1

Welcome!
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What is the Employer Web? The Employer Web is the portal that employers will use to
transmit member data to PSERS. The link for the Employer Web can be found on the PSERS
website on the right side of the main banner. You may also access the Employer Web
through the Employer tab on the website if you continue to the bottom of the main
Employer page and select the blue square entitled Employer Web.
Through the Employer Web you will be able to upload or manually create/correct Member
Demographic information and Member Contract Records. A work report is a listing of all
wages earned by your eligible school employees within a given month. Work reports can be
created manually or can be submitted by uploading. Many payroll software programs will
generate a report for you so the task is easier. On a monthly basis you are required to
upload a work report containing the salary totals for all employees of your district,
excluding persons who are prohibited from membership. For example, an employee who
has waived membership or who renders service in a role as an exception to the Return to
Service process as an annuitant.

Member Contract Records provide a way to define the position(s) in which each
employee works. Work history adjustments are made to a member’s account when it is
realized that the correct information was not properly transmitted to PSERS.
If you are new to PSERS reporting, or know you will have someone new in the office who
should learn how to use the Employer Web, please reach out to your ESC representative to
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schedule a training. PSERS suggests that you have more than one person in your office who
is familiar with how the Employer Web works to promote continuity of reporting in the event
your primary person is out of the office for any length of time. Most trainings are done via
online and run about 1½ hours. This provides an overview of the resources available to find
information and instructions on how to use the various Employer Web tabs.
Frequently ESC receives calls because the buttons appear grayed out on the Employer Web,
disabling the employer from being able to log into the Employer Web. One reason this may
happen is if you are not using Internet Explorer as your browser. The Employer Web will not
work with any other browser. Another reason may be a compatibility view setting issue. To
check if this is an issue, you need to access the “Tools” tab at the top of the browser screen.
Listed about halfway down that tab is “Compatibility View Settings.” Once selected, you may
need to add the websites pa.gov or pa.state.gov so all sites redirect to the current site
successfully. The box for “Display intranet sites in Compatibility View” should be check
marked before you click the closed button. This could be an issue if you’re received a new
computer recently, or if any system changes took place that altered the previous redirection.
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Upon arriving, you received a copy of the administrator and user accounts PSERS has on file
for you. Please review the persons listed as administrators and users on your district’s
contact sheet. This is PSERS’ effort to ensure contact information is up to date and that
only persons who are authorized to access the Employer Web are doing so. This
information should be updated as soon as there is a change in the personnel that have or
need access to the Employer Web.
Persons with administrator accounts can create users under them who can also access the
Employer Web. Administrators can restrict access to areas that users can utilize within the
Employer Web. For example, administrators could set user capability so they can maintain
member demographic and contract record information, but restrict access to uploading
work reports. Administrator accounts have access to all aspects of the Employer Web. If
you need to add/delete an Employer Web administrator account, please complete the
PSERS Employer Security Administrator Authorization (PSRS‐1270) form available today.
Ensure the contact information PSERS has for specific roles within your business office is
current, such as the monthly reporting person and business manager. Correspondence is
sent to district personnel based on the role they are assigned in our system; we want to be
sure that the correct person is receiving letters, bulletins, and notifications. School district
address changes or district personnel role changes should be updated through the
Employer Web as soon as possible since PSERS staff relies on this information on a daily
basis.
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We hope that you enjoy today’s presentation and learn more about the rules and policies
that are questioned most often relating to Membership Eligibility, Membership Waivers,
Part‐time Reporting, Class T‐F Election process, and Coaching.
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Before we get into the some of the nuances of what to report to PSERS, we need to ensure
everyone understands the basics starting with eligibility.
Employment type (full‐time or part‐time) is a key element in determining PSERS
membership eligibility.
For PSERS’ purposes full‐time employment is defined as:
• Salaried=works at least 5 full days day per week
• Hourly= works at least 25 hours per week not including overtime hours
• Per Diem=works at least 5 full days per week and is hired and paid on a daily
basis
• Adjunct=works at least 30 credit hours in a fiscal year
A workday must include a minimum of 5 hours to be considered a full workday.

Membership eligibility is discussed in Chapter 2 “Membership—Mandatory, Optional, and
Prohibited” in the Employer Reference Manual.
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Part‐time employment is defined as:
• Salaried=works fewer than 5 hours per day
• Salaried=works 5 or more hours per day, but fewer than 5 days per week
• Hourly (hired and paid on an hour‐to‐hour basis)=works less than 25 hours a
week
• Per Diem (hired and paid on a day‐to‐day basis)=works fewer than 5 days per
week
• Adjunct=works fewer than 30 credit hours in a fiscal year
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Any full‐time or salaried employee qualifies for membership from the first day of rendered
service. Part‐time hourly or per diem members must render 500 hours or 80 days within a
fiscal year to qualify for membership.
With “Once Qualified, Always Qualified,” once a part time hourly or part time per diem
employee has met the 500 hour or 80 day requirement, they will be qualified going forward
unless they are subject to a break in membership. Employees who have a break in
membership must re‐qualify, even if they have qualified in the past, unless they are a
vested member. For more information on vesting rules you can refer to the PSERS website,
active member handbook, or contact your local PSERS regional office.
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Membership is retained in PSERS until there is a break in membership. This is how PSERS
defines a break in membership.
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There are different employer types:

• Mandatory schools
• Community College/Universities 8301(a)(1)
• Charter Schools
Membership is mandatory for full‐time employees that work for:
• A School District.
• Vocational‐Technical School or Institute.
• Intermediate Unit.
• State Board of Education.
• Pennsylvania School Boards Association (PSBA).
• Berks County EITB.
• Lancaster County Academy.
• Overbrook School for the Blind.
• Pennsylvania School for the Deaf.
• Thaddeus School of Technology.
• Western Pennsylvania School for the Deaf.
• York Adams Academy.
As a mandatory employer all full‐time and part‐time employees should be reported unless
they fall into an exception as will be presented a little later in the presentation which
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includes:
• A part time employees that is waiving membership.
• A retiree who is working within an exception of the Return to Service rules in an
emergency capacity, fulfilling a shortage of personnel or has an extra‐curricular
activity position.
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The next type of employers are Community Colleges and State Universities.
An employee who works for a community college or state university 8301(a)(1) employer
will have a one‐time election available to them to elect membership with another
retirement plan if they qualify to participate in that retirement plan. This could be SERS,
TIAA, or another PSERS’ approved alternate plan sponsored by the school. Once your
employee’s election is made for this employer type, they must always be part of that type
of plan while a member.
If an employee does not qualify to participate in any other retirement plans offered by your
school, they will default to PSERS for membership. This particularly applies to part time and
adjunct staff.
A employee that defaults into PSERS because they did not qualify for any other retirement
plan within the initial fiscal year hired will remain in PSERS until there is a change in
position or break in service. Upon entering into a new position that is qualified to elect a
retirement plan, that employee would then have the option to exercise their one‐time
election.
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If given a choice, an employee who works for a charter school may also make a one‐time
election to participate in PSERS, or another approved retirement plan if that school offers a
selection of plans. An employee who makes an election for this employer type must stay
within that type of plan if they work for other charter schools, unless that type of plan is
not offered. If the charter school only offers one retirement plan, the member must be
part of that plan.
Alternate plans offered by charter schools must be approved by PSERS. If an alternate plan
exists but members do not meet the qualification for that plan, they must default to PSERS.
If the terms of the plan change (name change or merger of school, modification of
contributions, or who the plan covers) the modified plan must be submitted to PSERS for
approval.
Additional information specific to charters schools can be found in Chapter 16 “Charter
Schools” in the Employer Reference Manual.
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Part‐time employees who are not already PSERS members may choose to waive
membership. This membership waiver applies only to part‐time members in their initial
year of qualification for membership or after they have had a break in service. These part‐
time employees can be salaried, hourly or per diem. We will define break in service
momentarily.
An employee would not be eligible to waive if they work full‐time with another employer
or if the employee is employed by you in multiple positions that would equate to a full‐
time position. (Greater than 5 hours per day, 5 days per week, or exceeding 25 hours a
week.)
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A break in service is defined as the termination of school service.

In Chapter 7: “Determining Member Contribution Rates” of the Employer Reference
Manual, Breaks in Service are discussed.
Please also note that having a break in membership automatically equates to having
a break in service.
PSERS will review situations on an individual basis to determine if a bona fide break
in service occurred. This is no longer dependent upon a particular number of days
away from school service. Instead, situations will be reviewed using the criteria
above.
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Waiving Membership
Part‐time salaried, part‐time hourly, and part‐time per diem employees may waive
membership with PSERS. The Information for New School Employees handout that
PSERS has on its website under Employer Forms contains this information. PSERS
has asked that you distribute this to your new employees. To waive membership,
an employee must provide to you, the employer, proof that they have a qualifying
retirement plan to qualify to waive membership with PSERS. This must be in the
member’s name only—no joint accounts.
An IRA is not a 401K, or 403b or any other group retirement plan. Qualifying IRAs for PSERS
are: Traditional IRA, Roth IRA, Simplified Employee Pension (SEP) and Saving Incentive
Match Plan for Small Employers (SIMPLE). Members must provide employers proof of plan
prior to the Waiver contract being entered into the system. PSERS relies on you to be sure
that this criteria is successfully met.

It is your responsibility to enter the ACTIVW Contract record. PSERS will send a
PSERS membership waiver information packet directly to the employee and the
steps to complete the waiver process. The employee will contact the PSERS
regional office for benefit explanation and acquire the PSERS Membership Waiver
(PSRS‐51) form. The part‐time employee must submit this form by June 30, of the
fiscal year in which they began work in that part‐time position, unless otherwise
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directed on the form.
If the membership waiver is denied for an employee, you will be notified to correct the
contract history. You should void the ACTIVW contract record, create an ACTIVE record and
report all fiscal year salary and service rendered under Wages No Contributions (WNC). If an
ACTIVE record is already created, the end date may be removed from that record so you may
begin to report salary and service for that employee.

If the waiver form is not received by the deadline and the service is qualifying, the
employee will not be able to waive membership unless a true break in service is
confirmed and all contributions are refunded. Essentially, the member must
terminate from your district, refund, and return at a later date. Employees are not
eligible to purchase service for time periods where the employee had waived
membership.
Information related to entering ACTIVW contract records can be found in Chapter 4
“Member Contract Records” in the Employer Reference Manual.
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Membership is prohibited for an employee who is employed through the following
scenarios:
• An employee who is participating in an alternate retirement plan
• An annuitant who returns to service under an exception clause to the Return to
Service process
• A student who is hired to render service that is part of the student’s curriculum
• A person working as an independent contractor or paid on a fee basis
• School crossing guards
An employee that falls into any of these categories should not be enrolled, reported, or
have contributions withheld from their pay. This time is also not eligible to be purchased in
the future.
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Member demographic information is the school employee’s personal information. You
must provide demographic information for each eligible school employee when you hire
the employee. You are responsible for verifying the information prior to submitting it to
PSERS.
Please carefully check that information is entered accurately when initially adding the new
employee demographic information into the Employer Web. Errors due to transposed
numbers in social security numbers and/or birthdates will cause issues with reporting when
it is discovered that incorrect values were entered into the Employer Web. If someone in
your business office other than you is responsible for inputting the demographic
information, please convey the importance of verifying this information to them.
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You are responsible for notifying PSERS if the school employee’s demographic information
changes. To do this you will use the Member Demographic Info tab on the Employer Web
to make corrections or updates.
Changes that can be made by the employer through the Employer Web include:
• Name Changes.
• Addresses.
• Phone number.
• Gender.
• Email Address.
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Again, it is imperative to check information you submit for accuracy, particularly social
security numbers and date of birth. If these are incorrect on the member’s first work
report, the validation logic in the Employer Web may flag the record as invalid when it
recognizes that the information you are trying to upload does not match what is in PSERS’
system. These issues should be corrected as soon as possible by contacting PSERS. You are
not able to make corrections to Social Security Numbers or Date of Birth through the
Employer Web.
Member Demographic Change Request (PSRS‐1870) form should be used to make
corrections to incorrect social security numbers and/or date of birth. This form is on the
Employer tab on our public website under “Employers/Employer Forms.” Acceptable forms
of proof must accompany the form. Eligible forms of proof for correcting a Social Security
Number include:
• Social Security Card.
• Medicare Card.
• Military ID‐DD forms or its equivalent.
• Veteran Administration ID.
Acceptable proof for Date of Birth corrections are identified on the form.
To expedite the correction process, please fax this form with acceptable proof to PSERS.
Submitting the document this way cuts out the “middle man” (your ESC Rep) and ensures
that the correct department in PSERS can make the corrections right away.
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Please see Chapter 3 “Member Demographic Information” in the Employer Reference
Manual for additional information.
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Member contract records provide an automated way to define the position(s) in which
each employee works. You must provide at least one member contract record for each
eligible school employee when you first hire the employee.

A Member Contract Record contains the following information:
• Employer’s Name and Employer Code
• Employee’s Job Title
• Employment Type (part‐time or full‐time)
• Wage Type (hourly, per diem, or salaried)
• Work Status (e.g., actively working, on leave of absence, terminated,
deceased, a membership waiver request, etc.)
• Start Date of the Work Status
• End Date of the Work Status for a previously submitted Member Contract
Record
• Expected Months – full time equivalent for a standard school year
• Expected Units (days or hours) – full time equivalent for a standard school
year
• Voting Status (certified or non‐certified position)
• Items relating to a terminated or deceased employee (Balance of Contract
and Outstanding Service Credit status)
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It is also your responsibility to maintain the contract records for your district employees.
PSERS processing units use information in the contract history to tell the “story” of a
member’s career. It reads just like a book: when one page ends the next begins. Member
contract records should read the same way. A member’s contract record should reflect
when they work multiple positions, take a period of leave or study, when they receive a
promotion or change in position, and ultimately when the member terminates. If the
details in that “story” don’t make sense, the processing staff will have to contact you for an
explanation. If you’ve entered good dates for these records as these things have
happened, the question might not have to be asked, or at the very least it will be easier to
answer those questions.
Our system uses the expected units field to determine what their final year earnings would
be if that year is a partial year. Although the default values for units are set at 180 days and
1,100 hours, a school secretary may be expected to work 1,680 hours per year. If she
terminates mid‐year and her contract only shows that she is expected to work 1,100 hours,
the system will not correctly calculate the salary she truly would have earned for that year.
This is true for all full time records. When creating part time contracts, the district must
use the standard months and units (9‐10 months 180 days, 1,100 hours. 12 months 260
days or 2,080 hours).
The voting status for a member’s contract record indicates whether a position is certified or
non‐certified through the Pennsylvania Department of Education. If you ask yourself,
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“Does this position require a certificate?” and the answer is yes, that would be a certified
position. This classification is used to determine in which election the employee will vote to
fill a seat of the PSERS Board.
In Chapter 4 “Member Contract Records” of the Employer Reference Manual you can learn
more about how to correctly enter a member contract record and provides a list of position
titles that are certified by the Pennsylvania Department of Education.

22

One of the most questioned aspects of member contract records is creating the
termination record. It is important to maintain termination records for members who no
longer work in your district. Termination records should be entered when the last day of
work is truly known. If the termination date is entered with the incorrect date, benefits
may be incorrectly processed and need to be recalculated.
When a member submits a retirement application and there is not a current termination
record, the system will generate a letter to you indicating that a termination record is
needed. The member may submit a retirement application many months before an exact
date is known. Please know these letters are only to notify you that a retirement
application has been received and that eventually a termination record will be needed. As
stated above, please be sure the date is truly known prior to entering a termination record.
Conversely, if there is a reason that you cannot enter a term record for a member, for
example perhaps you are waiting for a resignation letter, please reach out to your ESC rep
so they can communicate the issue to the processing department. You should also contact
the member if your office is pending action from them.
The termination contract record is different than other member contract records because
there are additional pieces of information that need to be included. After the voting status
is entered, the system will require you to enter either a Yes or No value in both the Balance
of Contract and Service Credit sections. PSERS refers to these as “BOC and Service flags.”
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Why is it critical to enter the BOC and Service Flags properly? This information is used to
identify if there is still outstanding reporting for the member beyond the month in which the
member terminated employment. This information is used to know how to prioritize how
benefits are paid so the process is efficient and timely for our members.
An easy way to remember when to use BOC flags is if they are being paid outside the month
in which they terminate or pass, then a BOC flag is needed and should be set to “Y” for yes.
You will be prompted to enter the month that the member’s final pay will be reported. This
date should be entered as the last date of that month. Example: If July will be the last
reporting month for a member who terminated in June, the BOC flag would be set to “Y” and
the date 7/31/2017 would be entered.
If the last pay will be received within the same month as termination, the BOC flag can
remain as “N” for no and there is no need to enter a date.
Once the BOC and Service Flags are entered through the Employer Web, you will not be able
to edit those fields. Please be sure to identify which pay month will be their last payroll
before setting those fields, or wait to enter the termination record until confirmation is
received. If it is realized that the flags or dates you’ve set are incorrect, please contact your
ESC rep so this can be corrected. Failure to do so may cause benefits to be calculated prior
to the final reporting to be done. This may result in incorrect benefits that will need to be
reprocessed and a potentially angry member in your business office.
We will continue to discuss how to know what the correct termination date would be for a
member, and how to use the BOC and Service flags correctly a little later in the presentation.
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You will need to know which membership class a new employee belongs to in order to set
the correct contribution rate in your payroll system when they begin with your district. The
contribution rate determines the amount of pick‐up contributions that must be deducted
from a school employee’s salary/wages. More information on determining Membership
Classes and the associated contribution rate in Chapter 7 “Reporting‐ Determining Member
Contribution Rates.”
How would an employer know what a member’s contribution rate is? You are able to look
up the rate and class, under the View/Edit Member Contract tab in the Employer Web after
you have entered a demographic and a contract record. You can also call or email your
representative to learn the contribution rate for new hires. It is important to verify the
contribution rate and membership class for your employees who are new hires. This will
help to eliminate incorrect contribution rates on the work reports which results in incorrect
percentages being withheld.
CROQ stands for Change in Member Class/Rate or Obtaining Qualification. The purpose of
the CROQ report is to notify you that a member’s contribution rate has changed or they
have met the qualification threshold and should now be reported under base with
contributions withheld from their pay. This report is run every Monday and can be found
under the Account Details tab of the Employer Web.
When Class T‐F members change employers the new employer may not be aware they
should be contributing at the higher rate and are mistakenly enrolled as Class T‐E with a
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7.5% rate. The 7.5% rate is less than the required amount and upon uploading their first
work report for that member the district receives a “Warning.” You must take action to
update or correct the contribution rate in your payroll system when you receive a warning.
Failure to correct this going forward may result in the next work report appearing as an
“ERROR/Invalid.” If you believe you are receiving this message in error, please contact ESC.
The CROQ report will only notify you of the initial change in qualification for a member,
meaning, if they are already an established Class T‐F member, no further notification will be
provided to the next district that member goes to work for. These reports are stored for 6
months so if you would like to keep a record of them you should resave the file in your
district files.
If you feel a member should have been on the CROQ report, but was not, please let us know.
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Upon qualification, a new member will receive a Class T‐F Election Form at the same time
as his or her New Member Welcome Packet. The decision whether or not to elect Class T‐F
is irrevocable once made. The law gives the member a 45‐day window to make the
election. The election form states that members will be responsible for the payment of the
difference in contributions retroactive to the beginning of their qualifying PSERS service.
Employers, please do not offer to start withholding contributions from PSERS members in
your payroll system with the higher Class T‐F contribution rate of 10.3% when initially
enrolled unless notified by PSERS that they are a Class T‐F member. If the member fails to
return the form or it is returned past the due date, you will be responsible for returning
those over‐withheld contributions to the member. Once a member has elected Class T‐F
membership and has been billed for the difference, they can choose to make payments
directly to PSERS via check, let it stay as an actuarial debt on their account, or make
payments through payroll deduction, just like any other POS type.
Members not eligible to make a Class T‐F Election are employees who have missed the
deadline, or members who are part of the system with any Class T‐C/T‐D/T‐E Locked
Membership. When in doubt it is always better to check with PSERS regarding the
membership class and contribution rate of your employees. Please ensure you are
reviewing all Exceptions on your work report. We will discuss work reporting a little later in
the presentation.
Regardless of the number of new employees you may have each week, please check their
class and rate with PSERS to ensure their contribution rate is correct. Taking a few minutes
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to do this could save you time and effort later.
Class T‐E and Class T‐F members could have qualifying years of service because of WNC
reported within the system for an earlier time period of public school employment. When
processed this could impact their membership class. The Employer Web will reflect any
changes to the contribution rate and membership class through the CROQ report.
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Most new members will be part of the Class T‐E membership group and may choose to
elect Class T‐F membership status. These membership groups are part of the Shared Risk
Program. The current contribution rates are 7.5% and 10.3% respectively, but if the System
does not meet its expected rate of return on investments of 7.25%, the rate could go up by
0.5% at a time to a maximum of 9.5% for Class T‐E members, and 12.3% for Class T‐F
members. This is reviewed in 3‐year increments and will be evaluated again after June 30,
2017, for potential changes in July 2018. Shared Risk discussed in Chapter 7 “Reporting—
Determining Member Contribution Rates”.
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The choice to withhold contributions from the beginning of employment or waiting until a
member qualifies is up to the employer. There is a benefit to withholding from the
beginning; if a member qualifies mid‐year, all contributions and credit are already reported
in the system. While this policy is not always liked by staff at the district, for example
coaches or part‐time support staff, it does make it easier for the district to budget and
creates a more seamless way of reporting because it eliminates the need to watch for your
part‐time staff to qualify.
If you withhold contributions from a member who does not qualify in that fiscal year, PSERS
will return the non‐qualifying contributions to the employee and the corresponding
employer share to the employer around February for the prior fiscal year.
We will discuss how to report part‐time members in more depth in the next section.
Another component of deciding whether to withhold from your part‐time member may be
to review the likelihood that they will render enough service to qualify within that year.
Again, it is up to you on whether to withhold if you do not believe they have the potential
to reach the qualifying mark of 80 days or 500 hours within a fiscal year. Please keep in
mind that many members work for multiple districts and may qualify through the
combined service for those districts. In this case, service that appears to be non‐qualifying
at your district would be considered qualifying and should have contributions withheld.
As we discussed earlier, reviewing the CROQ report will be PSERS way to communicate
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members who have a change in their qualification status or contribution rate.
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Coaches are typically hired as part‐time salaried, but can also be paid hourly or per diem.
The wage type is determined by your member’s contract. If the member is paid a per diem
rate, the position is per diem and the member should be reported with days. If the
member is paid an hourly rate, then the position is hourly and the member should have
hours reported to support the wages earned. Salaried payment would be a pre‐determined
lump sum, sometimes referred to as a stipend. To clarify, someone receiving a stipend is
not a volunteer because they are receiving payment in exchange for rendering a service,
and they should be reported to PSERS.
If in the first qualifying year of employment, coaches may be eligible to waive membership
at PSERS. The eligibility requirements to waive were covered earlier in this presentation.
Once the first qualifying year has been rendered, the member has established membership
and will be unable to waive until the member has a break in service.
To determine how many days of service your coach rendered, a pro‐rating formula should
be used since PSERS’ standard of full time service is equivalent to 5 hours per day. Please
refer to Chapter 9 “Reporting Service Time” (page 10) of the Employer Reference Manual to
view the chart and explanation of how to use this formula. If you retain the Employer
Bulletin at your district, there was also an article run in Volume 3‐2015 called “Is reporting
coaches information your kryptonite?” which may be able to clarify how and why reporting
coaches needs to be done with care and accuracy. This is available on the PSERS website
under Employer Bulletins.
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Just as a reminder, there should be a separate contract record if a member is a coach, even if
they also do a full‐time position for your district. This contract provides information for why
that member has supplemental earnings and may prevent processing staff from contacting
you to “verify” this money.

If an active member is being reported and contributing to PSERS for service that is
primarily outside regular instructional hours and not part of the mandated
educational curriculum, the active member must experience a bona fide break in
service from all school service before retiring and returning under the
Extracurricular exception. For example, an active member reported to PSERS for a
coaching position that is approved by the employer for only one season at a time may
be permitted to terminate school service, retire, and enter into an extracurricular
contract for the next coaching season if the member terminates all school service
before entering into the contract and beginning the next season.
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Although members on military leave do not occur frequently at most districts, there are
some time‐sensitive reasons for why you should have your ESC representative work with
you to enter contract records and salary information for USERRA reporting. Deadlines for
acceptance of applications and payment for credit are based on the length of leave taken.
Additionally, members must apply for this leave while they are an active member.

Contact ESC before taking any action to
report a member on a USERRA leave.
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Now that you understand what to report for a new employee, we’ll review Work Reports
and the importance of submitting to PSERS timely.
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Each month you are required to report all of your eligible employees’ wages to PSERS. This
includes part‐time staff, even if they have not yet qualified.
We spoke earlier about the details that are part of the member’s contract record including
wage type and status. Work reporting should match the wage type (salaried, hourly, per
diem) and status of a member’s contract record for the month being reported. If the wage
type and status on your work report do not match the information listed in the member’s
contract record, the Employer Web will flag this line of your work report. If adjustments
are being made, they also need to correspond with the matching wage type/status of the
member’s contract record during the time frame.
The Employer Web will validate the data you submit on your work report when
transmitted. Records that are valid will appear unchanged. An exception will display light
orange on records if there is non‐standard data. The most common occurrence for an
exception is a contribution rate discrepancy. An invalid will display red on records where
the validations have found the record to contain errors. If not corrected, these invalid
records are considered fatal and the information will not be transmitted to PSERS. In other
words, they will “drop off” your work report. If the information is not corrected before the
work report is approved, you will need to submit a work history adjustment for that
member.
Additionally, once a work report has been approved and is in a “pending” status, no other
transactions may be made for that member until that action has changed to “released.”
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For example, if you upload a work report and an hour later you realize that an adjustment for
the same fiscal year should be made, an error will populate when you go to save the
adjustment. The message will indicate that there is already something in progress for the
same fiscal year. Transactions are usually “released” twice a day with a batch running over
lunch and again overnight so the adjustment would need to be re‐entered after the initial
transaction has been released in the system.
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Work reports should be uploaded or entered manually via the Employer Web by
the 10th of each month and then approved no later than the 20th of the month
for the prior month’s activity. PSERS recommends that you submit your Work
Reports prior to the due date of the Member (Employee) Contributions and
Member (Employee) Purchase of Service Installment due amounts. When you
submit your Work Report, PSERS calculates the due amounts to be charged to your
PSERS’ Employer Account. This knowledge will aid you in the timely and accurate
submission of payments and will enable PSERS to have the total billed amounts
accurately reflected on your monthly Statement of Account.
If a work report is received late, all or a portion of your quarterly employer share subsidy
reimbursement from the Commonwealth could be delayed.

Additional details specifying how to upload and submit work reports can be found
in Chapter 5 “Monthly Work Report” in the Employer Reference Manual.

32

Benefits to reporting on time include:
• Time to correct errors while information is still current.
• Avoiding interest charges or subsidy loss to the district.
• Fewer exception or invalid records when you submit the work report less
research for you to do!
• More accurate and timely data for your members on their annual Statement of
Account each fall.
• More time to devote to other areas of your work.
Reporting timely and reviewing your work report for accuracy may cut down on
informational requests sent by processing units. It is much easier to fix incorrect data now,
rather than trying to fill in the gaps years later. In addition, PSERS can process benefit
applications faster for your employees if information is accurate and timely.
There is a planning calendar under the Employer tab on the PSERS website that can assist
you in planning when to take action in regards to reporting to PSERS. Interest charges can
be avoided if PSERS receives these items in a timely manner, as we spoke about earlier.
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The Employer Statement of Account is generated on the 1st of each month and itemizes
activity for:
• Member Saving.
• Employer Share.
• Member Purchase of Service Payments.
It is important to maintain a balanced statement of account. By monitoring your
statement, you may be able to recognize when an error has occurred on your statement.
For example, the Qualifying Wages No Contributions (QWNC) monthly batch works to
identify members who have now qualified to be members. A Statement of Amount Due
(SOAD) will be generated and sent to employers as well as members. If you disagree with
this billing, please contact your ESC representative so an understanding can be reached.
More information about the Employer Statement of Account can be found in Chapter 12
“Payments‐‐Remitting to PSERS” in the Employer Reference Manual.
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PSERS has the right to acquire information from an employer to determine if a school
employee’s wages and/or service time are deemed retirement‐covered compensation. The
items listed above are classified as non‐retirement‐covered compensation and should not
be reported to PSERS as retirement‐covered compensation. Court awards/agreements,
retro‐active payments, grievances, and memorandums outlining agreements need to be
submitted for PSERS review to determine if payments are considered retirement‐covered
compensation.
Chapter 8 “Retirement‐Covered Compensation” in the Employer Reference Manual covers
different types of payments and provides examples of each type. PSERS is aware that what
some reporting units call “bonus money” may not truly be bonus money. While a district
may call a payment a certain thing, it typically falls into one of the categories listed in the
chapter. Terminology is not what determines this, it is the details of what actually occurs.
Once the type of payment is identified, from there it can be determined if it’s retirement
covered or not.

To be sure that a payment is allowable to be retirement‐covered, please provide a
copy of the agreement or contract language for PSERS to review.
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Is it clear to members of your district what the policy is to terminate employment? As we
discussed in the member contract record section earlier, the termination date is critical for
PSERS to correctly calculate an employee’s retirement benefit. The employee will be
retroactively paid their retirement back to the termination date.
When a member is nearing retirement they may need to be aware of what is action is
required of them for your district such as how to provide notice of termination, providing a
resignation letter, turning in access cards or district equipment, and settling any debts or
plans for post‐retirement benefits through the school.
Human Resources and Business Office staff should refer members to their local PSERS
regional office or the PSERS website for specific information regarding retirement. PSERS
offers programs such as Foundations for Your Future (FFYF) seminar to help prepare
members for retirement and holds Retirement Exit Counseling sessions to assist in
explaining retirement options, time frames, and eligibility requirements when completing
the retirement application.
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Termination dates should be determined by the member’s last working day. In the example
above, June 6th was the last day of paid work. Although the district anticipated the return
of the member the following school year, they were not rendering service over the
summer.
Exception: There are times that the employer or the employee determine a future date for
termination. This could be because the employee is waiting to reach a milestone such as
their 62nd birthday (premium assistance) or the employer is preserving the relationship
between itself and the employee for some reason. If that is the case a LEAVEN contract
must be placed from the last day of active service to the agreed upon termination date.
For the example above, the member could request that August 21st be used as the
termination date. To accommodate this, the employer would need to enter a LEAVEN
contract from June 6th through August 21st, and then enter an August 21st termination date.
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The law provides exceptions in which retirees can work without affecting their retirement
benefits. There are six exceptions that would allow for an retiree to work in the school
system post‐retirement:
• Shortage of Personnel
• Emergency creating an increase in the work load
• Having an extracurricular contract
• Being employed as an independent contractor
• Being employed through a third party employer
• Returning to work for a school that offers a qualifying alternate retirement plan
Recently PSERS updated the Return to Service Guidelines and Clarification (Publication
#9682) and created processes to be followed when looking to use annuitants to fill job
positions. You may also remember receiving an email blast that shared a flow chart and
description of those processes this past April.

In order for these positions to not affect pension payments, the member must have had a
true break in service and be called upon after all other alternatives have been exhausted.
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If a member returns to work at a school and the position does not fall within one of the six
exception categories, the member is considered a “return to service” member.
When you attempt to upload the contract information for this newly returned‐to‐work
retiree, the Employer Web will show a validation stating that you should call your ESC
representative for assistance. This validation is to let you know that the member is a
retiree and receiving a monthly benefit. Your ESC rep will ask you to complete the PSRS‐
1299 form titled PSERS Retirees Returning to Service. This form is located on the PSERS
website under Employer/Employer Forms. Directions for how to complete the form are on
the first page. Once completed, this form should be faxed to PSERS so the correct
department can evaluate and approve the request. This will discontinue the member’s
annuity payments. PSERS will notify you when this process has been completed so you can
successfully enter the contract for the retiree and begin reporting.
Please know that returning to work, even for one day, outside of the six exceptions
discussed earlier can be considered a return to service and could jeopardize their annuity
payments.
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Knowledge check activity
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ESC communicates in many different ways to proactively share information with employers.
Currently there are five representatives serving six regions – USERRA applies to us too!
Some of you may remember that our sixth representative, Julius who would manage
Philadelphia, Chester and Delaware Counties, is still on military leave. ESC representatives
rotate phone shifts to assist with concerns and questions but all representatives are able to
assist you. You may also leave a voicemail for your specific ESC representative and they will
respond as soon as they are able.
ESC conducts spring workshops to share information and get a chance to meet you in
person. We encourage anyone handling member data to attend. ESC also maintains the
Employer Reference Manual which is your primary resource for understanding how to
report correctly and knowing the rules governing retirement‐covered compensation.
ESC also provides many different types of written communications and reference materials
for employers as identified on the slide.
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PSERS uses WebEx to provide employer assistance. ESC uses WebEx, an on‐line interactive
tool to assist in solving your everyday issues. This is used for training purposes, allowing us
to demonstrate how to use the system and where you can find resources. Your ESC
representative will lead you through the training and you will be able to see the images and
cursor movements on your own screen as the training progresses.
ESC also requests that you provide documentation for PSERS to review if related to
grievance settlements, court awards, or sections of your Collective Bargaining Agreement
that may be questionable as retirement‐covered compensation versus non‐retirement‐
covered compensation.
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If your district is offering a retirement incentive please notify ESC so we can pass the details
to our processing staff so they can be prepared for the volume of potential retirees from
your district. While most incentive payments are NRCC and would not be reported, we do
like to help prepare the processing areas for a successful retirement season by sharing
information about districts who may have large numbers of retirees at the end of the year.
A conversion from our current Employer Web system into a Browser‐based system will be
going live in March 2018. As we get closer to the launch date of the new system, you will
see additional news in our Employer Bulletins and email blasts. ESC will also provide
training via web‐ex before go‐live so you will be prepared to use the Browser system for a
smooth transition for reporting.
We thank you for using the Open Active Contract Record and Summary Reports. This is our
effort to be sure that accurate contract records and salary/service data is reflected in
member accounts.
PSERS would like to remind you that reporting should be determined by when the payment
was earned, rather than when paid. July work reports can be split and should be
representative of true fiscal earnings of when money was earned. Example: If your first
July pay represents days worked in June, this money should be coded for the previous fiscal
year, rather than the new fiscal year on the July work report.
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Just a reminder, the Communicating Anonymously Retirement Errors (CARE) Line can be
used to call PSERS regarding pension‐related issues of which PSERS should be made
aware. Anyone can call this line to inform PSERS about retirees who have incorrectly
returned to work for a Pennsylvania public school employer, money that has been
inadvertently reported as retirement‐covered compensation, etc. When you call the CARE
Line, you will reach a voicemail box where you can anonymously leave a message at any
time of day or night without fear of retribution.
CARE Line Toll‐free number: 1.888.222.0549
Local number: 717.720.4602
Thank you for coming. We appreciate your participation and hope our presentation
provided you with a better understanding of Membership Classes, Part‐time reporting,
Class T‐F Election, Waiving Membership, and Coaching, among other topics. We are
available to answer any questions you may have as the presentation has concluded.
\
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