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Who is eligible for membership in LSERS?  Refer to the LSERS Membership Fact sheet.  
 
NOTE:   Effective March 29, 2017, employers are no longer required to re-enroll members who continue 
working after their DROP participation period ends. LSERS will automatically re-enroll a DROP member 
when the employer reports salary and contributions after 30 days from the DROP end date. If an 
employer reports salary prior to 30 calendars days, an exception will appear for that member, “No 
Enrollment for This Person – No Matching Employment Record”.  NO ACTION IS NEEDED BY THE 
EMPLOYER. When the employer reports salary after the 30 calendar days, LSERS will automatically 
enroll the member and clear the previous month’s exception.   
 
1. Log in to LSERSWeb and access the online Enrollment form.  Refer to Log in procedures for logging 

in. 
 

2. Hover your curser over the word Forms and choose Enrollment.  You will only be able to access the 
online processes you were registered for on your Authorized Employer Contact form. 

 
 

  
 
3. Complete the online form. 
 

 
 
Section 1: Employee Information 
 

http://lsers.net/lsers/Portals/0/factsheets/2_LSERS_Membership.pdf
https://lsersweb.lsers.net/
http://lsers.net/lsers/Portals/0/forms/LSERSweb_Employer_Access_procedures.pdf
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A. Enter the member's social security number.  If the employee is already an LSERS member, all 
information in “B” will populate. 
 

B. Enter all information or correct populated information if the employee is already a member.  

 
 
Section 2: Previous Employment/Membership 
 

A. Answer the question: if No, no further information needed.  
 

B. If Yes, the following two questions are required. 
 

 
 
 

Section 3: Enrollment Information and Update 
A. Indicate whether the employee will be working full time or part time. 
B. Select the title of the position from the drop down arrow. 
C. Enter the Date of Employment. 
D. Enter the Months of Contract, i.e. 9, 10, 11, or 12. 
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E. Click the Yes box if the applicant has completed the Form 2F.  If the applicant has not 
completed the Form 2F, click the link to Form 2F to launch the form for printing and 
completing.  Once the Form 2F is signed, click the Yes box. 

 
F. Upload documents, if applicable, i.e. birth certificate, social security cards, marriage 

licenses, etc. 

 
 
a.  Click “Add Additional File” for each document you want to upload, before you begin the 
 upload.  Example, if you are going to upload a birth certificate, Social Security Card, and 
 Form 2SS, you must click 3 times to have 3 areas available to upload the documents. 

 
b.   Click on Browse to select the pdf document on your local PC. Browse and select all of 
the documents before proceedings to the next step. 
c.   Click Update to upload the documents and process the Enrollment.   

 
4. An acknowledgement letter for the member will be mailed from the LSERS office within 2 business 

days.  See an example on the last page of these procedures. 
 
5. The enrollment will be updated to LSERSWeb by the next business day.  The documents that were 

previously uploaded are available for viewing for 30 days.  They will be located on the Personal 
Information Updates form as shown on the next page of these procedures.  
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