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Overview

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

e Maintain COMPASS ESS accounts

¢ View and update employerinformationincluding address and contact information
¢ View the employee roster and memberinformation

¢ Verify prior membership

¢ Upload and process adjustment reports file

¢ Manually generate adjustment report transactions

¢ View and edit work report and adjustment reportdetails

¢ 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 andhow
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 tohelp!



ESS Roles and Tasks

The following are ESS roles that have been defined for state agencies that use AASIS. 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 responsibilities.

COMPASS ESS Role COMPASS ESS Tasks

AASIS Employer User Verify prior membership

View member and rosterinformation
Complete employer reporting processes
Run reports

Upload and download documents
Receive and send secure messages

AASIS Employer Create and maintain COMPASS ESS users

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

View member and rosterinformation

Complete employer reporting processes

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 - — - I

ATEARILAN PSS I“"-'""Hl\-,_‘_ ATV SN LAMBDEL WA MTEEMINT MTEEE LR FUUCINGE DRI
e e

FILING

DEADLINE

MARCH B7™ 15 THE LAST DAY TO FILE

From the log in menu, you will

User:

1. Enter your user name ess_iraining|

2. Enter your password

3. Click on the log in button

Forgot User | Forgot Password

\ersion 10.0-es=
V3TRN v0.19

LS alic et Sveiame S doe

If your user name or password is not accepted, you will receive an errormessage.

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

For additional information see Password Reset or User ID Recovery.

Arkansas Public Employees RetirementSystem
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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.

-Terrn s of Service

CONDITIONS FOR ACCESS AND USE

Welcome to the Arkansas Public Employees Retirement System's ("APERS") Employer Portal. All access to, and any use of, APERS's Employer Portal and amy
governed by the followme disclammers and linmts on nse:

Unanthorized Use/Access:
Tlus compumg system 15 operated by APERS and 15 for official use only. Unauthorized access, imanthorized attempted access, or imanthorized wse of amy State
applicable federal law, and may be subject to prosscution.

Individhals nsing this compting system withowt autherity, or m excess of their authority; are subject to having their actnaties on this systemn momtored and record:
cowrse of such momtoring, or m the cowrse of system mantenance or trouble shooting, the actrahies of authorized users also may be momtored.

Amyone usimg this system expressly consents to such monrtoring and is achised that if such momtoring reveals possible evidence of criminal actinity, firther legal

User Oblizgations and Use Restriction:

User agrees that access and use of the APERS's Employer Portal and amy Web page or linternet site established by APERS wall be lmuted solely for the purpose
accowmts, files, data or mformation of other users. If User obtams access to accowts, files, data or mformation of other users, User shall treat such data or mfory]
disclose such mformation to other users. User firther agrees to numediately report such access to APERS's Information Systems Director, APERS's Executive T}
the Information Systems Director nor the Executive Director 15 available.

User Solely Responsible for User's Accounts: ;
User agrees that User 1s solely responsible for User's accownt. User further agrees that User shall not pernut others to use User's accomt. Dhsclosure of User's p
15 considered a material breach of this these conditions for access and use, and will lead to the mumediate cancellation of User's access rights.

COMPASS ESS Home screen.

Home Empioyer Info Account Roster Seminars Audmnin FAQs

Quiek Links @ News

e Work Report

'?I Maks Payment
]

Message Centel Farms

& Adivstment Repo

X M g Recsived Messagss =
! e o . 8 Werk Report Impd

10 Arkansas Public Employees RetirementSystem
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User Registration - Setting Up Your Account

The registration process in COMPASS ESS begins with the AASIS Employer Administrator entering

demographic information and assigning a role to prospective COMPASS ESS users at the agency. COMPASS
ESS will send an email to new users inviting them to complete registration.

You will be assigned the AASIS Employer User role (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 inthe
email will take you to the COMPASS ESS registration wizard.

From: COMPASS. NoReply @arkansas. gov
To: John Doe

Cc

Subject: ESS USER VERIFICATION

=
B s e e R e e e e B

F ! I e, T L e e, e B Ty T
o 0 0 0 0 0 0 0 v O 0 0

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

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.

PFiease enier the following information 50 that the neéw USET can regisler and create the account.

User: IDOE2016A |
First Nama: ohn |
Last Name: Dige |
E Maik: John Dogd@arkansas aoy |

Enter the following security identifiers:

Work Phone: 501-682-7800 Ext:

| Hex:“h] |

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 nextstep.

Arkansas Public Employees RetirementSystem
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Choosing Security Questions

APERS Employer Self-Service Handbook

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 Usar Registration Wizard

@ Ielentification 2  Searity Setup E:S Con firmatior

Fleass sstup your secufity 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 howse you grew up in?

Security Answer 2: 123

Security Question 3: What city were you born in?

Security Answer 3: Little Rock

Passwords must match the following rules
Pasgword must have a2 minimum of & characters

Password cannot match the username
Password cannol be s2t 1o any of the previous & passwords

Enter your new Password:

Flease confirm your password:

-

Password should match thres cut of the following four regular axpressions: 1 uppercase, 1 lowercase, 1 number. 1 special character] non-aipha

Strength

Creating a Password

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

e Must have a minimum of 8 characters

e Cannot be the same as the username

¢ Cannot be set to any of your previous 6 passwords

¢ Should contain at least three of the following:

one uppercase letter, one lowercase letter, one number, and one special character such as &,%,5,#, etc.

Passwords must match the followng rules

Password must heve a minimum of 8 characters
Password cannol mate USErname
Password cannot be set to any of the previous & passwords

Entar your new Password:

ansnssssans

Flease confirm your password: sasssrares

Password should match thres out of the following four regular expressions. 1| uppercase, | lowercase, 1| number, 1 special characisrnon-aiphan

Strong

12
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Overview

Once you have set up your security questions and password, click on Next to confirm the information you

entered.

Passwords must match the following rules
Password must heve a minimum of 8 charazters
Password cannot match the usemame
Password cannot be set to any of the previous & passwords
Password should match three out of the following four reguiar expressions: | uppercase

Enter your new Password: EsaERassaEa

Flease confim your password: sesnnnrannn

. 1 lowercase, 1 number, 1 special tharacier(non-glpha

Strong

Back | Mend !!1}'] |

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

the registration process.

Verify User Registration Wizard

4

LY [Identificabion

Pizase confirm the creation of the following user atoount

@ B

First Name:
Last Name:

chin

User Name: JDOE2018A

Ernail: on aucoin@arkensas go

Sequrity Question 1: What was your chidhood nickname
Security Answer 1:

curity Question 2:
Security Answer 21 12
Security Question 3: What city were you bom in

Security Answear 3z iths Riock

L,

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 forassistance.

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

This email is to confirm that vou have successfully registered for the C

Thank vou.
APERS

From: COMPASS . MoReply Barkansas.gov
L John Dos
Ce
Subject: COMPASS Registration Confirmation
e T i O O e T e S o~ i 5 ] 7
i | i 5
Dear John Doe

OMPASS Emplover Self Service Sitel

Arkansas Public Employees RetirementSystem

13



Blank Page



COMMON TASKS

Password Reset
User ID Recovery
Attaching a Document

Sending a Secure Message
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APERS Employer Self-Service Handbook Common Tasks

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

Next Cancel

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

First Question:  'What s 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 VI

Arkansas Public Employees RetirementSystem 17




Common Tasks APERS Employer Self-Service Handbook

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 byemail.

Account Lookup Security Questions Passy

Please answer the security questions. If you do not know tia
and would like your password to be reset via email please

=
=1
A
(1
w
-]
e
&
=
o
-
T

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:  What is 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

Flease 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 khkkkhki ki

Confirm Password; dkkktihiki

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 Complete

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

18 Arkansas Public Employees RetirementSystem
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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 2303

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

Forgot User Name

Please 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 RetirementSystem 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 Documentwizard.

Documents

Attach a Document |

Tools Nama Date Type Description Status Labals Cre}
Actigns  [T] PaymentConf.. 11172016 Doc-Out Queued Sy
Actions [ PaymentCont., . 11172016 Doc-Cut Queued Sy
Actions  [7] Change ofAd... 111162016 Doc-Out Cueued EX
Actions  [T] Change ofAd.. 11/16/2016 Doc-Out Cueued &MY

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 Documentbutton.

Docu 4sach File olx
Aftach
Select the type of document you want to attach: Fila Exchangea s
Tool &) |
BB Elename: COMPASS TEST DOC.docx Browse_..
Description: This Is a test document
Comments: | Testing the process of attaching a file.
Action Upload Document Cancel sF
Action Sf

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

Doeu sitach File o x
Aftach
Select the type of document you want to attach: File Exchange |V
— Filename: COMPASS TEST DOC.docx Browse... T
Description: This 15 2 tast document
Comments: [Testing the process of attaching 2 n';-'.—"
Action Upload Document Cancel 8
Action S
Action Your document has been uploaded We will contact you if we have any further questions E.
ailan sr

20 Arkansas Public Employees RetirementSystem
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The newly uploaded file will appear on the list.

Tools

Actions
Actions
Actions

Actions

Documents

Aftach a Decument

1 Name

File Exchange
| FaymentConf.

Payment Conf...
Change ofAd...

OO0OOoE

Date

01252017 E}
111772016
11172016
11116/2016

Type

Doc-In

Doc-Out
Doc-Out
Doc-Out

Description

This is atestd...

Status

Releazed
Queusd
Queued

Queued

Labels

Crd

sru:

aru’

Arkansas Public Employees RetirementSystem

Common Tasks
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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

erify Prior Mambership

3] Jod

Add Employse

The Message Center.

Message Center

X New Show:  Received
Subject Details Date Il

Work Repaort: 11/01/2016-11/30/2016 (Trans # 219023 ) Se... Report O0B 11/16/2016 02:49 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

Waork Req

MNe Show: | Received M
Bw ow: |Received Messages Adjustme
Details Date Received Messages Demogra
. Sent Messages Prospectif
016 (Trans # 219023 ) Se... Report QOB 1116/2016 02:49 )
Archived Messages

22 Arkansas Public Employees RetirementSystem



Create a New Message

To create a new message click on the New button.

Message Center

* MNew Show: | Received
Subject {b Details Date I
‘Waork Report: 11/01/2016-11/30/2016 (Trans # 219023 ) Se... Report O0OB 1116/2016 02:49 PM
This will open the New Message wizard.
[=]

New Message

Topic: w
Subject:
Massage:
Arial \d A A B [ U = = = = | = a A B%
Select the topic from the Topic drop-down menu.
New Message [=]
Topic: Fle Exchangs h
ddress/ 3 Updats
Subject: Address/Contact Info Updat
Filz Exchange
Message: Password Change
Arial Security Question Change = = E a A B

Reciprocity Details
Verification of Employment History
Work Report

23



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

New Message [=]IER
Topic: File Exchange h
Subject: Problem with a file.
Message:
Avial Al sl sllzlullis=lizl=s)=0 @& A o~

Cannot upload a demographic file. |

Cancel Senﬂk

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

Enter
“our message has been sent
b Mew Show: Received Messages -
Details Date I
1/01/2016-11/30/2016 (Trans # 219023 ) Se_.. Report O0OB 1116/2016 02:49 PM Archive

s

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

Jnter
£l Mew Show: | Sent Messages i«
Details Date I
file. Cannot upload a demographic file. 02A7/2017 02:44 PM Archive
testing the ssytem 021672017 10:16 AM Archive

24



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
* Mew Show: Sent Messages -
Details Date 1]
afile. Cannot upload a demographic file.  02/17/2017 02:44 PM Archiw
testing the ssytem 02/16/2017 10:16 AM Archive

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

Enter

New

Show: | Archived Messages | -

Details Date I Re
E file. Cannot upload a demographic file.

0217/2017 02:44 PM Unarchive

The file I'm trying to upload isnts... 02M16/2017 10:15 AM Unarchive

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

Lenter

New Show:  Archived Messages -
Details Date I
afile.

Cannotupload a demographic file.  0217/2017 02:44 PM Unarchive

The file I'm trying to upload ism'ts... 0216/2017 10:15 AM Unarchive
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AASIS Employer User Functions

This section of the handbook contains instructions for AASIS Employer Users. This role will handle human
resources and payroll functions but will not handle user or employer maintenance functions. You will be
able to perform the following functions in COMPASS ESS:

¢ Verifying Prior Membership

¢ Viewing Employee Roster and Member Information

¢ Reviewing Employee Information

¢ Uploading Documents for a Member in ESS

¢ Creating an Adjustment Work Report Manually

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

e Submitting an Adjustments Work Report

¢ Purchasing USERRA Service on Behalf of an Employee

¢ Producing Contribution, Payment, and ExceptionReports

Human resources functions in COMPASS ESS have been streamlined to make it easier and more efficient for
member enrollment and information maintenance. You no longer submit paper forms to APERS to enroll
employees or to change employee information, such as addresses. These tasks are handled through daily
demographic import files from AASIS which provide the employees’ demographic and employment
information. You also will have access to an enhanced, online verification tool to assist with determining
whether your new employee is eligible for employment.

In the enrollment process, employees will be responsible for designating beneficiaries, either online through
COMPASS Member Self-Service (MSS) or by submitting a form available from APERS.

Regular payroll functions continue to be automated. The reporting tasks are handled through bi-weekly
compensation and service import files from AASIS. You also have access to on demand reports available to help
you review contribution, payment and exceptions information for reporting transactions.

Adjustment reporting can be handled through COMPASS ESS in many instances. Adjustment reporting is used
to make changes to previous pay periods for cases of delinquent service (late enroliments), payroll errors,
erroneous membership, and wage settlements.

29



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 rehiredretirees.

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.

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.

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



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 departmentemployment.

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 bothemployers.
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Verifying Prior Membership

The purpose of this function is to allow you to determine if a new employee has previously been a member of
APERS.

From the Home screen, select Verify Prior Membership under Quick Links.

C 10707-Your City
APERS,

Home Employer Info Agcount m Seminars Admin FAQs
T
Quick Links o News
E Creale Work Report
E Make Payment
E! Verify Prior Membership

ﬁ Add Employee

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.

Employer Info Azcount Roster Seminars Admin FACS
Add Employes

n @ Verificatior f;:* Person Demagraphics G Emplayment ﬁ Confirm

Eefore enrcling 8 new member, the system will ssarch if the member already exists n the records

Plzase follow the instrections below.

Enter the folowing
55M:

Agditional ‘erification Fislds

Date of Birth: L
Start Date: ]
Job Category: |"
Reporting Group: i
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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

i H 98B-87-6545

Agditional \erification Fizids

Date of Birth: 01/05/1570 |
Start Date: 10/10/2015 | I
Job Category: Regular | %

Reporting Group: | 10707-1 OTY OF DECA| ™

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

55 356-87-6545 |

Asditional \erification Fizlos

Date of Birth: 01/05/1570 &/
Start Date: 10/10/2016
Job Category: Regular | 2=

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 rerie b @ e 0 o

S5N:

Date of Birth:

Start Date:
Job Category:

Reporting Group:  10707-1 CITY OF DECATUR

The S5M 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.

Search 2 Verification E) Person Demographics B  Employment B confrm

S5M:

Date of Birth:

Start Date: 1M02me
Job Categary:

Reporting Group:  10707-1 C OF DECATUR

The S5N 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.

l,: Search i_:"u} Person Demographics ?_3 Ermployrnent E} Confirm

S5M:
Date of Birth:
Start Date:

Job Categary: Regula

Reporting Group:

The 55N 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 anAPERS
record.”. You will be able to proceed to the next step to add your new employee as an APERS member.

|- Ao Empioyee

IS Cearch @ Person Demographics ::i.l Employment '{ET onfrm

S5M:

Dat= of Birth: 01/0501570

Start Date:
Job Category: Regula

Reporting Group:  10707-1 CITY OF DECATUR

m
]

This person does not appear to have an APERS record.
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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.

APER g 10707-Your City

m Emgployer Info Agcount Seminars Admin FAQs
Quick Links 0 News

Create Work Report

Make Payment

“erify Prior Membership

HEE

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 Emplayer Info Account Roster Seminars Admin FAQs
Roster
Nicknams: ) V{:@ Demagraphic Import

Al v
Search: Add Employes
Cratus: Active ¥ = : 7

Jerify Pricr Membership

Togls APERSID SSM Member Job Category Status Pan Start Date Sto|
Actions 1451433 MM X-B545 Doe, John C. Regular Active Contributory (.. 10102016
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From the Roster grid, you can perform the actions listedbelow:

¢ Review employee information
e Verify prior APERS membership
e Review an employee’s filehistory

AASIS Employer User

Roster
Nickname: Al
Search:
Status: Bctive
Tools APERS ID S5M
Actions ABBS2E3 . X407
Actlons AS405m2 HH-NK-3006
Actions 1481433 0K WK -B545
Add Leave Information e
Terminate
4087
Unterminate Member contract
Review Employee Information 5439
Mamtam_.dob Category 2901

Me=mber
CHYRCHEL, ...

CROCKHAM, ...

Doe, John C.

DRAGER, MO

DUDZ &8, WL

HALUSMAN, M

JIkt BARLOWL

Job Category

Regular
Regular
Regular
Regular
Regular
Regular

Regular

Status

Active

Active

Active

Artive

Active

Arthve

Artive

Plan

Contributory (..
Contributory (..
Contributory ..
Contributory (..
Contributory .
Contributory (.

Contributory (..

\erify Prior Membership

Demographic Import

&dd Employes

Start Date =l |

O0201/2015
o225
TOH 2016
o206
022015
020172015

0202015

Each of these actions are discussed in this handbook.

Arkansas Public Employees RetirementSystem
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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 g 10707-Your City

I-Io_ms Emgployer Info Agcount Seminars Admin FAQs
Quick Links o News

Create Work Report

Make Payment

“erify Prior Membership

Add Employee

HED M

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
Nickname: Al > Demographic Import
Scarch: % Add Employes
Status: Active » erify Prior Membership
Tools APERS D S8M Member Job Category Status Plan Start Date St
Actions ABSE283 HAH-KA-4078 CHYRCHEL, ... Reguiar Artive Centributory (... 02012015
Ad ave Informatian
d Leave Informatio L3006 CROOKHAM, .., Regular Artive Contributorny | 021012015
Terminate
+3182 DRAGER, MO.. Regukr Arthve Contributory (. ovozoe

Unterminate Member contract

aview Employee Information [hl-408 DZl Wi egular Active onfributory (... 02012015
R Empl Infal ti 4087 DUDZIAK, W Regula Confribut 11201
Maintain Job Category ]

5438 HAUSMAMN, M.. Regular Artive Cenfributory (... 02012045
Attlons ATADZE4 HHE-XHE-3800  JIM BARLOW, Regular Arthve Contributory | 02012015
Actions AS3T7553 XXH-B0T7 KIMBERLAND.,. Regular Artive Contributory ( DBMTIZ0NS
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There are four areas available for you toreview.

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

Back Mame: CHYRCHEL, JAKEYDRA W DOB: YA2AH S64 25N: 00
Demographic info Documents Work History
Employment Information
Topls Employer Name  Reporting Group Job Category Plan Status
Letions our City CITY OF DECATUR Regular Contributory (Post 7/1/05)  Active

2. Demographic Information displays information such as address, date of birth, member status, etc.

Back Name: HYRCHEL, JAKEYDRA W DOB: V3281 G664 SSN: ¥-
Employment Info Demographic Info Documents Work History

Demedgraphic Information
Chang

Demaographics

SEN: 001124078 APERS ID: ABB5283
Marital Status: Itarried Pref: Mr.
Divorce Date: First Name: JAKEYDRA
Mammiage Date: Middle Name: w
APERS Status: Active Last Name: CHYRCHEL
ASPRS Stahus: Susffix:
ARS Status: Diate of Birth: OM2E1064
ADIRS Status: Gander: Male

Maling: AH19.5TIL MAN LOOK T2 work Phons: (870) 245-3559

GRAVETTE AR 72736
Primary Emai: MULEY @dusmans

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

Back  Mame: HYRCHEL, JAKEYDRA W DOB: 137281 964 SSN: te

Employment Info Demographic Info Documents Work History

Member Documents

Attach a Document

Hams Date Type Destription Status Labsks Created By Created Frd
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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 | Mame: HYRCHEL, JAKEYDRA W DOB:

Employment Info Demographic Info Documents Work History

Member Documents

I Attach 2 Doci
Created Sy Createa Fro

Mame Date Type Description Status Labek
(= |52

Attach File

Select the type of document you want to attach:

Filename: Browss...
Deacripbion:

Comments:

Upioad Document Cancel

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

Employment Info Demographic Info Documents Work History
Work History
Dats Range: Last 20 Days -
Took Trans# Employer Nikname Employer Type  Start Date Stop Date Payroll o)
Processing Date P
2167 Your City 10707-1 CITY. APERS Munici.. 00172016 002016 1040372016 1
216701 ‘Your City 10707-1 CITY... APERS Municl.. 0D12016 DER12016 ]
218853 'Your City 10707-1 CITY... APERS Municl.. 0T/D12016 O7TR12016 072802016 ]
Toreturn to your employee roster, click on the Back button.
| |
@am: *HYRCHEL, JAKEYDRA W DoB: VATAMOES SEN: (03]
Employment Info Demographic Info Documents Work History
Work History
Datz Range: Last 80 Days =
Togls Trans# Employer Nickname Employer Type  Start Date Stop Date Payroll O
el -ii'--nii' E.

Arkansas Public Employees RetirementSystem
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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 USERRA service credit purchase.

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

10707-CITY OF DECATUR

Home Employer Info Account Rywter Seminars Admin FAQs

Quick Links 0 News
Create Work Report

I"E’I IMake Payment

IEE Verify Prior Membership

ﬁ: 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 Empleyer Info Account Roster Seminars Admin FAQs
Roster
Nickname: All v Demogr;
Search: X Add |
Status: Active ol
" Werify Prio

Tools APERSID SSN Member Job Category Status Plan Start O
Actions  AD19143 KHX-XX-3887 BAUGHN, INI... 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 Employee Informationyy, |k 3673 FURGERSON . Regular Active Contributory (.. 02/04/

s pe -

Maintain Job Category 3873 FURGERSON.. Elected Official  Active Contributory (.. 0201/

Eﬁinnc A&Dﬁ-! 2 YWY WY 2009 (Al EAMTIME an At l‘"m-m-ihn{nn.r n2n44

The Employee Information screen willopen.

10707-CITY OF DECATUR

Back MName: BAUGHN, INICER DOB: 05191945 SSN:
Employment Info Demographic Info Documents Work History
Employment Information

Tools Employer Name Reporting Group Job Category Flan

Actions CITY OF DEC... CITY OF DECATUR Regular Contributory (Post 7/1/09
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From the Employee Information screen select the Documents tab.

Back | Name: BAUGHN, INICE R DOB: 05/19/1945 SSN:

Employment Info Demographic Info DocuE;ems Work History
Member Documents

Aftach a Document

[ Name Date Type Description Status Labels Created By

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

Back  Name: BAUGHN, INICER DoB: 05/19/M1945 SSN:

‘ Employment Info Demographic Info Documents Work History

Member Documents

]! Mame Date Type Description Status Labels Created By

This will open the Attach a Filewizard.

Back MName: BAUGHN, INICER DOB: D5/19/1845 SSN:

Employment Info Demographic Info Documents Work History

[Attach File Olx

Selact the type of document you want to attach: v

; ted By
Filename: Browse...
Deescription:

Comments:

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

Back | Name: DOB: 1945 SSN:
Employment Info Demeographic Info Documents Work History
[
Attach File (=12
Select the type of document you want to attach: |v
ted By
Filename: n: '
Change of A Option Beneficiary form
Description: o
Member Enrollment Form from Portal @
Comments:
Upload Document Cancel

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

DOB:

Back | Name: SSN:

Employment Info Demographic Info Documents Work History

g Attach File =) £

Select the type of document you want to attach: Member Enroliment Form from Portal
ted By

Browse...

Filename:
Description:

Comments:

Upload Document Cancel

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

Back | Mame: NICE R DOB: 05 SSN:
Employment Info Demographic Info Documents Work History
rAttach File o[ %

Select the type of document you want to attach: Member Enrallment Form from Portal |V

) ted By

Filename: Members Er m Test.txt Browse...

Description: Testing attaching fild

Comments:

Upload Document Cancel

43



Click on the Upload Documentbutton.

Back  MName: BAUGHN, INICE R DOB: D5/19/1945 SSM:
Employment Info Demographic Info Documents Work History
rAttach File =] B

Select the type of document you want to attach: Member Enrollment Form from Portal i

: ted By

Filename: Browse...

Description: | Testing attaching fild

Comments:

Upload Document {b‘ Cancel

You will receive a message that your document was successfully uploaded. Click on the Close button to closethe
Attach File wizard.

Back | Name: INICER DOB: 05/19/1945 SSN:
Employment Info Demographic Info Documents Work History
e
Attach File (=] £
Salact the type of document you want to attach: Member Enroliment Form from Portal
3 cry
Filename: Member Test.ixt Browse...
Description: Testing attaching file J4
Comments:

Upload Document

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

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

Name: N, INICE R DOB: 011045 SSN:
Employment Info Demographic Info Documents Work History
Member Documents
Aftach a Document
[ Mame Date Type Description Status Labels
Actions  [C] Member Enrol_.. 01/30/2017 Doc-In Testing attaching file Released
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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 upyour
Account screen.

A P I: R :S‘ 10707-Your City

_Home  Employer Info Roster Seminars Admin FAQs
Quick Links ™ @ News

BTl Creste Viork Repert

Make Payment

II_;; ferify Prior Membership

ﬁ Add Employee

From the Account screen click on the Adjustment Report button.

o Account Roster Seminars Admin FAQs
0707-1 CITY OF DECATUR . Upload File - File |
| i Manual Report |«
: | WorkR
= i o Report Payme
I = Adjustment Report o
N
Trans # Trans Type Trans ldentifier Report Status Due Date
219035 Work Report Work Report 12/012016-12/31/2016 Released 1072016
219023 Work Report Work Report 11/01/20168-11/302016 Released 110772016
This will bring up the Generate Adjustment Reportwizard.
o Account Roster Seminars Admin FAQs
Generate Adjustment Report =[O x
{
Employer: 10707-CITY OF DECATUR
Reporting Group:10707-1 CITY OF DECATUR
Pl pay Period Start: 01/18/2017 ]
L
Pay Period End; 01f18/2017 B I}
Last Pay Period Start: 12/01,/2016 4
Genarate 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 date.
When you are satisfied with the dates, click on the Generate button.

Generate Adjustment Repont -

u]
=

Employer; 10707-CITY OF DECATUR

Reporting Graup:10707-1 CITY OF DECATUR
Pay Period Start: 12/01/2016 |
Pay Pariod End: 12/31/2016 3
Last Pay Period Start: 01022017 K

C-enera‘:@ Close

The Adjustment screen will open on the Summarytab.

Adjustment

Save  Apply  Cancel

Employer: CITY OF DECATUR Report Type: Adjustment
Reporting Group: ITY OF DECATUR Report Status: Panding
Trans #: 218337

Total Compensation Reported: 50.00
Total Lump Sum Reported.

Total Hours Reported: [ %
Summa[z Detail
Wage Seftle/Retro Processing Data:
Adjustmant Reason: » Date Submitted:

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

save Cance

Employer: ITY OF DECATUR Report Type: Ad|ustment
Reporting Group: 1070 ITY OF DECATUR Report Status: 0
Trans #: 219337

Total Compensation Reported: 50.00
Total Lump Sum Reported:
Total Hours Reportad:

Summ ary Detail

Wage Settle/Retro Procsssing Date:
Adjustment Reasan: | I Date Submittzd:
Payroll Emor
Late Enmllment
Financial Summary Erroneaus Membership

Hmle .
Fund Name p Retroactive Wiage INCrease | noned | Due Difference  Amount Paid
Wiomo Coptloraont
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Click on Detail to go to the Detail Screen.

Adjustment

Save Apply Cancel

Employer: CITY OF DECATUR Report Type: Adjustment
Reporting Group: 10707 Ty DECATUR Report Status: Pending
Trans #:

Total Compensation Reported: $0.00

v

Total Lump Sum Reported:
Total Hours Reported:

Summa[! Detail

Add Existing Employee

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

Adjustment
Savs Apply | Cancel

Employer: Report Type:

Reporting Group: ATUR Report Status:

Trans #: 219357

Total Compensation Reportad: 50.00

Total Lump Sum Reported:  $0.00

Total Hours Reportad: 0

Summary Detail

Agresment: Municipality - APERS Muni Exception Filter: | Please Select v
EAdd Existing Employee || Add New Employee | Delete Selected | Load All Priors | | Mass Adjustment

2

e | —  Details Name 58N APERS ID Job Category Plan Pay P

Clicking on the Add Existing Employee will launch the SelectPrior screen.
Select Prior
Save Apply Cancel
Search Member
Search

Prior Section

Pay Period Start:  |01/01/2017 3 01/18/2017 3

Select an existing entry to adjust

[ [#]  Details  Name SSN APERS ID Job Category Flan Pay A
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You can search for an employee and correct previously reported information.

Select Prior
Save Apply Cancel
Search Member
Dulin Searcm|
Prior Section
Pay Period Start: | 01/01/2017 A 01/18/2017 &
Select an existing entry to adjust
e} [¥] Details Name SSN APERS ID Job 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.

Pricr Section

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

Select an existing entry to adjust

1, [ Details MName 38N AFPERS ID Job Category Plan Pay F

DULIN, CHRI... 001-19-4087 AS06553 Regular Conftributory (... 12/01
Create a new entry

Add
I[¥) Tools [[] Details Mame S3N APERS ID Job Category Flan Pay P
DULIN, CHRL... 001-19-4087 AS506553 Regular Contributory (...  12/01/

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

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

Apply Cancel

Employer: CITY OF DECATUR Report Type:
Reporting Group: 0707-1 CITY OF DECATUR Report Status:
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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.

Ww

Save Apply Cancel

Employer: CITY OF DECATUR Report Type: Adjustment

Reporting Group: 1 CITY OF DECATUR Report Status: Pending

Trans #: 218357
Total Compensation Reportad: $0.00
Total Lump Sum Reported:  §0.00
Total Hours Reportad: 0

Summary Detail
Agresment: Municipality - APERS Muni Exception Filter: | Please Select b

Add Existing Employee Ad Mew Employee | Delete Selected | | Load All Priors | | Mass Adjustment

L @ Details  Name S8N APERSID Job Category Plan Pay Pe

This will open the Add Employee wizard.

| AAOStEnt
Save Apply Cancel

Employer: CITY OF DECATUR Report Type: Adjustmeant
Reparting Group: 10707-1 cmy | Add Employee

Trans #: Verification E} Person Demograpl

D

Total Compensation Reported: S0

Total Lump Sum Reported:

Total Hours Reported: Before enrolling a new member, the systam will search if the member already

Please follow the instructions below
Summary Detail

Agresment: Municipality - APERS Muni Enterthe llawing
SSN: |

Add Existing Employee Aj;cs New Employee

Additional Verification Fields

% il : S
IE3] = | Details  Name Date of Birth:

When you have completed adding a new employee, click onSave.

Adjustment

Apply Cancel

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

APERS Employer Self-Service Handbook

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: c F DECATUR Report Type:
Reporting Group: CITY OF DECATUR Report Status:
Trans #:
Total Compensation Reported: $0 .00
Total Lump Sum Reported:
Total Hours Reportad: 1]

Summary Detail

ok —_—
Agreenient: Aunicipality - APERS Muni Exception Filter: | Please Select =
Add Existing Employee | Add New Employee | |{Delete Selectd Load All Priors | | Mass Adjustment
]

[ Tools [ Details  Name SSN APERS ID Job Category Plan Pay Pe
Actions 8m o GLOVER,CO.. 000-92-5515 A228795 Regular Non-Contribut...  12/01/

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

Adjustment
Save Apply | Cancel

Employer: Repart Typs:

Reporting Group: Report Status:

Trans #: 218357
Tatal Compensation Reportad: 50.00

Total Lump Sum Reported: 5000
Total Hours Reported: 0

Summary Detail

Confirm

Agrasment: Municipality - APE
9 o 92 This action will delete the selected member(s). Are

-3 you sure?
Add Existing Employee  Add New Er / A |

%) Tools F | Details | Name e s ] Plan
|

Pay P

When you have completed deleting employee entries, click on Save.

(Adjustment

Apply Cancel
Employer: CITY OF DECATUR Repart Type: Adjustment
Reporting Group: 10707-1 CITY OF DECATUR Report Status: Pending
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Load All Priors

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.

[ Agjustment
Save Apply Cancel
Employer: Report Type:
Reporting Group: Report Status:
Trans #:
Total Compensation Reported: $0.00
Total Lump Sum Reported:  §0.00
Total Hours Reported: ]
Summary Detail
Agreement: Municipality - APERS Muni Exception Filtar: | Please Select e
Add Existing Employee | | Add New Employee | Delete Selected ||| Load All Frinrs Mass Adjustment
E] Tools [[] Details Mame SEN AFERS ID Job Category Flan Fay P4
Actions B m D GLOVER,CO... 000-92-5515 A228795 Regular Non-Contribut... 1201/

Select the Pay Period Start and End dates and click OK.

Taotal Compensation Reported: 50.00
Total Lump Sum Reported:  $0.00

Total Hours Reportad: 0

Summary Detail

.Sx%ement: Municipality - APERS Muni Exception Filter: Please Select v

Add Existing Employ Select Pay Period X

Pay Period Start: fo1/ A 130/ il

) Tools =1 bk 12/01/2016 [ |12/30/2016 = Pay e

Actions B T o T R — N T ~on-Contribut...  12/014
" PREV REPLAY NEXT

— F. == L 1 =k \N_I'J}Q__J|

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

When you have completed editing the selected records, click on Save.
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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 Report Status: Pending
Trans #: 21

Total Compensation Reported: $0.00
Total Lump Sum Reported:  50.00
Total Hours Reportad: 0

Summary Detail

Agreement: Municipality - APERS Muni Exception Filter: | Please Select i

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

= [+
L) —  Details Name 55N APERS ID Job Category Plan Pay P

When you have completed all adjustments, click on the Save button.

Adjustment

Apply Cancel
Employer: CITY OF DECATUR Report Type: Adjustment
Reporting 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 ik Uploa
Trans Type: All i Manuai
Payment Status: Open 5 Make
Report Status: Al 0
Tools Activity Date Trans # Trans Type Trans Idantifier Repor
Actions 017202017 219359 Ad). Report 2016-10 APERS Munlicipality F'enl:lin!
Actions 01192017 219355 Ad). Report 2017-01 APERS Municipality Pandin|
Actions 011872017 219357 Ad). Report Adjustmﬂtfm: Payroll Emor Received on Pandi
Actions 110172016 219035 Work Report Work Report 12/012016-12/31/2016 Releag
Actions 1NER2016 218023 Work Report Work Report 11/01/2016-11/30/12016 Releag
Actions 01182017 219182 Adj. Report Adjustment for: Payrell Error Received on Pandin|
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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 workreport.

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

A P [ P S 10707-Your City

>
_Home  Employer Info Rostar Seminars Admin FAQS
Quick Links ©@ News
BTl  cCreste viork Report
Make Payment
@ serify Prior Membership
ﬂ Add Employes

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 b Upiload File - File History
Missing Payroll for Leave of Absence
Fayroll File Impont for Adjustment Repons JW'L

w - 5 =) |
Payroll File Import for Work Reports [

W
Trans Type Trans identifler Repornatus Due Date Balance
P Adj. Report Adjustment for. Late Enrollment Redeivad on Pendin 50,00
E Ad|. Report 201701 APERS Municipality Pendin s0.00
b Work Report Work Report 12/01/2016-12/21/2016 Raleas 11072018 $13331.21

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

Roster Seminars Admin FAQs
| Upload Payroll File Import for Adjustment Reports

1  File Upload !:3 Processing

File Mame: | Browse

-

Import Description: |

Employer Code: 10707 - CITY OF DECATUR |
Reporting Uniit I0: CITY OF DECATUR |~
1 Adjustment Reason: |~
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Step 1: File Upload

APERS Employer Self-Service Handbook

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 thisimport.

Roster Seminars Admin FAQs
| Upload Payroll File Import for Adjustment Reports

1 File Upload f} Processing

I o P

- File Name:
Import Description:
Employer Code:

Reporting Linit IC:

Adjustment Reason:

ljustment Report Import Sample.xis Browse...

10707 - CITY OF DECATUR |

Testing an upload

CITY OF DECATUR |~

[v

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

2: Processing.

oLl

Filz Namse:

i

Import Description:
Employer Code:
Reporting Linit ID:
'i Adjustment Reason:

Testing 2n upload

10707 - CITY OF DECATLIR

CITY OF DECATUR |~
Payroll Emor |V
Ermoneous Membership

Payroll Ermor

Late Enrallmeant

Retroactive Wage Increase

Wage Settlement o
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Step 2 Processing
You will receive a message indicating the outcome of the import.

Toview the details of the import, click on Details.

Upload Payroll File Impont for Adjustment Reports

(1

File Upload 2 Processing

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

Back

Deigis

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

Details
File Name Payroll File Import for Agjustment Repons File Load Date  02/0172017
Impon Description Testan upload
Impornt Status Praocessed Successfully Processing Status Completed
Summary Details
View Rows: Show All Rows b Display Rows: From Ta:
New Row | | Download
Tools SeqMNo  EmorMessage  Import Detail Status Resubmit SEN Apars |d Criginal
Flag
Actions 1 Bypassed SSN APERS | Original
Actions 2 Processed Successiully 001194087 AS506553 1173020
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: Al b Manual
Payment Status: Open o Makel
Report Status: All v
Tools Activity Date~ Trans# Trans Type Trans Identifier Bepor]
IA;;ugn& 02012017 219388 Ad). Report 2016-12 APERS Municipality Peandi
Actions 1202017 219362 Ad). Report Adjustment for; Late Enrollment Received on Pendi
Actions 017202017 219363 Adj. Report Adjustment for: Erronecus Membership Receiv...  Pendi
Actions 017202017 2193564 Adj. Report Adjustment for: Late Enroliment Received on Pendi
Actions 01192017 219358 Adj. Report 2017-01 AFERS Municipality Pandi

Arkansas Public Employees RetirementSystem
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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 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:

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 Existsfor
Unreleased Report

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

An unreleased work report exists
for the same period.

Report Start Date Already Existsfor
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 workreport
for this reporting period has
already been released.

Report Start Date

If reportstart date is more than
30 days after current date

The employer user cannotcreate
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 greaterthan
report stop date

Start Date cannot be after thestop
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 fieldis
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).

Home Employerinfo  Account  Roster  Seminars  Admin FACS
N Lt -
Uptoad Payroll File Import for Work Reports
i .
Results
The uploaded file has an error, please click on the Errors button below to visw the errors in the file.
lose Back

Errors
iy
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Clicking the Error button brings you to the Details screen. You will see the error listed. For more information
about the error, click on the Action button and select Show Errors.

Details
Save Cancel
File Hame Payroll File Import for Work Reports File Load Date 101772016

Import Description  Test For Errors

Summary Detalls

View Rows: Show Problem Rows w

Display Rows: From To:
MNew Row | | \abdale | Process | Download
Toolks SeqNo | Emror Message | Import Detall Status i;_i”bm't PayCheck Date S5N
_A.cr_ﬂ 4 Paycheck Date Mot Processed Due o E 107312018 153608

nowEmorsg.
L)

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.

Import ErTors and EXcephions

Cloge
=
Impeart. Payroldl File import for Work Reports Comment.  Test For Errors
It b 2726
Import Status! Processed With Errors Created By: ESS_TRAINING on 101720168
Processing Status: Processed with Emmors Updated By: ESS_TRAIMING on 10/17/2016
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 yourchanges.

Details

Save Cancel

File Name Payroll File Import for Work Reports Fie Load Date 101172018
Imgeort Description  Test For Errors

Summary Details

View Riows: Show Problem Rows v Display Rews: From T

Mew Row | |Vabdate Process | | Download

Jools SeqMo  Error Message | Import Detad Status Resubmit PayCheck Date
Flag

Actions 4 Payeheck Date... Mot Processed Dueio E VE

S5N

% I Iusasvue
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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 File Import for Work Reports
Import Description  Test For Errors

Summary Details
View Rowes: Show Problem Rows »

Mew Row | | \Valdale | | Proces ownioad

"
Teok SeqMNe | Emor Message

File Load Date 101772016

Display Revwes: From

Import Dietall Status Resubmit PayCheck Date S5
Flag
Actiong 4 Paycheck Date... Mot Processed Due i E o NE02016 153506
The error message will clear. Click on Close to return to the Account screen.
Details
Edit
File Mams Payroll File Import for Work Reports File Load Date 10172016
Import Deseription  Test For Errors
Summary Details
view Rows: Show Problem Rows - Display Rows: From
Mew Row | | Download
Tools Seq Mo | ErrorMessage Import Detail Status Resubmit PayCheck Date SEN
Flag
The corrected file will appear in the work report list for submission.
Home Employer Info Account Roster Seminars Admin FAQs
Account
Micknams=: 10707-1 Your Oty Upload File -
Trans Typa: All .t Manusl Report -
Payment Status: Open G Maks Payment
Report Status: &l .
Tools Activity Dote Trans & Trans Type Trans ldentifier Report Status Oy
Actions 1012018 218772 Adj. Report 2015-02 APERS Municipality Submitted
Actions 218794 Work Report Work Report: 10001/2018-10/3172016 Submitted 1
Actions 218853 Work Report Work Report: O7/01/2018-07/31/2016 Submitted D&
Actions OE/26/2018 216721 Work Report Work Report: D8¢01/2018-08/3002016 Submitted 10
Actions OB/AOTIZ0NE 216701 “Work Report Work Report: DB/D1/2018-08/3112016 Submitted 0&
Actions 10172016 216726 Work Report Work Report: 11/01/2018-1 1/30/2016 Pending 12§
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Submitting an Adjustments Work Report

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 an adjustment report to
APERS forprocessing.

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

A P [ R C; 10707-Your City

L
-
_Home  Employer Info Roster Saminars Admin FAQs
Quick Links & HNews
D Create ‘Work Report
a Make Payment
E-} 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.

[ Ricknams: TIOFO7-T CITY OF DECATOR. 1T Upicad Fie =
Trams Type: 2l ¥ Manusal Report -
Payment Status: Open > Meke Payment
Report Status: All b

Tools Activity Date Trans £ Trans Type Trans identifier Report Status Oy
2Actions LE] 016 218853 Work Report Work Report: OT/012016-077212018 Subrmitted 08
Actions 218701 Work Report Work Report D8/01/2016-087312016 Submitted 05
Actions 216772 Adj. Report 2015-02 APERS Municipality Pending

Actigns 2168791 Work Report Work Report: 09/01/2018-D83002018 Pending 10

Transac;un Summary :
Apply Payment
Report Datails
|1 Submit Report . [
Delete Report
Line tems
View Bill
Create Ad] Report
Pay this Transaction

A confirmation message appears asking you to confirm submission. Click on Yes to continue submission or Noto
cancel submission of the report.

Tools Activity Date Trans & Trans Type Trans identifier Report Staivs Dy
fctions  DBAOT/2DIE 218553 Work Report Work Report: 07101/2016-07/31/2016 Submited 08
Actions DaTIZE 216701 Work Report Work Report: DN 2018-082172018 Submitted 0y
Acfions  0GAIG/A2016 216772 Adj Repor COMTM Pending

| 4 ‘? Al You SUre you Want 1o submi this work i H
Actions  DBAG2016 216781 WorkRepd &/ repori® Panding 10)

w
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Once you confirm submission, the status updates to Submitted and a confirmation message displays.

i

Acfions

1

J

Activey Date
08AIT2016
DEZEROIE
0S/ITIZD16
DS/EZ016

Trans # Trans Type

218853 Work Report
316791 Work Report
216701 Work Report
216772 Ad]. Report

Message
i J The s=lected work report was submitted successfully

Trans identifier

Work Report: 07/01/2018-07/312016

| Work Report: DSI01/2016-D3/30R2016
Work Report GRI01/2016-D8/31/2018

2015-02 APERS Municipality

OK

0

Report Status Dyl

Submited 0
Subritted 104
Submitted o
Pending

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

Nickname:

rans Typa:

10707-1

Payment Status:

Report Status:

Ativity Date

08IOT/2018

02/26/2016
DTG

DS0E206

Oy OF DECATUR

Trans g Trans Type

216853 Work Report
216791 Work Report
216701 ‘Work Report

216772 Adj. Report

Trans identifier

Work Report: O7/01/2016-07731/2016
Work Report: 02/01/2016-090302016
Work Report: D8/01/2018-0831/2016
2015-02 APERS Municipality

> Upload File -
Manual Report -

Make Payment

Report Status Du

Submitted Dé
Submitied 104
Submitied :} =

Pending

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

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.
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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 Roster Seminars Admin FAQS

Quick Links ©@ News
Create Work Report
Make Payment

verify Prior Membership

2] oo Ji

Add Employes

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: 10707-1 QITY OF DECATUR t} Upload File =
_ o 10707-1 CITY OF DECATUR >
rans Typs: Il Manual Report -
Payment Status: Open » Make Payiment
Report Status: Al v
Tools Attivity Date Trans 2 Trans Type Trans identifier Report Status D
Aetions QooTRZE 216853  Work Report Work Report: O0T/01/2016-07212018 Submitted Das
Actions 0262016 216791 ‘Woerk Report Work Report: 09/01/2016-09030/2016 Submitted o
Astion o0B2018 216772 Adj. Report 2015-02 APERS Municipality Pending
Actions o0720ME 216701 ‘Work Report Work Report: 0B/01/2016-0873172016 Subrmitted 0
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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 TransactionType:

o All

¢ Adj [Adjustment] Report
* Interest

e Payment*

¢ Work Report*

¢ All Work Reports*

Filter by Payment Status

o All
¢ Closed
e QOpen

Note that you can use these filters torefine
results produced by the Transaction Type:
Payment filterabove.

Filter by Report Status

o All

¢ Pending
e Submitted
e Released

Note that you can use these filters torefine
results produced by the Transaction Type:
Report filters above.
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Home Employer Info Account Roster

Account

Nicknams: 10707-1 OTY OF DECATUR

Trans Type: |
Al

Payment Status:

Adi. Report

All Work Reports

Intersst

Report Status:

Payment
Tools Activity Dol Transfar

Work Report
2clions 08072016 210003 VRO TP

/262016 216791 Work Repaort

216772 Adi Report

216701 Work Repart

Seminars Admin FAQ

Trans ldentifier

wWork Report OT/01/20
Work Report: DS01/20
2015-02 APERS Munic

Work Report: DR/D1/20

Home Emplayer Info Account Roster

Account
hickname: 10707-1 OTY OF DECATUR
Trars Type: &l

Payment Status: |

A8
Report Status:
Oosed
Held
Tools Activity Dal&.cﬁn S e e
[+ vl 218833 Work Report
087262016 218791 Work Report

216772 Adj. Report

Seminars Admin FAQ

v
[} Frans Identifier

Work Report 07/01/20
Work Report 02/01/20

2015-02 APERS Munic

Home Emplayer Info Account Roster

Account
hickname: 10707-1 OTY OF DECATUR
Trars Type: Al
Payment Status: Open
Report Status: |
al
Pending
Tools Activity Dasll Syubmitbed
Rekased
Lgtions 0LAOT20E FTESS S T ROTE FEpOoTT
Actions 08262016 216791 Work Report

218772 Adj. Report

218701 Work Report

Seminars Admin FACH

R

[rans Identifier
-

Work Report: 07/01/201
Work Report 02/01/201
2013-02 APERS Munici

Work Report 08/01/201
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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 Rostar
Account
Nicknamsa: 10707-1 Ty OF DECATUR
Trans Type: A
Payment Status: Open
Report Status: Al
Tools Artivity Date Trans 2 Trans Type
- 5 0S0T2ME 216853  Work Report
Agtion DS2E/2016 216751 Work Report
Actions DHOTIZ0NE 216701 ‘Wark Report
sctions D9MB201E 218772 Adj. Report

Seminars Admin FACs

Trans ldentifier

Work Report: 07/01/2016-07/31/2016
Work Report: 09/01/2016-0930/2016
Work Report: DBAD1/20718-08731/2016

201502 APERS Municipality

W

Upload File -
Manual Report -

Ivake Payment

Report Status Oy
Submitted 084
Submitted 10
Submitted 09
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 Employer Info Account Boster
Account
Nickname: 10707-1 CITY OF DECATUR
Trans Type: Al
Payment Status: Open
Report Status: Al
Tools Activity Date Trans 2 Trans Type
Alions oo0T2Me 216653 'Work Report
Lstions DS/26/2016 216791 Work Report
Artinng nANTMA 216701 'Work Report
Actions DRf0B201E 216772 Adj. Report
Transaction Summary 4}:]
Report Details
Submit Report
Delete Report

Seminars Admin FAGQs

Trans identifier

Work Report: 07/01/2016-07r3172016
Work Repoft: 09/01/2016-0930/2016
Work Report: D8/01/2016-0873172016

201502 APERS Municipality

Upload File -
Menual Report -

Make Payment

Report States Drie
Subrmitted Das
Subrmitted 10
Subrmitted o9
Pending

Arkansas Public Employees RetirementSystem
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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 Accountscreen.

A P [ R S 10707-Your City

Home Employer Info Roster Seminars Admin FAQS

Quick Links © News
ET]  cCreste viork Report

a Maks Bayment

J.; serify Prior Membership

ﬂ Add Employes

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

I.&ccnunt Roster Seminars Admin Facs
O™y OF DECATUR b Upload File - File History
B
B Manual Report =
T Make Payment Payment History
rans Trans Type Trans Identifier Reéport Status Due Date Balance q
216653 ‘Work Report Work Report: 07/01/2016-07/31/2016 Submitied DB0S2016 $0.00
216791 Work Report Work Report: 08/01/2016-08/30/2016 Submitted 1oMz0e 0.00
e i

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

File History
Closs

Import Defindtion: b Date Range: 08/30/2016 [3 7o 05/29/2018 5
Status: »

Tools Import Header Process Flag Inserted Date Import Defindion  Import File Hame Status File

= Dascription

Lctions 2685 Completed OHO7T2016 Pajyroll Fiie Im...  payroll ESS Import- ... Processed Su... 090
Actions 2688 “alidated 0072016 Payrol Fiie Im...  payroll ESS Import- ... ‘aldated Succ... 09/
Actions 2651 Processed wit... DHO72016 Payroll Fie Im...  test ESSimport- ... Protessed Wi, 09
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You can filter the records by their Import Definition:

e All

e Missing Payroll for Leave of Absence

¢ Payroll File Import for Adjustment Report

¢ Payroll File Import for Work Reports

You may also filter based on the Status of the
work reports listed:

Not Processed
Validated Successfully
Validated with Errors
Processed Successfully
Processed with Exceptions
Processed with Errors
Voided

Approved

Uploaded Successfully
Uploaded with Errors
Reverse Successful

Reverse Error

AASIS Employer User

File History

Closs

Import Defindtion:

| -

a L

Date Rangs:

Import Definikion:

Stakus:
Tools Irmport
id=

Status:
Mesing Payroll for Leave of Absence

Togls ];r'-pcrl Payroll File Import for Adjustment Reports 1 Defni
P ile 1 AT 1 e

TR ayrall File Import for Werk Reports m——
Prospective Employees Prior Service Cost

Actions Pt B 1 TS Fayrod File Imy

Actions 2651 Protessed wil. . OHOV2D16 Payrod Fiiz Im

File History
Closs

4

Mot Processad

Valdatad Successfully
Validated with Exceptions
wahdatad with Emors
Processed Successfully
Processed with Exceptions
Processed Wikth Ermors
\ioided

Approved

Unlkoaded Succassfully
Unloaded with Error
Rgverse Succassiul
Reverse Error

Date Range:

Import Definiicy

Payred Fiie [m.
Payred Fii Im.

Payrol Fiie Im.

You may also filter based on a Date Range by selecting the beginning and ending dates from thedrop-down
calendar.

Status:
Toals

Actions
Actions

Actions

Closs

File History

Import Defindtisn:

Impot Header
id~

Process Flag

268% Completed OO0

2688 \alidated DSTR201E

2651 Protessed wil. .  OHODV2D16

Insarted Date:

Date Range:

Import Definition
Payrold File Im..
Payrod Fiie Im..

Payrod Fiiz Im..

Ton 09252016 3

:

4 5 6 Status
12 13

18 19 20

25 26 27| Vahdat

Processad Su... DS

Protessed Wi, D9/

ed Suce... D9N

Arkansas Public Employees RetirementSystem
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File History
Close
Import Definition: b Ciats Rangs: 08/31/2016 @ To: 09/30/2016 3
Status: hF
Tools Import Header Process Flag Inserted Date Import Definition | Import File Mame Status File
Idw Description
Actions 268% Completed Payroll File Im...  payroll ESS Import-...  Processed Su... DS
Actions 3 \alidated Payroll File Im...  payroll ESS Import - ... Validated Succ... 09/
Actions 2651 Processed wit... : 0907/2016 Payroll File Im... : test ESS Import - ... Processed Wit... 05/
| validate |
Details ‘{F—n)
Process ‘
| Download |

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 notbeen

processed.
Details Displays the details of afile.
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 recordsthat
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:

¢ Proof of re-employment by an APERS agency.
¢ 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 Payfor a USERRA purchase
¢ 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.

A P E R ‘?‘)‘ 10707-Your City

Home Employer Info Roster Seminars Admin FAQs
-

Quick Links & HNews
ET]  Creste Work Report

Make Payment

[IE ferify Prior Membership

ﬂ 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 30.
2017-01 APERS Municipality Pending $D.]

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

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

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

FDGCUMents
Aftach a Document
Too Attach File [=]| 3 Cn
Acti Select the type of document you want to attach: File Exchangd] |v JA
Acti Filename: Doctn & el
] | File Exchange [hy |
Aetl Dascription: " sM.
Actl Comments: =2
Acti SrL
Upload Document Cancel
In the Description field, enter “DD 214.”
bo Attach File 1
Lti  Selact the type of document you want to attach: File Exchange |v
Lt Filename: Browse...
L Description: |lop 214 |
L Comments:
1i

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 usingthe standard
paymentprocedure.
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COMPASS ESS Reports

There are a number of reports that are available from COMPASSESS:

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

A P [ R E;;‘ 10707-Your City

Home Employer Info Roster Seminars Admin FAQS

Quick Links & HNews
Create Work Report
Make Payment

ferify Prior Membership

2] jods

Add Employee

From the Account screen, select 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 FAQs
Trans Type: All i
Payment Status: Open B
Report Status: All it
Tools Activity Date Trans # Trans Type Trans ldentifiera
= Export 3

Adjustment for: Erroneous Membership H

& Revert Settings
8} Advanced Sort

219337 Adj. Report
218182 Adj. Report

Adjustment for: Payroll Error Received or

Enrcllment Billing Premium Report for Employer

oll Error Received or

I@ Reports  p,. b!
5 Refresh

Actions 11172016
Actions 1117/2016
Actions  11/16/2016 Employer Contributions Summary Report

Actions 11/01/2016 219035 Work Repaort Work Report: 12/01/2016-12/31/2016

1 calcs from 08-NOY

Employer Payment Submissicns Summary Report

Contributions Detail Report 1 calcs from 05-NOV

Work History Exceptions Report 2016-10/31/2016

2016-11/30/2016

AVAILABLE REPORTS
The following reports are available for a transaction record.

Enrollment Billing Premium Report for Employer - (TBD)
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Employer Payment Submissions SummaryReport

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 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 actualaccount.

Contributions Detail Report
This report provides employer and employee contributions detail by member. The purpose of this report isto
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 actualaccount.

The reports are in a PDF format and can be downloaded or printed from the viewingscreen.
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Employer Administrators

AASIS Employer Administrator 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
AASIS Employer Administrator and will be able to perform all COMPASS ESS functions, including those
assigned to other roles:

AASIS Employer Administrator Functions
e User Creation in ESS

e User Registration in ESS

¢ Maintaining an Employer Address

¢ Maintaining Employer Contacts

AASIS Employer User Functions

¢ Viewing a Member Roster and Member Information

e Review Employee Information

¢ Uploading Documents for a Member in ESS

¢ Creating an Adjustment Work Report Manually

¢ Uploading a Payroll File Import for AdjustmentReports

e Correcting Errors in an Import

e Purchasing USERRA Service on Behalf of an Employee

¢ Producing Contribution, Payment, and ExceptionReports

74 Arkansas Public Employees RetirementSystem



APERS Employer Self-Service Handbook AASIS Employer Administrators

Creating New Users

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

From the Home screen, click on the Admin tab to get to the Administrator screen.

A P E R 5 10707-Your City
-

Home Emplwerlnfo Roster Seminars Admin FaQs

o
Quick Links & HNews
BTl creste viork Repont
S
Make Payment

E;: ferify Prior Membership
t add Employese

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

Home Employer Info Account Roster Seminars Admin FAQsS
Admin
Filters Actions
Nickname: Al b
ALK
]
Search: X
Status: Al b Show Unregistered Users:
Tools User Name Full Mame Status Created On Registered Email
Actions ESS TRAINING ALCOIN, JON Active 0S/23/2016 Yes
Actions JOMDOE DOE, JOHM Active 09/07/2016 Yes JOoe@dum
Actions LSEYMOUR SEYMOUR, LARRY Active D9/0TI2016 Mo 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.

e Ty hrrnurﬂ- Mr m .ﬁm :nrﬂ
| Add User
Admin
Filters )  Accountinfo € Acce=Tnfo B creste user
Nicknams
Search: Please enter the new user's name
Status:
First Name: John |
Tools | Last Name: Do |
Actions
Actions 3
.
Aﬂ.n.n
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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 Emnlnuar Infr Arrnaiint RPretar Qominare Arlmin FAMe
| Add User
Admin
Fiiters 1 Add User E-:e Account Info :?_,. Access Info ":E: Create user
Nickname
Search: Please enter the new user's name
Status:
First Name: ohr] |
Tools Last Name: Doe |
Actions
Search
Actions
P ore Please select the new user from the list below, If the new user does not exist in the list below, click Mew.
Tools MName 35N Address
Actions
Mo matches found
Actions
Actions Cancel I Neg].m

Step 2: Account Info
On the Account Info screen, enter the following information:

¢ 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, COMPASSESS
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
Filters '?3 Add Liser E'_E_: Access Info -3:' Create user
Nickname
Search: Please enter the following information so that the new user ¢an register and creste the account.
First Mame: John |
Status:
Last Name: Doe |
L:r = 5
= ser JDoe2016 |
Actions E Mail: joninark@gmail.com |
Actions Enter the following information:
| Actions
; Work Phone: 501-682-7800 Ext:
Actions
Actions
Actions
Back M
| Actions aﬂ'}
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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 reportinggroup.

For Security Profile, select AASIS Employer User:

| Add User
Admin
Filters 1 J{ Add User “‘ Account Info ,.;f'\ Create user
Nickname:
Please select the user's account eccess:
Search = ! :
* Employer including all Reporting Groups
Speci i =
e Specific Reporting Groups under the Employer
10707-Your City (Employer)
10707-1 aTY OF DECATUR
Tools
Actions Please select only one security profie below:
P Employer Administrator - Employer Administrator - Access to perform HRY/Payroll functions as well as maintain User Account)
ions
e HR User - HR USER. - Access to maintain the selected Reporting Unit's Employes Information
ctions
o Payroll User - PAYROLL USER - Access to submit compensation information and make payments for selected Reporting Unj
Llons
HRJ/Payroll User - HR/PAYROLL USER - Access to perform HR/Payroll functions for selected Reporting Units
Actions
i Back I 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 youentered.

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.

¢ Add User x i
Admin
Filters | ,:’ Add User £} Accountinio ‘J\ Access Info 4  Creste user
Nickname:
Piease confirm the details below.
Search:
First Name: odin
Status: Last Name: Dioe
User: Doe216
Tools ) E
: E Mai: joninark
Artipns |
Suhrs Date of Bith: DS ST i
Astipns APERS ID:
Artions Work Phons; Ext:
Attinng Acopunk Access: Access to Empleyver including all accounts ]
Actions Security Profile: HR User - HR USER - Access to maintain the selected Reporting Unit's Employee Information
Actions Partner Access E
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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, J0M Active DN2I2016 Yes
Actions  JDOEX016 DOE, JOHN C. Active 1NOTR016 No joninarkiaf
Artions JONDOE DOE, JOHM Knghen ARnTEE L JDoe@dun
= Message
M Lse R SEYMOUR, L \-\iJ An lEmE'! was sent 1o the user to complete the
Actors  MHUGHES HUGHES, Mé registration prog mrih
Agtions  MRHUGHES HUGHES, M oK
Aetions  TEPIPPINS PIPPINS. TONYE Letive 02050016 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 Doe

o

Subject: ESS_USER_VERIFICATION

i i i e e A ey

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:www.apers.org/?*7 3494959 ajfdnfgnwuih4finfid|91234igjgo

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 FAQSs
Admin

Filters Actions

Nickname: All w And User

Search: *®

Status: All ¥ Show Unragistarad Usars:

Took Usar Mame Ful Hame Status Created Cn Registered Email
aciiang ESS_TRAINING ALCOIM, SO Lrtive OH232016 VES

Actions [ JOOE20ME DOE, JOHN C. Active 10072016 he joninark@g
Attions JONDOE DOE, JOHN Active D072018 fes JDoe@dum
Actions LSEYMOUR SEYMOUR, LARRY Active D072018 No LEe*yrr!oucg
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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 openthe

Employer Information box.

A P E R S 10707-Your City
Home Employer Irfo Account Roster Seminars Admin FAQs

Quick Links 6 News

: Create Work Report

m IMake Payment

El “erify Prior Membership
ﬂ Add Employee

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

Home: Employer Info Account Roster Seminars Admin FACS

Employer Info

Change.
El
Demographics

Employer Number: 10707 Name: vour City
Tax MNoc SHO8TI243 DEA: Your City
Status: Ative Type: Municipality
Mailing: 141 OITY LANE Work Phone: {501} 553-0412
City AR 72722
Primary Email: Y OF @dunmn
Fax Work: (870) 435-2435

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

Change

De oy
o8 Empioyer info
Employa Demographics

Tox Mot employar Mumber: 10707 M Your

SRS Tax ho: 999872343 DBA: Your ¢

: Status: Acthee Y Type: Municig

Mailing:

Mailing: 141 CITY LANE & Work Phone: e

Tty 42 72723 Vork Phons: (501)

Physical: Primary Emai: 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 Addresswizard.

Demog _~°
% Employer Info
Employs Demographics
Tax Mot Employer number: Name: Your ¢
Status: Tax No: DEA: Your
. Status: At e Type: Munic
Mailing: 3
Mailing: ;:b: ?2':"*‘125 d Work Phone: (501
Physical: el Primary Emai: aTy
Fax Work: (870
Web Address Wark:
Repor
Tools Cante] Sj‘h’-ﬁ

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

LAl

Tax No: 595572343 DBA: vauI
Status: Bt ¥ Type: Muni
Mailing:
s 141 CTTV | SeE s
Edit Address prass
Physicals Irvalidate Address
(B
Print Address Label ok
Fax Work: )
Web 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 youragency.

Edit Mailing Address

*®
10707
Ok Close Copy-

999999999

Inserted By: srussell on 11152016
Active

Country: Ls |V
141 CITY LANE Zip: 73722 |
CITY AR 72722

Address 1: 141 CITY LANE

Address 2:

City: CITY
State: ARKANSAS h
Effective Date: | 02/13/2017 Iz
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On the Confirm Address Change Propagation screen, choose the reporting groups that will be affected by the
address change. Click on the OK button tocontinue.

Employer Info
Demograpl Confirm address change propagation

Employer N OK Cancel

Tax No: If you would also like to make the same address change to any of the records below, please check e
you would like to be changed and click on the OK button:
Status:
[¥] Mame Role Existing Address
Mailing: [¥]: 10707-1 CITY OF DECA... Reporting Group 1116 SULPHER SPRINGS RCAD, DECATU
Physical:

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.

Name: CITY OF DECATUR
DBA: CITY OF DECATUR
Type: Municipality v
Primary Phone: (870) 565-5177 Ext: ,(?0
Secondary Phons: Ext: {?
Primary Email: CITY OF@dummy.cam prd /)
Fax Work: (870) 793-8831 &0
Web Address Work: Vg
L
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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 B Please verify and click 'Confirmy to permanently save the thenges

T No: Demographics
Status: Employer Numbsar: Manme:
Tax No: ety ? k! DA
Mailing:
oo Status: e Type:
Malling: Work Phons:

Frimary Email:

Fax Wark:

e |

Reporting
| Cancel Back Confem |

Dol OV OEDECITIR A7

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 FAQS
Empleyer Infe
Change
Demographics
Employer Mumber: 10707 Name: Your Clty
Tax Moz SGSETII43 DB~ “our City
Status: Active Type: Municipalty
Mailing: 141 CITY LANE Work Phone: {501) 553-0112
City AR 72722
Primary Email: Your ChyGarkal
Fax Work: (870) 435-2438)
Reporting Group
Tools Nikname Reparting Group Mumber Balance
Diiails CITY OFE DECATUE 107071 ala]
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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.

[y 10707-Your City
APERS,

Home Employer Irfo Account Roster Seminars Admin FAQs

Quick Links 0 News

= Create Work Report

é Make Payment

|£l 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 FACS

Employer Info

Change.

Demographics

Employer Number: 10707 Name: ‘four City
Ta N BOOATI43 DEA: Your City
Status: Active Type: Munizipaley
Mailing: 111 CITY LANE Work Phone: (501} 593-0412
City AR 72722
Primary Email: Q7Y OF @dunmin
Fane Work: (870) 435-2436

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.

Fame: Your City
DB our Tty

i Type: Municipality v
Work Phone: {501) 583-0412 Bt [123
Primary Email: I_'four.&r:@arkar-sas.gm| e -
Fax Wark: (870 435-2438 -

Web Addrass Waork:
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You can also click on the Edit button next to the field you wish to edit.

Name: Your Gty
DEA: Your ity
Type: Municipakty

Work Phone: [501) 593-0412
Primary Emai:
Fax Work: (870 435-2438

Web Address Work:

Ed: (123
‘9

j' _-nzt;;.'; 1

lete

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.

T TNy
= Primary Email
“ Waork Phnr Close £
;\./S" PYMRH L Contact Type: Primary E ¥ 0
FaxWork primary Emait CTY OF@dummy.com] I "’él L
Web Addnt primary: ” 7
Contact Source: Employer b
Save
Click on the Save button.
Mame; CITY OF DECATUR
DBA: CITY OF DECATUR
Type: unicipalit Ed
& Primary Phone: (870) 565-5177 Ext: &0
o Secondary Phons: Ext: £ 3
£
Primary Email: CITYOF@dummy2.com ok}
Fax Work: (870) 793-8831 )
Web Address Wark: &
Save
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A message will pop up asking you to confirm your changes.

Employer Info
Please verify and click "Confirm’ to permanently save the changes.
Demographics
Employer Number: 10707 Name:
Tax Mo: 94999999499 DBA:
Status: Active Type:
Mailing: 1310 CLIFTON APT E2 Primary Phor
DECATUR AR 72722
Primary Email
Physical: 15612 VALLEY RD
Deacatur AR 72754 Fax Waork:

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

Employer Info
Change
Demograpl Employer Info
Employer Ny Fhease verify and click "Confirm’ to permanently save the changes.
Tax No: Demographics
Status: Employsr Numbsar: 10707 Mame:
Tax Mo: 09972343 baa:
Mailing:
fing Status: Type:
Mading: wWrk Phans:
Prirmary Email:
Fax Works
r—
Reportini
Cancel Back Confirm
Togls
Your changes will appear on the Employer Info screen.
Mame: CITY OF DECATUR
DBA: CITY OF DECATUR
Type: Municipality
Primary Phone: (B870) 565-5177 [ /]
Primary Email: CITYOF@dummy2.com
Fax Work: (B70) 793-8831
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GLOSSARY OF TERMS

Browser A browser is an application program that provides a way to look atand
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

¢ Employee (EE) contributions, which are deducted fromthe
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 wouldbe
name, address, and 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 serviceretirement.
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.

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 asfollows:

e Regular

e Civilian Firefighter
e State Capitol Police
e Wildlife Officer

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), disability retirees,
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 effective date of the employee’s pay. Normally, this date is
the Friday following the end of the pay period.

Payroll Processing Date This is the date that payroll is processed. Normally, this date is

scheduled for the Monday following the end of the pay period.

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 stated 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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