OTRS Employer Portal Monthly Report Instructions

In this document we will talk through the basics of submitting a report to OTRS for monthly employment
using the new employer portal.

Logging In

The OTRS Employer Portal is available at =3 OKLAHOMA TEACHERS

https://mas.trs.ok.gov. You will first see a
RETIREMENT SYSTEM

login screen (shown to the right). This login
is the same as the previous employer
portal.

After logging in, you will arrive at the home
screen. This home dashboard provides you
an overview of the data that has been

) Log in now
received by OTRS for the employment year.
. . “ ”
From here you will click on the “Monthly
tab which will take you to the monthly
report page (shown below).
Details —. T | RoutingNumber _ AccountNumber __ _ Amount |
| Upload File Mo Payment Added Mo Payment Added 30.00
Member Before Tax 50.00 2 2 L
Member After Tax 50.00 B
ontribution
State Credit $0.00 - Sl Eayment
Employer Contribution $0.00
View Contributions
Federal Match $0.00 -
Total Reported $0.00
Less State Cradit (-)$0.00
Total Amount Owed $0.00
Confirmation Number: Not Yet Submitted Member & State Credit Total Rate 0.00 %
Submission Date: Employer Total Rate 0.00 %
Submission Status: Validation Needed Federal Total Rate 0.00 %

Mermnber, Employer, & State Credit Total Rate 0.00 %

- Reset Validate



Add Employment Data

Once at the monthly page, the first task you will want to do is add monthly employment records. With
the new employer portal it is possible to add employment records two ways: (1) by uploading an xml file
and (2) by adding records manually.

[ Details | Amounts |
Upload File Mo Payment Added Mo Payment Added $0.00
Member Before Tax $0.00
Member After Tax $0.00 e 3
Contribution
State Credit $0.00 Bid avment
Employer Contribution $0.00
View Contributions
Federal Match $0.00
Total Reported $0.00 1
Less State Credit (-}$0.00
Total Amount Owed $0.00 2
Confirmation Number: Not Yet Submitted Member & State Credit Total Rate 0.00 %
Submission Date: Employer Total Rate 0.00 %
Submission Status: Validation Needed Federal Total Rate 0.00 %
Member, Employer, & State Credit Total Rate 0.00 %
Reset Validate
-
Uploading XML File

When you click the “Upload File” button

(arrow 1 above), you will be taken to a page

that will allow you to select and upload an No file chossn
XML file with your employment records.

When you upload your file, it will be checked against the XML schema. If the file does not pass the XML
schema, any errors will be shown.

TIP:
If you work with a vendor to prepare your monthly employment reports, they can assist you
with any XML schema errors you receive.

Manually Adding Records

On the monthly report screen clicking in the “Add Contribution” button (arrow 2 above) will take you to
the screen shown below. From here you can manually enter a record that will be included in your
monthly report.




Back to Overview

Fay Period Year Select A Year |Z| Address Line 1
Pay Period Month Select A Month |Z| Address Line 2
Employment Year Select A Year |Z| City
State
Zipcode
Tax Number SDE Experience =
Tax Humber Type Compensation 0
First Name Federal Compensation 0
Middle Name
Last Mame
Suffix Member After Tax 0
Birth Date Member Before Tax 0
Gender State Credit 0
Employer Contribution 0
Federal Match 0
Save
Member Rate 0.0%
Employer Rate 0.0%
Federal Rate 0.0%

Member & Employer Rate  0.0%

Add Payment

After adding employment data, you will need to add a payment (or multiple payments) to balance your
Total Amount Owed. To begin adding a payment, click the Add Payment button towards the left of the
screen on the Monthly tab.

Mo Payment Added Mo Payment Added $0.00
Add Payment

Once you have entered the Payment screen you have two options to pick from. You can select a
Previous Payment method (if available) or you can choose to create a New Payment.



Back to Overview

Mo Payment Added Mo Payment Added 50.00

2 New — 2

Amount 3439416.30

Save

To create a New payment, click the New (arrow 2) radio button and enter a correct Routing Number,
Account Number and Bank Account Type. If you wish to make this payment method available for future
use, click the Save For Future checkbox. Once you have entered the appropriate information, enter the
amount you wish to pay and click Save.

To use a Previous Payment Method, click the Previous (arrow 1) radio button and select the previous
account you wish to use in the dropdown box. If you have not created a previous account by adding a
new payment with the Save For Future option checked, this method will not be available.



Validate Submission

After adding employment data and payments, you will need to click the Validate button on the bottom
of the screen under the Monthly tab. This process will run a number of data checks to prevent data
errors from being submitted.

.-:g-.;_-ﬁm. r -:. i -
upload File Ho Paymand Agded

Ho Papmaet Added 50.00

Mamber Befors Tax s0.00 -
Mampar A T 50.00 M e
stae Crua oo | . Add Payerent
Employar Contnoution S0.00
‘eew Contributions
Facsral Matcn s000 |
Total Reponsd $0.00
Leas State Crect (-150.00
Total Amount Cwad S0.00
Confirrnation Numiser Hist Yet Submitted Member B State Credit Tetal Rate 0.00 %
Submission Date: Employer Tetal Rste 0.00
Submisson Status: validation Needed Fedaral Total Rate 0.0 %
Membser, Employer, & State Creds Total Rate 0.00 %
. Reset Wakdate

If no errors are found in the validation, then you may click the ‘Submit’ button and the process is
complete and your submission has been sent to OTRS.

If errors are found, they will appear similar to the image below.

ubmission crror Additional Info
| Tatal cantribution amaunt cannot be mare than the total payment Contribution total is $109627 61, but no payrment has been made. Remaining balance of $109627 51 |
amount. (Emplayer cannot mail check) must he paid hefare submitting these contributions.
Yiew Contribution Errors (391) ¥iew Contribution Warnings {26} View HESC Errors (470)
- Reset . Validate

There are two ways you can fix errors found by the validation process.

1) Make changes to your accounting system and generate a new file to upload. This will require
you to reset the submission to clear out the previous file uploaded.
2) Manually fix the records that have been uploaded to the portal.

Any data changes made after the validation process has run will require the validation to be run again.



View Errors

To view the errors on individual contributions, click any of the yellow buttons in the Validation Results
box as show below.

A

ubmission Error

Employrmentyear must be the same for all records in the submission Submission contains 2 different Ermploymentyear values
Total contribution amount cannot be more than the total payment Caontribution total is $430345.40, but no payment has been made. Remaining balance of $4303445 40
amount. (Emplover cannot mail check) must be paid before submitting these contributions:

view Contribution Errors {391) Yiew Contribution Warnings (26) ¥iew HESC Errors (4983) Yiew HESC Warnings (4512)

> r — ~

You will now be redirect to a list of detail records that contain either warnings or errors. To view an
individual record, click on the edit pencil like in the image below.

Back to Dverview

List of Contributions 4 el
Delete | Edit Réus Pay Period Year Pay Period Month | Employment Year | Tax Mumber | Tax Mumber Type First Name Middle Name | Last Name Suffiz | Bi
o / W 2013 3 2013 FEEEEDE03 5 MNAMCY 0 CLEVELAND -
o / o W 2013 g 201z HHEEEEGAGT E MATTIE CRAWFORD
o / o W 2013 3 2013 R=1-1: k) 5 MATTIE CRAWFORD
o / o W 2013 g 201z HHEEEEGAGT E MATTIE CRAWFORD
o / W 2013 3 2013 FEEEED005 5 MNAMCY JOHNSOMN
o / o W 2013 g 201z HHEEEEGOZT E BELINDA PUGH
o / o W 2013 3 2013 FREEES022 5 BELINDA PUGH =
- 31 -

TIP:
Errors will prevent you from submitting your monthly contribution while warnings may
require some additional research but will not prevent you from submitting to OTRS.




The screen will open up a detail record and list the errors and warnings associated with that record. You
are now free to edit the record to correct the errors.

Back bn (vervics y Rack to Cantribustion List

oo and Warnings)

I the: grngl tirse in Bhes ey psind smonth, thes Bl T T iplosy far B pary pistiod month Mtk Bifors Tio

e
aurn (unless the rirlirernent and rofurned b work) Balal is 84 40

Fadaral malch rale i£ Incormect FederalMaich total for the employes F total is $39.36, Dut total k2 $54 7 06
FedaraiMaten 0% M8 A3F pArod mOMTH MUt agual tha fedaral fateh rate of e This i 2 rale of 1 00%, Aol Ba comact fadaral makch 13 of § 00% If
FodimalCormpensalion bt far tha employe fis i pey peeiod Frsdnralty i s carnl, i
mondh 806 46
SAEEsmusimnes 4 s e vl sk i o shariicion far @ukmiccinn oonlsine 3 difared SREEsrosone s fie Dhie: srnlisas
Pay Period Year k] [=] ez Line 1 PO BOX 206
Pury Foriod Morith March E“! Ao Ling 2
Employmant vear 203 =1 City CADDO
Stahir QK
Zipeods 772
Ta Nurrier T — SOE Esperience 0 >
Tar Nurriwr Typee REN [=] Cormpuresation 118.75
Frat Nama MATTIE Faderal Compansation 293
Middle harre
Laest Barny CRAWFORD
Sulfia Member Aftar Tax n
Brih Date [F51949 Member Before Tax o
Gender Female x| State credit d
Employer Contrbution 1M
Federal Match 216
\ Save
-

TIP:
If you wish to edit the Tax Number you must delete the record from the list of detail records
and add a new contribution as shown earlier.




