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Log In

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

s
IﬁPERS My Account| Employer Login Q Search IPERS...

IOWA PUBLIC EMPLOYEES' RETIREMENT SYSTEM

Home Members ~ Retirees ~ Empl Calendar Newsroom About Us ~ Contact Us =

A key piece of your retirement savings. ’h

e

IPERS works together with Social Security and personal savings to fund your secure

| retirement.
.

A

MEMBERS . RETIREES EMPLOYERS WATCH

MEMBER HANDBOOK > BENEFIT PAYMENTS > EMPLOYER HANDBOOK > _

Enter your username and password and select Log In.

Employer Login

IF2PERS

username

| password

Employer Account is not compatible with mobile
browsers

Log In

Forgot User Mame | Forgot 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 6 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 charactersare !, @, S, &, %, *, #, or _
e Are case-sensitive

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

Click on the email or phone number to receive your verification code.

Be sure you select the radio button for both the number and how you want the code sent.
Select Next

" In order to protect access to your account,
we require you to select an email or a phaone
number to receive a verification code.

ks ok x*.@ip-erS.OI'(_?l
. (xx*)_*‘# #_J8R2

= Send me a Text Message
Call me on this number
(xx*)_*#x_aool

Send me a Text Message
Call me on this number

Cancel Mext

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

Example of text verification received.

< (515) saniews . Q

1
By
Your new IPERS code is as
follows: 219255. You will
have 15 minutes to use this
code


https://www.ipers.org/sites/default/files/Employer%20Account%20Demographics%20221-002%2007-2019%20fillable%20%281%29.pdf
file://ipersfs01/SHARED/Shared%20Folders/Communications/ERAM/I-Que%20Help%20Guide/www.ipers.org
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Enter the six digit number in the User Device Registration field within the allotted 15 minutes. Select Done

User Device Registration

N

14 - 54

Resend Code

Cancel

st A yerification code has been sent to you.
4 =ss2== p  This code will be valid fgr 15 minutes.

Done

Select Accept on the Terms of Service.

Terms of Service

This system contains canfidential information protected by state and/or federal law. All associated equipment, software, dafa and services are for authorized use only. Any and all use of the system, and all associated equipment, software data and services implies consent fo monitaring

any and al activities associated with iz use. Unauthorized use of, or access o, this computer system may subject you fo state and federal criminal prosecution and penalfies

Decline~ Accept

You will be on the I-Que home page. Quick links are across the top and along the left side of the page.

Home  Account Summary, Wage Reports, and Payment History

View/Update Employer Demographics and Contacts

View/Update User Information

Deocuments

View! Update Member Information

Quick Links
(o]

ﬁ View/Update Employer Demographics and Contacts

Account Summary, Wage Reports. and Payment History

i View/Update User Information

View Employer Documents

o
ﬂ.,: View/Update Member Information
o Generate Employer Remittance Coupon

E
=x

Import Wage/\Wage Adjustment Files

Make a One Time Payment

Click on Details to Add or Update EFT Bank Info/Update Delivery Preference

Tools Balance

Details

Name

CITY OF SUNSHINE $0.00

Message Center

T a—

Details

“You have no received messages

New

Show:

Received Messages ~

]

News and Alerts

Phishing Alertl Be Awarel

03/159/2019: Some employers have
emails using links to IPERS invoice
links as they may contain mahvare.
immediately. Always access your IF
through I-Que. never as an email a

Beneficiary Forms

03/19/2019: Effective immediately,
required to provide new hires with t
Designation form. Once the employ
new employee, IPERS will send the
packet with the following: Member
and How to designate beneficiary i
streamlined process encourages m
familiar with IPERS.

1-Que User Guide

10/16/2018: Download your update
view recorded webinars for I-Que L
https:/iwwwr ipers.orglemployersire|
training/fall-2018-i-que-upgrade



I-Que Help Guide 2019

FQue

Change Your Password or Security

Questions

From any page, select your name in the top right corner of the page.

Gloria Moming Logout

Remittance Coupon

Meetings

To change your password, select Change Password.

User Profile

Change

User Name:

MName:
E Mail:
Last Logon Date:

Accessibility:

0D425FFUND
FUND. FRED

Turned off

Change Password

Change Security Questions

To change your password, fill in the text fields and select Change. The strength of your password will be
measured. Stronger passwords are more secure.

ESS Change Password

Must be at least & characters long
Must include 2 alpha characters
Must include 1 numeric character

Passwords must match the fellowing rules:

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

Current Password:

Mew Password:

Confirm New Password:

Cancel

Strength

Change
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Follow the prompts to save your new password.

\:?./ Are you sure you want to save this password?
-

Yes No

\i(’ Info
Password updated successfully.

OK

To update your security questions, select Change Security Questions.

User Profile *
User Mame: 00425FFUND
Mame: FUND. FRED
E Mail

Last Logon Date:

Accessibility Turned off
Change
Change Password Change Security Questions
Enter your password. Select Verify.
Verify Password %

Verify Password:

Verify Cancel
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Select a security question from the drop-down menu.

Change Security Questions *

Security Question: | w

Security Answer; What was your childhood nickname?

In what city did you meet vour spouse/significant other?
What is the name of your favorite childhood friend?

What street did you live on in third grade?

What is your oldest sibling's birthday month? (g.g., January)
What is the middle name of your youngest child?

What is your oldest sibling's middle name?

What is your mother's maiden name?

What was your high schools mascot?

What is your grandmothers maiden name?

Cancel Change

Fill in the answer and select Change.

Change Security Questions o
Security Question: L}}':'.'hat was your high schools mascot? *
Security Answer, Aule]
Cancel Change

Follow the prompts to save your new security question.

€ '\ Are you sure you want to save these security
\tr) questions?

Yes Mo

\i‘) Info

Security Cluestions were updated successiully.

OK
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Add a New Member/Employee

On the I-Que home page, select View/Update Member Information.

Home  Account Summary, Wage Reports, and Payment History ~ View/Update Employer Demographics and Contacts ~ View/Update User Information Documents | View/ Update Member Information .

Quick Links Message Center News and Alerts
@ Account Summary, Wage Reports, and Payment History - z| New Show: | Received Messages |+ News and Alerts
& View/Update Employer Demographics and Centacts Details Date N 06/11/2018: Rate Changes Effective for A
- After 07-01-2018: Regular Class Member]|
i ViewlUpdate User Information : Emplayer Share 9 44% Sheriff Class Me
You have no received messages 9.76% and Employer Share 9.76%, Prote|

View Employer Documents Member Share 6.81% and Employer Sha

View/Update Member Information News and Alerts
- 10/06/2017: Enrallment/Beneficiary Desig
Generate Employer Remittance Coupon contain confidential information and SHO|
emailed nonsecurely to IPERS. Please ug
Import Wage/Wage Adjustment Files - Service, ShareFile, or Fax the form to thel

Protecting this data is crucial.
Click on Details to Add or Update EFT Bank Info/Update Delivery Preference

Tools Name Balance
Details CITY OF PENSION $0.00

Select Add New Member.

I"2PERS

Home Account Summary, Wage Reports, and Payment History View/Update Employer Demographics and Contacts View/Update User Information Documents View/ Update Mem|

Roster
Search: X Add New Member
Tools SSN Name Billing Location ~ Agreement 1st Date of Occupation Termination Date Last Check Date
Name Name Employment Code
Actions XXX-XX-4666 Ball, Lucy CITY OF PEN... MONTHLY Citi... 06/02/2018 01-Regular
Actions XXX-XX-4654 Fund, Fred CITY OF PEN... MONTHLY Citi... 06/01/2018 01-Regular
Actions XXX-XX-4667 Lewis, Jerry CITY OF PEN... MONTHLY Citi... 06/10/2018 01-Regular
Actions XXX-XX-4668 SALES, SOUPY CITY OF PEN... MONTHLY Citi... 06/11/2018 06-City Marsh_.
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The Add Member window will open. Enter the new employee’s Social Security number (SSN) and select Search.

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

Add Mambar L=k

1 Search B Vierificatson B Person Cemographics G Emiploymserit 6 Confiem

12

Please provide the employee's SSN
SSM |

Cancel Search

If I-Que finds an existing record of a person with the SSN you entered, select Next.
**If member is not found, go to page 11 and follow the directions.

Add Member »

0 Saarch B Person Demographics Q Employment g Confiom

Entared Fialds

S3M OO0 AT 25

A record ks found matching the criteria

Cancal Back Maxt

Make any updates to the information about the person, select Next.

Add Member ®
o Search a Verification o Employment 9 Confirm

Prefix: % SSN WOOK-XX-3777

First Name: Steve Birth Date: 01/01/1960

Middle Name: Gender Male

Last Mame: Shine Death Date: MM/DD/YYYY

Suffix b Type: Member

Member Status: Active Member ID: 6375-9569

Addresses Contacts

Permanent: PO BOX 4 &

ALTOONA TA 50009-0004

Home Phone: &
Worl Phone: Ext: &
Cell Phone: &
Fax: Ext: &
Email &

Cancel Back




I-Que Help Guide 2019

FQue

From the drop-down menu, select the Occupation Code and enter the 1st Date of Employment. Select Next.

Add Member

o Search

First Name: Hank

Billing Id:

Occupation Code:

Cancel

o Verification

Last Name: Handy

9 Person Demographics 4  Employment e Confirm

SEN: JOX-KX-5777

Birth Date: 01/01/1970

Agreement: MONTHLY Cities

00423 CITY OF SUNSHINE
pi-Reguial ~
01-Regular

06-City Marshals/Police Officers
08-Airport Safety Officers
13-Firefighters

17-Part-time Elected Officials
19-Licensed Health Care Professionals

20-Emergency Medical Service Provider

1st Date of Employment: | 04/04/2019

Ly

Back

Verify the information is correct. If not, select Back to re-enter information. When correct, select Confirm.

Add Member

o Search

Individual Information
S8N

First Name:

Birth Date:

Gender:

Last Name:

Type:

Member Status:
Wember 1D:

Permanent:

Employment Information
Billing Id:
Agreement:

Occupation Code

1st Date of Employment:

Cancel

e Werification

KOCXH-3TTT
Steve
017011960
Male

Shine
Member
Active
6375-9569

PO BOX 4
ALTOONA IA 50009-0004

00423 CITY OF SUNSHINE
MONTHLY Cities
13-Firefighters

04/01/2019

9 Person Demographics

Q Employment

Back
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If member is not found, select New Member at the bottom of the window.

Add Member *
Entered Fields
SEN 00 466D
This member is not found
Cancel Back Mew Mambar
Fill in the information about the person, and select Next.
Add Member %
0 s © verticatn O cEmoioment 0O coim
Prefix ~ SSN: 654-65-4669
First Name: :I Birth Date: MM/DD/YYYY 3
Middle Name Gender ~
Last Name : Death Date MM/DD/YYYY 3
Suffix: ~ Type: Member N
Member Status: Pending ~ Member ID:
Addresses Contacts
Permanent 7 Home Phone Ext: 4
Work Phone Ext 4
Cell
Fax Ext
Email:

From the drop-down menu, select the Occupation Code and enter the 1st Date of Employment. Select Next.

Add Member

o Search Q Verification

First Name: Hank Last Name: Handy SSN: XOO-XH-5777

Billing Id: 00423 CITY OF SUNSHINE |"
Occupation Code: o 1-Requiad] |L|
01-Regular

06-City Marshals/Police Officers
08-Airport Safety Officers
13-Firefighters

17-Part-time Elected Officials
19-Licensed Health Care Professionals

20-Emergency Medical Service Provider

Cancel

9 Person Demographics 4  Employment B Confirm

Birth Date: 01/01/1970

Agreement: MONTHLY Cities

1st Date of Employment | 04/04/2019

by

Back
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Verify the information is correct. If not, select Back to re-enter information. When correct, select Confirm.

Add Member [x]

o Search e Verification 9 Person Demographics e Employment 5 Confirm

Individual Information

SSN: XOOCXH-3TTT
First Name: Steve

Birth Date: 017011960
Gender: Male

Last Name: Shine

Type Member
IMember Status: Active
Member 1D: 6375-9569
Permanent:

PO BOX 4
ALTOOMNA TA 50009-0004

Employment Information

Billing Id: 00423 CITY OF SUNSHINE
Agreement: MONTHLY Cities
Occupation Code 13-Firefighters

1st Date of Employment: 04/01/2019

Cancel Back | Confirm |

You will automatically return to the roster and the new member will be displayed.

I"2PERS
Home Account Summary, Wage Reports, and Payment History View/Update Employer Demographics and Contacts View/Update User Information Documents View!
Roster
Search: x Add New Member
Tools SSN MName Billing Location ~ Agreement 1st Date of Occupation Termination Date Last Check Date
Name Name Employment Code
I&qim XXX-XX-4669 ALDA, ALAN CITY OF PEN... MONTHLY Citi... 06/10/2018 13-Firefighters I
Actions XXX-XX-4666 Ball, Lucy CITY OF PEN... MONTHLY Citi... 06/02/2018 01-Regular
Actions XXX-XX-4654 Fund, Fred CITY OF PEN... MONTHLY Citi... 06/01/2018 01-Reqular
Actions KXX-XX-4667 Lewis, Jerry CITY OF PEN... MONTHLY Citi... 06/10/2018 01-Regular

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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Update an Existing Member

On the I-Que home page, select View/Update Member Information.

Home  Account Summary. Wage Reports, and Payment History ~ View/Update Employer Demographics and Contacts ~ View/Update User Information ~ Documents | View/ Update Member Information | Generate Emy]

Quick Links Message Center News and Alerts
@ Account Summary, Wage Reports, and Payment History 2 E New Show: | Received Messages |« News and Alerts
& View/Update Employer Demographics and Contacts Details Date i 06/11/2018: Rate Changes Effective for Any Payroll
- After 07-01-2018: Regular Class Member Share 5.2!
i View/Update User Information Employer Share 9.44%; Sheriff Class Member Shard
You have no received messages 9.76% and Employer Share 9.76%; Protection Class|

View Employer Documents Member Share 6.81% and Employer Share 10 21%

View/Update Member Information News and Alerts
i 10/06/2017: Enrollment/Beneficiary Designation forn
Generate Employer Remitiance Coupon contain confidential information and SHOULD NOT H
emailed nonsecurely to IPERS. Please use the US H
Import Wage/VWage Adjustment Files - Service, ShareFile, or Fax the form to the number pry

Protecting this data is crucial.
Click on Details to Add or Update EFT Bank Info/Update Delivery Preference

Tools Name Balance

Details CITY OF PENSION 5000

In the Search field, enter the employee’s SSN or last name. As you type, I-Que will begin displaying member
records with that information. *** Don’t hit enter, the screen will go blank.

I"2PERS

Home  Account Summary, Wage Reports, and Payment History ~ View/Update Employer Demographics and Contacts  View/Update User Information Documents  View/ Update Member Information

Roster
Search | ‘ | ® | Add New Member
Tools SSN Name Billing Location ~ Agresment 1st Date of Occupation Termination Date Last Check Date
Name Name Employment Code
XXX-XX-4669 ALDA, ALAN CITY OF PEN... MONTHLY Citi... 06/10/2018 13-Firefighters
XXX-XX-4666 Ball, Lucy CITY OF PEN... MONTHLY Citi.. 06/02/2018 01-Regular
XXX-XX-4654 Fund, Fred CITY OF PEN... MONTHLY Citi... 06/01/2018 01-Regular
Actions XXX-XX-4667 Lewis, Jerry CITY OF PEN... MONTHLY Citi... 06/10/2018 01-Regular
Actions XXX-XX-4668 SALES, SOUPY CITY OF PEN... MONTHLY Citi.. 06/11/2018 06-City Marsh__
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Select Actions. In this example, the employee’s date of birth will be corrected. Select Employee Information.

Home Account Summary, Wage Reports, and Payment History View/Update Employer Demographics and Contacts View/Update User Information Documents View/ Update Member Information

Roster

Search: lewis ‘x ‘ Add New Member

Tools SSN Name Billing Location  Agreement 1st Date of Occupation Termination Date Last Check Date
Name Name Employment Code

Actions I KXX-XX-4667 Lewis, Jerry CITY OF PEN... MONTHLY Citi... 06/10:2018 01-Regular
Add Mew Employment Record

Employment Details

Employee Information

Select Change.

[V2PERS

Back MName: Lewis, Jerry DOB: 01/01/1966 SSN: 654-65-4667

Member Info

Change

Prefix: SSN: 654-65-4667
First Mame: Jerry Birth Date: 01/01/1966
Middle Name: Gender: Male

Last Name: Lewis Death Date:

Suffix: Type: Member

Member Status: Pending Member ID 0867-2024

Addresses Contacts

Permanent: PO BOX 987
ALTOOMA IA 50009
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Update the necessary information. Select Save. (Middle/Last Name, DOB, Gender, Address or Phone/Email)

Member info
Preftc v
First Name: Jerry
Middle Narme
Last Mame Lewis
Suffix: -
Member Status: Pending -
Addresses
Parmaneant: PO BOX 987
ALTOONA TA 50009
Cancel

55N

654-65-4667

I Birth Date

01/01/1957

Gender
Death Date:
Type
Member ID:

Contacts

Hame Phone:

Work Phone
Cell

Email

Male

MM/DDYYYY

Mamber

0867-2024

Ext:

Ext

R RRYR

Verify the information. If it is incorrect, select Back to re-enter information. When correct, select Confirm.

Member Info

Prrafic

First Mame:
Middle Name:
Last Mame

Suffix

Mamber Status
Addresses

Permanent:

Cancel

Jamy

L

Pending

PO BOX 587
ALTOOMNA 14 50009

Please verify and click 'Confirm’ to permanently save the changes

55N
Birth Date:
Gender

Dieath Data:

Type

Member 1D
Contacts

654-65-4667
010N 96T
Mala
Member

086T-2024

Confirm

To return to the roster, select Back.

MNamea:

Member Info
Change

Prefix:
First Mame:
Middle Name
Last Name:
Suffix:
Member Status:

Addresses
Pearmanent:

Lewis, Jerry

Jerry

Lewis

Pending

PO BOX 987
ALTOONA Ia 50009

DOB:

01/01/11967

SSN:

654-65-466T

SSN:
Birth Date-
Gender

Death Date:

Type:

Member ID:

Contacts

654-65-4667
01/01/1967
Male

Member
0867-2024
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Update Member Employment Records

On the I-Que home page, select View/Update Member Information.

Home  Account Summary, Wage Reports, and Payment History

Quick Links

View/Update User Information

View Employer Documents

@ Account Summary, Wage Reports, and Payment History

View/Update Employer Demographics and Contacts

View/Update Member Information

Import Wage/Wage Adjustment Files

Tools Name
Details CITY OF PENSION

Generate Employer Remittance Coupon

Balance

Click on Details to Add or Update EFT Bank Info/Update Delivery Preference

$0.00

View/Update Employer Demographics and Contacts

Message Center

e —

Details

You have no received messages

View/Update User Information

Show: |Received Messages v

View/ Update Member Information

News and Alerts

News and Alerts

06/11/2018: Rate Changes Effective for A}
After 07-01-2018: Regular Class Member]|
Employer Share 9.44%; Sheriff Class Me:
9.76% and Employer Share 9.76%; Prote]
Member Share 6.81% and Employer Sha

News and Alerts

10/06/2017: Enrallment/Beneficiary Desig
contain confidential information and SHO
emailed nonsecurely to IPERS. Please ug
Service, ShareFile, or Fax the form to the]
Protecting this data is crucial.

In the Search field, enter the employee’s SSN or last name. As you type, I-Que will begin displaying member

records with that information. *** Don’t hit enter, the screen will go blank.

["2PERS

Roster

Search

Tools  SSN Name

Actions HHLKX-2569 ALDA. ALAN
Actions JOOLKX-2566 Ball, Lucy
Actions XXX-KX-2654 Fund, Frad
Actions WOLKK-AB6T Lewis. Jarry
Actions JOLXX-2568 SALES, SOUPY

Bifing Location
Name

CITY OF PEN ..
CITY OF PEN...
CITY OF PEN..
CITY OF PEN..
CITY OF PEN...

Agreement
Name

MONTHLY Citi_
MONTHLY Citi..

MONTHLY Citi

MONTHLY Citi..
MONTHLY Citi.

181 Date of
Employmant

UEM102018
OE02Z018
0E012018
0EA102018
061172018

Home Account Summary, Wage Reparts, and Payment Hissory View/Update Employer Demographics and Contacts

Qcupation
Coda
13-Firefighters
01-Ragular
01-Ragular
01-Regular

06-City Marsh. .

View! Update Member Information

Ternination Date  Last Check Dats

Gend
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Select Actions. In this example, the member’s termination and last check dates will be added. Select
Employment Details.

IW2PERS

Home Account Summary, Wage Reports, and Payment History View/Update Employer Demographics and Contacts View/Update User Information Documents

Roster

Search: 'h [x Add New Member

Tools SSN Name Billing Location ~ Agreement 1st Date of Occupation Termination Date Last Check Date
Name Name Employment Code

XXX-XX-4666 Ball, Lucy CITY OF PEN.. MONTHLY Citi. 06022018  01-Regular
Add New Employment Record
I Employment Details I
Employee Information

Select Change.

Member Contract

Change

Employer: 00423-CITY OF SUNSHINE Billing Location: 00423 CITY OF SUNSHINE
SSM: HOHO-X-5TTT
Mame: HAMDY, HAMK

Member Contract L\\3
Occupation Code: 05-City Marshals/Police Off Status Code: Active
Agreement Mame: MONTHLY Cities 1st Date of Employment; 01/05/2019 |
Billing Type: Both Termination Date: MM/DDYYYY
Member Contract Status: Active Lazt Check Date: MM/DDYYYY

Close
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Enter the Termination Date and Last Check Date. The last check date is the last pay date that will show an IPERS

deduction from this terminating employee. Select Save.

Member Contract

Employer: 00423-CITY OF SUNSHINE Billing Location: 00423 CITY OF SUNSHINE
SSN: PO MX-RTTT %
Mame: HANDY, HAMEK

Member Contract

Occupation Code: 06-City Marshals/Police | v Status Code: Active w
Agreement Name: MOMNTHLY Cities w 1st Date of Employment: 01/05/2019 |
Billing Type: Eoth v Termination Date: MM/DDYYYY |
Member Contract Status: Active v Last Check Date: .’v]|".1.."DDI-"T"f"|"Y g
Cancel Save
Select Confirm.
Member Contract
Flease verify and click 'Confirm' to permanently save the changes.
Employer: 00423-CITY OF SUNSHINE Billing Location: 00423 CITY OF SUNSHINE
SSN: HOO-XX-RTTT
Name: HANDY, HAMNEK
Member Contract
Occupation Code: 06-City Marshals/Police Off Status Code: Active
Agreement Name: MONTHLY Cities 1st Date of Employment: 01/05/2019
Billing Type: Both Termination Date: 06/06/2019
Member Contract Status: Active Last Check Date: 06/06/2019
Cancel Back Confirm

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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Add a New Employment Record

On the I-Que home page, select View/Update Member Information.

Home  Account Summary, Wage Reports, and Payment History ~ View/Update Employer Demographics and Contacts ~ View/Update User Information Documents | View/ Update Member Information

Quick Links Message Center News and Alerts
@ Account Summary, Wage Reports, and Payment History - z| New Show: | Received Messages |+ News and Alerts

View/Update Employer Demographics and Centacts _ Details Date N 06/11/2018: Rate Changes Effective for A
After 07-01-2018: Regular Class Member]|

Employer Share 9.44%; Sheriff Class Me:

You have no received messages 9.76% and Employer Share 9.76%; Protel
Member Share 6.81% and Employer Sha

View/Update User Information

View Employer Documents

View/Update Member Information News and Alerts

10/06/2017: Enrallment/Beneficiary Desig

Generate Employer Remittance Coupon contain confidential information and SHO
emailed nonsecurely to IPERS. Please ug
Import Wage/Wage Adjustment Files - Service, ShareFile, or Fax the form to the|

Protecting this data is crucial.
Click on Details to Add or Update EFT Bank Info/Update Delivery Preference

Tools Name Balance
Details CITY OF PENSION $0.00

In the Search field, enter the employee’s SSN or last name. As you type, I-Que will begin displaying member
records with that information. *** Don’t hit enter, the screen will go blank.

["2PERS

Home Account Summary, Wage Reparts, and Payment Hissory View/Update Employer Demagraphics and Contacls W p User O View! Update Member Information Gend
Raoster

Search = Add New Membar

Tools S5MN Hame Biing Location  Agreement 181 Date of Qcupation Termination Date  Last Check Date

Name Name Employmant Coda

Actions KH-HH-4569 ALDA. ALAN CITY OF PEN...  MONTHLY Citi.. 0611072018 13-Firefighters

Actions XHOL-XX-2666 Ball, Lucy CITY OF PEN... MONTHLY Citi.. 080272018 01-Regular

Actiong XXX -654 Fund, Fred CITY OF PEN... MONTHLY Citi.. 080172018 01-Ragular

Actions HOXN-A66T  Lewis. Jarry CITY OF PEN...  MONTHLY Citi.. 061072018 01-Ragular

Actions MHXXK-2B68  SALES, SOUPY CITY OF PEN... MONTHLY Citi_. 06112018 06-City Marsh. .
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Select Actions. In this example, a new employment record will be added for this member. Select Add New
Employment Record.

I"2PERS
Home  Account Summary, Wage Reports, and Payment History View/Update Employer Demographics and Contacts View/Update User Information
Roster
Search: alda X Add New Member
Tools SSN Name Billing Location ~ Agreement 1st Date of Occupation Termination Date Last Check|
| Name Name Employment Code
XXX-XX-4669 ALDA, ALAN CITY OF PEN.. MONTHLY Citi.. 06/10/2018 13-Firefighters
Add New Employment Record
Employment Details
Employee Information
Select Continue.
Add Member Contract %]
Billing Id: | 00425 CITY OF PENSION |V |
Agreement Name: | MONTHLY Cities K
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Select the appropriate Occupation Code and enter the member’s first date of employment. Select Save.
Member Contract X

Employer: 00425-CITY OF PENSION Billing Location: 00425 CITY OF PENSION

SSN: XXX-XX-4669

Name: ALDA, ALAN

Member Contract

Occupation Code: 01-Regular v Status Code: Active v
Agreement Name: MONTHLY Cities v I"S't Date of Employment: |08/01/2018 G
Billing Type: Both v Termination Date: MM/DD/YYYY )
Member Contract Status: Active ] v Last Check Date: MM/DD/YYYY 'E

Your employment roster will display and the new employment record will be included in it.

I"2PERS

Home Account Summary, Wage Reports, and Payment History View/Update Employer Demographics and Contacts View/Update User Information|
Roster

Search: alda x Add New Member

Tools SSN Name Billing Location ~ Agreement 1st Date of Occupation Termination Date Last Check

Name Name Employment Code
Actions XXX-XX-4669 ALDA, ALAN CITY OF PEN... MONTHLY Citi... 06/10/2018 13-Firefighters
Actions XXX-XX-4669 ALDA, ALAN CITY OF PEN... MONTHLY Citi... 08/01/2018 01-Regular
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Submit a Manual Wage Report

On the I-Que home page, select Account Summary, Wage Reports, and Payment History.

View/Update Employer Demographics and Contacts

View/Update User Information

Documents

Quick Links Message Center
@ Account Summary, Wage Reports, and Payment History I = z‘ New Show: | Received Messages -
View/Update Employer Demographics and Contacts Details Date a
i View/Update User Information
You have no received messages
° View Employer Documents
E View/Update Member Information
° Generate Employer Remittance Coupon
;n Impert Wage/Wage Adjustment Files -
Click on Details to Add or Update EFT Bank Info/Update Delivery Preference
Tools Name Balance
Details CITY OF PENSION £0.00
Find the wage report to be completed, click on the line and make sure it is highlighted.
Select Actions, then select Edit from the drop-down menu.
Iy, Wage Reports, and Payment History View/Update Employer Demographics and Contacts View/Update User Information Documents View/ Update M
Account
Upload File - File History

Billing Location Name: 00425 CITY OF PENSION

Trans Type: | All | b Make an EFT Paymer ~ EFT Payment History
Status: [al |~
Report Status: | All | b
Tools Trans #+ Create Date Release Date User Released  Type Description Status
Actions 120747258 08/23/2018 Wage Report WAGE REPORT AUGUST 2018 Open
Actions 120747297 08/23/2018 Wage Report WAGE REPORT JULY 2018 Open

I Actions I 120747296 08/23/2018 Wage Report WAGE REPORT JUNE 2018 Open

Details

Release
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If you are releasing a Zero Wage Report, use the drop down arrow to select Yes on the Wage Report Editor

Summary screen.

If not, go to the next step.

Work Report Editor
Save Apply Cancel

B Empioyer CITY OF SUNSHINE
Biling Location 00423 CITY OF SUNSHINE

Summary | Detail

Date Received MM/DD/YYYY O
Due Date 05/15/2019 O

Report Type: Regular Report Period: 04/01/2019 - 04/30/2019 #of Participants: 3
Report Status: Initial Description #120803369 - WAGE REPORT APRIL 2019 #0f Rows: 3
Processed By: JBURKE on 06/04/2019 Allow 30 Report Release: | v
% User Released: Biling Type: No
YES

Select Detail to see all current members on your active roster and enter their IPERS-covered wages.

Work Report Editor
Save Apply Cancel

0 Employer: CITY OF SUNSHINE
Billing Location: 00423 CITY OF SUNSHINE

Summary

Date Received: MM/DD/YYYY 3

Your roster will be displayed. If you have added any new employees to I-Que (under View/Update Member

Report Type: Regular Report Period:  04/01/2019 - 04/30/2018 #of Participants: 3
Report Status: Initial Description #120803369 - WAGE REPORT APRIL 2019 # of Rows: 3
Processed By JBURKE on 06/04/2018 Allow 50 Report Release:

Information), select Add Member (CTRL-ALT-A) to add them to this wage report.
**If no new members to add, go to the bottom of page 24.

Work Report Editor
Save Apply Cancsl

o Employer: CITY OF PENSION Report Type: Regular Report Period: 06/01/2018 - 06/30/2018
Billing Location: 00425 CITY OF PENSION Report Status: Initial Description #120747296 - WAGE REPORT JUNE 2018

Summary Detail
Exception Filter: Please Select S
Add Member (CTRL-ALT-A) | Delete Selected
finol ISections Mame S5SM Occupation Code Period Wages IESt pratedod Termination Date Last Check Date [

mploymenta

Actions ow o BALL, LUCY KXK-XX-4666 01-Regular 5000 06/02/2018
Actions am 3o FUND, FRED KXK-XX-4654 01-Regular $0.00 06/01/2018
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Enter the employee’s SSN by clicking in the SSN field. Click Enter or hit the Tab key and the employee’s name will
autofill if you have already added them to the roster in I-Que.

Work Report Editor
Save Apply Cancel

B Employer: CITY OF SUNSHINE Report Type: Regular Report Period: 04/01/2019 - 04/30/2019 # of Participants: 3
Billing Location 00423 CITY OF SUNSHINE Report Status: Initial Description: #120803360 - WAGE REPORT APRIL 2019 # of Rows: 3
Summary Detail
Exception Filter. Please Select W

Add Member (CTRL-ALT-A) | Delete Selected

ols [F] Actions Occupation ) 15t Date of Termination Date
Name Ssn e Period Wages g o Last Check Date  Date Released
8o :01-Regular 50.00
Work Om:  MORNING, G JOOCKX5333  Di-Reguiar 5000 010172019

Select the appropriate Occupation Code and fill in the 1st Date of Employment for the employee.

Work Report Editor

Save Apply | Cancel

B Employer CITY OF SUNSHINE Report Type: Regular Report Period 04/01/2019 - 04/30/2019 # of Participants: 3
Billing Location 00423 CITY OF SUNSHINE Report Status: Initial Description: #120803369 - WAGE REFORT APRIL 2019 # of Rows: 3

Summary Detail

Exception Filter: Please Select v
Add Member (CTRL-ALT-A) | Delete Selected [}5
Tools [ Actions Occupation . 1st Date of Termination Date
Mame Ssn Code Period Wages Employment Last Check Date Date Released
Work ... [i Fe} HANDY, HANK  XOOGXK-57TT 0 agula hd 50.00
Work ... ams MORNING, G... XXX-XX-5333 01-Regular $0.00 01/01/2019
Work ... am3 HANDY, HANK  XOOGXK-57TT 06-City Marsh.. 50.00 01/05/2019
Work ... ams SHINE, STEVE  XOH0-37TT7 17-Part-time E... $0.00 01/02/2019

Enter the Period Wages for each employee who earned wages during this wage report’s period. Enter any
Termination Dates and Last Check Dates, if applicable. Select Save.

Work Report Editor

B Employer CITY OF SUNSHINE Report Type: Regular Report Period: 04/01/2019 - 04/30/2019 # of Participants: 3
Billing Location: 00423 CITY OF SUNSHINE Report Status: Initial Description #120803369 - WAGE REPORT APRIL 2019 # of Rows: 3

Q Summary Detail

Exception Filter: Please Select =

Add Member (CTRL-ALT-A)  Delete Selected

Tools [ Actions Mame Ssn gﬁéipahon Period Wages E‘E\:Sg}ﬁngm ‘Termination Date Last Check Date | Date Released
[i Fo) SHINE, STEVE  Xo0-XX-3777 13-Firefighters 5300.00 | 04/01/2019
ams MORNING, G... XX0{(-XX-5333 01-Regular §1,050.00 1 01/01/2019

Work ... ams HANDY, HANK  XO00-X0{-5777 06-City Marsh... S700.00 | 01/05/2019

Work ... ams SHINE, STEVE  Xo0(-XX-3777 17-Part-time E.. $50.00 |01/02/2019 04/30/2019 04/30/2019

**Note, if an employee had no wages, leave $0.00 in the Period Wages field or delete the record.
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The Account Summary screen will display. The amount owed for this wage report shows under the Original
Balance column. If the amount owed is different than expected, go back and check the period wages for each
employee, making corrections where necessary.

If the Original Balance is still displaying $0.00 or you need it to update the changes made, go to the bottom left
hand side of the screen next to the page number and select the Refresh button

(55.24)
M| 4| Page |1 of23 b | M E \This is the Refresh button Displaying 1 - 25 of 557 | Records 25

Find the wage report to be completed, click on the line and make sure it is highlighted.
Select Actions. Select Release to submit to IPERS.

Wage Reports, and Payment History ~ View/Update Employer Demographics and Contacts ~ View/Update User Information Documents  View/ Update Member Information ~ Generate Employer Remittance Coup

Account
Billing Location Name: 00425 CITY OF PENSION Upload File = File History
Trans Type: All - Make an EFT Paymer ~ EFT Payment History
Status: All >
Repert Status: All v
Tools Trans #+ Create Date Release Date User Released  Type Description Status Report Status Original Balance Remaining Bala... Re
Actiong 120747298 08/23/2018 Wage Report WAGE REPORT AUGUST 2018 Open Initial £0.00 £0.00
Actions 120747297 08/23/2018 Wage Report WAGE REPORT JULY 2018 Open Initial £0.00 §0.00

Actions

Details

120747296 08/23/2018 Wage Report WAGE REPORT JUNE 2018 QOpen Initial $1,730.89 $1,730.89
Edit

Follow the prompts to submit the wage report.

Confirm

\‘z) submit this work report
-

Yes Mo

\‘i‘) Info

This wage report has been queued for release. Please check back for updated status.

OK

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

25



I-Que Help Guide 2019 I-Que

To view and print the Wage & Contribution Report for the wage report recently submitted, Highlight the row for

the appropriate wage report ex. Wage Report March 2019. Select Tools, Reports, and Wage and Contribution
Report.

Account
Billing Location Name: 00423 CITY OF SUNSHINE Upload File |~ File History
Trans Type: All hd Make an EFT Faymer + EFT Payment History
Status: all >
Report Status: Al v
I Tools I Trans #+ Create Date Release Date User Released  Type Description Status Report Status Qriginal Balance Remaining Bal... Re
= Export ¥ 6/0412019 Payment Dep.Dt 06/04/2019-Chict -Tr# 120803372 Open (84,706.05) (54,705.05)
View Row 6/04/2019 Wage Report WAGE REPORT JUNE 2019 Open Initial $0.00 $0.00
B\ RevertSettings 610415019 Wage Report WAGE REPORT MAY 2019 Open Initial [}S $0.00 50.00
83 Advanced Sort 04010 Wage Report WAGE REPORT APRIL 2019 Open Initial 50.00 50.00
[=_Reports ¥ | Wage and Contribution Repot__cyor  wage Repor [ WacE ReporT MARCH 2010 | Open Released $1,455.00 $1,455.00 Ce
& Refresh
%) [Enes 6/04/2019 06/04/2019 00423GMOR_.  Wage Report WAGE REFORT FEBRUARY 2019 Open Released 168575 5168575 Cc
25| Records
6/04/2019 06/04/2019 00423GMOR...  \Wage Report WAGE REPORT JANUARY 2019 Open Released $1,565.30 $1,565.30 Cc

Select Print and when finished, select Close to return to Account Summary screen.

8 ipersprdweb01/prdsso/app

Close -
Select Parameters « Wage and Contribution Report

Transaction 1D: [120817779 Export

Order By: SSN B Print

3

Report Id: 988662

OQutput

Schedule:

Pdf ) Excel ) Csv ) Excel 2007
Himl

Save as:

O®

Destination Folder:

Comment:

Email List:

Use Primary m
Datasource: -

e o e e

IEEEEREEERE
i
i
L
H
H
i
'

e o e
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Import a Wage Report

On the I-Que home page, select Account Summary, Wage Reports, and Payment History or Import Wage/Wage

Adjustment Files.

Account Summary, Wage Reports, and Payment History

Quick Links

Account Summary, Wage Reports, and Payment History

View/Update Employer Demographics and Contacts

View/Update User Information

View Employer Documents
View/Update Member Information

Generate Employer Remittance Coupon

Import Wage/Wage Adjustment Files I -

Click on Details to Add or Update EFT Bank Info/Update Delivery Preference

Balance

$1,730.89

Name
CITY OF PENSION

Tools

Details

View/Update Employer Demographics and Contacts

Message Center

e —

Details Date

You have no received messages

View/Update User Information

Show: |Recsived Messages ~

[]

Documents

View/ Update Member Information Generate Employer Ren)

News and Alerts

News and Alerts

06/11/2018: Rate Changes Effective for Any Payroll On or
After 07-01-2018: Regular Class Member Share 6.29% and
Employer Share 9.44%; Sheriff Class Member Share
9.76% and Employer Share 9.76%; Protection Class
Member Share 6.81% and Employer Share 10.21%

News and Alerts

10/06/2017: Enrollment’Beneficiary Designation forms
contain confidential information and SHOULD NOT be
emailed nonsecurely to IPERS. Please use the US Postal
Service, ShareFile, or Fax the form to the number provided
Protecting this data is crucial

Select Upload File.

, Wage Reports, and Payment History

Account

Billing Location Name: 00425 CITY OF PENSION

00425 CITY OF PENSION

View/Update Employer Demographics and Contacts

View/Update User Information

Upload File

Documents

File History

Trans Type Make an EFT Paymer + EFT Payment History
Status |A|| ‘ p

Report Status: |AII ‘ v

Tools  Trans#v CreateDate  ReleaseDate  UserReleased Type Description Status
Actions 120747298 08/23/2018 Wage Report WAGE REPORT AUGUST 2018 Open
Actions 120747297 08/23/2018 Wage Report WAGE REPORT JULY 2018 Open
Actions 120747296 08/23/2018 08/23/2018 JBURKE Wage Report WAGE REPORT JUNE 2018 Open

View/ Update Member Information

FAQ Fre

Generate Employer Remittance Coupon

Report Status  Original Balance Remaining Bala . Re
Initial 50.00 50.00
Initial 50.00 0.00
Released $1,730.89 $1730.89 Co
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Select Employer Wage Reporting from the drop down.

Account

Billing Location Name: 00425 CITY OF PENSION

Wage Reports, and Payment History View/Update Employer Demographics and Contacis

View/Update User Information Documents

Upload File ~ |

View/ Update Member Information

File History

Employer Wage Reporting

Generate Employer Remitiance Coupo)

FAQ

Trans Type: all ~
Employer Wage Adjustment Reporting
Status: All >
Report Status: All R
Tools Trans #~ Create Date Release Date User Released  Type Description Status. Report Status Original Balance Remaining Bala_. Re
Actions 120747298 08/23/12018 Wage Report WAGE REPORT AUGUST 2018 Open Initial $0.00 $0.00
Actions 120747297 0812312018 Wage Report WAGE REPORT JULY 2018 Open Initial $0.00 §0.00
Actions 120747296 08/23/12018 08/23i2018 JBURKE Wage Report WAGE REPORT JUNE 2018 Open Released $1,730.89 $1,73089 Co
Select Browse to find your wage report import file. Fill in the Import Description. Select Next.
Upload Employer Wage Reporting x

Import Filename: | Browse...

Import Description: I

Report Source: EI »

Cancel Next
To validate the file, select Details or Close. If you select Details go to bottom of page 29.
Upload Employer Wage Reporting b
o File Upload
Results
The file has been submitted for processing.
Close Back Deetails
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If you selected Close, you can find the imported file under File History on the Account Summary page.

Account Summary, Wage Reports, and Payment History

View/Update Employer Demographics and Contacts ~ View/Update User Information ~ Documents  View! Update Member Information  Generate Employer Remittance Coupon ~ Meeting
Account
Billing Location Name: 0423 CITY OF SUNSHINE Upload File
Trans Type All i Make an EFT Paymer ~ EFT Payment History
Status Al v
Report Status all v
Tools Trans#-  Create Date Release Dale  User Released  Type Description Status Report Status  Original Balance  Remaining Bal.  Re
Details 120803372 06/04/2019 Payment Dep.Dt 06/04/2019-Chie# -Tr 120803372 Open (84,706.05) (54,705.05
Actions 120803371 06/042019 Wage Report ‘WAGE REPORT JUNE 2019 Open Initial $0.00 $0.00
Actions 120803370 08/04/12019 Wage Report WAGE REPORT MAY 2019 Open Initial 50.00 50.00
Actions 120803369 06/04/2019 Wage Report WAGE REPORT APRIL 2019 Open Initial 50.00 $0.00
Select Actions, then Details
File History
Close
Import #: All v Date Range: 05/27/2019 3To: 06/10/2019 (]
Status: Al v
Tools Import HeaderId Frocess Flag Import Name ~ Import Status File Load Start File Process Start Duration Rows Loaded  Rows Processed RowsinError  Rowsin Row Inserted By Has Comment
- Description Exception Sucessfully Flag
Processed
Actions 184252 Validated Employer\Wag. . ERID 00423 (.. Validated with Excepti_. 06/10/2019 10:55 AM . 06/10/2019 11:11 AM . <1 sec 6 0 0 0 0 00423GMOR »
Details 184250 Validated Employer\Wag. . ERID 00423 (.. Validated with Erors  08/07/2019 03:05 PM . 06/07/201 03:15 PM . 1 sec 6 0 0 0 0 00423GMOR »
Validate 184248 Completed Employer\Wag.. ERID 00423 (.. Voided 06/05/2019 0350 PM . 06/05/201 03:50 PM . 3 sec 6 4 0 0 0 JBURKE »
Process
Void
Download
Expot b B
Details
Save  Cancel
Import Name: Employer Wage Reporting Import Description: ERID 00423 (2019-05) :May 201
Status Not Processed Import Header Id: 184250 Inserted By 06/07/2019
Process Flag Ready Inserted Date:  06/07/2019 Updated By: 06/07/2019
[y Summery  Details
Import Detail Status: | all ~| Type Al v | Display Rows: From To: Show Deleted Rows
New Row | Set All fo Resubmit | Set None fo Resubmit Void | Download
Tools Emor  SeqNo  ImportMessage Import Detail Status Resubmit  Record Type  EmployerlD  Agency Code  Occupation Code  SSN Last Mame First Name
Flag
Adlions 1 Mot Processed v 1 00423 20190 50 000100626 22
Acfions 2 Not Processed v 2 00423 o1 777555333 MORNING GLORIA
Actions 3 Not Processed ’ 2 00423 06 323555777 HANDY HANK
Adfions 4 Not Processed v 2 00423 17 555333777 SHINE STEVE
Actions 5 Not Processed v 2 00423 13 333777555 FIRESTONE EDWARD
Actions 6 Not Processed ’ 3 00423 20190 50 000000004
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If the Import Detail Status is Validated With Errors, click on one of the lines in the file details, then select Tools.
Under the Tools drop-down menu, select Reports, then Standard Import Report.

Details

Edit Close

Impart Narm: Employer Wage Ri
Status: Validated with Errors

Process Flag: Validated

Summary Details

lmpon Detail Status: Al

Impont Description. ERID 00425 (2018-07) :July Wag...
Import Header id:
Inseried Date:

158977
oaz3znie

Insented By:
Updated By

Type Al

New Row | SetAll to Resubmit  Set None to Resubmit  Validate Process  Void  Download
@_E"ﬂ_iﬂ No  Import Message  Import Detail Status Resubmit  Record Type
@ Export il Flag
D View Row 1 Not Processed L 1 00425
£ Revert Setiings 2 Validated Successful . 2 00425
#] Advanced Sort 3 Validated Successtul - 2 00425
1@ Reports [3 | Standard Import Report l’w@ Errors ’ 2 00425
& Refresh Validated With Exceptions 2 00425
l,_’_RfE'Lds___ 3 Validated Successful " 2 00425
Actions T Not Processed « 3 00425

08232018
08232018

Employer 1D Agency Code

20180

20180

Display Rows: From

70
0n
0
(1]
06
13
70

Qecupation Code

Ta Show Deleted Rows:
S8N Last Name First Namg
00275905 3
654654654 FUND FRED
654654666  BALL Lucy
654654667  LEWIS JERRY
B54654668 SALES SOUPY
654654668  ALDA ALAN
000000005

The Standard Import Report will display. Select Print or Export.

@ Mot secure | iperssttweb01/stt/app

Close
Select Parameters
Import Header 1D:

Import Name:

Detail Record Status:

[184252

ERID 00423 (2019-05) :May 2019

Validated With Errors

L

1

Datastring View: Detail v

Sort By: Fecord Seq No v

Output

Schedule: @ Run
[+ o o o

Save as- ¥ Pdf W Excel - Csv L Excel2007
) Html

Destination Folder:
Comment:

Email List:

Use Primary
Datasource:

Standard Import Report

Print

Sasen
-

et et Dot Sngat
P vt R D421 1808 iy 3510

sonar Pmrierey et
g Bcen ey b ca s s ecard . G e
T R S T = ST e
. Panm Er—rir-am
P e s vty
urocas
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Correct the errors on the Standard Import Report either in the member’s account or on the Details screen
shown below. Select Validate, to re-validate your file. When all errors are fixed the Import Detail Status will be
Validated with Exceptions or Validated Successful. Please note, it may not be necessary to upload a new file.

I"ZPERS

Details
Edit | Close
Import Name: Employer Wage Reporting Import Description: ERID 00425 (2018-07) :July Wag...
Status Validated with Excaptions Import Header Id: 158977 Inserted By 0812312018
Process Flag, Validated Inserted Date: 0812312018 Updated By. 0812312018

Summary Details

Import Detail Status: | Al v Type Al ~  Display Rows: From To: Show Deleted Rows. |
New Row et All o Resubmit | Set None to Resubmit Process | Void | Download
Tools  Emor  SeqNo ImportMsssage Import Detail Status Resubmit  RecordTyps  EmploysrlD  AgencyCode  Occupation Code  SSN Last Name First Name.
i

Actions 20

1 Not Processed v 1 00425 20180 7 000275905 3
Actions

2 Validated Successful v 2 00425 01 654654654 FUND FRED
Actions

3 Validated Suscessiul ‘ 2 00425 01 654654666 BALL Lucy
Actions

1 Validated Suscessiul 5 2 00425 01 65465467 Lewis JERRY
Actions

5 Validated With Exceptions  + 2 00425 06 654654668 SALES SouPY
Actions

6 Validated Successful v 2 00425 13 654650889 ALDA ALAN
Actions

7 Not Processed ) 3 00425 20180 7 000000005

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

["2PERS

Detanls
Edit Close
Impoet Nama: Emplasyed Wage Raporing import Description: ERID 00425 (2018-07) “July Wag. .
Sl Validated with Excepions Import Heade 1d: 1584977 Insested By IR0
Process Flag Validated Insarted Date DE/232018 Updated By 08232018

Summary Dwtails

Import Datall Stahss All - Typs Al - Désplay Rows: From Ta

New Row | Sl All o Resubemit| | Sl Mons 1o Resubemit  Validate | Process | Void  Download

Tools Ermor SeqMo  Imporl Message  Impon Detad Staius Emmt Racord Typa Employer 1D Agancy Code Occupation Code 55N Last Hams
ek lag
1 Mot Frocessed L 1 00425 20180 mm 000275505 3
Acfions
2 WValidated Suttedahal ¥ F 00425 m B54654654 FURD
Becfions
3 WValidatsd Suttesshad ¥ F 00425 m B54G54055 BALL
- 4 Validated Sutcesshl « 2 00425 mn BS4G546ET LEWIS
- 5 Validabed With Exteptions « F4 00425 o0& ES4654668 SALES
) 6 Validated Succasshal o 2 00425 13 E54B58665 ALDA
7 Not Processed ¥ 3 00425 20180 kL] 000000005
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Read the confirmation message and select Yes.

Confirmation Required

“» Wait for this file to complete processing. Then proceed
~ to the Account Summary, Wage Reports, and Payment
History to release the report.

| Yes | Mo

The status of your imported file should now be Processed with Exceptions or Processed Successfully. Select
Close.

Detais = >
=

— - T+
Import Nama Empiloyer Wagn Reporting "{% Impont Description ERID 00425 (2018-07) July Wag

| s2on Procassed wit Exceptions | Impan Header e 158877 Insurted By a2N201
Frocess Flag  Complated Inserted Dale.  OBZW2018 Upedated By 8232018
Summary Datails
Import Datadl Status & - Typa & - Diisplay Rows: From Ta

Hiw Bow | Sl A6 B ResubmB | 561 Nons 80 Resubmil | Dowsload

Toals Errar Sagho  Impon Massege  Import Delall States Rwsulsmi Racord Typs Emphoryas 1D Agancy Code Qetupation Cods 55N Lkt Mama
F
Astism b
1 Mot Procassed v 1 00435 Fargl-oil n 0032 TS905 3
Bt
2 Frocessad Swcoessiully 2 0042% L3 EEELE04 FuMD
Aetiaer

To see the amount due from this imported wage report, select the Refresh icon at the bottom of the page.

[Wage Reports. and Payment History View/Upaate Employer Demographics and Contacts View/Update Liser information Documents View! Update Member Information Generate Employer Remittance Coupon
Actount

Eiling Location Name: 00425 CITY OF PENSION Updoad File > File Histary

Trans Typa Al b Make an EFT Paymer ~ EFT Payment Hislory

Status: &l -

Report Status: Al -

Tools Trans 8= Create Date Réleaze Date User Released  Type Deseription Status Repon Status  Oviginal Balance Remaining Bala .. Re

fictions 120747296 06232018 Wage Repont WAGE REPORT AUGUST 2018 Qpen Initial $0.00 50,00

Actions 120747297 08232018 Wage Repon WAGE REPORT JULY 2018 Open Initial 5447078

f

47078
55201 67

LS | Page |1 af2 B N E Displaying 1-2 683 | Records 2
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Verify the amount owed. If it is accurate, release the wage report by selecting Actions and Release button under
the appropriate wage report.

Wage Reports, and Payment History

Account

Billing Lecation Name:

Details

Edit

Release

00425 CITY OF PENSION

Trans Type: Al v

Status all v

Report Status all v

Tools Trans #+ Create Date Release Date User Released  Type

Actions 120747298 08/23/2018 Wage Report
120747297 08/23/2018 Wage Report

View/Update Employer Demographics and Contacts

View/Update User Information

Upload File =

Make an EFT Paymer ~

Description
WAGE REPORT AUGUST 2018

Documents

View/ Update Member n

File History

EFT Payment History

Status Report Status
Open Initial
Open Initial

Employer Ry e Coupon

Original Balance Remaining Bala... Re
$0.00

50.00
3447078

Follow the prompts to submit the report.

Confirm

) submit this work report
-

Yes |

Mo

\i‘) Info

.ok

This wage report has been queued for release. Please check back for updated status.

Confirm the file’s Report Status is Released. You may need to refresh the screen to see updated status.

ry, Wage Reports, and Payment History

Account

Billing Location Name:

00425 CITY OF
Trans Type: All
Status: All
Report Status All
Tools Trans #+ Create Date
Actions 120747298 08/23/2018

Actions 120747297 08/23/2018

View/Update Employer Demographics and Contacts

PENSION

Release Date  User Released  Type
Wage Report
081232018 JBURKE Wage Report

View/Update User Information

Upload File =

Make an EFT Paymer «

Description
WAGE REPORT AUGUST 2018
WAGE REPORT JULY 2018

Documents.

View/ Update Member Information

File History

EFT Payment History

Status Report Status

Open

Initial

Open

Generate Employer Remittance Coupon

Original Balance Remaining Bala . Re
$0.00 $0.00

5447078 5447078 Ca
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To view and print a Wage & Contribution Report for the wage report recently submitted, highlight the row for
the appropriate wage report ex Wage Report March 2019. Select Tools, Reports, and Wage and Contribution
Report.

Account
Billing Location Name: 00423 CITY OF SUNSHINE Upload File |~ File History
Trans Type: All hd Make an EFT Faymer + EFT Payment History
Status: all >
Report Status: Al v
I Tools I Trans #+ Create Date Release Date User Released  Type Description Status Report Status Qriginal Balance Remaining Bal... Re
= Export ¥ 6/0412019 Payment Dep.Dt 06/04/2019-Chict -Tr# 120803372 Open (84,706.05) (54,705.05)
View Row 6/04/2019 Wage Report WAGE REPORT JUNE 2019 Open Initial $0.00 $0.00
B\ RevertSettings 610415019 Wage Report WAGE REPORT MAY 2019 Open Initial [}S $0.00 50.00
83 Advanced Sort 04010 Wage Report WAGE REPORT APRIL 2019 Open Initial 50.00 50.00
[=_Reports ¥ | Wage and Contribution Repot__cyor  wage Repor [ WacE ReporT MARCH 2010 | Open Released $1,455.00 $1,455.00 Ce
& Refresh
%) [Enes 6/04/2019 06/04/2019 00423GMOR_.  Wage Report WAGE REFORT FEBRUARY 2019 Open Released 168575 5168575 Cc
25| Records
6/04/2019 06/04/2019 00423GMOR...  \Wage Report WAGE REPORT JANUARY 2019 Open Released $1,565.30 $1,565.30 Cc

Select Print and when finished, select Close to return to Account Summary screen.

# ipersprdweb01/prdsso/app

Close -

Select Parameters « Wage and Contribution Report

Transaction 10: [120817779 Export

Print
Crder By: 58N v
[ -
Report Id: 988662
S——— )
Qutput o
— = I P T | ki
Schedule: [} — :
=l ] ] o == I | —— | aammal P -
Save as: ¢l Pdi U Excel W Csv UJ Excel 2007
L Hemi
Destination Folder:
Comment: p
7
Email List: p
7
Use Primary o
Datasource: -

[ —

'li

|
i

EEIRERRERT:
]

[P —

i
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Import a Wage Adjustment

Go to www.ipers.org and select Forms under the Employers quick links.

Member Login  Employer Login Q Search IPERS...

] ) =
Home  Members~  Refiees~  Employers~  Evenfs  Newsroom  AboutUs~  Careers  Contact Us ~ fyomX

b

1 in 10 lowans is an IPERS member.
=1 -— -
IPERS was designed to attract and retain quality employees to serve lowans.

7'

| B ]
S

MEMBERS RETIREES EMPLOYERS WATCH

MEMBER HANDBOOK BENEFIT PAYMENTS EMPLOYER HANDBOOK

Welcome to IPERS!
RETIREMENT CALCULATORS ;

RETURNING TO WORK HQUE HELP GUIDE

N

FORMS FORMS GASB INFORMATION

v v v
v v v v
vilv v v

FAQS FAQS

FORMS

Scroll to the bottom of the Employer Forms webpage. Under Wage Reporting Adjustments, select Wage
Adjustment Import Spreadsheet.

quarter. If you have a PC with Windows and Excel 2003, you may also use the

Spreadsheet

Wage Reporting Adjustments

Use this form to request corrections to wages that were unreported or erroneously reported during a previous

Wage Adjustment Import

o create and save a spreadsheet to your computer. You may then export the spreadsheet to
IPERS through I-Que.
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Select Save As to save the spreadsheet to your computer.

i

What do you want to do with
wage_adjustmen_import_template_nonstate_ 2.xls?

Size: 107 KB
From: www.ipers.org

< Open

The file won't be saved automatically.

< Save

< Save as

Cancel

Close the website version of the spreadsheet. Open the spreadsheet saved on your computer. It will open to the
instructions sheet with a Security Warning stating, “Macros have been disabled.” Select Enable Content.

[ P e |~

Insert Page Layout

Formulas

Review View

j & Cut |Buuk Antiqua | @ Wrap Text & *El‘ ﬁ
L 3 Copy ~ =
Paste . B 7 U~ Merge & Center = | $ + % » =0 .00 | Conditional Format
= _# Format Painter = | | £ Merg lel Formatting = as Table =
Clipboard ] Font Alignment P Number T Sty
!;] Security Warning  Macros have been disabled. | Enable Content |
Al hd Instructions for completing Wage Adjustment Import File
A | B C
Instructions for cumgleting ‘Wage Ad!'ustme nt ImEDrt File |
s Employer ID Five-digit employer ID assigned to the employer account.

S5N

Occupation Code

N From Date

Nine-digit social security number for member whose wages you are adjusting.

Enter numbers only; do not include hyphens.

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

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
a reporting period before July 1, 2008, or the first date of the month for a
reporting period after July 1, 2008. Do not include hyphens or slashes.
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Select the Import Data tab to add information about your wage adjustment.

Al v k2 Instructions for completing Wage Adjustment Import File

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

EN 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 IPERS'
Employer Handbook or IPERS' Web site for a complete list of occupation
M 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

a reporting 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

sl Wage Adjustment Amount decreasing wages.

The sum of the originally reported wages and the wage adjustment amount in
A 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
“Al this file to your desktop. import feature of I-Que.

]
EEERCNERS = =Ml Instructions 4]

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
# S Wrap Text
- =4 Copy ~
Paste

= _# Format Painter

g ‘
5 5
Conditional Format =
F ing ~ as Table = -

$ % » |“:=‘E;“.E

Number =

[ Merge & Center

Alignment I Cells

Wage Adjustment

Adjustment

;on Code

L Amount_______Final Waaes |
06302018 $1.000.00, $3,356.56

654654666

37



I-Que Help Guide 2019

Qe

Chose where you wish to save this file and then Select OK and close the Wage Adjustment Import Spreadsheet.

Search Shared Folders

Organize ~ Mew folder

Microsoft Excel
%8 This PC

=
= -_—
==
=

=% Enterprise Connect

Folder name: [ |

H==N= £
MName - Date modified Type Siz|
1! Benefits [ 5/24/2019 10:53 AM _ File folder
i cEO 10/3/2019 4:32 PM File folder
! Communications 10/4/2019 10:36 AM  File folder
1! Finance 8/9/2019 10:04 AM  File folder
LD 5/22/2018 3:10 PM File folder
L Investments 8/15/2019 3:55 PM File folder
1l Legal 10/4/2019 1:39 PM File folder
W oracle 3/20/2017 5:32 PM File folder
1! Shared 2/6/2019 2:06 P File folder
< w I >
Teols = oK || Cancel

Now that you have created your wage adjustment import file, log in to I-Que. On the I-Que home page, select
Import Wage/Wage Adjustment Files or Account Summary, Wage Reports, and Payment History.

Quick Links

| Account Summary, Wage Reports, and Payment History

& View/Update Employer Demographics and Contacts
i View/Update User Information

View Employer Documents

[+

View/Update Member Information

&

(+]

Generate Employer Remittance Coupon

Impert Wage/\Wage Adjustment Files

View/Update User Information

Message Center

Documents

= E| New Show: |Received Messages ~

Details Date [}

You have no received messages

Click on Details to Add or Update EFT Bank Info/Update Delivery Preference
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Select Upload File. In the drop-down menu, select Employer Wage Adjustment Reporting.

, Wage Reports, and Payment History

Account

Billing Location Name
Trans Type
Status:

Report Status:

Tools Trans #+

View/Update Employer Demographics and Contacts

00425 CITY OF PENSION

All

All

All

Create Date

Actions 120747298 08/23/2018
Actions 120747297 08/23/2018
Actions 120747296 08/23/12018

Release Date User Released

08/23/2018 JBURKE
08/23/2018 JBURKE

Type

Wage Report
\Wage Repert
\Wage Report

I Upload File - I File History

Employer Wage Reporting

Employer Wage Adjustment Reporting

=

Deseription Status
WAGE REPORT AUGUST 2018 Open
WAGE REPORT JULY 2018 Open
WAGE REPORT JUNE 2018 Open

Report Status
Initial
Released

Released

View/Update User Information Documents View/ Update Member Information

Generate Employer Remittance Coupo

Original Balance

$0.00
$4,470.78
$1,73089

Remaining Bala... Re

$4,470.78 Co
$1,73089 Co

$0.00

Select Browse to locate your wage adjustment import file. Add an Import Description. Select Next.

Upload Employer Wage Adj

nt Reporting

1 File Upload a Processing

Import Filename:
Import Description:

Report Source

Cancel

I Browse. ..

EI

v

A message will appear indicating that the file has been submitted. To validate the Wage Adjustment Import file,

select Details. Otherwise, select Close. If you selected Details go to bottom of page 40.

Upload Employer Wage Reporting

o File Upload

2  Processing

O

Results

The file has been submitted for processing.

Close

Back

Details
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If you selected Close, you can find the imported file under File History on the Account Summary page.

Account Summary, Wage Reports, and Payment History View/Update Employer Demographics and Contacts View/Update User Information

Account

Documents

View! Update Member Information

Billing Location Name:

00423 CITY OF SUNSHINE

Upload File

Make an EFT Paymer ~

Dep. Dt 06/04/2019-Chig# -Tr# 120803372
WAGE REPORT JUNE 2019
WAGE REPORT MAY 2019

Trans Type All v

Status Al v

Report Status: All v

Tools Trans#~ | Create Date Release Date  User Released  Type Description
Details 120803372 08/042019 Payment

Actions 120803371 06/04/2019 Wage Report

Actions 120803370 06/04/2019 Wage Report

Actions 120803369 06/04/2019 Wage Report

WAGE REPORT APRIL 2019

Locate the Wage Adjustment Import file, select Actions, then Details

File History
Close
Import# Al v DateRange: 05/27/2019 Gl 06/10/2019 &
Status Al v
Tools Import Header Id Process Flag Import Name Import Status File Load Start File Process Start Duration Rows Loaded Rows Processed Rows in Error
- Description
Actions 184262 Validated Employer Wag. . ERID 00423 (. Validated with Excepti. = 06/10/2019 10:55 AM . 061072019 11:11 AM __ <1 sec 6 [
Details 184250 Validated Employer Wag. . ERID 00423 (. Validated with Errors 06/07/2019 03:05 PM . 08/07/2019 03:15 PM 1sec 8 [
Validate 164248 Gompleted Employer Wag... ERID00423(... Voided 08/0512019 0150 PM .. 0810512019 0350 PM ... 3 sec 5 0
Process
Void
Download
Export 3
From the Details tab, select Validate.
Darkails ‘L‘E
Save Cancal
Import Hamae Emnplosger Wage Adusiment Rep Import Description: ERID 00425 ‘Wage Adjustmant i
Satus Mot Processed Import Haader Id 158583 Insarted By
Process Flag Ready Insadted Date GB2R2018 Updated By
Summary
|
Impan Datal Stabus b Typi
New Row  Set All to Resubmil | Sed None 1o Resubmit | Validate Woid Deommiboad
Tocks Eiror SeqMo  Import Message Import Dedail Status Rasulbmit Record Typa Employer B0
Flag
T 13 b 1 RHol Processed s 1 00425
Sctions 2 Kot Processed « 2 00425
Actiors 3 Kot Processed ’ 3 G425

Status
Open
Open
Open
Open

EFT Payment History

Generate Employer Remittance Coupon

Report Status
(34,708.05)
Initial 50.00
Initial $0.00
Initial $0.00
Rows in Rows Inserted By
Exception Sucessfully
Processed
0 0 0 00423GMOR.
0 0 0 00423GMOR.
[ 0 0 JBURKE
I
CB232018
BER23Z018
" Displary Rows. From
S5M Agancy Coda
+00000 100 020
GELEELGES
00001

Meeting

Original Balance Remaining Bal... Re

(34,708.05)
$0.00
$0.00
$0.00

Has Comment
Fla

Dhocm)
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Check the Status or Import Detail Status of the file. If it contains errors, you must correct them before

processing the adjustment.

Details
Edit Close
Import Name: Employer Wage Adjustment Rep. Import Description: ERID 00425 ‘Wage Adjustment fr_
I Status: Validated with Errors. | Import Header Id: 158983
Process Flag: Validated Inserted Date: 08/23/2018
Summary Details
Import Detail Status: Al A Type: All
New Row | Set All to Resubmit | | Set None to Resubmit | | Validate || Process | Void | Download
Teols Error SeqNo  Import Message Import Detail Status Resubmit Recerd Type
Flag
Actions 1 Not Processed 7| 1
Actions 4 Validated With Errors % 2
Actions 3 Not Processed 7| 3

Inserted By
Updated By:

Employer ID

00425
00425
00425

08/23/2018
08/23/2018

- Display Rows: From

SSN Agency Code
+00000100 000
654654666

00001

Qccupation Code

01

To

From Date

20180601

Select Actions next to the row that shows as Validated with Errors. Select Show Errors in the drop-down menu.

Details
Edit Close
Import Name: Employer Wage Adjustment Rep
Status: Validated with Errors
Process Flag: Validated
Summary Details

Import Detail Status: All

New Row | Set All to Resubmit

Teols Error SeqNo  Import Message

Action
[ctions | 2

Delete 3

IShDW Errors I

Set None to Resubmit

Import Header Id

Inserted Date:

¥ Type

Validate = Process
Import Detail Status

Not Processed

Not Processed

Import Description: ERID 00425 :Wage Adjustmen

158983
08/23/2018
All
Void || Download
Resubmit Record Type
Flag
| 1
v 2
| 3

Inserted By
Updated By:

Employer ID

00425
00425
00425

08/23/2018
08/23/2018

v Display Rows: From

SSN Agency Code
+00000100 000
654654666

00001

Qccupation Code

From Date

20180601
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Research to correct errors or contact IPERS ERAM at 1-877-473-7799.

Import Errors

Employer Wage Adjustment Rep.

Validated with Errors.

Close
Import Name:
Status:
Process Flag: Validated
Tools Row | Type
2|l Error

SeqNo Type
1 db_error_p

Import Description: ERID 00425 ‘Wage Adjustment fr..
Import Header Id: 158983
Inserted Date: 08/23/2018

Message

Detail: Incorrect final wages.

Inserted By: 08/23/2018
Updated By: 08/23/2018

Attribute Name

Once errors have been corrected, Re-validate your file. The file status should be Validated Successfully.

Select Process.

I"2PERS

Details
Edit Close

Import Name: [Employer Wage Adjustment Rep.
I Status: Validated Successfully I

Process Flag Validated

Summary Details

Import Detail Status: All

Import Description: ERID 00425 “Wage Adjusiment fr_.
Import Header Id: 158983
Inserted Date: 08/23/2018

Not Processed

Type:

New Row | | Set All to Resubmit | Set None to Resubmit Validale Veid | | Download

Record Type  EmployerlD  SSN

Tools Emor  SeqNo Import Message Import Detail Status. Resubmit
Actions

1 Not Processed v
Actions

2 Validated Successful d
Actions

v

Inserted By: 0812312018
Updated By 0812312018

00425 +00000100
00425 654654666
00425 00001

To: Show Deleted Rows:
Occupation Code  From Date To Date Adjustment Sign  Adjustment Amount
01 20180601 20180630 + 00100000

Read the confirmation message and select Yes.

Confirmation Required

b ] Wait for this file to complete processing. Then proceed
o to the Account Summary, \Wage Reports, and Payment

History to release the report.

| Yes |
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Status should be Processed Successfully. If so, select Close. Go to the Account Summary, Wage Reports and
Payment History screen to submit the adjustment.

+
o
Iopent Kama Erspltger h'.'hﬁu:l-rl Rup Impar Dascriphion ERID D042 Wigs Sfiritreal fi
15-'.""1 Procewsed sm-:\‘-:'-nnm J Impar Hesder 4 155583 Irpried Oy A2
Froosss Flag Camgiated insanad Cune A& TAN1B Lsdoned By [ Teate 1]

Summary  Dwiais

) |
e Coitiall Slaibas ¥ Typa v  DEaplay Rews Fias L Ghwres Dabatidd Fiorers
KiwRos  Set Alllo Resubmil Sl lone b Fesubmil | Downlaad
Torzky = Sy Me  mpon Messags e Detad S Riirasbani P Tpob Empsoreat 1D EEH Apasiy Conde Chobupaian Code Fram Date T D el it SHRR My tvaern Areounl
L Flag
Wi Pre il 1 o A i rimis

You will need to refresh the screen to see the wage adjustment amount. Make sure you have highlighted the
correct wage adjustment to submit by clicking on the appropriate transaction.

Select Actions and Submit to IPERS for the adjustment you are releasing.

Mﬂ\yﬂm'_ Wiew LUipaite Errgaoves Demagraphics and Contecs Wit dals L Inkrmatisn Destumnis Wik LR it IRt Gt Eropioyer Remtlancs Coui

Biling Locaton Name: 90473 CITY OF PERSION i by - Fiie Hintory

Teoms Typs al - Sabke an LF e - F I i

S & w

)

Rapon Saahni &l -

Torpty Trisng - Create Dan R gt ity User Falased  Tipa ] Slars Fepont Sutes  Origingd Balancs  Famaining Bala . Ra
D Wags Repon WACE o1& Ot izl 5000 $0 00
Edt DEZITDIE JEURE Wage Rigan TAGE R JULY 318 Digrast Rl i 54470 7B E14TOTE e

el Vo IMERS e > e oo e roudpas ey,

- - DETIZNIE JEURKE Wagh Rapan WILGE REPORT JUNE 2018 Dipieti Pl i $173088 5173088 Cs

Follow the prompts to submit your file to IPERS.

Confirm
->» Are you sure you want to Submit to IPERS.
\-_..‘j

Yes Mo

\E') Info
This wage adjustment has been submitted to IPERS for processing. Amount due or credit will be sent on your next monthly statement.

oK

A workflow request will be submitted to IPERS and your adjustment should be released within 24 hours.
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Add a Financial Institution

On the I-Que home page, select Details.

Home  Account Summary, Wage Reports, and Payment History  View/Update Employer Demographics and Contacts  View/Update User Information Documents  View/ Uipdate Member Informat

Quick Links Message Center News and Alerts
@ Account Summary, Wage Reports, and Payment History - Search X New Show:  Received Messages - News and Alerts
View/Update Employer Demographics and Contacts I 06/11/2018: Rate Changes Eff
i Detaks Dat3 L After 07-01-2018: Regular Ch
View/Update User Information Employer Share 9.44%; Sheri
You have no received messages 9.76% and Employer Share 9.
A View Employer Documents Member Share 6.81% and Em|
E View/Update Member Information News and Alerts
h 10/06/2017: Enrollment/Benefi{
o Generate Employer Remittance Coupon contain confidential informatior
- emailed nonsecurely to IPERS
Import Wage/Wage Adjustment Files - Service, ShareFile, or Fax the

Protecting this data is crucial
Click on Details to Add or Update EFT Bank Info/Update Delivery Preference

Tools Name Balance

CITY OF PENSION $6,350.47

Select Add Bank Account.

I¥3PERS

Back Billing Location ID: 00425 Billing Location Name: CITY OF PENSION
Billing Location Info
Change

Delivery Preference: U.S. Mail

EFT Bank Account Details

Add Bank Account

Tools Description (250 char max) EFT Type Period EFT Status Default EFT
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In the Start Date field, enter today’s date. Leave the Stop Date field blank. Check the Default Eft Flag box to set
this financial institution as the default EFT account for future payments. Select Search.

Details

Start Date:
Stop Date:
Payment Account:

EFT Type:

EFT Status:

Default Eft Flag:

Bank Name:
Bank Routing Number:

Bank Account Number:

Bank Account Type:

Cancel

08/23/2018

Description (250 char max):

MM/DD/YYYY

-

EFT Payment Account |V

BANK

Approved

b

Re-enter Bank Account Mumber:

Checking

| v

| Search

Save

Enter your bank’s Routing Number. Select Search.

Financial Institution Search

Bank Nams/Routing Number:

092902983

Search
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Enter Bank Account number as indicated. Re-enter to confirm. Select Save.

Details

start Date:

stop Date:

Payment Account:

EFT Type:

Description {250 char max):
EFT Status:

Default Eft Flag:

Bank Mame:
Bank Routing Number:

Bank Account Mumber:

Bank Account Type:

Cancel

08/23/2018

Lol

MM/DD/YYYY (9
EFT Payment Account | i

BANK

Approved | o

+

US BAMK

092902983

Search

Re-enter Bank Account Mumber:

102102

102102

Checking | o

| Save |

If necessary — use the drop down to change the Bank Account Type to Savings — then select Save.
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Review and select Confirm or Back to make any corrections.

Details x

Please verify and click "Confirm' to parmanently save the changes.

Start Date: 08/23/2018

Stop Date: MM/DDYYYY
Payment Account: EFT Payment Account
EFT Type: BAMNK

Description (250 char max):

EFT Status: Approved

Default Eft Flag: v

Bank Name: US BANK Search
Bank Routing Number: 092902983

Bank Account Number: 102102

Re-enter Bank Account Number: 102102

Bank Account Type: Checking

Cancel Back
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Complete the form by entering your name and title. Select Confirm.

Cancel

Eft Definition Authorization

Agreement Summary

IF2PERS

EMPLOYER/RECEIVER AUTHORIZATION AND AGREEMENT FOR ACH DEBIT

Originator: IOWA PUBLIC EMPLOYEES' RETIREMENT SYSTEM

The Emplover/Receiver hereunder, CITY OF PENSION (“EMPLOYER”), herebv authorizes IPERS to
initiate both recurring and single entry debit entries to EMFLOYER'S Checking Account indicated below
at the depository financial institution named below (“DEPOSITORY"”), and to debit the same to such
account. EMPLOYER acknowledges that the origination of ACH transactions to said account must
comply with the provisions of US. law and the rules of the National Automated Clearinghouse
Association ("IWNACHA") and agrees that transactions hereunder shall be in the NACHA CCD format,
unless mutually agreed otherwise.

Depository Name: US BANK
Routing Number: 092902953
Account Number: XXXX2102

EMPLOYER acknowledges and agrees that it has the sole responsibility to ensure that the bank account
listed above will be open to accept transactions hereunder, that sufficient funds will be maintained in that
account to cover said transactions, and that it has verified that DEPOSITORY is capable of complving
with the US. laws and NACHA rules governing transactions hereunder. This authorization shall remain
in full force and effect until [PERS has received written notification of its termination from EMPLOYER.
The termination notice may be delivered by e-mail, facsimile, or first class mail, provided that the
delivery of such termination notice shall provide IPERS and DEPOSITORY a reasonable opportunity to
act on it

Date: 08/23/2018 By: Fred Fund

Title: Clerld

Confirm
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Select Print and then Finish.

Cancel

Eft Definition Authorization

Agreement Summary

FF2PERS

EMPLOYER/RECEIVER AUTHORIZATION AND AGREEMENT FOR ACH DEBIT

Originator: IOWA PUBLIC EMPLOYEES' RETIREMENT SYSTEM

The Emplover/Receiver hereunder, CITY OF PENSION ("EMPLOYER"), herebyv authorizes IPERS to
initiate both recurring and single entry debit entries to EMPLOYER'S Checking Account indicated below
at the depository financial institntion named below ("DEFOSITORY"), and to debit the same to such
account EMPLOYER acknowledges that the origination of ACH transactions to said account must
comply with the provisions of US. law and the rules of the National Automated Clearinghouse
Association ("NACHA") and agrees that transactions hereunder shall be in the NACHA CCD format,
unless mutually agreed otherwise.

Depository Name: US BANK
Routing Number: 092902983
Account Number: XXXX2102

EMPLOYER acknowledges and agrees that it has the sole responsibility to ensure that the bank account
listed above will be open to accept transactions hereunder, that sufficient funds will be maintained in that
account to cover said transactions, and that it has verified that DEPOSITORY is capable of complying
with the US. laws and NACHA rules governing transactions hereunder. This authorization shall remain
in full force and effect until IPERS has received written notification of its termination from EMPLOYER.
The termination notice mav be delivered by e-mail, facsimile, or first class mail, provided that the
delivery of such termination notice shall provide [FERS and DEPOSITORY a reasonable opportunity to
act on it

Date: 08/23/2018 By: Fred Fund

Title: Clerk

Finish

Print
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To return to the I-Que home page, select Back.

Billing Location ID: 00425 Billing Location Name: CITY OF PENSION

Billing Location Info
Change

Delivery Preference: U.S. Mail

EFT Bank Account Details

Add Bank Account
Tools Description (250 char max) EFT Type Period EFT Status Default EFT
Actions US BANK (Checking) XX(XX02102 BANK 08/23/2018 - current Approved v
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Make an Online EFT Payment

On the home page, select Make a One Time Payment or Account Summary, Wage Reports, and Payment History.

V2PERS
@ Account Summary, Wage Reports, and Payment History View/Update Employer Demographics and Contacts View/Update User Infermation Documents

Quick Links Message Center
View/Update Employer Demographics and Contacts a
Search | New Show:  Received Messages -
View/Update User Information
Details Date [']

View Employer Documents
You have no received messages
View/Update Member Information

Generate Employer Remittance Coupaon

Impart Wage/Wage Adjustment Files

Make a One Time Payment

o i P & PO K

Click on Details to Add or Update EFT Bank Info/Update Delivery Preference

Tools Name Balance
Details CITY OF PENSION §6,350.47

If you selected Account Summary, Wage Reports, and Payment History , select Make an EFT Payment.
If you selected Make a One Time Payment from the Home page, skip this step.

j. Wage Reports. and Payment History  View/Update Employer Demographics and Contacts View/Update User Information Documents ‘View! Update Member Information Generate Employer Remittance Coupon
Account

Billing Locatisn Mame: 00425 CITY OF PENSION Upload File - Fibe History

Trans Type: an » I Make an EFT Payrmar = I EFT Paymen History

Status: a1 - Recuming Fayment

. One Time Payment ||

Report Status: Al e

Tools Trans #=  Create Date Release Date  User Relessed  Type Description Status Report States  Oviginal Balance Remaining Bala... Re

Acticns 120747322 DB DER2F2018 JBURKE Wage Adj Wage Adjustment Open Relrased 148 80 514880 Co

Actions 120747298 0B2¥2018 ‘Wage Repont WAGE REPORT AUGUST 2018 Opan Initial 5$0.00 50.00

‘ v

$6,350.47
§6.350 47
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The Make Payment Wizard will open. Fill in the Payment Amount, Payment Date, and Description.
e To make the payment immediately, leave the Payment Date as is.

e To schedule this payment for some time in the future, indicate the date you wish IPERS to be paid.

Select Next.

Make Payment Wizard

1 Transactions

One Time Payment

Specify fixed amount to pay

Qutstanding Balance:

Payment Amount:

a Payment Method

Payments submitted for today’s date cannot be cancelled.

$6,350.47

E|,350.4?|

Payment Date:

Description:

Cancel

08/23/2018 3

July 2018 Payment]

9 Confirm & Review

Next

Select the account to make the payment from in the Bank Name field, or select Add New Payment Account.

Select Next.

Make Payment Wizard

Payment Method

®/Bank Mame |US BANK (Chacking) XXxX02102

Add New Payment Account

Cancel

o Transactions 2  Payment Method e Confirm & Review

Back

Mext
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Select Confirm or Confirm and Print.

Make Payment Wizard
e Transactions

One Time Payment

a Payment Method 3  Confirm & Review

Pay By:

Payment Amount:

Payment Date:

Description

Cancel

July 2018 Payment

A confirmation message will display. Select OK.

Bank Name
Bank Account Type:
Bank Routing Number:

Bank Account Number.

Back Confirm and Print Confirm

j:) Info

Payment has been successfully processed.

OK

The Payment Summary will display. Select Print or close out of the Summary using the icon in the upper right
corner of the window. If this print does not work, click Ctrl-P for a print screen.

IF3PERS

— 4 Automatic Zoom

Payment Summary

Transaction Id

Date

Employer ID
Employer Name
Payment Amount
Bank Name

Bank Routing Number

Bank Account Number

120747324

Aug, 23 2018
00425

CITY OF PENSION
$6,350.47

US BANK
XXXXX2983

XXXXX2102
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Your payment will be reflected on the Account Summary page as long as you did not schedule this payment with
a future date.

Jvage Reports. and Payment History ViewUpdate Employer Demographics and Conacts ViewfUpdate User Information Documents WView! Upaate Member Infermation Generate Employer Remittance Coupon
nt

Billing Location Nama: 00425 CITY OF PENSION Upload Fila - Fita Hislory

Trans Typs il ot Make an EFT Paymaer + EFT Paymant History

Status: al »

Report Stabus: A -

Tooks Trans &= Create Date Release Date User Released | Type Description Status Repon Siatus Original Balance Remaining Bala.. Re

Detalls 120747324 DB232018 Payment Dep Dt 08/232018-Chict -Tr# 120747324 Open {56350 47} (56.350.47)

Actipng 120747322 08232018 08232018 JBURKE Wage Adj Wage Adustmant Open Ralaased 14880 14880 Co

Acticns 120747298 08232018 Wags Repont WAGE REPORT AUGUST 2018 Cpen Iniitial 5000 000

Actions 120747297 082302013 082372018 JBURKE Wage Repon WAGE REPORT JULY 2018 Open Released 54.470.78 $4470.78 Ca

Actions 1207472696 087232018 0B2Y2018 JBURKE Wage Raepon WAGE REPORT JUME 2018 Open Raleased 51.730.89 §1,730.89% Ca
(50.00)

$0.00

To view your scheduled payments or see your EFT payment History - select EFT Payment History.

I' Account Summary, Wage Reports, and Payment History ] View/Update Employer Demographics and Contacts. View/Update User Information Documents. View/ Update Member Information Generate Employer Remittant

Account
Billing Location Name: 00423 CITY OF SUNSHINE UrEmlFe = HRER & o)
Trans Type: All v Make an EFT Paymer
Status Al h
Report Status: All v
Tools Trans #+ Create Date Release Date User Released  Type Description Status Report Status. Original Balance
Details 120803372 06/04/2019 Payment Dep.Dt 06/04/2019-Chie? -Tr# 120803372 Qpen (£4,706.05)

Select Scheduled Payments or EFT History. Then select View to see the payment detail.

Payment History [=]|ES

Close

rScheduIed Payments1 r EFT History ]

As Of. Last 60 Days ‘1%
. Payment
Payor Code Description EZyT:sTDate i:‘?‘nﬂﬁ?t gg;g)d From Period To Date  Reguest
a T Status
00423 January, Febr... 06/04/2019 54,706.05 06/04/2019 06/04/2019 Issued
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If you need to print the details, go to the top right hand corner of the View Payment screen, select the box to
maximize the screen, select Ctrl-P to print the screen for your records. Then select the “x” to close out of the
screen.

. View Payment all x|

One Time Payment

Pay By: Transactions Fund: Employer Contributions
Payment Amount: %4, 706.05 Bank Mame: US BANK
' Payment Date: 06/04/2019 Bank Account Type: Checking
Description: January, February, and March 2019 Payments Bank Fouting Number: 071001041
Bank Account Number: XK 1333
Selected Transactions
Select Close to return to the Account Summary screen.
Payment History
Cloge
Scheduled Payments EFT History
As Of. Last 60 Days % hd
Payor Code Description e R ' PETTL T Period To Date ;aeywsglt
¥ R Request Date=  Amount Date a
Status
View .. 00423 January, Febr... 06/04/2019 $4,706.05 06/04/2019 06/04/2019 lzzued
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View or Update Employer Information

On the I-Que home page, select View/Update Employer Demographics and Contacts.

Home Account Summary, Wage Reports, and Payment History ew/Update Employer Demographics and Contacts View/Update User Information Documents

Quick Links Message Center

o;

$ Account Summary, Wage Reports, and Payment History | Search |x | New Show: | Received Messages -

View/Update Employer Demographics and Contacts . | Details Date il

View/Update User Information You have no received messages
View Employer Documents
View/Update Member Information

Generate Employer Remittance Coupon

Import Wage/Wage Adjustment Files

o2l PR T R

Make a One Time Payment

Click on Details to Add or Update EFT Bank Info/Update Delivery Preference

Tools MName Balance
Details CITY OF SUNSHINE 50.00

To update Employer Info, select Change.

Home Account Summary, Wage Reports, and Payment History View/Update Employer Demographics and Contacts View/Update User Information Documents

Employer Info

Change
Employer ID: 00423 Employer Name: CITY OF SUNSHINE
Federal Tax MNo: 42-9511585 Employer Type: City
County Number: 77 Centralized Payroll?: MNo
Employer Status: Active
Addresses Contacts
Permanent: PO BOX 1 X
ALTOONA IA 50009-0001 Work Phone: (515) 281-0001
Cell Phone: (515) 281-0002
Contacts
Add a New Contact
Tools MName Contact Role Phone 1 Fax E Mail Address 1
Actions GLORIA MORNING Reporting Official M: (515) 681-7882 tina.bennett@ipers.org FPo Box 1
W (515) 281-0001 Altoona 1A 50008-0001
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Update the information under Addresses or Contacts. Select Save.

Employer Info

X
Employer ID: 00425 Employer Name CITY OF PENSION
Federal Tax No: 421115551 Employer Type: City >
County Number. Centralized Payroll?. No -
Employer Status: Active v
Addresses Contacts
Permanent: PO BOX 1 £ $
ALTOOMNA IA 50009-0001
Home (515) 967-1111 Ext:
Work Phone: (515) 281-0001 Ext:
Cell:
Fax (515) 281-0002 Ext:
Email:
Cancel Save
The updated information will display. Select Back to make changes, or select Confirm.
Employer Info X

Employer 1D
Federal Tax No:
County Number:

Employer Status:

Addresses

Permanent:

Cancel

Please verify and click 'Confirm’ to permanently save the changes

00425

42-1115551

PO BOX 2
ALTOONA IA 50009-0002

Empleyer Name:

Employer Type:

Centralized Payroll?:

CITY OF PENSION
City

No

Contacts
Home:
Work Phone:

Fax

(515) 967-1111
(515) 281-0001

(515) 281-0002

Back

=]
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View or Update Delivery Preference

On the I-Que home page, select Details.

Home

Account Summary, Wage Reports, and Payment History

Quick Links

* View/Update Employer Demographics and Contacts

View/Update User Information

View Employer Documents

(+]
g' _ View/Update Member Information
° Generate Employer Remittance Coupon

= Import Wage/\Wage Adjustment Files

Make a One Time Payment

Tools Name

CITY OF PENSION

View/Update Employer Demographics and Contacts

Message Center

|Search |x ‘

Details

You have no received messages

-

Click on Details to Add or Update EFT Bank Info/Update Delivery Preference

Balance

$6,350.47

View/Update User Information Documents

New Show: Received Messages «

Date []

Select Change.

Back Billing Location 1D 00423

Billing Location Info

Change

[%elivery Preference: Email

Billing Location Mame:

CITY OF SUNSHINE
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Select your delivery preference using the drop-down menu. Select Save.

Billing Location Info

Delivery Preference:

Email

U.S. Mail
Email

Cancel

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

the Employer Demographics information.

Save
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Add a New |I-Que User

On the home page, select View/Update User Information.

Home Account Summary, Wage Reports, and Payment History View/Update Employer Demographics and Contacts Documents

iew/Update User Information

Quick Links Message Center
& Account Summary, Wage Reports, and Payment History = [search %] [ New Show:  Recsived Messages ~

g View/Update Employer Demographics and Contacts Details Date i

View/Update User Information
You have no received messages

View Employer Documents

View/Update Member Information

Generate Employer Remittance Coupon

Import Wage/\Wage Adjustment Files -

Click on Details to Add or Update EFT Bank Info/Update Delivery Preference

Name Balance

CITY OF PENSION $0.00

Tools

Details

View/ Update Member Information Generate Employer Rem|

News and Alerts

News and Alerts

06/11/2018: Rate Changes Effective for Any Payroll On or
After 07-01-2018: Regular Class Member Share 8.29% and
Employer Share 9.44%; Sheriff Class Member Share
9.76% and Employer Share 9.76%; Protection Class
IMember Share 6.81% and Employer Share 10.21%

News and Alerts

10/06/2017: Enroliment/Beneficiary Designation forms
contain confidential information and SHOULD NOT be
emailed nonsecurely to IPERS. Please use the US Postal
Service, ShareFile, or Fax the form to the number provided.
Protecting this data is crucial.

Select Add User.

D View/ Update Member Information

Home Account Summary, Wage Reports, and Payment History View/Update Employer Demographics and Contacts View/Update User
Admin
Filters.
Billing Location Name |AH |V‘
Search: |Search | X ‘
Status: 3 Show Unregistered Users:
Tools User Name Full Name: Status Created On Registerad Email
Actions 00425FFUND FUND, FRED Active 08/23/2018 Yes
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The Add User window will appear. Enter the First and Last Name of the new user. Select Go.

m a Account Info 9 Access Info o Confirmation Info

Please enter the new user's name

First Name Jerry

Last Name: Lewis

Cancel Next

Add User Blx

If I-Que does not find a match, select New.

Add User

e Account Info 9 Access Info G Confirmation Info

Please enter the new user's name

First Name: Steve
Last Name: Shine
Go

Flease select the new user from the list below. If the new user does not exist in the list below, click New.
Tools Name 58N Address

No matches found.

Cancel New

Next
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In the User Name field, enter the 5-digit employer number, first letter of first name and first 6 of last name.
Enter the user’s email address. Enter one of the security identifiers and the user’s address. Select Next.

Add User [=]IE

o Search 2  Account Info 9 Access Info o Confirmation Info

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

First Mame: Steve

Middle Mame:

Last Mame: Shine

User Mame: 0042355hine

E Mail: sshine@iowa.gov

Enter at least one of the following security idenfifiers for the new user.

Home Phone: |
Cell Phone:

Work Fhone:

Enter Address Info
Addresses
Permanent: &

Cancel Back Mext

Select Next.
Add User 0%

o Search e Account Info 3  Access Info a Confirmation Info

Authentication:

Two Factor Authentication: | Always require =7

Flease select the user's account access:
® Employer including all Reporting Units
Specific Reporting Units under the Employer
00423-CITY OF SUNSHINE (Employer)

00423 CITY OF SUNSHINE

Flease select only one security profile below:

Cancel Back Next |
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If everything is correct, select Confirm.

Add User =i

o Search 0 Account Info 9 Access Info 4  Confirmation Info

Please confirm the details below.

First Name: Steve

Middle Mame:

Last Name: Shine

User Mame: 0042355hine

E Mail: sshine@iowa.gov
Permanent: 200 PENNSYLVANIA STREET

CARLISLE IA 50047

Account Access: Access to Employer including all accounts
Security Profile: Employer User
Cancel Back Confirm

A message will appear stating that the user must complete the registration process via email. Select OK.

i) Success

An email was sent to the user to complats the registration process.

Ok

The new user must complete the registration process using the link contained in the email.

© a ! [ .- L More ~
ESS_USER_VERIFICATION mbox x

ipersaccounting@ipers.org

tome [~

Welcome to Employer Self Service, soupy sales

We have created an account for you with the user name: 004195SALES

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

http:/liperssttweb01/stt/app?service=userRegistrationService/04f3e935-872c-4eda-bed8-9170262042b2

Thank you.
IPERS.
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The Verify User Registration Wizard opens. The new user must enter the requested security identifier. Select
Next.

Verify User Registration Wizard (=]

1 Identification g Security Setup 9 Confirmation

Flease enter the following infermation so that the new user can register and create the account.

User Mame: 004195SSALES |
First Mame: soupy

Last Name: sales

E Mail: ssales@mchsi.com

Enter the following security identifiers

Date of Birth: MM/DD/YYYY =

Cancel Next

The new user must choose a security question, provide an answer to the question, and set a new password.
Select Next.

Verify User Registration Wizard =]

o Identification 9 Confirmation

Please setup your security questions

Security Question 1: | What was vour childhood nickname? v

Security Answer 1: Buckles

Passwords must match the following rules

IMust be at least & characters long

Password must have a maximum of 50 characters

Must include 2 alpha characters

Password must have a minimum of 2 non alphabefic characters
Must include 1 numeric character

Must include 1 special character !, @, 5. & %. *, #.0r _

All passwords should be unigque and cannof match the login

Enter your new Password: sensesenee ] Medium
Flease confirm your password: PR
Cancel Back Next
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Select Confirm. The new user now has access to I-Que.

Verify User Registration Wizard (=i
o Identification g Security Setup Confirmation
Please confirm the creation of the following user account.
First Name: soupy
Liast Name: sales
User Mame: 00419SSALES
E Mail: ssales@mchsi.com
Security Question 1: What was your childhood nickname?
Security Answer 1: Buckles
Cancel Back Confirm
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Deactivate an I-Que User

On the home page, select View/Update User Information.

Home Account Summary, Wage Reports, and Payment History View/Update Employer Demographics and Contacts View/Update User Information Documents View/ Update Member Information Generate Employer Remil

Quick Links Message Center News and Alerts
@ Account Summary, Wage Reports, and Payment History Sl e X[ New Show: | Received Messages = News and Alerts
& View/Update Emplayer Demagraphics and Contacts Details Date 4 06/11/2018: Rate Changes Effective for Any Payroll On or
After 07-01-2018: Regular Class Member Share 6.29% and
View/Update User Information Employer Share 9.44%:; Sheriff Class Member Share
You have no received messages 9.76% and Employer Share 9.76%,; Protection Class

View Employer Documents IMember Share 6.81% and Employer Share 10.21%

©
g View/Update Member Information News and Alerts
) . 10/06/2017: Enrollment/Beneficiary Designation forms
Generate Employer Remittance Coupon contain confidential information and SHOULD NCT be
emailed nonsecurely to IPERS. Please use the US Postal
Import Wage/\age Adjustment Files - Service, ShareFile, or Fax the form to the number provided

Protecting this data is crucial.
Click on Details to Add or Update EFT Bank Info/Update Delivery Preference

Tools Name Balance
Details CITY OF PENSION 30.00

Find the user to deactivate. Click on that line and then select Actions.

I"2PERS

Home Account Summary, Wage Reports, and Payment History View/\Update Employer Demographics and Centacts View/Update User Information

Admin
Filters Actions
Billing Location Nama: |AH |"‘ Add User
Search: |Search |x ‘

Status: j Show Unregistered Users: ]

Tools User Name Full Name Status Created On Registered Email
Actions 00425FFUND FUND, FRED Active 08/23/2018 Yes
I Actions I 00425JLEWIS LEWIS, JERRY Active 08/23/2018 No pension@net net
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In the drop-down menu that appears, select Update User Access.

I"2PERS
Home Account Summary, Wage Reports, and Payment History View/Update Employer Demagraphics and Contacts View/Update User Information
Admin
Filters Actions
Billing Location MName: All 57 Add User
Search Search v
Status: All A Show Unregistered Users: @
Tools User Name Full Name Status Created On Registered Email
Actions 00425FFUND FUND, FRED Active 08/23/2018 Yes
Actions 00425JLEWIS LEWIS, JERRY Active 08/23/2018 No pension@net.nat
Reset User Account
Update User Access
Change User Details

Select Deactivate Account. Select OK.

Update Security Profile

User Name: 00425JLEWIS

E Mail: pension@net net
Payee LEWIS, JERRY
Access Level:

_'Employer including all Accounts
*#'Specific Accounts under the Employer
1#00425 CITY OF PENSION

‘Deactivate Account I

Security Profile (optional):
Employer Administrator

0K

Cancel

This user has now been deactivated. Select OK.

1) Success

User security profile was updated successfully!

oK |
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Message Center

On the home page, under the Message Center, select the New button

Tom Jones Retumto LOB  Logot

Home  Account Summary, Wage Reports, and Payment History Update Employer D ics and Contacts jpdate User Information ~ Documents  View/ Update Member Information  Generate Employer Remittance Coupon  Mestings.

Quick Links Message Center News and Alerts

Account Summary, Wage Reports, and Payment History [seercn  |x] Show: | Received Messages + Phighing Alert! Be Awarel

03/19/2019: Some employers have reported receiving fake
emails using links to IPERS invoices. Do not click on these

links as they may contain makvare. Simply delete the email
You have no received messages immediately. Always access your IPERS monthly statement
through I-Que, never as an email attachment.

View/Update Employer Demographics and Contacts S| Details Date 0
View/Update User Information

View Employer Documents
iy Beneficiary Forms

View/Update Member Information
03/19/2019: Effective immediately, employers are no longer

required to provide new hires with the Beneficiary
Designation form. Once the employer reports wages for a
new employee, IPERS will send the member a welcome

Generate Employer Remittance Coupon

Import Wage/\Wage Adjustment Files packet with the following: Member ID, My Account login,
and How to designate beneficiary information. This new,
Make a One Time Payment streamlined process encourages members to become more

familiar with IPERS.

TERHIBIEDED

Meetings

Click on Details to Add or Update EFT Bank Info/Update Delivery Preference
Name Balance -

Took
etslls  CITY OF TRAIN 50.00

Under the Topic drop down — select one of the choices that best describes your subject

New Message [=1IE3
 Topic: | | v |

ESS Browser [5sues |
ESS Password Reset
Attachment: ESS Security Questions
ESS Web Supgprt

bW,

Subject:

Message:

3NN BEYFAE == @[ A =~

Cancel Send
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Fill in the Subject line, type your message, and select the Send button

| New Message x| I
. Topic: |ESS Web Support |v|

Subject: Ir uestion about coverage of Employes 1 |

-

Attachment: lmv

1
r
: i
Message: |
| v | AW B 7 U i= b
Are temporary emplovees covered for IPEES? |

Cancel Send .

In order to see your sent message, change the drop down to Sent Messages

TomJones RetuntoLOB Logout

Home  Account Summary, Wage Reports, and Payment History  View/Update Employer Demographics and Contacts ~ View/Update User Information ~ Documents  View! Update Member Information ~ Generate Employer Remittance Coupon ~ Meetings.

Quick Links Message Center News and Alerts

—
@ Account Summary, Wage Reports, and Payment History n New Show. | Received Messages ~ Phishing Alert! Be Aware!
ecelved Messages

03/19/2019: Some employers have reported receiving fake
emails using links to IPERS invoices. Do not click on these
links as they may contain makware. Simply delete the email
immediately Always access your IPERS monthly statement
through I-Que, never as an email attachment.

View/Update Employer Demographics and Contacts S.. Details Date

View/Update User Information

=B

You have no received messages

View Employer Documents
Beneficiary Forms

View/Update Member Information o .
03/19/2019: Effective immediately, employers are no longer

required to provide new hires with the Beneficiary
Designation form. Once the employer reports wages for a
new employee, IPERS will send the member a welcome

Generate Employer Remittance Coupon

°
=

Import Wage/Wage Adjustment Files packet with the following: Member 1D, My Account login,
and How to designate beneficiary information. This new,
6 Make a One Time Payment streamlined process encourages members to become more
s familiar with IPERS,

* Meetings

Click on Details to Add or Update EFT Bank Info/Update Delivery Preference

Tools Name Balance
Details CITY OF TRAIN $0.00
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All sent messages will be displayed

Home  Account Summary, Wage Reports, and Payment History  View/Update Employer Demographics and Contacts  View/Update User Information  Documents

Quick Links Message Genter

Ea—

Subject Details

Account Summary, Wage Reports, and Payment History

View/Update Employer Demographics and Contacts

View/Update User Information I Question . Are temporary employees covere . 09/10/2019 09:44 AM

View Employer Documents r [N |

View/Update Member Information
Generate Employer Remittance Coupon
Import Wage/Wage Adjustment Files

Make a One Time Payment

Meetings

-~

Click on Details to Add or Update EFT Bank Info/Update Delivery Preference

Name. Balance

ools
Detals  CITY OF TRAIN 50,00

View! Update Member Information  Generate Employer Remittance Coupon

News and Alerts

Phishing Alert! Be Aware!

03/18/2019: Some employers have reported receiving fake
emails using links to IPERS invoices. Do not click on these
links as they may contain malware. Simply delete the email
immediately. Always access your IPERS monthly statement
through I-Que, never as an emall attachment

Beneficiary Forms

0311912019: Effective immediately, employers are no longer
required to provide new hires with the Bensficiary
Designation form. Once the employer reports wages for a
new employee, IPERS will send the member a welcome
packet with the following: Member ID, My Account login,
and How to designate beneficiary information. This new,
streamlined process encourages members o become more
familiar with IPERS.

Tom Jones Retum to LOB.

Logout

If you need to send IPERS a spreadsheet or other documents, you must first attach the document or spreadsheet
to your documents in I-Que. Select the Documents tab on the Home page

Home  Account Summary, "Wage Reports, and Payment History ~ View/Update Employer Demographics and Contacts  View/Update User Information w

Quick Links Message Center
ﬂ Account Summary, Wage Reporis, and Payment History (7 Snov: (SorMessanes N
% View/Update Employer Demographics and Contacts Subject Details Date 0
i View/Update User Information Question ...  Are temporary employees covere... 09/1072019 09:44 AM
° View Employer Documents
ﬁ View/Update Member Information
° Generate Employer Remittance Coupon
E Import Wage/Wage Adjustment Files
ﬂ Make a One Time Payment
* Meetings
Click on Details to Add or Update EFT Bank Info/Update Delivery Preference
Tools Name Balance 2
Detalls  CITY OF TRAN $0.00
h A »

View/ Update Member Information ~ Generate Employer Remittance Coupon

News and Alerts

[ghishing Alert! Be Aware!

03/19/2019: Some employers have reported receiving fake
emails using links to IPERS invoices. Do not click on these
links as they may contain mahware. Simply delete the email
immediately. Always access your IPERS monthly statement
through -Que, never as an email attachment.

Beneficiary Forms

03/19/2019: Effective immediately, employers are no longer
required to provide new hires with the Beneficiary
Designation form. Once the employer reports wages fora
new employee, IPERS will send the member a welcome
packet with the following: Member 1D, My Account login,
and How to designate beneficiary information. This new,
streamlined pracess encourages members to become more
familiar with IPERS.

Tom Jones  Relumto LOB  Logout
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Select Attach a Document to browse for your document or spreadsheet

IGPERS. Tom.Jones Retumnto LOB Logout
v

Home  Account Summary, Wage Reports, and Payment History Employer jcs and Contacts  View/Update User Information ~ Documents  View! Update Member Information ~ Generate Employer Remittance Coupon  Mestings

Documents

Aftach a Document

Name Date Type Descrption [} Status Labels

No documents available

Choose from the drop down the appropriate type of document you are attaching

Attach File

l Document Type:

Document Name:
Description:

Comments:

Upload Document

(=1Ed

ﬁé

CORRESPONDENCE

Due Ciligence Details

ELECTION TERM OF IPERS COVERAGE
EMPLOYER CHECK AND ADVICE
EMPLOYER DEMOGRAPHIC CHANGE
EMPLOYER EMROLLMENT

EMPLOYER MERGE

EMPLOYER WAGE DETAIL

MEMEBER EMPLOYMENT INFORMATION UPDATE
WAGE REPORT DUE DATE CHANGE
WAGE REPORTING ADJUSTMENT INFO
WAGE REPORTING ADJUSTMENTS
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Select the Browse button to find the document or spreadsheet, fill in a brief description and any comments you
wish to make. Then select Upload Document

Attach File O %
Document Type: CORRESPOMDENCE | %
Document Narme: August 2018 Wage and Contributions.xlsx

. N —
Description: Wage for August 2018
Comments: Here is the report you requested

[

Upload Dm%ument Cancel

pload Document |

j{) Info
Upload Successiul
| Ok |

e

This document is now stored in I-Que and can now be shared securely

Tom Jones Return to LOB  Logd

Home  Account Summary, Wage Reports, and Payment History  View/Update Employer Demographics and Contacis  View/Update User Information ~ Documents  View! Update Member Information  Generate Employer Remitiance Coupon  Meetings

Name Date Type Description Status. Labels

coRREﬁpuuDEucE 09/10201909... Doc-n Wage for Augu_.. Released
T
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Go back to the Home page and create a new message, you should be able to browse to find this newly added

document by selecting Attach Internal

MNew Message

Topic: ESS Web Support ™~
Subject: File You needed
Attachment: -~

| Attach Intemal
G,

Message:

- .y AT B g

3
I
l

Cancel

= i= = = A abzx
Send

This will take you to the Documents where you just saved the doument you wish to share. Select the box next to

the document and then the OK button

Select Document Dialog
Folder <<
A
Paperclips 1| Mame Date Type

COFERESPON, . DOr1OV2019 0O Doc-in

Your attachement is added — finish the message and select Send

Mew Message

Topic: ESS Web Support |V
Subject: File vou needed
Attachment: I~ CORRESPOMDEMCE
Message:
- .y A B I o = =

Here is that file vou needed

Cancel

Description Status Labels
wrage Tor Augu. . Released

= = = = S~ abx,
]
g
]
1
Send
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Your message and attachment are now sent securely

Tom Jones Retum to LOB

Home  Account Summary, Wage Reports, and Payment History  View/Update Employer Demographics and Contacts  View/Update User Information  Documents  View! Update Member Information  Generate Employer Remittance Coupon  Meetings

Quick Links Message Center News and Alerts

Account Summary, Wage Reports, and Payment History (D Show. (SenNecamsg Phishing Alertl Be Aware!

- 0341972019: Some employers have reported recsiving fake
ViewUpdate Employer Demographics and Contacts S| Detaes pae U emalls using links to IPERS Invoices. Do not click on these
links 25 they may contain mahwvare. Simply delste the smai
immediately. Aliays access your [PERS monthly statement
through -Que, never as an email attachment

View/Update User Information | F... Here is that file you neaded. 001102019 10:37 AW ] moveto ]

T —
View Employer Documents Q.. Are temporary employees covere... 09/1072019 09:44 AW WMove o

03/19/2019: Effective immediately, employers are no longer
required to provide new hires with the Beneficiary
Designation form. Once the employer reports wages for a
new employee, IPERS will send the member a welcome
Import Wage/Wage Adjustment Files packet with the following: Member ID, My Account login,

and How to designate beneficiary information. This new,
lined process encourages members to become more
r with IPERS.

Generate Employer Remittance Coupon N

Make a One Time Payment

Meetings

e
°
Beneficiary Forms
£ View/Update Member Information
o
16

Click on Details to Add or Update EFT Bank Info/Update Delivery Preference

Tooks Name. Balance
Details  CITY OF TRAIN 5000
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Training Registration

On the home page, select Meetings

Tom.Jones  Retum toLOB  Logout

Home  Account Summary, Wage Reports, and Payment History Employer D ics and Contacts User Information ~ Documents  View! Update Member Information  Generate Employer Remitiance Coupon

Quick Links Message Center News and Alerts
F2Y  Account Summary, Wage Reports, and Payment History New Show: | Received Messages ~ Phishing Alertt Be Aware!
= 03119/2019: Some employers have reported receiving fake
View/Update Employer Demographics and Contacts
‘& P ploy grap S| D (=D [ emails using links to IPERS invaices. Do not click on these

links as they may contain mahware. Simply delete the email
You have no received messages immediately. Always access your IPERS monthly statement
through -Que, never as an email atiachment,

i View/Update User Information

o ViewEmployer Documents
Beneficiary Forms
£ View/Update Member Information

03/19/2019: Effective immediately, employers are no longer
required to provide new hires with the Beneficiary

o Cenerate Employer Remitiance Coupon I Designation form. Once the employer reports wages for a
new employee, IPERS will send the member a welcome
% Import Wage/Wage Adjustment Files packet with the following: Member 1D, My Account login,
and How to designate beneficiary information. This new,
@ Make a One Time Payment streamlined process encourages members to become more

familiar with IPERS.

Click on Details to Add or Update EFT Bank Info/Update Delivery Preference

Tools Name. Balance
Detals  CITY OF TRAIN 5000

Under the “Upcoming Events” click Select for the session you wish to attend

TomJones RetumtoLOB Logout

Home  Account Summary, Wage Reports, and Payment History  View/Update Employer D ics and Contacts User Information ~ Documents  View/ Update Member Information ~~ Generate Employer Remittance Coupon  Mestings

Employer Meetings

@My Sessions Al Sessions

Tools Name Location Location Details  Date/Time Duration Registration
Status.

No upcoming meetings

Upcoming Events

Location Bek Id _ Stop Time:

Search Avaiable Sessions Only: (]
Tods  Name Megting Type Location Location Details  Date/Time Avaiable  Duration
Seats
NRO Tréining Employer Training IPERS 12/18/2019 09:00 AN C.. 34 3hours
Sekdt  ERAmual Update Employer Training SPENCER CSD 1172912019 01:00 PN C.. 40 3hours
Select  NewReportng Official Traing  Employer Training IPERS 11/1172019 09:00 AM CDT 30 3hours
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Select the box with the “A” indicating that this session is still available then select the Next button

Seminar Participant [=]IE3
Help »|
g e
HELP
Employer Training Location: IPERS Objective: NRO Training Audience: Employer
Counselors/Slot: One Counselor 1. Schedule Page

Sub Location: Slot Duration: 03:00

Click on the letter "A" as this
Registration Details indicates the session is
available - then click on the

"Next" button in the bottom
right hand corner to take you
to the next page.

Type.
Sub Location:

Staff: All

8:00

12/18/2019 A

. - Unavailable A - Available - - Booked BSRN - Reserved WI - Walkin SWMIE - Waiting List

All current Contacts will show — choose the Actions link and Register for each contact that you wish to attend,
then select the Confirm button. NOTE - if you are wanting to add an attendee that does not appear on this
screen, please add them first as a Contact under the View/Update Employer Demographics and Contacts on the

Cancel

Home Screen.

Seminar Participant [=]IE3
Help »|
0 schedule 2 Attendee

HELP

Type: Employer Training Location: IPERS Objective: NRO Training Audience: Employer Date: 12/18/2019

Sub Location: Sub Location. Slot Duration: 03:00 Counselors/Slot. One Counselor Counselor: IRVINE, ERIN

Search X Billing Location: Al ~

Status All b4 Entity Type: Employer Contact ¥

Tools Name Status

Jones, Tom

Cancel
Add Guest

2. Attendee Page

Click on the "Actions" gear
then "Register” - then click on
the "Confirm" button in the
bottom right hand corner to
“Confirm” your Registration.

e

Cancel
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You will be returned to the training registration screen — you will be able to see that you are scheduled for this
training session under My Sessions. You will receive a separate email from IPERS confirming your registration.

Note — if you scheduled multiple contacts to attend this session, you have to then select the All Sessions radio
button to see all that are scheduled.

Tom Jones Retum to LOB  Logout

Home  Account Summary, Wage Reports, and Payment History

pdate Employer jcs and Contacts  View/Update User Information  Documents  View! Update Member Information

Generate Employer Remitiance Coupon  Meetings.
Employer Mestings

Status: all v

Name. Location Location Details Date/Time. Duration  Registration

Actions  NRO Training IPERS 121812019 09:00AM C_.. 3 hours Confrmed
y

Upcoming Events

Type: Al ~ Start Time: wo/10/2019 |13 12:00 4 |~
Location Bek Id: v Stop Time: o3/08/2020 |13 [11:50 b |
e Availale Sessions Only: [

Tooke Name. Meating Type Location Location Detail:  DaterTime. Avallable  Duration

Seals

Selet  NROTraining Employer Tralyng IPERS 12/18/2019 09:00 AM C._ 13 3hours

Select ER Annual Update Employer Training SPENCER CSD 11/29/2019 01:00 PM C_. 40 3 hours.

Select  NewReportng OffcalTraning  Employer Trainng IPERS 1111172019 09:00 AM CDT 30 3hours

If you need to cancel your scheduled session — select the Action link under the My Sessions and then choose the
Cancel option

Tom Jones Retumto LOB Logout

Home  Account Summary, Wage Reports, and Payment History

Employer jcs and Contacts  View/Update User Information ~ Documents  View! Update Member Information ~ Generate Employer Remittance Coupon  Mestings
Employer Mestings

Status: Al v
(@ My Sessions (ANl Sessions

Tools Name. Location Location Details  Date/Time. Duration  Registration

| Actions | NRO Training IPERS 12/18/2019 09:00 AM C..
Reschedule

Add Guest

3 hours Confirmed

Upcoming Events
Type: Al v Start Time: 09/10/2019 ‘E’I 12:00 AM ‘v
Location Bek Id v Stop Time: w3/og/2020 |[3] 1150 om [
Search Available Sessions Only: (]
Toole Name Meeting Type Location Location Details  Date/Time Available  Duration
Seals
Select NRO Training Employer Training IPERS 12/18/2019 09:00AM C... 33 3hours.
Sele ER Annual Update Employer Training SPENCER €SD 1112012019 01:00 PM C. 40 3hours
Sele New Reporting Official Training Employer Training IPERS 11/11/2019 09:00 AM CDT 30 3hours
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Questions?

info@ipers.org

515-281-0020

1-800-622-3849 (toll-free)
Monday — Friday

7:30 a.m.—5 p.m. Central Time

Fax: 515-281-0053

Eivo

MAILING ADDRESS
lowa Public Employees’
Retirement System

P.0. Box 9117

Des Moines, IA 50306-9117

OFFICE HOURS
Monday—Friday

8 a.m.—4:30 p.m. Central Time
7401 Register Drive

Des Moines, 1A 50321

EMPLOYER HELPDESK
1-877-IPERS-99 (1-877-473-7799)
Monday — Friday

8a.m.—4:30 p.m. CT

employerrelations@ipers.org
ipersaccounting@ipers.org

Fax:
Employer Relations: 515-281-0053
Accounting: 515-281-0055

I">PERS

Working Today for Your Tomorrow

Alternative formats of this publication are available on request. 146.006 10/2019
©2019 Iowa Public Employees’” Retirement System
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