall
Paycheck Dats: 10/07/2016 3 Dats Submitted: 3
[Due Date: 4 October 2016 ~ 3
E M T W T F 8§
Date Released: 1
2 3 4 5 6[8F &
Financial Summary 9 10 11 12 13 14 15
Fund Name 16 17 18 19 20 21 22 Due Reported Due Difference | Amount Pald Amaount Owed
EE Contributions 2% 24 25 26 2T 28 79 0.00 50.00 50.00 50.00
ER Reg Confributions 30 3 @ 0.00 S0.00 50.00 50.00
ER DROP Contributions Today D.00 50.00 50.00 50.00

Enter the Payroll Processing Date or select it from the calendar drop-down.

-

Payroll Processing Date: | 10/03/2016 s
L October 2016~ = »

2 M W F 3

2|3 4 5 6 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31

T:)d_a';
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Click on the Details tab to continue.
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Work Report Editor

Save Apply Cancel

Emnployer:
Reporting Group:

Your City

10707-1 CITY OF DECATUR

Total Compensation Reported:
Total Lump Sum Reported:
Total Hours Reported:

e,

=

Summary

Paycheck Date:
Due Date:
Date Released:

Financial Summary
Fund Name
EE Contributions

Due Cakculated

50.00

Report Type:
Report Status:

Due Reported

$0.00

Regular

Pending

Date Submitted:

Due Difference
$0.00

Amount Pald

Reg

Amaount Owed

The Detail tab will be populated with all of the active employees on the employee roster.

WGk Report Eanar
Save Apply Cancel
Employer: Your City Report Type: L |
Reporting Group: 10707-1 CITY OF DECATUR Repart Status:
Total Compensation Reparted: $0.00
Total Lump Sum Reported: 000
Tetal Hours Reported: 50.00
Summary Detail
Agresment: Municipakty - APERS Mu | Exception Filter: Flease Select b
Add Existing Employes || Add Mew Employes
Tools [ Details  Mame- 55N APERS 1D Job Category Flan
Agtions 0 m 9 CHYRCHEL, JAKEYDRA W 001-19-407G AGRS283 Regular Contributory (Post 7103
Actions 0 m 5 CROOKHAM, MARVIN & D01-15.3006 AS42052 Regular Contributory (Post 7109
Actions 0 m & DRAGER, MODESTO 5 D01-42.3182 8801437 Reguler Contributory {Post 7109
Actions D m 5 DUDZIAK, WILMA H D01-19-40B7 ASDESS3 Regular Contributory (Post 71D

Enter the compensation and service information for each member and click Save. The following fields are
required to complete the report: Regular Compensation and Hours Worked

Reguiar Repit Period: # of Participants:
Pending # of Rows:
Job Category Flan Regular Compensation Lump Sum Payment Hours Worked Empicyee
Contributions
Reported
i<} ey i dt | ll" go oo go o
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When you have completed your entries, click on Save to continue.

[Work Report Editor
Save Apply Cancal

Employer: Your City Report Typa: Reguilar Repd
Reperting Group: 10707-1 CITY OF DECATUR Report Status: Pending

Total Compensation Reported: 50,00
Total Lump Sum Reported:
Total Hours Reported:

Summary Detail
Agresment: Municipality - APERS Mu [ ¥ Exception Fiter:  Pleass Select ot

Add Existing Employes | Add Mew Employes

Tools [7] Detads Name- S5N APERS ID Job Category Flan
Agtions 0 w9 CHYRCHEL, JAKEVDRA W O01-15-4079 AGESZEY Regular Contributory (Post 7/1/05)
Actions B m ) CROOKHAM, NARVIN & 001.15.3006 AS42952 Regular Contributory (Post 7/1/05)

Click on the Account tab to see the new report in your list of transactions with a status of Pending.

Home Employer Info Account Roster Seminars Admin FAQs
Account
Nickname: 10707-1 CITY OF DECATUR w Upload File -
Trans Type: Al » Manual Report -
Payment Status Open ¥ Make Payment
Report Status: Al v
Tools Activity Date Trans 2 Trans Type Trans ldentifier Report States Dy
Actions ooT208 216653 Work Report Work Report: 07/01/2016-07212016 Submitted Das
Actions 0oT2018 216701 Work Report Work Report: 08/01/2016-08312016 Subrmitted 0%
Actions Oi0E2018 216772 Adj. Report 2015-02 APERS Municipality Pending
I Actions O26/2018 216791 Work Report Work Report: 09/01/201 6-09030/2016 I Pending 104

The next step will be to submit the report to APERS for processing. To learn more about submitting a report,
see Submitting a Regular or Adjusted Work Report.
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Creating a Work Report Adjustments Report Manually

The purpose of this function in COMPASS ESS is to adjust a previously submitted compensation and service
report. An employer may make adjustments to any work report that was created in COMPASS ESS. To adjust
a work report that was created prior to COMPASS ESS (i.e., prior to March 2017), please contact your APERS

Employer Services Representative.

From the COMPASS ESS Home screen (or any screen in COMPASS ESS), click on the Account tab to bring up your

Account screen.

10707-Your City

Home Employer Info Roster Saminars Admin Fads

o
Quick Links © HNews

BT Creste Wiork Report

@ Make Payment

EE \erify Prior Membership

ﬂ Add Employee

From the Account screen click on the Adjustment Report button.

b Account Roster Seminars Admin FAQs

0707-1 CITY OF DECATUR » Upload File - File H
I it Manual Report | =
Work Report
foen el Payme
Adjustment Report
| v i
L
Trans# Trans Type Trans ldentifier Report Status Diue Date
219035 Work Report Work Report 12/012016-12/31/2016 Released 110772016
219023 Work Report Work Repart 11/01/2016-11/302016 Released 11/0772016

This will bring up the Generate Adjustment Report wizard.

jo Account Roster Seminars Admin FAQs

Generate Adjustment Report =1
[
) Employer: 10707-CITY OF DECATUR

Reporting Group-10707-1 CITY OF DECATUR
DI Pay Perlod Start: 01/18/2017 |

)
\]L Pay Period End: 01/18/2017 4 h
Last Pay Period Start: 12/01/2016 |
Generate Close
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The Generate Adjustment Report wizard will open and you will need to supply the Pay Period Start, Pay Period
End, Last Pay Period Start dates. These fields are adjustable using the drop-down menus beside the dates .
When you are satisfied with the dates, click on the Generate button.

Generate Adjustment Repont =S
Employer; 10707-CITY OF DECATUR
Reporting Group:10707-1 CITY OF DECATUR

Pay Period Start: 12/01/2016 {9

Pay Pariod End: 12/31/2016 A

Last Pay Period Start: 01/02/2017 0O

Genera Close
&

The Adjustment screen will open on the Summary tab.

Adjustment

Save Apply Cancel

Employer; CITY OF DECATUR Report Type: Adjustment
Reporting Group: 10707-1 CITY OF DECATUR Report Status: Pending
Trans #: 218337

Total Compensation Reported: $0.00
Total Lump Sum Reported:  $0.00

Total Hours Reportad: 0 I}
Summa[z Detail
Wage Settle/Retro Processing Date:
Adjustment Reason: - Date Submitted:

Select the Adjustment Reason from the drop-down menu. Once your selection is made click on Apply.

Employer: CITY OF DECATUR Report Typa: Adjustment
1 CITY OF DECATUR Report Status: Pending

Reporting Group:

Trans #: 218337
Total Compensation Reported: $0.00
Total Lump Sum Reported:  $0.00

Total Hours Reportad: o
Summa[z Detail
Wage Settle/Retro Processing Dake:

Adjustment Reason: [ |v Date Submitted:

Payroll Emmor

Late Enrollment
Financial Summary Erroneous Membership
Fund Name p Retroactive Wage Increase |y potag | Due Difierence  Amount Paid

11— CM ot
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Click on Detail to go to the Detail Screen.

APERS Employer Self-Service Handbook

Adjustment
Save Apply Cancel
Employer: R Report Type:
Reporting Group: OF DECATUR Report Status:
Trans #: 218337
[, Total Compensation Reported: $0.00
E Total Lump Sum Reported:  30.00
Total Hours Reportad: 0
Summa[z Detail

Adjustment

Peanding

Add Existing Employee

From the Detail screen, you can adjust the transactions by Add Existing Employees to the report.

Adjustment
Save Apply Cancel
Employer: CITY OF DECATUR Report Type:
Reporting Group: 10707-1 CITY OF DECATUR Report Status:
Trans #: 219357
Total Compensation Reported: $0.00
Total Lump Sum Reported:  $0.00
Total Hours Reported: 0
Summary Detail
Agraement: Municipality - APERS Muni Exception Filter: | Please Selact

lidd Existing Employee i Add New Employee | Delete Selected | Load All Priors | | Mass Adjustment

Adjustment

Pending

W

v
:-‘.’i] Details Name S8N APERSID Job Category Plan Pay P
Clicking on the Add Existing Employee will launch the Select Prior screen.
Select Prior
Save Apply Cancel
Search Member
Search

Prior Section

Pay Pariod Start: | 01/01/2017 | 01/18/2017 |

Select an existing entry to adjust

] [7] Details MName 55N APERS ID Job Category Plan Pay A
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You can search for an employee and correct previously reported information.

Select Prior

Save Apply Cancel

Search Member

Culin Seam

Prior Section
Pay Period Start: | 01/01/2017 A 01/18/2017 |

Select an existing entry to adjust

) Details Name SSN APERSID Jab Category Plan Pay

Selecting a result from the search will add an entry under the Select an existing entry to adjust area and one
under the Creating a new entry.

Prior Section
Pay Period Start:  |12/01/2016 | 12/31/2016 |

Select an existing entry to adjust

f_{:"i'] [[] Details Mame SSN AFERS ID Job Category Plan Pay R

DULIN, CHRL .. 001-19-4087 A506553 Regular Contributory (... 12/01

Create a new entry

Add
[ Tools [] Details Name 35N APERS ID Job Catagory Plan Fay Py
DULIN, CHRI. .. D01-19-4087 AS06553 Regular Contributory (.. 12/01)

We will look closer at Adjusting an existing entry and Create a new entry in another section.

When you have completed adding an existing employee, click on Save.

Adjustment

Apply Cancel
Employer: CITY OF DECATUR Report Type: Adjustment
Reporting Group: 10707-1 CITY OF DECATUR Report Status: Pending
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Add New Employee

From the Detail screen, you can add a new employee to the report by clicking on the Add
New Employee button.

JAdjustment
Save Apply Cancel
Employer: CITY OF DECATUR Report Type: Adjustment
Reporting Group: 10707-1 CITY OF DECATUR Report Status: Pending
Trans #: 219357

Total Compensation Reported: $0.00
Total Lump Sum Reported:  §0.00
Totzl Hours Reportad: 0

Summary Detail

Agrasment: Municipality - APERS Muni Exception Filter: | Please Selact o
Add Existing Employee | Agd New Employee | Delete Selected | | Load All Priors | | Mass Adjustment
U
v
| Details Name SSN APERS ID Job Category Plan Pay Pe

This will open the Add Employee wizard. See the Add New Employee section for more
information on the individual steps in the Add Employee wizard.

| AdjUEtmeEnt
Save Apply Cancel

Employer: CITY OF DECATUR Report Type: Adjustment
Reporting Group: 10707-1 cimy | Add Employee

Trans #: 219357 m €) verification €)  Person Demograp

Total Compensation Reported: 50.00
Total Lump Sum Reported:  $0.00
Total Hours Reported: 0 Before enralling 2 new member, the system will search ifthe member already
Please follow the instructions below,
Summary Detail

| followi
Agresment: Municipality - APERS Muni Siier el owng
S5M: |
Add Existing Employee A@ Mew Employes

Additional Verification Fields

; I
i+ L Details MName Date of Birth:

When you have completed adding a new employee, click on Save.

Adjustment

Apply Cancel

Employer: CITY OF DECATUR Report Type: Adjustment
Repaorting Group: 10707-1 CITY OF DECATUR Report Status: Pending
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Delete Selected

The third adjustment you can make is to delete employees from the adjustment report.
Check off the employee(s) you wish to delete from the report and click on the Delete button.

=
[Adjustment
Save Apply Cancel
Employer: CITY OF DECATUR Report Type: Adjustment
Reporting Group: 10707-1 CITY OF DECATUR Report Status: Pending
Trans #: 219357
Total Compensation Reported: 50.00
Total Lump Sum Reported:  50.00
Total Hours Reported: ]
Summary Detail
N ——
Agreemient: Municipality - APERS Muni Exception Filter: | Please Selact i
Add Existing Employee  Add New Employee  |Delete Selectd Load All Priors | | Mass Adjustment
L
) Tools [ Details Name SSN APERS ID Job Category Plan Pay Pe
Actions Bwm 9 GLOVER,CO.. 000-92-5515 A228795 Regular MNon-Contribut...  12/017
L=

You will receive a delete confirmation message. Click Yes to delete the selected records from the report.

Adjustment

Save Apply Cancel

Employer: CITY OF DECATUR Report Type: Adjustment

Reporting Group: 107071 CITY OF DECATUR Report Status: Pending

Trans #: 219357

Total Compensation Reported: $0.00

Total Lump Sum Reported:  50.00

Total Hours Reportad: 0

Summary Detail
Ag t: Municipality - APE Lo ‘
Ll lllae o, 9y This action will delete the selected member(s). Are
A you sure?

Add Existing Employee | | Add New Er F
Yes No !

% Tools [F1 | Details | Name  E—— Ty | Plan Pay P

When you have completed deleting employee entries, click on Save.
Adjustment
Apply Cancel
Employer: CITY OF DECATUR Repaort Type: Adjustment
Reporting Group: 107071 CITY OF DECATUR Report Status: Pending
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Load All Priors
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The Load All Priors button will add all work report details that are within the report start date and the

report stop date range of the Adjustment Report.

Add Existing Employee || Add New Employee

Ustent
Save Apply Cancel

Employer: CITY OF DECATUR Report Type: Adjustment
Reporting Group: 10707-1 CITY OF DECATUR Report Status: Pending
Trans #: 219357

Total Compensation Reported: $0.00

Total Lump Sum Reported:  50.00

Total Hours Reported: 0

Summary Detail
Agreement: Municipality - APERS Muni Exception Filter: | Please Selact ¥

Delete Selected || Load All F'riors Mass Adjustment

'ﬂ Tools [[] Details Mame S5N APERS ID Job Category Flan Fay P4
Actions 8w GLOVER, CO.. 000-92-5515 A228795 Regular Non-Contribut...  12/01/
Select the Pay Period Start and End dates and click OK.

Total Compensation Reportad: 50.00

Total Lump Sum Reported:  $0.00

Total Hours Reportad: 0

Summary Detail

.&%@ment: Municipality - APERS Muni Exception Filter: | Plaase Select A7

Add Existing Emplay Select Pay Period %

= Pay Period Start: fo1f 130/ |

0| Toos . ay Period Start:  |12/01/2016 3 12/30/2016 3 = Pay Pe

oK I Cancel | |

Actions e e e ~Jn-Contribut...  12/01/]

| PREV | REPLAY | NEXT |

You can edit the results, such as selecting the entries you would like to delete, prior to using the Delete

Selected option.

When you have completed editing the selected records, click on Save.

Reporting Group:

Adjustment
Apply Cancel
Employer: CITY OF DECATUR Repaort Type: Adjustment
10707-1 CITY OF DECATUR Repaort Status: Pending

80

Arkansas Public Employees Retirement System



APERS Employer Self-Service Handbook Payroll

Mass Adjustment

Clicking on the Mass Adjustment button will open the Mass Adjustment wizard. Mass
adjustments will be covered in a separate section.

Adjustment
Save Apply Cancel
Employer: CITY OF DECATUR Report Type: Adjustment
Reparting Group: 10707-1 CITY OF DECATUR Repart Status: Pending
Trans #: 219357
Total Compensation Reported: $0.00
Total Lump Sum Reported:  50.00
Total Hours Reportad: 0
Summary Detail
Agraement: Municipality - APERS Muni Exception Filter: | Please Select e
Add Existing Employee | | Add New Employee | | Delete Selected | | Load All Priors || Mass Adjustm
v
& Details Name SSN APERS ID Job Category Plan Pay P
When you have completed all adjustments click on the Save button.
Adjustment
Employer: CITY OF DECATUR Report Type: Adjustment
Repaorting Group: 10707-1 CITY OF DECATUR Report Status: Pending
You will see the new report on the account transaction grid.
Home Employer Info Account Roster Seminars Admin FAQs
Account
Nickname: 10707-1 CITY OF DECATUR e Uploa
Trans Type: All el Manual
Payment Status: Open o Make
Report Status: Al e
Tools Activity Date Trans # Trans Type Trans Identifier Repor
Actions 01202017 219359 Adj. Report 2016-10 APERS Municipality Pandin
Actions 01192017 219358 Ad). Report 2017-01 APERS Municipality Pendin|
IActions 01192017 219357 Ad). Report Adjustmﬂtfor: Payroll Emor Received on Pandi
Actions 110172018 219035 Work Report Work Report 12/01/2016-12/31/2016 Releag
Actions 11MER201E 219023 Work Report Work Report 1101/2018-11/30/2016 Releay
Actions 01182017 219182 Agj. Report Adjustrent for; Payroll Error Received on Pandin|
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Uploading a Payroll File Import for Work Reports
The purpose of Payroll File Import for Work Reports, is to provide a process for uploading your payroll files into
COMPASS.

From the COMPASS ESS Home screen (or any screen in COMPASS ESS), click on the Account tab to get to the
Account screen.

10707-Your City

Home Employer Info Roster Saminars Admin Fads

o
Quick Links © HNews

BT Creste Wiork Report

@ Make Payment

IE \erify Prior Membership
ﬂ Add Employee

From the Account screen, click on the Upload File button, then select Payroll File Imports for Work Reports
from the drop-down menu to open the Upload wizard.

Account Roster Seminars Admin FAQs

-1 Your City w Upload File - File History

Missing Payroll for Leave of Absance

Payroll File Import for Adjustment Reports
= Payroll File Import for Work Reports qﬂh]
g

Trans £ Trans Type Trans ldentifier Report Status Due Date Balance
216772 Adj. Report 2015-02 APERS Municipality Submitied 50.00)
218853 Work Report Work Report: 0T/ N 2018-07/312018 Submitied 02ms206 $0.00
2168791 Work Report Work Report: D9/ 2018-08/3002016 Submitied 10102016 $0.00
218701 Work Report Work Report: DB/ 2018-08/2122018 Submitied 0942016 $0.00

The Upload Payroll File Import for Work Reports pop-up screen will display the following fields:

e File Name

e |mport Description

e Employer Code

e Reporting Group ID

e Pay Period Start Date

e Pay Period End Date

e Payroll Processing Date
e Paycheck Date
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Payroll

The Reporting Unit ID, Reporting Period Start Date and Reporting Period Stop Date fields are auto-filled based
on your last import.

Bccol
Nickname:
Trans Typs
Payment 5
Report Sta

fcfions |
Actions

e

1 File Upload

Fil= Mame:

Irnport Description:
Reporting Unit ID:
Reporting Period Start Date:
Reporting Period Stop Date:
Payroll Processing Date:

Paycheck Date:

i -

l.ll‘lt‘ Upload Payroll File Import for Work Reports

a Processing

10707-1 Your by
10/01/2016

10312016

Step 1: File Upload

The COMPASS ESS file upload processing works like standard file uploads in Windows and other similar products.

Click on the Browse button to locate the file you wish to upload.

In the Import Description field, enter an appropriate description for the import, such as the date or a file name
convention you use.

Acco
Nickname:
Trans Typs
Payment 5

Report Sta

4

Tools

Sstions
Sclions

1 File Upload

File Name:

Import Description:
Reporting Unit 10:
Reporting Period Start Date:
Repaorting Period Stop Date:
Payrel Processing Date:
Paycheck Data:

R — - L 1 L L TCITTT

UNt | 1pioad Payroll File Import for Work Reports

a Frocessng

OSTRN - Paycheck Date 10-31-2016 - Emyg

Upload Paycheck 10 31 2016
10707-1 Your City
10/01/2016

10312016

10/26/2016

104312016

The reporting group defaults based on your last import. The pay period start date defaults to the next expected
pay period start date, based on your payroll cycle and the last report received. The pay period stop date defaults
to the next expected pay period end date.

Home
Acco

Nickname:
Trans Typs

Employer Info Account

1 File Upload

File Name:

Import Description:
Reporting Unit 10:
Reporting Pericd Start Date:
Reporting Pericd Stop Date:
Fayroll Processing Date:

Paycheck Date:

Roster Seminars Admin

u"t‘ Upload Payroll File Import for Work Reports

g Processing

OSTRN - Paycheck Date 10-31-2016 - Emp

Upload Paycheck 10 31 2016

FAQs

10707-1 Your City
10f01/2016

10/31/2016

10/26/2016

10/31/2016
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Enter a payroll processing date, or select from the calendar drop-down. Enter a paycheck date, or select from

the calendar drop-down.

Home Employerinfo  _Account Roster Seminars  Admin FAGs

Account . 0ad Payroll File Import for Work Reports

i 1 File Upload a Processing
Trans Typs
Pﬂ'pmﬂ!'tS File Name: OSTRN - Paycheck Date 10-31-2016 - Empl || Browss
Report 5“ Import Description: Upload Paycheck 10 31 2016 |
Repaorting Unit 1D: 10707-1 Your Gty | >
; =1 Reporting Period Start Date: 10/01/2016 [
Tools |
e |  Reporting Period Stop Date: 10/31/2016 |3
|m | Payrol Processing Date: 10/26/2016 LI_'V'
|‘em | Paycheck Dote: [10/31/2016 |
:m October 216 =+
ia&m | S M. T W, L. F %
| 1
23 &4 65 &6 T A
9 10 11 12 14 15
16 17 18 19 20 21 22

23 24 25 26 27 2B 29

3”?.115.

When you have completed entry in the fields, click on Next.

Mcgamey 1 File Upload [ [

Tmnsfm

PEYMENtS  Fie Name: OSTRN - Paycheck Date 10-31-2016 - Empl || Browse...

Reportsta  Import Description: Upload Paycheck 10 31 2015 |
Reporting Unit 10: 10707-1 Your City |"

m | Reporting Period Start Date: | 10/01/2016 [&]

L) Reporting Period Stop Date: | 10/33/2016 =

,&M d  Payrol Processing Date: [

(E ek Date: 10312016 | =]

| Astions

Cancel

L

The Upload Payroll File Import for Work Reports pop-up screen updates to display a results section, which
signifies the success or failure of the upload. If the file upload failed, the pop-up screen will provide details

about what needs to be corrected before re-trying the upload.

See the Correcting Errors in an Import section on page 89 for instructions on what to do when the import

results display a failure message.

Results
Import successful. 4 row{s) have been successfully processed.

Close

Batk Detais

AL
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Step 2 Processing
When the file is successfully uploaded, it will be automatically validated and processed in COMPASS ESS.
You can look at details by clicking on the Details button.

) Fie uploed 2 Processing

Results
Import successful. 4 row(s) have been successfully processed.

Close Batk Detais

Click on Close to return to the Account screen.

Details
=
T,

File Name Payroll Filz Import for Work Reporis File Load Date 10132016
|mport Description Upload Paycheck 10 31 2018

Summary Details

View Rows: Show All Rows i Display Rews: From To:

MNew Row | | Download

Tools SeqNe | Emor Message | Import Detail Status Resubmit PayCheck Dale SEN
Flag

Actions 1 Jim Barlow, Lil,. Processad Successfully 1WIIRMe ME38N

Actions 2 “augh, Joanne, Processad Successfully AW3R2ME 11594082

Actions 3 Wyman, Alonz... Processad Successfully 10312016 154072

Actions 4 Crookham, Na... Processed Successfully 10312016 NH3806

The new report will appear in your list of transactions with a status of pending.

Homea Employer Info Account Rostar Seminars Admin FACS
Account
Nickname: 10707-1 Your City i Upload File -
Trans Type: Al i Manual Report -
Payment Status: Open i T Pt
Report Status: Al v
Tools Activity Date Trans £ Trans Type Trans ldentifier Report Status D
Actions  10/M1/2016 216772 ! Ad). Report 2015-02 APERS Municipality Submitied
Actions 0072018 216653 Work Report Work Report: 07/01/2016-077312016 Submitted 0g
Lctions Ow2e/2018 216791 Work Report Work Report: 09/01/2016-0930/2016 Subrmitted 10
Actions ooT2018 216701 ‘Werk Report Work Report: 08/01/2016-08312016 Subrmitted 09
m 1001372018 216784 Work Report Wvork Report: 10001/2016- 100312016 Pending | 1

The next step will be to submit the report to APERS for processing. See the section Submit a Work Report for
instructions on submitting the work report.
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Uploading a Payroll File Import for Adjustments Reports

The purpose of this function in COMPASS ESS is to upload a report to adjust a previously submitted work report.

From the COMPASS ESS Home screen (or any screen in COMPASS ESS), click on the Account tab to bring up your
Account screen.

10707-Your City

Home Employer Info Rostar Saminars Admin FAQs
Quick Links © HNews
BT Creste Wiork Report

@ Make Payment
IE \erify Prior Membership

Add Employee

From the Account screen click on the Upload File button and then select Payroll File Import for Adjustment
Reports from the menu.

Roster Seminars Admin FAQs
DECATUR o Upload File - File History
5 Missing Payroll for Leave of Absence
Payroll File Import for Adjustment Reports
W
Payroll File Impont for Work Reports
w
Trans Type Trans identifier Reporatus  Due Date Balance
P Adj. Report Adjustment for. Late Enroliment Received on Pendin $0.00
E Ad|. Repor 201701 APERS Municipality Pendin S0.00
b ‘Work Report Work Report 12/01/2016-12/31/2016 Raleas 110772016 $13331.21

The Upload Payroll File for Adjustment Report pop up will open.

Roster Seminars Admin FAQs
| Upload Payroll File Import for Adjustment Reports
E
= File Name: | Browse
|| Import Description: |
| Employer Code: 10707 - CITY OF DECATUR |
Reporting Unit ID: CITY OF DECATUR |v
[ Adwstment Reason: v
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Step 1: File Upload

From the Upload Payroll File for Adjustment Report pop up you will browse for the payroll file you wish to
upload. Enter a description for this import.

[ Roster  Seminars  Admin  FAQs

| Upload Payroll File Import for Adjustment Reports

B 1  File Upload o Processing

E

| Filz Name: Adjustment Report Import Sample.xis Browse...

B i

|1 Import Description: Testing an upload ﬂ' |

4

I Employer Code: 10707 - CITY OF DECATUR |
Reporting Unit ID: CITY OF DECATUR [v

J:i Adjustment Reasan: [v

Choose a reason for the adjustment from the drop-down menu and click on the Next button to proceed to Step
2: Processing.

—: 1 File Upload Q Processing
e
—
-~ Filz Name: Adjustment Report Import Sample.xds l Browse...
L
|| Import Description: Testing an upload |
o
i Employer Code: 10707 - CITY OF DECATLUR |
Reporting Unit ID: CITY OF DECATUR fv

-EI Adjustment Reason: Payrol| Error |v
j Ermoneous Membership -

] Payroll Error

L Late Enroliment

_‘: Retroactive Wage Increass

| Wage Settlement o

L

4

I .H
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Step 2 Processing
You will receive a message indicating the outcome of the import.

To view the details of the import, click on Details.

APERS Employer Self-Service Handbook

|pload Payroll File Impont for Adjustment Reports

0 File Upload 2 Processimg

Results
Import successful. 1 row(s) have been successfully processad.

Back

Detguﬁ

From the Details screen click on Close to return to the Account screen.

Details
File Mame Payroll File Import for Adjustmant Repors File Load Date 020172017
Import Description  Testan upload
Import Status Processed Successfully Processing Status Completed

Summary Details

Wiew Rows: Show All Rows b Display Rows: From To:
New Row | | Download
Tools Seq Mo  Ermor Message  Import Detail Status Resubmit SEN Apers |d Original
Flag
Actions 1 Bypassed [ SSN APERS | Original
Actions 2 Processed Successfully [ 001194087 ASDER53 11730720
The new adjustment report will appear in the Transaction Grid.
Home Employer Info Account Roster Seminars Admin FAQs
Account
Nickname: 10707-1 CITY OF DECATUR > Uplog
Trans Type: All e Manual
Payment Status: Open » Makel
Report Status: Al v
Tools Activity Date- Trans # Trans Type Trans Identifier Repor]
I&I:Ii_l)ﬂ& 020172017 219388 Agj. Report 2016-12 APERS Municipality Pendi
Actions 017202017 219362 Agdj. Report Adjustment for; Late Enroliment Received on Pendi
Actions 017202017 219363 Ad). Report Adjustment for: Erroneous Membership Receiv...  Pandi
Actions 017202017 219364 Adj. Report Adjustment for: Late Enrollment Received on Pendi
Actions 01192017 219358 Adj. Report 2017-01 APERS Municipality Pandi
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Correcting Errors in an Import
The purpose of this function in COMPASS ESS is to allow you to correct errors in in an import file you have
uploaded. If an import file was uploaded with errors, a validation message generates instructing you to view the

errors by clicking the Errors button.

Possible error conditions include the following:

Payroll

Validation

Trigger Conditions

Message

Report Start Date Required

If report start date has not been
entered.

Please provide start date.

Report Stop Date Required

If report stop date has not been
entered.

Please provide stop date.

Report Start Date Already Exists for
Unreleased Report

If report start date falls within the
report period of an existing work
report that is in a status of Draft or
Submitted

An unreleased work report exists
for the same period.

Report Start Date Already Exists for
Released Report

If report start date falls within
the report period of an existing
work report that is in a status of
Released.

The work report cannot be
generated because a work report
for this reporting period has
already been released.

Report Start Date

generate validation if report start
date is more than 30 days after
current date.

The employer user cannot create
a report if the Report Start Date
is more than 30 days after the
current date.

Report Start/Stop Date Order

If report start date is greater than
report stop date

Start Date cannot be after the stop
date.

Paycheck Date Required

If paycheck date has not been
entered.

Paycheck Date: This field is
required.

Payroll Processing Date Required

If report stop date has not been
entered.

Payroll Processing Date: This field is
required.

If you upload a work report that contains errors, you will receive an error message. Click on the Error button at
the bottom right of the screen to display the Details screen to view the error(s).

Employerinfo  Account  Roster

Ammman s

Upload Payroll File Import for Work Reports

Results

Closs

Seminars

Admin  FAGs

The uploaded file has an error, please click on the Errors button below to view the errors in the file.

El'l'tll'i;tﬂ"'r
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Clicking the Error button brings you to the Details screen. You will
about the error, click on the Action button and select Show Errors.

APERS Employer Self-Service Handbook

see the error listed. For more information

Details
Save Cancal
File Name Payroll File Import for Work Reports Fiie Load Date 10/ 772016
Import Description  Test For Errors
Summary Details
View Rows: Show Problem Rows bd Display Rows: From

MNew Row | | \alidate | Process | Download

Toolks SeqMNe | Emor Message | Import Detall Status Resubmit PayCheck Date
Flag
Actions 4 Paycheck Date... Mot Processed DuetoE.. 1312016
Delete

Show Ermorsg
A

Tos

NE3006

The Import Errors and Exceptions screen provides information about the error. Once you have reviewed the
information about the error, click on the Close button to return to the Detail screen to correct the error.

I
import Errors and Exceplions

Clogs
-e
Import: Payroll Fils Import for Work Reports Comment.  Test For Errors
Impeort Id: PIF.
Import Status: Processed With Errors Created By: ESS_TRAINING on 10172016
Processing Status: Processed with Errors Updated By: ESS_TRAIMING on 10172016
Messages
Tools SeqNe Message

4 Paycheck Date entered doesn’t match the Paycheck Date entered in the import parameters.

N

On the Details screen you can directly edit the field that needs to be corrected. Click on the field and make the

necessary corrections, then click on Save to save your changes.

Details

Save | Cancel

File Name Payroll File Import for Work Reports
Imgport Description  Test For Errors

Fie Load Date 101772016

Summary Details
View Rows: Show Problem Rows ¥ Display Rews: From To:
Mew Row | | Validate  Process | Download
Tools Seq Mo Error Message Impart Detad Status ngubmn PayCheck Date S5M
Ations: 4 Paycheck Date... - Mot Processsd Dus to E... [@EEEI_ I |11939D6
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Once you have saved your corrections, click on the Process button to reprocess the saved file.

Details
Edit Closs
Flle Name Payroll Filz Import for Work Reports
Import Description  Test For Errors
Summary Details

View Rowes: Show Problem Rows >
pownload

New Row -mm

Took SeqNo | Emor Message | Import Dietall Status

Actions 4 Paychesk Date... Mot Processed Dueto E..

File Load Date 101 7/2016

Display Reows: From To:

Resubmit PayCheck Date SSM
Flag

o 1E02016 1193906

The error message will clear. Click on Close to return to the Account screen.

Details
Edit

Filz Name Payroll File Import for Work Reporis
Import Description  Test For Errors

Summary Details

View Rows: Show Problem Rows Sl
MNew Row | | Download

Took SeqMNo | Emor Message | Import Deteil Stetus

File Load Date 10/172016

Display Riows: From To:
Resubmit PayCheck Daie S5N
Flag

The corrected file will appear in the work report list for submission.

Home Emplaoyer Info Account Roster Seminars Adrmin FAGS

Account

Nickname: 10707-1 Your City » Upload File -
rans Type: Al il Manual Report -

Payment Status: Open 2 Maks Bayment

Report Status: Al v

Tools Activity Date Trans & Trans Type Trans ldentifier Report Status Oy
Actions 10112016 MB7T2 Adj Report 2015-02 APERS Municipality Submitted

Actions 10132016 216794 Work Report Work Report: 10/01/2018-10V31 /2016 Submitted 11
Actions 0ROTI2016 216853 Work Report Work Report: 07/01/2018-07/31 /2016 Submitted D&y
Actions 08262016 216781 Work Report Work Report: 05/01/2018-08/30/2016 Submitted 10
Actions OROTI2016 216701 Work Report Work Report: D8/01/2018-08/31 /2016 Submitted oS
Artions 10172016 2167896 | Work Report Work Report: 11/01/2016-11/30/2016 Pending 13

Arkansas Public Employees Retirement System
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Submitting a Regular or Adjustments Work Report

Work reports and adjustment report transactions are created with a Report Status = Pending. Submitting the
report updates the report status to Submitted. The purpose of this function in COMPASS ESS is to submit a work
report to APERS for processing.

From the COMPASS ESS Home screen (or any screen in COMPASS ESS), click on the Account tab to bring up your
Account screen.

Ly 10707-Your City

_Home  Employer Info Roster Saminars Admin FAQS
Quick Links @ News

Bl  Creste Viork Report

Make Payment

EE “erify Prior Membership

ﬂ Add Employee

Click on the Actions link next to the appropriate report and then select Submit Report from the drop-down menu.

[T Rickname: TIO707-T CITY OF DECATUR | Uplcad File =
Trans Type: Al ] Manual Report =
Payment Status: Open 2 Make Payment
Report Status: Al b

Tools Activity Date Trans 2 Trans Type Trans identifier Report Status Oy
Actions 08/0TIZ0N6 218853 Work Report Work Report: OT/01/2018-077312016 Subrmitted D8
Actions D8/A0TI2016 216701 Work Report Work Report: 08/01/2018-08/7312016 Submitted 09
Actions D8/DBI2016 216772 Adj. Report 2015-02 APERS Municipality Pending

Actigns D8/26/2016 216791 Work Report Work Report: 09/01/2018-09/30/2016 Pending 10)

Transaction Summary
Apply Payment

Report Datails

Submit Report I
Delete Report =

Line tems

View Bill

Craate Adj Report

Fay this Transaction

A confirmation message appears asking you to confirm submission. Click on Yes to continue submission or No to
cancel submission of the report.

Tools Activity Date Trans £ Trans Type Trans kdentifier Report Status ot |
Actions 216852 \Work Report Work Report: OT/01/2018-077212016 Subrmitted 084
Actions 216701 Work Report ‘Work Report: 08/01/2018-08/31/2016 Submitted 0
Actions 216772 Adj. Repo Fri Pending

L R d | P ) Are you SUPE you WaNL 1o SUbME this work | Eeee T
Artions 216791 nepq &/ repon s 10

Ys\b No
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Once you confirm submission, the status updates to Submitted and a confirmation message displays.

| Took Activiy Date
| Acfions OBOT20168
| Actions OB/OT20168
Aclions OS/D82018

Trans & Trans Type

218653 Work Report

216701 Work Report

216772 Adj. Repart

Message

-

Trans dentifier

Work Report: 07/01/2018-07731 2018

Work Report: DE/01/2018-D8731 2018

2015-02 APERS Municipality

1 ] The s=lected work report was submitted successfully,

0K

{0

Report Status

Submitted

Submitted

Pending

Click OK to continue. You will be able to view the submitted report in the work report list.

Nickname: 10707-1 (ITY OF DECATUR w Upload File -
Trans Type: Al e Manual Report -
Payment Status: Open i Iake Payment
Report Status: A v

Tools Activity Date Trans Trans Type Trans loentifier Report Status Du
Artions OWOTI2018 216653 Work Report Work Report: 0701201 6-0773172016 Submitted oa
Actions DV26/2016 216791 Work Report Work Report: 08/01/2016-0530/2016 Submitted 104
Antion OWOTI2018 216701 Work Report Work Report: 08/01/201 6-0873172016 Submitted } o=
Actions Q02016 216772 Adj. Report 2015-02 APERS Munitipality Pending

Once the report is submitted, no changes may be made.

Payroll

If you determine you need to make changes to a submitted report, contact your APERS Employer Services

Representative to have the status moved back to pending. Once that’s done, you may edit the report and

resubmit.

Arkansas Public Employees Retirement System
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Making Payments

The purpose of this function in COMPASS ESS is for the employer to make online payments through electronic
funds transactions (EFT) to APERS. Before EFT payments can be made to APERS, banking information must be
set up in COMPASS ESS. See the Adding Banking Information section for instructions on setting up your banking
information for EFT’s.

From the Home screen (or any screen in COMPASS ESS), click on the Account tab to get to your Account screen.

10707-Your City

Home Employer Info Roster Saminars Admin FAQs

Quick Links © HNews
BT Creste Wiork Report

@ Make Payment

EE \erify Prior Membership

ﬂ Add Employee

To make a payment for a single report, click on the Action link next to the report for which you want to make a
payment and select Pay this Transaction from the drop-down menu.

Homa Employer Info Account Roster Seminars Admin FACS
Account
Nicknamse: 10707-1 Your City B Upload File -
Trans Type: Al 55 Manual Repaort -
Payment Status: Open > Make Payment
Report Status: Al v
Tools Activity Date Trans 2 Trans Type Trans ldentifier Report Status D
Agtions 101172016 216772 Ad). Report 2015-02 APERS Municipality Submiited
Actions 101132016 216794 Work Report Work Repork 10/01/2016-10/31/2016 Submitted 1
Transaction Summary 216755 Work Repart Work Report: 11/01/2016-11/30/2016 Pending 124
Report Details 215701 Work Report Work Report: 08/01/2016-08/31/2016 Submitted os
Submit Report
' 218853 Work Report Work Repert: DT/01/2016-07/31 /2016 Submitted 08/
I Pay this Transaction
216791 Work Report Work Report: DVD1/2016-D9/30/2016 Submitted {0

This will open the Make Payment wizard.

Home Employer Info Account Roster Seminars Admin FAC=

Account
Make Payment Wizard
Nickname:
1 Transachons e Payment Method @ Caonfirm & Review

Trans Typs:

Payment Status: One Time Payment

Report Status: % Select Transactions to pay for

. Activity O Payment Amount: E24.00 Apply

Description:
Actions 1011120
Sad EIIE- LT
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To make payment that covers multiple reports, click on the Make Payment button to open the Make Payment
wizard.

jcount
kname: 10707-1 Your Gty ¥ Upload File -
ns Type: A ¥ Manual Report =
yment Status: Open w P — %
port Status: Al 5
bols Activity Date Trans# Trans Type Trans |dentifier Report Status Due D
Ftions 10112018 METT2 Adj Repon 2015-02 APERS Munizipality Submitted
Llons 0907206 216653 Work Repon Work Report: 07/01/2016-07/3120M6 Submitted ORADS2
fions 0926206 216791 Work Repont Work Report: 05/01/2016-093002016 Submitted 1001 02
tions 0807206 216701 Work Repont Work Report: 08/01/20168-08312016 Submitted [iieTh F Pl
oS 1013206 216794 Work Repornt Work Report: 1000120181031 2016 Pending 1140212

Step 1: Transactions
From the Make Payment wizard, select Transactions Due by Date field, enter a date or select a date from the
drop-down menu.

Emplover Info Account Roster Seminars Admin FAQS
Make Payment Wizard

9 Payment Method 9 Confirm & Review

One Time Payment

® Select Transactions to pay for Show Transactions Due By Date: | 11/02/2016 i Show
15

5 M i, R i e

Fayment &mount: Apply 1% 3 4 E
£ Description: 6 7 8 9 10 1 12
13 14 15 16 17 18 18
20 21 22 23 24 25 28
27 28 29 30

[T
=
g

2

Click on Show to view all of the transactions due for the selected date. Any open transactions before or on the
day of the entered due date display.

Make Pavment Wizard

B rayment Method E) Confem s Review

One Time Payment

® Select Transactions to pay for Show Transactions Dus By Date: 11/02/2016 K] Show

Payment Amount: Il Apply

£ Description:

[ Activity Date Trans®  Type Identifier Payment Staius  Due Date Due

C V132016 216794 Work Report Work Report. 10/01/2016-10... Open 11022018 51,184.00

$1,194.00 95
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Enter the payment amount. You may also enter a description, such as “July 15 2017 payment.” Click Apply.

Make Payment Wizard

a Payment Method e Confirm B Review

Ome Time Payment

T & Salect Transactions to pay for

Show Transactions Due By Date: 11/02/2016 4 Show

=

Payment Amount: SDC_DC|
4 Description: pay against 11/02 =
1

[ Activity Date Trans®  Type Identifier Payment Staius  Due Date Due
1
. 1V132016 216794 Work Report Work Report: 10/01/2016-10... Open 11022018 51,184.00

-

The payment applied will be displayed along with any balance remaining due. Click Next to go to Step 2,
Payment Method.

| Apply
entifier Payment Status  Due Date Due Fayment Balance Scheduled
Payment
ork Report: 10/01/2016-10...  Open 11022016 $1,184.00 $500.00 5604.00 $0,00
$1,184.00 3500.00 S504.00

Step 2: Payment Method

Select a payment account from the list of your approved EFT accounts and click Next.

B Transactions 2 Payment Method E)  confirm & Review
Payment Method
f
s Payment Account: BANK OF AMERICA (Checking) 0004322 -
BANK OF AMERICA {Checking) 3000(34322 Ly
test - ARVEST BANK (Savings) 200050564 i

96
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Step 3: Confirm Payment
Review the information you entered and either click Confirm to confirm the payment or Back if you need to make
changes

Make Payment Wizard
Account
a Transschions a Payment Methad
Nicknanme:
Trans Type: .
One Time Payment
Payment Stat
Pay By: Transactions Nicknamd
Report SEatUS  payment Amount: $500.00 Bank Narl
Description: pay against 11/02 Bank Acc|
Bank Rioy
Tools I
Bank Acc
Actions 1
Selected Transactions
Actions 1
101132016 216784 \Work Report Work Report: 10¢01/2016-1...  Cpen 11022018 §1,1584.0
Actions C
Actions C
Cancel Back Confirm
sy

Verify and click Confirm to create the payment transaction and close the Make Payment wizard.

A confirmation message will display to let you know the payment has been submitted. Click OK to return to the
Account screen.

Nickname: 10707-1 Your City [~ || UplosaFie -
Trans Type: [ ¥| " Manusl Report [
Report Status: T =3 Message

| i i Payment has been successfully processed,
|Tools  ActiiyDate  Trans2 Trﬂqu (;:M{,“J " |Report Status | Du
|ctions 1012018 216772 Adj Report 2015-02 APERS Municipality Submitted
|Actions 10132018 216784 Work Report * Work Report. 10/01/2016-10312016 | Submitted n
| Actions  os/DT2DE 218853 Work Report Work Report: 07/01/2016-07/31/2016 Submitted 08

The payment transaction will appear in your Transaction Grid.

hd Upload Fi}& - File History

. Manual Report -

z Meke Payment Payment History

v
Trans identifier Report Status Due Date Balance Payment Status Original Amod
2015-02 APERS Municipality Submitied 50,00 Open L L

E Work Report: 10001/2018-10031/2016 Submitied 11022me $694.00 Open L 51,1
Work Report: D7/01/2016-07/2172018 Submitied naos2Me 50,00 Open -] 55,24
Work Report: DS01/2016-08/30072016 Submitied 1noezme 50,00 Open L &
Work Report: DRAD/2016-08/21/2016 Submitied osn4zMe 50,00 Open L | 53,39
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Viewing Account Transactions

The Account tab displays all transactions associated with a specific reporting group and will allow you to filter
and review your account information. You can access this information from the COMPASS ESS Home screen (or
any screen in COMPASS ESS) by clicking on the Account tab.

10707-Your City

Home Employer Info Rostar Saminars Admin FAQs
Quick Links © HNews

BT Creste Wiork Report

@ Make Payment

@ \erify Prior Membership
ﬂ Add Employee

There are various filters you can use to narrow down the search for a specific transaction or range of
transactions.

The information will default to your primary reporting unit. If your agency has multiple reporting units, choose a
Reporting Unit in the Nickname drop-down.

Home Employer Info Account Rostar Seminars Admin FACS
Account
Nickname: f10707-1 ay OF CECATUR | s Upload File B
o 10707-1 CITY OF DECATUR =
Trans Type: - anual Report -
Paymant Status: Open i Make Payment
Report Status: Al b
Tools Agtivity Date Trans 2 Trans Type Trans ldentifisr Report Status D
Actions  DSOT/2016 216653 Work Report Work Report: 0701/2016-07r31/2016 Subrmitted DA
Actions  DW2E/2016 216791 Work Report Work Report: 09/01/2016-090302016 Submitted 100
Actions  DWDB/2016 216772 Adj. Report 2015-02 APERS Municipality Pending
Actions  DROT/2018 216701 Work Report Work Report: 0BAD1/2016-08731/2016 Submitted o
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The lower part of your Account screen is the Activity Grid. It is a list of transactions and reports you have
produced in COMPASS ESS, each of which you can open and work with or review. You can “filter” the items
displayed on the grid so that you can more quickly find the data you are interested in. Filtering shows only
items in the category you select and hides everything else. You can set your filter for the following categories:

Filter by Transaction Type:

Home Employer Info Account Roster Seminars Admin FA(Q

o All Account

° Adj [Adjustment] Report Nickname: 10707-1 COTY OF DECATUR
Trans Typs: | o

e Interest E= [}
Payment Status:

e P * Adj. Report

aymen Report Status: All Work Reports
Interest

* Work Report* T
Tools Activity Dabl Transfer Trans ldentifier

e All Work Reports* S, s
Actions ooT20NE £ T TR TIEPON Work Report: 07/01/20
Actions O2e/2016 216791 Work Report Work Report: 09/01/20
Actions 00B/2018 216772 Adj. Report 2015-02 APERS Munic
Actions Oo7/2008 216701 Work Report Work Report: D8/01/20/

Filter by Payment Status
Home Employer Info Account Roster Seminars Admin FAQ

o All Account
° Closed Nickname: 10707-1 Ty OF DECATUR
Trans Type: 2 »
e Open
Payment Status: | b
Note that you can use these filters to refine T Al =
. Josed
results produced by the Transaction Type: g
Payment filter above. T L ﬁnml e
Antions oo 2Me 216653 Work Repan Work Report: 070120/
Actions D926/2016 216731 Work Repont Work Report: 0S/01/20
Actions OS/0B201E 216772 Adj. Report 2015-02 APERS Munic

Filter by Report Status

Home Employer Info Account Roster Seminars Admin FACH

o All Account
e Pending Nickname: 10707-1 CITY OF DECATUR
. Trans Type: Al i
e Submitted
Payment Status: Open v
* Released il i i h
) . - A
Note that you can use these filters to refine o
results produced by the Transaction Type: Tools  Actiity Dol Submitted Trens Identifier
) Rekased i
Report ﬁ|terS abOVe. Artion: ooaTIZ0NE — ZTEES S WO FEeport Work Report: D."-'Dl-':l:-ll
Actions Ov2e/2016 216791 Work Report Work Report: 09/01/201
Actions O0B2018 216772 Adj. Report 2015-02 APERS Munici
Actions 0072018 216701 Work Report Work Report: DE-'DI-':EII
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You may also click on the Actions link next to a specific transaction to view information about the transaction.
Your choices on the Actions menu will vary depending on if the report status is “Submitted” or “Pending”.

Home Employer Info Account Roster
Account
Nickname: 10707-1 CITY OF DECATUR
Trans Type: A
Payment Status: Open
Report Status: Al
Tools Activity Date Trans 2 Trans Type
I 0072016 216853 Work Report
- O2e/2016 216791 Work Report
Actions  DOT/2016 216701 ‘Work Report
Actions O0B/2018 216772 Adj. Report

Seminars

Admin FACs

Trans ldentifier

Work Report: 07/01/2016-07/31/2016
Work Report: 09/01/2016-093002016
Work Report: 08/01/2016-083172016
2013-02 APERS Munitipality

» Upload File -
Manual Report -
Make Payment
Report Status Oy
Submitted 08
Submitted 10
Submitted 0%
Pending

For reports that have been submitted, you may view the Transaction Summary or Report Details.
For a Report with a Pending status you will also have the options to Submit Report or Delete Report.

Home Employerinfo  _Account  Roster
Account
Nickname: 10707-1 CITY OF DECATUR
Trans Type: A
Payment Status: Open
Report Status: Al
Tools Activity Date Trans 2 Trans Type
Actions  DSOTI2016 216853 Work Report
Actions  D26/2016 216791 Work Report
Artinns NENTINNE 216701 'Work Report
Actions OR/0B2ME 216772 Adj. Report
Transaction Summary
Report Details
Submit Report
Delete Report

Seminars

Admin FACs

Trans ldentifier

Work Report: 07/01/2016-073172016
Work Report: 09/01/2016-09302016
Work Report: 08/01/2016-083172016
2013-02 APERS Munitipality

4 Upload File -

Manual Report -

IMake Payment

Report Status

Submitted
Submitted
Submitted
Pending
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Using File History
The purpose of this function in COMPASS ESS is to access previously imported files. From the Home screen (or
any screen in COMPASS ESS), click on the Account tab to access your Account screen.

10707-Your City

Home Employer Info - Rostar Seminars Admin FAQS

Quick Links © News

ET]  creste vierk Report

a Maks Payment
IE ‘erify Prior Membership

ﬂ Add Employee

Click on File History to display the File History pop-up screen.

[Account Roster Seminars Admin FaQs
T OF DECATUR - Uplcad Fie - File History
Jh
it Manual Report = =
kit Make Payment Payment History
rans £ Trans Type Trans Identifier Report Status Due Date Balance q
216853 Work Report Work Report: O7/D1/2016-07/31/2018 Submitted 0802016 50.00
216791 Work Report Work Report: 05/01,/2016-0930/2016 Submited 101102016 0.00

The File History screen displays activity for the reporting group selected on the Account screen.

File History
Closs
Import Defintion: | Date Range: 08/30/2016 [ To: 09/29/2016 4
tatus: s
Tools Import Header Process Flag Inserted Date Import Definion  Import File Mame Status File
I~ Description
Actions 2885 Completed DNOTI2016 Payrell File Im...  payrall ESS Impert- ... Processed Su.. 09
Actions 2888 Validated DNOTI2016 Payrell File Im...  payroll ESS Import- ... ‘aldated Succ... 09
Actions 2851 Processed wil... DHO7I2016 Payrell File Im...  test ESS Import- ...  Processed WiL..
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You can filter the records by their Import Definition:

o All

e Missing Payroll for Leave of Absence

¢ Payroll File Import for Adjustment Report

e Payroll File Import for Work Reports

¢ Prospective Employees for Prior Service Cost

e Status.

You may also filter based on the status of the work

reports listed:

e Not Processed

e Validated Successfully

e Validated with Errors

e Processed Successfully

* Processed with Exceptions

e Processed with Errors

e \oided

e Approved

¢ Uploaded Successfully

¢ Uploaded with Errors

e Reverse Successful

e Reverse Error

APERS Employer Self-Service Handbook

Processed with Exceptions
Processed With Ermors
Voided

Approved

Unbaded Successfully
Unlsaded with Error
Reverse Sucgessful
Rewverse Error

Flle History
Closs
Import Definkion: || |~|  Date Range:
Status: Al
Mesing Payroll for Leave of Absence
Taols :3130"‘ Payrall File Import for Adiustment Reports 1 Definiti
R Fayrall Fn?: Import for Work Repolrts
Prospective Employess Prior Service Cost
Actions Pl ] U2 Fayrod Fie Imy
Actions 26851 Processed wil.. 09D7R2016 Payrod File Imy
File History
Closz
Impaort Definition ¥ |  Date Range:
Status ¥
Tools :chrt Mot Pros - Import Definitiod
fations Valdated Successfuly | PayrolFieim.
Validated with Exceptions |
Actions 2 Payrod Fiie Im.
Validated with Errors
Actions Processed Successfuly Payrod File Im.

You may also filter based on a date range by selecting the beginning and ending dates from the drop-down

calendar.
Flle History
Closz
Import Definition: w Date Range: 08/31/2016 LfTo: 08/29/2015 I
it = August 2015 ~ f
S M T W i F &
Tosls Import Header  ProcessFlag  InsertedDate  ImportDefnion Il 31 1 2 3 4 5§ 6| Stats File
Id= i |
7 A 910 11 12 13
Actions 2685 Completed DWO7R20E Payrold Fiie Im... ) 14 15 16 17 18 19 20 | Protessed Su... 090
Actions 2688 ‘“Aalidated DHO7R2016 PayrolFileIlm... 24 22 23 24 25 26 27 ' ‘alidated Suce_ . 09
Actions 26851 Processed wil... DHO7R201E Payrel File lm... 8 28 29 30 31 | Protessed Wi 09
Today
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File History

Close

Status:

Idw
Actions
Validate
Details
Process
Void
Download

Import Definition:

Tools Import Header Process Flag

2689 Completed
2688 \alidated
Processed wit....

~ Diate Rangs: 08/31/2016 [ To: 09/30/2016 [
-
Inserted Date Import Definition  Import File Name Status File
Description
09072016 Payroll File Im...  payroll ESS Import- ...  Processed Su... 05/
09072016 Payroll File Im...  payroll ESS Import - ... Validated Succ... 054
09/07/2016 Payroll File Im... : test ESS Import- ... | Processed Wit... | 09/

Payroll

To perform an action on a previously uploaded file, click the Action link and select one of the following:

Action Description

Validate Revalidates a file. Any records from the upload that have not
already been processed successfully will be revalidated. This
action is only available for files with records that have not been
processed.

Details Displays the details of a file.

Process Processes a file. Any records from the upload that have not
already been processed successfully will then be revalidated and
reprocessed. This action is only available for files with records that
have not been processed.

Void Voids a file. This action is only available for files with records that
have not been processed.
Download Downloads a file from COMPASS ESS to your computer.
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USERRA Purchase

This process is used for employers to purchase APERS service on behalf of their employees under the Federal
Re-Employment Act (USERRA). Employers (as required by law) must pay the ER contributions for the period
of time the member was out of the office due to military leave. Contributory members must pay their
contributions to the employer prior to the purchase being made.

To be eligible for USERRA, the Member must have returned to APERS-covered employment after discharge and
provide proof of military service in the form of a DD-214 or equivalent document. If the Member has multiple
deployments, the eligible amount is the total time of all deployments, as indicated by the DD-214. Members
who had tours of duty at different times must submit the DD214 form(s) indicating dates of service and not just
total service counted by the military. The member must provide:

e Proof of rehire by an APERS agency.
e Proof of military service in the form of a DD-214 or equivalent document

Through COMPASS ESS, you may:

e Request a USERRA purchase
e Pay for a USERRA purchase
e Upload proof documents

Please contact your APERS Employer Services representative if you have questions regarding the USERRA
process or eligibility.

From the Home screen (or any screen in COMPASS ESS), click on the Account tab to access your Account screen.

3 il % 10707-Your City

I

_Home  Employer Info M Roster Seminars Admin Fads
Quick Links = © HNews

D Create Work Report

@ Maks Payment

LIE ‘erify Prior Membership

ﬁ Add Employee
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Click on Upload File and select Missing Payroll for Leave of Absence.

Seminars Admin FAQs
b Upload File - File History
= Missing Payroll for Leave of Absence
Payroll File Import for Adjustment Reports
v
Payroll File Import for Work Reports
v
Trans ldentifier Report Status Due Date Balance
Adjustment for: Late Enrollment Received on FPending 50.
2017-01 APERS Municipality Pending 50.

For the import, use the employee SSN as a parameter and include the pay periods, salary and hours for the
USERRA period.

When you have completed the file import, upload the member’s DD-214 or equivalent document (see section on
Attaching a Document).

From the Select the type of document you want to attach drop-down, select File Exchange

Bhdeitluldi &
Attach a Document
Too Attach File [=lIET Cn
Acti Select the type of document you want to attach: change |v JA
At Filename: IIZ-‘:I:—In: ~ | =
1 File Exchange [y,
Aetl Dagcription: AN s
ALl comments: EX
Acti 8r
Upload Document Cancel
In the Description field, enter “DD 214.
j0 Attach File tI
i Select the type of document you want to attach: File Exchange |V
Lt Filename: Browse...
i Description: | oD 214 |
i Comments:
i

APERS will review the import for exceptions and process it, and verify the service period on the member’s DD-
214. APERS will then calculate the cost based on the information uploaded. Once APERS uploads the invoice
to COMPASS ESS, it will appear in your list of open transactions and you may pay it via COMPASS ESS using the
standard payment procedure.
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COMPASS ESS Reports

There are a number of reports that are available from COMPASS ESS:

From the Home screen (or any screen in COMPASS ESS), click on the Account tab to access your Account screen.

APERS Employer Self-Service Handbook

C

10707-Your City

L

_Home  Employer Info Roster Saminars Admin FAQS
Quick Links @ News

Bl  Creste Viork Report

Make Payment

@ erify Prior Membership

ﬂ Add Employee

From the Account screen, s

elect the transaction record for which you wish to run reports. Click on Tools and

select Reports. This will open the Reports Submenu and display available reports for the selected transaction.

Home Employer Info Account Roster Seminars Admin FACQs

Trans Type: All o

Payment Status: Open b

Report Status: All >

Tools Activity Date Trans # Trans Type Trans ldentifiera
@ Export B
¥ Revert Settings 218337 Adj. Report Adjustment for: Erronecus Membership R
#} Advanced Sort 219182 Adj. Report Adjustment for: Payroll Error Received or
I@ Reports ey bl Enrolliment Billing Premium Report for Employer oll Error Received of
O Refresh = Employer Payment Submissions Summary Report 1 calcs from 08-NC!
Actions 11A712016 Contributicns Detail Report 1 cales from D5-NO/
Actions 11172016 Work H|5t0r¥,' Exceptions Report 2016-10/31/2016
Actions  11/16/2016 Employer Contributions Summary Report £016-11/30/2016
Actions 11/01/2016 219035 Work Report Work Report: 12/01/2016-12/31/2016

AVAILABLE REPORTS

The following reports are available for a transaction record.
Enrollment Billing Premium Report for Employer - (define)
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Employer Payment Submissions Summary Report

This report displays the payment submission details for a specific employer, for a specified payroll month, quarter
or fiscal year. The purpose of this report is to monitor Employer Account activity at with regard to payments. It is
available to run on an ad hoc basis by employers from the ESS Accounts page. The report will display the total of
approved applied payments for the month, quarter, and year in which the originating payment occurred, similar
to how the details appear on the actual account.

Contributions Detail Report
This report provides employer and employee contributions detail by member. The purpose of this report is to
monitor account activity with regard to contributions.

Work History Exception Report

This report displays the summary of all the exceptions from the submitted work history report. The purpose of
Work Report Exception is to view the exceptions identified by the system for any Earnings and Service Report or
Earnings and Service Adjustment Report processed in COMPASS ESS.

Employer Contributions Summary Report

This report displays the summary of all the Employer contributions made for a specified payroll month, quarter
or fiscal year. The purpose of this report is to monitor Employer Account activity regarding contributions. It is
available to run on an ad hoc basis by employers from the ESS Accounts page or from the Employer Reporting
group tab. The report will display the transaction that kicked off the report, as well as the total of approved
earnings and service reports for the month, quarter, and year in which the transaction occurred, similar to how
the details appear on the actual account.

The reports are in a PDF format and can be downloaded or printed from the viewing screen.
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EMPLOYER ADMINISTRATOR
TASKS

Administrator Tasks and Functions 109
Creating New Users 110
Maintaining Employer Address 114
Maintaining Employer Contact Information 118
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Employer Administrators

Administrator Tasks and Functions

This section of the handbook contains instructions for employer administrators. If you will be handling
employer administrator responsibilities for your organization, you will have the COMPASS ESS security profile
“Employer Administrator” and will be able to perform all COMPASS ESS functions, including those assigned to
other roles:

Admin Functions

e User Creation in ESS

e User Registration in ESS

e Maintaining an Employer Address
e Maintaining Employer Contacts

Personnel Functions

e Viewing a Member Roster and Member Information
e Adding Leave Information

e Termination

e Review Employee Information

e Maintaining Job Category

e Uploading Documents for a Member in ESS

e Enrolling a New Employee

e Uploading an Employee Demographic File in ESS

e Correcting Errors in an Import

Payroll Functions

e Adding Banking Information

e Editing Banking Information

e Creating a Compensation and Service Report Manually

e Creating a Work Report Adjustment Report Manually

e Uploading a Payroll File Import for Work Reports

e Uploading a Payroll File Import for Adjustment Reports

e Correcting Errors in an Import

e Submitting a Regular or Adjustments Work Report

e Purchasing USERRA Service on Behalf of an Employee

e Producing Contribution, Payment, and Exception Reports
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Creating New Users

The purpose of this function is for the Employer Administrator to begin the registration process for new
COMPASS ESS users.

From the Home screen, click on the Admin button to get to the admin screen.

10707-Your City

Home Employer Info Rostar Seminars Admin Fals
Quick Links © HNews

BT Creste Work Repont

E Maks Payment

g? \erify Prior Membership

ﬁ Add Employee

Step 1: User Search
Click on the Add User button to get to the Add User wizard.

Home Employer Info Account Roster Seminars Admin FAQs
Admin

Filters Actions

Search: = x

Status: Al hd Show Unregistered Users:

Tools User Mame Full Name Status Created On Registered Email
Actions ESS TRAINING ALICOIN, JOM Active DS¥23/2016 Yes

Actions JONDOE DOE, JOHN Active D907/2016 fes JOoe@dum
Actions LSEYMOUR SEYMOUR, LARRY Active DSWOTI2016 No LSeymour@

Enter the first and last name and click on the Search button to determine if the person is already registered as a
COMPASS ESS user.

T CmnIar IR T EreTar COnETS Tt =TT
| Add User
Admin
| Filters i @ Account Info 9 Access Info 9 Create user
Mickname
| Search: Please enter the new user's name
| Status:
First Mame: John |
[Toos. | Last Mame: Doe |
Artions
-
Actions :
S N
SRS
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If there is no match in the system, click on the New button to advance to Step 2, Account Info.

If the user is already in the system, COMPASS ESS will display the user name, SSN and address. You may select
this user by clicking on the Select button to the right of the user information. This will take you to Step 2,
Account Info.

Home Emnlauar Infr Arrnnint Rnetar Qaminare Artmin FaAMe
| Add User
Admin
|'|:]{é'r_5' 1 9 Account Info 9 Access Info o Create user
| Nickname
| Search: Please enter the new user's name
| Status:
First Name: Johr| |
'ITm i | Last Name: Doe |
Actions
| Search
| Actions
| Aciione Please select the new user from the list below. If the new user does not exist in the list below, click Mew.
| Tools Mame S5N Address
Actions
| Mo matches found.
Actions
Actions Cancel I Nema].n] I

Step 2: Account Info

On the Account Infor screen, enter the following information:

e Email address. An email address is required and will be used to send an automated message to the new
user so that they can complete the registration process in COMPASS ESS.

e Work phone. This is required as it will be used for verification in COMPASS ESS.

In addition, COMPASS ESS requires a User ID to be at least eight characters long. In some cases, COMPASS ESS
will auto-generate a User ID that is less than eight characters, so you will need to add characters to get to the
eight-character requirement. When you have completed your entries on this screen, click the Next button to
save and continue to Step 3, Access Info.

T
) Add User
Admin
|r'i-;i.lt:e-r;:.m 0 Add User 9 Access Info O Creste user
| Nickname
; Search: Please enter the following information so that the new user can register and create the account.
First Mame: John |
| Status
Last Mame: Do |
e 1Doe2016 |
Actions E Mail: jeninark@gmail.com |
| Actions Enter the following information:
Actions
= Work Phone: 501-682-7800 Ext:
Actions
Actions
| Actions
| Back N
| Actions 3’%
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Step 3: Access Info
The Access Info screen is used to enter COMPASS ESS access information for users. On this screen, you will select
the account access and determine a security profile.

For account access, select either Employer, which will provide access to all reporting groups, or -- if you have
different people in your organization who are responsible for enrolling members and/or reporting for different
reporting groups -- select Specific Reporting Group and choose the reporting group.

For Security Profile, select one of the following:

e Employer Administrator, which permits the user to perform all HR and payroll functions as well as to create
and maintain employer information and user accounts.

e HR User, which permits the user to perform employee maintenance functions, such as enrolling new users
and maintaining employee information.

e Payroll User, which permits the user to perform all reporting and financial functions.

e HR/Payroll User, which permits the user to perform both HR and payroll functions.

1 Add User
Admin
| Filters 1 g Add User @ Account Info Q Create user
Mickname:
Flease select the user's account sccess:
Search: 5 § :
= Employer including all Reporting Groups
i Specific Reporting Groups undsr the Employer
10707-Your City (Employer)
| 10707-1 OITY OF DECATUR
| Tools
Actions Please select only one security profile below:
= *‘[’/} Employer Administrator - Employer Administrator - Access to perform HR/Payroll functions as well a5 maintain User Account§
ions
s HR User - HR USER - Access to maintain the selected Reporting Unit's Employee Information
ions
e Payroll User - PAYROLL USER - Access to submit compensation information and make payments for selected Reporting Un
ions
HR/Payroll User - HR/PAYROLL USER - Access to perform HR/Payroll functions for selected Reporting Units
. | Back Mext |

Once you have completed your entries on the Access Info screen, click on Next to advance to the Create User
screen to confirm the information you entered.

Step 4: Confirm Information

On the Create User screen, confirm the information you entered. You may go back to edit information by clicking
the Back button. When you have confirmed the information entered, click on the Confirm button to continue.
You may cancel the creation of the user in COMPASS ESS by clicking the Cancel button.

4 Add User X
Admin
B T
Nickname:
Please confinm the detalls below.
Search:
First Name: John
Status Last Name: Doe
User:
. E Mail: joninarkfpgmail. cor
Actipng
= Date of Birth: 017051970
Agtiong APERS ID: 1461431
Attipns Work Phone: Est:
Actions Account Access: Access to Employer inchuding all accounts
Actions Security Profile: HR User - HR USER - Access to maintain the selscted Reporting Unit's Employes Information
Lichins Partner Access
Actions Cancel Back Confirm ;

112 Arkansas Public Employees Retirement System



APERS Employer Self-Service Handbook

Administration

After you click the Confirm button, the wizard will close and you will see a message stating an email has been

sent to the user you created. In the email, the user will be provided with a link and instructions to complete

registration by creating a password and answering security questions. Users may also edit the username if they

choose.
Actions ESS TRAINING AUCOIN, JON Active DS232016 fes
Actions  JDOE2018 DOE. JOHN €. e B ==
Actions JONDCE DOE, JOHN Lt ARRTANIS e IDoe@dun]

z Message
s i 1) Anemsilwas sent o the user to complets the LSeymour

Actions MHUGHES HUGHES, M! ‘-.H registration progess w
Ations  MRHUGHES HUGHES, M oK

| actiors  TERIPAINS EIFFINS, TONVE Acive D2OSTOlE  Yes

The user must click the link in the email to enter COMPASS ESS and complete the registration process.

From: COMPASS. NoReply @arkansas.gov

To: John Doa

Co

Subject: ESS5_USER_WERIFICATION

2---|---1-|---:‘---|--- ] ] ] H [ [ I 7
i 0 1 0 ; h §

Welcome to Employer Self Service, John Doe
We have created an account for you with the user name: JDOE20164

Please visit the Employer Self Service Web Site via the link below to complete the registration process.

https hwww.apers.org/ 77 3494959ajfdnfgnwuih4finfidj91234igjgo

Thank you.

Employer administrators can confirm that the new user has completed the process on the Create User screen.
It will contain a list of users with a notation in the Registered column indicating whether they have completed
COMPASS ESS registration.

Home Employer Info Account Roster Seminars Admin FAQS
Admin
Filters Actions
Nickname: All b Add User
Search: b
Status: Al v Show Unregistered Users: ™
Tooks User Name Full Name Status Created On Registered Email
Agtion ESS_TRAINING AUCOIN, JON Active OS232016 Yes
Actions JOOEXNE DOE, JOHNM C. Active 1vOT 2016 Na | joninarkan
Actions JOMDOE DOE, JOHM Active DHOFR2D1E Yes JOoeEdurm|
Actions LSEYMOUR SEYMOUR, LARRY Active DHO7RD16 No LSeymour%
e
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Maintaining Employer Address
APERS has pre-loaded COMPASS ESS with the employer address APERS has on file. The Maintain Employer
Address function is used to update the address for the agency or to provide different addresses for each of the

Reporting Groups associated with the agency.

From the COMPASS ESS Home screen (or any screen in COMPASS ESS), click on the Employer Info tab to open the
Employer Information box.

A P E R -S‘ 10707-Your City

6]
4]
&

Home Employer | | Account Roster Seminars Admin FAQs
Quick Links @ MNews
l_] Create Work Report

Make Payment
Verify Prior Membership

Add Employee

From the Employer Info tab, click on the Change button to enter edit mode.

Home Employer Info Account Roster Seminars Admin FALCS
Employer Info
Chang
Demaogr: Ihicn
Employer Number: 10707 Name: Your City
Tax e LOOAT2343 Daa: our City
Status: Ative Type: Munizipality
Mailing: 141 CITY LANE Work Phone: (S01) 593-0412
City AR 72722
Primary Email: CITY OF @durmn
Fax Work: (870) 435-2435

This will open the Details screen to allow you to make edits.

Change

Employ2
Tax Mo
Status:

Mailing:

Demogs Employer Info

Demographics
Employer Mumber:
Tax No:

Status:

Mailing:

Physical:

10707 Name: Your O
990672343 DEA: Your
Acthve ) Type: Municig
i ang Work Phons: s01)
y Primary Email: ary
. Fax Work: (870)

Web Address Work:
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To edit the mailing address, click anywhere in the address box to open the Edit Mailing Address wizard.

Dem: i
o Employer Info
Employa Demographics
Tax Moz rpiover Number: 10707 Name: Your {
SRS Ty o 999872343 DEA: Your
Maiing! Status: Active Y Type: Muni
Mailing: 141 OTY LANE & Waork P =
City AR 72722 ock Ehope; 504
Physical: .-,"’ Primary Email: Ty
Fax Work: (870
Web Address Work:
Pa—
Repor
TQE:IE: Cancel Saﬂ?

Or you can click on the Action icon and select Edit Address from the drop-down list.

T e Tax Nar 395872343 LA Y““']
Status: Actise e Type: Muni
Mailing:
: 141 CITY LANE 3 )

Mailing: '-;-E EL!I?EL]::‘:Q & Primary Phone: (50

— Edit Address o]

3 1

Physical: Invalidate Address
A Ln
Print Address Label o
Fax Work:

Wb Address Work:

Repor

This will take you to the Edit Address wizard. On the Edit Mailing Address screen, you may update the address
for any or all reporting groups associated with your agency.

Edit Mailing Address %
[10707
OK Close Caopyw
|999999999
Inserted By: srussell on 11152016
| Active
Cauntry: Ls |V
141 CITY LANE zip: 72722 |
CITY AR 72722
Address 1: 141 CITY LANE
Address 2:
City: CITY
State: ARKANSAS =
Effactive Date: 02/13/2017 3
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On the Confirm Address Change Propagation screen, choose the
address change. Click on the OK button to continue.

APERS Employer Self-Service Handbook

reporting groups that will be affected by the

Employer Info

Demograpl Confirm address change propagation

Employer N 0K Cancel

Tax No: If you would also like to make the same address change to any of the reco
you would like to be changed and click on the OK button:

Status:
Mame Raole Existing Address

Mailing: 10707-1 CITY OF DECA.... Reporting Group

Physical:

1116 SULPHER SPRINGS ROAD, DECATU)

rds below, please check ed

Once you have completed your updates, COMPASS ESS will display a screen for you to preview the changes

before you confirm them and complete the process.

MName; CITY OF DECATUR
DBA: CITY OF DECATUR
Type: Municipality b

Primary Phone: (870) 565-5177 Ext:
Secondary Phone: Ext:
Primary Email: CITY QF@dummy.com

Fax Work: (870) 793-8831

Web Address Work:

pza ]

pza ]
pza ]

"I
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Once you have confirmed your edits, click on the Save button. When the message appears asking you to confirm
the changes, click on the Confirm button.

Employer Info
Change
Demograpt Employer Info
Employer My Please verify and click 'Confirm’ to permanently save the changes.
Tax No: Demographics
Status: Employer Number: 10707 Name:
Tax No: 095072343 Dea: Yo
Mailing:
= Status: Acive Type: M
Mailing: 141 CITY LANE Work Phone: &
Oty AR 72722
Frimary Email:
Fax Work:
1
Reporting
Cancel Back Confirm
| Tools | — - o[
m Oy e DiEs AT D 10707 9 i

After you have confirmed the changes, the wizard will return you to the Employer Info screen where you can see
that the address has been updated.

Home Employer Info Account Roster Seminars Admin FACS
Employer Info
Change
Demographics
Employer Number: 10707 Name: our City
Tax Nz S95BT2343 DBA: our Gity
Status: Artive Type: Municipalty
Mailing: 141 CITY LANE Work Phone: (501) 593-0412
City AR 72722
Primary Email: Your, Cty@arkal
Fax Work: (570) 4352438
Reporting Group
Tools Niekname Reporting Group Mumber Balance
Tlat “ CITy- OE DEs AT IR 107071 O O
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Maintaining Employer Contact Information
This function in COMPASS ESS allows the Employer Administrator to create and update information for agency

contacts.

From the Employer Info tab, click on the Change button to enter edit mode.

;A\ P E R S“ 10707-Your City

Home Employer | | Account Roster Seminars Admin FAQs

Quick Links - @ News
f_] Create Work Report

@ Make Payment

lﬂ Verly Prior Membership
x: Add Employee

From the Employer Info tab, click on the Change button to enter edit mode.

Home: Employer Info Account Roster Seminars Admin FAQS

Employer Info

Chang

Dernagr}.'ﬂ-hiﬂ

Employer Number: 10707 MNams: Your City

Taue Mo BOOATI43 DEA: Wour City

Statis: Artive Type: Municipality

Mailing: THLETTY TANE Work Phone: (501) 593-041
City AR 72722

Primary Email: CITY OF @durmn
Fax Waork: (870) 235-2434

The Details screen will then be available for editing. To edit contact information, click on the field you wish to

edit and type over the information.

=
MName: Your City
Diga: Your City
e Typs: Municipality ¥
Work Phane: (501) 593-0412 Ext: [123
o Primary Email: [Your.&v@arkansas.gm| el )
Fax Wark: (870) 435-2438 o0
Web Address Work:
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You can also click on the Edit button next to the field you wish to edit.

Name: Your Gity
DEA: Your ity
Type: Municipality
Work Phone: (501) 593-0412
5 Primary Email:
' Fax Work: (870) 435-2438

Web Address Waork:

123

70

| Details H
Delet

ela

Administration

This will open a detail screen for you to make direct edits. Once you have made your edits, click the OK button

to close the detail screen.

e ey ]
V) Primary Email -
| Wk cose e
| K? bt Contact Type: Primary Ema = f@
! Fax Work: Primary Email: CITY OF @dummy.com| o | fﬂ
Web Addr primary: w _ £
Contact Source: Employar
Save
Click on the Save button.
Mame; CITY OF DECATUR
DBa: CITY OF DECATUR
Type: Municipality
& Primary Phone: (B70) 565-5177 Ext: e
0 Secondary Phone: Ext: .,//c"
Primary Email: CITYOF@dummy2.com e
Fax Work: (870) 793-8831 ped/
Web Address Waork: (/Q
Save
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A message will pop up asking you to confirm your changes.

APERS Employer Self-Service Handbook

Employer Info

Demographics
Employer Number:
Tax Mo:

Status:
Mailing:

Physical:

Please verify and click "Confirm’ to permanently save the changes.

10707

1310 CLIFTON APT E2
DECATUR AR 72722

15612 VALLEY RD
Decatur AR 72754

Name:
DBA:

Type:

Primary Phor
Primary Email

Fax Waork:

Click on the Confirm button to confirm your changes and complete the process.

Employer Info
Change
Demograpt Employer Info
Employer NU Please verify and click "Confirm’ to permanentty save the changes.
Tax MNo: Demographics
Status: Emplkover Number: 10707 Hame:
Tax No: BIAETI43 DA i
Mailing:
e Status: Typea: M
Madling: 141 CITY LANE Work Phane:
Ry AR 72722
Primary Email:
Fax Work:
[———x
Reportini
Cancel Back Confirm
Toos | i
Your changes will appear on the Employer Info screen.
MName: CITY OF DECATUR
DBA: CITY OF DECATUR
Type: Municipality
Primary Phone: (B70) 565-5177 [ /]
Primary Email: CITYOF@dummy2.com
Fax Work: (870) 793-8831
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Glossary of Terms

COMPASS ESS Term Definition

Browser A browser is an application program that provides a way to look at and
interact with all the information on the Internet. Examples would be
Google Chrome, Firefox or Internet Explorer.

Compensation Earnings accrued by the member that are used to calculate the benefit
amount paid to the member upon retirement or to the member’s
survivors/beneficiaries upon the member’s death.

Contribution The amount that the employer and sometimes the employee pays to
the retirement system on behalf of employees. There are two types of
contributions:

e Employer (ER) contributions, which are paid to APERS by the
employer

e Employee (EE) contributions, which are deducted from the
member’s pay by the employer and paid to APERS

Demographics Demographics are the basic identification data that is stored for
employers and members. Examples of demographic data would be
name, address, phone number.

DROP DROP stands for Deferred Retirement Option Plan, which allows an
employee eligible for retirement to continue working for up to seven
years while accruing into an account a percentage of the monthly
retirement benefits that would have been payable had the member
elected to cease employment and receive a service retirement.
Employers continue to make contributions to the system. Once
enrolled in DROP, Members stop receiving service credit, but in all
other ways the employee is considered Active.

EFT EFT stands for Electronic Funds Transfer, which is the method COMPASS
ESS uses to receive employer payments. Once the employer provides
banking information, the online payment process is completed each
reporting period by the employer user authorizing APERS to receive an
electronic transfer of funds directly from the bank.

Employer An employer or a reporting agency that submits compensation, service
and contribution information to APERS on behalf of one or more
employer(s).

Employer Account A financial account that contains all financial transactions (i.e. work
reports, invoices, payments, miscellaneous transactions) associated
with a reporting group. The employer account includes individual
transaction details as well as a summary of the overall running balance
of the account.
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COMPASS ESS Term Definition

Entity An individual or an institution that has its own distinct set of required
information and attributes. Examples of entities include Member,
Employer, Vendor, and Financial Institution.

Fund A collection of money for which contributions are tracked on the
employer account such as employee paid contributions, employer
contributions, additional employee contributions, and prior service.

Job Category Used to categorize member groups for the purpose of deriving
contribution rates as well as calculating service (actual and enhanced
Service). Job categories are as follows:

e Elected Official

e  First Class City Clerk
e  First Class Mayor

e Police Officer

e Regular

Member A person who receives, or in may in the future receive, a benefit
administered by APERS. This includes: active employees, retirees
(sometimes referred to as annuitants), disabilitants, inactive and
deferred employees.

Member Employment Record A member attribute that contains employment details for a given
employee tied to the employer/reporting unit.

Nickname In COMPASS ESS, the Nickname field is used to list the reporting
groups.

Paycheck Date This is the date that appears on the employee’s paycheck or pay stub.

Payroll Processing Date This is the date that your payroll is processed. For example, if your

employees get paid on the 1st and 15th of the month, your payroll
processing dates might be the 31st and 14th.

Reporting Group Used to identify the frequency with which an employer submits work
reports. Each employer must have at least one reporting group that is
associated with a payroll cycle (e.g. bi-weekly, monthly, etc.) in order
to process work reports in COMPASS ESS. Reporting group is used to
derive the start and stop date associated with the work report. All
billing-related employer configurations and financial transactions are
associated with a reporting group.

Roster, Member Roster A list of all active and inactive employees tied to a Reporting Group.
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COMPASS ESS Term Definition

Service Work, usually in the form of hours, accrued by the member and is used
to determine both the eligibility as well as benefit amount paid to the
member upon retirement or to the member’s survivors/beneficiaries
upon the member’s death.

Validations Types of business rules that confirm the entered data is within the
defined rules. Validations are used to keep entered data clean and
logical. They are triggered upon a system event, most typically when
new or edited data is committed via the Save or Apply button. (Failure
of a validation will cause the data not to be committed.)

Wizard A set of screens in COMPASS ESS that walks the user through the steps
required to complete an action or process.
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