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Go to www.ipers.org website and select Employer Login.

IGPERS 7 800-622-3848  |uantto.. Search IPERS.org
s

‘ EMPLOYER LOGIN

MEMBERS RETIREES EMPLOYERS FORMS INVESTMENTS ABOUT %(777\\)‘ MY ACCOUNT LOGIN
w

Enter your username and password and select Sign In.

U=ername

Forgot Username Reset Password



http://www.ipers.org/
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Your username is your 5-digit IPERS employer ID number, the first letter of your first name, and
the first six letters of your last name (example: 99999TJOHNSO).

Passwords:

e Must be at least 8 characters long

e Must begin with a letter

e Must contain at least 2 letters

e Must contain at least 1 number

e Must contain at least 1 special character. Special characters are:
" 1,@,5 & %, * # or_

e Are case-sensitive

Note: If you do not have a username or password, complete the Employer Account/Reporting Official
Demographics form and submit it to IPERS. The form is available on www.ipers.org under Employers>Forms.

Click to select the email or phone number to receive your verification code. Select Next
Two Factor Authentication

Choose Delivery Method Enter Verification Code

Please select a delivery method to receive a verification code
Delivery Method

(O Email - wer s @ncn.net
QO Text- (*4)+~8888

O Voice - (***)-++-8888

Cancel

A unique six-digit verification code will be provided to you based on this selection

Example of text verification received:

913 X 4% 0 93%m
< 22395 v

Tuesday, May 31

Your IPERS voice
verification code
is: 327580

9:13 AM


https://ipers.org/sites/default/files/2021-04/Employer%20Account%20Demographics%20221-002%2007-2019%20fillable%20%281%29.pdf
https://ipers.org/sites/default/files/2021-04/Employer%20Account%20Demographics%20221-002%2007-2019%20fillable%20%281%29.pdf
http://www.ipers.org/
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Enter the six-digit number in the Verification Code field within the allotted 15 minutes. Select Confirm.

IF2PERS

Two Factor Authentication

Choose Delivery Method Enter Verification Code

A verification code has been sent to the selected delivery method which will be valid for 15 minutes. Please enter the code below.

Verification Code*

Resend Code

Cancel Previous ‘ Confirm

Select Accept on the End-User License Agreement (EULA).

I"2PERS

End-User License Agreement (EULA)

This system contains confidential information protected by state and/or federal law. All associated equipment, software, data and services are for authorized use
only. Any and all use of the system, and all associated equipment, software data and services implies consent to monitoring any and all activities associated with
its use. Unauthorized use of, or access to, this computer system may subject you to state and federal criminal prosecution and penalties.

DECLINE| ACCEP

This opens to the IPERS I-Que home page.

I'>PERS

$ Account

B= Employer Information
Bl User Information

B Documents

»» Member Information
@ Imports

B Messages

M Remit Coupon

JB Meetings

M ContactUs

. 00423 ,City,of,Sunshine

Gloria
L)

Toll Free Help Line - 1-877-473-7799

The Employer Relations team is available to assist employers Monday through Friday, 8 a.m. to 4:30 p.m.

Quick Links News
* Upload Files > Import Wage/Wage Adjustment Files ort at this time
B Make a Payment > Make One-Time/Recurring Payments
Billing Location Information
8 Process a New Hire > ‘Add a Member to Roster
% AddEFT Bank Account > Add a New EFT Bank Account Ne

‘ Profile

3

Logout
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From any page, select Profile in the top right corner of the screen.

IGPERS ia] 00423 City,of Sunshine, Gloria ‘ m 5

Logout

A Home
Toll Free Help Line - 1-877-473-7799

The Employer Relations team is available to assist employers Monday through Friday, 8 a.m. to 4:30 p.m.

A pop-up box opens in the top right of the screen. Select Profile.

© =

Profile Logout

Profile

Build Details

To change your password, select Update Password.

User Profile Update Password

User Name

E Mail

LastLogin
05/31/2022 9:05:54 AM

Language Preference
English

To change your password, fill in the text fields and select Save.

Update Password x

Passwords must match the following rules:

1. Must be at least 8 characters long

2. Must include 2 alpha characters

3. Mustinclude 1 numeric character

4. Must include 1 special character |, @, 8, &, %, *, #.0r _

Enter your current password

Enter your new password
1 1

Enter your new password again
I 1

e o |0

Cance'
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Follow the prompts to save your new password. You will receive the message below.

& Your password was updated successfully! »

To exit this screen and return to the home page, click the IPERS Logo at the top left-hand side of the screen.

I"ZPERS

A Home .
Toll Free Help Line - 1-877-473-7799
The Employer Relations team is available to assist employers Monday through Friday, 8 a.m. to 4:30 p.m.
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On the I-Que home page, select Member Information from the menu.

IFZPERS

$ Account

Bz Employer Information

Bl User Information

B Documents
Member Information

& Imports

A Messages

M Remit Coupon

JB Meetings

M= Contact Us

. 00423 City,of,Sunshine

Quick Links
* Upload Files >
B Make a Payment >
42 Process a New Hire >

Add EFT Bank Account >

Select Add New Member.

FFZPERS

A Home

$ Account

B Employer Information
Bl User Information

B Documents

&% Member Information
@ Imports

H Messages

M Remit Coupon

B Meetings

M| Contact Us

Roster
Actions SSN

Add XXXXX-
Employment

Add XXX-XX-
Employment

Add XXX-XX-
Employment

Add XXX-XX-
Employment

Add XXX-XX-
Employment

Add XXXXX-

Employment

Gloria
o)

Toll Free Help Line - 1-877-473-7799

The Employer Relations team is available to assist employers Monday through Friday, 8 a.m. to 4:30 p.m.

Import Wage/Wage Adjustment Files

Make One-Time/Recurring Payments

Add a Member to Roster

Add a New EFT Bank Account

Agreement 1st Date of
Name
Name Employment
QTR Cities 04/01/1997
MONTHLY Cities 04/07/1997
MONTHLY Cities 09/10/2015
QTR Cities 04/01/1997
MONTHLY Cities 04/01/1997
MONTHLY Cities 08/25/2017

News

PERS has no new

ems to report at this time

Billing Location Information

Termination

o] ition Cod

ccupation Code Dits
01-Regular 06/30/2008
01-Regular
01-Regular
07-Regular 12/31/1999
01-Regular 12/31/1999

)

13-Firefighters

]

‘ Profile  Logout

3]
Pofle  Logout
E A\
More Fiters

Last Check
Date

06/30/2008

12/31/1999

12/31/1999
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The New Hire wizard will open. Enter the new employee’s Social Security number (SSN) and select Next.

IMPORTANT: Make sure to enter the SSN accurately. From this point on, the first 5 digits of the SSN will not be
displayed.

New Hire X
Identification Verification Addresses Contacts Enrollment onfirm

SSN*

| ]

e

If I-Que finds an existing record of a person with the SSN you entered, pre-populated information will appear.
Verify their information or make changes then select Next.

Note: If member is not found, go to page 10 and follow the directions.

New Hire X

© Information

We found this person already in our system.

Identification Verification

Prefix
First Name*
GLORIA

Middle Name:

M

Last Name*

MORNING

Cancel Previous m
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Add the address information, select Next.

New Hire
Step 3: Addresses

Add Address
Address Type*

Permanent

Mailing Address*

7401 register drive

Apt/Ste/Other

Care Of/POA

zip* City* County

50321-2954 DES MOINES POLK -
State Country*

IOWA - Us -

Cancel

‘ Previous

A Verify Address popup will appear. Click the radio button for the address then select Use Selected Address.

Select Next again when returns to prior screen.

A Verify Address Information

We suggest using our recommended address to
ensure accurate postal delivery.

Address (unknown)

@ 7401 REGISTER DR
DES MOINES, |A 50321-2954

Use Selected Address | Skip Cancel

Select Next. (Nothing to complete on this screen)

New Hire

Identification i i Contacts

Edit Contact Info

Contact Preference

(-]

Enrollment

o

Confirmation

Cancel

Previous | m
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Select the Occupation Code and enter the 1st Date of Employment. Select Next.

New Hire

o

Agreement*

MONTHLY Cities

Enrollment

Confirmation

Occupation Code™

01-Regular

15t Date of Employment*

04/30/2022]

Cancel

‘ Previous |m

Scroll down to verify the information is correct. If not, select Previous to re-enter information. When correct,

select Confirm.

New Hire

Identification

Agreement

MONTHLY Cities

Occupation Cade
01-Regular

15t Date of Employment

04/30/2022

First Name

GLORIA

Cancel

Verification

Addresses Contacts

Enrollment

Confirmation

‘ Previous ‘ Confirm

If you have multiple new members, you can select Add Additional. Or select Close to return to the roster.

New Hire

Identification

Verification

Addresses

Contacts

X

Enrollment Confirmation

| Add Additional | Close
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Instructions if member is not found:
Fill in the employee’s information then select Next at the bottom of the window.

New Hire X

@ Information

* No match is found. Create a new member.

Addresses Contacts Enroliment Confirmation
Prefix .
First Name*
Middle Name
Last Name*
Cancel ‘ Previous | Next

Fill in the address and select Next.

New Hire x
Step 3: Addresses

Add Address
Adaress Type*

Permanent -

Mailing Address*

7401 register drive

Apt/Ste/Other

Care Of/POA

Zip* City* County

50321-2954 DES MOINES POLK -~

State Country*

1owA -~ Us

Verify Address Information and select Use Selected Address, this will prefill the previous screen with the
updated 4-digit number following the ZIP code. Select Next.

A\ Verify Address Information

We suggest our recommended address to ensure
accurate postal delivery

Use Selected Address skip Cancel

10
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Fill in the Contact Preference information and select Next.

New Hire >

@ Information

Address has been Standardized.
Identification Verification Addresses Contacts Enrollment Confirmation
Edit Contact Info

Contact Preference

Country
Home Phone Ext
us
Country
Work Phone Ext
us
Country -

Select the Occupation Code and enter the 1st Date of Employment. Select Next.

New Hire x

Identification Verification Addresses Contacts Enroliment Confirmation

Agreement*

MONTHLY Cities -

Occupation Code*

01-Regular -

15t Date of Employment*

05/01/2022| ]

Cancel ‘ Previous | Next

Scroll down to verify the information is correct. If not, select Previous to re-enter information. When correct,

select Confirm.

New Hire =

Identification Verification Addresses Contacts Enrollment Confirmation

Agreement
MONTHLY Cities

Occupation Code
01-Regular

1st Date of Employment

05/01/2022

First Name
Steve

Cancel Previous | Confirm
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If you have multiple new members, you can select Add Additional. Or select Close to return to the roster.

New Hire X

Identification Verification Addresses Contacts Enrollment Confirmation

Add Additional Close

IMPORTANT: If a terminated employee is rehired, start a new employment record with the new hire date. The
previous employment record should include the termination and last check dates.
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On the I-Que home page, select Member Information.

I"ZPERS

$ Account
B Employer Information

Bl User Information

Quick Links
B Documents
& Member Information h s Upload Files >
@ Imports B  Make a Payment >

B Messages 48 Processa New Hire >

B Remit Coupon

Add EFT Bank Account >

JB Meetings

| Contact Us

Toll Free Help Line - 1-877-473-7799

The Employer Relations team is available to assist employers Monday through Friday, 8 a.m. to 4:30 p.m

Import Wage/Wage Adjustment Files

Make One-Time/Recurring Payments

Add a Member to Roster

Add a New EFT Bank Account

To search for the member by name or social security number, select Filters. Type the information into the

search box, select Go.

Roster

Sort: Termination Date (Descending)

Actions SSN Name

Add Employment XXX-XX-2725 > SHINE, STEVE

Add Employment XXX-XX-3728 >
Add Employment XXX-XX-8221 >
Add Employment

XXX-XX-3921 >

Add Employment XXX-XX-9538 >

Select the member by clicking on the underlined SSN on the Roster

Roster

Sort: Termination Date (Descending)

Actions

SSN

Name

Add Employment

Add Employment XXX-XX-2725 >

MORNING, GLORIA M

SHINE, STEVE

Agreement Name

MONTHLY Cities

MONTHLY Cities

MONTHLY Cities

MONTHLY Cities

MONTHLY Cities

Agreement Name

MONTHLY Cities

MONTHLY Cities

1st Date of Employment

05/01/2022

11/10/2021

01/13/2020

01/13/2020

01/02/2020

1st Date of Employment

04/30/2022

05/01/2022

Occupation Code

01-Regular

17-Part-time Elected Officials

17-Part-time Elected Officials

01-Regular

17-Part-time Elected Officials

Occupation Code

01-Regular

01-Regular

Gloria | 3]
Lo
Profie  Logaut
News
PERS has no news items to report at this time
Billing Location Information
Add New Member : v
More Filters
Search by
Q  shine, steve Q oo
Terminati
Filter by
1st Date of Employment v
Termination Date v
Billing Location v
Sort by
Name ~
1st Date of Employment v
Termination Date « v
Occupation Code v
Add New Member : Y
More Filters.

Last Check Date
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Select Edit in the section where you want to change the information for the member.

Member Information / Employee Details

Employment Details

Occupation Code

Status Code

Personal Details

Prafix

Add Employment

First Name Middle Name

01-Regular Active GLORIA M
Agreement Name 15t Date of Employment LastName Suffix
MONTHLY Cities 04/30/2022 MORNING
Billing Type Termination Date
Contibution: Status ssn Birth Date:
P XXX-XX-1000 09/14/1974
Last Check Date
Gender Deatn Date Type
Female PARTICIPANT
Member iD
1256-1827
Address Contact Information

Permanent
7401 REGISTER DR
DES MOINES, IA 50321-2954

Edit

In this example, the employee’s date of birth will be corrected. Select Edit in the Personal Details section.
In the Edit Member Info screen, click into the box you want to change, update the information and select Save.

Edit Member Info X

First Name Middle Name

P ~ GLORIA M

Last Mame*

MORNING sl %

sk | Birth Date 1 Gender*

XXX-XX-1000 09/14/1974 (3 Female -

Death Date Type Member ID
PARTICIPANT 1256-1827

Cancel

Pop-up confirms update to the members profile and returns you to the Employee Details screen.

& You have successfully updated the profile

X

14
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**To return to the roster for all employees, click Member Information in the header or on the left side of the
screen.

Member Information | Employee Details Add Employment

Employment Details Edit Personal Details Edit
Qccupation Code Status Code Prefix First Name Middie Name
01-Regular Active GLORIA M
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On the I-Que home page, select Member Information.

I’ ;PERS . 00423, City,of, Sunshine Gloria | al
Profie  Logout
Toll Free Help Line - 1-877-473-7799
$ Account
The Employer Relations team is available to assist employers Monday through Friday, 8 a.m. to 4:30 p.m.
B2 Employer Information
Bl User Information
Quick Links News
B Documents
&% Member Information +* Upload Files > Import Wage/Wage Adjustment Files PERS has no news items to report at this time
@ Imports B Make a Payment > Make One-Time/Recurring Payments
Billing Location Information
B Messages +8  ProcessaNew Hire > Add a Member to Roster
1) B Eauen Add EFT Bank Account > Add a New EFT Bank Account N
JB Meetings
M Contact Us
To search for the member by name or Social Security number, select Filters. Type the information into the
search box, select Go.
Roster Add New Member 2 Y
Meore Filters
Sort: Termination Date (Descending) Search by
Q shine, steve Go
Actions SSN Name Agreement Name ‘st Date of Employment Occupation Code Terminati —
ilter by
1st Date of Employment v
Add Employment XXX-XX-2725 > SHINE, STEVE MONTHLY Cities 05/01/2022 01-Regular
Termination Date v
Add Employment XXX-XX-3728 > MONTHLY Cities 11/10/2021 17-Part-time Elected Officials Billing Location v
Sort by
Add Employment XXX-XX-8221 > MONTHLY Cities 01/13/2020 17-Part-time Elected Officials
Name v
Add Employment XXX-XX-3921 > MONTHLY Cities 01/13/2020 01-Regular 1st Date of Employment v
Termination Date » v
Add Employment XXX-XX-9538 > MONTHLY Cities 01/02/2020 17-Part-time Elected Officials
Occupation Code v
Select the member by clicking on the underlined SSN on the Roster
Roster Add New Member : Y
Mere Filters
Sort: Termination Date (Descending)
Actions SSN Name Agreement Name 1st Date of Employment Occupation Code ion Date 4 Last Check Date

Add Employment MORNING, GLORIA M MONTHLY Cities 04/30/2022 01-Regular

Add Employment XXX-XX-2725 > SHINE, STEVE MONTHLY Cities 05/01/2022 01-Regular
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Select Edit for the information you want to change for the member

Member Information / Employee Details Add Employment
Employment Details Personal Details
Occupation Gode Status Code Prefix First Name Middle Name
01-Regular Active GLORIA M
Agreement Name 15t Date of Employment Last Name sufix
MONTHLY Cities 04/30/2022 MORNING
Billng Type Termination Date
Status ssN Birth Date.
Contribution
P XXX-XX-1000 09/14/1974
Last Check Date
Gender Death Date Type
Female PARTICIPANT
Member 1D
1256-1827

Address Contact Information

Permanent
7401 REGISTER DR
DES MOINES, IA 50321-2954

Edit

In this example, the member’s termination and last check dates will be added. Select Edit in the Employment
Details section. Under Edit Member Contract, enter the termination date and last check date and select Save.

Edit Member Contract X

Occupation Code

01-Regular -

Agreement Name

MONTHLY Cities

Billing Type
Contribution

Status Code
Active

1st Date of Employment

04/30/2022

Termination Date

| | )
Last Check Date G
1 |

Cancel Save
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Pop-up confirms update to the members profile and returns you to the Employee Details screen.

& Successfully updated the Member Contract. b4

**To return to the roster for all employees, click Member Information in the header on the left side of the
screen.

Member Information | Employee Details Add Employment

Employment Details Edit Personal Details Edit
Occupation Code Status Code Prefix First Name Middle Name
01-Regular Active GLORIA M

**|f you used the filters to search, click (x) in the search box to return to the roster for all employees

<« c O & ity.com, 5t g_id=1568billing_institution_id=1023512&institution_id=874799 Q2w » 0 &
Managed bookmarks @ ARTS &% CenturylinkIntellig... [®] Covershest-Login @ Audit Reports | low. 1PERS Misc ] Wellmark Providers & Docusign [ 1A League of Cities.. B ASIFlex Websites @) My Apps Dashboar... (@) IPERS | Zoom Video.. % IPERS Sharefile By Calendars(yick »
I'ZPERS aun a
4 Pofie  Logout
A Home B
Roster Add New Member % X
More s
$ Account
Bt iy ‘Search: Member Name (1 9938)
B User information Actions SSN Name Agreement Name 1st Date of Employment Occupation Code Termination Date Last Check Date
B pocuments
Add Employment XXXXX-9938 > SMITH, SAM § MONTHLY Cities 03/01/2023 01-Regular 03/22/2023 03/31/2023

A% Member Information
@ Imports
B Messages

M8 Remit Coupon

B Meetings

8 contact Us

IMPORTANT: Always create a new employment record if the member is rehired. IPERS will not allow you to
remove the termination and last check date from an employee’s record if that period of employment has been
used in a benefit payment.
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On the I-Que home page, select Member Information.

I'ZPERS oy | @ B

Toll Free Help Line - 1-877-473-7799

$ Account

The Employer Relations team s available to assist employers Monday through Friday, 8 a.m. to 4:30 p.m.
[ Employer Information

B User Information
Quick Links News
B Documents

PERS

Member Information o report at this time

L3

Upload Files > Import Wage/Wage Adjustment Files

@ Imports B MakeaPayment > Make One-Time/Recurring Payments
Billing Location Information

B Messages +2  ProcessaNew Hire > Add a Member to Roster

M Remit Coupon

Add EFT Bank Account > Add a New EFT Bank Account

B Meetings

= ContactUs

To search for the member by name or social security number, select Filters. Type the information into the
search box, select Go.

Roster Add New Member i Y

More Filters

Search by

Q  shine, steve 9 Go

Sort: Termination Date (Descending)

Actions SSN Name Agreement Name 1st Date of Employment Occupation Code Terminati —
ifter by
1st Date of Employment
Add Employment XXX-XX-2725 > SHINE, STEVE MONTHLY Cities 05/01/2022 01-Regular
Termination Date
Add Employment XXX-XX-3728 > MONTHLY Cities 11/10/2021 17-Part-time Elected Officials Billing Location
Sort by
Add Employment XXX-XX-8221 > MONTHLY Cities 01/13/2020 17-Part-time Elected Officials
Name
Add Employment XXX-XX-3921 > MONTHLY Cities 01/13/2020 01-Regular 1st Date of Employment
Termination Date
Add Employment XXX-XX-9538 > MONTHLY Cities 01/02/2020 17-Part-time Elected Officials

Occupation Code

In this example, a new employment record will be added for this member. Select Add Employment for the
member on the Roster.

Roster Add New Member H Y

More Filters

Sort: Termination Date (Descending)

Actions SSN Name Agreement Name 1st Date of Employment Occupation Code ‘ermination Date Last Check Date

XXX-XX-1000 > MORNING, GLORIA M MONTHLY Cities 04/30/2022 01-Regular

Add Employment XXX-XX-2725 > SHINE, STEVE MONTHLY Cities 05/01/2022 01-Regular
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Enter the new Occupation Code and 1°t Date of Employment for the member. Select Next.

New Hire X
Enrollment Confirmation
Agreement*
MONTHLY Cities -
Occupation Code*
17-Part-time Elected Officials -
1st Date of Employment*
06/01/2022| =
Cancel Next
Verify the information and select Confirm.
New Hire X

Agreement

MONTHLY Cities

Occupation Code

17-Part-time Elected Officials

15t Date of Employment
06/01/2022

Cancel

Pop-up confirms update to the members profile and returns you to the Employee Details screen.

& Successfully updated the Member Contract.

Enroliment

X

Confirmation

| Previous ‘ Confirm

20
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**If you used the filters to search, click (x) in the search box to return to the roster for all employees.

e Q) MyApps Dashboar.. (&) IPERS | Zoom Video

A Home : Y
Roster Add New Member :
More  Fiters
$ Account
e
B user Information Actions SSN Name Agreement Name 1st Date of Employment ipati ination Date Last Check Date
B pocuments
Add Employment XXXXX-9938 > SMITH, SAM S MONTHLY Cities 03/01/2023 01-Regular 03/22/2023 03/31/2023

2% Member Information
@ Imports
B Messages

[ Remit Coupon

B Meetings

M Contact Us

IMPORTANT: Always create a new employment record if the member is rehired. IPERS will not allow you to
remove the termination and last check date from an employee’s record if that period of employment has been

used in a benefit payment.

21
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On the I-Que home page, select Account.

5
I‘ ;PERS - City,of, Sunshme' Gloria ‘ @ 3
o Profile Logout
A Home .
Transactions Make a Payment M’ F‘Y
ore ters
B3 Employer Information Report original Remaini Rel
Trans # Create Date Release Date User Released Type Description Status epor riginal emaining elease Queue
Status Balance Balance Status
B User Information
W
B Documents 120982934 > 04/01/2022 R:s;‘ WAGE REPORT APRIL 2022 Open Initial $0.00 $0.00
» Member Information
Dep.D103/31/2022-Chk# -Tr# p ‘
p | |
(O T 120981746 > 03/31/2022 Payment 120081746 Open ($2,385.16) (50.10)
B Messages Wage
120976873 > 03/01/2022 03/31/2022 55303MWINGER Report WAGE REPORT MARCH 2022 Closed Released $2,385.10 $0.00 Completed
@@ Remit Coupon
i Dep.Dt02/24/2022-Chk# -Tr#
M Meetings 120975175 > 02/24/2022 Payment <p 01 02724/ ! Closed (52003.91) $0.00

120975175

M ContactUs

Wana WAGF RFPNRT FERRIIARY

Find the wage report to be completed, click on the line and make sure it is selected. Select Trans # to open the
Report.

Transactions Make a Payment i Y
More Filters.
Report Original R ini Rel
Trans # Create Date Release Date User Released Type Description Staus PO riginal emaining elease Queue
Status Balance Balance Status
Wage .
120982934 > 04/01/2022 Report WAGE REPORT APRIL 2022 Open Initial $0.00 $0.00
Dep.Dt 03/31/2022-Chk# -Tr#
/ 516) 0
120981746 » 03/31/2022 Payment 120981746 Open ($2,385.16) ($0.10)
Wi
120976873 > 03/01/2022 03/31/2022 55303MWINGER Reapgoerl WAGE REPORT MARCH 2022 Closed Released $2,385.10 $0.00 Completed

If you are releasing a Zero Wage Report, use the drop down arrow to select Edit on the Wage Report
Details/Work Report Summary screen. If not, skip ahead and go on to the step to view/edit the roster.

| Account / Wage Report Details

Release :
WMore
B Transaction Details
Wage Report Details
Wage Report Summary View Summary Report Financial Summary
Date Received Processed By Report Release Dus Date Fund Due Calculated Amount Paid Amount Owed
EXEBATCH 05/16/2022
Date Released User Released Billing Type Report Source
ERC 0.00 $0.00 0.00
Contribution LOB - manual s S
MBRC $0.00 $0.00 $0.00
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Use the drop down arrow, select Yes. Select Save.

Wage Report Summary X

Date Received

Processed By

EXEBATCH

Allow $0 Report Release

Due Date

05/16/2022

Date Released

Uzer Released

Billing Type
Contribution

Report Source
LOB - manual

Cancel Save

Pop-up confirms changes to work history.

& You have successfully updated the work history b4
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Select Edit to display all current members on your active roster.

| Account / Wage Report Details |

Wage Report Details

Transaction Details

Release

Wage Report Summary View Summary Report  Edit Financial Summary
Date Received Processed By ‘Allow SO Report Release Due Date Fund Due Calculated Amount Paid Amount Owed
EXEBATCH 05/16/2022
Date Released User Released Billing Type Report Source
ERC 0.00 0.00 0.00
Contribution LOB - manual § s $
MBRC $0.00 $0.00 $0.00
ers
Period  1stDate of Terminati Last Check
Errors Name SSN ‘Occupation Code Start Date Stop Date e @ o ermination as ec
Wages  Employment Date Date
Shine, Steve > XXX-XX-6786 [o) 01-Regular 04/01/2022 04/30/2022 $0.00  10/01/1998
Morning, Gleria > XXX-XX-8672 °© 01-Regular 04/01/2022 04/30/2022 $0.00  10/01/2000
17-Parttime Elected
Fund, Fred > XXXXX-8221 ® o lime Heete 04/01/2022 04/30/2022 $0.00  01/13/2020
10~ 1-100f12 Page | 1 of2 > >l

Your roster will be displayed. Enter the Period Wages for each employee who earned wages during this wage
report’s period. Select Save. Proceed to the steps for releasing the report.

Edit Work History Details

O Errors SSN Name Occupation Code
O XXX-XX-6786 ® Shine, Steve 01-Regular
O XOXC8672 @ Morning, Gloria  01-Regular

100 v 1-720f12

Start Date

v 04/01/2022

- 04/01/2022

Stop Date Status
Code

04/30/2022 Active

04/30/2022 Active

Add Member T x
More Filters
Period Wages Tt Date of Termination Date Last Check Date
Employment
$0.00 10/01/1998
$0.00 10/01/2000
Page 1 of 1

Cancel  Apply

Note: If you have added any new employees to I-Que (under Member Information), you will need to add them to

this report.

Select Add Member to add them to this wage report. Enter the employee’s SSN by clicking in the SSN field. Click
Enter or hit the Tab key.

[0 Emors| SSN

Name

Occupation Code

Start Date

Status

Stop Date
Code

Period Wages

1st Date of
Employment

Termination Date

Last Check Date

24



I-Que Help Guide 2023 I—Que

This populates the search box, select member by clicking the radio button to autofill information into roster line.

Search X

Sort Name SSN Birth Date Alt Identifier

O SHINE, STEVE KRK-KK-2725 01/01/1960 1502-1381

Select the appropriate Occupation Code, enter their Start Date, Period Wages and 1st Date of Employment for
the new employee. Enter any Termination Dates and Last Check Dates, if applicable. Select Save.

Edit Work History Details AddMember T x
More Fiters

Statt 1st Date of

O Errors SSN Name Occupation Code Start Date Stop Date atus Period Wages ate o Termination Date Last Check Date
Code Employment

O XXX-XX-6786 (o] Shine, Steve 01-Regular v 04/01/2022 04/30/2022 Active $0.00 10/01/1998

[m} XXXXX8672 @  Moming, Gloria  ©1-Regular - 04/01/2022 04/30/2022 Active $0.00 10/01/2000

100+ 1-120f12 Page 1 of 1

Cancel  Apply
Note: If an employee had no wages, leave 50.00 in the Period Wages field or delete the record.

A pop-up will appear stating you have successfully updated the work history. Verify the amounts owed is
correct, select Release. If it is not correct you can still fix it prior to clicking release, select Edit to make changes
to the individuals wages.

IPERS
Account / Wage Report Details Mzm

=]

Profie  Logout

$ Account
" B Transaction Details
3 Employer Information Wage Report Details
B user information
Wage Report Summary View Summary Report  Edit Financial Summary
B Documents

&% Member Information

Processed By Allow $0 Report Release Due Date Date Released Fund Due Calculated Amount Paid Amount Owed
EXEBATCH 04/17/2023
& Imports
UserReleased BilngType Report Source cre sog77 000 cos77
E Messages Contribution ESS -import
@ Remitc MBRC $6,651.22 $0.00 $6,651.22
emit Coupon
M Meetings Total of all records $16,628.93 $0.00 $16,628.93
M=) contact Us
Work History ¥
Errors Name SSN Occupation Code Start Stop Period 1st Date of Termination Last Check
Date Date Wages Employment Date Date
XXX-XX-9671 20-Emergency Medical Service
> © e 03/01/2023 03/31/2023 $1,838.80  02/01/2021

XOXXTE64 20-Emergency Medical Service
> @ e 03/01/2023 03/31/2023 $18.00  06/27/2012

XXX-XX-7687
> (o] 01-Regular 03/01/2023 03/31/2023 $113.85  04/07/1997
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Follow the prompts to submit the wage report. Select Confirm, then Close.
Submit Work Report

Are you sure you want to submit this report?

Cancel

Submit Work Report

Work Report has been submitted successfully.

Close

Select Account tab at the top to return to the Transactions page and verify the report has been released.

Transactions Make a Payment ¢ A
More Filters
Report Original R inii Rell
Trans # Create Date Release Date User Released Type Description Status P rgna! emaining elease Queue
Status Balance Balance Status
Wage
06/01/2022 TBENNET WAGE REPORT APRIL 2022 Open Released $78.65 $78.65 Completed

120982934 > 04/01/2022
Report

Important: If any wages are incorrect after you release the report, wage adjustments will be necessary to

correct them.

To view and print the Wage & Contribution Report, Select Trans # next to the wage report (example: Wage

Report April 2022).
Transactions Make a Payment 3 T
More Filters
Report Original Remainin, Release Queue
Trans # Create Date Release Date User Released Type Description Status po! 9 9 aQ
Status Balance Balance Status
Wage .
120982934 > 04/01/2022 Report WAGE REPORT APRIL 2022 Open Initia $0.00 $0.00
Select View Summary Report.
Account / Wage Report Details Comments
& Transaction Details
Wage Report Details
Date Received Processed By Allow S0 Report Release Due Date Fund Due Calculated Amount Paid Amount Owed
06/01/2022 EXEBATCH 05/16/2022
Date Released User Released Billng Type Report Source
06/01/2022 TBENNET Contribution ESS - manual ERC $47.20 so.0 $47.20
MBRC $31.45 $0.00 $31.45

26



FQue

I-Que Help Guide 2023

Select Print or Download Arrow, when finished, click the “x” on the pop-up window to return to the Wage
Report Details screen, select Account screen to return to the Transactions screen.

Wage & Contribution Report
Effective Date: D4/D1/2022
Generated On: OB 12022 10:40:02

Employer Name:

00423 City of Sunshine

Report Saurce: ESS - manust
Page 1 of 3

Wage History Summary

Agreement Gccupation Code Pariod Wages WMomber G Funds Total
MONTHLY Gities 01-Requiar 5 500.0 a7, 5 31.4: 78.65
MONTHLY Cities 17-Part-time Elected Officials $ 0.0 0.00) $ 0.0 s 0.00
Totais S 500.06 s a7.29 5 31.49 s78.65

Cash Summary

Fund Dueg| Paid Balance|

Employer Contributions B 472 $0.0 S4r.2

Member Contributions $314 F0.0 3374

Totals 5 76.65 S0 S 78.64]

Wage & Contribution Report
Effective Date: D4/D1/2022
Generated On: OB 12022 10:40:02

00423

Employer Name:

City of Sunshine

Agreement Gccupation Code Poriod Employer WMomber Funds
wages 2 c tions  Tatal
MONTHLY GCitiss 01-Regular S 500.00 $47.20 $31.45 $78.65
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On the I-Que home page, select Upload Files from the Quick Links Section or select Imports from the sidebar.
Then select File Upload.

I"ZPERS corex | B

=)

Logout

Toll Free Help Line - 1-877-473-7799
S Account

The Employer Relations team is available to assist employers Monday through Friday, 8 a.m. to 4:30 p.m.
B3 Employer Information

Bl User Information

Quick Links News
B Documents

&% Member Information 2 Upload Files > Import Wage/Wage Adjustment Files RERS s Holws TS i por SEIISGE
& Imports B Make a Payment > Make One-Time/Recurring Payments
Billing Location Information
B Messages +8  Process a New Hire > Add a Member to Roster
M Remit Coupon % AddEFT Bank Account > Add a New CTT Dank Account No data found

B Meetings

M ContactUs

A Home . ¥
Import History File Upload | -
ore hers
§ Account

Ba Employer Information Rows " Rows 3
Process o ImportStart  Process Start Rows Rows. 5 Rows in Submitted
id Import Name Import Description  Header Status in Successfully
B3 User Information Flag Date Date Imported Processed [ Exception Prciased By

B Documents

2% Member Information
@ Imports

A Messages

[ Remit Coupon

B Meetings

My contact Us

Select Employer Wage Reporting from the Import Definiton dropdown menu. Select Browse to bring in your file
for the upload. Enter a Description of the file you are uploading. Select Next. Select Next for Report Source.

Upload a File =

Import Selection confirmation

Import Definition™
Ch se file for upload BROWSE

Description®
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Select Next to complete this screen, no entries required.

Upload a File x

L] o L]

Import Selection Parameters Confirmation

Report Source

El -

cancel Previous ||

Verify the information is correct, select Confirm.

Upload a File >

Import Selection Parameters Confirmation

Import Definition

Employer Wage Reporting

file name
13310 April Wage Report 2022 txt

Description
April 2022 Wage Report

Report Source
El

Cancel Previous | Confirm

Pop-up confirms import file has been submitted.

& Your Import file has been submitted ) 4
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Select Imports, to view the uploaded file.
I'2PERS

$ Account

B Employer Information

B user information

Quick Links
B Documents

Member Information

Upload Files > Import Wage/Wage Adjustment Files

@ mports B Make a Payment > Make Orie-Tite/Recurting Payimients

B3 messages 2 Proccccatiewiie > Add o Momber o Roster

@ Remit Goupon

Add EET Bank Account > 446 2 New EFT Bank Account
M mectings

My contact Us

To validate the file, select Id.

A Home
Import History
$ Account
B3 Employer Information
Process s Import Start  Process Start
Id Import Name Import Description  Header Status
B User Information Flag Date Date

B Documents
ERID 00423 (2022~

04) :April 2022
Wage Report

Employer Wage
Reporting

Not

275689 > Ready o essed

2% Member Information
@ Imports

B Messages

M Remit Coupon

B Meetings

M Contact Us

Toll Free Help Line - 1-877-473-7799

06/01/2022

The Employer Relations team is available to assist employers Monday through Friday, 8 a.m. to 4:30 p.m.

CLINT 3
Pofle Lot
News
2023 Wage Ceiling > 01/03/2023

The IRS annually establishes a maximum wage ceiling. This is
the maximum wage amount from which contributions to IPERS
must be withheld. Wages above this celling are not subject to.

Billing Location Information

Neme Balance

$33,228.92

File Upload ¢ T
e Finers
R R
Rows Rows ROWS  Rowsin s"ws - Submitted
imported  Processed Exception RiccessiLnY: BY
Error Processed
GMORNIN

This opens the Imports / File Details screen. Select Validate in the top right corner of the screen.

Imports

le Details

File Detalls  Standard Import Report

Import Summary

lnporUnter mal Narme Desciiption
Employer Wage Reporting

Import Header status a
Not Processed 275689
brocess Hag Upaatea sy
RReady IBENNEI
File Name

13310 April Wage Report 2022 txt

Rows Imported Rows Processed

in Exception

Rows Successfully Process

Import Details

Sequence  Deta .
Errors/Warnings Resubmit  Record Type Employer ID Agency Code
9% Number Status P ploy aency
1 Mot Yes 1 13310 20220
Processed
2 Mot Yes 2 13310
Processed
Not
3 o Yes 2 13310
Processed
g Mot Yes 2 13310
Processed
5 Mot Yes 2 13310
Processed
6 Not ves 3 13310 20220
Processed

ERID 13310 (2022-01) :April 2022 Wage Report

‘Occupation Code

o1

06

40

Inser leu Dale

06/01/2022

Inserteq fy

TBENNET

Upaatad bate
06/01/2022

Rows in Crror

Rows Not Processed

Edit

Filters

SSN Last Name

000097500 o

444333222 LEARNS

444333223 JONES

111333224 PIPER
444333225 HENRY
0000VLVLA
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Pop-up confirms file submitted for Validation.

& Import Header Queued for Validation b4

Pop-up confirms file submitted for Processing.

& Wait for this file to complete processing. Then proceed to the Account tab to release the report. X

Pop-up confirms the wage report has been processed.

& Import "Employer Wage Reporting” (303040) Process action completed. X

Once validated, Import Header Details should change to “Validated with Exceptions”. Select Process to send
report over to the Account/Transactions screen.
**If it doesn’t, see the Note in the next step.

Imports / File Details it i

File Details  Standard Import Report

Import Summary

Import Internal Name Deseription Inserted Date
Fmployer Wage Reporting FRID 004223 (7072 04) "April 2022 Wage Report 06/01/2027

Import Header Statis o Inserted By
Validated with Exeeptions 275689 GMORNIN

Frocuss Flay Upesatus By Update Dute
Validated GMORNIN 06/01/2022

Fils N
00423 April Wage Report 2022 txt

o
R AR S —
o 2
oD ean Y
Sequence Detail
Actions Erora/wamings e A Resubmnt  RecordTypa  Employer i AgencyCode  Gecupation Coda ssn Last Nama

Note: If the Import Header Status is Validated With Errors, click on one of the lines in the import details, then
select Error/Warnings under Actions.

Validate ~ Process :
Imports / File Details More.
File Details Standard Import Report
—rows O s Fiouesse [R—
6
Rows in Exception Rows Successfully Processed Rows Not Processed
0 0 2

Import Details Edit F‘Y
ners

Sequence Detail

Acti Errors/Warnings Resubmit  Record Employer ID ency Code Occupation Code SSN Last Name
ctions g pNomber Status Type ploye Agency P
Not
1 Yes 1 13310 20220 40 000097500  ©
Processed
Validated
Error/Warnings Waming 2 With Yes 2 13310 01 444333222 LEARNS
Exceptions
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This will display the error information.

Import Detail Error
Reject Mo Type Seq No
1 Exception 2

Meszage Attribute Name

Detail: New Member Created. For SSN 444333222

If you have several errors, it may be best to click the Standard Import Report tab. Click link to generate the

Standard Import Report.

Imports / File Details

File Details | Standard Import Report

Import Summary

Imports / Standard Import Report

File Details Standard Import Report

[ =] Click here to generate Standard Import Report >

Validate  Process
WMore

Verify the information you are requesting under Detail Record Status, can change using the dropdown menu.

Select Done.

REQUEST DOCUMENT

Please enter the following details for this request

Import Header 1D
275689

Enter Details

Import Name

Employer Wage Reporting

Detail Record Status

Validated With Errors

Datastring View

Detail

Sort By

Record Seq No

Cancel
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Download or print the report.

Make the corrections for the errors on the Standard Import Report either in the member’s account or in the File
Details screen shown below. If it is an issue with the report you uploaded, you may need to upload a new file.

Select Validate, to re-validate your file. When all errors are fixed the Import Detail Status should reflect

Validated with Exceptions or Validated Successful. Please note, it may not always be necessary to upload a

new file.

Imports / File Details

File Details  Standard Import Report

—TromsTmpOTTET—
6

Rows in Exception

o]

Rows Successfully Processed

o

0

Rows Not Processed

2

Validate Process

More

Import Details Edit A
Filters
Sequence Detail
Errors/Warnings Resubmit Record T Employer ID Agency Code Occupation Code SSN Last Name
Actions /Wi 1: Number us ype ploye gency P
Not
1 Yes 1 13310 20220 40 000097500 0
Processed
Validated
Error/Warnings Warning 2 With Yes 2 13310 01 444333222 LEARNS

Exceptions

Once the imported file reflects Validated with Exceptions or Validated Successful, select Process.

Imports / File Details

File Details Standard Import Report

Import Summary

Pop-up confirms file submitted for Processing.

validate | Process .
More

& Wait for this file to complete processing. Then proceed to the Account tab to release the report. p4
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Pop-up confirms the wage report has been processed.

& Wait for this file to complete processing. Then proceed to the Account tab to release the report. p 4

The status of your imported file should now be Processed with Exceptions or Processed Successfully. Click
Account to view and release your report.

Imports / File Details

Download
File Details Standard Import Report
Import Summary
import intemal Name. Bescription inserted Date
Employer Wage Reporting ERID 00423 (2022-04) :April 2022 Wage Report 06/01/2022
Import Header Status % Inserted By
Proc ' with Fxception: 775689 GMORNIN
Process Flag Updated By Updated Date
Completed GMORNIN 06/01/2022
File Name
00423 April Wage Report 2022 txt
Rows Imported Rows Proceased Rows in Crror
Rows in Exception Rows Successfully Processed Rows Not Processed
4 0 7
Import Details e
Transactions Make a Payment : v
wore Fitters
Report Original Remaining Release Queue
Trans # Create Date Release Date User Released ype Description Status
P Status Balance Balance Status
Dep.Dt 04/14/2022-Chk3# -Tr#
120985432 > 04/14/2022 i A

Payment aRSaEATs Closed ($287.46) $0.00

W
04/01/2022 R:joerl WAGE REPORT APRIL 2022 Open Initial $39.33 $39.33

Verify the amounts correctly match your check. Select Release.

Wage Report Details

Transaction Details

‘Wage Report Summary View Summary Report Edit Financial Summary
Date Received Pracessed By Allow 50 Report Release Due Date

Fund Due Calculated Amount Paid Amount Owed
06/02/2022 EXEBATCH 05/16/2022
Date Released User Released Biling Type Report Source

ERC 23.60 0.00 23.60

Contribution ESS - import 2 $ #

MBRC $15.73 $0.00 $15.73

Work History Edit
Filters
Errors  Name SSN Occupation Code  Start Date Stop Date Period Wages  1st Date of Employment  Termination Date  Last Check Date
Morming, Glolria > XXX-XX-1000 [o3 01-Regular 04/01/2022 04/30/2022 $250.00  07/01/2018
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Select Confirm.

Submit Work Report

Are you sure you want to submit this report?

Cancel

Select Close.

Submit Work Report

Work Report has been submitted successfully.

Select Account to go to the Transactions screen.

|Aecoum / Wage Report Details |

Wage Report Details

Transaction Details

Wage Report Summary View Summary Report
Date Received Processed By Allow 50 Report Release Due Date
06/02/2022 EXEBATCH 05/16/2022

Date Released User Released Billing Type Report Source

Contribution ESS - import

On the Transactions screen, verify the report has been released under the Report Status.

120985432

Transactions
Trans # Create Date Release Date User Released Type Description
120985432 > 04/14/2022 Payment
120983221 > 04/01/2022 06/02/2022 Wage
GMORNIN Report

Dep.Dt 04/14/2022-Chks# -Tr#

WAGE REPORT APRIL 2022

Status

Closed

Open

Due Calculated

Report
Status

Released

$23.60

Original
Balance

($287.46)

$39.33

More

Amount Owed

$23.60

$15.73

A

Filters

Release Queue
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To view and print the Wage & Contribution Report, Select Trans # next to the wage report (example: Wage
Report April 2022).

Transactions

Make a Payment i Y
More Filters.
Report Qriginal R inil Rels
Trans # Create Date Release Date User Released Type Description Status _— i — elease Queue
Status Balance Balance Status
Wage
120982934 > 04/01/2022 Report WAGE REPORT APRIL 2022 Open Initial $0.00 $0.00
Select View Summary Report.
Account / Wage Report Details Comments
& Transaction Details
Wage Report Details
Wage Report Summary View Summary Report Financial Summary
Date Received Processed By Allow $0 Report Release Due Date Fund Due Calculited Amount Paid Aisintowed
06/01/2022 EXEBATCH 05/16/2022
Date Released User Released Billing Type Report Source
06/01/2022 TBENNET Contribution ESS - manual ERG 4720 so.00 $47.20
MBRC $31.45 $0.00 $31.45

Select Print or Download Arrow, when finished, click the “x” on the pop-up window to return to the Wage
Report Details screen, select Account screen to return to the Transactions screen.

1 [ — 81 30 k3 = H
Wage & Gontribution Report
Employer Name. 00423 City of Sunshine
Wage History Summary
Agreement Gecupation Code Foriod Wages THembar Funds Tota
MONTHLY Cities 01-Reguiar s 50001 47.20) S 314 78.65|
MONTHLY Cities. 17-Part-time Elected Officials 5 0.0 0.00 s 0.0 s 0.0
Totale s 500.01 s a7.20 s 31.49 s 7s.65]
Gash Summary
Funa Dud Paid Balance|
Employer Contributions it 0.0 AT
Mombeor Contributions #3714 & 00 T4l
e 7565 o0 S7aes
Wage & Contribution Report
‘Or: DI 1/2022 10:40:02
Date 2022-05-16
Employer Name: 00423 City of Sunshine
Agreement Gecupation Code Poriod Employer Member Funds,
Wages. tal
MONTHLY Cities 01-Regular 3 500.00 sar.20 s 3145 s 7865
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Import a Wage Adjustment

Go to www.ipers.org and select Forms.

% Services T Agencies

IFZPERS

IPERS IS JUST ONE
PART OF A SECURE
RETIREMENT

IPERS benefits are designed to be combined with Social
Security and personal savings to provide a secure
retirement.

MEMBER
RETIREE

EMPLOYER

Close or Merge Employer Account
This farm notifies IPERS that you are closing an account or merging
an account with another one.

Employer Ac /Reporting Official D

Use this form to change your designated reporting official, and to add

or update contact information for your employer.

Request for Extension
Complete this form to ask us to extend the deadline for a monthly

wage report ar contribution payment. You can avoid late fees if you

receive an extension before the deadline.

Wage Adj Import §
Use this template to create and save a spreadsheet to your

computer. You can then export the spreadsheet to IPERS through |-

Que.

7= 800-622-3843

A

Forms

Election for Termination of IPERS Coverage
For some public employees who can opt out of IPERS within the first

60 days of employment.

Submit this form to establish an IPERS employer account if you are
not currently an IPERS-covered employer. We use the information on
this form to determine eligibility.

Request for Waiver of Fee/Interest Charges
Use this form to ask us to waive fees or interest charged to your

employer account, such as fees assessed for late wage reports or

contributions.

Wage Report Due Date Change
Submit this form if you do not have wages to report for one or more

full calendar months and you want to change the reparting deadline
to a future date. We do not assess late charges if we receive the form

hefore the renorting deadline. You mav file # wane renort indicating

lwantto...

Search IPERS.org

Scroll to the bottom of the Employer Forms webpage. Select Wage Adjustment Import Spreadsheet.

Electronic Wage Reporting Waiver
Submit this form if you are unable to file reports electronically.

Processing fees may be waived in extenuating circumstances.

Periodic Wage Detail
Only employers who provide their wage reports on paper should use

this form. You should include the Employer Wage Reporting Summary
farm with your reports.
NOTE: You do not need to use this form if you use I-Que to report

electronically.

Section 125 Plan Certification
Use this form to certify that your organization's Section 125 plan

(cafeteria plan) meets the requirements in Internal Revenue Code
Section 125. Forms are due to IPERS by December 31.

Wage Reporting Adjustments
Use this form to request corrections to wages that were unreported

or erroneously reported during a previous quarter.

22\
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Select the Import Data tab to add information about your wage adjustment.

Al - #2 Instructions for completing Wage Adjustment Import File

A | B |
1 | Instructions for cumEleting Wage Ad!'ustment ImEurt File |

s8N Employer ID Five-digit employer ID assigned to the employer account.

Nine-digit social security number for member whose wages you are adjusting,.
SSN Enter numbers only; do not include hyphens.

Occupation code assigned to employment type. See Section 5 of [PERS'
Employer Handbook or IPERS' Web site for a complete list of occupation

8 Occupation Code codes.

The first date of the reporting period of the adjustment in the format

MMDDYYYY. This will be the first date of the quarter if the adjustment is for

areporting period before July 1, 2008, or the first date of the month fora
From Date reporting period after July 1, 2008. Do not include hyphens or slashes.

The last date of the reporting period of the adjustment in the format
MMDDYYYY. This will be the last date of the quarter if the adjustment is for a
reporting period before July 1, 2008, or the last date of the month for a

To Date reporting period after July 1, 2008. Do not include hyphens or slashes.

The dollar amount that you are increasing or decreasing the orginally reported
wages by. Include a negative sign in front of the dollar amount when

) Wage Adjustment Amount decreasing wages.

The sum of the originally reported wages and the wage adjustment amount in
Final Wages the previous two columns. Must be at least $0.00.

| Adjustment Reason Code The reason code number for the wage adjustment from the list below.

If correcting wages reported under an incorrect SSN, enter the correct SSN
N Corrected SSN here.

When completely done, hit "Create
Import File" button. This will save The Wage Adjustment Report will now be available to process using the

“2l this file to your desktop. import feature of I-Que.

]
4 4 v v | Import Data WOSCMaGlEy o

Ready

Enter the information exactly as requested (a sample header line is shown below) or the file will not process
correctly when imported. When finished, select the blue Create Import File to export the file to your desired

location.

=

Insert Delete

& Cut

53 Copy ™
_f Format Painter
z i

= Wrap Text

$ % » | %8 s%

= :
Conditional Format j
F ing ~ as Table ~ [

Paste [ Merge & Center =

Cells

To Date

Wage Adjustment Adj

| __Amount___L__Final\Wages |
06302018 $1.000.00, $3,356.56

654654666
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Select folder to save this file on your computer. Select OK and close the Wage Adjustment Import Spreadsheet.

x8 Select .

T [= » ~ & | [ Search Shared Folders (ipers... 2 |
Organize ~ Mew folder d== - @
Microsoft Excel Mame Type siz
| Benefits I File folder
% This PC CEO File folder
== Communica tions File folder
= l. Finance File folder
== L IMD File folder
= . Investments File folder
i Legal File folder
I3 Enterprise Connect oracle File folder
! Shared File folder
< i >

Folder name: || ]

= = oK |

Pop-up confirms where file was exported to.

Microsoft Excel .

File exported to:
MM mport {:g 23_2023 02 26 PM.bxt

Now that you have created your wage adjustment import file, log in to I-Que. On the I-Que home page, select
Upload Files from Quick Links or Imports from the menu.
I'2PERS Gloria

Profie  Logout

Toll Free Help Line - 1-877-473-7799
$ Account

The Employer Relations team is available to assist employers Monday through Friday, 8 .m. to 4:30 p.m.
B3 Employer Information

Bl User Information

Quick Links News
B Documents
2% Member Information 2 UploadFiles > Import Wage/Wage Adjustment Files A Sty
@ Imports =  MakeaPayment > Make One-Time/Recurring Payments
Billing Location Information
B Messages +8  Process a New Hire > Add a Member to Roster
[ Remit Coupon % AddEFT Bank Account > Add a New EFT Bank Account No data found

B Meetings

M= Contact Us

Complete the Upload a File wizard. Select Next.

Upload a File >

@ 2 @

Import Selection Parameters Cconfirmation

Import Definition™

Employer Wage Adjustment Reporting -

N
Import 06_02_2022 02 44 PM.1txt BROWSE

April correction SShine]

Cancel Next
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Select Next. Nothing to select or enter in this section, only pulling over report source.
[

Upload a File >

o © o

Import Selection Parameters Confirmation

Report Source

El -

Cancel Previous l|

Confirm the information. Select Confirm.

Upload a File X

Import Selection Parameters Confirmation

Import Definition
Employer Wage Adjustment Reporting

file name
Import 06_02_2022 02 44 PM.txt

Description
April correction SShine

Report Source
El

Cancel ‘ Previous ‘ Confirm

A message will appear indicating that the file has been submitted.

& Your Import file has been submitted X
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To validate the Wage Adjustment Import file, select Imports.
IGPERS . 00423 City,of, Sunshine Gloria ‘ @ a2
Profile  Logout
Toll Free Help Line - 1-877-473-7799
$ Account
The Employer Relations team is available to assist employers Monday through Friday, 8 a.m. to 4:30 p.m
B2 Employer Information
Bl User Information
Quick Links News
B Documents
h Member Information £ UploadFiles > Import Wage/Wage Adjustment Files report at this time
@ Imports B Make a Payment > Make One-Time/Recurring Payments
Billing Location Information
B Messages 42 Process a New Hire > Add a Member to Roster
(o] L@ i Add EFT Bank Account > ‘Add aNew EFT Bank Account No data found
JB Meetings
M= Contact Us
Find the file and select number under ID in Import History.
Import History File Upload : Y
More Filters
Rows ) Rows _
Process Import Import Start Process Start Rows Rows i Rows in Submitted
Id Import Name Lot Header Status in N Successfully
Flag Description Date Date Imported Processed Exception By
Error Processed
Employer Wage p
ERID00423 :April Not
275704 > Ready Adjustment B 06/02/2022 3 GMORNIN
correction SShine Processed
Reporting
The File Details screen opens. Select Validate.
Imports File Details Void M;m
FileDetails  Standard Import Report
Import Summary
import internal Name Description Insertea pate
Cmployer Wage Adjustment Reporting CRID 00423 :April correction SShine 06/02/2022
Import Header Statis @ inserten sy
Not Processed 275704 GMORNIN
Process Flag Upaated By Updated Date
Ready GMORNIN 06/02/2022
Flle Name
Import 06_02_2022 02 44 PM.txt
Kows imparten Rows Processan Kaws in trror
n Exception Rows Suce Rows Not Pracessad
Import Details Edit :I
Sequence  Detail
Errors/Warnings e diae e Resubmit Record Type Employer ID SSN Agency Code Occupation Code From Date To Date Adjustment Sign 2
Nol
1 Yes 1 55303 +00000050 GO0
Processed
Not
2 Yes 2 55303 100012725 o1 20220401 20220430 ! o
Processed
Not -
3 orasaea  YeR 3 55303 00001
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Pop-up confirms the file has been sent for Validation.

& Import Header Queued for Validation X

Check the Import Header Status of the file (F5 to refresh the screen). If it Validates with Errors, you must correct
them before processing the adjustment.

Imports / File Details

File Details  Standard Import Report

Import Summary

Import Internal Name
Employer Wage Adjustment Reporting

Import Header Status
Validated Successfully

Process Flag
Validated

Select Error/Warnings next to the row that shows as Validated with Errors. Research to correct errors or

Description

ERID 00423 :April correction SShine

Id
275704

Updated By
GMORNIN

contact IPERS Employer Relations at 877-473-7799.

Inserted Date

06/02/2022

Inserted By
GMORNIN

Updsted Date
06/02/2022

Validate

Process

Imports / File Details Download
FileDetails  Standard Import Report
Import Summary
Import Intemal Name Description Ingerted Date
Employer Wage Adjustment Reporting ERID 55303 :April correction SShine 06/02/2022
Import Header Status I Inserted By
Validated with Errors 275704 TBENNET
Process Flag Updated By Updated Date
Queued Validation Request TBENNET 06/02/2022
File Name
Import 06_02_2022 02 44 PM.txt
Rows Imported Rows Processed Rows in Error
3 0 0
Rows in Exception Rows Successfully Processed Raws Not Processed
0 0 2
Import Details Y
Filters
en Detail
Actions Errors/Warnings f:quh e o' Resubmit  Record Type Employer ID SSN Agency Code Occupation Code From Date To Date Adjustm:
umber Status
1 hi Yes 1 55303 +00000050 000
Processed
Validated
Error/Warnings Error 2 With Yes 2 55303 100012725 01 20220501 20220430 +
Errors
Not
3 © Yes 3 55303 00001
Processed

42



I-Que Help Guide 2023 I—Que

Once errors have been corrected, re-validate your file. The file status should read “Validated Successfully”.
Select Process.

Imports / File Details Valites i

File Details  Standard Import Report

Import Summary

Import Internal Name Description Inserted Date

Employer Wage Adjustment Reporting ERID 00423 :April correction SShine 06/02/2022
| Import Header Status Id Inserted By

Validated Successfully 275704 GMORNIN

Process Flag Updated By Updated Date

Validated GMORNIN 06/02/2022

Pop-up confirms the file was sent for processing.

& Wait for this file to complete processing. Then proceed to the Account tab to release the report. p 4

Go to the Account screen, select Trans # to submit the adjustment.

Transactions Make a Payment H Y
More Fiters
$ Account
B Employer Information Report Original Remaining Release Queue
Trans # Create Date Release Date User Released Type Description Status
Status Balance Balance Status

Bl User Information

B S 120986240 > 06/02/2022 Wage Adj. Wage Adjustment Open Initial $78.65 $78.65

Select Release to submit file to IPERS.

Account / Wage Report Details Release M;E

Wage Report Details

Transaction Details

Wage Report Summary View Summary Report Edit Financial Summary
Date Received Processed By Allow SO Report Release Due Date:
Fund Due Calculated Amount Paid Amount Owed
06/02/2022 GMORNIN
Date Released User Released Billing Type Report Source
ERC 47.20 0.00 47.20
Contribution ESS - import $ § $
MBRC $31.45 $0.00 $31.45
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Select Confirm.

Submit Work Report X

Are you sure you want to submit this report?

Review the details in the Information box. Select Close.

Submit Work Report X

@ Information

This wage adjustment has been submitted to IPERS for processing. Amount due or credit will be sent on your next monthly
tatement.

Close

A workflow request will be submitted to IPERS and your adjustment should be released within 24-48 hours.
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On the I-Que home page, select Add EFT Bank Account from the Quick Links.

IGPERS . 00423, City,of Sunshine \Gloria, ‘ a2
2 profie  Logout
A Home ‘ )
Toll Free Help Line - 1-877-473-7799
$ Account
The Employer Relations team is available to assist employers Monday through Friday, 8 a.m. to 4:30 p.m.
B Employer Information
Bl User Information
Quick Links News
B Documents
2% Member Information 2 UploadFiles > Import Wage/Wage Adjustment Files IRERS fiaaiionewsitemsnEporta nls e
& Imports B Make a Payment > Make One-Time/Recurring Payments
Billing Location Information
B Messages 42 Processa New Hire > Add a Member to Roster
[ Remit Coupon ™ AddEFT Bank Account > Add a New EFT Bank Account No data found
JB Meetings
= Contact Us
Enter the New Payment Account Information. Select Next
New Payment Account X
Payment Information EFT Agreement Confirm Details
Please enter the following information to add a new EFT Payment Account to your payment method.
Routing Number*
Bank Name
|En‘[er your Account Number* |
|Re-Emer your Account Number*l
Select an Account Type*
Checking -
Description
-
Cancel Next
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Scroll down to the bottom and enter your name and title in the boxes. Select Next.
MNaw Payment Account *

Paymeni informaticn EFT Agresmaent Confirm Details

Please read the following information and accept the agreement to proceed,

FFZPERS

EMPLOYER/RECEIVER AUTHORITATION AMD AGREEMENT FOR ACH DEMT

Ouiginater: IDWA FUBLIC EMPLOYEES' RETIREMENT SYSTEM - ACH Company D S20932069

The Emplover/ Recetrer hereunder ity OFf SUNSINE £1r1ovER" ) hereby authorizes IPERS to mitiate both pecarmng and single entry debit entries to EMFLOYER'S Checking
Account indacated belonr at the depesitory financial mnstifuton named belowr (“DEPCSITORY ™), and to debit the same % mach sccount. EMPLOYVER acknanvled pes that the eriginabion of
ACH masgactians to said scocunt mvost cosply with the provigens of US law and the nides of the Nalssaal Antosuated Cliarnphouse Asscciaisesy (TNACHA™) ind agress that
ransactions hereusder shall be in the NACHA CCD format

Depesitesy Naze: llONEy Tree Bank
Foouting Xuswber: D007
Account Number 0000537

EMPLOVER ackowneladprs knd agrees that 1 b the 5ol merponaibaty bs ensuse that B Bank scoust lated abeve will be open t acorpt Ganiactions berrundsr, St rulicunt fundy
will be mamisined in that sccoust in cover said Dumsachons, and that i has verdfied that DEPOSITORY i capable of complving with the U5 liws and NACHA rules goveming
transachers bereunder. If you kave a defbet block on your sccount, please nobfy your fmancial enstitation to allow IFERS' ACH Company 1D S42093206% to debit the account. Thas
suthorization shall reman i full force and effect unbl IFERS has recemved witten nottfication of it termination from EMFLOTER. The tersnnation netice may be delsvered by esmadl.
Faswzmile, o ficet class madl, provided that the delivesy of fuch wmesation notice shall provide IPERS and DEPOSITORY & reasccable oppartusaty to acten it

Employer Name: CITY OF Sunshing Emplover ID Ne: (423
Duate Accepied®
06/01/2022 ]
Paerson Acceptad®
Parson Accepted |5 reguined
Person Accepted Title*
Parson Accepted Tille = required
Cancel Previous | | Mext
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Review and select Confirm or Previous to make any corrections.

MNew Payment Account x

Payment Infermation EFT A;reemem Confirm Details

Please review and confirm your payment method details.

Bank Nama

Money Tree Bank

Account Type

Checking
Checking Account 0640172022
Accepted By Accegled Persoms Tithe
Gloria Moming Clerk

Cancel Previous |

Click link to View and Print ACH Authorization. Select Close to return to the home screen.

New Payment Account X

Payment Information EFT Agreement Confirm Details

B Click here to view and print ACH Authorization >

Close
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Onthe home page, select Make a Payment under the Quick Links.

I"2PERS coax | @ B

Toll Free Help Line - 1-877-473-7799

$ Account

The Employer Relations team is available to assist employers Monday through Friday, 8 a.m. to 4:30 p.m.
B Employer Information

Bl User Information

Quick Links News
B Documents
25 Member Information *  Upload Files > Import Wage/Wage Adjustment Files RERS hasino.news(iems talreport:at s lime
@ Imports B  MakeaPayment > Make One-Time/Recurring Payments
Billing Location Information
& Messages 48 ProcessaNew Hire > Add a Member o Roster
M Remit Coupon #  Add EFT Bank Account > Add a New EFT Bank Account No data found

JB Meetings

= Contact Us

From the pop-up box, select One Time Payment or Recurring Payment and then select Next.

Add Payment X

Setup

Please select a Payment Schedule Type

(® One Time Payment

(O Recurring Payment
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The Add Payment Wizard will open. Fill in the Payment Amount, Payment Date, Description and Payment
Account.

e To make the payment immediately, leave the Payment Date as is.

e To schedule this payment for some time in the future, select the date you wish IPERS to be paid from the
drop-down.

Select Next.

Add Payment X

A Warnings

= The outstanding balance is: $39.33.

o [ 2 o

Setup Details Confirm

Enter Payment Details:

Payment Amount*

Payment Date*

06/02/2022 |

Payment Account*

Cancel Previous Next
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Verify payment details. Select Confirm.

Add Payment x

Setup Details Confirm

Please review your payment details:
Pﬁy:'l‘:a‘_-.‘l'l Amount

540.00

Payment Date

06/02/2022

Description

April 2022

Payment Account

Checking Account

Cancel Previous Confirm

A confirmation message will display. Click link to view and print payment summary.

Add Payment X

Setup Details Confirm

Click here to view and print payment summary

Close
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The Payment Summary will display. Select Download Arrow or Print. Click on “x” to close out of the Payment
Summary in the upper right corner of the window tab. If clicking on print does not work, click Ctrl-P for a print
screen before “x” out of screen.

IF3PERS

Paymant Summary

Transaction ki: 120085229

Date;  Jun, 07 2002

340,00

- Money Tree Bank
AHHICO0T

T XIOOOAENT

: Apeil 2022

Select Close. This returns you to the I-Que Home Page.

Add Payment X

Setup Details Confirm

Click here to view and print payment summary

Close

Select Account to verify your payment. It will appear here if you did not schedule this payment with a future
date.

A Home .
Transactions Make a Payment : A
Account
B2 Employer Information Report Original Remaining Release Queue
Trans # Create Date Release Date User Released Type Description Status
a Status Balance Balance Status
User Information
Dep.Dt 06/02/2022-Chk# -Tr#
B Documents 120986239 > 06/02/2022 Pament b 3’; / ! open ($40.00) (640.00)

an Member Information
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To view your scheduled payments or see your EFT payment History, scroll down on the Transactions page to
Payment Schedules. This should reflect the scheduled payment.

Pyl Paymani 9 gt Frvvogn
Bark Aecount [+ [ Fraguancy Accaust Dt Duaba e Paynent Payment Iraariod Bun fagried By Lipdiated Daba

HENHE
# =

Chechingl Payerest

EERTE I
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On the I-Que home page, select Employer Information.

I*ZPERS x| D 2

Toll Free Help Line - 1-877-473-7799

$ Account

The Employer Relations team is available to assist employers Monday through Friday, 8 a.m. to 4:30 p.m.
B Employer Information

Bl User Information

Quick Links News
B Documents
2 iy i £ Upload Files > Import Wage/Wage Adjustment Files PERS has no news items to report at this time
@ Imports B Make a Payment > Make One-Time/Recurring Payments
Billing Location Information
B Messages +8  Process a New Hire > Add a Member to Roster
M Remit Coupon % AddEFT Bank Account > Add a New EFT Bank Account ho

JB Meetings

= Contact Us

On this screen you can update the Employer Demographics, Employer Address, Employer Contact Information
and add a Contact.

I'ZPERS soia | @ 2
Ajlons Employer Demographics

$ Account
B Employer Information City of Sunshine
B User Information Emploer ID Federal Tax No County Number Employer Status Updated Date
00423 51-54321009 55 Active 11/02/2018
B Documents
Employer Type Centralized Payroll? Delivery Preference
City No Email

&% Member Information

& Imports
& Messages Employer Address Employer Contact Info

M Remit Coupon
Permanent

P Meetings PO BOX 215
e US e (888)888-8888

Sunshine 1A 50321

Wark Phone

M ContactUs

Fax

(888) 888-8888

Contacts i Y
More Fiters Email
‘gmoming@gmail.com
Contact Role Name Phone Fax Email
W.: (888) 888-8888
Reporting Official > Gloria Morning ’ ((5'\5))681—7882 (888) 888-8888 gmoming@gmail.com
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Update the information under Modifying An Existing Address. Select Next.

Modifying An Existing Address

@ o

Enter Details Confirm

Please fill in all the information and hit Next to update your records.
Address Type*

Permanent

X

Mailing Address*

POBOX 100

Apt/Ste/Other

1052ND ST S

Care Of/POA

Zip* City* County

50483-0215 Sunshine KOSSUTH

Cancel

Next

Verify Address Information, select the radio button next to the address. Select Use Selected Address.

A\ Verify Address Information

We suggest using our recommended address to
ensure accurate postal delivery.

Address (Permanent)

O 105 2ND ST SE
ALTOONA, 1A 50009-1809

Use Selected Address Skip Cancel
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Select Next.

Modifying An Existing Address

@ 2]

Enter Details Confirm

Please fill in all the information and hit Next to update your records.
Address Type*

Permanent

Mailing Address*

105 2ND ST SE

Apt/Ste/Other

Care Of/POA

Zip* City* County
50009-1809 ALTOONA POLK
Cancel

Select Confirm.

Modifying An Existing Address

Enter Details Confirm

Permanent

105 2ND ST SE
ALTOONA, |A 50009-1809

Next

Cancel | Previous ‘ Confirm

Pop-up confirmation

& Your address has been updated successfully

X
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On the I-Que home page, select Employer Information.

I"2PERS &> |2 .2

Toll Free Help Line - 1-877-473-7799

$ Account

The Employer Relations team is available to assist employers Monday through Friday, 8 a.m. to 4:30 p.m
B Employer Information

Bl User Information

Quick Links News
B Documents

ms to report at this time

Member Information 1+ Upload Files > Import Wage/Wage Adjustment Files
& Imports B MakeaPayment > Make One-Time/Recurring Payments
Billing Location Information
B Messages +8  Process aNew Hire > Add a Member to Roster
[ Remit Coupon Add EFT Bank Account > Add a New EFT Bank Account

B Meetings

) Contact Us

Select Edit in Employer Demographics section.

I"ZPERS coia | @ B

A Home

Employer Demographics
$ Account
B3 Employer Information City of Sunshine
B User Information Employer 1D Federal TaxNo County Number Employer Status Updated Date

00423 51.54321009 55 Active 11/02/2018
B Documents

Employer Type Centralized Payroll? Delivery Preference
. city No Email
Member Information

& Imports
B Messages Employer Address Employer Contact Info Edit
M Remit Coupon

Permanent il
M Meetings PO BOX 215 i

1052ND STS US e (888) 888-8888

Sunshine IA 50321

) Contact Us

Edit -

rana\ a0a aaaa
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Select your delivery preference using the dropdown menu —U.S. Mail or Email. Select Save.

Edit Employer Information >

Employer Name

City of Sunshine

Federal Tax No
51-5459753

Employer Status
Active

Employer Category
No

Pop-up confirmation confirms profile update.

& You have successfully updated the profile

IMPORTANT: To set your delivery preference to Email, you must first provide an email address to I-Que under

Employer ID
00423

County Number
55

Employer Type
City

Delivery Preference

Email

Cancel Save

the Employer Contacts Info.
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On the home page, select User Information.

I'ZPERS cozs | @ B

Toll Free Help Line - 1-877-473-7799

$ Account

The Employer Relations team is available to assist employers Monday through Friday, 8 a.m. to 4:30 p.m.
Ea Employer Information

Bl User Information

Quick Links News
B Documents
&% Member Information *  Upload Files > Import Wage/Wage Adjustment Files PERS has no news items to report at this time
@ Imports B MakeaPayment > Make One-Time/Recurring Payments
Billing Location Information
B Messages 48 Process aNew Hire > Add a Member to Roster
M Remit Coupon % AddEFT Bank Account > Add a New EFT Bank Account No data found

B Meetings

M Contact Us

Select Add User.

A Home

Users H
More  Fiters
$ Account
B3 Employer Information Morning, Gloria >
B User Information gmorming@qmail.com
ACTIVE Registered
B Documents
UserName
2% Member Information s
@ Imports Created Date
08/15/2008

B Messages

Update User Access
[ Remit Coupon

B Meetings

M Contact Us

The Add User window will appear. Enter the First and Last Name of the new user. Select Next.

Add User X

Identification Verifi Confirm

Billing 2

Please enter the following information so that the new user can register and create the account.

Steve

Shine|
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Select Continue Adding a New User.

Add User

o (2] o 4] (]

Identification Verification Account

Information

Contact & Address Roles

o o

Billing Access Confirm

We found a few people matching the details you provided. Please select a record below and hit 'Next'. Otherwise, you can continue adding a

new user.

() STEVESHINE I097UH529

Continue Adding a New User

Cancel

Verify information listed. Select Next.

Add User

o o o o ©

Verification Account Contact & A Roles

Information

Identification

First Name

Steve

‘ Previous ‘m

[ ] o

Billing Access Confirm

Middle Name

Last Name

Shine

Username

55303SSHINE

Cancel

‘ Previous ‘ Next
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Complete the user information such as phone number, email and mailing address. Select Next.

Add User X

@ o o 4] © o o

Identification Verification Account Contact & Address Roles Billing Access Confirm
Information

Edit Contact Info

Contact Preference

Country

Us . Home Phone Ext

Primary Phone 1

Country

Cell Phone Ext
us -

Primary Phone 1

Country Work Phone

us ~  (515)281-0083

Primary Phone 1

Email*

Primary Email ) »

Remove this Address

Add Address

Address Type
Permanent

Mailing Address*

Apt/Ste/Other
Care Of/POA
Zip* City* County
Country*
State . US .

Cancel ‘ Previous Next
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Select User Roles — Employer Administrator. Select Next.

Add User %

o o o o o o o

Identification Verification Account Contact & Address Roles Billing Access Confirm
Information

Configure the user's access permissions and security profile here

User Access
Grant All Access

User Roles ~

[ Employer Administrator

Cancel Previous m

Confirm user access. Select Next.

Add User X

o o o o o [ <] o

Identification Verification Account Contact & Address Roles Billing Access Confirm
Information

Configure the user's access here.
User will have full access. Please click 'Next' to continue.

00423 - CITY OF Sunshine A

No CITY OF Sunshine

Cancel Previous Next
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Verify information. Select Confirm.

Add User

Identification Verification Account

Please review your information.

First Name
Steve

Last Name
Shine
Addresses

Permanent
PO Box 15
ALTOONA, I1A 50009

User Roles
Externally verified role for Employer

Cancel

The new user now has access to [-Que.

STEVE SHINE >

Contact & Address Roles
Information

Access Information
Grant All Access

Username

00423 SSHINE

Work Phone
US e (515)281-0083

Email
steveshine@gmail.com

steveshine@gmail.com

ACTIVE

User Name

55303SSHINE

Update User Access

Created Date

06/02/2022

Billing Access

Confirm

e | D

@ SHINE, STEVE user access is updated. p 4
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On the home page, select User Information.

I"ZPERS

Toll Free Help Line - 1-877-473-7799

$ Account

Ihe Employer Relations team is available to assist employers Monday through Friday, 8 a.m. to 4:30 p.m.
B3 Fmployer Information

Bl User Information

Quick Links News
B Dbocuments
2% Member Information +  Upload Files > Import Wage/Wage Adjustment Files PERS has no news items to report at this time
@ imports B Makea Payment > Make One Time/Recurring Payments
Billing Location Information
B Messages +2  Process aNew Hire > Add a Member to Roster
E8 Remit Coupon @ Add EFT Bank Account > Add a New FFT Rank Account No data found

B Meetings

M Contact Us

On the Users screen, find the user to deactivate. Select Update User Access.

Usars Ak Uper

. @ SICALSHNE »

In the menu that appears, select Remove User Access and uncheck box under Employer User Roles. Select Save.

User Access X

Configure the user's authentication, access permissions and security profile here

Twe-Factor Authentication

Turn On - Only for a new device

(® Employer including all Reporting Units

(O Specific Reporting Units under the Employer

(O Remove User Access

Employer User Roles

Employer Administrator - Employer User

Cancel Save
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This user’s access has been removed.

@ SHINE, STEVE access is removed. b4

To remove individual as a contact, select Employer Demographics. Select Contact Role.

IFSPERS ai—/—> |
City ofSunshine
B o= -
]
[
[- T [mployes Address imployer Contect info Lt
o -
- e i
L
Contacts Lk e T =
sshine@gmail.com
ik 1 g s Pruim L vl
EI Shing, Steve e sshine@gmail. com

Shine s 123 4567

sshine@gmail. com
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On the I-Que home page, select Messages.

I"ZPERS con | @ =

Logout

Toll Free Help Line - 1-877-473-7799
$ Account

The Employer Relations team is available to assist employers Monday through Friday, 8 a.m. to 4:30 p.m.
Ba Employer Information

Bl User Information

Quick Links News
B Documents
ah Member Information £ Upload Files > Import Wage/Wage Adjustment Files PERS has no news tems to report at this time
@ Imports B Make a Payment > Make One-Time/Recurring Payments
Billing Location Information
B Messages +8  Process a New Hire > ‘Add a Member to Roster
B Remit Coupon % AddEFT Bank Account > Add a New EFT Bank Account No data found

B Meetings

M Contact Us

Select New Message.

Secure Message M
Filters

‘ Inbox @ | Sent ‘ Archive ‘

Unread Icon Indicator Subject Attachment Icon Indicator Details Date

Complete the message wizard. See below for instructions on adding an attachment. If there is no attachment,
skip and select Send.

New Message : x
More

Cance' m
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To send IPERS a spreadsheet or other documents, you can do so by selecting Attach File. Find the file/files you
want to upload by clicking in the box displayed.

Attach File X

In this screen, you can choose to upload multiple documents from your computer.
Begin by clicking the upload icon below or dragging a file into the box.

Click to upload, or drag and drop files here.

UPLOAD ALL CLOSE

When finished, select Upload All. It will reflect uploaded below the box. Select Close. You will see the
attachment at the bottom of your message. Select Send.

Attach File X

In this screen, you can choose to upload multiple documents from your computer.
Begin by clicking the upload icon below or dragging a file into the box.

Click to upload, or drag and drop files here.

e 01-Que H..
0.06MB ...

Description e

UPLOAD ALL CANCEL CLOSE

In order to see your message, click on the Sent tab.

Secure Message NewMessage V.
Fiters
——
Inbox @ I Archive
Unread Icon Indicator Subject Attachment Icon Indicator Details Date

wages > I reported the wrong wages for the month of April for Steve Shine. How do | fix this with IPERS?  1:57 PM
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Your message and attachment are now sent securely and you can view this in the Sent section of your Secure
Messages.

Secure Message New Message A

Filters

Inbox @ | Sent || Archive

Unread Icon Indicator Subject Attachment Icon Indicator Details Date
Help! > What is goin on??? 2:21PM
wages > | reported the wrong wages for the month of April for Steve Shine. How do | fix this with IPERS? ~ 1:57 PM

Once IPERS replies to your message, you will get an email notification telling you to log into I-Que to view the
message. Once you are logged in to I-Que, go to the Messages section.

IFPERS a0 =) | 2 &

Cuung] wrutuutel. Pt Lot et el | ] b R ot the v Dl ) tompiite e P ol Coomgand bet Bageir1a By [ae-vbiong o s lanatios W bire A’ pich dhare
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On the home page, select Meetings.

IF3PERS

# Home
$ Account
B3 Employer information

E User Information

B Documents

Member Information
& Imports
E Messages
[ Remit Coupon
B WMeetings

M) ContactUs

Quick Links

+  UploadFiles »

B MakeaPayment »

+2  Processa New Hire >

Add EFT Bank Account >

Toll Free Help Line - 1-877-473-7799

The Employer Relations team is available to assist employers Monday through Friday, 8 a.m. to 4:30 p.m

Import Wage/Wage Adjustment Files

Make One-Time/Recurring Payments

Add a Member to Roster

Add a New EFT Bank Account

News

System Upgrade >

Effective June 215t 2022- |

Billing Location Information

Under Upcoming Sessions, choose the session you wish to attend by selecting the training under Name.

I'ZPERS

A Home

§ Account

B Employer Information
B user information

B Documents

an Member Information

& Imports

B Messages

M Remit Coupon

B Meetings

!l Contact Us

B 00432- CITY OF test

All Attendees

Name Attendee

Upcoming Sessions

Name

Employer Training >

Location

Meeting Type Location

Employer Training In Person Des Moines

Employer Training

Employer Training

Location Details

Member Phone Counseling

Member Phone Counseling

Date/Time

Location Details

Duration Registration Status

Date/Time
Effective

10/25/2022 9:00:00 AM
from
Effective

0/26/2022 9:00:00 AM

from
Effective

11/25/2022 1:00:00 PM
from

EMMA ‘ @ 3
Pofle  Logout
06/14/2022

EMMA ‘ 3
Profile  Logout

Export Attendees Y
Filters

Guests
Y

Export Upcoming Sessions

Available seats Duration
43 3 hours
44 3hours
43 3hours
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Select the time slot available.

I"2PERS

& Meetings / Session Details
Home

$ Account Attendees

B Employer Information

Name Attendee Location Location Details Date/Time
E User Information
No data found
B Documents
Member Information B
Sessions

& Imports

Please select date and time

B Messages

M Remit Coupon October 2022 ~ < >

B Mectings

Then select Book Slot.

I">PERS

a Meetings / Session Details
Home

$ Account Attendees
B Employer Information

Name Attendee Location Location Details Date/Time
E User Information

B Dpocuments

Member Information

Sessions

& Imports

Please select date and time
B Messages

[ Remit Coupon October 2022 ~ <
43 Seats Available
Maximum 45 attendees allowed

Book Slot

. Meetings

Duration

Duration

Registration Status

Registration Status

EMMA ‘ @ 2

Profie  Logout
Export Attendees
Guests

EMMA ‘ @ 2

Profle  Logaut
Export Attendees
Guests
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Check the box next to the attendee’s name and then select the Next button.

Add Attendee

Please select attendee

o

Name SSN Status

IE' READY, EMMA Mot Registered

cancel m |I

Verify the information is correct and select Confirm. If something is not correct, select Previous.

Session Registration

Add Attendee

Confirm =

Employer Training
9

IN PERSOMN DES MOINES, 7401 REGISTER DR, DES MOINES, 1A, 50321-2954

1 | Employer Training

3] Tuesday October 25, 2022 at 09:00 AM (CDT)

3 hours

Name

SSN Status Guests

READY, EMMA Confirmed

Cancel

Previous |I Conﬁrml
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On the following screen, select Close.

Session Registration

Add Attendee Confirm

Success

Cj%]s e

On the Session Details screen, the meeting information will appear under Attendees with Registration Status as
CONFIRMED. You will receive a separate email with instructions on how to register for the virtual meeting.

If something changes and you are unable to attend, select Employer Training line.

IF'ZPERS aw | @ 9

Meetings ' Session Details
A Home
$ Account Attendees Export Attendees.
B3 Employer Information

Name Attendee Location Location Details Date/Time Duration Registration Status Guests
B user information
B Documents Employer Training > READY, EMMA IN PERSON DES MOINES fom € 1072572022 900 AM 3hours CONFIRMED
&% Member Information
@ Imports Sessions
g Messages Please select date and time
M@ Remit Coupon @)
October 2022 ~ < >
M veetings
M ContactUs
On the pop-up screen, select Cancel RSVP.

Session Registration X

Employer Training
(-]

IN PERSON DES MOINES, 7401 REGISTER DR, DES MOINES, |4, 5032:[—2954

m Tuesday, July 4, 2023 at 09:00 AM (CDT)

@ 3 hours

Attendee Name -

Name SSN Status

Guests

CONFIRMED

Cancel

Cancel RSVP
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