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Purpose: To provide detailed instructions for reporting monthly salary contributions and making
corrections by using the Salary Contributions Reporting and Corrections Form. This one new online form
replaces three old forms, Form 4B Contribution Corrections Form, Salary Uploads Form and the Salary
Contributions Form. This new form also stops the need for paper reporting of the Salary Contributions

Report Form.
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q’()elcome to

View Personal Information

Personal Information Update

Federal Income Tax Withholding
Benefit Estimate Calculator

LSERSWeb is an online tool that provided

HOME FORMS REPORTS CHANGE PASSWORD LOGOUT

ENROLLMENT

RETIREE RETURN-TO-WORK ENROLLMENT
RETIREE RETURN-TO-WORK EARNINGS
CONTRIBUTION PAYMENTS TRANSMITTAL
TERMINATION

PERSONAL INFORMATION UPDATES

W-4p

EMPLOYER INFORMATION

EMPLOYER ACCESS CHANGE

INSURANCE AND RETIREMENT UPLOADS

r you to update account information.
INSURANCE DEDUCTION FORM

SALARY CONTRIBUTIONS REPORTING AND CORRECTIONS FORM

View your retirement information including printing your tax form 1099-R and COLA letter.

Update your address.
Update federal income tax withholding for those receiving monthly benefits.

Calculate an unofficial projection of your Early Service, Regular Service, and DROF monthly benefit.

Employer Access

View Personal Information

Benefit Estimate Calculator

View member retirement information.

Calculate an unofficial projection of your Early Service, Regular Semwvice, and DROP monthly benefit.

1. Access Employer/Member information by logging in on LSERSWeb. Refer to LSERSWeb Employer
Access procedures for step-by-step instructions on logging in.

2. Hover your mouse pointer over the word FORMS at the top of the page. When the menu appears,
click on SALARY CONTRIBUTIONS REPORTING AND CORRECTIONS FORM.
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https://lsersweb.lsers.net/
http://lsers.net/lsers/Portals/0/forms/LSERSweb_Employer_Access_procedures.pdf
http://lsers.net/lsers/Portals/0/forms/LSERSweb_Employer_Access_procedures.pdf
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3. Theinput screen will appear.

Salary Contributions Reporting and Corrections

EpoyeD . ] Employer Name v o M | v
Browse... To Preview File
(e
Employee ID Will be prefilled with your Employer Number
Employer Name Will be prefilled with your Employer Name
Month / Year Will be prefilled with previous month, but you can change it.

4. The very first reporting for the month on this form is treated as Salary Contribution Reporting, and
any following reporting will be treated as Salary Contribution Corrections.

5. There are two methods to report or correct salary contributions.
1) Send file to LSERS (i.e. Replaces Salary Upload Form)
A. Use the ‘Browse’ button to find your salary contribution file you want to upload.
Note: The data file layout has not changed.
B. Click ‘Preview File’ to review uploaded file content.

Salary Contributions Reporting and Corrections
EmployeriD [ [v] Employer Name | ] Month/Year o5 V] 2017 [V]

To complete submission, click the Submit button on
the next screen.
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https://lsers.net/lsers/Portals/0/employers/ElectronicDataReporting.pdf
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C. System will process the upload and all data will display for your review. You can add,
delete or make corrections at this point.

Salary Contributions Reporting and Corrections

E mployer 1D I- ﬂ E mployer Name |_Sd1:>::| Board ﬂ Mnnth.f‘n’earl"' ﬂ I ~
() Emor Only

Contribution Actual S Full4ime Delete for
55N Name Type Earnings Contributions Eamings Ermrors
Cumrent: O Remowe fo
EI [shettere]v] | zsass| | 71.88] | 594 56 S ubmission
Cument: 0 Remowve fom
EI [shetteredv] = 23180| | 289745 Submission
Curmrent: O Remowe fom
E [shettere]v] [ ze77en0]| se022| [ a72308] Submission
o | O Cimmiesor’
E [shettere]v] | s1867] 7333| | 516.87 Submission
T O Ll
E [shemere[~] [ 24s2e1] 19881 [ 248281 S ubmission
Cument: Remowe fom
E [ereerelv] [ 134e12] 14598 [ 1348.18] O ubmission
Cument: O Remove fom
|§| |sheltered v | [ 2s1228]| 2s108] | 251228 Submission
e TN u e
EI [shetere]~] [ 178054 13354 [ 1780.51 Submission
Cument: O Remove fom
s - o on [ mes Submissin
Cument: O Remove fom
EI [shetere]~] EEEA 191.00| | 25488 Submission

12345678910 ...

Total Missing Month{sk
Count 567
Actual Eamings 1,003,317.33
Counfribution Amount 7§ 537.47
Full Time Rate 1,012,808.13
Ermmors 32
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2) Manual Update (i.e. Replaces Salary Contribution Form)
A. Click the “Manual Update” to start the screen.

Salary Contributions Reporting and Corrections

EmpeyenD (W ] Employer Name | v e (v v
Browse... To Preview File

B. Click the ‘Add’ button to start a new record line each time a new record is ready to be
added.

Salary Contributions Reporting and Corrections
Employer D | V| employer Name |INENEEEY |  \onin / vear |4 ™M v

/ Validate

() No Ermror

() Error Only
«=» ® Both

3SN Name Cm:ibulion Actual BT Fulltime Delete for

ve e EITAITGE Eamings ez
- Remove from
Total Missing Month(s):
Count 1
Actual Eamings 0.00
Countribution Amount 0.00
Full Time Rate 0.00
Errors 0
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6. To review after uploading or entering Salary Contributions records, click ‘Validate’ to review any
error (known as exception messages) before submitting.

Salary Contributions Reporting and Corrections

Form
Employ_erIDl- ﬂ Employer_l\lame _ﬂ Month.r‘r’ear|3 ﬂ I ~

() No Emor

[ oot O ony

Confribution Actual Fulltime Dele; for

55N Hame Type Eamnings Contributions Eamings EreEtT Emors @

Current: Sheltered $6,240.00 $468.00 $6,240.00 s Remove from
[snetere~] | [ #as000|[ m1200] | 4.160.001'__D Submission

Currert: Sheltered §15,216.00  §1,217.28 $15,216.00 . Remove from
[shetere(~] | [ 1s43ze0|| 123482] | 1543280 Submission

Currert: Sheltered $8,431.20 563234 $8,43120 . P ——

— [shetere(~] | [ se2080]| a2156] | s62080] Submis sion

Currert: Sheltered $1,607.04 $120.53 $1,607.04 . Remove from

— [sneered>] | [ sstian|[ zer8s| [ asmia] Submis sion

Currert: Sheltered $7,408 80 $555.66 57,408 80 o Remove from
[shetere(~] | [ sg3e20|[  3704s| | 4s3020] Submission

Current: 0O No enroliment for this  Remove from

[ — [shetere(»] | [ 1000.00] 7s00] [ 1o0000] person Submission

Current: S heltered 51,781.76 5142.54 $1,781.76 O Remove from
[shetere(~] | [ z98960] 23756| | 2%6980] Submission

Currert: Sheltered $6,470.40 5485 28 $6,470.40 . Remove from

— 1 [shetere(~] | [ 231380 az3sz| | 431360 Submission

123

Total Missing Month(s):

Count 2

Actual Earnings 133,430.20

Countribution Amount 10,223.72

Full Time Rate 133.430.20

Ermors 2

A. Each record has two lines; the top line with the label ‘current’ shows current data in the
system and the bottom line labeled with the SSN is the new data for upload and is available to
be modified prior to submitting to system. The bottom line is known as “Add” or “Replace”
function previously.

B. If you want to delete the current data, shown as the top line, from LSERS system, please click
the box ‘Delete for Correction’, and our system will ignore what’s in the bottom line and
delete the record from database after submission. If making a change (or replace) a record,
complete the bottom line and do not click Delete for Correction’.

C. If you do not want to make any change to one record, please click ‘Remove from Submission’
to remove the record from this ‘batch’ submission.

D. The ‘Errors’ column shows the exception for the new data reported on the second line.

E. Select the option to show records with “No Error”, “Error Only” or “Both”.
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7. Click ‘Submit’ to complete the reporting (uploading) or correction. Though not required,
errors/exceptions can be cleared before submitting the records. All submitted records with errors
will show on your agency’s Contribution Exceptions Report.

8. ‘Reset’ button allows you to clear current session and restart the input.

Salary Contributions Reporting and Corrections
Empioyer 0 [l v/ Employer Name T | orith / Year |4 v | v

Browse. .. To send file to LSERS

N ———

Do not submit paper copies of this online form or paper copies of the salary contributions form as this
online process replaces these paper submittals. Form 4A, Contributions Report Transmittal, was
previously converted to an online form and therefore, submittal of a paper Form 4A is not necessary.
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Monthly Reporting — Guidelines

1. FEull-time Earnings: Base salary plus any additional reportable earrimggmployee would have
earned had the employee worked the full year. -tiakk earnings can be more than actual
earnings (see item 2. belom)it can never be less than actual earnings.

2. Actual Earnings: Base salary plus any additional reportable earnings on which contributions were
paid. Can never be more than fuithe earnings.

3. Extra Earnings: Income from extracurricular activities suchféeld trips or working overtime.
Extra earnings must also be reported as an incredgk-trme earnings.

4. 100% accrual

1 Report Actual and Fulime
1 EMPLOYEE contributions reported only until 100% accrual

U DO NOT discontinue reporting contributions unvirified by LSERS
1 EMPLOYER contributions continue based on Actiatnings

5. Worker’s Compensation Salary (W/C)

1 If the EMPLOYEE choose® pay his/her member contributions for the salary earned
monthly, theEMPLOYER contributions calculated based on ttgalary figure.

1 Can report both Sheltered and Unsheltered contributions within a single, lnontiust
notify LSERSbeforeW/C salary forunshelteredvill be accepted

6. Extended Sick Leave (ESL)

1 Members of LSERS have a choice on what salary they wowddHir retirement
contributions based while d&SL. They may choose to contribute on:
0 100% of their preESL salary or,
o0 The applicable percent (typically 65%) of the actual salary received.
1 The EMPLOYER contribution is calculated based on this salarydigu

7. Due Date: Reporting for any month must be submitted by tHé dfzhe following month

8. Part-time: Report accurate actual earningsluding any extra earningand Fulttime annual
basesalary is calculated as if employee were working full time.

9. Contributiontypes houl d be sheltered unl ess it
compensation optionRTW1007 are Unsheltered.

s paid
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