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Employer Self Service

1. Overview

The West Virginia Consolidated Public Retirement Board (CPRB) is replacing their existing software
and web reporting system with COMPASS, which is a comprehensive, scalable, browser-based
solution. Employer Self-Service (ESS) is the web portal that employers will use to view and
update information related to contribution reporting, user administrative functions and other
employee remittance functions. In order to access the ESS portal, the employer contacts (i.e. the
employer staff member(s) requiring access to ESS) must have a valid login name and password
(See Section 2. CPRB’s ESS Access Registration and Login for Employer Self-Service for more
details on logins and passwords) and will be able to access functionality based on assigned user
roles (See Section 10. Manage Users for more details).

Employers can perform the following tasks on the Employer Self Service portal:

o Payroll Schedule: Allows employers to submit their Payroll begin date, which allows
COMPASS to calculate and maintain each employer’s payroll schedule. Employers must
provide and confirm their payroll schedule information pertaining to each retirement system for a
plan year prior to submitting their first contribution report.

e Submit Employer Reports: Allows employers flexibility in submitting information, 1)
Employment Classification information, such as Job Position or Job Status can be submitted on
its own or 2) Contribution Detail information along with Contribution Summary information and
payment information can be submitted on its own, once the Employment Classification
information is reported or 3) Employment Classification and Contribution Details, Summary
information and payment information associated with the contribution report can be submitted
together. This information can be submitted to CPRB via Enter On-Line or Upload Detail File
functionality.

e Employer Packet: Allows employers to view the reports contained within a packet, which reflect
information from the employer’s last report submission. The Employer Packet will be generated
5 business days after the employer’s report is balanced and posted. Employers will receive an
email notification alerting them that their new employer packet is available for review.

¢ Download CPRB ID: Allows employers to download CPRB IDs for either a particular employee
or a set of employees based on defined search criteria. A CPRB ID is optional to be reported for
all employers reporting via the file layout, but may at some point in the future be required (in an
effort to do away with reporting SSN).

o Contribution Group Search: Allows employers to determine the correct contribution group for
employees, based on their prior and current employment classification.

e Office Locations: Allows employers to add and maintain office location information.
e Contact Persons: Employers will have the ability to identify employees within their organization
who they wish to set up as contacts within the COMPASS system. Persons must be entered as

contacts before they can be setup as an ESS user.

e Manage Users: Allows employers to maintain user information for employees who require
access to Employer Self Service. Role assignment as well as password/PIN maintenance is
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included in this module. Only employees assigned to the ESS Admin role will have access to
this functionality.

e Death Notice: Employers can notify CPRB about the death of employees.
¢ Seminar Registration: Allows employers to register for seminars via Employer Self Service.

e Online Certification: Allows employers to certify refund, retirement, disability and service
purchase applications.

o Message Center: Allows employers to view messages that have been sent via the COMPASS
correspondence engine. Documents sent from the COMPASS system will be viewed as
attachments to the messages. Also, employers will be able to send a new message, or reply to
a message from CPRB via the Message Center functionality.

e Reports: Allows employers to ad-hoc generate selected reports using pre-defined parameters.

¢ DSRS Fee: Allows County Commissions to separate their reporting by providing a separate role
just for submitting the Deputy Sheriff Retirement System (DSRS) fees.

e Pay Invoices: Allows employers to view and remit payment for outstanding invoices. Credit
Invoices will be available for selection at the time of report submission.

¢ Bulk Order: Employer can request forms, brochures, and other materials for bulk printing from
CPRB.

e Service Purchase Cost Calculator: This functionality allows the employers to calculate certain
service purchase costs for a member, once they are eligible for such a purchase event.

e Service Purchase Request: Employers can create requests for service purchase cost letters
on behalf of their employees, through the Employer Self Service portal.

1.1 What You Will Be Able to Do
At the end of this module, you will be able to:

Register for access to the ESS portal

Login to the ESS portal for the first time

Reset forgotten user IDs and/or passwords

Submit Employer reports; containing Employment Classification details, and/or contributions,

and DSRS fees

¢ Manage employer contact access, security settings, and other information about the agency,
such as office locations and staff roles

e Send messages to CPRB through the Message Center, request bulk orders for CPRB
materials, and access various reports

e Process invoices, and maintain your payroll schedules

1.2 Assumptions

The instructions in this guide assume you know the basics of navigating within a browser-based
system.

All “employee” information shown within the screen shots in this document is not real and does not
contain any Personally Identifiable Information (PIl) or Protected Health Information (PHI).
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2. CPRB'’s ESS Access — Registration and Login

In order to Access CPRB’s Employer Self-Service (ESS) portal, the employer contact person who
will act as ESS Administrator for the other employer staff member(s) requiring access to the ESS
portal must have a valid login name and password.

The ESS Administrative user will have the ability to request access to CPRB’s ESS portal for other
staff members of the participating agency. If for some reason the agency’s ESS Administrative user
does not have access, then the employer can contact CPRB to restore the ESS Administrative
user’s access.

The four ESS user roles are:

Administrative user (ESS Admin): has access to all functionalities such as Submit Employer
Report, Contribution Group Search etc., including exclusive access to add, remove, and edit
employer staff contact person(s) and ESS portal user accounts for the agency staff
members

Employer Reporting user: has access to all screens except for the Admin-related (manage
users, locations, and contact persons) screens

Staff user: has access to services such as Death Notice, Seminars, Message Center,
Employee Information, Reporting and Admin menu.

DSRS Fee Reporter: has access to be able to report DSRS fees only, no other access is
given with this role assignment

2.1 ESS Registration Request

To submit an ESS Registration Request, the employer contact will submit the request to their:

1. Employer administrator: if the request is for access in a role as an employer reporting

user, staff user, or DSRS fee reporter, for an employer that has an existing employer
administrative user within ESS, then the ESS Admin creates the ESS user.

The ESS user will receive their login credentials in three separate emails. One email
includes the User ID, one email includes a temporary PIN and one email includes a
temporary password.

The temporary PIN and password are valid for 72 hours after the administrator emails the
credentials. When the new user logs in to the ESS portal, they are prompted to enter a new
password and PIN and select a security question. This new password, PIN and security
guestion cannot be accessed by CPRB staff.

Note: If the employer’'s ESS administrator is unavailable or unable to access the account,
CPRB staff will help create an ESS account or create/update employer contact login
credentials.

CPRB Representative: for access setup for the first ESS Admin from each participating
employer, CPRB will create an ESS Admin user in COMPASS and an email is sent to the
prospective ESS Admin user with the login credentials.

The prospective ESS Admin will receive three separate emails, providing the required
information to access the ESS portal — the first email will contain the User ID, the second will
contain the temporary PIN, and the third and final will contain a temporary password. The
temporary PIN and password are valid for 72 hours. When the user logs into the ESS portal
for the first time, they are prompted to enter a new password and PIN and select a security
guestion. This new password, PIN and security question cannot be accessed by CPRB staff.
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2.2 Login to Employer Self-Service for the First Time

The first time a new employer contact logins into the ESS portal, they will be prompted to enter the
user ID, temporary password and PIN as received in the auto generated email. The temporary
password and PIN can only be used up to 72 hours after the administrator email is sent to the
employer contact. If the employer contact does not use the temporary password and PIN within 72

hours, both credentials will become invalid and the employer administrator will have to reset the
password and PIN.

The steps below describe the process to login to CPRB’s ESS portal for the first time:

Step 1 -- In the Self-Service screen, click the Employers login here link.

C P 4101 MacCorkle Avenue SE Leainle your ascount
x ’- Charleston, West Virginia 25304
Rl B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

CE@MPASS
Login

& Log In To Your Account Use Self Service to:

User ID « View your account details

« Update your contact information
Password + Make requests to CPRB
+ Check the status of your requests

Next

Need fo register?

Forgot User ID or Password?
Note: The information contained in this site is
available via a secure connection.

Empilovers log in here

Medical Advisors log in here
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Step 2 -- Enter details in the User ID and Password fields and click the button.

’ clp ‘ 4101 MacCorkle Avenue SE Login o your account
’- J Charleston, West Virginia 25304

i R B ‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

D rax (304) 558-1394 o (304) 558-5455 | Email: CPRB@wv.gov

CE@MPASS

Login
& Log In To Your Account Use Self Service to:
pser iD + View your account details
bhope 3 + Update your contact information

+ Make requests to CPRB
» Check the status of your requests

Need to reqister?

Forgot User ID or Password?
Note: The information contained in this site is
available via a secure connection.

E
here

Step 3 -- Enter the password received in the auto-generated mail in the Current Password field.

‘ C P 4101 MacCorkle Avenue SE & Employer Self Service
’ ‘ Charleston, West Virginia 25304 Bob Hope

i R B | Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) '

‘ﬁl M7 Fax(304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov UserGuide Last Login: Thu, Jul 07 2016 0:34 AM

CEMPASS

|- Available Forms — V| [ Open |

Change Password

Valid passwords are 8 to 16 characters long, are case sensitive, and should not
contain spaces. Please use at least one uppercase letter, one number and one
special character. The following characters are permissible:Aa-Zz, 0-9, (@, #, 1, %,
and $).

Note: Maintaining the security of your login information is your responsibility. No one
at the Retirement Board knows or can retrieve your password for you,and no
Retirement Board representative will ever ask you for your password

Change Password

Your User Name: bhope
Current Password: =il | |
(3-16 characters, case sensitive; Aa-Zz, 0-0, (@. £ |, %, and §) only; at least 1 upparcase
Your New Password: % | -
letter, 1 number and 1 special character; no spaces)
Retype Your New Password:  * ‘

" Contifitie to Step 2
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Step 4 -- Enter the new password in the Your New Password field.

P 4101 MacCorkle Avenue SE

. Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nabonwude)
Fax 558-5455

| UserGuide Last Login: Thu. Jul 07 2018 8:34 AM |

|- Available Forms — V|

Change Password

Valid passwords are 8 to 16 characters long, are case sensitive, and should not
contain spaces. Please use at least one uppercase letter, one number and one
special character. The following characters are permissible:Aa-Zz, 0-9, (@, #, 1. %,
and $).

Note: Maintaining the security of your login information is your responsibility. No one
at the Retirement Board knows or can retrieve your password for you,and no
Retirement Board representative will ever ask you for your password.

Change Password
Your User Name: bhope

Current Password: ™

3 I (8-18 characters, case sensitive: Aa-Zz, 0-9, (@. £, . %, and §) only; at least 1 upparcase
letter, 1 number and 1 special character; no spacas)

Contifiue'to Step 2

Your New Password:

Retype Your New Password:  *

Step 5 -- Enter the new password again in the Retype Your New Password field.

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

@ Employer self Service.
J -

|~ Available Forms — V|

Change Password

Valid passwords are 8 to 16 characters long, are case sensitive, and should not
contain spaces. Please use at least one uppercase letter, one number and one
special character. The following characters are permissible:Aa-Zz, 0-9, (@, #, 1. %
and ).

Note: Maintaining the security of your login information is your responsibility. No one
at the Retirement Board knows or can retrieve your password for you,and no
Retirement Board representative will ever ask you for your password.

Change Password

Your User Name: bhope

Current Password: | |

ot N Pasaviard. . | | {8-16 characters, case sensmme. Aa-Zz, 00, (@. #. |, %, and §) only; at least | upparcase
letter, 1 number and 1 special character; no spaces)

Retype Your New Password:  * | |

Contifue'to Step 2
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SR OO hution.

Step 6 -- Click the

P
| B

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

|- Available Forms — V|

Change Password

Valid passwords are 8 to 16 characters long, are case sensitive, and should not
contain spaces. Please use at least one uppercase letter, one number and one
special character. The following characters are permissible:Aa-Zz, 0-9, (@, #, 1, %,
and $).

Note: Maintaining the security of your login information is your responsibility. No one
at the Retirement Board knows or can reirieve your password for you,and no
Retirement Board representative will ever ask you for your password.

Change Password

Your User Name: bhope

Current Password: - | |

Your New Password: & | | (8-18 characters, case sensitive: Aa-Zz, 0-9, (@. £, |, %, and §) only; at least 1 upparcase

letter, 1 number and 1 special character; no spacas)

Retype Your New Password:  *

Contifueto Step 2

Step 7 -- Enter the PIN the received in the auto-generated mail in the Current PIN text field.

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304

544405 (Naionwide)

[ Available Forms — | B

Your User Name: bhope

Current PIN: * losee |

Your New PIN: ” |.... | (4 characters, all numbers, no spaces)
Retype Your New

PIN: " [ovee |
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Step 8 -- Enter the new PIN in the Your New PIN field.

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

I (4 characters, all numbers, no spaces)

Your User Name: bhope

Current PIN: * [enee |
Your New PIN: * |eoos

Retype Your New

PIN: ¢ esse |

Continue to Step 3

|_UserGuide Last Login: Thu. Jul 07 2016 8:34 AM

[~ Available Forms — | B

Step 9 -- Enter the new PIN again in the Retype Your New PIN field.

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304

I (4 characters, all numbers, no spaces)

Your User Name: bhope

Current PIN: * |ecee |
Your New PIN: * |eeee

Retype Your New . |ouo |
PIN:

Contifnue to Step 3

[ Available Forms — | B
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Step 10 -- Click the button to proceed further.

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

| UserGuide Last Login: Thu, Jul 07 34 AM

[~ Available Forms — /| B

Your User Name: bhope

Current PIN: . |oooo |

Your New PIN: i |uu | (4ch all numbers, no sp
Retype Your New

PIN: L |

Continue to Step 3
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Step 11 -- Select a question from the Security Question drop down menu.

Note: In case, password is forgotten, this question will be used to validate access to the

account.

4101 MacCorkle Avenue SE

Charleston, West Virginia 25304

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 ortam!ssa-ms l Email: CPRB@wv.gov

Hope

a Employer Self Service

| UserGuide Last Login: Thu, Jul 07 2016 8:34 AM

Update Security Question

Security Question

{Security Question: il | Select Security Question

What is the first name of your best friend from high school?
Answer. * |What is the last name of your all-time favorite athlete?
What is the name of your high school mascot?

What is your favorite cartoon character?

What is your favorite movie?

What is your favorite sports team?

What is your favorite vacation spot?

What was the first phone number that you remember?
What was the last name of your favorite teacher?
What was the last name of your first teacher?

Who is your favorite composer, singer, band?

Retype Your Answer. *

a i e Coble £ " al )

West Virginia Who was your favorite childhood hero? hined and pravided for the convenience of
Consolidated Public Retirement Bo4VWhom did you go to prom with? hte and up-to-daie, the West Virginia
Home Consobdated Public Refirement Board (CPRB) cannot guarentee the accuracy of information herein. The CPRB shail

7

|- Available Forms — Vv

a
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Step 12 -- Enter the answer to the security question and click the Ik

button.

4101 MacCorkle Avenue SE

Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nanonwude)
Fax(304) 558-1394 or (304) 558-5455 l Email Cl

& Employer Self Service

Update Security Question

| UserGuide Last Login: Thu, Jul 07 2016 8:34 AM
==

[~ Available Forms — /| BEZZI

Security Question
Security Question: * | What is the last name of your all-time favorite athlete? v
Answer: * |eseeee |
Retype Your Answer. * |eeeeee |
Step 13 -- The Confirmation screen is displayed, click the MRS Bl b jtton,
' 4101 MacCorkle Avenue SE ﬂ Employet Self Service

CLP

Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nauonwude)

R B

‘iEmployer Home Report Services v  Account v Admin v Logout

Confirmation
Password and security question information saved

The new password, PIN and Security Question is updated.
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Step 14 -- The Employer Home screen is displayed.

| p | 4101 MacCorkle Avenue SE & Employer Self Service
E ‘ I ; Charleston, West Virginia 25304 Bob tope

’ R B J Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
| N j| D Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@WV.BOV | (jcerGuide Last Login: Thu. Jul 07 2016 5:34 AM

Employer Home Report « Services Account « Admin + Logout ‘

R

|- Available Forms — Vlm

Welcome to The West Virginia Consolidated Public Retirement Board Employer Self Service Website. This site provides employers
with a number of resources to efficiently and accurately report employee data to West Virginia Consolidated Public Retirement Board
(CPRB). From this site, employers can interact with us in a number of ways, including:

» Reporting Enroliments and Contributions

« Processing EFT Payments

* Processing Correction of Errors

« Adding/Updating Employer Contact Information

» Reviewing Submitted Employer Reports and Invoices

« Verifying CPRB 1Ds and Employee Contribution Rate Information

This tool was designed to improve the service West Virginia Consolidated Public Retirement Board (CPRB) provides by offering
secure online access to your account information and the ability to perform a variety of transactions.

It is our privilege to provide you this tool and additional level of service.

Jeffrey E. Fleck
Executive Director
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2.3 Login to Employer Self-Service

After an employer contact has registered and they have logged into the ESS portal for the first time,

then the ESS portal is accessible by using the new password and PIN created by the employer
contact.

The steps below describe the process to login to the ESS portal:

Step 1 -- In the Self-Service screen, click the Employers login here link.

C | p| 4101 MacCorkle Avenue SELEIE LOu 250
= ' Charleston, West Virginia 25304
R ‘ B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
4 , Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

COMPASS
Login

& Log In To Your Account Use Self Service to:

User 1D « View your account details

+ Update your contact information
Password + Make requests to CPRB
) + Check the status of your requests

Next
Need to reqgister?

Forgot User ID or Password?

Note: The information contained in this site is
available via a secure connection.

Employers log in here

Medical Advisors log in here
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Step 2 -- In the Login screen, enter the user ID in the User ID field.

clp]

Login

& Log In To Your Account

L_Jser iD

Password

Next

Need to register? Please contact your
administrator or a refirement system
representative.

Forgot User ID | Forgot Password
Note: The information contained in this site is
available via a secure connecfion.

Members log in here

4101 MacCorkle Avenue SE
' Charleston, West Virginia 25304
R B | Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
l Eetd] Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Use Employer Self-Service to:

+ Add and Update Employee Enroliments

+ Submit and Correct Contribution Reports

+ Add and Update User Account Credentials
+ View Prior Transactions and Reports

Login to your account

COMPASS
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Step 3 -- Enter the Password associated with the User ID.

=l = Looin {o your
clp 4101 MacCorkle Avenue SE A
: | Charleston, West Virginia 25304

i R B | Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
\;I;i | Fax(304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov
Login
& Log In To Your Account Use Self Service to:
pser 1D « View your account details
| bhope

+ Update your contact information
|.P?SSW°',<’ + Make requests to CPRB

+ Check the status of your requests

Next
Need to reqister?

Forgot User ID or Password?
Note: The information contained in this site is
available via a secure connecfion.

Employers log in here

Medical Advisors log in here

@ WVCPRB COMPASS Project | Employer Self Service Work Process Manual | Final 20




Step 4 -- Click the button.
Note: An ESS user is allowed five unsuccessful login attempts before the account is
locked. Once the account is locked, an ESS user will need to contact their ESS Admin to
unlock their account. If the ESS Admin is locked out, they will need to contact CPRB to
unlock their Admin account.

C | p| 4101 MacCorkie Avenuest Loain fo.your account
o ' Charleston, West Virginia 25304

R B | Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
| | Fax(304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

CEOMPASS
Login

& Log In To Your Account Use Self Service fo:

UseriD « View your account details
bhope ‘ + Update your contact information
+ Make requests to CPRB

Password
: + Check the status of your requests

.AOOAO.’VO.'
Next
Need to reqister?

Forgot User ID or Password?
Note: The information contained in this site is
available via a secure connecfion.

Emplovers log in here
Medical Advisors log in here
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Step 5 -- The Home screen is displayed.

4101 MacCorkle Avenue SE & Employer Self Service

Charleston, West Virginia 25304 Kaniska Saha
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) bl
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@WV.80V | 1ccrGuide Last Login: Thu, Aug 04 2016 2:30 AM

e

R

Employer Home Report + Services « Account « Admin Logout fi | € \ PAsS‘

|t P |

|- Available Forms — Vlm

Welcome to The West Virginia Consolidated Public Retirement Board Employer Self Service Website. This site provides employers
with a number of resources to efficiently and accurately report employee data to West Virginia Consolidated Public Retirement Board
(CPRB). From this site, employers can interact with us in a number of ways, including:

» Reporting Enroliments and Contributions

» Processing EFT Payments

« Processing Correction of Errors

+ Adding/Updating Employer Contact Information

» Reviewing Submitted Employer Reports and Invoices

» Verifying CPRB IDs and Employee Contribution Rate Information

This tool was designed to improve the service West Virginia Consolidated Public Retirement Board (CPRB) provides by offering
secure online access to your account information and the ability to perform a variety of transactions.

It is our privilege to provide you this tool and additional level of service.

Jeffrey E. Fleck
Executive Director
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2.4 Retreive Forgotten User ID

ESS users who have forgotten their User ID, can use the Forgot User ID link on the Log In To

Your Account dialog box. The ESS user will be required to provide their employer code, email
address associated with their ESS account, and answer the security question they selected to
retrieve their forgotten User ID.

To obtain the forgotten User ID, follow the steps below:

Step 1 -- From the Self-Service login screen, click the Employers login here link.

Login

User ID

Password

Next

Need to register?

Forgot User |D or Password?
Note: The information contained in this site is
available via a secure connection.

4101 MacCorkle Avenue SE

Charleston, West Virginia 25304

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wyv.gov

& Log In To Your Account Use Self Service to:

« View your account details

« Update your contact information

+ Make requests to CPRB

« Check the status of your requests

Empiovers log in here
Medical Advisors log in here

Loqin fo your account

CE@MPASS
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Step 2 -- Click the Forgot User ID link to reset the user ID.

Loqin to your account

‘ clp 4101 MacCorkle Avenue SE

‘- J Charleston, West Virginia 25304
i R B | Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
\;’ Ktd] Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

C&MPASS

Login
& Log In To Your Account Use Employer Self-Service to:
User ID « Add and Update Employee Enroliments
« Submit and Correct Contribution Reporis
Password + Add and Update User Account Credentials
[ N + View Prior Transactions and Reports
Next

Need to register? Please contact your
administrator or a refirement system
representative.

Forgot User ID | Forgot Password
Note: The information contained in this site is
available via a secure connection.

Members log in here
Medical Advisors log in here
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Step 3 -- Enter the Employer Code associated with the login credentials.

P 4101 MacCorkle Avenue SE
e ' Charleston, West Virginia 25304
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
4 Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Forgot User ID

Please enter the following information to retrieve your user ID.

Employer Code: "

L

E-mail: .

Ls

in fo your accoun

t

CGMPASS

Step 4 -- Enter the email address associated with the login credentials in the E-mail field

C l) 4101 MacCorkle Avenue SE
|- ' Charleston, West Virginia 25304

R1B| Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
| AN Y] Fax(304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov
Forgot User ID

Please enter the following information to retrieve your user ID.

Empioyer Code: * 13010313

E-mail: X

[FCARE] “ContiAte™)

L

n to your accoun

t

CGMPASS
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Step 5 -- Click the m button.

clp 4101 MacCorkle Avenue SE Loain o yout account
’ Charleston, West Virginia 25304

R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
_\ Ketd] Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

|
CEOMPASS
Forgot User ID

Please enter the following information to retrieve your user ID.

Empioyer Code: * 13010313

E-mail: *

jesims@deloitte.cc X |

Step 6 -- Enter the answer for the security question in the security question field.

clp 4101 MacCorkle Avenue SE Loain 16 your account
’- Charleston, West Virginia 25304

R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
A td] Fax (304) 558-1394 or (304) 558-5455 | Email: CPCRB@wv.gov

COMPASS
Forgot User ID

We're protecting your online account information.

As an added security measure, please validate your online identity by answering the
question below.

What is the last name of your all-
time favorite athlete?

*
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m
Step 7 -- Click the button.

C ]) 4101 MacCorkle Avenue SE LI i
= "- Charleston, West Virginia 25304
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
A | Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

CEOMPASS
Forgot User ID

We're protecting your online account information.

As an added security measure, please validate your online identity by answering the
question below.

What is the last name of your all-
time favorite athlete?

*
I......

“coruh-

Step 6 -- The User ID is displayed on the screen.

clp 4101 MacCorkle Avenue SE e
‘ r Charleston, West Virginia 25304

R ‘ B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
| | Fax (304) 558-1394 or (304) 558-5455 | Email: CPCRB@wv.gov

COMPASS
Forgot User ID

Your user ID is: bhope

To return to the login page, click here.

Step 7 -- Click the click here link to return to the login screen.

clp 4101 MacCorkle Avenue SE LOGALE 10U ACE0UAL
[ ’- Charleston, West Virginia 25304
R I > Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
1 2] Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

CEMPASS
Forgot User ID

Your user ID is: bhope

| To return to the login page, click here. |
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2.5 Reset Forgotten Password

ESS users who have forgotten their password, can use the Forgot Password link on the Log In To
Your Account dialog box. ESS users will be required to enter their User ID, answer the security
guestion they selected, and enter their PIN to Reset the Forgotten Password.

To reset a password, follow the steps listed below:

Step 1 -- From the Self-Service login screen, click the Employers login here link.

clp 4101 MacCorkle Avenue SE oA o jaur ascount
x '\ Charleston, West Virginia 25304
] 4 [ 3 Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
4 J Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wyv.gov
Login
& Log In To Your Account Use Self Service fo:
User ID

+ View your account details

« Update your contact information
Password « Make requests to CPRE

+ Check the status of your requests

Next
Need fo register?

Forgot User ID or Password?

Note: The information contained in this site is
available via a secure connection.

Empiovers log in here
Medical Advisors log in here
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Step 2 -- Inthe Log In To Your Account dialog box, click the Forgot Password link.

C@MPASS

Login

& | og In To Your Account Use Employer Self-Service to:

User ID * Submit your monthly report

+ Manage your WWCPRB account
Password » Review reports and account information
» View recent transactions

Next

Need to register? Please contact your
admini: >r or & retir t syst
representative.

Foraot User ID ||Forgot Password

Note: The information contained in this site is
available via a secure connection.

Members log in here
Medical Advisors log in here

Step 3 -- Enter information in the User ID field.

(- l) 4101 MacCorkle Avenue SE AL
|-~ ’ Charleston, West Virginia 25304

Rl B | Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
} 7‘ Eotd] Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

CE@MPASS

Forgot Password

Please enter the requested information and click Continue.

User ID: I * I

“Cancel” | Continue”

Step 4 -- Click the el button.

(‘ ]) 4101 MacCorkle Avenue SE e T e
‘ ‘,- Charleston, West Virginia 25304

R | B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
| -

| Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

C®MPASS

Forgot Password

Please enter the requested information and click Continue.

User ID: * |bhope
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Step 5 -- Enter the answer of the security question in the security question field.

clp 4101 MacCorkle Avenue SE Login to your sccount
: ' Charleston, West Virginia 25304
'RTB Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
\ \ | Fax(304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

COMPASS

Forgot Password

We're protecting your online account information.

As an added security measure, please validate your online identity by answering the
question below.

What is the last name of your all- 2 |

time favorite athlete?
“Cancel | Continud
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Step 6 - Click the MRSk SBllh tton,

clp 4101 MacCorkle Avenue SE Loginto your account
: ' Charleston, West Virginia 25304

R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
| &% , Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

COMPASS

Forgot Password

We're protecting your online account information.

As an added security measure, please validate your online identity by answering the
question below.

What is the last name of your all- x I
time favorite athlete? nkuddmbnle

" Continte

Step 7 -- Enter the PIN in the PIN field.

clp | 4101 MacCorkle Avenue SE Loqin to your account
: '- Charleston, West Virginia 25304
] )\ B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Bt ] Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov
Forgot Password
Please provide your secure COMPASS PIN.
. Continue
Step B -- Click the d button.

1 ' Charleston, West Virginia 25304
] )\ B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
i

p| 4101 MacCorkle Avenue SE IO AR
D Fax(304) 558-1394 o (304) 558-5455 | Email: CPRB@wv.gov

C@MPASS

Forgot Password

Please provide your secure COMPASS PIN.

0
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Step 9 -- Enter a new password in the Your New Password field following the instructions to the
right of the field.

C | p| 4101 MacCorkle Avenue Leainto vour account
|- ' Charleston, West Virginia 25304
R ‘ B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
4 Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

CEGMPASS

Forgot Password

Your user name is: bhope

Please enter the requested information below to create a new password

(8-18 characters, case sensifive; Aa-Zz, 0-0, (@. 2. |,

Your New Password: |

%, and §) only; at least 1 uppercase letter and 1

number; no spaces)

Retype Your New Password: | ‘

P PERMON

Step 10 -- Enter the new password again in the Retype Your New Password field.

p | 4101 MacCorkle Avenue SE R
x ‘r Charleston, West Virginia 25304
R [ 3 ‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

‘ Kotd] Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

A

COMPASS

Forgot Password

Your user name is: bhope

Please enter the requested information below to create a new password

(8-18 characters, case sensifive; Aa-Zz, 0-0, (@. #. |,

Your New Password: l“'“““ | %, and §) only; at least 1 uppercase letter and 1

number; no spaces)

Retype Your New Password: l |

i
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Step 11 -- Click the _:E”ﬂ L button.

C | p| 4101 MacCorkie Avenue st Login to your account
“,‘ Charleston, West Virginia 25304
R [ 3 Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

4 | Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

CEOMPASS

Forgot Password

Your user name is: bhope

Please enter the requested information below to create a new password

(8-18 characters, case sensifive; Aa-Zz, 0-0, (@.#. |,

Your New Password: IOOOOOOOOO | %, and $) only; at least 1 uppercase letter and 1

number; no spaces)

Retype Your New Password: Ioounou |

FFCHTS) PES

r.——-|
Note: Clicking the button will display the initial self-service login screen.

Step 12 -- The password is changed and updated in the system. Click the click here link to return
to the login screen.

C| p| 4101 MacCorkie Avenue st Loainto your account
"~ Charleston, West Virginia 25304
R B ‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
4 ‘ Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

COMPASS

Forgot Password

Your password has been updated. Please use your new password to login to your
account.

To return to the login page
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Step 13 -- The Login screen is displayed. Click the Employers login here link.

’ clp 4101 MacCorkle Avenue SE

‘- J Charleston, West Virginia 25304
i R B | Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
\;\ fd] Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Login

] Log In To Your Account Use Self Service to:

« View your account details

18 « Update your contact information
Password + Make requests to CPRB

[ + Check the status of your requests

pser D
|

Next
Need fo register?

Forgot User ID or Password?

Note: The information contained in this site is
available via a secure connection.

Empiovers log in here
Medical Advisors log in here

est Virginia
Consolidated Public Retirement Board

Home

Login o your account

C@&MPASS
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Step 14 -- Enter the new User ID and Password in the User ID and Password fields.

‘ C P 4101 MacCorkle Avenue SE

[ ' J Charleston, West Virginia 25304

' Rl B ‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

\ _l | Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Login
& Log In To Your Account Use Self Service fo:
User ID « View your account details
[phope | « Update your contact information
Password + Make requests to CPRB
[Sosseses 1 » Check the status of your requests
Next
Need fo M' ister?

Forgot User ID or Password?
Note: The information contained in this site is
available via a secure connection.

Emplovyers log in here

Medical Advisors log in here

Login to your account

CE@MPASS

Step 15 -- Click the ! Ipbutton to access the ESS portal.
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Login fo your account

(C ‘ P ‘ 4101 MacCorkle Avenue SE

' Charleston, West Virginia 25304
‘ R [ | Telephone (304) 558-3570 o (800) 654-4406 (Nationwide)
N B pax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wy.gov

CGMPASS

Login
& Log In To Your Account Use Self Service to:
[JserlD + View your account details
| bhope 3 + Update your contact information
Password + Make requests to CPRB

+ Check the status of your requests

[N

J
Need to reqister?

Forgot User ID or Password?
Note: The information contained in this site is
available via a secure connection.

Em, ers log in here
Medical Advisors log in here

@ WVCPRB COMPASS Project | Employer Self Service Work Process Manual | Final 36



3. Manage Office Locations

The Office Location screen gives the user the ability to add, update, or delete office locations
associated with an organization. Multiple office locations can be listed using this screen.

Note: Once the office location is set up only then can a contact person be added, and each contact
person must be assigned a location.

3.1 Add an Office Location

If an organization has a new office, enter the new office location using the Office Location screen.
The following steps demonstrate how to add a new office location.

Note: A mailing location must be added before any other location types can be added. It is the
default location type. Only one Primary Location and one Mailing Location (these two can be the
same location), and as many Satellite Locations as needed can be added per employer.

Step 1 -- To navigate to the Office Locations screen, click the following menu options:

Admin > Office Locations

&) Employer Self Service Ly Out

C l) 4101 MacCorkie Avenue SE
Bab Hope

" Charleston, West Virginia 25304
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov jueeGuide Last Login Wed Aug 032016 904 Al

Services « Account Admin ~ Logout mm

Ofice {ocations — Available Forms — v | IEEEE

Report «

Contact Persons
Welcome to The West Virginia Consolidated Public Retirement B4

a number of resources to efficiently and accurately report employ
{CPRB) From this site, employers can interact with us in a numiERETFRRETEERS

e Website This site provides employers with
sonsolidated Pubsc Retirement Board

« Reporting Envoliments and Contniestions
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Step 2 -- If the organization office location already exists, a list of existing office locations displays
in the Office Location section of the Manage Office Locations screen.

To add a new office location, click the [Eastaeibe o

button.

C‘ Pﬂ: 4101 MacCorkle Avenue SE

' Charleston, West Virginia 25304
R: B! Telephone W)SS&!SNU(MMW ationwide)
.. Fex(304) S58-1394 or (304) 558-5455 | Email: CPRE@wv.gov.

Employer Home Report « Services «

— Available Forms — v
Manage Office Locations

The Ofice Locations madule allows employers 1o manage office location mformation To add a new office
location, click Add an Office Location, To edt or delete office locatons click on the appropnate link

Office Locations
Mailing Edit | Dedete
100 Capitol 52

Charleston WV 25301-2623

Add an Office Location
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Step 3 -- The Add Office Location screen is displayed. Select the Location Type from the drop
down options.

Note: The location types are: mailing, primary location, satellite, and third party preparer.

\ ’ 4101 MacCorkle Avenue SE £ Employer Self Service ‘
’E : Ii Charleston, West Virginia 25304 Kaniska Saha
R B \ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
!l Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wy.gov

UserGuide Last Login: Thu, Aug 04 2018 8:20 AM

h Employer Home Report « Services « Account « Admin Logout

Add Office Location

Choose a Location Type, complete the appropriate fields, and click Submit.

Please Note: If the mailing address is a P.O. Box, a physical address must also be listed as the Primary
location type.

Office Location

Employer:
Location Type:

Care Of:
Address Line 1.

Address Line 2 (optional): | |

City: . |

State: * [Select State v|
Zip Code: % l- I |(optional)
Cauny
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Step 4 -- Enter the Adress Line 1 text field.

EM P ’ 4101 MacCorkle Avenue SE

= Charleston, West Virginia 25304
R B l Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
== Fax (304) 55821.394 or (304) 558-5455 | Email: CPRB@wv.gov

& Employer Self Service

Rt

Employer Home Report « ’Services - Account « .Admin - ‘Logout

[~ Available Forms — | BN

Add Office Location

Choose a Location Type, complete the appropriate fields, and click Submit.

Please Note: If the mailing address is a P.O. Box, a physical address must also be listed as the Primary

location type.

Office Location

Employer: ANNSA ABRAHAM

Location Type: + [Satellite v|

Care Of: l |
Address Line 1: * n |
Address Line 2 (optional): I . I

City: * |

State: * |Select State V|
Zip Code: * ]- [ | (optional)
County:
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Step 5 -- Enter the City in the text field.

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

r
)

Add Office Location

Choose a Location Type, complete the appropriate fields, and click Submit.

location type.

Office Location

Employer: ANNSA ABRAHAM

Location Type: = | Satellite V]

Care Of: | |
Address Line 1: * |203 Baker Street |
Address Line 2 (optional) | |

city | I |
State: * [Select State M
Zip Code: - |- | |(opﬁonal)
county.

£ Employer Self Service

[~ Available Forms — /| EEZI

Please Note: If the mailing address is a P.O. Box, a physical address must also be listed as the Primary
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Step 6 -- Select the State from the drop down menu.

‘ 4101 MacCorkle Avenue SE
. Charleston, West Virginia 25304
R B ‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
| Fax (304) 558-1394 or (304) S58-5455 | Email: CPRB@wv.gov

& Employer Self Service

Gl

| UserGuide Last Login: Thu. Aug 04 2018 8:20 AM

Employer Home Report « Services « Account « Admin + Logout

[= Available Forms — v

Add Office Location

Choose a Location Type, complete the appropriate fields, and click Submit.

Please Note: If the mailing address is a P.O. Box, a physical address must also be listed as the Primary

location type.
Office Location
Employer: ANNSA ABRAHAM
Location Type: * - =
Care Of. merican Samoa
Address Line 1: * S
Address Line 2 (optional): ed Forces America
rmed Forces Europe
City: = BArmed Forces Pacific
California
State: * [Colorado h
s Connecticut y
o *
B fode; Delaware
County: District of Columbia
Federated States of Micronesia
Florida
Georgia
Guam
Hawaii
Idaho
lllinois
o Indiana
West Virginia lowa
Consolidated Public Retirement Board Kansas
T Kentu‘:ky e n refience on any information cantainaed
LOlflSlana Isequences from any such reliance
Maine
Copynght © 2016 West Virginia Cansolidsted PubBc Retirement Board. All ights reserved
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Step 7 -- Enter the zip code in the Zip Code field.

'C | p| 4101 MacCorkle Avene SE
{ ' r Charleston, West Virginia 25304
1 RrB Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

| Employer Home

Report +

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Services «

Add Office Location

Choose a Location Type, compleie the appropriate fields, and click Submit.

Account «

& Employer Self Service

| UserGuide Last Login: Thu, Aug 04 2018 8:20 AM
z 0 ﬂ& o

Admin ~ Logout

Please Note: If the mailing address is a P.O. Box, a physical address must also be listed as the Primary

location type.

Office Location
Employer:
Location Type:
Care Of:

Address Line 1:

Address Line 2 (optional):

City:
State:
Zip Code:
County:

ANNSA ABRAHAM

*

Satellite

& |203 Baker Street

*

Greewich

* [Connecticut

T _=

| (optiona)

Select County v
[ttt ] coner”

Step B -- Click the

Submit

button.

Please Note: If the mailing address is a P.O. Box, a physical address must also be listed as the Primary

location type.

Office Location
Employer:

Location Type:

Care Of.

Address Line 1:

Address Line 2 (optional):
City:

State:

Zip Code:

County:

ANNSA ABRAHAM

* [ Satellite

*

203 Baker Street

I

*

Greewich

* | Connecticut v
* 106830 | - | I (optional)

I
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Step 9 -- The “Office location saved successfully” message is displayed, confirming the office

location saved is successfully.

C I’- 4101 MacCorkle Avenue SE
. Charleston, West Virginia 25304

Confirmation
Office Location Saved

IOfﬁoo location saved successfully

f Telephane (304) 558-3570 or (800) 654-4406 (Nationwide)
{304) 558-1394 o (304) S58-54S5 | Emalk: CPRBOWWEOY

UserGuide Last Login Wed Aug 03 2016 904 AM

— Avallable Forms - v | EEI
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3.2 Edit an Office Location

Use the Office Location screen to update an organization’s existing office locations. Follow the
steps below to edit an office location:

Step 1 -- To navigate to the Office Location screen click the following menu options:
Admin > Office Locations

| p ‘ 4101 MacCorkle Avenue S.E £ Employer Self Service
l‘ ! Charleston, West Virginia 25304 MKaniska

B i Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) 2 b

St Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

wl O]

UserGuide Last Login: Wed, Jun 15 2016 8:068 AM

Employer Home Report « Services « Account « Admin + Logout

Office Locations [~ Available Forms — /| BEZEE

Contact Persons
Welcome to The West Virginia Consolidated Public Retirement

with a number of resources to efficiently and accurately report €
(CPRB). From this site, employers can interact with us in a nu Manage Users

rvice Website. This site provides employers
irginia Consolidated Public Retirement Board

+ Reporting Enroliments and Contributions

« Processing EFT Payments

« Processing Correction of Errors

« Adding/Updating Employer Contact Information

+ Reviewing Submitted Employer Reports and Invoices

« Verifying CPRB 1Ds and Employee Contribution Rate Information

This tool was designed to improve the service West Virginia Consolidated Public Retirement Board (CPRB) provides by offering
secure online access to your account information and the ability to perform a variety of transactions.

Itis our privilege to provide you this tool and additional level of service.

Jeffrey E. Fleck
Executive Director

Step 2 -- To edit the office location, click the Edit link next to the office location.

[~ p | 4101 MacCorkle Avenue S.E & Employer Self Service
‘ Cl Ii | Charleston, West Virginia 25304 _Kaniska Saha

[ RT B | Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) :
’ | P Fax(304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov UserGuide Last Login: Wed, Jun 22 2016 12:07 AM

Employer Home Report « Services « Account + Admin « Logout %MPASS
[ Available Forms — V]m

Manage Office Locations

The Office Locations module allows employers to manage office location information. To add a new office
location, click Add an Office Location. To edit or delete office locations, click on the appropriate link.

Office Locations
Mailing
PO Box 6009

P.0. BOX 6009
Morgantown, WV 26506-6009

Delete

Primary Location Edit | Delete
STREET 12

WEEPING WILLOWS

CHARLESTON, WV 23504
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Step 3 - Edit the required information for the office location. Click the E=aki]

edits.

1) Employer Self Service
ilyn Doe

C®@MPASS

L _Last Login: Fri, Jan 23 2015 11:42 AM

Employer Home Report  ~ Services ~ Account ~ Admin ~ Logout

|- Available Forms -
Edit Office Location
Choose a Location Type, complete the appropriate fields, and click Submit.

Please Note: If the mailing address is 2 P.O. Box, a physical address must also be listed as the Primary

location type.

Office Location

Employer: CLINCH POWELL ED COOP
Location Type: * [Primary Location  [+]

Care Of:

Address Line 1: * 1123, XYZ Street

Address Line 2 (optional): |

City: * TAZEWELL

State: © |Tennessee [~]
Zip Code: * 37879  -0000 (optional)
County: [Select County [~]

“pone T comr

Step 4 -- The “Office location save successfully” message displays indicating the edits have
been successfully saved. Click the Continue button to return to the Manage Office
Locations screen.

iié | ‘Iﬂ 4101 MacCorkle Avenue S.E i Exnloyer Salt segdice
Hope Bob

J Charleston, West Virginia 25304
| R(B } Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov UserGuide Last Login: Tue, Jun 07 2018 1:42 PM

Employer Home  Report v  Services v  Account v  Admin v  Logout C®MP

Confirmation

Office Location Saved

Office location saved successfully

[ Available Forms — ﬁ

=3
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3.3 Delete an Office Location

Use the Office Location screen to delete an organization’s office locations. An Office Location can
only be deleted if there is not an existing Contact Person linked to the Office Location. To delete an
office location with an existing Contact Person, either:

¢ Navigate to section 4.2 Edit Contact Person, follow steps 1 — 4 to reassign the Contact
Person associated with the office location to be deleted to another office location

¢ If the Contact Person does not have an ESS role or account, navigate to section 4.3 Delete
a Contact Person, follow steps 1 — 4 to delete a contact person associated with the office
location to be deleted

An Office Location can only be deleted if the office location type assigned to the office is Satellite or
Primary. If the office location type assigned is Mailing the office location cannot be deleted but if can
be the office location type can be edited or updated. To edit an office location with a location type
listed as Mailing Location:

¢ Navigate to section 3.2 Edit an Office location to update the Mailing Office location type.
Follow the steps below to delete an office location:
Step 1 -- To navigate to the Office Location screen, click the following menu options:
Admin > Office Locations

cC.P 4101 MacCorkie Avenue SE & Employer Self Service Loy But
' Charleston, West Virginia 25304 809"09_,0
R I, Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) : :
. Fax (”" 558-1394 or ‘w‘ 558-5455 ' M m IserGuide Last Login: Wed Aug 03 2016 5 04 AM

Report «

Services « Account « Admin « Logout W

13
Office Locations — Available Forms — v | IEEREN

Contact Persons
Welcome to The West Virginia Consolidated Public Retirement By

a number of resources to éfficiently and accurately report employ
(CPRB} From this site, employers can interact with us in 8 numijEY PRl B

& Website This site provides employers with
sonschidated Publc Retirement Board

Reporting Encoliments and Contnbutions

Processing EFT Payments

Processing Correction of Errors

Adding/Updating Employer Contact Information
Reviewing Submitted Employer Reports and nvoices

Verfying CPRB 1Ds and Employee Contribution Rate Information

This tool was designed 1o impeove the service West Virgmsa Consolidated Public Retirement Board (CPREB) provides by offenng secure
onine access to your account information and the ability to perform a vanety of transactons

It 15 our powilege 10 provide you this tool and additonal level of service

Jefirey E Fleck
Executrve Director
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Step 2 -- On the Manage Office Locations screen, click the Delete link next to the office location
to delete the office location.

Charleston, West Virginia 25304

M) §°F

L UserGuide Last Login \Wed Aug 03 2016 9.04 AM

Services « Account « Admin « Logout

- Available Forms — + |HEZEN

Manage Office Locations

The Office Locations module allows employers to manage office location mformation. To add a new ofice
location, chck Add an Office Location. To edit or delete office locabons, click on the appropriate knk

Office Locations

Mailing Egt | Dejete
100 Capitol St

Chankston, WV 25301-2623

Primary Location £ | [Beie]
122 STONEHILL DR

NORTH CHESTERFIELD, VA 23235-2838

Add an Dffice Locstion

Step 3 -- Click the button in the dialog box to confirm the deletion.
C | p| 4101 MacCorkle Avenue SE £ Employer seir service

Y | 30 568, R
A \1.‘4.'-('1,%::/.-7 RS

Employer Home Report « Services « Account « Admin « Logout

— Available Forms —

Manage Office Locations

The Office Locations module allows employets 1o manage office location nformation To add a new ofice
location, click Add an Office Location. To edit or delete office locabons chek on the appropnate ink

Office Locations

Mailing Edd | Deiete

100 Capitol St

Charlestan, WV 25301-2623

Primary Location Edi | Delete 10.118.23.92 says: &

122 STONEMILL DR
NORTH CHESTERFIELD, WA 23235.2838

[Cox ] [cone

Are you sure you want to delete this location?
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Step 4 -- The “Office location save successfully” message displays message is displayed,
confirming the office location is deleted successfully.

C 4101 MacCorkle Avenue SE
Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

(304) 55 3¢ S58-545¢ 3 El

ninagiSeechonas

efead) baieodnelins Side.

Employer Home Report « Services « Account «

— Available Forms — v [IEZIN

| Office location deleted successtully |
Manage Office Locations

The Office Locatons module allows employers 1o manage office location sformation To add a new office
locaton, chek Add an Office Location. To edit or delete office locations_ click on the appropriate link
Office Locations

Malling Edit | Deiete
100 Capitol St
Charleston, WV 25301-2623

Add sir Difive Location
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4. Maintain Contact Persons

The Contact Person screen allows employers to manage their staff's contact information. The
Contact Person screen can be used to add a new contact person, edit the existing contact
information, or/and delete the contact information for an organization.

Note: The Contact Person screen is only accessible by ESS administrator role.

4.1 Add a Contact Person

The following steps demonstrate how to add a new contact person in ESS:

Step 1 -- To navigate to the Contact Persons screen, click the following menu options:
Admin > Contact Persons

CLP 4101 MacCorkle Avenue S.E
" Charleston, West Virginia 25304
RT B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Wasd MM)WWUM)WIMM

| Employer Home Report + Services » Account + Admin + Logout D W €5 \Y § I"'.

Office Loc [~ Available Forms — | IEZEE

I %ice Websile: This site provides employers
irginia Consolidated Public Retrement Board

Welcome to The West Virginia Consolidated Public Retwement
with a number of resources lo efficiently and accurately report ¢
(CPRB). From this ste, employers can interact with us in a Manage Users

Reporting Enroliments and Contnbutions

Processing EFT Payments

Processing Correcton of Errors

Adding/Updating Employer Contact Information

Reviewing Submitted Employer Reports and Invoices

Verifying CPRB 1Ds and Employee Contribution Rate Information

This tool was designed fo improve the senvice West Virgiua Consolidated Publc Retirement Board (CPRB) provides by oftenng
secure online access to your account information and the abidety to perform a vanety of transachons

1115 our privilege to provide you this tool and addtional level of service

Jefirey E Fleck
Executive Director
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Step 2 -- The Contact Persons screen displays. Click the button to add a new
contact person.

Contact Persons

Services

Account «

| _UserGuide Last Login: Wed 25 2016814 AM_

The Contact Persons module allows employers 1o manage stall contact mformation To add a new
contact person. chick Add Contact Person. To edit or delete contacts click on the appropriate ink

Contact Persons
Details

Contact Type

Role

SAHA, KANISKA
Malling

(100) 000-00004 %
Kansaha@desoitie com
SIMS, JEANNAE
Primary Location
(500) 000-00006
jEsims@desitte com
SINTI, ELIZABETH
Primary Location
(476) 644-7671, 3
iizsmti@gmail com

Add Contact Person

Sennce Coordinator
Payroll Coordinator
Benefit Coordinator

Benefit Coordinator

Benell Coordinator

(v}
Q

ESS Aannsualor

ESS File Validation

ESS File Validation
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Step 3 -- Enter the required information in the Name section. Enter the First Name.

Step 4 --

\ ‘ 4101 MacCorkle Avenue SE £ Employer Self Service
‘ CLP Charleston, West Virginia 25304 Kaniska Saha

R 'B ‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) =

| D e (304) 558-1394 or (304) 558-5455 | Email: CPRB@WV.80V | jccrGuide Last Login: Thu, Aug 04 2016 B:58 AM

[~ Available Forms — /| B

Add a Contact Person

Enter details for the new staff contact information, choose the appropriate office location and contact type
and click Submit.

Please Note: A new Staff Contact must be set up as a contact person in order to be assigned an ESS
account.

Prefix: Ms. v

First Name: % I |

Suffix: Select Suffix Vv

Enter the Last Name.

| 2
cl 4101 MacCorkle Avenue SE B Employer Self Service
v‘ C"]’)7> Charleston, West Virginia 25304 Kaniska
R | B ’ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) i Sl
h By Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@WV.BOV | {jccrGuide Last Login: Thu, Aug 04 2016 8:58 AM

8 Employer Home Report + Services « Account « Admin + Logout C@MPASS

[ Available Forms — | B

Add a Contact Person

Enter details for the new staff contact information, choose the appropriate office location and contact type
and click Submit.

Please Note: A new Staff Contact must be set up as a contact person in order to be assigned an ESS
account.

Prefix: Ms. v

First Name: 2 :l
Middle Name: :’
Last Name: 4 | |
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Step 5 -- Enter the required information in the Contact Information section. Select the Office
Location from the drop down menu.

Contact Information

Office Location: il Select Office Location
. . [Mailing
E-mail: Primary Location

] . [|Satellite
Work Phone: Third-Party Preparer

ot [
Altermate Phone: | ext. I:l

Fax: | |

Step 6 -- Enter the email address in the E-mail text field.
Note: The e-mail address for each Contact Type cannot be the same for more than one
Contact Person with the same Contact Type.

Contact Information

(Office Location: * |Select Office Location V|

E-mail: * | |

Work Fhone:

< | |
Alternate Phone: | |
| |

Faex:

Step 7 -- Enter the Work Phone number.

Name

Prefix: Ms. A4

Suffix; Select Suffix v

Contact Information

Office Location: * |Select Office Location V|

Work Phone: * I I ext. I:I
Fox —
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Step 8 -- Select the appropriate check box in the Contact Type section.

Contact Type

O Director/Agency Head
O Superintendent

[ Treasurer

D Benefit Coordinator
O Payroll Coordinator
[ Personnel Coordinator
[J Fee Coordinator

[ other

LITDC contacts

il i
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Step 9 -- If the contact person is the primary contact for the employer, select the Set as Primary
Contact check box.

Note: When designating a Payroll Coordinator for the first time, select the Set as
Primary Contact check box. The Primary Payroll Coordinator receives and manages
the following:

Reminder — receive reminders on invoices

Employer Packet — receive employer packets
Delinquencies — receive notices on delinquent payments
File Rejection — receive file rejection notice

Submit payroll schedule — needs to submit payroll schedule before the beginning of
the plan year

Submit signature — receives reminder to submit signature card

Contact Type

| Director/Agency Head

O Superintendent

[ Treasurer

] Benefit Coordinator

Payroll Coordinator nSet as Primary Contact
[ Personnel Coordinator

[ Fee coordinator

Cother

LITDC Contacts
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Submit

Step 10 -- Click the ! ! button.

~ Available Forms ~ v

Add a Contact Person

Enter details for the new staf contact information, choase the appropriate office locaton and contact type
and click Submit.

Please Note: A new Staff Contact must be set up as a contact person m order to be assigned an ESS
account

Name

Prefix Select Prefix v
First Narme * Ishani

Middle Name:

Last Name . D{asgbbﬁé

Suffix S_elecl Sufﬁx v
Title

Contact Information

Office Location © Mailing v

E-mad * idasgupta@deioitte o

Waork Phone * B832-255-7654 ext
Altemate Phone ' ext

Fax
Contact Type

= DeectoriAgency Head

[ Superintendent

& Treasurer

I Benefit Coordinator

¥ Payroll Coordinatoe [#) set as Primary Contact
& Personnel Coordinator

{5 Fee Coordinator

& Other

& 7DC Contacts

I
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Step 11 --

Step 12 --

The ‘Success...Save was successful’ message displays when the contact person is
added to the system.

C| p | 4101 MacCorkle Avenue SE
- Charleston, West Virginia 25304
mm (304) sstasnfxmm(m)

£ Employer Self Service

.........

Services « Account -

| - Available Forms - v | IELE

Confirmation
Contact Person Saved
Success... Save was successiul

Click the Eskaieililbutton to return to the Contact Person screen.

C P 4101 MacCorkle Avenue SE
' Charleston, West Virginia 25304
w&wmm«mmlmm)

s ‘.., —3‘4‘"‘-}‘/* y

oy

£ Employer Self Service

UserGuide Last Login Wed, Aug 03

e T T A —=

Account « Admin « Logout

| - Available Forms — v |IEZE

Confirmation
Contact Person Saved

Success... Save was successful
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4.2 Edit a Contact Person

Contact person information may need to be edited if the information has been keyed incorrectly or if
it has changed. The contact information can also be edited if a new contact type needs to be
designated to an existing contact person for the employer, or for other administrative reasons.

The following steps show how to edit a contact person’s information in the ESS portal:
Step 1 -- To navigate to the Contact Persons screen, click the following menu options:
Admin > Contact Persons

C P 4101 MacCorkle Avenue S.E
'- Charleston, West Virginia 25304
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
WMk &W)&WGlM}MIMW

SWMMM L: Ot

3

UserGuide Last Login Wed May 25 2016 8§ 14 AM

| Employer Home Report » Services « Account - Admin « Logout I @ 3\ P/

Ofhce: Locabons

Contact Persons

k ice Websde This site provides employers
Irginia Consolidated Public Retrement Board

Welcome to The West Virginia Consolidated Public Retwrement
with a number of resources (o efficiently and accurately repor ¢
(CPRB) From this stte, employers can inleract with us in a nw Manage Users

* Reporting Enroliments and Contributions

* Processing EFT Payments

+» Processing Correction of Emrors

« Adding/Updating Employer Contact Information

* Reviewing Submitted Employer Reports and lnvoices

Veritying CPRB 10s and Employes Continbution Rate Informaton

This tool was designed to imprave the service West Virginia Consohdated Pubbic Retirement Board (CPRB) provides by offening
secure online access to your account information and the ability to perform a vanety of fransactions

It 1s our privilege to provide you this tool and addwtonal level of service.

Jeffrey E. Fleck
Executive Director
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Step 2 -- The Contact Persons screen displays. Click the Edit link.

! Employer Home Report «~

Contact Persons

Services «

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304

Account «~ .Admm ~

Logout

The Contact Persons module allows employers to manage slalf contact information. To add a new
contact person, click Add Contact Person. To ed? or delste contacts click on the appropriate link

Contact Persons
Details

BONILLA, DAVID

Mailing
(123) 123.1234

DBONILLA@ZDELOITTE.COM

DALAL, TAPAN

Maliing

(123) 456-7688
tdalal@deloite.com
EMPLOYER, REFUND

Mailing
(738) 799.4306

prashyap@deionte com
KAPOOR, KARISHMA
Mailing

(576) 587-8871
ysharma@@delonte.com

LANKA. RACHANA

Mailing
(999) 888.7880

rafanka@deloltte com
MITRA, AYAN

Mailing
(206) 776-3354

AYAN MITRAZOUTLOOK.COM

NANDA, PRITHA

Mailing
(123) 123.1234

PRINANDA@DELOITTE.COM

SANGHAVI, HELIE
Mailing

[123) 456-7680
hsanghav@deloltte com
SINGH, PAUL

Mailing
(333) 222.1122
munisinghideloltte com

Add Contact Person

Contact Type
Payroll Coordinator

Payroll Coordinator

Payroll Coordinator

Payroll Coordinator

Payroll Coordinator

Director/Agency Head

Superintendant

Payroll Coordinator

Superintandarnt

Payroll Coordinator

Role
ESS Administrator

ESS Administrator

ESS Administrator

ESS Administrator

ESS Administrator

ESS Administrator

ESS Administrator

ESS Administrator

ESS Administrator

'DPAS . WebULInternet.Employer.UserControls.ContactPersons’ ACLS = C(D), R(D), U(0). D{1)

fsarGauie Last Login Fn, Aug 05 2016 1047 AN
- - “— A

- Available Forms -

Edit | Defste

Edit | Doloto

Edit | Delste

Ecit | Deolote

Edit | Delete

Ectit | Dolote

[Ect]l Datete

Edit | Deleto
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Step 3 -- Update the contact person information.

C P 4101 MacCorkle Avenue SE
Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
or RE .

Ls 4 10

>
Employer Home Report « Services « Account « Admin « Logout

— Available Forms —
Edit a Contact Person

Enter detass for the new staff contact information, choose the appropriate office location and contact type
and click Submit.

Please Note: A new Staff Contact must be set up as a contact person in order to be assigned an ESS
account,

Name

Prafix: Selact Prafix ¥
First Name. ' HELE

Middie Name:

Last Name ' SANGHAVI
Suffix: Selact Suffix ¥
Title:

Contact Information

Office Location: ' Mailing v
E-mail ' hsanghavi@deloltte.con
Wark Phone ' {123) 456-7890 ext,
Allernate Phone: axt.

Fax
Contact Type

Dwector/Agency Head
¥ Superintandent ¥ Set as Primary Contact
Traasurar
Benefit Coordinator
Payrofl Coordinator
Parsonnet Coordinator
Fee Coordinalor
Other
TDC Contacts

T

'DPAS WebUlInternet. Employer.UserControls.ContactPersonDetail' ACLS = C(0), R(0), U(1), D(0)
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Step 4 -- Click the =228 hutton. The “Save was Successful” message displays to confirm that

the contact person information has been updated.

C P 4101 MacCorkle Avenue SE
'- Charleston, West Virginia 25304
| Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) S58-5455 | Email: CPRE@wv.gov

Y Employer Home 'chort - Services « Account »  Admin Logout ‘

£} Employer Self Service

— Available Forms — v
Edit a Contact Person

Enter detass for the new staff contact information, choose the appropriate office location and contact type
and click Submit.

Please Note: A new Staff Contact must be set up as a contact person in order to be assigned an ESS

account,

Name

Prafix: Selact Prafix v

First Name. HELIE

Middie Name:

Last Name SANGHAVI

Suffix: Selact Suffix v

Title:

Contact Information

Office Location: Mailing ¥

E-mail nsanghavig@deloltte con

Wark Phone (123) 456-7890 ext,
Alternate Phone: axt.
Fax

Contact Type

Director/Agency Head
¥ Superintandent ¥ Set as Primary Contact
Treasurar
Banefit Coordinator
Payrofl Coordinator
Parsonnet Coordinator
Fee Coordinalor
Other

TDC Contacts

e

'DPAS WebUlInternet. Employer.UserControls.ContactPersonDetail’ ACLS = C(0), R(0), U(1), D(0)
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4.3 Delete a Contact Person

Certain contact persons in the organization may be deleted if they are not associated with an ESS
user account. However, before a primary contact person can be deleted with a Contact Type such
as Payroll Coordinator, then a new primary contact for the Contact Type must first be designated.

The following steps show how to delete a contact person’s information in ESS:

Step 1 -- To navigate to the Contact Persons screen, click the following menu options:

Admin > Contact Persons

C P 4101 MacCorkle Avenue S.E
'- Charleston, West Virginia 25304
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
rqmg)ssunwpoqm | Email: CPRB@wv.gov

& Employer Seit Service ["Te5 o |

)

| Employer Home Report » Services « Account - Admin « Logout I | _”-“»." o
| o Wy

Office: Locabons l: _A_‘@‘_@Qg_!ﬂ%: V]m

Contact Pe

Weilcome to The West Virginia Consolidated Public Retwrement
with a number of resources (o efficiently and accurately report ¢
(CPRB) From this stte, employers can inleract with us in a Manage Users

rSOns
k ice Websde This site provides employers
irginia Consolidated Public Retrement Board

« Reporting Enroliments and Contributions

+ Processing EFT Payments

» Processing Correction of Emors

« Adding/Updating Employer Contact Information

» Reviewing Submitted Employer Reports and Invoices

« Veritying CPRB 103 and Employes Contnbution Rate Informaton

This tool was designed to improve the service West Virgsgia Consohidated Public Retirement Board (CPRB) provides by offenng
secure online access to your account mformation and the ability to perform a vanety of transactions

It 15 our privilege to provide you this tool and additional level of service

Jeffrey E. Fleck
Executive Director
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Step 2 -- The Contact Person screen displays, click the Delete link.

4101 MacCorkle Avenue SE

Charleston, West Virginia 25304

Telephone {304) 558-3570 or (800) 654-4406 (|
X (304) 558-1394 or (304) 5 | Email:

Employer Home Report Services Account ~

Contact Persons

The Contsct Persons module allows employers to manage staff contact information. To add a new
contact person, click Add Contact Person. To edit or delete contacts click on the appropriste link.

Contact Persons
Details Contact Type Role
NANDA, PRITHA CJReporting Official ESS Administrator
Maiing
(111) 222-3333 $JAgency Head
prmanda@delotte com
Qi
$I0C Contact
S, JANANI Reporting Official ESS Fie Validation
Mailing
(123) 1231234
pundaresan@dolodto com

Add Contact Person

| £ Employer Self Service

|- Available Forms — V|

Ean

I
2
E
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Step 3 -- The “Are you sure you want to delete this contact person?” message displays.

‘.‘ Charleston, West Virginia 25304 Bob Hope
; R I B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

I C P 4101 MacCorkle Avenue SE a Employer Self Service Loq Out

UserGuide Last Login: Man, Jul 11 2018 4:08 PM

Contact Persons

The Contact Persons module sllows employers fo manage staff contact informsation. To add a new
contsct person, click Add Confact Person. To edif or delete contacts click on the sppropriste link.

i Employer Home Report ~ Services Account ~ Admin - Logout |

COMPASS

[~ Available Forms — /| EEZEI

pundaresan@delodie com

Add

Contact Persons
Details Contact Type Role
NANDA. PRITHA CaReporting Official ESS Administrator Ean
Mailing
(111)222-3333 CJAgency Head
prinanda@delotte com

T

Goc

Message from webpage

S, JANANI Report] [ | Ju 1 Delete
Mailing _
(123) 123-1234 o Are you sure you want to delete this contact person?

L, o] [ ]

West Virginia Consolidated Public Retirement Board
4101 MacCoriie Avenue S E

harleston, WV 25304

004) 558 3510
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Step 4 -- Click the button in the dialog box to delete the contact.

‘C | p | 4101 MacCorkle Avenue SE

: | Charleston, West Virginia 25304

‘ R B’ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
_ MW)WWwW)WIMW

Report

.\' Employer Home

|- Available Forms - V|

Contact Persons

The Contact Persons module sllows employers fo manage staff contact information. To add a new
contact person, click Add Contact Person. To edif or delete contacts click on the sppropriate link.

Contact Persons
Details Contact Type Role
NANDA. PRITHA CIReporting Official ESS Administrator Edn
Mailing
(111)222-3333 OAQQMY Head
prinanda@delotte com

O

(JDC Contact

Message from webpage
S, JANANI Report it | Delele
Maiiing ;
(123) 123-1234 o Are you sure you want to delete this contact person?
pundaresan@delotie com
Add Contact Person I [ oK ]I [ Canchl l
&
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5. Manage Users

The Manage Users screen features the ability to add, deactivate, or reset user access to their ESS

accounts.
Note: To use the Manage Users screen, requires Administrative access.

The Manage Users functionality allows the employers to administer their own employees’ ESS

accounts. Each employer will have at least one individual who is assigned as an Administrator role
for ESS. Multiple ESS Admins can be created for an employer for instances when an administrator

is out of the office or unavailable.

The available roles are Admin (access to all ESS functionality including Manage Users), Employer
Reporting (access to all functionality except Admin menu) and Staff (access to screens such as

Death Notice, Message Center, etc.). Administrators will also have the ability to reset ESS
passwords and PINs and inactivate ESS accounts.

5.1 Add a New User

Staff contact information must be added in the Contact Person screen before adding that staff
person as a new ESS user (See Section 4.1 Add Contact Persons).

The following steps show how to add a new user in CPRB’s ESS portal who is already added as a

Contact Person:
Step 1 -- To navigate to the Manage Users screen, click the following menu options

Admin > Manage Users

C " l) 4101 MacCorkle Avenue S.E ?muoyw Salf Service
’ '- Charleston, West Virginia 25304 Kaniaka Sabs .
R B Telephone (304) 558-3570 or (800) 6544406 (Nationwide)
>

I.no Bt

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRBEWV.EOV | (uurGudde Lust Login Wed May 25 2016 5 14 AM

Employer Home Report «

Services « Acocount « Admin « Logout m

Offico L ocations - Available Forms —

Conlint Persons

Welcome to The West Virginia Consolidated Public Retirement
with & number of resources o efficiently and accurately report &
(CPRB). From this site, employers can mteract with us mn a nur Manage Users

* Reaporting Enroilments and Contnbutons

* Processing EFT Payments

* Processing Comrecton of Errors

« Adding/Updating Employer Contact Information

* Reviewing Submitted Employet Reports and Invoices
« Venlying CPRE 1Ds and Employee Contribution Rate Information

secure online access 10 your account information and the abdity to parform a vanety of transactions
It Is our prvilege 1o provide you this 100l and additonal level of service

Jeffrey E Fleck
Executive Director

v]m

rvice Website This site prowdes employers
rginia Consolidated Public Retirement Board

This tool was designed 1o improve the service West Virginea Consolidated Public Retirement Board (CPRB) provides by offening
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Step 2 -- The Manage Users screen displays. This screen displays all the active users and their
roles. To add a new user, click the button.

C 4101 MacCorkle Avenue S.E
'-, Charleston, West Virginia 25304
RIB L faraouyssaa

Services « Account « Admin «

Manage Users

The Manage Users module allows the employer admirestrator to manage ESS user accounts. Current
accounts are displayed in the Manage Users gnd  To edit an existing user account, click on the LUser
Name ink. To add new ESS user accounts, click Add User,

Users

Filter By |Select Role v Items Per Page: |All v
User Name Name Assigned Role Last Activity Active  Account Locked PIN Locked
LIZASIN SINTI, ELIZABETH  ESS File Validation Yes

KANSAHATZS  SAHA KANISKA ESS Adminstrator 5252016 91408 AM  Yes

Bims SIMS, JEANNAE ESS File Validation Yes

Add User

Step 3 -- The Add User screen displays to select a contact person.

clp ’ 4101 MacCorkle Avenue S.E & Employer Self Service
s Charleston, West Virginia 25304 N——
[R] B |

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Employer Home Report « Services « Account + Admin +

Logout

Add User

Choose a contact person, enter a unique User Name, select the appropriate security role and click
Submit.

Please Note: Only those employees that have been setup as Contact Persons may be assigned an ESS
account.

New User

Contact Person: * |Select Contact Person V|

Role: * [Select Role v
E-mail:

User Name: ¢

Active

v
X
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Step 4 -- Select a contact person from the Contact Person drop down menu.

I clp ‘ 4101 MacCorkle Avenue S.
- / Charleston, West Virginia 25304
l ﬁis J Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Hope Bob

£ Employer Self Service

T

Employer Home Report « Services « Account « Admin «~ Logout

| UserGuide Last Login: Tue, Jun 07 2016 1:42 PM

[ Available Forms — /| BEEEIE

Add User

Choose a contact person, enter a unique User Name, select the appropriate security role and click
Submit.

Please Note: Only those employees that have been setup as Contact Persons may be assigned an ESS
account.

New User
Contact Person: » ele ontact Perso
ROY, SONALI

User Name: %

Role: * [Select Role v

E-mail:
Active v
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Step 5 -- The email address for the user displays. The status of the user is automatically set to
active. Enter a unique user ID for the person.

Note: The user ID must be between 5 and 20 characters, using characters A-Z, a-z, and
numbers 0-9. If the user name already exists, an error message will display.

E | ‘ 4101 MacCorkle Avenue S.E & Employer Self Service !
| Charleston, West Virginia 25304 H

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

| UserGuide Last Login: Tue, Jun 07 2016 1:42 PM

Employer Home Report v Services y Account v Admin vy Logout CWPASS

|- Available Forms — VI

Add User

Choose a contact person, enter a unique User Name, select the appropriate security role and click
Submit.

Please Note: Only those employees that have been setup as Contact Persons may be assigned an ESS

account.
New User
Contact Person: Wl ROY, SONALI v
I User Name: * |
Role: * |Select Role v
I E-mail: ssubratokumarchow@deloitte.com l
Active 4
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Step 6 -- Select an appropriate user role from the Role drop down menu.
Note: DSRS Fee Reporting user role should only be selected for the user who will submit
the Deputy Sheriff Fee details. The ESS user role of DSRS Fee Reporting, will not be
able to see the other menu options except Submit DSRS Fee. The Submit DSRS Fee
menu will be available to ESS Admin and ESS Employer Reporting user roles as read-
only. For other ESS user roles, this menu option will not be available.

‘ clp ‘ 4101 MacCorkle Avenue S.E £ Employer Self Service
‘ Charleston, West Virginia 25304 Hope Bob

‘ R B } Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) | et etk " i

B D rax(304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov UserGuide Last Login: Tue, Jun 07 2016 1:42 PM

COMPASS

|- Available Forms — V]m

AL it

Add User

Choose a contact person, enter a unique User Name, select the appropriate security role and click
Submit.

Please Note: Only those employees that have been setup as Contact Persons may be assigned an ESS

account.
New User
Contact Person: * |ROY, SONALI VI
User Name: * |SoR083 l
Role: gl SelectRole
E-mail |DSRS Fee Reporting

e {ESS Employer Reporting
Active J ESS File Validation

ESS Staff

) CSubmit
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Step 7 - Click the Sl 1ytton.

Note: The user ID, temporary password and temporary PIN will be sent to the new user
in three separate emails (i.e. the user ID will be sent in a separate email, the temporary
password in a separate email, and the temporary PIN in a separate email). The User ID,
Password, and PIN information sent message displays to confirm the addition of a new
user. The user must sign into CPRB’s ESS portal within 72 hours with the login
information emailed to them before the information expires.

1 clp 4101 MacCorkle Avenue S.E & Employer Self Service
[ ' J Charleston, West Virginia 25304

Rl B | Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
%l \Etd] Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

i
\
Employer Home Report v  Services y  Account y Admin vy Logout C®MPASS

|- Available Forms — V| [ Open |

UserGuide Last Login: Tue, Jun 07 2016 1:42 PM

Add User

Choose a contact person, enter a unigue User Name, select the appropriate security role and click
Submit.

Please Note: Only those employees that have been setup as Contact Persons may be assigned an ESS

account.

New User

Contact Person: * |ROY, SONALI VI
User Name: * |SoRo83 |
Role: * |ESS Employer Reporting VI
E-mail: ssubratokumarchow@deloitte.com
Active v

“Cancel”|  Submit
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Step 8 -- The Confirmation screen displays the message ‘Your user has been successfully
saved.’ Click the Continue button to return to the Manage Users screen.

Note: After the person is added as a new user, they must login to the ESS portal and
change their password, PIN, and answer security questions (refer to Section 2.2 Login

Employer Self-Service for the First Time).

C P 4101 MacCorkle Avenue S.€

i Employer Self Service
' Charleston, West Virginia 25304 Kaniska Saha
RY B Telephone {304) 558-3570 or (800) 654-4406 (Nationwide)
D rax(304) 558-1394 or (304) 558-5455 | Emait: CPRO@wcgov

Report « Services ~

Account « Admin + Logout (G

UserGuida Last Login Wed. May 25 2016 6 14 AM

|— Available Forms —

v

Confirmation

User Saved

Your user has been successfully saved.

A login lor john123 has been created and sent 1o jsmith@@abe.com
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5.2 Reset a User’s Password or PIN

An ESS Administrator can reset the password or PIN of an ESS user. Follow the steps below to
reset a user’s password or PIN.

Step 1 -- On the Manage Users screen, click the User Name link for the user which needs their
password or PIN reset.

C®MPASS

Employer Home Report ~ Services ~ Account ~ Admin ~ Logout

) Employer Self Service

Last Login: Fri, Jan 23 2015 10:31 AM UserGuide /

|- Available Forms — E] [ Open |
Manage Users
The Manage Users module allows the employer administrator to manage ESS user accounts. Current

accounts are displayed in the Manage Users gnd. To edit an existing user account, click on the User
Name link. To add new ESS user accounts, click Add User.

Users
Filter By: |Select Role |E3| ltems Per Page: |An[x]
User Name Assigned Role Last Activity Active  Account Concord PIN
Name Locked Locked
[mariyndoe]  DOE. ESS 1232015 10:37:49  Yes
MARILYN Administrator AM
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Step 2 -- The Reset User screen displays, select the Reset Password and/or Reset PIN check
box(s) to reset the password and/or PIN.

| p| 4101 MacCorkle Avenue SE u Cplover Sl Seadee 5o
‘ C| P ! Charleston, West Virginia 25304 Kaniska, Sob
R( B J Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
J_ Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov UserGuide Last Login: Tue, Jun 21 2018 3:08 AM

Employer Home Report »  Services v  Account v Admin -~ Logout A MP

[~ Available Forms — | BN

Reset User

Edit User allows the employer administrator to reset forgotten password information, update the selected
user's security role, and inactivate the selected account.

Please Note: Resetting the password will generate email correspondence to the selected ESS user.
Inactivating an ESS user will disable their login but not delete their Contact Person record. To delete a
Contact Person record, go to the Contact Person module.

Reset User

Contact Person: SAHA, KANISKA

User Name: KANSAHA123

Reset Password: 1

Reset PIN: ]

Role: ESS Administrator
E-mail: kansaha@deloitte.com
Active v
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Step 3 -- Click the button. A temporary password is sent to the user.
Note: If both the password and PIN have been reset, the user will receive two separate
emails. One email will contain the temporary password and the other email will contain
the temporary PIN. The user will have 72 hours from the time the email is sent to login
using the temporary password and PIN.

C@MPASS

Employer Home Report ~ Services ~ Account ~ Admin ~ Logout

&3 Employer Self Service
Marilyn Doe

Clinch

“Leg out

Last Login: Fri. Jan 23 2015 10:31 AM UserGuide

[ Avaitable Forms - [] TN
Edit User

Edit User allows the employer administrator to reset forgotten password information, update the selected
user’s security role, and inactive the selected account.

Please Note: Resetting the password will generate email correspondence to the selected ESS user.
Inactivating an ESS user will disable their login but not delete their Contact Person record. To delete a
Contact Person record, go to the Contact Person module.

Edit User

Contact Person: DOE, MARILYN

User Name: marifyndoe

Reset Password: [}

Reset Concord PIN: [

Role: ESS Administrator
E-mail: prinanda@deloitte.com
Active
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5.3 Deactivate a User

An ESS account must be deactivated by the ESS administrator, if a user is no longer employed with
an employers’ organization or that user no longer needs access to the ESS portal.

Step 1 -- On the Manage Users screen, click the particular User Name to deactivate the user.

1 clp . 4101 MacCorkle Avenue SE 8 Employer Self Service
. Charleston, West Virginia 25304
‘_B{B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
l

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Manage Users

The Manage Users module allows the employer administrator to manage ESS user accounts. Current
accounts are displayed in the Manage Users grid. To edit an existing user account, click on the User
Name link. To add new ESS user accounts, click Add User.

Users
Filter By: | Select Role v ltems Per Page:
User Name Name % Assigned Role Last Activity Active  Account PIN
Locked Locked
LIZASIN SINTI, ELIZABETH ESS File Yes
Validation
KANSAHA123  SAHA, KANISKA ESS Administrator ~ 8/5/2016 10:27:56 Yes
AM
jsims SIMS, JEANNAE ESS File Yes
Validation
john123 SMITH, JOHN ESS Staff Yes
ESS103169 SHRIVASTAVA, ESS Administrator  6/30/2016 4:10:26 Yes
ROZY AM
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Step 2 -- The Reset Users screen displays. Click the Active check box to uncheck it.

’ C I P ‘ 4101 MacCorkle Avenue SE
S | Charleston, West Virginia 25304

[_E EJ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
1_ Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

| Employer Home Report ~ Services « Account + Admin « Logout

[— Available Forms — /| BEEZ

Reset User

Edit User allows the employer administrator to reset forgotten password information, update the selected
user's security role, and inactivate the selected account.

Please Note: Resetting the password will generate email correspondence to the selected ESS user.
Inactivating an ESS user will disable their login but not delete their Contact Person record. To delete a
Contact Person record, go to the Contact Person module.

Reset User
Contact Person: SIMS, JEANNAE
User Name: jsims
Reset Password: O
Reset PIN: OJ
Role: *| ESS File Validation v
E-mail: jesims@deloitte.com
Active
“Update |

Step 3 -- Click the d button.

' & Employer Self Service
Kaniska Saha

C ‘ ‘?’ 4101 MacCorkle Avenue SE

_ v Charleston, West Virginia 25304
R l B ’ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

- = =

| UserGuide Last Login: Fri, Aug

| Employer Home  Report +  Services v Account v Admin - Logout |

[~ Available Forms — /| BEEZIN

Reset User

Edit User allows the employer administrator to reset forgotten password information, update the selected
user's security role, and inactivate the selected account.

Please Note: Resetting the password will generate email correspondence to the selected ESS user.
Inactivating an ESS user will disable their login but not delete their Contact Person record. To delete a
Contact Person record, go to the Contact Person module.

Reset User

Contact Person: SIMS, JEANNAE

User Name: jsims

Reset Password: O

Reset PIN: L

Role: *|ESS File Validation v
E-mail: jesims@deloitte.com

Active J
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Step 4 -- The Confirmation screen displays to confirm the account is deactivated.

4101 MacCorkle Avenue SE £ Employer Self Service
‘ C l Charleston, West Virginia 25304 Kaniska Saha
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRBQ\W gov

" Employer Home Repon - Services « Account « Admm v Logout

[~ Available Forms — | I

Confirmation
User Saved

Your user has been successfully saved.

Step 5 -- Click the button to return to the Manage Users screen.
4101 MacCorkle Avenue SE @ Employer Self Service

7C 5y | Charleston, West Virginia 25304 Kaniska Saha
Rf B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (30‘) 55&1394 Ol' (304) 558'5455 l Email m&@wvgov |_UserGuide Lest Login: Fri. Aug 0 2(.)16

=

l Employer Home Repon - Services ~ Account + Admm - Logout

[ Available Forms — | B

Confirmation
User Saved

Your user has been successfully saved.
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6. Payroll Schedule

The Payroll Schedule is critical information that must be reported by the employer in order to submit
the contribution reports and payments for the upcoming year. The Payroll schedule is used to assist
employers in ensuring contribution information is reported in a timely manner. It is the employer’s
responsibility to provide the payroll schedule to CPRB using the Payroll Schedule screen.

The Payroll Schedule screen provides the ability to add, view, or edit employer payroll schedules.
The Employer Payroll Schedule is determined by the frequency with which an employer pays their
employees, as indicated by the specific dates for a given year (plan year). Employers with ESS
Admin roles and Employer Reporting roles can submit and maintain payroll schedules for the
retirement system(s) in which they participate.

6.1 Add Payroll Schedule Information

As an employer, the payroll schedule must be submitted in CPRB’s ESS portal prior to submission
of the first report for the plan year. Follow the steps below to add a Payroll Schedule:

Step 1 -- To navigate to the Payroll Schedule screen, click the following menu options:
Report > Payroll Schedule

C - l, 4101 MacCorkle Avenue S.E
. '- Charleston, West Virginia 25304
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax [304) 558-1394 or (304) 558-5455 | Email: CPRBE@wv.gov UserGuide Last Login’ Sat, May 28 2016 826 AM

Employer Home Report « Sarvices « Account « Admin « Logout

Payroll Schedule | —VVAVBl_Iabl?f‘OImS — N

Annual End of Year Recondliation

Weilcome to T ement Board Employer Self Service Website This sde provides employers
with a number eport employes data to West Virginia Consolidated Publbc Retirement Board
(CPRB) Fro Contribubon Group Search a number of ways, inchuding

Subvit DSRS Fee

Submil Employer Reparts

ate Information

View Employer Packels
inia Conzolidated Public Retirement Board (CPRB) provides by offenng

: abidity to perform a vanety of transachons

This tool was ¢

secure online
Downlcad CPRB 1D

I I= our privile; el of service

Jeffrey E F)
Executive Director
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Step 2 -- The Payroll Schedule screen displays.

C | P | 4101 MacCorkle Avenue SE
"4 | Charleston, West Virginia 25304
R | B‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gqv

Account ~

Report + Services ~

( Employer Home Admin ~

Payroll Schedule

Payroll Schedule

| UserGuide Last Login:

£ Employer Self Service

o]

| - Available Forms — v | EEZE

Calculate
Plan Year Report Type Payroll Frequency Initial Pay Date Arrears Payroll
Schedule
1 2 I ]
Step 3 -- Select the Plan Year from the drop down menu.
h > | 4101 MacCorkle Avenue SE & Employer Self Service [Fesout |
C ‘ ”I,il Charleston, West Virginia 25304 Emma Ma
1 R(B ‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
| Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@W\/.;QV

! Employer Home

Account ~

Report + Services « Admin «

Payroll Schedule

Payroll Schedule

\ UserGuide Last Login:

| - Available Forms — v | B0

Calculate

Plan Year Report Type Payroll Frequency Initial Pay Date Arrears Payroll
Schedule

| = 7 ] LY
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Step 4 -- Select the Report Type from the drop down menu. The Report Type is the associated

Retirement System.

~| p| 4101 MacCorkie Avenue SE @ Employer Self Service 5o
FC ']: : ‘ Charleston, West Virginia 25304 Emma Matthew
‘ R d B ‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) -
“ Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@WV.BOV | ..oy Last Logn:
‘ Employer Home Report + Services Account ~ Admin ~ Logout
Payroll Schedule
Payroll Schedule
Calculate
Plan Year Report Type Payroll Frequency Initial Pay Date Arrears Payroll
Schedule
*|2016 ¥ | *|Public Employees Retir ¥ | *| A |+ Ml Colculate |
Public Employees Retirement System

Step 5 -- Select the Payroll Frequency from the drop down menu.

Note: The Payroll Frequency is how often the employees

receive compensation.

(é\ F‘ 4101 MacCorkle Avenue SE & Employer Self Service ‘
"f ; Charleston, West Virginia 25304
‘ R B’ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
_“_ Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@WV.BOV | |..cue Last Logn: {
EmployerHome Report Services + Account v+ Admin v Logout AZIVIEAOL {
| Available Forms — v | BEEZH
Payroll Schedule
Payroll Schedule
Calculate
Plan Year  Report Type Payroll Frequency Initial Pay Date Arrears Payroll
Schedule
*|2016 ¥ | *|Public Employees Retir ¥ | * d | ‘ ‘ '_7 m
Bi-Weekly
Monthly
Semi-Monthly
Week|
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Step 6 -- Enter the date in the Initial Pay Date field.

Note: The Initial Pay Date is first pay date for the corresponding Plan Year.

UserGuide Last Login:

4101 MacCorkle Avenue SE & Employer Self Service o |
‘ C"P ’ Charleston, West Virginia 25304 Emma D
Rl B ’ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) pdnfidhite” Shinend
| R] B (304) 558-5455 | Email: CPRB@wv.gov

Employer Home Report + Services Account + Admin Logout

Payroll Schedule

Payroll Schedule

Plan Year Report Type Payroll Frequency Initial Pay Date Arrears

"

2016 '__\ ',‘»Public Employees Retir ¥ | \ Bi-WeeklAj_A'__\ 4 i v |
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Today: August 16, 2016

West Virginia
Consolidated Public Retirement Board

Home

|- Available Forms — v | BEZZZI

Calculate
Payroll
Schedule
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Step 7 -- Select the Arrears from the drop down menu.

Note: Arrears is the length of the delay between when the employee works and when
they are paid for that work; the options are Current, 1 week, 2 weeks, 3 weeks, or 4
weeks.

C P 4101 MacCorkle Avenue SE

'- Charleston, West Virginia 25304
R& 1y Telephone (304) 5583570 or (800) 6544406 (Nationwide)  |I§
] Fox (304) S30-1804 or (954) 536.3455 | Emmlt: RRA@waon. |

.Repon - Services « Account « Admin « .Logoul

i Employer Home

|— Available Forms — v|

Payroll Schedule
Payroll Schedule
Calculate
Plan Year Report Type Payroll Frequency Initial Pay Date Arrears Payroll
Schedule

Calculate
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Step 8 -- Click the (SR button.

Payroll Schedule

Payroll Schedule

Plan Year Report Type

Charleston, West Virginia 25304

C 4101 MacCorkle Avenue SE

Aot

Services « Account «

o (800) 654-4406 {

AT o SO R

|- Available Forms — /|

Calculate
Payroll Frequency Initial Pay Date Arrears Payroll
Schedule

+|2016 V| *|Public Employees Retii V| *|Bi-Weekl V|  *|08/152016 | *|Current V| W

West Virgnia
Consolidated Publlic Retiremant Board
Home
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Step 9 -- Click the save icon.

Charleston, West Virginia 25304
| ot ot 58 3020 00 s it

C;’ 4101 MacCorkle Avenue SE

—_—

Employer Home Report « Services « Accoumt Admin «

Payroll Schedule
Payroll Schedule

Calculate
Plan Year Report Type Payroll Frequency Initial Pay Date Arrears Payroll
Schedule
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Step 10 -- Upon saving the payroll schedule, click the expand icon to view the detailed payroll
schedule.

4101 MacCorkle Avenue SE £ Employer Self Service

CLr ‘ Charleston, West Virginia 25304 Pritha Nanda
R1‘ B

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

UserGuide Last Login: Wed, Aug 03 2016 3:00 PM

)y Employer Home Report « Services « Account v

[~ Available Forms — v | IR

Payroll Schedule
Payroll Schedule
Calculate
Payroll e
Plan Year Report Type Frarans Initial Pay Date Arrears Payroll

= = Schedule

@15 2016 pyplic Employees Monthly 1112016 1 Week

Retirement System
West Virginia Online database information presented on this \ ted, maintained and provided for the convenience of our
tion accurate and up-to-date, the

Consolidated Public Retirement Board cust

frginia Cons

Home f information heren. The CPRB shall under no

circumsta in reliance on any information contained herein from
whatever
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Step 11 -- The detailed Payroll Schedule displays with the Pay Dates and the Pay Period End

Dates.

Note: A Pay Period End Date is the month, day and year which reflects the end of the
period in which the wages were earned (regardless of when they were paid).

clp 4101 MacCorkle Avenue SE & Employer Self Service
' Charleston, West Virginia 25304 P“‘ha Nj’"“"
RT B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) :
- 1 _ Fax (30‘) 558-1394 or (304) 558-5455 I Email: CPRBQWV.!W UserGuide Last Login: Wed, Aug 03 2016 3:00 PM

Employer Home Report v  Services v Account v Admin + Logout C@MPASS
| Available Forms - v | BT

Payroll Schedule

Payroll Schedule

Payroll Calculate
Plan Year Report Type Froquency Initial Pay Date Arrears Payroll
Schedule
@ 3 2016 Monthly 1/1/2016 1 Week

Public Employees
Retirement System

Pay Date Pay Period
End Date
@7/31/2016  7/24/.2016

@8/14/2016  8/7/2016
@8/28/ 2016 8/21/2016
@9/11/2016  9/4/2016
@9/25/2016  9/18/2016
@10/6/2016  9/29/ 2016

West Virginia
Consolidated Public Retirement Board

Home
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6.2 View Payroll Schedule Information

Once a Payroll Schedule has been added, employers can verify the pay dates which are projected
by the system. When the payroll schedules are reported through the ESS portal to CPRB, the
Report Date (the period for which the employer is submitting the contribution report) will coincide
with the pay dates provided by the employer to CPRB during the beginning of the plan year, unless
the employer is reporting monthly, then the Report Date will be defaulted to the first of the month
being reported.

Perform the steps below to view the Payroll Schedule information:
Step 1 -- To navigate to the Payroll Schedule screen, click the following menu options:
Report > Payroll Schedule

C l) 4101 MacCorkle Avenue S.E
'- Charleston, West Virginia 25304
R B Telephone (304) 558-3570 or (800) 654-3406 (Nationwide)

Employer Home Report ~ Services ~ Account « Admin «~

Payroll Schedule | — Available Forms — v

Annual End of Year Reconciliation
Welcome to ement Board Employer Self Service Websae This site provides employers

eport employee data to West Virginia Conscbdated Public Retirement Board
(CPRB). Fro Coninbution Group Search a number of ways, including

3 M Submat DSRS Fee

Submul Employer Reports

Rate Information

View Employer Packets
This tool was ¢

secure online

inia Consolidated Public Retrement Board (CPRB) prowvides by offening
abiily 1o perform a variely of ransacbons
Download CPRE 1D

It is our pavi bved of service

Invoices
Jeffrey E Fled

Executive Director
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Step 2 -- The Payroll Schedule screen displays.

@ WVCPRB COMPASS Project | Employer Self Service Work Process Manual | Final

4101 MacCorkle Avenue SE £ Employer Self Service

C F ‘ Charleston, West Virginia 25304 Pritha Nada
DO :

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

| UserGuide Last Login: Wed, Aug 03 2016 3:0
| Cen

|~ Available Forms — v | BEEZZIS

0 PM

| Employer Home Report « Services « Account v  Admin ~ Logout

Payroll Schedule

Payroll Schedule

Pavroll Calculate
Plan Year Report Type Fry o Initial Pay Date Arrears Payroll
i Schedule
@ ® 2016 Public Employees Monthly 1/1/2016 1 Week
' Retirement System
West Virginia

Online database information presented on this website is collected, maintained and provided for the convenience of our
Consolidated Public Retirement Board customers. While every effort is made to keep such information accurate and up-to-date, the West Virginia Consolidated
Home Public Retirement Board (CPRB) cannot guarantee the accuracy of information herein. The CPRB shall under no

circumsta

es be liable for any actions taken or onussions made in reliance on any information contained herein from
whatever source or any other consequences from any such refiance
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Step 3 -- Click the expand [+] icon next to the Plan Year to view the payroll schedule information.

4101 MacCorkle Avenue SE £ Employer Self Service
C'P Charfeston, West Virginia 25304 Pritha Nanda
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
L Fax (304) $58-1394 or (304) 5585455 | Emaik: CPRE@WYEOV | ... Lt Loge v fug 03 2016 30070
Employer Home Report Services « Account « Admin « ' I'"Qf
- Avadable Forms .- v
Payroll Schedule
Payroll Schedule
Payroll Calculate
Plan Year Report Type F:y Initial Pay Date Atrears Payroll
) Schedule
@ [E] 2016 pypie Employees Monthly 11172016 2 Weeks
Retrement System
Weal Vuginia Oedre datatase nlormaton presected on B webete n colediod martamed and [rovded (o Be -
onscbdated Public Retxoment Board SO While every o5l B Made 10 hoep 3uch nformaton aCix e and D tade, e Won! WO Comokiatnd
Hame : 4 : e e v t < § wte
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Step 4 -- The detailed Payroll Schedule is displayed with the Pay Date and Pay Period End Date.

Note: A Pay Period End Date is the year, month, and day which reflects the end of the

period in which the wages were earned (regardless of when they were paid).

ClP 4101 MacCoride Avenue SE £ Empiloyer Self Service ETE
& Charleston, West Virginia 25304 Pritha Nenda
R B Telephone (304) 558-3570 or (800) 6544406 (Nationwide)
! Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov UserGuide Last Logm Wed. Aeg 03 2016 3.00 PM
Employer Home Report « Services « Account «  Admin « Logout “ ' t":; _‘ AS! ;;
- Avadable Forms -+ IR
Payroll Schedule
Payroll Schedule
Calculate
Payroll
Plan Year Report Type Er Initial Pay Date Arrears Payroll
N~ Schedule
@ = 2016 Public Employees Monthiy 11172016 2 Weeks
Retrement System PayDste: Pay Period
End Date
@ 112016 127182015
@ 2172016 118720156
@3no1s 2/1622016
@ 4122016 31182016
@ 5272016 41182016
@6n2018 57182016
@ 7172016 6172016
@8/12016 7182018
@912016 811872016
@ 10732016 9192016
@ 11/12016 10/18/22016
@ 12112016 111772016
West Virginia “ & gatabase DMESLON presented on ths websie s cofecte & EnEace
Consolidated Public Refiremeont Board L . n
!:...n; 3 c O e e, - c8 e -
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6.3 Edit Payroll Schedule Information

The Payroll Schedule can be edited using the gear icon on the Payroll Schedule screen. Upon
clicking the Calculate button, the Payroll Schedule is re-calculated for that Plan Year and
Retirement System.

Note: The Payroll Schedule will be locked in the Employer Self Service module once the first
contribution report is submitted by the employer for the selected Plan Year. If there is a need to edit
the Payroll Schedule after the first report has been submitted, the employer must contact CPRB.

Step 1 -- To navigate to the Payroll Schedule screen, click the following menu options:

Report > Payroll Schedule

CIlP 4101 MacCorkle Avenue S.E
'- Charleston, West Virginia 25304
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
- 3 Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Employer Home Report ~ Services ~ Account « Admin Logout

UserGuide Last Login' Sat, May 28 2016 826 AM

|— Available Forms — v

Payroll Schedule

Annual End of Year Reconciliation

Welcome to ement Board Employer Self Service Website This site pravides employers
= employee data to West Virginia Conscbdated Public Retirement Board
(CPRB). Fro Contnbution Group Search a number of ways, including

. o Submet DSRS Fee

Subrmul Employer Reports
. ces

Rate Information

View Employer Packeds
inia Consolidated Public Retrement Board (CPRB) provides by offening

abiily 1o perform a variely of ransacbons

This tool was ¢

secure online
Download CPRB ID

It 15 our paviled Bved of service

Invoices

Executive Director
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Step 2 -- The Payroll Schedule screen displays.

| p| 4101 MacCorkle Avenue SE & Employer Self Service
CLP ‘ Charleston, West Virginia 25304 Pritha Nanda

R(B { Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
DB pax(304) 558-1394 or (304) 558-5455 | Email: CPRB@w.gov

| UserGuide Last Login: Wed, Aug 03 2016 3:00 PM

Employer Home Report - Services Account v Admin « Logout

Payroll Schedule

Payroll Schedule

Payroll Calculate
Plan Year Report Type Ereniichcy Initial Pay Date Arrears Payroll
Schedule
+ 7
@ B 2016 pyyjic Employees Monthly 1/1/2016 1 Week
Retirement System
West Virginia Online database information presented on this website is collected, maintained and provided for the convenience of our
Consolidated Public Retirement Board customers. While every effort is made to keep such information accurate and up-to-date, the West Virginia Consolidated
Home Public Retirement Board (CPRB) cannot guarantee the accuracy of information heremn, The CPRB shall under no

circumstances be liable for any actions taken or omi

s made in reliance on any information contained herein from

whatever source or any other uences from any such refance
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Step 3 -- Click the gear icon next to a Plan Year to open that item for editing.

C p 4101 MacCorkle Avenue SE £ Empiloyer Self Service
& Charleston, West Virginia 25304 Pritha Nanda .

R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
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UserGuide Last Login Wed, Aug 03 2016 3

00 PM
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Step 4 -- Make edits to the payroll schedule information.

C I) 4101 MacCorkle Avenue SE £ Employer Self Service
'w Charleston, West Virginia 25304
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
P Fax(304) $58-1394 or (304) 558-5455 | Email: CPRB@wv.gov |
Employer Home Report « : Services « : Account ~ Admin « \
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Payroll Schedule
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y Schedule
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Step 5 -- Click the (SR button.

4101 MacCorkle Avenue SE

Charleston, West Virginia 25304

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
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Step 6 -- Click the save E icon to save the edits made to the payroll schedule.

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
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Log Out
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Payroll Schedule
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Step 7 -- Upon saving the Payroll Schedule, click the expand icon to view the detailed payroll

@ WVCPRB COMPASS Project | Employer Self Service Work Process Manual | Final

schedule.

4101 MacCorkle Avenue SE £ Employer Self Service

: | .
CLP | Charleston, West Virginia 25304 Pritha Nanda
R(B \ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

B rax (304) 558-1394 o (304) 558-5455 | Email: CPRB@wv.gov

UserGuide Last Login: Wed, Aug 03 2016 3:00 PM

)y Employer Home Report « Services +  Account i 3

| Available Forms - v | IS

Payroll Schedule

Payroll Schedule

Calculate
Payroll o

Plan Year Report Type Eraniiaiiy Initial Pay Date Arrears Payroll

Schedule
@ 2017 West Virginia State Police - Bj.\\eekly 7/31/2017 1 Week
Trooper B

West Virginia Oniine database information presented on this wehsite is collected. maintained and provided for the convenience of our

Consolidated Public Retirement Board custo! While every 1is made to keep such information accurate and up-to-date, the Virginia Consolidated
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Step 8 -- The detailed Payroll Schedule is displayed with the Pay Date and Pay Period End Date.

Note: A Pay Period End Date is the year, month and day which reflects the end of the
period in which the wages were earned (regardless of when they were paid).

C 1') 4101 MacCorkle Avenue SE a Employer Self Service
" Charleston, West Virginia 25304 fﬂﬂ\q Nfanda

R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) '

N D pax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wy.gov

Employer Home Report « Services « Account « Admin « Logout c@MPASS

| Available Forms - v | IS

UserGuide Last Login: Wed, Aug 03 2016 3:00 PM

Payroll Schedule

Payroll Schedule

Pavroll Calculate
Plan Year Report Type Fry e Initial Pay Date Arrears Payroll
= d Schedule
@ B8 2017 West Virginia State Police - Bi-Weekly 7/31/2017 1 Week
Trooper B Pay Date Pay Period

End Date
@ 7/31/2017 712412017

@8/14/2017  8/7/2017
@8/28/2017  8/21/2017
@ 9/11/2017 9/4/2017
@9/25/2017  9/18/2017
@10/6/2017  9/29/2017

West Virginia
Consolidated Public Retirement Board

Home
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7. Submit Employer Reports

The Submit Employer Reports functionality enables the employers to submit only Employment
Classification information, only Contribution information, or both Employment Classification and
Contribution information together to CPRB. The employers can submit their reports to CPRB
through two different methods:

1. Upload File (a new COMPASS file format has been defined for employers to submit the
information in a flat file, typically used by employers with large employee populations), or

2. Enter On-Line (enables employers to review, update, and submit the information which is
replicated from previous reports, mainly used by employers with smaller employee
populations).

Employers can submit the following three types of reports:

e Employment Classification Information - Submit the Employment Classification report
containing the employee demographic and employment information to CPRB in order to
enroll an employee in one of the CPRB administered retirement systems.

e Contribution Information - Submit wage / salary and contribution information to CPRB for
the employees. This information can be submitted only if the employee already has their
employment classification and demographic information reported to CPRB.

e Employment Classification and Contribution Information - Submit both Employment
Classification and Contribution information combined in one file for the employees. This
option requires an employer to submit the employment classification and contribution
information using the new COMPASS file format.

7.1 Submit Employment Classification Information

Employers must Submit Employment Classification Information to CPRB in order to report their
employees in one of the CPRB administered retirement systems.

The key information required for an Employment Classification is the employee’s job position,
position status, contribution group, and agency. The Employment Classification information is
critical for the validation of contributions and posting of service credit. In addition to the above key
information, the other details that are included in an Employment Classification are the employee’s
first name, last name, CPRB ID (optional), birth date, SSN, employment begin and end dates,
employment end reason (if applicable), Contract Days, Scheduled Hours Per Day, Payroll
Frequency, Rate of Pay, Type of Rate of Pay and Employment Payment Type (if applicable).

Once the Employment Classification information is reported (through either the Upload File or Enter
On-Line function), the demographic and employment classification information is validated by
COMPASS and any errors identified must be resolved by the employer prior to submitting to CPRB.

For example, validations based on the employment begin date being reported are performed so that
the employee is enrolled in the correct contribution group. So, employees belonging to the Public
Employees Retirement System (PERS) who first participated in PERS on or after 7/1/2015 will be
enrolled in the PERS Tier 2 contribution group, while PERS employees who first participated in
PERS prior to 7/1/2015 are enrolled in the PERS Tier 1 contribution group.
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Once the Employment Classification information has been submitted and errors (if any) have been
corrected, employers will be able to view the Employment Classification Summary. The
Employment Classification Summary indicates the total number of new Employment
Classification that were created or updated in COMPASS based on the demographic and
Employment Classification information provided by the employer. COMPASS generates a new
person record (CPRB ID) for a new member, creates / updates memberships, and Employment
Classification.

7.1.1 Submit Employment Classification — Upload File

If the employer chooses to submit the Employment Classification to CPRB using the Upload File
medium, then the Employment Classification must be in the new COMPASS file format. Please
refer to the COMPASS Employer Reporting File Format, which was first distributed to employers in
March of 2016, which can be found here: http://mww.wvretirement.com/Forms/COMPASS-Eer-
ReportingFile.pdf.
1. Upload File (a new COMPASS file format has been defined for employers to submit the
information in a flat file, typically used by employers with large employee populations), or
2. Enter On-Line (enables employers to review, update, and submit the information which is
replicated from previous reports, mainly used by employers with smaller employee
populations).

Follow the steps to upload the Employment Classification Information using the Upload File method:

Step 1 -- To navigate to the Submit Employer Reports screen, click the following menu options:
Report > Submit Employer Reports

clp 4101 MacCorkle Avenue S.E £} Employer Self Service
' ‘, Charleston, West Virginia 25304 Hope Bob _—
R ‘ I > Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) rest Vigirda State Boike
| il >

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@WV.EOV | ycerGuide Last Login: Wed, Jun 22 2018 10:31 Al

COMPASS

Payroll Schedule |- Available Forms - VI

Employer Home Report ~ Services + Account + Admin + Logout

Contribution Group Search ] . . . o .
lic Retirement Board Employer Self Service Website. This site provides employers

rately report employee data to West Virginia Consolidated Public Retirement Board
(CPRB). Frol Submit Employer Reporis ith us in a number of ways, including:

View Employer Packets

Download CPRB ID

bution Rate Information

Invoices
This tool was ¢ bst Virginia Consolidated Public Retirement Board (CPRB) provides by offering
secure online access to your account information and the ability to perform a variety of transactions.

It is our privilege to provide you this tool and additional level of service.

Jeffrey E. Fleck
Executive Director
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Step 2 -- The Getting Started screen displays. In the Employment Classification section, click

@ Upload Flla

the button.

4101 MacCorkle Avenue SE

clp| NG
e ': Charleston, West Virginia 25304
| R B [

'y

| Employer Home Report « Services

Employment Classification

Choose this option to uplosd only
Employ t Classification in s file,

Lorem ipsum dolor sit amet, consectetur
adipiscing efit. Sed vitae finibus nunc. Ut
at lectus ut lacus congue isculis. Proin
sugue magna, suscipit ac tincidunt id,
pharstra sed nibh.

® UploadFile &

Enter Onlne

Q Submission History

3_ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

- Account «

Contributions

Choose this option to upload only
contributions in = file.

Lorem ipsum dolor sit amet. consectetur
adipiscing elit. Sad vitae finibus nunc. Ut
st lectus ut lacus congue isculis. Proin
sugue magna. suscipit ac tincidunt id,
pharefra sed nibh.

@ Upload File & Enter Ondine

Q Submission History

I— Avsilsble Forms —

Getling Staried » Detais > Summary » Paymenis > Resulis

Choose an option and select the desired action below.

Choose to work with Employment Classification, contributions or both by either uplosding s file or entening online. You may also
choose to view 8 past report using the Submission History button below.

Employment Classification
& Contributions

Cheose this option to upload
Employment Classification &
contributions in s combined file.

Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Sed vitae finibus nunc. Ut
at lectus ut Iscus congue isculis. Proin
augue magna, suscipit ac tincidunt id,
pharetra sed nibh.

@ Upload File

Q Submission History
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Step 3 -- Click the 22| pytton to select the Employment Classification file to be submitted

through a browse function that will allow for the selection of a saved file.

C ) | 4101 MacCorkle Avenue St
Charleston, West Virginis 25304
uhphono (304) umn or (800) 654-4406 mwM)
04) 558-5455 | Cmall)

£ Employer Gelf Gervies

Employer Home Report = Servioes = Acoount = Admin - Logout

|-~ Available Forms — <] R

Getting Started Detallzs > Summiny > Reaults
Type: Mode:
Employmant Clessifioation File Uplosd
Only
File Upload
Seleot File: * l

Supparted file typas ae ", " oprb” ano " sip®
Filas are limitud 10 2 M8
CHok here to downlond compression tool

Film History [ Show. Last 3 Months ]

Employer Error Report  Total Records Total Rejected Total Errors Status File Name

24121 - NEWEMP1 Emor Rapornt 1 1 o Rejeoted 2010002249024121
24121 - NEWEMP1 Error Report 1 o 2 Edit Rejuct 2018002010024121
24121 - NEWEMP1 Error Repornt 1 1 o Rejected 2010082018824121
24121 - NEWEMM Error Repon 2 2 0 Void 2018001615324121
24121 -« NEWEMP1 Emor Report 1 o o Pubiish 2010082018224121
24121 - NEWEMM Eror Repont 2 o “ Putstinh 2018082285124
24121 - NEWEMP1 Emor Report 3 o 1 Edit Reject 2010081873324121
24121 - NEWEMPY o Report a a a Rejmcted 2018001873224121
24121 - NEWEMP1 Eror Repon 3 3 o Rejected 20100841873124121
24121 - NEWEMP1 Error Rapornt 2 2 o Reojected 20700812831249121

Display Records 10| | Page 1~ orz 4 Frav Next &
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sl 1) ttoN.

Step 4 -- Click the

clp . 4101 MacCorkle Avenue SE

- ,":_, Charleston, West Virginia 25304

T B I Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
=y Fax (304) 558-1394 or (304) 558-5455 | Email: CPRE@wv.gov

Services w Account «

Getling Staried Detalis > Summary > Resuits
Type: Mode:

Employment Classification File Upload

Only

File Upload

Select File: = L[C:\Users\idasuuota\Dwklon\2016092248924121 b

B““~se"'44j

Supported file types sre ".bd”, ".cprd” and " zZip~
Files are fimited to 2 MB
CBck here to download compression tool

File History [ Show: Last 3 Months ]

Employer Esror Report Total Records Total Rejected Total Ermrors Status
24121 - NEWEMP1 Error Report 1 1 o Rejected
24121 - NEWEMP1 Error Report 1 o 2 Edit Reject
24121 - NEWEMP1 Error Report 1 1 c Rejected
24121 - NEWEMPT Error Report 2 2 a Void
22121 - NEWEMP1 Error Report 1 o o Publish
24121 - NEWEMP1 Error Report 2 o 4 Publish
24121 - NEWEMP1 Error Report 3 o 1 Edit Reject
24121 - NEWEMP1 Error Report 3 3 o Rejacted
24121 - NEWEMP1 Error Report 3 3 a Rejected
24121 - NEWEMP1 Error Report 2 2 a Rejected
Display Records 10 i_z' Page 1[~| of2

Submit B

File Name

20168082249824121

2016082019824121

2018092018824121

2018001915324121

20160826815224121

2018082285124121

2016081873324121

2018081873224121

2018081873124121

2018081883124121

4 Prev Next b
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Step 5-- The Submit Employer Report — File Progress screen will show the Employment
Classification file upload progress. The screen will also show any errors identified in the
file and successful completion of uploading the Employment Classification file.

Note: Once the Employment Classification file processing is complete, the Primary
Payroll Coordinator will receive an email with the results from the submission. The Payroll
Coordinator is a functional role within the ESS portal, and can have the security access of
either the ESS Administrator role or the Employer Reporting role.

Note: If the Submit Employer Report — File Progress screen displays an error
message, navigate to Section 7.1.1.1 to view the errors in the uploaded Employment
Classification file.

C | P | 4101 MacCorkle Avenue SE £ Employer Self Service
’; | Charleston, West Virginia 25304 “_’QOP Ka
R B | Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) ‘ i

| Fax (304) 558-1394 or (304) 558-5455 | Emall: CPRE@wv.gov L=

Employer Home Report « Services « Account « Admin « Logout 1) G ! ,‘MS
[~ Avsilable Forms —  ~| HEZINE

Gefling Starfed -  Detalis 9 [EETUIE IS SRS

Report #: Type: Mode:

11001 Employment Classifications File Upload
Only

Note! The psge is set to suto-refresh every 5 seconds snd provide progress You may manusily refresh the page at any time (may
take a few seconds for the correct status be dispiayed)
On successful completion of file and business validstions, you will be redirected to the detsids page

Empl t Classificati

pioy

Employment Classification file validations

Lines: Total (3) | Processed (0) | Erors (0)

Employment Classification business validafionz

Records: Total (0) | Passed (0) | Erored (0) | Rejected (0) | Pending (0)

@ WVCPRB COMPASS Project | Employer Self Service Work Process Manual | Final 105



Submdt [haalls

Step 6 -- Click the & s

Note: The button will be disabled if there are any Errors in the file. (Follow

the steps in Section 7.1.1.2 Correct Employment Classification Upload File Errors to
correct remaining errors).

2 button.

clp ’ 4101 MacCorkle Avenue SE

> ":4 Charleston, West Virginia 25304

R Bl Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
D pax(304) 558-1394 or (304) 558-5455 | Emal; CPRB@wygov

§ Employer Home

el TR = S o = - Ml Summary »  Results

Report « Services « Account « Admin « 'Logout

— Available Forms — v | IEZIIN

Report #: Type: Mode:
11001 Employment Classifications File Upload
Only
Employer Total Total Total Total Status
Records Rejected Errors Employees
24121 - NEWEMP1 1 0 0 1 Processed

C Void & Star New Submit Details
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Submit Employment Classification 2

Step 7 -- The Summary screen is displayed. Click the button.

clp ’ 4101 MacCorkle Avenue SE
. Charleston, West Virginia 25304
B l Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Emall: CPRE@wv.gov

self Service

! Employer Home Report « Services = Account « Admin «

|— Avsilable Forms —

Report #: Type: Mode:
11001 Employment Classifications File Upload
Only

Employment Classification Summary

New Employments:
Employer CPRB SSN Last First Contrib. Position Job Begin
1D Name Name Group Status Position Date
NEWEMP1 200X A= PATISON KICKS PERS State Permanent Full County 01/01/2015
7669 Tier 1 Time Commissioner
Display Records 10 Page| 1 of 1 4Frev Next b
Updated Employments:

There are no updated Employment Classifications on report.

< Back to Review Submit Employment Ciassification 9
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Step 8 -- The Employment Submission Results are displayed

C P 4101 MacCorkle Avenue SE B Employer Self Service
T‘ Charleston, West Virginia 25304 Nanda
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) ':; 4

Fax (304) 558-1394 or (304) 558-5455 | Email: mewv.gov

| Employer Home Report «

Services « Account «

Admin «

[~ Available Forms — v | 0
Getting Started - 2l Cinrer=ia

Report #:
7802

Type:

Mode:
Enroliments Only

File Upload
Employment Submission Results

Employment Summary:
Employment Details Submitted: 7

Submission Date: 8/6/2016 12:45:53 PM

< Back to Reports

m View Details ¥
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7.1.1.1 View Employment Classification — Upload File Rejection Details

When submitting the Employment Classification report through the Upload File option, validations
are run on the report automatically to ensure the information in the file is formatted correctly and is
accurate. If the file has too many errors or is not in the proper file layout, the file will be rejected with
an error status displayed in the Details screen.

Follow the steps below to View Employment Classification Upload File Rejection details.

Step 1 -- Upon the completion of steps 1 - 4 in Section 7.1.1 Submit Employment Classification —

Upload File, if the file is rejected, the error message will be displayed in the Details
screen.

4101 MacCorkle Avenue SE & Employer Self Service

! C I Charleston, West Virginia 25304 Pooja Kashyap
’j Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

| Employer Home Report « Services « Account « Admin + Logout |

[ Available Forms — v | B0

Errors retumed, please check below.
» The Enroliment file was rejected on 09/22/2016 due to excessive errors. Please verify the errors and resubmit the report.

Getting Started ©.  Detalls ¥ [ESUHTHERTES SN E]

Report #: Type: Mode:
11003 Employment Classifications File Upload
Only

Employment Classifications

Employment Classification file validations
100%

Lines: Total (3) | Processed (0) | Errors (3)

Employment Classification business validations

Records: Total (0) | Passed (0) | Errored (0) | Rejected (0) | Pending (0)

@ WVCPRB COMPASS Project | Employer Self Service Work Process Manual | Final 109



€ Back

Step 2 -- Click the button.
C | 4101 MacCorkle Avenue SE
Charleston, West Virginia 25304 -

Telephone (304) 558-3570 or (800) 654—4406 (Natuonwnde)

Employer Home vRepon ~ Services - Account « Admin +

Errors retumed, please check below.
« The Enroliment file was rejected on 09/22/2016 due o excessive errors. Piease verify the errors and resubmit the report.

Getting Started pE Il Summary ¥ Results

Report #: Type: Mode:
11003 Employment Classifications File Upload
Only
Employment Classifications
Employment Classification fite validations
100%

Lines: Tolal (3) | Processed (0) | Errors (3)

Empioyment Classification business validations

Records: Total (0) | Passed (0) | Errored (0) | Rejected (0) | Pending (0)

Logout

V|

[ Available Forms —
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Step 3 -- The Getting Started screen is displayed. In the Employment Classification section,

S button

click the
4101 MacCorkle Avenue SE
Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

<
O 2

ployer Home Report ~ Services « ‘Accounl v 'Admm v

£ Employer Self Service

UserGuide Last Login: Wed, Sep 21 2018 11:05 AM

Logout

L WWESEGCH D Il Details »  Summary >  Payments »  Resulis

Choose an option and select the desired action below.

[= Available Forms - v | BN

Choose to work with Employment Classification, contributions or both by either uploading a file or entering online. You may also
choose to view a past report using the Submission History button below.

t - e Employment Classification
Employment Classification Contributions 8 C%ntyributi =
Choose this option to upload only Choose this option to upload only Choose this option o upload
Employment Classification in a file. contributions in a file. Employment Classification &

L x = 5 contributions in a combined file.
Lorem ipsum dolor sit amet, consectetur Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Sed vitae finibus nunc. Ut adipiscing elit Sed vitae finibus nunc. Ut Lorem ipsum dolor sit amet, consectetur
at lectus ut lacus congue iaculis. Proin at lectus ut lacus congue iaculis. Proin adipiscing elit. Sed vitae finibus nunc. Ut
augue magna, suscipit ac fincidunt id, augue magna, suscipit ac tincidunt id, at lectus ut lacus congue iaculis. Proin
pharetra sed nibh. pharetra sed nibh. augue magna, suscipit ac tincidunt id,
pharetra sed nibh.

@ UploadFile (& Enter Oniine @® UploadFile (& Enter Online @ Upload File

Q. Submission History Q  Submission History Q Submission History
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Step 4 -- In the File History section, click the Error Report hyperlink to view the rejection details.

‘é P 4101 MacCorkle Avenue SE
" Charleston, West Virginia 25304
l RNB. Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

Fax {304) 558-1394 or (304] 558-5455 | Emall: CPRB@wv.gov

Admin «

Account

Getling Staried LTS I Summary »  Resulfs

Type: Mode:
Employment Ciassification File Upload
Ondy

Logout

File Upload

{} Employer Seif Service

s

Select File: * |

Supportad file types are "t “.cprb” and "zp”
Fies are limded to 2 MB.
Click here to download comprassion tool

File History = [ Show: Last 3 Months] ~
Employer Error Report  Total Records  Total Rejected  Total Emors  Status File Name
24121 - NEWEMP1 Ermror Report 1 1 0 Rejectad 2016092289924121
24121 - NEWEMP1 Emor Report 1 0 0 Publsh 20180922430924121
24121 - NEWEMP1 Error Report 1 1 0 Rejected 2016092249924121
24121 - NEWEMP1 Ermror Repont 1 0 2 Edt Reject  2016082019924121
24121 - NEWEMP1 Emor Report 1 1 0 Rejected 2018092013824121
24121 - NEWEMP1 Error Repost 2 2 0 Voud 2016081815324121
24121 - NEWEMP1 Emor Report 1 0 0 Publsh 2018082815224121
24121 - NEWEMP1 Eiror Report 2 0 B Publish 2016082285124121
24121 - NEWEMP1 Emor Repont 3 0 1 Edt Reject = 2016081873324121
24121 - NEWEMP1 Emor Report 3 3 0 Rejected 2018021873224121
Display Records  10|v/| Page 1|v| of2 4Py Next b
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Step 5 -- The selected employer’s Error Report details display, and selecting the File Format radio
button allows the ability to filter the results:

Show errors with severity:

o Rejected File — must correct
formatting errors to resubmit

o Error Rejected Records — if the

file is not rejected then the

rejected detail records can be

corrected in ESS

o Information — no correction
required, informational only

e Show errors from:

o

File Format Error — these

errors are a result of

formatting issues in the file.

For ex. if an SSN has the
letter “O” rather than the

number “0” (zero) the record
will be flagged as having an

error.

‘ Clp] 4101 MacCorkle Avenue SE & Employer Self Service
w ' Charleston, West Virginia 25304 K:shyap
i R B ‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) i e —
; | Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov S = i > 2
[ Available Forms — v | BN
Report #: Type: Mode:
11003 Employment Classifications File Upload
Only
Error Report
Show errors [VIRejected File Show errors ®File Format Errors
with severity: from: —
MError Rejected Records _Employment Classification Errors
[Minformation
Error Severity Description Line# Col# Col #
Code From To
Employer: 24121 - NEWEMP1
() ER0215 RejectFile ~ Threshold exceeded for REJR Errors for this Batch. (ER0215)
()  ER0222 Reject The Employer does not participate in the reported contribution group. 2 198 207
Record (ER0222)
() ERO0231 Information Record Count value does not match number of detail records. (ER0231) 3 23 28
Record Text
Display Records 10‘vﬂ Page 11] of1 4 Prev Nexi b
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Step 6 -- The selected employer’s Error Report details display, and selecting the Employment
Classification Errors radio button allows the ability to filter:

e Show errors with severity: .

o Error — must correct formatting o
errors to resubmit

o Warning — may require action
however can be overridden

o Information — no correction
required, informational only

Show errors from:

Employment Classification
Errors — these errors are a
result of information reported
that does not adhere to CPRB
regulations.

For example, if the date of
birth entered means the
employee would be 5 years
old, the validations within the
ESS portal would flag this
record as an error because the
legal working age is 14 years
old.

Report #:
11003

Error Report

Show errors
with severity:

4101 MacCorkle Avenue SE

Charleston, West Virginia 25304

Telephone (304) 558-3570 or (800) 654-4406 [Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Type: Mode:
Employment Classifications Fil2 Upload
Only
MError Show errors
from:
E}Waming

lnformation

&l Employer Self Service

v

— Available Forms —

(File Format Errors

l@)Employment Classification Errors l

Error Severity Description Name Birth Date SSN

Code

Employer: 00001 - TEST00001

ER0010  Error A valid SSN must be provided. (ER0010) SPOFFORD 30171969  XXX-XX-0000

CHRISTIAN

ERO109 Error First Name contains invalid characters. A vaiid frst name SPOFFORD 03/01/1969  XXX-XX-6335

must be provided to enroll 2 new member. (ER0109 CHRISTI22
Display Records 10 Page 1 v of1 4 Prey 2t b
@ WVCPRB COMPASS Project | Employer Self Service Work Process Manual | Final 114



Step 7 -- If the file has been accepted, follow the steps in 7.1.1.2 Correct Employment
Classification Upload File Errors in to correct errors. If the file has been rejected, correct
the rejected file and re-upload the file.

Note: Use the descriptions provided for the rejected files to make corrections and use the
file layout document to ensure the file has the proper layout and/or verify the information
in the file is correct prior to re-uploading the file.

7.1.1.2 Correct Employment Classification — Upload File Errors

There may be records in error in the Employment Classification file which must be corrected and/or
records which were rejected must be added prior to submitting the files to CPRB.

Follow the steps below to add Employment Classification records to the uploaded report.

Note: For error corrections, skip to step 18 in this Section.

Step 1 -- Upon the completion of steps 1 - 5 in Section 7.1.1 Submit Employment Classification —
Upload File Section, if the file has rejected records or errors, they will be displayed in the
Total Rejected and/or Total Errors columns.

C| p| 4101 MacCorkie Avenue SE £ Employer Self Service
'- Charleston, West Virginia 25304 Pop;g Kashyap
R | B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) P =

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Employer Home Report « Services « Account « Admin « Logout

[P VE S T I Ml Summiary $  Resulfs

[-— Avagilable Forms — V] [ Open |

Report #: Type: Mode:
10889 Employment Classifications Enter Cnline
Only
Employer Total Total Total Total Status
Records Rejected Errors Employees
24121 - NEWEMP1 0 0 Q 0 Created

C Void & Start New
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Step 2 -- Click the Employer hyperlink to add a rejected record or correct errors.

Note: The Void and Start New button will void the submission and start the process

4101 MacCorkle Avenue SE

Charleston, West Virginia 25304

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPREB@wv.

Employer Home Report « Services

Getting Starled . Detalis 9 EESTILIUELEES ST
Report #: Type: Mode:
10889 Employment Classifications Enter Online
Only
Employer Total Tofal

Records Rejected

24121 - NEWEMP1 0 0

@ Void & Start New

Total

|- Available Forms — V|
Total Status
Employees
0 Created

Submit Details >
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Step 3 -- Click the button to add an employee to the employment classification report.

iclp] 4101 MacCorkle Avenue SE & Empioyer Self Service
7, Charleston, West Virginia 25304 (Eoois Mashyan
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) e

Fax (304) 558-1394 GBO‘]SS&S‘SS l'En\lil: CPRE@wv.gov

Employer Home Report « Services Account « Admin -« Logout [

Getting Staried - Detalis > Summary > Resuits
Report #: Type: Mode:
10889 ployment C¥ ifications Enter Online
Onily

24121 - NEWEMP1 /| E ot Ci. i i Report
s h ploy D - :
Employee SSN: - - CPRBSB ID:
First Name: Last Name:
Search by Contribution Group: Select Confribution Grou;

More

 noor |

Employee Details [] Show Errors Only

Your search did not produce any resuit.

€ Retum to Submit Details

@ WVCPRB COMPASS Project | Employer Self Service Work Process Manual | Final 117



Step 4 -- In the Personal Information section, enter the SSN of the employee and click the

Verify SSN .
m button. If the employee already has a record with CPRB, the Personal
Information section will automatically populate the employee’s information.

Note: If the employee’s personal information is pre-populated skip to step 13 of this

Section.

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304

CLP
ﬁ&

‘ﬁ Employer Home

Report « Services = Account

Address Information

Address Line 1: =
Use for actusl street address or post office box

City: =

Zip: * (optional)

International
Address:

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRE@wv.gov

Self Service

3 Employer
4 a3 Kash

Admin «

Logout

[=Av |
Getting Staried -~ Detalis > Summary ¥ Resuifs
Report #: Type: Mode:
10889 Employment Classifications Enter Online
Only

24121 - NEWEMP 1 Add/Edit Employee D phi
Error Details [ Override Warnings
Personal Information

[= = = |cx=x=n

Prefix Select Prefix Date of Birth: =

First Name:* Middle Name:

Last Name:* Gender: * Select Gender Vl

Suffix: Select Suffix ~

Address Line 2:
Use for Apartment, Building, Unit, Floor, Suite, etc.

[~

State: Select State

¥ Csancel m Caontinue with Employment Classifications
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Step 5 -- “Person found. Please see below for the details.” message will display with the details.
COMPASS will prepopulate all the demographic information.

clp 4101 MacCorkle Avenue SE & Employer Self Service
Charleston, West Virginia 25304
R’it; Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

L= | Fax (304) 558-1394 or (304) 558-5455 | Email: CPRBW

Employer Home Report Services - Account -« @ Admin - Logout
Getting Staried - Detalls > Summary > Results

[—- Available Forms — VJ [ Oown |

Report #: Type: Mode:
10882 Employment Ciassifications Enter Cnline
Only
I Person found. Please see below for the details. I

24121 - NEWEMP1Y AddiEdit Employee Demographics

Error Details [[] Override Wamings

Error Code Description Severity Category

Personal Information

SSN: - MXOXK-XKAK-2225 CPRB ID: 282832

Prefic Select Prefix M Date of Birth: = 5/1/1937

First Name:* COLLIN Middle Name: 4

Last Name * HAILE Gender: * Maie E
Suffix: Select Suffix [~]

Address Information

Address Line 1-~ 2515 FIFTH AVE Address Line 2:

Use for actusl street sddress or post affice box. Use for Apartment. Buillding. Unit, Floor, Suite, =tc
City: = BIG SPRINGS State: = West Virginia K/
Zp: * 26137 ™ (optionsl)
Internaticnal
Address: -

m X Cance! Continue with Employment Classifications
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Step 6 -- If the employee does not have an existing record with CPRB in COMPASS, enter the

SSN, click the button and enter the demographic information in the required
fields (steps 7- 15).
4101 MacCorkle Avenue SE & Employer Self Service
‘ C P ’ Charleston, West Virginia 25304 Pooja Kashyap
RrB I Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) :
| B Fax(304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov
i Employer Home . Report « Services « Account + Admin « Logout
[ Available Forms — v
Getting Started - Detalls > Summary > Resuits
Report #: Type: Mode:
11006 Employment Classifications Enter Oniine
ﬁ“l
SSN does not exists. Continue with adding new enrollment record.
24121 - NEWEMP1 Add/Edit Employee Demographics
Error Details ["] Override Warnings
Error Code Description Severity Category
Personal Information
SSN: - 524 |- 87 |- 2345
Prefix: Select Prefix [v] Date of Birth: =
First Name:* Middle Name:
Last Name:* Gender: * Select Gender [v]
Suffix: Select Suffix [v]
Address Information
Address Line 1: * Address Line 2:
Use for actusl street address or post office box Use for Apartment, Buillding, Unit. Floor, Suite, etc.
City: * State: = Select State [v]
Zin = = {optionalh
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Step 7 -- Enter the Date of Birth (mm/dd/yyyy) in the field.

Personal Information

SSN: * - - Q Verify SSN

Prefix: Select Prefix ¥ | Date of Birth: *

First Name:* Middle Mame:

Last Name:* Gender: * Select Gender
Suffix: Select Suffix v

Step 8 -- Enter the First Name in the text field.

Personal Information

SSN:* - - Q Verify SSN

Prefix: Select Prefix v | Date of Birth: *

First Name:* Middle Name:

Last Name:* Gender: * Select Gender
Suffix: Select Suffix v

Step 9 -- Enter the Last Name in the text field.

Personal Information

SSN:* - - Q, Verify SSN

Prefix: Select Prefix ¥ | Date of Birth: *

First Mame:* Middle Name:

Last Name:* Gender: * Select Gender
Suffix: Select Suffix v
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Step 10 -- Select the Gender from the drop down menu.

Personal Information

SSN:* - -

Select Prefix

Prefix:

First Name:*

Last Name:*

Suffix: Select Suffix

v Date of Birth: *

Middle Mame:

Gender: *

Select Gender v

Step 11 --

In the Address Information section, enter the Address Line 1 in the text field.

Step 12 --

Address Information

Address Line 1:*

Address Line 2:

Use for actual street address or post office box.

City: *
Zip: * - (optional)

International
Address:

State: *

Use for Apartment, Building, Unit, Floor, Suite, etc.

Select State v

Enter the City in the text field.

Address Information

Address Line 1: *

Use for actual street address or post office box.

Address Line 2:

Use for Apartment, Building, Unit, Floor, Suite, etc.

City: ™ State: * Select State v
Zip: * (optional)
International
Address:
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Step 13 -- Select the State from the drop down menu.

Step 14 --

Address Information

Address Line 1:*

Use for actual street address or post office box.

City: ™

Zip: * - (optional)

International
Address:

Address Line 2:

State: *

Use for Apartment, Building, Unit, Floor, Suite, etc.

Select State

Enter the Zip in the text field.

Address Information

Address Line 1: *
Use for actual street address or post office box.

City: ™

Zip: * - optional)

International
Address:

Address Line 2:

State:

Use for Apartment, Building, Unit, Floor, Suite, efc.

Select State
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Continue with Ensoliments

Step 15 -- Click the m button to save the details and then click the & ] button to

enter employment classification information.

clpl 4101 MacCorkle Avenue SE & Employer Self Service
X Charleston, West Virginia 25304 Pooja Kash

R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRBE@wv.gov

trsihd

! Employer Home Report « Services «

[EAvailable Forms — | I

Getting Staried - Detalis > Summary > Resuifs

Report #: Type: Mode:

10889 Employment Classifications Enter Online
Only

Person found. Please see below for the details.

24121 - NEWEMP1 Add/Edit Employee D graphs
Error Details [] Override Warnings
Ermror Code Description Severity Category

Personal Information

SSN:* XHKHA-XNK-2225 CPRE ID: 282832

Prefix: Select Prefix [E] Date of Birth: = 5/1/1937

First Name:~ COLLIN Middie Name: z

Last Name:" HAILE Gender: * Male

Suffix: Select Suffix

Address Information

Address Line 1~ 2515 FIFTH AVE. Address Line 2:

Use for actusl strest address or post office box. Use for Apartment. Building, Unit, Floor. Suite. efc.
City: * BIG SPRINGS State: * West Virginia
Zip- = 28137 |- {optional)
International
Address: O

*® Cancel Caontinue with Employment Classifications
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| © Add New Employment I

Step 16 -- Add new employment by clicking on the button.

I) 4101 MacCorkle Avenue SE
'- Charleston, West Virginia 25304
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
| Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Report #: Type: Mode:
11006 E 1 t Ct £ Enter Online
Onbky

00001 - TEST00001 /| Employment Details - Add/Edit Employmeant

Personal Information

SSN:
CPRB I1D:

Prefix:

First Name:
Middle Name:
Last Name:
Suffix:

Johnny

Liver

Address Information

Address Line1: 3466 test road Address Line2:

City: charleston State:

Zip: 32123 Address Linel:
International

Address: Conenys

Employment Details

Actions Contibution Group Position Status Job Paosition

Weat Virginis
Consolidated Pablic Refireenent Board

Home

£ Employer Self Service
Pritha Nanda

Emp Begin
Date

— Available Forms —

XXX-XX-1919

West Vicginia

Emp End
Reason

Emp End
Date

| © Add New Employment
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Step 17 -- The Add/Edit Employment Information screen displays. Enter the employment
classification information or update the necessary information.

Note: An employment classification will be created only when both demographic and
employment classification information is entered. Only entering the demographic
information will not create an employment classification.

00001 . TESTO0OT  Add/Edit Employmaent Information

Kocords saved with following valldations

Emor Detalis Ovwrrida Warndngs
Ermor Code Description Saverity Category
ER0103 Rapored addiess doas not match what's on ile and was refommatted 1o adhere 10 the postal standaros (ER0103 ntormation GENERAL

Reporting For

Please Select the Reticement System Teachars R etiremen Systen ®

Employmant information

mpl Hegl
ContibuBon Geoup: TRS Plan 1 « Employment Begin ¥
Date
- d . mpl Y
Position Status: Parmanant Full Tene v Employment End
Date:
Job Position Toache = Employmaent End Select Reason =
Reason
Scheduled Hours Per Employment Payment , )
a o
Doy: * Type:
Type of Rate of Pay: Monthiy g Payroll Frequancy: ami Menthiy 0
Rate of Pay o0 Contract Days: 20 Days
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=
Step 18 -- Click the | i button.

00001 - TESTOODOY  AdalEdit Emplaymaont Infonmation
Records suved with following validations
Emor Details Override Wamings
Emor Code Description Severity Category
ERO10Y Repored addmss dows not match what's on fle and was reformattad to adhers 10 the postal standards (ERO108) Information GENERAL
Reponting For
Please Select the Retirement System: Tunchers’ Retirement Systan v
Employment Information
Contribution Group: IRS Pl . Employment Bagln 212016
Date: *
Position Status: Permanent Full Time v Employment End
Date:
Jab Positlon: * Toacha . Employmant End Sefect Reason N
Reason:
H P
Scheduled Hours Pet P Employment Payment Select Enaloymant Payment Type =
Day: Type: L
Type of Rate of Pay: *  Manthly . Payroll Frequency: * Seeni-Morthly v
Rate of Pay: 1000 Contract Days: 200 Days
X Cloze
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Step 19 -- Click in the Details link to return the Employment Classification Upload File Details

screen.

clp]
| K] B |

t Employer Home

Getting Started - Detalis > Summary > Resuils

Report #:
10839

Prefix:
First Name:

Last Name:
Suffix:

City:

Zip:
International
Address:

Employment

Actions

* -

Middle Name:

Address Line1:

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
r-m)sss-mawmjss&sassl Mm‘

Report

Type:
Employment Classifications
Only

Personal Information

COLLIN
z
HAILE

Address Information

2515 Fifth Ave
Big Springs
26137

Details

Contribution Group

DSRSCG

Position Status

Permanent Full Time

Mode:
Enter Online

24121 - NEWEMP1{ /| Employment Details - Add/Edit Employment

SSN:

£ Employer Self Service

CPREB ID:

Address
State:
Address

Country:

Job Position

Chief Deputy

Line2:
West Virginia
Line3:
Emp Begin Emp End Emp End
Date Date Reason
09/21/2016

| = Avsilable Forms — ~|

HHXK-XA-2225
262832

© Add New Employment
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Follow the steps below to correct errors in the Employment Classification records in the uploaded
report.

Note: For adding records, follow steps 1 — 17; skip to step 23 in this sections.

Step 20 -- Click the b button to update a record from the Actions drop down menu. Click the
Demographics option.

clp 4101 MacCorkle Avenue SE &) Empioyer Seif Service
d Charleston, West Virginia 25304
R(B Telephone (304) 558-3570 or (800) 654-4406 [Nationwide)
| Fax (304) 558-1394 or (304) 558-5455 | Email: CPRE@wv.gov

n'| Employer Home Report « Services = Account « Admin « Logout i 5 >
[-—- Available Forms — Vl | Open |
Getting Starled - Detalls > Summary » Resuits

Report #: Type: Mode:
10889 Empiloyment Classifications Enter Online
Only
24121 - NEWEMP1 / E it Ci ificats Report
S h Employee Demograph
Employee SSN: - - CPRSB ID:
First Name: Last Namae:
Search by Contribution Group: Select Confribution Grougp| W
Mare
Employee Details ["] Show Errors Only
Actions Last Name First Name CPRB 1D Birth Date SSN
+ “ L~ ‘ HAILE COLLIN 262832 05/01/1837 2OK-XX-2225

| #'_Demographics |
EmQIO!ment Classification
Displz ol Page 1[v| of1

—_—
€ Retum to Submit Details

4 Pr=y Next P

@ WVCPRB COMPASS Project | Employer Self Service Work Process Manual | Final 129




Step 21 -- Update the Personal Information section, click the

proceed further.

C | P ‘ 4101 MacCorkle Avenue SE

.~ Charleston, West Virginia 25304
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRE@wv.gov

| Employer Home Report « Services w

Getting Staried - Detalls > Summary > Resuifts

Report #: Type: Mode:

10889 Employment Classifications Enter Online
Only

24121 - NEWEMP 1 Add/Edit Employee D graphi

Error Details

Error Code Description Severity

Personal Information

SSN:- - 2OK-XK-2225 CFPRE 1D:
Prafix Select Prefix Date of Birth: =
First Name:* COLLIN Middie Name:
Last Name:* HAILE Gender: *
Suffix: Select Suffix [~]

Address Information

Address Line 1-* 2515 Fifth Ave Address Line 2-

Use for actual street address or post office box.

City: = Big Springs State: *
Zip: * 26137 |- (optional)

International

Address: =

S - -

[ = Avsilable Forms —

< .

[] Override Warnings

Category

282832

5/1/1937

z

Male

Use for Apartment. Building. Unit, Floor, Suite, sfc.

West Virginia

&

Continue with Employment Classificstions I
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Step 22 -- Click the b button to update a record from the Actions drop down menu. Click the
Update Employment Classification (to resolve errors) or End Employment
Classification (to end enroliments) option.

4101 MacCorkle Avenue SE

BE

- >
C I Charleston, West Virginia 25304
R(B Telephone (304) 558-3570 or (800) 654-4406 [(Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRE@wv.gov

Employer Home Report « Services « Account « Admin «

I— Auvailable Forms — Vl [ Open |

Getting Starled -~ Detalis > Summary > Resuits

Report #: Type: Mode:

10889 Empiloyment Classifications Enter Online
Only

24121 - NEWEMP1 /| Employment Details - Add/Edit Employment

Personal Information

Prefix: Mr. SSN: HKHKHK-XKK-2225
First Name: CoLLN CPRB 1D: 262832
Middle Name: z

Last Name: HAILE

Suffix:

Address Information

Address Line1: 2515 Fifth Ave Address Line2:
City: Big Springs State: West Virginia
Zip: 26137 Address Line3:
International
Country:
Address:

Employment Details

Actions Contribution Group Position Status Job Position Emp Begin Emp End Emp End
Date Date Reason
[ £ o DSRSCG Permanent Full Time Chief Deputy 00/21/2018

# _Update Employment Classification
¥ _End Employment Classification

© Add New Employment
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Step 23 -- Click in the Details link to return to the Employment Classification Upload File Details

screen.
& P [ 4101 MacCorkle Avenue SE a2 Employer Self Service
Charleston, West Virginia 25304 Jooiaitashyan
R v B Telephone (304) 558-3570 or (800) 654-4406 [(Nationwide)

FII. _(30‘)/558-13“ or (304)'53&5455 l‘ Email: CFR!MM

|| Employer Home Report « Services « Account - Admin -

| — Avasilable Forms — VI | Open |

Getting Starled - Detalis > Summary > Resuits

Report #: Type: Mode:

10889 Empiloyment Classifications Enter Online
Only

24121 - NEWEMP1 /| Employment Details - Add/Edit Employment

Personal Information

Prefix: Mr. SSN: 2HKHK-XK-2225
First Name: COoLLIN CPRB ID: 262832
Middle Name: z

Last Name: HAILE

Suffix:

Address Information

Address Line1: 2515 Fifth Ave Address Line2:
City:- Big Springs State: West Virginia
Zip: 26137 Address Line3:
International
Country:
Address:

Employment Details

Actions Contribution Group Position Status Job Position Emp Begin Emp End Emp End
Date Date Reason
£ DSRSCG Permanent Full Time Chief Deputy 00/21/2018

© Add New Employment
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Step 24 -- After all updates are complete, click the [M] button to submit the

Employment Classification report.

" & i r 4101 MacCorkle Avenue SE
Charleston, West Virginia 25304
RrB Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

'Emplo'yer Home Report « Services « Account « Admin -

| — Available Forms —

Getting Started - Detalls > Summary ¥ Resuits

Report #: Type: Mode:

10889 ployment C ifi ions Enter Online
OCniy

24121 - NEWEMP1 |/ E Classi 3 Report

Search Employee Demographics

Employee SSN: = = CPRB ID:
First Name: Last Name:
Search by Contribution Group: Select Contribution Grou;Ej

More

Employee Details

o rurrmn

[ ] Show Errors Only

Actions Last Name First Name CPRB ID Birth Date SSN
+ e | HAILE COLLIN 262832 05/01/1837 XXX-XX-2225
Display Records 10{2‘ Page 1 EI Of 1 45y Next P
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Step 25 -- Click the button to submit the Employment Classification report.

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

8 Employer Seif Service

Services « Account « Admin « Logout

Getting Starled - Detalis > Summary ¥ Resuifs

Report #: Type: Mode:

10289 Employment Classifications Enter Online

Only
Employer Total Total Total Total Status
Records Rejected Errors Employees
24121 - NEWEMP1 1 a] a 1 Processed
& Void & Start New bmit De
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Step 26 -- The Summary screen displays, showing New Employment Classification and
Updated Employment Classification sections. Click the sl 1ytion to submit
the Employment Classification report.

C P 4101 MacCorkie Avenue SE

' Charleston, West Virginia 25304

R ' B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
B e Fax (304) 558-1394 or (304) 558-5455 | Email: W

£ Employer Self Service EE
Pritha Nanda

Employer Home Report " Services Account +  Admin

~ Avallable Forms ~ v

New Employments:
Employer CPRBID  SSN Last First Contrib. Position Job Begin
Name  Name Group Status Position  Date
TEST00001 XXX-XX-1919 Liver Johnny ~ TRSPLN1 Permanent Full Time Teacher 02/0172016
Display Records 10 v Page 1 v Of1 4Prav Next P
Updated Employments:
Employer CPRBID SSN Last First Contrib. Position Job Begin
Name Name Group Status Position Date

TEST00001 524933 XXX-XX-6335 SPOFFORD CHRISTIAN TRSPLN1 Permanent Full Time Teacher  07/01/19590

Display Records 10 v Page 1 v Of1 4Pray Noxt P

€ Back to Review Subwnit Employment Classiication >
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Step 27 -- The Employment Submission Results are displayed.

c.p 4101 MacCorkle Avenue SE 8 Employer Set Service oo B
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Bl Gl

Getting Started Results

Report w: Type Mode:

11006 Employ Lon} Enter Onhino
Only

Employment Submission Results

Employment Summarty:
Employment Detalls Submitted 2

Submission Date Tr2/2016 11 53 48 AM

<€ Back to Reports m View Dotalls >
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7.1.2 Submit Employment Classification — Enter On-line

The Enter On-line method provides the functionality to Submit Employment Classification
directly in the ESS portal through entering employee demographic and employment information.
1. Upload File (a new COMPASS file format has been defined for employers to submit the
information in a flat file, typically used by employers with larger employee populations), or
2. Enter On-Line (enables employers to review, update, and submit the information which is
replicated from previous reports, mainly used by employers with smaller employee
populations).

Step 1 -- To navigate to the Sumit Employer Reports screen, click the following menu options:
Report > Submit Employer Reports

C| p | 4101MacCorkle Avenue St @ Employer Self Service "L5s out }
‘,- | Charleston, West Virginia 25304 Hope Bob
[ o S

‘ R ‘ B ‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) AR st
j,__lgiv‘ Fax (304) 558-1394 or (304) 558-5455 I Email: CPRB@WV.BOV UserGuide Last Login: Wed, Jun 22 2018 10:31 AM

Employer Home Report »  Services +~  Account v  Admin ~ C@MPASS

Payroll Schedule [ Available Forms — ‘| BEEZEN

Contribution Group Search . )
lic Retirement Board Employer Self Service Website. This site provides employers

rately report employee data to West Virginia Consolidated Public Retirement Board
(CPRB). Fro Submit Employer Reporis ith us in a number of ways, including:

o ¢ View Employer Packets

Download CPRB ID

bution Rate Information
Invoices
This tool was { est Virginia Consolidated Public Retirement Board (CPRB) provides by offering

secure online access to your account information and the ability to perform a variety of transactions.
It is our privilege to provide you this tool and additional level of service.

Jeffrey E. Fleck
Executive Director
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Step 2 -- The Getting Started screen displays. In the Employment Classification section, click
the Enter Online button.

<Lz
DO

@ Employer Self Service

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

“1 Employer Home Admin v Logout |

el WESENCY D Il Details » Summary » | Paymenis »  Resulls

Choose an option and select the desired action below.

|- Available Forms - v/|

Choose to work with Employment Classification, contributions or both by either uploading a file or entering onfine. You may also
choose to view a past report using the Submission History button below.

: 2 S Employment Classification
Employment Classification Contributions & Contiibistions

Choose this option to upload only Choose this option to upload only Choose this option to upload
Employment Classification in a file. contributions in a file Employment Classification &

contributions in a combined file.

Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Sed vitae finibus nunc. Ut
at lectus ut lacus congue iaculis. Proin
augue magna, suscipit ac tincidunt id,

Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Sed vitae finibus nunc. Ut
at lectus ut lacus congue iaculis. Proin
augue magna, suscipit ac tincidunt id,

Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Sed vitae finibus nunc. Ut
at lectus ut lacus congue iaculis. Proin

pharetra sed nibh. pharetra sed nibh.

augue magna, suscipit ac tincidunt id,
pharetra sed nibh.

@ UploadFile (& Enter Online ® UploadFile (& Enter Online ® Upload File

Q Submission History Q  Submission History Q Submission History
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Step 3 -- The Employment Details screen displays. The submission details can be viewed on this

screen.

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Naticnwide)

s

Employer Home Report Services « Account + Admin « Logout

el VESIEDCH I o - -1 LS | Summary 2 | Results

Report #: Type: Mode:
11006 Employment Classifications Enter Online
Only
Employer Total Total Total Total Status
Records Rejected Errors Employees
24121 - NEWEMP1 0 0 0 0 Created
< Back C Void & Start New Submit Details >
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Step 4 -- Click the hyperlink (employer name) to enter Employment Classification information.

Note: The Void and Start New button will void the submission and start the process
again.

4101 MacCorkle Avenue SE £ Employer Self Service
Charleston, West Virginia 25304 Pooja Kashyap
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

P

Report ’Services v Account + Admin « Logout

‘ Employer Home

|- Available Forms —

v
el VESEDCH I o - E] Ll Summary 2 | Results
Report #: Type: Mode:
11006 Employment Classifications Enter Online
Only
Employer Total Total Total Total Status
Records Rejected Errors Employees

24121 - NEWEMP1 0 0 0 0 Created

€ Back C Veid & Start New Submit Details >
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Step 5 -- Click the button to add a new employee to the employment classification
report.

l C { P 4101 MacCorkle Avenue SE & Employer Self Service
s Charleston, West Virginia 25304 ’00ja Kashyap
‘ Rfl B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

L“ Employer Home Report « Services ~ Account « Admin « Logout

Your search did not produce any resuit.

< Return to Submit Details

[~ Available Forms — v | IR0
Getting Started > Detalis 9 RSyl SN ETS
Report #: Type: Mode:
11006 Employment Classifications Enter Online
Only
24121 - NEWEMP1 /| Employment Classifications Report
Search Employee Demographics
Employee SSN: - = CPRB 1D:
First Name: Last Name:
Search by Contribution Group: Select Contribution Groug|v|
More
© AddNew
Employee Details ["] Show Errors Only
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Step 6 -- In the Personal Information section, enter the SSN of the employee and click the

Verify SSN . .
button. If the employee has a record with CPRB, the Personal Information

section will automatically populate with the employee’s information.

Note: If the employee’s personal information is pre-populated skip to step 17 of this

Section.
P | 4101 MacCorkle Avenue SE a Employer Self Service
'. | Charleston, West Virginia 25304 Pooja Kashyap
R ‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov
! Employer Home Report « Services « Account « Admin + Logout ‘ 299
[~ Available Forms — v | BN
Getting Started =~  Detalls ¥ [ESliiu=iae SNEST S
Report #: Type: Mode:
11006 Employment Classifications Enter Online
Only
24121 - NEWEMP1  Add/Edit Employee Demographics
Error Details [ Override Warnings
Personal Information
SSN: * 524 - B7 |- 2345 Q Verify SSN
Prefix: Select Prefix {v| | Date of Birth:
First Name:* Middle Name:
Last Name:* Gender: * Select Gender v
Suffix: Select Suffix v
Address Information
Address Line 1: * Address Line 2:
Use for actusl street address or post office box Use for Apartment, Building, Unit. Flcor, Suite, etc.
City: * State: * Select State v
Zip: * — (optional)
International
Address: =
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Step 7 -- “Person found. Please see below for the details.” message will display with the details.

COMPASS will prepopulate all the demographic information.

C | P l 4101 MacCorkle Avenue SE
7 - Charleston, West Virginia 25304

R B ‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
" | Fax(304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

<

; Employer Home Report « Services «

Getting Started >~  Detalls ¥ [EElluiuzisWe SNEST S

Report #: Type: Mode:
11006 Employment Classifications Enter Online
Only

I Person found. Please see below for the details, I

24121 - NEWEMP1  Add/Edit Employee Demographics

Error Details

Personal Information
SSN:* 2OK-XK-8335 CPRSB ID:
Prefoc Select Prafix v Date of Birth: =
First Name:* CHRISTIAN Middie Name
Last Name-* SPOFFORD Gender: *
Suffoc Select Suffx v

Address Information
Address Line 1: * 3404 Maccorkie Ave SE Address Line 2:

Use fior actu street ackiress o post offios box

Ciy: = Charleston State: *
Zip: * 25304 - 1335 (optional)
International
Address: .

m 3 Cancel Continue with Enroliments

& Employer Self Service

‘Account - Admin + Logout

|- Available Forms —  wv/|

[] Override Warnings
524033
311960
Z
Unknown v

Use for Agartment, Bulding, Uink, Flocr, Sufte, etc

West Virginia v
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Step 8 -- If the employee does not have an existing record in COMPASS (CPRB), enter the

SSN, click the = button and enter the employee’s demographic information in
the required fields (steps 9 — 16).

) 4101 MacCorkle Avenue SE & Employer Self Service

|

‘ C ‘ﬂ Charleston, West Virginia 25304 Pooja Kashyan
‘ @ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

| Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wy.gov

'f Employer Home Report « Services ~ Account « Admin « Logout |

[~ Available Forms — v | B0

(el VESIEDNCH IR o el Summary 2 Results

Report #: Type: Mode:

11006 Employment Classifications Enter Online
Only

24121 - NEWEMP1  Add/Edit Employee Demographics

Error Details ["] Override Warnings

Personal Information

SSN: = T i - Q Verify SSN

Prefix: Select Prefix [v] | Date of Birth: *

First Name:* Middle Name:

Last Name:* Gender: * Select Gender ]E,
Suffix: Select Suffix v

Address Information

Address Line 1: * Address Line 2:

Use for actual street address or post office box Use for Apartment, Bullding, Unit. Floor, Suite, etc.
City: * State: * Select State v
Zip: * = (optional)
International
Address: =
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Step 9 -- Enter the Date of Birth in the text field.

Personal Information

SSN: * - - Q Verify SSN

Prefix: Select Prefix v
First Mame:*
Last Name:*

Suffix: Select Suffix v

Date of Birth: *

Middle Mame:

Gender: * Select Gender

Step 10 -- Enter the First Name in the text field.

Personal Information

SSN: " - - Q Verify SSN

Prefix: Select Prefix v

First Name:*

Last Mame:”

Suffix: Select Suffix v

Date of Birth: *

Middle Mame:

Gender: * Select Gender

Step 11 -- Enter the Last Name in the text field.

Personal Information

Prefix: Select Prefix v

First Name:*

Last Name:*

Suffix: Select Suffix v

SSN: " - - Q Verify SSN

Date of Birth: *

Middle Name:

Gender: * Select Gender
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Step 12 -- Select the Gender from the drop down menu.

Step 13 --

Step 14 --

Personal Information

SSN:*

Prefix:

Select Prefix

First Name:*

Last Mame:*

Suffix: Select Suffix

v Date of Birth: *

Middle Mame:

Gender: *

Select Gender v

In the Address Information section, enter the Address Line 1 in the text field.

Address Information

Address Line 1:*

Address Line 2:

Use for actual street address or post office box.

City: *

Zip: * {optional)

International
Address:

State: *

Use for Apartment, Building, Unit, Floor, Suite, etc.

Select State v

Enter the City in the text field.

Address Information

Address Line 1: *

Use for actual street address or post office box.

Address Line 2:

Use for Apartment, Building, Unit, Floor, Suite, etc.

City: * State: * Select State v
Zip: * (optional)
International
Address:
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Step 15 -- Select the State from the drop down menu.

Step 16 --

Address Information

Address Line 1:*

Use for actual street address or post office bowx.

City: *

Zip: * - (optional)

International
Address:

Address Line 2:

State: *

Use for Apartment, Building, Unit, Floor, Suite, etc.

Select State

Enter the Zip in the text field.

Address Information

Address Line 1: *

Use for actual street address or pest office box.

City: ™

Zip: * - optional)

International
Address:

Address Line 2:

State: *

Use for Apartment, Building, Unit, Floor, Suite, ete.

Select State
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Step 17 -- Click the m button to save the details and then click the |
button to continue working with Employment Classification details.

Condinue With Employmset Classlications

CLP

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304

£} Employer Self Service

N

' Getting Started

Report #:
11006

¥

00001 - TEST00001

Error Details

Error Code

Personal Information

SSN:*
Prefix:
First Name:*
Last Name:*

Suffix

Address Information
Address Line 1:*

City: *
Zip: *

International
Address

West Virginia

Home

Consolidated Public Retirement Board

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Employer Home Report « Services « Account « Admin « Logout

Details 9 BENGLIELEE.
Type: Mode:
Employment Classifications
Only

Add/Edit Employee Demographics

Description Severity Category
233 |- 62 |- 1919
Select Prefix v Date of Birth: * 6/27/1990
Johnny Middle Name:
Liver Gender * Male v
Select Suffix v

3466 test road
Use for actual street address or post office box

charleston

32123 |-

(optional)

Enter Online

6 West Virgima Consolidated Public Retirement Board. All ights reserved

Pritha Nanda

_| Override Warnings

Address Line 2:
Use for Apartment, Building, Unit, Floor, Suite, etc.

State: * West Virginia v

X Cancel Continue with Employment Classifications

rom any such reliance
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I O Add New Employment I

Step 18 -- Add new employment classification by clicking on the button.

clp | 4101 MacCorkle Avenue SE £ Employer Self Service

”> Charleston, West Virginia 25304 ,P"ﬂ"““‘!-“
RrB i Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

e :J Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

{ Employer Home Report « Services « Account « Admin ~ Logout '

|~ Available Forms — v | IO

LGRS ETCL R I ET S Il Summary ¥ | Results

Report #: Type: Mode:
11006 Employment Classifications Enter Online
Only

00001 - TEST00001 / Employment Details - Add/Edit Employment

Personal Information

Prefix: SSN: XXX-XX-1919
First Name: Johnny CPRB ID:

Middle Name:

Last Name: Liver

Suffix:

Address Information

Address Line1: 3466 test road Address Line2:
City: charleston State: West Virginia
Zip: 32123 Address Line3:
International Céiiiii
Address: ¥
Employment Details
Actions Contribution Group Position Status Job Position Emp Begin Emp End Emp End
Date Date Reason

No Employment Classifications available.

I © Add New Employment

West Virginia Online database information presented on this website is collected, maintained and provided for the convenience of our
Consolidated Public Retirement Board customers. While ev

ffort 15 made to keep such mformation accurate and u

o-date, the West Virginia Consolidated

Home Public Retirement Board (CPRB) cannot guarantee the accuracy of information he

CPRB shall under no

circumstances be liable for any actions taken or omissions made in refiance on any information contained heren from

whatever source or any other consequences from any such reliance

Copyright @ 2018 West Virginia Consolidated Public Refirement Board. All rights reserved
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Step 19 -- The Add/Edit Employment Classification Information screen displays, add the
Employment Classification information in the appropriate fields.

Note: An employment classification will be created only when both demographic and
employment classification information is entered. Only entering the demographic
information will not create an employment classification.

00001 . TESTO0OT  Add/Edit Employmaent Information

Kocords saved with following valldations

Emor Detalis Ovwrrida Warndngs
Ermor Code Description Saverity Category
ER0103 Rapored addiess doas not match what's on ile and was refommatted 1o adhere 10 the postal standaros (ER0103 ntormation GENERAL

Reporting For

Please Select the Reticement System Teachars R etiremen Systen ®

Employmant information

mpl Hegl
ContibuBon Geoup: TRS Plan 1 « Employment Begin ¥
Date
- e Employment End
Position Status: Parmanant Full Tene v peoyinea O
Date:
Employment End Select Reason
Job Positon Teache v mploymant Ene select Aeasor v
Reason
Scheduled Hours Per Employment Payment , )
a a
Doy: * Type:
Type of Rate of Pay: Monthiy g Payroll Frequancy: ami Menthiy 0
Rate of Pay o0 Contract Days: 20 Days
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]
Step 20 -- Click the | i I

button.
00001 - TESTOODOY  AdalEdit Emplaymaont Infonmation
Records suved with following validations
Emor Details Override Wamings
Emor Code Description Severity Category
ERO10Y Repored addmss dows not match what's on fle and was reformattad to adhers 10 the postal standards (ERO108) Information GENERAL
Reponting For
Please Select the Retirement System: Tunchers’ Retirement Systan v
Employment Information
Contribution Group: IRS Pl . Employment Bagln 212016
Date: *
Position Status: Permanent Full Time v Employment End
Date:
Jab Positlon: * Toacha . Employmant End Sefect Reason N
Reason:
H P
Scheduled Hours Pet P Employment Payment Select Enaloymant Payment Type =
Day: * Type: ’
Type of Rate of Pay: *  Manthly . Payroll Frequency: * Seeni-Morthly v
Rate of Pay: 1000 Contract Days: 200 Days
X Cloze
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Step 21 -- Click in the Details screen to submit the Employment Classification file.

clp ’ 4101 MacCorkle Avenue SE £ Employer Self Service
' Charleston, West Virginia 25304 Pritha ada

R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) :

' j Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Employer Home Report « Services « Account « Admin «

Getting Started -  Details Summary ¥ Resulis

Report #: Type: Mode:
11006 Employment Classifications Enter Online
Only

00001 - TEST00001 /| Employment Details - Add/Edit Employment

Personal Information

Prefix: SSN: XXX-XX-1919
First Name: Johnny CPRB ID:

Middle Name:

Last Name: Liver

Suffix:

Address Information

Address Line1: 3466 Test Road Address Line2:

City: Charleston State: West Virginia
Zip: 32123 Address Line3:

International CoRia

Address:

Employment Details

Actions Contribution Group Position Status Job Position Emp Begin Emp End Emp End
Date Date Reason
Dk TRSPLN1 Permanent Full Time Teacher 02/01/2016

© Add New Employment
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Step 22 -- After all Employment Classification information has been added and/or updated, click the
button.

Error Details

Error Description Severity Category
Code
ER0108 Reported address does not match what's on file and was reformatted to adhere to the postal Information = GEMERAL

standards. (ER0108)

[ < Retum to Submit Details ]

Step 23 - Click the il button.

Note: Following the Employment Classification information entered through the Enter
Online option, the Total Records column has been updated to 2.

C P 4101 MacCorkle Avenue SE a !Employer Self Service
". Charleston, West Virginia 25304 Pritha Nanda
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Bzl

] Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov SYEIIE )
Employer Home Report « Services v Account v Admin Logout C@MPASS
[~ Available Forms — v | [ Open |
Getting Started >  Details » [RSnl=Ta0e SRS
Report #: Type: Mode:
11006 Employment Classifications Enter Online
Only
Employer Total Total Total Total Status
Records Rejected Errors Employees
00001 - TEST00001 2 0 0 2 Processed

C Void & Start New Submit Details ¥
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Step 24 -- Click the _ button to submit the employment classification

information.

4101 MacCorkle Avenue SE £ Employer Self Service

CLP| Charleston, West Virginia 25304 Exitha Nanda
J B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
| L

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Services « Account

| Employer Home Report -

Admin «

| - Available Forms -

L o |

Getting Started

Report #: Type: Mode:
11006 Employment Classifications Enter Online
Only

Employment Classification Summary

New Employments:

Employer CPRB ID SSN Last First Contrib. Position Job

Name  Name Group Status Position
TEST00001 XXX-XX-1919 Liver Johnny ~ TRSPLN1 Permanent Full Time Teacher
Display Records 10 v Page 1 v Of1 4Prey

Updated Employments:

Employer CPRBID SSN Last First Contrib. Position Job
Name Name Group Status Position

TEST00001 524933 XXX-XX-6335 SPOFFORD CHRISTIAN TRSPLN1 Permanent Full Time  Teacher

Display Records 10 ~ Page 1 v Of1 4Prev

Begin
Date

02/01/2016

Next P

Begin
Date

07/01/1990

Next P

€ Back to Review Submit Employment Classification ¥
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Step 25 -- The Employment classification Submission Results are displayed stating that the

employment classification has been successfully submitted.

Employer Home Report « Setvices « Account « Admin « Logout

Type: Mode:

ment CI Micat Enter Online

a8 Eniployﬂ Self Service

C P 4101 MacCorkle Avenue SE

‘,- Charleston, West Virginia 25304 Pritha Nanda

k' eephons a0 san socr (s00 cs-at0s asorwice) | BESSEISL L
N D Fax (304) $58-1394 or (304) 558-5455 | Emall: CPRE@wv.gov . -

-~ Available Forms —

Employment Submission Results

Employment Summary:
Employment Details Submitted 2

Submission Date 72002016 11 53 48 AM

<€ Back to Reports m

@ WVCPRB COMPASS Project | Employer Self Service Work Process Manual | Final

155




7.2 Submit Contributions

An employee and an employer monetary contribution to a retirement plan is due on pensionable
wages earned by participating members. Employers can Submit Contribution reports containing
the information regarding the wages earned and contributions remitted via the ESS portal for
employees that have been previously enrolled, by virtue of reporting their required employment
classification information, in one of the CPRB administered retirement systems.

Employers can submit wage and contribution information for an employee through either the
Upload File or Enter On-Line file submission methods. Regardless of which submission option is
chosen (i.e. Upload File or Enter On-Line), the salary and contribution information is validated by
COMPASS and any errors identified must be resolved by the employer prior to successfully
submitting the information to CPRB. The information provided in the contribution reports is used by
CPRB to ensure an employee’s contributions are reported accurately.

Following the submission and correction of errors to the contribution details, the employer can
review and finalize the Contribution Summary, remit electronic payments, and print the
Contribution Summary screen to include with mailed checks and/or Lockbox payments.

Employers can follow the process below to submit Contribution Reports for their employees:
Step 1 -- To navigate to the Submit Employer Reports screen, click the following menu options:
Report > Submit Employer Reports

C ]) i 4101 MacCorkle Avenue S.E £ Employer Self Service 7
'- Charleston, West Virginia 25304 H

R ‘ P) Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) rdr A i
f | Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov UserGuide Last Login: Wed, Jun 22 2016 10:31 AM

Employer Home Report v  Services v Account + Admin « C@MPASS

Payroll Schedule |- Available Forms — V|

Contribution Group Search | i . . o .
lic Retirement Board Employer Self Service Website. This site provides employers

rately report employee data to West Virginia Consolidated Public Retirement Board
(CPRB). Frol Submit Employer Reporis ith us in a number of ways, including:

View Employer Packets

Download CPRB ID

bution Rate Information
Invoices
This tool was { est Virginia Consolidated Public Retirement Board (CPRB) provides by offering

secure online access to your account information and the ability to perform a variety of transactions.
It is our privilege to provide you this tool and additional level of service.

Jeffrey E. Fleck
Executive Director
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Step 2 -- The Getting Started screen displays.

4101 MacCorkle Avenue SE

Charleston, West Virginia 25304

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
MW)WMCBO‘)MI Emlﬂ:m

Employer Home Report « Services « Accouni -

Choose an option and select the desired action below.

choose to view 8 past report using the Submission History button below.

Employment Classification Contributions

Choose this option to upload only
Employ t Classification in s file.

Choose this option to upload only
contributions in s file.

Lorem ipsum dolor sit amet, consectetur
adipiscing efit. Sed vitae finibus nunc. Ut
at lectus ut lacus congue iaculis. Proin
augue magna, suscipit ac tincidunt id,
pharetrs sed nibh.

Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Sed vitae finibus nunc. Ut
at lectus ut lacus congue iaculis. Proin
augue magna, suscipit ac tincidunt id,
pharetra sed nibh

@ UploadFile (& Enter Online @ UploadFile & Enter Onfine

Q Submission History Q. Submission History

& Employer Seif Sefvlee

I- Avzilable Forms —

Getting Staried > Details > Summary > Paymenis > Resulls

Choose to work with Employment Classification, contributions or both by either uploading s file or entering online. You may siso

Em Iognent Classification
c%n ibutions

Choose this option to upload
Employment Classification &
contributions in & combined file.

Lorem ipsum dolor sit amet. consectetur
adipiscing elit. Sed vitae finibus nunc. Ut
at lectus ut lacus congue iaculis. Prain
sugue magna, suscipit ac tincidunt id,
pharetra sed nibh,

@® Uplosd File

(o}

Submission History
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7.2.1 Submit Contributions — Upload File

If the employer chooses to submit the Contribution file to CPRB using the Upload File medium, then
the Contribution file must be in the new COMPASS file format (refer to the COMPASS Employer
Reporting File Format, which was first circulated to employers in March 2016, and can be found
here: http://www.wvretirement.com/Forms/COMPASS-Eer-ReportingFile.pdf)

1.

2.

Upload File (a new COMPASS file format has been defined for employers to submit the
information in a flat file, typically used by employers with larger employee populations), or
Enter On-Line (enables employers to review, update, and submit the information which is
replicated from previous reports, mainly used by employers with smaller employee
populations).

Follow the steps to upload the Contribution file using the Upload File method:

Step 1 -- To navigate to the Sumit Employer Reports screen, click the following menu options:

Report > Submit Employer Reports.

‘ P 4101 MacCorkle Avenue S.E £} Employer Self Service
' | Charleston, West Virginia 25304

3 | Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) i S 8
',_\ . 7 | Fax(304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov UserGuide Last Login: Wed, Jun 22 2016 10:31 AM

Employer Home Report v  Services v Account v+ Admin ~ C@MPASS

Payrofl Schedule [ Available Forms — | BEEZEN

Contribution Group Search ] . . . o )
lic Retirement Board Employer Self Service Website. This site provides employers

rately report employee data to West Virginia Consolidated Public Retirement Board
(CPRB). Frol Submit Employer Reporis ith us in @ number of ways, including:

View Employer Packets

Download CPRB ID

bution Rate Information

Invoices
This tool was ¢ est Virginia Consolidated Public Retirement Board (CPRB) provides by offering
secure online access to your account information and the ability to perform a variety of transactions.

It is our privilege to provide you this tool and additional level of service.

Jeffrey E. Fleck
Executive Director
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Step 2 -- The Getting Started screen displays. Under the Contributions section, click the

@ Upload Flila

button.

4101 MacCorkle Avenue SE

Charleston, West Virginia 25304

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

[Log oot |

Employer Home

Report « Services « Account « Admin «

]

| = Avsilable Forms —

Resulls

Ch. an opti and lect the desired 45 hel,

Choose to work with Employment Classification, contributions or both by either uploading s file or entering online. You may skso
choose to view 8 past report using the Submission History button below.

Empioyment Classification

Choose this option to uplosad only
Employment Classification in s file.

Lorem ipsum dolor sit amet, consectetur
adipiscing eiit. Sed vitae finibus nunc. Ut
at lectus ut lacus congue iaculis. Proin

sugue magna, suscipit ac tincidunt id,
pharetra sed nibh.

Contributions

Choose this option to upload only
contributions in s file.

Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Sed vitae finibus nunc. Ut
at lectus ut lacus congue iaculis. Proin
augue magns, suscipit ac tincidunt id,
pharetra sed nibh

Em lognem Classification
& c%n ibutions

Choose this option to upload
Employ t Cl ification &
contributions in & combined file.

Lorem ipsum dolor sit amet. consectetur
adipiscing elit. Sed vitae finibus nunc. Ut
at lectus ut lacus congue iaculis. Prain
sugue magna, suscipit ac tincidunt id,

pharetra sed nibh,

@ UploadFile (& Enter Onkine @ UploadFile & Enter Onfine @ Uplosd File

Q Submission History Q Submission History Q

Submission History
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Step 3 -- Select a file to be uploaded by clicking the button.

'p | 4101 MacCorkle Avenue SE £ Employer Self Service
CLP ‘ Charleston, West Virginia 25304 tha Nanda

Rl B ‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) ‘ :

D Fax(304) 558-1394 or (304) 558-5455 | Email: CPRE@wv.gov

; Employer Home Report « Services « Account « Admin « Logout \ Vil
[~ Available Forms — v | BEEZI
Getting Started >  Details 9 [EEiGIaElIES2 Payments ¥ Results

\SS

e\ 5l

Type: Mode:
Contributions Only File Upload
File Upload
Select File: * \T:hoose_l?ig- No file chosen

Supported file types are ".ixt", ".cprb” and " zip"
Files are limited to 2 MB.
Click here to download compression tool

File History = [ Show: Last 3 Months ] ~

Employer Error Report Total Records Total Rejected Total Errors Status File Name

9191 - TESTLOAN9191 Error Report 1 0 0 Posted  2016061600109191

Page 1 v of1
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Step 4 -- The Submit Employer Report — File Progress screen will show the Contribution file
upload progress. The screen will also show any errors identified in the file and
successful completion of uploading the Contribution file.

Note: If the Submit Employer Report — File Progress screen displays an error
message, navigate to Section 7.2.1.1 to view the errors in the uploaded Contributions file.

clp 4101 MacCorkle Avenue SE & Employer Self Service Log Out
‘- Charleston, West Virginia 25304 Pritha Nanda
R | B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) Plcelilthd ol

| &2 ] Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

geta ogin: 202018 1122 AN
Employer Home Report « Services v+ Account v Admin « Logout C@MPASS

|- Available Forms — v | I
[cEN NG ST Wl Summary » | Paymenis ¥ | Resulis

Report #: Type: Mode:
7549 Contributions Only File Upload

Note! The page is set to auto-refresh every 5 seconds and provide progress. You may manually refresh the page at any time (may take
a few seconds for the correct status be displayed)

On successful completion of file and business validations, you will be redirected to the details page.

Contributions

Contribution file validations

Lines: Total (4) | Processed (0) | Errors (0)

Contribution business validations

Records: Total (0) | Passed (0) | Errored (0) | Rejected (0) | Pending (0)
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Step 5 -- Click the m button.

Note: The " button will be disabled if there are any Errors in the file. (Follow the
steps in Section 7.2.1.2 Correct Contributions Upload File Errors to correct remaining

errors).
Cl p 4101 MacCorkie Avenve SE | @ Employer Sei Service
‘l Charleston, West Virginia 25304 Pritha Nanda
R ' B mw;ssum«mmemmmw
AN , Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov
L e e - s ¥ 2 g % . J
Report « Services «  Account - Admin « Logout Il .
~ Avallable Forms — M m
Gefting Started - Detais > SIS ymeats » R
Report #; Type: Mode:
7550 Contributicns Oniy Fie Upload
Contributions Repon
Summary Report Date Retirement System Status
S 9837 0012016 TRS Roady
Employet Total Total Total Total Tots Total Tota Enor Report
Recoeds ployees Satary EECON ERCON
2100 - BARBOUR COUNTY 30 0 [ 5 SE996680  $530918  S1340802  NA
gog
C Vold & Start New Submit >
* 9838 02012016 TRS Ready
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Step 6 -- The Summary screen is displayed. Click the button.

L Employer Home Nepot ~ Servicas -
Ceting Staned z . Summary > >
Rypot 2 Type Mode.
™50 CoammBuiom Dny i Upiood
Q100 BANDOUE COUNTY HOE / Conmibutons Sanmsry
Conuibiumen Semmary & Fiutinmnet Syutan apon Due: Total Members! St
war WS 1020 n Surmamtzod
Hlagadar Contelbutans
Comibuton Greup Sadary EECON - ERCON -
TRE P 1 ) SR s 02 5 om 1500
Tonae LR PR 390785 sroeent
Cortutines
Conrbutien Gmup Sslary EECON ERCOM
TRS Pan 1 s e W 5 2 e s T
Tonals 20 semoes »Inas
Stetw Al Alotrnene
Allocssed Amoom Claimed Amownt Bolanco Amowat Eomr Amoos
: 4 W0 e 0 : | o 4 1WaJLos : | rm
Sorvicw Punhase Paymes
Sorvice Purchase Amoom
No Senvicn Parchase Paymmmy svalate
Loan | Payment
Loan | Paymient
No Lean | Pagmisres avalalie
Loan i Payment
Loan ¥ Paymes
No Laan 1l Paymerts ssadalde
Agply Invorces
Appy volos mvolon Typs Den Amoant
N Pampety ~ Meretey Hugorting VIR0 LR
wr2 Cmipboy o Moreidy Heparting IS 24208
w3 Fanaty - Moty Regrting §Wom
Empdoy e Evar Conecton 028015 15w M
Employw Mertisly Flaguting 0INS92e1E (3130 03)
pAL Employwr Marstey Hleparting oM (815D 02
C Reant M save
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Step 7 --

Enter the PIN Code and click the Eiadiotd button.

Note: The ESS Admin and Employer Reporting user roles will have the required PIN to
submit the contribution report.

<15

Employer Homo

Report #:
7550

Report «

Type:
Contributions Only

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Sarvices «

00001 - TEST00001 / Contribution Payments

Contribution Summary #:

10092

Retirement System:

TRS

Review Your Payment Information

Contributions

Regular Contribations
Corrections

Service Purchase Payment
Loan | Payment

Loan Il Payment

Totals

Credits

You have not chasen to pay from any Credit fund

Remit Your Payment:

Account «

& Employer Self Service
Pritha Nanda

Admin ~

File Upload

Report Date:
09/0172015

EECON
$3.758.36
$0.00
$0.00
$0.00
$0.00

$3,758.36

ERCON

Payment Due Amount:

Enter the PIN number: *

~ Available Forms ~
Total Members: Status:
" Summarnzed
ERCON Total
$8,588.29 $12.346.65
$0.00 $0.00
$0.00 $0,00
$0.00 $0.00
$0.00 $0.00
$8,588.29 $12,346.65
Total
$12,346.65

Submit Your Payment
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Step 8 -- The Contributions Results screen is displayed.

C'P ::hummmms:sm
D

| Employer Home

Repon #: Type: Mode:
7550 Contributions Only File Upload

00001 . TESTO000! / Contribiutions Result

Contribution S y Reti Sy g Raport Date: Total Membars: Statun:
10092 TRS 09012015 " Sutmitted
Reporn Details:
Totsl Employess 1"

Cortribution Details Sub g N

Ceerections Sctenitied 0
Drate Detail Subminted 82016 11202 PM

Contribution Summmary:

Regtar Payments $12.346 65
Cesrections $0 60

Service Purchase Paynest $000

Loan | Payment Submitted $0 60

Loan [§ Payment Submitted $0.00

D#te Sumenary Ssbmitted 662016 1 2402 PM
Contribution Payment:

State Aid Amount $0 60

Invoice Applied 0

Invoice Amount $0 50

Paymant Ameunt $12 665
Paymant Date SH016 VLA PM
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7.2.1.1 View Contributions — Upload File Rejection Details

When submitting the Contributions through the Upload File option, validations are run on the

automatically to ensure the information in the file is formatted correctly and is accurate. If the file
has too many errors or is not in the proper file format layout, the file will not be uploaded and will be
rejected with an error status displayed in the Details screen. The report will need to be resubmitted

if it is rejected during the file upload validation process.

Follow the steps below to view the View Contributions Report Upload File Rejection detalils.
Step 1 -- Upon the completion of steps 1 - 4 in section 7.2.1 Submit Contributions — Upload File, if

the file is rejected, the error message will be displayed in the Details screen.

C P 4101 MacCorkle Avenue SE | & Employer Self Service
‘r Charleston, West Virginia 25304 Pritha Nanda

R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
| Fax (304) 558-1394 or (304) 558-5455 | Email; CPRB@wv.gov.

Employer Home Report + Services + Account + Admin « Logout

2 _—
erartetteorr
Errors retumed, please check below

* The Enroliment file was rejected on 08/06/2016 due to excessive errors. Piease verify the emors and resubmit the report

Getling Started >  Details ¥ [ESTGIHETVED SNSE S

Report #: Type: Mode:
7549 Contributions Only File Upload
Enroliments

Contnbution file validations

Lines: Total (24) | Processed (0) | Emors (24)

Contribution business validabons

0%

Records. Total (0) | Passed (0) | Errored (0) | Rejected (0) | Pending (0)
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Step 2 -- Click the K button.

4101 MacCorkle Avenue SE

Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
"-n-,m%,.: ..«.-v.:-. = m’ (A28 \u -“M A ‘ :

Errors retumed, please check below
« The Enroliment file was rejected on 08/06/2016 due to excessive errors. Please verify the emrors and resubmit the report

Getling Started >- Details > [ESHIRIIETIED JN=CUIS

Report #: Type: Mode:
7549 Contributions Only File Upload
Enroliments

Contnbution file validations

Lines: Total (24) | Processed (0) | Emors (24)

Contribution business validations

Records. Total (0) | Passed (0) | Errored (0) | Rejected (0) | Pending (0)
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Step 3 -- The Getting Started tab is displayed. In the Employment Classification section, click

the ISR Hutton.

4101 MacCorkle Avenue SE

Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRE@wv.

Employer Home Report « Services « Account dmin

| = Avsilable Forms — v | Open |
Getting Starled > Details > Summary > Paymenis > Resulls
Eh 2 oplioh s selectthe desped Artion below:

Choose to work with Employment Classification, contributions or both by either uploading s file or entering online. You may siso
choose to view 8 past report using the Submission History button below.

Emplo it Classification

Empioyment Ciassification & Confributions

Contributions

Choose this option to uplosad only
Employment Classification in s file.

Choose this option to upload only
contributions in s file.

Choose this option to upload
Employment Classification &
ns bined file.

uv"u-

Lorem ipsum dolor sit amet, consectatur
adipiscing efit. Sed vitae finibus nunc. Ut
at lectus ut lacus congue iaculis. Proin
sugue magna, suscipit ac tincidunt id,

Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Sed vitae finibus nunc. Ut
at lectus ut lacus congue iaculis. Proin
augue magnsa, suscipit ac tincidunt id,

Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Sed vitae finibus nunc. Ut
at lectus ut lacus congue iaculis. Prain

pharetrs sed nibh. pharetra sed nibh

sugue magna, suscipit ac tincidunt id,
pharetra sed nibh,

() & Enter Onkine

Upload File

@ Upload File & Enter Online @ Uplosd File

Q Submission History Q Submission History Q. Submission History
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Step 4 -- Click the Error Report hyperlink to view the rejection details.

File History = [ Show: Last 3 Months |
Employer Error Report Total Records Total Rejected Total Errors Status File Name
00001 - TEST00001 0 0 0 Rejected  2016080500200001
00001 - TESTO0001 Error Report 22 22 0 Rejected 2016080300100001
00001 - TESTO0001 Error Report 7 7 0 Void 2016080100300001
00001 - TESTO00O1 Error Report 7 7 0 Edit Reject ~ 2016080100100001
00001 - TESTOO0O01 Error Report 24 24 0 Rejected 2016080100200001
00001 - TESTO000 Error Report 12 13 0 Void 2016072200700001
00001 - TESTO0001 Error Report 12 0 0 Void 2016072200600001
00001 - TESTO00O1 Error Report 0 0 0 Rejected 2016072200400001
00001 - TESTOO001 Error Report " il 0 Void 2016072200500001
Display Records 10 Page 1 v oft 4 Prey Next P
< Back
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Step 5 -- The selected employer’s Error Report details displays, by selecting the File Format radio

button allows the ability to filter by:

e Show errors with severity: e Show errors from:
o Rejected File — must correct o File Format Error — these
formatting errors to resubmit errors are a result of

o Error Rejected Records — if the
file is not rejected then the

formatting issues in the file.
For ex. if an SSN has the letter

rejected records can be “O” rather than the number “0”
corrected in ESS (zero) the record will be

o Information — no correction
required, informational only

flagged as having an error.

| &

( ~ l > 4101 MacCorkle Avenue SE
< ' Charleston, West Virginia 25304
] { I 3 Telephone {304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Emall: CPRB@wv.gov

Testd0001.

¥Information

Report #: Type: Mode:
7666 Contributions Only File Upload
Error Report
Show errors ¥ Rejected File Show errors I ' File Format Errors I
with severity: z from: R
¥/Error Rejected Records Contribution Errors

| & Employer Self Service
Pritha Nanda

| -- Available Forms --

COMPASS

Al orer |

Error Severity Description Line # Col% Col #
Code From To
Employer: 00001 - TEST00001
ER0231 Information Record Count value does not match number of detail records. (ER0231) 26 23 28
ER0292 Information Total EECON value is not numeric or dees not have two decimal places 26 58 70
(ER0292)
ERO0301 Information Total Salary of details does not match with footer. (ER0301) 26 44 56
Record Text
Display Records 10 ~ Page 1 v of1 4Pre Next b
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Step 6 -- The selected employer’s Error Report details displays, by selecting Contribution Errors
radio button allows the ability to filter by:

e Show errors with severity: e Show errors from:

o Error — must correct o Contribution Errors — these errors
formatting errors to are a result of information reported
resubmit that does not adhere to CPRB

o Warning —may require regulations.
action however can be o For example, if the date of birth
overridden entered means the employee would

be 5 years old, the validations
within the ESS portal would flag this
record as an error because the
legal working age is 14 years old.

o Information — No
correction required,
informational only

( > I) 4101 MacCorkle Avenue SE I Employer Self Service

= '- Charleston, West Virginia 25304 Pritha Nanda

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) T —
R B p (304) (800) ( S— :
4 Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov = = mditec Aroloabindhd Clds
— Available Forms — v | IRl
Report #: Type: Mode:
7666 Contributions Only File Upload

Error Report

Show errors ¥ Error Show errors File Format Errors eﬁwh

with severity: - from: —
¥'Warning l' Contribution Errorsl

¥ Information

Error Severity Description Name Birth Date  SSN
Code

Employer: 00001 - TEST00001
ER0036 Error The sum of Salary cannot be negative across all transactions SPOFFORD, 03/01/1969  XXX-XX-8335

with the same Employer Report. Please contact CPRB to CHRISTIAN
submit this transaction

ER0091  Error EECON Amount must be equal to the Contribution Salary SPOFFORD, 03/01/1969 XXX-XX-6335
times the applicable Contribution Rate. If reporting Not- CHRISTIAN
Eligible employees, contribution must not be reported.
(ER00S1)
Display Records 49 Page 1 v of1 4Pre Nexd P

Step 7 -- If the file has been accepted, follow the steps in 7.2.1.2 Correct Contributions Upload File
Errors in to correct errors. If the file has been rejected, correct the rejected file and re-
upload the file.

Note: Use the descriptions provided for the rejected files to make corrections and use the
file layout document to ensure the file has the proper layout and/or verify the information
in the file is correct before re-uploading the file.
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7.2.1.2 Correct Contributions — Upload File Errors

There may be records in error in the Contributions files which must be corrected and/or records
which were rejected must be added prior to submitting the files to CPRB.

Follow the steps below to add Contributions records to the uploaded report:

Step 1 -- Upon the completion of steps 1 - 5 (found in Section 7.2.1 Submit Employment
Contributions — Upload File), if the file has rejected records or errors, they will be
displayed in the Total Rejected and/or Total Errors columns.

(‘ I) 4101 MacCorkle Avenue SE
" (harleston, West Vieginia 25304
Rl B Telephone (304) 558-3570 or (800) 654 4406 {Navonwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRE@wv gov
Employer Home Report « Services Account « Admin «
Gettng Started .  Defals ) > : s D
Repon ¥ Type Mode:
7550 Contributions Only File Upload
Contributions Report
Summary Report Date Retitement System Status
= 98y 01012016 RS Ready
Lmpioyer Tots Tots Tota Total Totad Yot Totsl Lo Repoet
Recordy Sedasbad e {mpicryees piary trcon LRCON
2100 - DARBOUR COUN Y \ % HOSAN0 I SAMET WA
0t
C Void & Start New [ Subemt 3 |
* 9338 0202016 RS Head,
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Step 2 -- Click the Employer hyperlink to add a rejected record or correct errors.

Note: The Void and Start New button will void the submission and start the process
again.

> 4101 MacCorkle Avenue SE | £ Employer Self Service
C,! Charleston, West Virginia 25304 Pritha Nanda

R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

L J Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Report « Services Account « Admin «

Employer Home Logout

- Available Forms — v | il

Report #: Type Mode:
7550 Contributions Only File Upload
Contributions Report
Summary Report Date Retirement System Status
=5 9837 010172016 TRS Ready
Employer Total Totsd Total Total Totad Total Total Eror Report
Records Rovsctod Freown Salary EECON ERCON
2100 - BARBOUR COUNTY 30 4 1 $ $5096680 SS30018 S48 02  NA
RO€
C Void & Start New Submit >
+ 9838 020172016 TRS Ready
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Step 3 -- Click the button to add a new employee to the contributions report.

I p 4101 MacCorkde Avenue SE B Empioyer Seff Service
L'! Charteston, West Virginia 25304 Prithe Neade
R B Telephone (304) 558-3570 or (800) 654 4406 (Nationwide) Romo

Fax (304) 558-1394 or (304) 558-5455 | Email: CPREB@wv.gov

E mployer Home Report « Services « Account « Admin « Logout

Getting Started - Details > > . >

Repont & Type: Mode:
7550 Contridutions Only File Upload
Contributions Report

Employee Contributions v

Employee SSN . , CPRBID

First Name Last Name

Step 4 -- Enter the SSN and select the Pay Period End Date from the calendar.

Payment Reason Select v

Add/Edit Employee Contribution.

Swarch Mambse

Lockip w mveevner ty 551 12 mocesd st smwiyg He corittatons

Pay Perod Evd Oute
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Step 5 -- Click the Continue button to proceed.

Add/Edit Employee Contribution:

Search Mam b
LOohug i reember by S5N 00 procosd wih atteteg Tw cominten
SSM: I
Py Peniod Lrd Dwe; 05
[ ' Septamiber, M1

.
3 W T W ™ F B
" 1[3] 2 4 s
" o2

-

|

!

Step 6 -- Enter the details and click the Save button.

e
- - —
——— -t e — - - T P —— o s - ———— F——-
-
-
m— e ———
.~ .
- -
- Ta -
- — —
B e Tama
- .
. ———
P St o T - .
—— e
—— ~ L Y
— — Vo— 8 ——
S b -
Sy S et WL
S -t———

T W
-
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Step 7 -- Click Update or Delete from the Actions drop down menu in the Employee Details
section to edit or delete the employee details.
Note: Click the delete option to delete the particular employee details.

C » 4101 MacCoride Avenue SE & Emgloyer Self Service
R& [y Telephone (304) 558 3570 or (500) 654 4406 (Nationwide) M
MM Fax(304) S58-1394 or (304) S58-5455 | Emall: CPRB@wy gov e :
Services Account « Admin
~ Available Forms - . m
Getting Started Detals > y >
Repon ¥ Type: Mode:
75% Contributions Only Fie Upload
Contributions Report
Employee Contributions Y
Emgloyee SSN CPRB 1D
First Name Last Name
P ayment Reason Select v
Employee Details . Show Errors Only
Actions Name CPRE Pay Contribution Payment  Salary EECON ERCON  Erons
1 Petlod Group Reason
o - BROUWER S24934 09022015 TRSPLNY Regular 2019 S L2 o
ROMEO Pay
G Update 624934  OMI772015 TRSPINY  Reguiar 35208195 $14%2 S22 0
X Delete Pay
o - BROUWER §26189 09022015 TRSPLNY Regular $100000 $6000 $1500 0
ROWM Pay
2 BYERLY §24937 09022015 TRSPLN) Regular V00 M2 2N 0
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Step 8 -- Click the button to submit the Contributions file.

Employee Details

'“/Show Errors Only

Actions Name CPRB  Pay Contribution Payment Salary EECON ERCON Ermors
1D Period Group Reason

&~ BROUWER, 524934  09/17/2015 TRSPLN1 Regular $2,081.95 $12492 $31229 0
ROMEO Pay

o - BROUWER, 525189  09/02/2015 TRSPLN1 Regular $1.000.00  $60.00 $150.00 0
ROMI Pay

o~ BYERLY., 524937  09/02/2015 TRSPLN3 Regular $3.900.40 $234.02 $29253 0
KEENAN Pay

&~ BYERLY, 524937  09/17/2015 TRSPLN3 Regular $3,900.40 $234.02 $29253 0
KEENAN Pay

o~ DABNEY, 524936  09/02/2015 TRSPLN1 Regular $4.633.70 $278.02 $695.06 0
EDMUNDO Pay

Piw DABNEY, 524936  09/17/2015 TRSPLN1 Regular $4.633.70 $278.02 $695.06 0
EDMUNDO Pay

o~ KINGSFORD, 524938  09/02/2015 TRSPLN3 Regular $1.484.40 $89.06 $11133 0
ANEESA Pay

o - KINGSFORD, 524938  09/17/2015 TRSPLN3 Regular $1.484.40 $89.06 $11133 0O
ANEESA Pay

£ MERWIN, 524942  09/02/2015 TRSPLN1 Regular $1,99855 $119.91  $299.78 0
DICK Pay

&~ MERWIN, 524942  09/17/2015 TRSPLN1 Regular $1.99855 $119.91  $299.78 0
DICK Pay

Display Records 10 v Page 1 v of2 4Prey Next »

€ Retum to Submit Details
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Step 9 -- Click the button.

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304

B WW)SS&MGMMM
& Fax(304) 558- MW)MJMW

— e —
e

c]
LR

< o T

Employer Home .chon +  Services 'Accuunl - Admin «

~ Avallable Forms —~ ¢

Getting Started Details > Summmary. P Paymenls > Hesults
Report #; Type: Modae:
7550 Contributicns Only e Upload
Contributions Repon
Summary Report Date Retirement System Status
E 9837 01012016 TRS Reoady
Employer Total Total Total Total Tots Total Totat Enor Report
Recorcds ployees Satary EECON ERCON
100 - BA ac TY 30 0 ¢ 5 569 966 80 $530018 $1340602 WA
gof
& Ve s
#9833 020172016 TRS Raoady

€ Back
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Step 10 -- The Summary screen is displayed. Click the

—
} Employet Home  Bepart +  Senioes + Accoust -

Lows | Paymam

No Laun | Fayrreets avsbatie

Lows 1l Fayrmvem

Na Laan || Pagrnts ovalalds

Agply veloes

Appy nvoscs

Tnwoice Type

Penaly - Monmly Repotng
Ervgloyw Mantedy Repaiing
Fersty - Aty Repating
Esvglinel Emy Comatian

Errptoner Wntedy Reparting

Criptoye Nty Fepatng

C Reant

Admin «  Logou it

Geting Started LTy > >

Hepon & Typm Mo

7550 Contrntzrm Ovdy Fidw Uplanad

0108 . HAGBOUN COUNTY BOE | Comtribamtums Ssmmnny

C s 23 R Systm: Awpunt D Totsl Mutibers Stomunc
sy TRE aueINE 15 Ssnazod
Rogelwr Comtribugom
Canpitation Gegap Salmy LECON - TROON -
5Pl 1 s ST s werey S 5 6 &7 60
Tokaly 5 e w107 waar

Compiziums

Comettution Gesap Salary FECON ERCON

TRE Pl § s 3164 %) s s 281

Totals M s S

State Asd Atutmient

Allocsted Artvount Chaterved Amcunt Halonce Anoun Exter Amcam

s 100 00 | i | 1392008 20 4 .00
Servica Purchese Pagmant
Servies Purchess Ameuit
No Sevicw Puschuss Fayreees svslabie

Lows | Pagrim

Lo 1l Payrmnt

Dan

DIS2816

PE202016

DR22241R
OTa2010

TOVZETG

o JESTE

Save and Proceed o Payment

Amvownt

B161 52

00 8

SO5E W

$100 09

s m
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Step 11 -- Enter the PIN number and click the button.

clp
i

| Employer Home

Report #
7550

10092

00001 - TEST00001 / Contribution Paymants

Contribution Summary #: Retirement System: Report Date: Total Members: Status:

Review Your Payment Information

Contributions EECON ERCON Total
Reqular Contribations $3.758.36 $8,588.29 $12,346.65
Corrections $0.00 $0.00 $0.00
Service Purchase Payment $0.00 $0.00 $0.00
Loan | Payment $0.00 $0.00 $0.00
Loan Il Payment $0.00 $0.00 $0.00
Totals $3,758.36 $8,588.29 $12,346.65

Credits

ERCON Total

You have not chasen to pay from any Credit fund

Remit Your Payment:

Payment Due Amount: $12,346.65

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

£ Employer Self Service [“toy o™ |

Report Sarvices « Account »  Admin

Payments > [BEESE

Type: Mode:
Contributions Only File Upload

TRS 090172015 " Summarized

Enter the PIN number: *

Submit Your Payment >
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Step 12 -- The Contributions Results screen is displayed.

i Employer Home Repont

Contribution Details Submitted
Ceaerections Sctenitied
Date Detail Submitted
Contribution Summary:
Regutar Payments
Caosrections

Sewvice Purchase Paymest
Loan [ Payment Submitted
Loan I} Payment Submitted
Date Sumenary Submitted
Contribution Payment:
Slate Aid Amount

Invoice Applied

Invoice Amount

Paymant Ameunt

Paymant Date:

€ Back o Reports

Repon #: Type: Mode:
7550 Contributions Only File Upload
00001 . TESTO0001 / Coatribuations Result
Contribution Summary #: Retiremont Systeen: Report Date:
10092 TRS 09012015
Repon Dotails:
Tota Employees "

BS2016 11202 PM

$12.346 65
$0 GO
$000
$0 GO
$000

6572016 1 24 02 PM

$0 50
0

§0 60

$12 M8 65

EWNG VLI PM

Total Membars: Status:
n Sutemitted
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7.2.2 Submit Contributions — Enter Online

In addition to uploading files, contributions can be entered online. Follow the steps below to perform
this process:

1. Upload File (a new COMPASS file format has been defined for employers to submit the

2.

information in a flat file, typically used by employers with larger employee populations), or
Enter On-Line (enables employers to review, update, and submit the information which is
replicated from previous reports, mainly used by employers with smaller employee
populations).

Step 1 -- To navigate to the Submit Employer Reports screen, click the following menu options:

Report > Submit Employer Reports.

= C 41_) 4101 MacCorkle Avenue S.E £ Employer Self Service
" | Charleston, West Virginia 25304 Hope qu —
| R | B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) St

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov UserGuide Lsst Login: Wed. Jun 22 2016 10:31 AM

Employer Home Report ~ Services « Account ~ Admin « C@MPASS

Payroll Schedule [ Available Forms — | BEEZES

Contribution Group Search 1 . . 5 o .
lic Retirement Board Employer Self Service Website. This site provides employers

with a numbel rately report employee data to West Virginia Consolidated Public Retirement Board
(CPRB). Froi Submit Employer Reporis ith us in a number of ways, including:

View Employer Packets

Download CPRB ID
and Invoices

bution Rate Information

Invoices
This tool was ¢ st Virginia Consolidated Public Retirement Board (CPRB) provides by offering

secure online access to your account information and the ability to perform a variety of transactions.
It is our privilege to provide you this tool and additional level of service.

Jeffrey E. Fleck
Executive Director
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Step 2 -- The Getting Started screen displays. In the Contributions section, click the Enter
Online option.

4101 MacCorkle Avenue SE

Charleston, West Virginia 25304

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fum) 558.1394 CBO‘) 558-5455 | Email: CPRB@wv.gov

Report « Services « Account « Admin Logout

Employer Home

|— Avsilable Forms — vl [ Open |

Getting Starled > Details > Summary > Paymenis » Resulls

Choose an option and select the desired action bel

Choose to work with Employment Classification, contributions or both by either uploading s file or entering online. You may skso
choose to view 8 past report using the Submission History button below.

s - - Emplo Classification
Employment Classification Contributions o c%n ibutions
Choose this option to uplosad only Choose this option to upload only Choose this option to upload
Employment Classification in s file. contributions in s file. Employ t CL. ification &

contributions in = combined file.

Lorem ipsum dolor sit amet, consectatur Lorem ipsum dolor sit amet, consectetur
adipiscing efit. Sed vitae finibus nunc. Ut adipiscing elit. Sed vitae finibus nunc. Ut Lorem ipsum dolor sit amet. consectetur
at lectus ut lacus congue iaculis. Proin at lectus ut lacus congue iaculis. Proin adipiscing elit. Sed vitae finibus nunc. Ut
augue magna, suscipit ac tincidunt id, augue magna, suscipit ac tincidunt id, at lectus ut lacus congue iaculis. Prain
pharetrs sed nibh. pharetra sed nibh sugue magna, suscipit ac tincidunt id,

pharetra sed nibh,

@ UploadFile (& Enter Online @ UpladFile & Enter Onfine @® Uplosd File

Q. Submission History Q. Submission History Q Submission History
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Step 3 -- Select the appropriate option from the Select the Employer you want to report for field.
Note: The Select the Employer you want to report for field is a drop down menu only if
an organization is a reporting employer that submits contributions report on behalf of
more than one employer. Otherwise the Select the Employer you want to report for
field will be pre-populated on the screen displaying the logged in employer name.

clp 4101 MacCorkle Avenue SE £ Employer Self Service
’ Charleston, West Virginia 25304
R B ‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
| AN | Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Employer Home Report v  Services v Account v Admin v Logout MPASS

[~ Available Forms — v | [ “Open |
Getting Started b 3 Details ¥ Summary 9 Payments ¥ Results

Please select from the following:

Please select from the following:

Select the Employer you want 00001 - TEST00001 103300
to report for: *

Select the Retirement System: | Select System v |

Select a Report Date: * | Select Report Date v
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Step 4 -- Select the Retirement System from the drop down menu.
Note: If the employer or an organization that is a reporting employer who submits
contributions reports on behalf of employers participates in multiple retirement systems
then there will be a Select Retirement System drop down menu, but if the employer
does not participate in multiple retirement systems, then the Select Retirement System
drop down menu will default to the Retirement System in which the employer participates.

C I) 4101 MacCorkle Avenue SE a Fmployer Self Service
" Charleston, West Virginia 25304 Exithe Nanda

R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) ~, :
Bt | Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

e

Employer Home Report « Services « Account « Admin « Logout C@MPASS

[~ Available Forms — v | I
[cNORESENCO I Il Details » | Summary ® | Paymenits »  Results

Please select from the following:

Please select from the following:

Select the Employer you want 00001 - TEST00001 103300
to report for: *

Select the Retirement System: [Select System v ]

Select a Report Date: * | Select Report Date v
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Step 5 -- Select a Report Date in the drop down menu.

clp ‘ 4101 MacCorkle Avenue SE £ Employer Seif Service
Charleston, West Virginia 25304 Pritha Nanda
Rl B ‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
%| 1 J Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov
Employer Home Report « ) Services + Account + Admin « Logout [} Vi Ms
[~ Available Forms — v | ECEETIN
Getting Started 9 [BEEISESZ Summary » | Paymenis ¥ | Results
Please select from the following:
Please select from the following:
Select the Employer you want 00001 - TEST00001 103300
to report for: *
Select the Retirement System: | Teachers’ Retirement System v
Select a Report Date: * |o1 Sep 2015 v |
Step 6 -- Click the Continue button.
| clp ‘ 4101 MacCorkle Avenue SE £ Employer Self Service
Charleston, West Virginia 25304 Pr '“"}9’_“
R H B \ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) S

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Services «

Please select from the following:

Please select from the following:

Select the Employer you want
to report for: *

00001 - TEST00001 103300

Select the Retirement System:

*

| Teachers’ Retirement System ¥ |

Select a Report Date: * | 01 Sep 2015

v

Employer Home Report « Account v Admin ~ Logout [f
Getting Started 9 [HEEEISESZ Summary > Payments > Results
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Step 7 -- The Contribution Report — Upload File Progress screen will show the Contribution file
upload progress. The screen will also show any errors identified in the file and successful
completion of uploading the Contribution file.

cl I; } 4101 MacCorkle Avenue SE £ Employer Self Service
Charleston, West Virginia 25304 Pritha Nada

R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
_l 1___ _l Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Employer Home Report « Services v+ Account + Admin « Logout |

LB ISIELCH IR FT S Ml Summary » | Paymenis ¥ | Resulis

Report #: Type: Mode:
7803 Contributions Only Enter Online

[~ Available Forms — v |

Note! The page is set to auto-refresh every 5 seconds and provide progress. You may manually refresh the page at any time (may take
a few seconds for the correct status be displayed)

On successful completion of file and business validations, you will be redirected ta the details page.

Contributions

Contribution business validations

Records: Total (20) | Passed (0) | Errored (0) | Rejected (0) | Pending (20)
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Step 8 -- Click the link (employer name) to add contribution information.

' C P ‘ 4101 MacCorkle Avenue SE £ Employer Self Service
Charleston, West Virginia 25304 Pritha Nanda

R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
N DT rax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Employer Home Report « Services « Account « Admin ~ Logout i
L ESETCH I ET - Il Summary » | Payments ¥ | Resulis

Report #: Type: Mode:
7803 Contributions Only Enter Online

[ Available Forms — v | 0

Contributions Report

Summary Report Date Retirement System Status
= 10092 09/01/2015 TRS Ready
Employer Total Total Total Total Total Total Total Error Report
Records Rejected Errors Employees Salary EECON ERCON
00001 - TESTO000T 20 0 0 10 $63,722.00 $3,823.28 $8,750.58 Error Report

Step 9 -- Click the button to add a new employee to the contribution report.
| p | 4101 MacCorkle Avenue SE £ Employer Seif Service

CLP | Charleston, West Virginia 25304 Pritha Nanda
J B l Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) ‘

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

| Employer Home Report « Servioes - Account « Admin «

[~ Available Forms — v | I

(LIS ELCO IV T Ml Summary > | Payments ¥ Results
Report #: Type: Mode:
7803 Contributions Only Enter Online

00001 - TEST00001 / Contributions Report

Employee Contributions

-

Employee SSN: - - CPRB ID:
First Name: Last Name:
Payment Reason: — Select - v

@ WVCPRB COMPASS Project | Employer Self Service Work Process Manual | Final 188



Step 10 -- Enter the SSN and select the Pay Period End Date from the calendar.

AddEdit Employee Contribution.

Swarch Mamber

Lochim w svemmar by S5 12 mocesd st smevyg the corddtetons

Pay Perod Evd Oute

Step 11 -- Click the Continue button.

AddEdit Employee Contribution:

Search Mam b

LOchig & rrember by S3N 60 pricood wih astateg Tw comiaden
SSM! 2N 2 M%

Py Peniod Lrd Dats: |20
' Septemider, WIS
130 W0 Te We ™ Fr Bl g
(3N B DO T e LI 1
S M 7 oW W
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Step 12 -- Enter the details and click the Save button.
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€ Return io Submi Details

Step 13 -- Click the button.
Icl) 4101 MacCorkle Avenue SE i Employer Salt sarvice
‘ Charleston, West Virginia 25308 Pritha Ne: .
' R1 B WW’,WUMMW’
"; Employer Home Roport « Services «
Getting Started Details > Surmrmatty > =aytne > Resal
Report & Type: Mode:
7803 Contrbutions Only Enter Ording
00001 . TEST00001 / Contributions Raport
Employee Contributions ¥
Employes SSN CPRB 10
Flrst Nams Last Name
Payment Reason — Select - v
Employee Details ~ Show Errors Only
Actions Name CPRB Pay Cootribution Payment  Salary EECON ERCON Errors
n Pariod Group Reason
o BROUWER 524634 01772015 TRSPLN1 Regular  $208195 $12492 $31229 0
ROMEO Pay
o - BROUWER 8525189 09022015 TRSPLN! Regular $1.00G00 $50 00 $1500 0
ROMI Pay
o~ BYERLY 524937 (922015 TRSPINI Regular $390040 $23402 $29253 0
KEENAN Pay
o - BYERLY 824937 091772015 TRSPLNY Regular $390040 S23402 329253 O
KEENAN Pay
o - DABNEY 524536 09022015 TRSPLN{ Reqular $463370 S27802 69505 O
EOMUNDO Pay
o - DABNEY 524536  0917/2015 TRSPIN! Regular $463370 827802 508 0
EDMUNDO Pay
o - KINGSFORD. 524538 09022015 TRSPIN3 Regular S1484 40 83506 $1MNM a3 0
ANEESA Pay
o - KINGSFORD 524938 091772015 TRSPLN3 Regular $1484 40 S3906 $Mis 0
ANEESA Pay
o - MERWIN 524582 09022015 TRSPLNt Regular $196885 S1199 29978 0
DICK Pay
o - MERWIN 524542 09772015 TRSPLNT Regular $195855 $11991 s29978 0
DICK Pay
Display Records 10 v Page 1 v of2 L L Next b
< Ratum to Submy
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Step 14 - Click the aaled pytton,

lcl 4101 MacCorkle Avenue SE

_ Charleston, West Virginia 25304
| B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
CRUB o (304) 5581394 or (304) 558.5455 | Email: CPRB@wvgov

£ Employer Self Service
P

'Employer Home 'Report - Services Account «

| - Available Forms —

v |

Getting Started  Details » [ESUnl=la SN =1 IS S Resulis

Report #: Type: Mode:

7803 Contributions Only Enter Online

Contributions Report

Summary Report Date Retirement System Status

= 10092 09/01/2015 TRS Ready
Employer Total Total Total Total Total Total Total
Records Rejected Errors Employees Salary EECON ERCON

00001 - TESTO00001 20 [} 0 1" $62,640.05 $3,758.36 $8,588.29

C Void & Start New

Error Report

Error Report
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Step 15 -- The Summary screen is displayed. Click the Save and Proceed to Payment button.

i@ Emoryer St Serven

. o) 4101 MacCorkie Averye 52
C
- Chackewion, West Wrgnis 25304
R B Teleprane {104) 558 3570 or (800} 658 4436 (Navorw de)
Urvglopes Hmm
Adsdaths »
Geting Stared Summary > Iy I
Toagor # Tygm Mot
0 Gantrtasarn Onty Ertes O
G0 TN AT0000T | Comyssutaim harmary
4 s y Rt Sywhes: Report Oste; Tetal Members: Savun:
new -] a0 n Satmiaszod
Reguier Comriumnn
Contritsstion Gessp Salary EECON -~ ERCON -
THS Plan | s 31 S s NQ I am 3 " B
TAS Plan 2 % P CTo] s 6 Em 5 3772 TS8
Tonals SEZG40.05 . 2000% Sh.sen s
Commatons
Contiilmtion Gy Satury FECON ERCON
Na amhustrents s winble
Sautw Atd Adutsent
Adoconed Amoun Claliead Amownt Balwnce Amuvuit Emer Ao
s 100000 00 $ 3] $ 109500 00 s a0
Sarvice Purchme Pagment
Service Piochase Amoent
Nz Sarces Parrbene Paymerty monlatles
Luan | Fayrmnnt
Lownt | Pagroset
N Loon | Paymwerts avilable
Loan I Payoent
Laawt § Paymmat
N L 3 9 mgreawsy avadnbiy
Apply rssdon
Apply Twoics Ievwcion Type Dase Amuut
an Fatudty — Monthly FHepatieg 01252016 80154
) Venaty — Marthly Hapoting s
an Peruty - Manthy Seporting 02200 M
28 Empboy o Manttly Reporting Or2N016 pen
2024 Fonaty - Marthy Rapating EraTAe ST
s Ponaity - Marthdy fleporting BOVN 58w
C Fuwet ' M Savw
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Step 16 -- Enter the PIN number and click the Submit Your Payment ¥ button.

Admin «

| Employer Home Report « Services « Account « Logout

C I) 4101 MacCorkle Avenue SE £ Employer Self Service
Charleston, West Virginia 25304 Pritha Nanda
Rr Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
AJ Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov il

| - Available Forms — v Im

Getting Started

sults

A
131
]

Report #: Type: Mode:
7803 Contributions Only Enter Online

00001 - TEST00001 / Contribution Payments

10092 TRS 09/01/2015 "

Review Your Payment Information

Contributions EECON
Regular Contributions $3.758.36
Corrections $0.00
Service Purchase Payment $0.00
Loan | Payment $0.00
Loan Il Payment $0.00
Totals $3,758.36
Credits
ERCON

You have not chosen to pay from any Credit fund.

Remit Your Payment:

Payment Due Amount:

Contribution Summary #: Retirement System: Report Date: Total Members: Status:

Summarized

ERCON Total
$8.588.29 $12,346.65
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$8,588.29 $12,346.65
Total

$12,346.65

Enter the PIN number: *

Submit Your Payment
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Step 17 -- The Contributions Results screen is displayed.

ra ‘?I 4101 MacCorkle Avenue SE g r;m‘::yezen Service
A Charleston, West Virginia 25304 £ fitha Nanda
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wvgov [ -
J Eyer Hom eport __" » B Account « Admin ‘
v ‘ Open
Report #: Type: Mode:
7803 Contributions Only Enter Online
00001 - TEST00001 / Contributions Result
Contribution Summary #: Retirement System: Report Date: Total Members: Status:
10092 TRS 09/01/2015 1" Submitted
Report Details:
Total Employees: "
Contribution Details Submitted: 20
Corrections Submitted: 0
Date Detail Submitted: 8/6/2016 1:12:02 PM
Contribution Summary:
Regular Payments: $12.346.65
Corrections: $0.00
Service Purchase Payment: $0.00
Loan | Payment Submitted: $0.00
Loan Il Payment Submitted: $0.00
Date Summary Submitted: 8/6/2016 1:24:02 PM
Contribution Payment:
State Aid Amount: $0.00
Invoice Applied: 0
Invoice Amount: $0.00
Payment Amount: $12,346.65
Payment Date: 8/6/2016 1:11:41 PM
¥ Print View Details »
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7.3 Submit Employment Classification and Contributions

Employers are required to submit the Employment Classification information, contribution and wage
information, and payments (via Check, Automated Clearing House (ACH) or Lockbox) to CPRB.

Employers may choose to submit a combined Employment Classification and Contributions report
to CPRB on a monthly, semi-monthly, or bi-weekly basis. However, the reporting frequency of an
employer must match their payroll frequency.

Note: An employer can choose to report on a monthly basis, regardless of their payroll frequency.
However, if they choose to report on any other frequency besides a monthly basis (such as semi-
monthly, or bi-weekly), then their reporting frequency must be the same as the payroll frequency.
For example, if an employer runs a payroll on a semi-monthly basis, then they must submit a report
on a semi-monthly basis as well.

¢ Uploading the file: The combined Employment Classification and Contributions file can only
be submitted using the Upload File method and must follow the new COMPASS file format
(The COMPASS Employer Reporting File Format, which was first circulated to employers in
March 2016, and can be found here: http://www.wvretirement.com/Forms/COMPASS-Eer-
ReportingFile.pdf).

o Correcting the errors: Once the combined Employment Classification and Contributions file
has been uploaded, the employer will review the feedback provided for each record and
review the corresponding details. All the records that have errors associated with them will
be displayed on screen by default. The employer must access each record in error and
make the necessary updates to the data.

Note: If the number of error records exceeds the threshold of allowable errors, an email will
be sent to the employer’s Primary Payroll Coordinator alerting them that the file was rejected
and an error message will be displayed on the screen. The employer can re-submit the file
once all the errors are addressed.

¢ COMPASS Validation: The combined Employment Classification and Contributions file is
processed and validated by COMPASS. For example, validations based on employment
date are performed so that the employee is enrolled in the correct contribution group.

¢ Following the submission and correction of errors to the contribution details, the employer
can review and finalize the Contribution Summary, remit electronic payments, then submit
the contribution report to CPRB and print the Contribution Summary screen to include with
mailed checks and/or Lockbox payments. The employer will not be able to make updates to
the Contribution Summary, except for the Employer Contribution (ERCON) amount. The
employer can apply any outstanding credit or debit invoices to the Summary which will alter
the total payment due by the employer.

Note: Only the employers who are participating in the TRS and TDC plans can apply State
Aid money in order to pay the ERCON portion of the report. And only TDC employers can
apply Forfeiture money in order to pay the ERCON portion of their report.

Follow the steps to upload and submit the Employment Classification and Contributions using the
Upload File medium:
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Step 1 -- To navigate to the Submit Employer Reports screen, click the following menu options:

@ WVCPRB COMPASS Project | Employer Self Service Work Process Manual | Final

Report > Submit Employer Reports

Charleston, West Virginia 25304 Hope Bob
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
[ | Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

' C ] P ’ 4101 MacCorkle Avenue S.E & Employer Self Service [“i5s out |

| UserGuide Last Login: Wed, Jun 22 2016 10:31 AM

Employer Home Report v Services v Account v+  Admin v Logout

Payroll Schedule [ Available Forms — /| BEEZEE

Contribution Group Search | . i i o .
lic Retirement Board Employer Self Service Website. This site provides employers
rately report employee data to West Virginia Consolidated Public Retirement Board

(CPRB). Frol Submit Employer Reporis th us in @ number of ways, including:

View Employer Packets

Download CPRB ID

bution Rate Information

This tool was ¢ est Virginia Consolidated Public Retirement Board (CPRB) provides by offering

secure online access to your account information and the ability to perform a variety of transactions.
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Step 2 -- The Getting Started screen displays.

Employer Home

CLP]

Report ~

4101 MacCorkle Avenue SE

Charleston, West Virginia 25304

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Services «

£ Employer Self Service

Account ~ Admin «

[eLGESELCH D Il Details > | Summary » | Payments » = Resuils

Choose an option and select the desired action below.

Choose to work with Employment Classification, contributions or both by either uploading a file or entering online. You may also
choose to view a past report using the Submission History button below.

Employment Classification

Choose this option to upload only
Employment Classification in a file.

Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Sed vitae finibus nunc. Ut
at lectus ut lacus congue iaculis. Proin
augue magna, suscipit ac tincidunt id,
pharetra sed nibh.

® UploadFile & Enter Online

Q. Submission History

Contributions

Choose this option to upload only
contributions in a file.

Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Sed vitae finibus nunc. Ut
at lectus ut lacus congue iaculis. Proin
augue magna, suscipit ac tincidunt id,
pharetra sed nibh.

® UploadFile (& Enter Oniine

Q  Submission History

Employment Classification
& Contributions

Choose this option to upload
Employment Classification &
contributions in a combined file.

Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Sed vitae finibus nunc. Ut
at lectus ut lacus congue iaculis. Proin
augue magna, suscipit ac tincidunt id,
pharetra sed nibh.

® Upload File

Q Submission History

@ WVCPRB COMPASS Project | Employer Self Service Work Process Manual | Final

199




@ Upload Flla

Step 3 -- In the Employment Classification & Contributions section, click the button.
‘| p| 4101 MacCorkle Avenue SE £ Employer Self Service
’ C " P Charleston, West Virginia 25304 Ansa Abraham

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

h Employer Home

e ESECH IS Il Defails » | Summary »  Payments » | Resulis

Choose an option and select the desired action below.

| UserGuide Last Login: Thu, Sep 22 2018 2:58 AM

Report ~ Services « Account + Admin + Logout L @ %57\

|- Available Forms —

Choose to work with Employment Classification, contributions or both by either uploading a file or entering online. You may also
choose to view a past report using the Submission History button below.

Employment Classification

Choose this option to upload only
Employment Classification in a file.

Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Sed vitae finibus nunc. Ut
at lectus ut lacus congue iaculis. Proin
augue magna, suscipit ac tincidunt id,
pharetra sed nibh.

® UploadFile (& Enter Online

Q  Submission History

Contributions

Choose this option to upload only
contributions in a file.

Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Sed vitae finibus nunc. Ut
at lectus ut lacus congue iaculis. Proin
augue magna, suscipit ac tincidunt id,
pharetra sed nibh.

® UploadFile (& Enter Oniine

Q. Submission History

Employment Classification
& Contributions

Choose this option to upload
Employment Classification &
contributions in a combined file.

Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Sed vitae finibus nunc. Ut
at lectus ut lacus congue iaculis. Proin
augue magna, suscipit ac tincidunt id,
pharetra sed nibh.

® Upload File

Q Submission History
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Step 4 -- The Details screen displays. Click the Browse button to select a file.

’ C ‘ P ‘ 4101 MacCorkle Avenue SE & Employer Self Service
> Charleston, West Virginia 25304 Pooja Kashyap
R{B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) a
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov
| Employer Home Report ~ Services ~ Account ~ Admin -~ Logout | o PASS ‘
[~ Available Forms — V|
el VESEDCH IR C T | Summary » | Payments » | Resulls
Type: Mode:
Employment Classification & File Upload
Contributions
File Upload
Select File: * | | Browse... |
Supporied file types are ".tx1", ".cprb” and " zip".
Files are limited to 2 MB.
Click here to download compression tool
Submit B
File History [ Show: Last 3 Months | «
Employer Report Report Error Total Total Total Status File Name
Type Date Report Records Rejected Errors
24121 - PERS 09/01/2016  Error 1 0 Rejected 2016092376324121
NEWEMP1 Report
24121 - SPTA 03/01/2015  Error 1 0 Processed 2016092242924121
NEWEMP1 Report
24121 - SPTA 02/01/2015  Emor 1 0 Processed 2016092242924121
NEWEMP1 Report
24121 - SPTA 01/01/2015  Emor 1 0 Processed 2016092242924121
NEWEMP1 Report
24121 - SPTA 03/01/2015  Emor 1 0 Void 2016092242824121
NEWEMP1 Report
24121 - SPTA 02/01/2015  Error 1 0 Void 2016092242824121
NEWEMP1 Report
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Step 5 -- Click the button.

I’ ‘ 4101 MacCorkle Avenue S.E £ Employer Self Service
Charleston, West Virginia 25304 Hope Bob
( Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

"\' Employer Home Report

Logout

el WESECH IR - - [ il Summary » | Payments » | Results

Type: Mode:
Enroliments & Contributions File Upload

Services « Account « Admin «

Fa==1

File Upload

Select File: * [

Browse... I

Supported file types are ".txt", ".cprb” and " zip".
Files are limited to 2 MB.
Click here to download compression tool

Submit B

File History [ Show: Last 3 Months ] «

No reports to show.

Page  [v| of0
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Step 6 -- The Submit Employer Report — File Progress screen will show the Employment
Classification and Contributions file upload progress. The screen will also show any
errors identified in the file and successful completion of uploading the Employment
Classification and Contributions file.

Note: Once the Employment Classification and Contributions file processing is complete,
the Primary Payroll Coordinator will receive an email with the results from the submission.

Note: If the Submit Employer Report — File Progress screen displays an error
message, navigate to Section 7.3.1 to view the errors in the uploaded Employment
Classification and Contribution file.

*'\ ‘ D | 4101 MacCorkle Avenue SE o Employer Self Service
‘ C'P J Charleston, West Virginia 25304 Pooja Kashyap
R B ‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) 2% =
lJ | Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Employer Home Report + Services «~ Account Admin ~ Logout | PASS

[= Available Forms — v | B

(e VESEDC B ET D Wl Summary » | Paymenis » | Resulis

Report #: Type: Mode:
11042 Employment Classifications File Upload
& Contributions

Note! The page is set o auto-refresh every 5 seconds and provide progress. You may manually refresh the page at any time (may
take a few seconds for the correct siatus be displayed).

On successful completion of file and business validations, you will be redirected to the details page.

Employment Classification & Contributions

Employment Classification & Contribution file validations

Lines: Total (3) | Processed (0) | Errors (3)

Employment Classification & Contribution business validations

Records: Total (0) | Passed (0) | Errored (0) | Rejected (0) | Pending (0)
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Step 7 -- The Employment Classification and Contributions files have been uploaded successfully,

click the expand icon to view the file details.

’7 C '1 717)‘ 4101 MacCorkle Avenue SE £ Employer Self Service
‘ ‘ | Charleston, West Virginia 25304

; ‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) e
'R B

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov ==
Employer Home Report ~ Services v Account + Admin + Logout C@MPASS
[~ Available Forms - v | BEEEE
Summary Payments ? Results
Report #: Type: Mode:
8539 Employment Classifications File Upload

& Contributions

24121 - NEWEMP1 /| Empioyment Classifications And Contributions Report

Search Employee Demographics

Employee SSN: - - CPRB ID:
First Name: Last Name:
Search by Contribution Group: Select Contribution Grou;@

More

Employee Details [v] Show Errors Only
Actions Last Name First Name CPRB ID Birth Date SS Error Count
O & v JOLLY HERRA 06/04/1983 XXX-XX-4161 4 (E=0) (C=4)

Step B -- Click the @ button.

Note: The m button will be disabled if there are any Errors in the file. (Follow the
steps in Section 7.3.2 Correct Employment Classification and Contributions Upload File
Errors to correct remaining errors).
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‘ C H?‘ 4101 MacCorkle Avenue SE

e Charleston, West Virginia 25304
M || Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (804) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Log Out

” Employer Home Report « Services « Account « Admin ~

[~ Available Forms — v | BEEE

el VESELCH IS e - E Tl Summary ¥ | Paymenis » | Resulis
Report #: Type: Mode:
8539 Employment Classifications File Upload

& Contributions

Employment Classifications And Contributions Report

Summary Report Date Retirement System Status
E1 10966 08/01/2016 PERS Ready
Employer Total Total Total Total Total Total Total Error Report
Records Rejected Errors Employees Salary EECON ERCON
24121 - NEWEMP1 1028 82 6 845 $048,000.00 $42,860.00 $127.880.00 Ermror Report

C Void & Start New m
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Step 9 -- The Summary screen displays. Validate the employment classification and contributions

summary information.

Charleston, West Virginia 25304

R(B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Report #: Type: Mode:
8450 Employment Classifications File Upload
& Contributions

24121 - NEWEMP1 /| Empioyment Classification And Contributions Summary

Employer Home Report + Services « Account + Admin Logout [

4101 MacCorkle Avenue SE @ Employer Self Service
CLP pooi Kasnyap

[=Available Forms - v | BEEE

CIELS 3l Payments » | Resulis

Contribution Summary #: Retirement System: Report Date: Total Members: Status:
10899 TRS 08/01/2016 1 Summarized
Regular Contributions
Contribution Group Salary EECON % ERCON %
TRS Plan 1 $ 1000.00 $ gooo | 600 | g 150.00 = 1500
Totals $1,000.00 $60.00 $150.00
Corrections
Contribution Group Salary EECON ERCON
No adjustments available.
State Aid Allotment
Allocated Amount Claimed Amount Balance Amount Enter Amount
$ 540.00 $ 0.00 $ 540.00 $ 0.00
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Step 10 -- Select the check box(es) adjacent to the Invoice to apply the employment classification
and contributions report.

Apply Invoices
Apply Invoice Invoice Type Date Amount
O 2072 Penalty — Monthly Reporting 06/29/2016 $53.20
[l 2073 Penalty — Monthly Reporting 06/29/2016 $50.00
O 2074 Penalty — Monthly Reporting 06/29/2016 $50.00
O 2077 Penalty — Monthly Reporting 06/29/2016 §72.76
O 2078 Penalty — Monthly Reporting 06/29/2016 568.74
| 2079 Penalty — Monthly Reporting 06/29/2016 $57.09
O 2319 Employer Error Correction 071272016 54 .48
C Reset M save

Step 11 -- ClICk the Savn and Procerd o Paymesd > button_

Apply Invoices

Apply Invoice Invoice Type Date Amount
2072 Penalty — Monthly Reporting 06/29/2016 $53.20
[l 2073 Penalty — Monthly Reporiing 06/29/2016 $50.00
O 2074 Penalty — Monthly Reporiing 06/29/2016 $50.00
O 2077 Penalty — Monthly Reporting 06/28/2016 $72.76
[l 2078 Penalty — Monthly Reporiing 06/29/2016 568.74
O 2079 Penalty — Monthly Reporiing 06/29/2016 $57.09
O 2319 Employer Error Correction 07272016 5448

C Reset M save

£ Unsubmit and Review Details Save and Proceed to Payment >
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Step 12 -- The Employment Classification and Contributions Results screen displays.

C l P l 4101 MacCorkle Avenue SE
= E Charleston, West Virginia 25304
R l B wl Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

h Employer Home Report «

Contribution Summary #:
9943

Report Details:

Total Employees:

Contribution Details Submitted:
Corrections Submitted:

Date Detail Submitted:
Contribution Summary:
Regular Payments:
Corrections:

Service Purchase Payment:
Loan | Payment Submitted:

Loan Il Payment Submitted:

Services «

Account «

" Admin

Getting Started
Report #: Type: Mode:
7642 Enroliments & Contributions File Upload

20202 - GIRI BHAI / Enroliments And Contributions Result

Retirement System:
TRS

6
0

7/25/2016 7:57:30 AM

$2,100.00
$0.00
$0.00
$0.00

$0.00

Report Date:
04/01/2016

£} Employer Self Service
Om Bhai

Logout

Log Out

Total Members:
4

Status:
Submitted
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7.3.1 View Employment Classification and Contributions —Upload File Rejection Details

When submitting the combined Employment Classification and Contributions through the Upload
File option, validations are run automatically to ensure the information in the file is formatted
correctly and is accurate. If the file has too many errors or is not in the proper file format, the file will
not be uploaded and will be rejected with an error status displayed in the Details screen.

Follow the steps below to view the View Employment Classification and Contributions Report
Upload File Rejection details.

Step 1 -- Upon the completion of steps 1 - 4 (found in Section 7.3 Submit Employment
Classification and Contributions — Upload File), if the file is rejected, the error message
will be displayed in the Details screen.
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‘ C H P ‘ 4101 MacCorkle Avenue SE
. v Charleston, West Virginia 25304
R B ’ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304)-5.58.»1394 or (304) 558-5455 | Email: CPRB@wv.gov

Report ~ Services « Account ~ Admin ~ Logout

[~ Available Forms -- v | BEEE

e VESETC MRS - =1L Ml Summary » | Payments » = Results

Type: Mode:
Employment Classification & File Upload
Contributions

File Upload

Select File: * | Browse. ..

Supporied file types are " tx1", ".cprb” and " zip".
Files are limited to 2 MB.
Click here to download compression tool

Submit P

File History = [ Show: Last 3 Months ]

Employer Report Report Error Total Total Total Status File Name
Type Date Report Records Rejected Errors

24121 - PERS 08/01/2016 944 162 6 Processed 2016090227624121
NEWEMP1
24121 - PERS 08/01/2016  Error 0 0 Rejected 2016090216424121
NEWEMP1 Report
24121 - DSRS 09/01/2016  Error 1 0 Posted 2016090111524121
NEWEMP1 Report
24121 - DSRS 09/01/2016  Error 1 0 Edit 2016090111424121
NEWEMP1 Report Reject
24121 - TRS 09/01/2016  Error 1 0 Processed 2016090111324121
NEWEMP1 Report
24121 - TRS 09/01/2016  Error 1 0 Edit 2016090111224121
NEWEMP1 Report Reject
24121 - TRS 09/01/2016  Error 1 0 Edit 2016090111124121
NEWEMP1 Report Reject
24121 - Error 0 0 Rejected 2016072110324121
NEWEMP1 Report
24121 - PERS 09/01/2016  Error 0 0 Rejected 2016071575824121
NEWEMP1 Report
24121 - PERS 06/01/2016  Error 1 0 Void 2016071575724121
NEWEMP1 Report

Display Records 10 E‘ Page 1[v| of3 4Prey Next b
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Step 2 -- The selected employer’s Error Report details displays, by selecting the File Format
Errors radio button allows the ability to filter by:

e Show errors with severity: e Show errors from:
o Error — must correct o File Format Error — these
formatting errors to resubmit errors are a result of

o Warning — may require formatting issues in the file.

action however can be For ex. if an SSN has the
overridden letter “O” rather than the
number “0” (zero) the record
will be flagged as having an
error.

o Information — No correction
required, informational only
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‘ C \ 73‘ 4101 MacCorkle Avenue SE £ Employer Self Service
, 1 Charleston, West Virginia 25304
R(B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov
[~ Available Forms - | BEEEINE
Report #: Type: Mode:
8539 Employment Classifications File Upload
& Contributions
Error Report
Show errors [VIRejected File Show errors @®File Format Errors
with severity: from:
[ViIError Rejected Records CContribution Errors
Miinformation CEmployment Classification Errors
Error Severity Description Line# Col# Col #
Code From To

Employer: 24121 - NEWEMP1
() ER0297 Information Person not found with this SSN. (ER0297) 2 2 10
(O ER0297 Information Person not found with this SSN. (ER0297) 3 2 10
() ERO0297 Information ~ Person not found with this SSN. (ER0297) 4 2 10
() ER0297 Information Person not found with this SSN. (ER0297) 5 2 10
() [ER0297 Information Person not found with this SSN. (ER0297) 6 2 10
() [ER0297 Information  Person not found with this SSN. (ER0297) 7 2 10
() [ER0297 Information Person not found with this SSN. (ER0297) 8 2 10
() [ER0297 Information Person not found with this SSN. (ER0297) 9 2 10
(O ER0297 Information Person not found with this SSN. (ER0297) 10 2 10
() ER0297 Information Person not found with this SSN. (ER0297) 1 2 10

Record Text

Display Records  10|V/| Page 1[v| of112 4Prev. | Next )
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Step 3 -- The selected employer’s Error Report details displays, by selecting Contributions Errors
radio button allows the ability to filter by:

e Show errors with severity: e Show errors from:
o Error — must correct o Contribution Errors — these
formatting errors to resubmit errors are a result of information

reported that does not adhere to

o Warning — may require CPRB regulations.

action however can be
overridden o For example, if the date of birth
entered means the employee
would be 5 years old, the
validations within ESS would
flag this record as an error
because the legal working age is
14 years old.

o Information — No correction
required, informational only
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" C] _F‘ 4101 MacCorkle Avenue SE & Employer Self Service
" | Charleston, West Virginia 25304 Pooja Kashyap
’ R(B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) - :
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov SHe—— =
[~ Available Forms - v | BEEE
Report #: Type: Mode:
8539 Employment Classifications File Upload
& Contributions
Error Report
Show errors [MError Show errors CFile Format Errors
with severity: . from:
[Viwarning I‘-P?Conmbulion Enorsl
[Mlinformation CEmponment Classification Errors
Error Severity Description Name Birth Date  SSN
Code
Employer: 24121 - NEWEMP1
ER0043  Error Duplicate payment reason of Regular reported for the same JOLLY, HERRA  06/04/1983 XXX-XX-4161
Posting Month for the same Member.(ER0043)
ER0043 Error Duplicate payment reason of Regular reporied for the same JOLLY, HERRA  06/04/1983 XXX-XX-4161
Posting Month for the same Member.(ER0043)
ER0043 Error Duplicate payment reason of Regular reporied for the same JOLLY, HERRA  06/04/1983 XXX-XX-4161
Posting Month for the same Member.(ER0043)
ER0043 Error Duplicate payment reason of Regular reported for the same JOLLY, HERRA  06/04/1983 XXX-XX-4555
Posting Month for the same Member.(ER0043)
ER0043  Error Duplicate payment reason of Regular reported for the same JOLLY, HERRA  06/04/1983 XXX-XX-4161
Posting Month for the same Member.(ER0043)
ER0043 Error Duplicate payment reason of Regular reported for the same JOLLY, HERRA  06/04/1983 XXX-XX-4555
Posting Month for the same Member.(ER0043)
Display Records 10E| Page 1v| of1 4Prev Next b
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Step 4 -- The selected employer’s Error Report details displays, by selecting Enroliment Errors
radio button allows the ability to filter by:

e Show errors with severity: e Show errors from:
o Error — must correct o Enrollment Errors — these errors
formatting errors to resubmit are a result of information

reported that does not adhere

o Warning —may require to CPRB regulations.

action however can be
overridden o For example, if the date of birth
entered means the employee
would be 5 years old, the
validations within the ESS
portal would flag this record as
an error because the legal
working age is 14 years old.

o Information — No correction
required, informational only

Step 5 -- If the file has been accepted, follow the steps in 7.3.2 Correct Employment Classification
and Contributions Upload File Errors. If the file has been rejected, correct the rejected file
and re-upload the file.

Note: Use the descriptions provided for the rejected files to make corrections and use the
COMPASS Employer Reporting File Format document (which can be found here:
http:/mwww.wvretirement.com/Forms/COMPASS-Eer-ReportingFile.pdf) to ensure the file
has the proper layout and/or verify the information in the file is correct to re-upload the
file.
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" C] _FI 4101 MacCorkle Avenue SE & Employer Self Service
wr~ | Charleston, West Virginia 25304 Pooja Kastiyap
’ p{‘ B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) - :
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov e =
[~ Available Forms - v | BEEE
Report #: Type: Mode:
8539 Employment Classifications File Upload
& Contributions
Error Report
Show errors ViError Show errors CFile Format Errors
with severity: from:
[Mwarning CContribution Errors
[Minformation @Employment Classification Errors |
Error Severity Description Name Birth Date  SSN
Code
Employer: 24121 . NEWEMP1
ER0116 Information The employee's Address fields on record with WVCPRB JOLLY, 06/04/1983  XXX-XX-4561
were updated. (ER0116) DEENA
ERO0139 Information Created new enroliment JOLLY, 06/04/1983  XXX-XX-4561
DEENA
ERO0116 Information The employee's Address fields on record with WVCPRB JOLLY, DINA 06/04/1983  XXX-XX-4573
were updated. (ER0116)
ER0139 Information Created new enroliment. JOLLY, DINA 06/04/1983 XXX-XX-4573
ER0116 Information The employee's Address fields on record with WVCPRB JOLLY, TINA 06/04/1983  XXX-XX-4573
were updated. (ER0116)
ERO0139 Information Created new enroliment. JOLLY, TINA 06/04/1983  XXX-XX-4573
ER0116 Information The employee's Address fields on record with WVCPRB JOLLY, HRRAI  06/04/1983 XXX-XX-4573
were updated. (ER0116)
ER0139 Information Created new enroliment. JOLLY, HRRAI = 06/04/1983 XXX-XX-4573
ER0116 Information The employee's Address fields on record with WVCPRB JOLLY, 06/04/1983  XXX-XX-4571
were updated. (ER0116) MARTIN
ER0139 Information Created new enroliment. JOLLY, 06/04/1983  XXX-XX-4571
MARTIN
Display Records 10@ Page 1'7 of 7 4 Prev Next b
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7.3.2 Correct Employment Classification and Contributions Upload File Errors

Follow the below steps to correct errors in a combined employment classification and contribution
upload file:

Step 1 -- Click the hyperlink (report date) for the employer report which needs to be corrected or
edited.

Sutemission Wistory [ Show Last I Monmis | -

Fmgloye  Sutenissnn  Hepart Repentt Totad Towe N
Dane Dote Type EECON ERCON Payment

1N W06 ;ws Vonanhy 340000 31 IVD00 F1IDH000

EWEMPT 100510
A

021N 320 08012010
EWEMfFT 95025 aM

M1 -N e ARUI06 fixw
EWEMPY 720618 AM

4129-N  W12010 2an1omn 5 o 10w
EWEMPT - S50 04 AN

IS29-N 92616 aNnRews TR3 Sumnanzed  §1.000 00 §150.00
EWENPY 20009 AM

Report Dete Page v ore
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Step 2 -- Click the Employer hyperlink to open the report.

‘ 4101 MacCorkle Avenue SE

Charleston, West Virginia 25304

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email; CPRB@wv.gov

Employer Home Report + Services Account ~ Admin ~ Logout

Ui,

8

£ Employer Self Service
Eeoiakashiap

“Log Out

COMPAS!

[~ Available Forms — v | B

“ GV EC SRS Il Summary > | Paymenis » | Results

Report #: Type: Mode:
8539 Employment Classifications File Upload
& Contributions

Employment Classifications And Contributions Report

Summary Report Date Retirement System
E1 10966 08/01/2016 PERS
Employer Total Total Total Total Total Total
Records Rejected Errors Employees Salary EECON

24121 - NEWEMP1 1029 g2 8 944 $048,000.00 $42,680.00

C Void & Start New

Status
Ready

Total
ERCON

Error Report

$127.980.00 Error Report

Step 3 -- In the Personal Information section, enter the SSN of the employee and click the

Verify SSN .
button. If the employee already has a record with CPRB, the Personal
Information section will automatically populate the employee’s information.

Note: If the employee’s personal information is pre-populated skip to step 14 of this

Section.
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|

4101 MacCorkle Avenue SE

y Charleston, West Virginia 25304

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304)-5.58.»13.94 or (304) 558-5455 | Email: CPRB@wv.gov

=l O

Report + Services « Account + Admin «

Getting Started - o Ml Summary @ Paymenis 2 Results

[~ Available Forms - v | BEEE

Report #: Type: Mode:
8539 Employment Classifications File Upload
& Contributions

24121 - NEWEMP1  Add/Edit Employee Demographics

Error Details ["] Override Warnings

Personal Information

SSN: * = = Q Verify SSN

Prefix Select Prefix Date of Birth: *

First Name:* Middle Name:

Last Name:* Gender: * Select Gender v

Suffix: Select Suffix

Address Information

Address Line 1: * Address Line 2:

Use for actusl street address or post office box. Use for Apartment, Building, Unit, Floor, Suite, etc

City: * State: = Select State v

Zip: * = (optional)

International
Address:

¥ Cancel m Continue with Employment Classifications

|
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Step 4 -- If the employee does not have an existing record with CPRB in COMPASS,

enter the SSN, click the

button and enter the demographic information

in the required fields (steps 5 — 13).

clp)
na

Employer Home

Report #:
8539

Error Details

4101 MacCorkle Avenue SE £} Employer Self Service
Charleston, West Virginia 25304 Pooja Kashyap
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) .
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov =

Report ~ Services « Account ~ Admin ~ Logout f

[~ Available Forms - v | BEEEINE

(el ESIELCH IR o= 130 Ml Summary » | Paymenis ¥ | Results

Type: Mode:
Employment Classifications File Upload
& Contributions

24121 - NEWEMP1  Add/Edit Employee Demographics

["] Override Warnings

Personal Information

SSN: * - - Q Verify SSN

Prefix: Select Prefix [v] ' Date of Birth: *

First Name:* Middle Name:

Last Name:* Gender: * Select Gender v

Suffix: Select Suffix V|
Address Information

Address Line 1; * Address Line 2:

Use for actual street sddress or post office box. Use for Apartment, Building, Unit. Floor, Suite, etc

City: * State: = Select State v

Zip: * - {optional)

International

Address: L

¥ Cancel m Continue with Employment Classifications

Step 5 -- Enter the Date of Birth (mm/dd/yyyy) in the field.
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‘ C H P ‘ 4101 MacCorkle Avenue SE & Employer Self Service
“dgs | Charleston, West Virginia 25304 Kashyap.
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) il
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov
Report ~ Services « Account ~ Admin ~ Logout ) 3
[~ Available Forms -- v | BEEE
(e ESETCH BT [ I Summary » | Payments » | Results
Report #: Type: Mode:
8539 Employment Classifications File Upload
& Contributions
24121 - NEWEMP1  Add/Edit Employee Demographics
Error Details ["] override Warnings
Personal Information
SSN: * - = Q Verify SSN
Prefix: Select Prefix Date of Birth: *
First Name:* Middle Name:
Last Name:* Gender: * Select Gender
Suffix: Select Suffix
Address Information
Address Line 1; * Address Line 2:
Use for actusl street address or post office box. Use for Apartment, Building, Unit, Floor, Suite, etc
City: * State: = Select State v
Zip: * - {optional)
International
Address: L
¥ Cancel m Continue with Employment Classifications
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Step 6 -- Enter the First Name in the text field.

E‘ ?‘ 4101 MacCorkle Avenue SE £ Employer Self Service
' Charleston, West Virginia 25304 Pooia Kaslwap,

LB!B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

{ Employer Home Report ~ Services « Account + Admin +

Logout N
AN e ]

[~ Available Forms - v | BEZE

Getting Started .  Detalls > RRSUuliEGES 2 Payments 2 Results
Report #: Type: Mode:
8539 Employment Classifications File Upload

& Contributions

24121 - NEWEMP1  Add/Edit Employee Demographics

Error Details [[] Override Warnings

Personal Information

SSN: * - - Q Verify SSN

Prefix: Select Prefix Date of Birth: *
First Name:* Middle Name:
Last Name:* Gender: * Select Gender (v
Suffix: Select Suffix
Address Information
Address Line 1; * Address Line 2:
Use for actual street address or post office box. Use for Apartment, Building, Unit, Floor, Suite, etc
City: * State: = Select State (v
Zip: * - {optional)
International
Address: L

¥ Cancel m Continue with Employment Classifications
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Step 7 -- Enter the Last Name in the text field.

| 4101 MacCorkle Avenue SE ' a Employer Self Service
‘ C {1 P ‘ Charleston, West Virginia 25304 Pooja Kashyap
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) -
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov =

Employer Home Admin «

Report « Services « Account ~ Logout

[<Available Forms — v | BEEEHE

(UL ESELCH IR T 1 Ml Summary » | Paymenis » | Results
Report #: Type: Mode:
8539 Employment Classifications File Upload

& Contributions

24121 - NEWEMP1  Add/Edit Employee Demographics

Error Details [] Override Warnings

Personal Information

SSN: * - - Q Verify SSN

Prefix: Select Prefix [v| | Date of Birth: *

First Name:* Middle Name:

Last Name:* Gender: * Select Gender v

Suffix: Select Suffix v

Address Information

Address Line 1: * Address Line 2:

Use for actual street sddress or post office box. Use for Apartment, Building, Unit, Floor, Suite, etc

City: * State: = Select State E]

Zip: * = {optional)

International
Address:

¥ Cancel m Continue with Employment Classifications

O
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Step 8 -- Select the Gender from the drop down menu.

\ C ‘ P ‘ 4101 MacCorkle Avenue SE & Employer Self Service
“dms~ | Charleston, West Virginia 25304 Pooja Kashyap
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) :
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov
- Employer Home Report ~ Services « Account ~ Admin + Logout | V] M’
|- Available Forms -- v/
Getting Started .  Detalls ¥ EEUulicie 2 Payments 2 Results
Report #: Type: Mode:
8539 Employment Classifications File Upload
& Contributions
24121 - NEWEMP1  Add/Edit Employee Demographics
Error Details [] Override Warnings
Personal Information
SSN: * - - Q Verify SSN
Prefix Select Prefix [v| ' Date of Birth: *
First Name:* Middle Name:
Last Name:* Gender: * Select Gender v
Suffix: Select Suffix v
Address Information
Address Line 1; * Address Line 2:
Use for actusl street sddress or post office box. Use for Apartment, Building, Unit, Floor, Suite, etc
City: * State: = Select State v
Zip: * - (optional)
International
Address: u
¥ Cancel m Continue with Employment Classifications
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Step 9 -- In the Address Information section, enter the Address Line 1 in the text field.

[CLP|
DO

Report #:
8539

Error Details

SSN: *
Prefix:
First Name:*
Last Name:*

Suffix:

City: *

Zip: *

International
Address:

24121 - NEWEMP1

Address Line 1: *

4101 MacCorkle Avenue SE

Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

i Employer Home Report + Services « Account + Admin + Logout ‘
e LESELCH IR - 1L Il Summary » | Paymenis » | Results

Type: Mode:
Employment Classifications File Upload
& Contributions

Personal Information

Address Information

Add/Edit Employee Demographics

Select Prefix Date of Birth: *
Middle Name:
Gender: *
Select Suffix 4
Address Line 2:
Use for actual street address or post office box.
State: *

O

(optional)

[ Available Forms -- v | B

["] Override Warnings

Select Gender v

Use for Apartment, Building, Unit. Floor, Suite, etc

Select State v
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Step 10 -- Enter the City in the text field.

| 4101 MacCorkle Avenue SE & Employer Self Service

‘ C |' P‘ Charleston, West Virginia 25304 Kashyap
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) :
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Employer Home Report ~ Services « Account ~ Admin + Logout

[= Available Forms -- v | BEEE

Getting Started -  Detalls 9 RSUulic A2 Payments 2 Resulis
Report #: Type: Mode:
8539 Employment Classifications File Upload

& Contributions

24121 - NEWEMP1  Add/Edit Employee Demographics
Error Details [] Override Warnings

Personal Information

SSN: * = = Q Verify SSN

Prefix: Select Prefix Date of Birth: *

First Name:* Middle Name:

Last Name:* Gender: * Select Gender E
Suffix: Select Suffix

Address Information

Address Line 1; * Address Line 2:

Use for actual street address or post office box. Use for Apartment, Building, Unit, Floor, Suite, etc
City: * State: = Select State v
Zip: * 3 {optional)
International
Address: O

¥ Cancel m Continue with Employment Classifications
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Step 11 -- Select the State from the drop down menu.

l C ‘ P ‘ 4101 MacCorkle Avenue SE £ Employer Self Service
g | Charleston, West Virginia 25304 Pooja Kashyap

MB Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Employer Home

Report + Services Account + Admin +

Logout

Getting Started -  Detalls > ESUuliclae 2 Payments 2 Resulis
Report #: Type: Mode:
8539 Employment Classifications File Upload

& Contributions

24121 - NEWEMP1  Add/Edit Employee Demographics

Error Details ["] Override Warnings

Personal Information

SSN: * - - Q Verify SSN

Prefix: Select Prefix ™| | Date of Birth: *

First Name:* Middle Name:

Last Name:* Gender: * Select Gender El
Suffix: Select Suffix v

Address Information

Address Line 1; * Address Line 2:

Use for actusal street address or post office box. Use for Apartment, Building, Unit, Floor, Suite, etc
City: * State: = Select State v
Zip: * 3 (optional)
International
Address: .

¥ Cancel m Continue with Employment Classifications
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Step 12 -- Enter the Zip in the text field.

| 4101 MacCorkle Avenue SE & Employer Self Service

‘ C " P ‘ Charleston, West Virginia 25304 Pooja Kashyap
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) .
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Employer Home Report ~ Services « Account ~ Admin ~ Logout

e VESETCS MR - =1L Ml Summary » | Payments » @ Results

[~ Available Forms - v | BEEE

Report #: Type: Mode:
8539 Employment Classifications File Upload
& Contributions

24121 - NEWEMP1  Add/Edit Employee Demographics

Error Details [] override Warnings

Personal Information

SSN: * - - Q Verify SSN

Prefix: Select Prefix Date of Birth: *

First Name:* Middle Name:

Last Name:* Gender: * Select Gender
Suffix: Select Suffix 4

Address Information

Address Line 1: * Address Line 2:

Use for actusl street address or post office box. Use for Apartment, Building, Unit, Floor, Suite, etc
City: * State: = Select State v
Zip: * N optional)
International
Address: L

¥ Cancel m Continue with Employment Classifications
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Continue with Ensoliments

Step 13 -- Click the m button to save the details and then click the & l button to

enter employment classification information.

1 C | P ‘ 4101 MacCorkle Avenue SE
’ Charleston, West Virginia 25304

MB Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

£ Employer Self Service

SEETOUE)
Pooia Kaslyap

Employer Home Report ~ Services Account + Admin ~ Logout V

[= Available Forms — v | BEEEE

U GESENCH IR C1 Dl Summary » | Paymenis ¥ | Resulis
Report #: Type: Mode:
8539 Employment Classifications File Upload

& Contributions

24121 - NEWEMP1  Add/Edit Employee Demographics

Error Details [] Override Warnings

Personal Information

SSN: * - = Q Verify SSN

Prefix: Select Prefix [v] | Date of Birth: *

First Name:* Middle Name:

Last Name:* Gender: * Select Gender \E
Suffix: Select Suffix v

Address Information

Address Line 1. * Address Line 2:

Use for actusl street sddress or post office box. Use for Apartment, Building, Unit. Floor, Suite, etc
City: * State: = Select State E
Zip: * = (optional)
International
Address: u

¥ Cancel M save I Continue with Employment Classifications
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Step 14 -- Click the expand icon to view errors.

‘ C ‘ P ‘ 4101 MacCorkle Avenue SE a Employer Self Service
" Charleston, West Virginia 25304 Pooja Kashyap

R(B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Employer Home Report ~ Services ~ Account ~ Admin + Logout f
Getting Started . Detalls ¥ EEUulucihe Payments 2 Restults

[~ Available Forms - v | BEEE

Report #: Type: Mode:
8539 Employment Classifications File Upload
& Contributions

24121 - NEWEMP1 /| Empioyment Classifications And Contributions Report

Search Employee Demographics

Employee SSN: - - CPRB ID:
First Name: Last Name:
Search by Contribution Group: Select Contribution GrourM

More

Employee Details [V} Show Errors Only
Actions Last Name First Name CPRB ID Birth Date §S§ Error Count
O & v JOLLY HERRA 06/04/1983 XXX-XX-4161 4 (E=0) (C=4)
O =] &~ JOLLY HERRA 06/04/1983 XXX-XX-4555 2 (E=0)({C=2)
Contribution Pay Salary EECON ERCON Position Job Position Payment
Group Period Status Reason
PERS State Tier  8/1/2016 1000.00 45.00 135.00 Permanent Full  County Regular Pay ¢
1 Time Commissioner
PERS State Tier  8/1/2016 1000.00 45.00 135.00 Permanent Full  County Regular Pay rd
1 Time Commissioner
Display Records 10 E Page 1 E| Of1 4Prev  Next b

<€ Retumn to Submit Details Continue fo Confributions 2
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Step 15 -- In the Employee Details section, click the Actions drop down menu to add or edit the

employment classification and/or contribution information to correct the error.

C| ?‘ 4101 MacCorkle Avenue SE
|

Employer Home

Report ~ Services «

Search Employee Demographics

Employee SSN:

First Name:

Search by Contribution Group:

More

< Return to Submit Details

Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Account ~ Admin +

Report #: Type: Mode:
8539 Employment Classifications File Upload
& Contributions

24121 - NEWEMP1 ! Empioyment Classifications And Contributions Report

Logout

(e ESETCL VR - C1 L Ml Summary » | Payments » | Results

& Employer Self Service
Pooja Kashyap
e

AN

gl o=

|- Available Forms -

CPRB 1D:

Last Name:

Select Contribution Grou;El

Employee Details [V] Show Errors Only
Actions Last Name First Name CPRB ID Birth Date S8 Error Count
O & v JOLLY HERRA 06/04/1983 XXX-XX-4161 4 (E=0) (C=4)
O = o o~ JOLLY HERRA 06/04/1983 XXX-XX-4555 2 (E=0) (C=2)
#_Demographics
Contr £ . . CON ERCON Position Job Position Payment
Grou| # _Employment Classification Status Reason
#_Contributions :
PERS 00 135.00 Permanent Full  County Regular Pay #
1 ®_Delete Time Commissioner
PERS Siate Tier  8/1/2016 1000.00 4500 135.00 Permanent Full  County Regular Pay e
1 Time Commissioner
Display Records 10 E Page 1{\/ Of1 4Prev  Next b

Continue to Coniributions 3
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Step 16 -- Update the Address Information section if needed, click the button and

Continue with Enroliments

button.

IEI ?‘ 4101 MacCorkle Avenue SE

Charleston, West Virginia 25304
BA

Employer Home Report ~ Services Account +

24121 - NEWEMP1  Add/Edit Employee Demographics

Error Details
Error Code Description

Personal Information
SSN: * XXX-XX-4555
Prefix: Select Prefix [v]
First Name:* HERRA
Last Name:* JOLLY
Suffix: Select Suffix v

Address Information

Address Line 1: * MAIN ST

Use for sctusi street address or post office box

City: * CHARLESTON

Zip: * 25301 - 0000 | (optional)
International

Address: .

Admin

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Report #: Type: Mode:
8539 Employment Classifications File Upload
& Contributions

Severity

CPRB ID:

Date of Birth: *

Middle Name:

Gender: *

Address Line 2:

State: *

£ Employer Self Service

Logout S,

VMBS ENCH MR- C1 LD Ml Summary » | Paymenis ¥ | Resulis

voja Kashyap

NE

[~ Available Forms -- v | B
["] Override Warnings
Category
6/4/1983
Female E

Use for Apartment, Building, Unit. Floor, Suite, etc

West Virginia E]

¥ Cancel Continue with Employment Classifications
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Step 17 -- The Add/Edit Employment Information pop-up window displays. Add or update the

required fields, click the button.

<I7]
RO

Employer Home

Report #:
8539

Error Details

Error Code

SSN: *
Prefix:
First Name:*
Last Name:*

Suffix:

City: *
Zip: *

International
Address:

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

Fax (304) 558-1394 or (304) 558-5455 | Email:

Report ~ Services « Account ~

CPRB@wv.gov

Admin -~ Logout |

Type: Mode:
Employment Classifications File Upload
& Contributions

24121 - NEWEMP1  Add/Edit Employee Demographics

Personal Information

Address Information

Description Severity
XXX-XX-4555 CPRB ID:
Select Prefix [v] | Date of Birth: *
HERRA Middle Name:
JOLLY Gender: *
Select Suffix v
Address Line 2:

Address Line 1: * MAIN ST

Use for actusi street address or post office box.

CHARLESTON

25301 - 0000 (optional)

O

State: *

Getting Started - Detalls ¥ Summary Payments ? Results

& Employer Self Service
Poojs Kashyep
pl

[~ Available Forms — V|

["] Override Warnings

Category

6/4/1983

Female

Use for Apartment, Building, Unit. Floor, Suite, etc

West Virginia v

¥ Cancel Continue with Employment Classifications
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Step 18 -- The Add/edit Contribution pop-up window displays, click the Edit Contribution button
to edit the contribution information or click Add Contribution button to add contribution
information.

AdAEdit Emplayee Contribiution
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Submil Your Payment ¥

Step 19 -- Enter the PIN number and click the button.

4101 MacCorkle Avenue SE @ Employer Self Service
Charleston, West Virginia 25304 Pooja Kashyap
I 1

MB Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wyv.gov

! Employer Home Report + Services Account + Admin + Logout f \

ol
~

Payments 9 REESUS

Report #: Type: Mode:
8450 Employment Classifications File Upload
& Contributions

24121 - NEWEMP1 / Empioyment Classification And Contribution Payments

Contribution Summary #: Retirement System: Report Date: Total Members: Status:
10899 TRS 09/01/2016 1 Summarized

Review Your Payment Information

Contributions EECON ERCON Total
Regular Contributions $60.00 $150.00 $210.00
Corrections $0.00 $0.00 $0.00
Service Purchase Payment $0.00 $0.00 $0.00
Loan | Payment $0.00 $0.00 $0.00
Loan Il Payment $0.00 $0.00 $0.00
Totals $60.00 $150.00 $210.00
Credits
ERCON Total

You have not chosen to pay from any Credit fund.

Remit Your Payment:

Payment Due Amount: $210.00

Enter the PIN number: * 000000

Submit Your Payment >
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Step 20 -- The Employment Classification and Contributions Results screen displays.

C -P' 4101 MacCorkle Avenue SE
Charleston, West Virginia 25304

£ Employer Self Service
bbbl TS

Employer Home Report «

Admin «

Services Account ~

R'IAB  Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
=]

—~ Available Forms — v | G

Report #: Type: Mode:

7551 Enrcliments & Contnbutions File Upload

0100 - BARBOUR COUNTY BOE / Enrollments And Contributions Result

Contribution Summary #: Retirement System: Report Date: Total Members: Status:
9839 TRS 0110172016 15 Submitted
Report Details:
Total Employees 15
Contribution Detads Submitted: 17
Corrections Submitted 13
Date Detad Submated 77202016 2:39:03 PM
Contribution Summary:
Regutar Payments $10876.40
Corrections $8,020 80
Service Purchase Payment $0.00
Loan | Payment Submitted $0.00
Loan Il Payment Submitted: $0.00
Date Summary Submitted 72002016 3:29:32 PM
Contribution Payment:
State Aid Amount $0.00
Invoice Appled 0
Invoice Amount $0.00
Payment Amount. $18.8067 20
Payment Date 772062016 22.38:30 PM
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8. View Employer Packet

An Employer Packet contains information (such as a list of employees on leave without pay,
employees with multiple plan participant and etc.) from the employer’s last Contributions or

Employment Classification and Contributions report submission. The employer packet displays as a
link that opens up a report in the PDF format. Employer Packets are generated five business days

after the employer’s report is posted. Once the packets are generated, the primary Payroll

Coordinator for the employer is alerted via an email that the packet is ready for viewing.

The following steps describe how to navigate to the View Employer Packets screen:
Step 1 -- To navigate to the Employer Packet screen, click the following menu options:
Report > View Employer Packets

‘ C P 4101 MacCorkle Avenue S.E £ Employer Self Service
'- | Charleston, West Virginia 25304 ‘Ho_pe Bob. ;
R | B ‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) . }

5o

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@WV.OV | |jcerGuide Last Login: Wed, Jun 22 2016 10:31 AM

Employer Home Report « Services « Account « Admin + Logout

Contribution Group Search

Welcome o Tl
with a number|
(CPRB). Frol Submit Employer Reporis ith us in a number of ways, including:

View Employer Packets

Download CPRB ID

bution Rate Information

Invoices
This tool was

secure online access to your account information and the ability to perform a variety of transactions.
Itis our privilege to provide you this tool and additional level of service.

Jeffrey E. Fleck
Executive Director

COMPASS

Payroll Schedule |— Available Forms — Vlm

lic Retirement Board Employer Self Service Website. This site provides employers
rately report employee data to West Virginia Consolidated Public Retirement Board

est Virginia Consolidated Public Retirement Board (CPRB) provides by offering
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| C | p 4101 MacCorkle Avenue SE & Employer Self Service
. '- | Charleston, West Virginia 25304 ‘Kﬂn
i_R B ‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) = it

-]1 71 Fax (304) 558-1394 or (304) 558-5455 | Email; CPRB@wv.gov UserGuide Last Login: Thu, Aug 04 2018 2:07 AM

Employer Home Report v+  Services v Account v+ Admin + Logout C@MPASS

[~ Available Forms — | B

Employer Packet

To view an employer packet, please choose the Plan Year and Month generated from the menus below.
To view an individual report, select the appropriate link and the report will open in a new browser window.

Please Note: Reports are generated for the employer packet as necessary based on the information
reported in the previous contribution detail submission. Due to this, the number of employer packet
reports could vary from month to month.

Retirement System: [Deputy Sheriff Retirement System v

Fiscal Year: |2016-2017 V| Report Date:

Step 3 -- Select the Retirement System, Plan Year (Fiscal Year or Calendar Year depending on
the retirement system), and the Report Date from the drop down menu, respectively.

I C I P | 4101 MacCorkle Avenue SE & Employer Self Service
| Charleston, West Virginia 25304 Kaniska Saha
Aughan Abianai!

[ R'B ’ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
| I}* Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

| UserGuide Last Login: Thu, Aug 04 2018 2:07 AM

Employer Home Report + Services « Account « Admin + Logout C@MPASS

[~ Available Forms — | B0

Employer Packet

To view an employer packet, please choose the Plan Year and Month generated from the menus below.
To view an individual report, select the appropriate link and the report will open in a new browser window.

Please Note: Reports are generated for the employer packet as necessary based on the information
reported in the previous contribution detail submission. Due to this, the number of employer packet
reports could vary from month to month.

Retirement System: |Emergency Medical Services Retirement System Vv

Calendar Year Report Date:

Note: If there is only one Retirement System for an employer, the Retirement System
drop down menu will be display the retirement system by default.
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Step 4 -- The Report Name and Retirement System Code sections will be displayed in the
Employer Packet screen.

C I’ 4101 MacCorkle Avenue SE

P Charleston, West Virginia 25304
| Server is not available. (304) 558-3570 or (800) 654-4406 (Nationwide)

' Employer Home Report ~ Services « Account « Admin « Logom

— Avallable Forms — v | EZZI

Employer Packet

To view an employer packet, please choose the Plan Year and Month generated from the menus below. To
view an individual report, sedect the appropriate link and the report will open in a new browser window

Please Note: Reports are generated for the employer packet as necessary based on the information
reporied n the previous contribution detald submession Due to this, the number of employer packet reports
could vary from month to month

Retrement System: | Public Employees Retirement System v

Calendar Year (2016 v | ReportDate  7/1/2016 v

REPORT NAME RETIREMENT SYSTEM CODE

Missing Employment End Date Repor] PERS

Empiloyer Debtt and Credit Details Repor PERS

Reconcile Outstanding Adjustments PERS

Schedt 1040 < PERS

Empioyer Report Invore PERS
Weat Virginia Ordng datadane dummbon presaerded on Tl watnlle (o collécied . masrssmed and provdsd fur his o 1 of s
Consofidated Pubiic Rethernent Board uatomors. While every efiort iy ma ch Inforrrution sccurate s up-& nuolicsy

Home Retrermant Board (CPRB) carmot guaranitse T accurmey of Indons . The CPRS shall undwr ne
gances Do Rabie for any acbonn san o omesions moade it rellance on any informalion coetalned hetsin hom
hadewer souros of aty e consegquences trom ary soch refance
Copyright © 2018 Weut Virginia Conaalidsed Public Refireenard Baard All righis sesarved
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Step 5 -- Click the Report Name link to open the report in the .pdf format.

clp 4101 MacCorkle Avenue SE £ Employer Self Service
_“dar | Charleston, West Virginia 25304 Pritha Nanda
{ Server is not available. (304) 558-3570 or (800) 654-4406 (Nationwide)
v—r—-—v-wn!v ryovm) 558-1394 or (304) 558-5455 | Email: CPRB@wwv.gov UserGuido Last Login Fri_ Aug 05 2016 1106 AM
EL‘ Employer Home Report « Services « Account Admin « Logout
-- Available Forms -~ v
Employer Packet
To view an employer packet, please choose the Plan Year and Manth generated from the menus below. To
view an individual report, select the appropriate link and the report will open in a new browser window
Please Note: Reports are generated for the employer packet as necessary based on the information
reported in the previous confribution detail submission Due to thes, the number of employer packet reports
could vary from month to month
Retrement System:  Public Employees Retiremeant System v
Calendar Year 2016 v | Report Date | 7/1/2016 v
REPORTNAME RETIREMENT SYSTEM CODE
Missing Employment End Date Regort PERS
PERS
Reconcie Outstanding Adustments PERS
Employees Scheduled to work 1040 Hours PERS
Employer Report ihvoice PERS
Vst Virginia nfing Calabass IWmakinn presames on subeaitis 14 coflected masntamed snd providied for RNCE Of
Consolidated Pubiic Retirement Board uwimeen. While every efftr! i mada 1o koep such informafion i up w1 or
t?JiLrE ' L i e '] " T 1 ! )
sl | y ock ) f I 1 { " i
i TGy i f r
Step 6 -- The selected report is displayed.
Consolidated Public Retirement Board £
4301 MacCorkle Avenue, SE E e 8
Charfeston, Wy 25504 \ ?}x 2
304-558-3570 or $00-654-6406 R/
WA WTETIV RO T, COMm "
o7TH8R016 DPASBatchUser{ SOLUTIONSIDPASUser)
0545 PM
Employer Debit and Credit Detalls Report
Filter Conditions
Employer Code: 9161  Employer Name: 5191 - TESTLOANS19Y  From Date: 07012018 To Date: 07/01/2016
Reporting Date Transaction Typo Salary EECON ERCON
THROE Yo THR2016 Reguiar Transaction $1,100.00 $40.50 $14550
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List of Reports

The table below describes the different reports listed in the Report Name field.

Report —

BT Description
Employees
Scheduled to This report lists the employees who are scheduled to work 1040
Work 1040 hours for a calendar year in PERS.
Report
I\E/lrlr?siggment This report displays employees whose employment end date is not

oy recorded with CPRB and is missing from the current contribution file.

End Date
Leave Without | Thjs report displays a list of employees who are currently on leave
Pay without pay.
Lump Sum
Payment of This report displays all employees who have been reported with a
Unused Comp | lump sum payment due to holiday or comp time.
Holiday Time
Reconcile

This report displays the details regarding outstanding adjustments

Outstanding for a specific employer.

Adjustments

This report provides information to an employer of all the service

Service purchase requests that members have requested and are approved
Purchase and the employer is responsible to pay the portion of the total
Details service purchase cost.

Dual This report lists the members who are dual participating between
Participation either PERS and TRS or PERS and TDC for a specific employer
Report and for a selected time period.

Delinquency

Invoice for This report displays the details for any delinquency invoices related
Employer to the Employer Contribution Reporting.

Reporting
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9. Download CPRB IDs

The Download CPRB IDs screen provides the contribution group, CPRB ID, employee’s last name
and last four digits of the employee’s SSN for a particular employee or a set of employees. A CPRB
ID is optional, but may at some point in the future be required (in an effort to move away from
reporting PII such as SSNs). As an employer, any of the below defined search criteria can be used
to search for an employee:

¢ Newly Created Employees: allows the employer to build a list of employees who have
been reported since the Download CPRB ID file was last generated

e Date of Employment: allows the employer to pull a list of employee CPRB IDs
corresponding to their Date of Employment

o Report Date: allows the employer to pull a list of employee CPRB IDs corresponding to the
Report Date

e SSN: allows the employer to search for the employee using their SSN

The Download CPRB ID file can be saved to the employer’s system and used to import the CPRB
IDs into the employer’s payroll system and maintained as a reference. A Download CPRB ID file
format is available to employers and will be generated each time they choose to download the file
using this functionality.

(Refer to the Download CPRB ID File Document, which can be found here: (Insert Link)

Step 1 -- To navigate to the Download CPRB ID screen, click the following menu options:
Report > Download CPRB ID

clp 4101 MacCorkle Avenue S.E £ Employer Self Service
|\ '. Charleston, West Virginia 25304 m Bob T
[ )\ B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) 3t Viginia State Bollce,

R Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov UserGuide Last Login: Wed, Jun 22 2016 10:31 AM

CEGMPASS

Payroll Schedule [ Available Forms — ‘| BT

Employer Home Report ~ Services ~ Account ~ Admin + Logout

Confribution Group Search | . . . o .
lic Retirement Board Employer Self Service Website. This site provides employers

rately report employee data to West Virginia Consolidated Public Retirement Board
(CPRB). Frol Submit Employer Reports ith us in a number of ways, including:

View Employer Packets

Download CPRB ID
bution Rate Information

This tool was { 25t Virginia Consolidated Public Retirement Board (CPRB) provides by offering
secure online access to your account information and the ability to perform a variety of transactions.

It is our privilege to provide you this tool and additional level of service.

Jeffrey E. Fleck
Executive Director
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Step 2 -- Select the appropriate search criteria from the Search By drop down menu.

Step 3 -- Click the W button.

Note: Newly Created Employees, Date of Employment, Report Date, and SSN are the
search criteria available to search for an employee’s CPRB ID.

& Employer Seif Service |

‘ C | P ’ 4101 MacCorkle Avenue SE
Charleston, West Virginia 25304

Mﬂ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax_l3041_ 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Report ~ 'Services v Account + Admin «

| UserGuide Last Login: Thu, Aug 04 2016 2:07 AM

e

f Employer Home Logout

[ Available Forms — /| BEEEIE

Download CPRB ID

Please select search criteria and click Show to display CPRBID information on screen. To download this
information, please select the appropriate employees and click Add to List. When finished adding

employees, click tiSelect Search Type k to navigate to the download screen
Search By:
Employment :
Begin Date: b

Items Per Page:
Select All | Select None Download Employees (0) >
Download Employees (0) >

£ Employer Self Service \

4101 MacCorkle Avenue SE

‘E ‘ Efl Charleston, West Virginia 25304
1 R _BJ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
! Fax (304) 558-1394 or (304) 558-5455 | Emal: CPRB@wv.gov

=

| UserGuide Last Login: Thu, Aug 04 20

“‘i Employer Home ‘Repon - Services « Account ~ Admin « Logout

[ Available Forms - | B

Download CPRB ID

Please select search criteria and click Show to display CPRBID information on screen. To download this
information, please select the appropriate employees and click Add to List. When finished adding
employees, click the Download Employees (X) link to navigate to the download screen.

Search By: |Date of Employment V|
Employment ¢ om: [6/1/2016] | To[8/11/2016]
Begin Date:
Items Per Page:
Select All | Select None Download Employees {0} >
Add to List Mg ) Download Employees {0) >
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Step 4 -- The list of employees based on the search criteria displayed.

’?| ‘ P 4101 MacCorkle Avenue SE

o Charleston, West Virginia 25304
R B \ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
| fasgi(soq),ss&nm or (304) 558-5455 “]‘l.Emall: CPRB@WV.BOV | (jccrGuide Last Login: Thu. Aug 04 2016 2:07 AM

.Employer Home Report + Services « Account ~ Admin + Logout

|- Available Forms — V|m

Download CPRB ID

Please select search criteria and click Show to display CPRBID information on screen. To download this
information, please select the appropriate employees and click Add to List. When finished adding
employees, click the Download Employees (X) link fo navigate to the download screen.

Search By: IDate of Employment V]
Empi t
MMM erom: [6/1/2016 | To[8/11/2016]
Begin Date:
ltems Per Page:
Select All | Select None Download Emplovees (0) =
Employees Contribution Group Downloaded
W 524933 TRSPLN1
SPOFFORD, CHRISTIAN Z
XXX-XX-6335
Add to List Download Employees (0) >
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Step 5 -- Select the check box(s) of the employees to download the employees’ details.

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304

cLp)

B

Y Employer Home

Report « Services «

Download CPRB ID

Search By: [Date of Employment V|
EMPlOYMeNt ¢ om: [611/2016 | To[8/11/2016]
Begin Date:

Select All | Select None

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Account ~

a Employer Self Service
[Naniska Saha,

Admin «

UserGuide Last Login: Thu, Aug 04 2016 2:07 AM

Logout

[ Available Forms — /| B

Please select search criteria and click Show to display CPRBID information on screen. To download this
information, please select the appropriate employees and click Add to List. When finished adding
employees, click the Download Employees (X) link to navigate to the download screen.

Items Per Page:
Download Employees (0) =

Employees Contribution Group Downloaded
W 524933 TRSPLN1

SPOFFORD, CHRISTIAN Z

XXX-XX-6335

Download Employees (0) =

Step 6 -- Click the button.

R BJ

Fax (304) 558-1394 or (304)

I Employer Home Report « Services

Download CPRB ID

Search By: |Date of Employment V|
EMPIYMENt ¢ om: [6/172016 | To[8/11/2016]
Begin Date:

Select All | Select None

’ clp ’ 4101 MacCorkle Avenue SE
r Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

Account ~

558-5455 | Email: CPRB@wv.gov |

Admin «

8 Employer Self Service

Please select search criteria and click Show to display CPRBID information on screen. To download this
information, please select the appropriate employees and click Add to List. When finished adding
employees, click the Download Employees (X) link to navigate to the download screen.

Items Per Page:
Download Employees (0) >

"Add to List

Employees Contribution Group Downiloaded
524933 TRSPLN1

SPOFFORD, CHRISTIAN Z

XXX-XX-6335

Download Emplovees (0) =
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Step 7 — Click the | 2240l0ad Employees (01>

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304

| T v ¢ \
Employer Home Report « Services « Account

Download CPRB ID

Search By: |Date of Employment V|

Employment ¢ om: [6/1/2016 | To[8/11/72016]

Begin Date:

Select All | Select None

clp
@'E | Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
- M1 Fax(304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Admin ~

£ Employer Self Service

[— Available Forms — | BCEEIN

Please select search criteria and click Show to display CPRBID information on screen. To download this
information, please select the appropriate employees and click Add to List. When finished adding
employees, click the Download Employees (X) link to navigate to the download screen.

ltems Per Page:
Download Employees (0) >

Add to List

Employees Contribution Group Downloaded
V] 524933 TRSPLN1

SPOFFORD, CHRISTIAN Z

XXX-XX-6335

I Download Emplovees (0) = I
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Step 8 -- The Download CPRB ID screen shows the employees added to the list. Click the

Download to File button.

Note: Click the Remove link, to remove an employee from the Download CPRB ID file.

4101 MacCorkle Avenue SE

Charleston, West Virginia 25304

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

ER
s

‘ Employer Home

Report ~ Services « Account ~ Admin +

Download CPRB ID

These are the employees ready to download to file.

To remove an employee from the list click remove.

To continue searching for employees to download click Continue Searching.
< Confinue Searching

Employees

a Employer Self Service

Logout

| UserGuide Last Login: Thu, Aug 04 2016 2:07 AM

[ Available Forms — V]m

ltems Per Page:

Contribution Group Downloaded
524933 TRSPLN1 remove
SPOFFORD, CHRISTIAN Z
XXX-XX-6335
< Confinue Searching

Dowmload to File

Step 9 -- The CPRB ID file is downloaded in .txt format.

Do you want to open or save 28577_08042016.txt (229 bytes) from 1011823927

o L= s
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Step 10 -- The file displays the employee details.

File Edit Format View Help

H28977  28977_20160804 20160804
D28977  XXX-XX-63350005249337
F28977 0©000000GBBO1
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10. Contribution Group Search

Contribution Group is used to “organize” employees into different contribution rate categories and to
validate their contribution amounts. The Contribution Group is determined by the employee’s
eligibility to participate in a particular Retirement System and Plan. For example, ‘PERSST1’ will
represent the contribution group for a PERS State, Tier | contributory member.

Note: Not all employees will be reported as part of a contributory Contribution Group. Those
employees who are not eligible to participate will be reported under a Not-Eligible Contribution
Group.

The Contribution Group Search screen is used by employers to determine the contribution group
of a particular employee. The contribution group of an employee can be searched using specific
criteria such as retirement system, employment begin date, position status, job position, and
contract days.

The following steps demonstrate how to determine the contribution group for an employee:

Step 1 -- To navigate to the Contribution Group Search screen, click the following menu options:
Report > Contribution Group Search

£ Employer Self Service ’
Kaniska

‘ clp ‘ 4101 MacCorkle Avenue S.E
Charleston, West Virginia 25304

I R B ; Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

UserGuide Last Login: Wed, Jun 22 2016 10:29 AM

Employer Home Report ~ Services v Account + Admin + Logout C@MPASS

Payroll Schedule [ Available Forms — /| BEEEIE

Annual End of Year Reconciliation
Welcome to ement Board Employer Self Service Website. This site provides employers

with a numbe! eport employee data to West Virginia Consolidated Public Retirement Board

(CPRB). Frol Contribution Group Search a number of ways, including:
+ Report
. :  Submit DSRS Fee

Submit Employer Reports

Rate Information

View Employer Packets
inia Consolidated Public Retirement Board (CPRB) provides by offering

e ability to perform a variety of transactions.

This tool was ¢
secure online
Download CPRB ID

[tis our privile evel of service.

Invoices
Jeffrey E. Fled

Executive Director
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Step 2 -- Enter the employee’s CPRB ID or SSN in the Enter CPRB ID or SSN field.

’ C I P 4101 MacCorkle Avenue SE
- Charleston, West Virginia 25304
Telephone {304) 558-3570 or (800) 654-4406 (Nationwide)

£ Employer Self Service

}l Employer Home Report « Services « Account

Contribution Group Search

Please select the search criteria from below and click show 1o display the appropriate contribution group to use for employee reporting.

EnercPreD:  [[1085233 T Jor SSN: LI -1
Retirement System: | v Empioyment Begin Date:

Position Status:
Job Pastion:

Contract Days: [ Search |

AP

Step 3 -- Select the retirement system to which the employee will be reported from the Retirement

System drop down menu.
Note: The retirement system options will display as per the Employer’s participation in
the retirement systems offered by CPRB.

' C | P 4101 MacCorkle Avenue SE

: r Charleston, West Virginia 25304

‘ R Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
D Fax(304) 5581394 or (304) 558-5455 | Email: CPRE@wv.gov

' Logout

| Employer Home Report « Services « Account «~ .Admin .

Contribution Group Search

Please select the search critera from below and click show 1o dispiay the appropriate contribution group 1o use for employee reporting.

Enler CPRBID:  [1085233 OR SSN: -
Employment Begin Date:

Retirement System:

Position Status:
Job Postion:

Deputy Sheriff Retirement System

Emergency Medical Services Retirement System

Contract Days: Public Employees Retirement System
Teachers' Retirement System
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Step 4 -- Enter the Employment Begin Date from the calendar.

‘C | P‘ 4101 MacCorkle Avenue SE & Employer Seif Service
' Charleston, West Virginia 25304 toled
R - Telephone 304) sss-asmor(aom 654-4406 (uwomue)
LB I (304) 5585455 | Email: CPRB@wvg0

S

Employer Home Report Services « Account ~ Admin Logout

Contribution Group Search

Please select the search criteria from below and click show to dispiay the appropriate contribution aroup to use for employee reporting.

Enler CPRBID; 1085233 OR SSN: . .
Retirement System: | Public Employees Retirement System v| Employment Begin Date: |
Paosition Status:  Permanent Full Time v | < August, 2016 ’
Job Pastion: { Judge ) v Su Mo Tu We Th Fr Sa
Contract Days: 31 1.2 3 4 5 @6
7 8 9 10 1 12 13
14 15 16 17&)3 19 20
21 22 23 24 25 26 27
28 29 30 31 1 2 3
4 5 8 7 8 9 10
Today: August 3, 2016

Step 5 -- Enter the Position Status from the drop down menu.

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 lm)
: r (304) 55 | :

= e ._,__,_é/
- Account « Admin «

|- Avaliable Forms ~ v | I
Contribution Group Search

Please select the search criteria from below and click show to dispiay the appropriate contribution group to use for employee reporting.

Enter GPREB ID: 1085233 OR SSN: t S =
Retirement System: | Public Employees Retirement System Y. \ Empioyment Begin Date:

Position Status: | v

Job Pastion: v

Contract Days:

Permanent Part Tim
Tempaorary/Provisional
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Step 6 -- Enter the Job Position from the drop down menu.
(&) Contribusion Group Searc %

& i Currently presenting | Give Control ¥
L C | ] 10.118.36.79/COMPASS.4B.5|T.DEBUG.WebULInternet/Employer/Pages/ContributionGroup

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304
‘hlephom (304) 553-3570 or (aoon 6544406 (NIHM)

Account ~ Admin Logout

Contribution Group Search
Please select the search criteria from below and click show 1o display the appropriate contribution group 10 use for employee reporting.
Enter GPRB ID: 1085233 OR SSN: . ]
Retirement System: | Public Employees Retirement System v/ Employment Begin Date:
Position Status: Permanent Full Time v |
Job Postion: v
Conltract Days: = Search
Appointed Board Member
Attorney General
City Council Member
Commissioner of Agriculture
Concurrent
County Commissioner
Delegate
Doorkeeper
Elected Clerk
Elected Member of a Board of Education
Governor
Judge
West Virginia Judge of Court of Claims ! nted on this websde 1= collecied maintained and provaded for the convenence of our
Consolidated Public Retl BlRGE 10 Xeep surh mfonmadion ceyrate and updo-date he West Vi
{pme i pard (CPRE) cannot gus < e accuraey of infeamation herein. The CPRED shall
| Or any act % fakon or s made i roliance on any infosmanon contamed
consegquoncoes ftom any such rohance
v 4 Public Retmement Soarad All nghis reserved
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Step 7 -- Enter the number of days the employee is contracted to work in the Contract Days field.

Note: This field will be relevant and fillable only for TRS and TDC participating
employers.

& Employer Self Service

*'”i 4101 MacCorkle Avenue SE

i, Charleston, West Virginia 25304
'lh!cphom (304) 558-3570 of (800) 654-4406 (umm)

Employor Home Report « Sorvlcos - Account - Admin « Logout

|~ Available Forms -~

Contribution Group Search

Enter CPRB ID: 1085233 OR SSN: -
Retirement System: | 'Public Employees Retirement System v | Employment Begin Date:

Position Status: Perman;m_l-:al' Time v |

Job Postion: Judge v |

Contract Days: ||

v |

Please select the search criteria from below and click show 1o dispiay the appropriate contribution group to use for employee reporting.

Step 8 -- Click the button.

4101 MacCorkle Avenue SE

Charleston, West Virginia 25304
Ttltphom (304) 5583570 or (soo) 654-4406 (m)

- 1 (304) 558-5455 | Er :

a Emplayu Self Service

Employer Home Report « Sotvlcas - Accoum - Admin

| -- Avallable Forms ~

Contribution Group Search

Log Dut

AL o |

Piease select the search criteria from below and click show to display the appropriate contribution group 1o use for employee reporting.

Enter CPRB ID: 1085233 OR SSN: - -

Retirement System: I Public Employees Retirement System v | Employment Begin Date: |8f3/2016 I
Position Status: Permanent Fi&’ﬁme v |

Job Postion: Judge v

Contract Days:
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Step 9 -- The Confirmation message “Please report this member in the following contribution
group: DSRSCG” is displayed. The Code represents the contribution group and the

complete list of contribution group codes can be found in the system appendix of the
COMPASS Employer Reporting File Format.

‘ C P 4101 MacCorkle Avenue SE

‘ '- Charleston, West Virginia 25304

'RTB Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
DT Fax(304) 558-1394 or (304) 558-5455 | Email: CPRB@w.gov

£ Employer Self Service
Pritha Nanda
Berkeley Cou

Employer Home Report « Services « Account «

Admin «

| - Avallable Forms - v |

Confirmation

Please report this member in the following contribution group:DSRSCG
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11. Employee Death Notice

The Death Notice screen allows employers to enter death information for an individual with an
existing person record with CPRB and will automatically notify the appropriate CPRB staff member.

The following steps show how to report an employee’s death in ESS:
Step 1 -- To navigate to the Death Notice screen, click the following menu options:

Services > Death Notice

(C I P | 4101 MacCorkle Avenue S.E & Employer Self Service
J Charleston, West Virginia 25304 H L o21 T———

4 R B ‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

gl | D Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov | UserGuide Last Login: Tue, Jun 07 2018 1:42 PM

Employer Home Report v Services y  Account » Admin v Logout L9 PASS

Bulk Order [— Available Forms — | BEEEES

Death Notice
Welcome to The West Virgini Gelf Service Website. This site provides employers

with a number of resources tg est Virginia Consolidated Public Retirement Board
(CPRB). From this site. emplE=E0 0 ding:

» Reporting Enroliments
- Processing EFT Pay Employer Certification
Processing Correctio
+ Adding/Updating Emp
Reviewing Submitted
« Verifying CPRB IDs a

Employee Information

Reports
Retirement Board (CPRB) provides by offering

ety of transactions.

This tool was designed to img
secure online access to your
Message Center
It is our privilege to provide yq
Online Process Service Purchase Estimator
Jeffrey E. Fleck
Executive Director

Online Process Service Purchase Request
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Step 2 -- The Death Notice screen displays. Enter the SSN of the deceased employee into the

SSN field.

Ci‘ P ' 4101 MacCorkle Avenue SE
‘ Charleston, West Virginia 25304

‘ ]{ | B | Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
! J Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Death Notice

order to submit the information.
Death Notification

ISSN: = [197 |-[20 |-[9219
Employee Name:

Date of Death: *  |mm/ddlyyy

Deceased’s Marital Status: [Select Marital Status |

Employer Home  Report ~  Services ~ Account ~  Admin ~ Logout CGMPASS

The Death Notice module allows the user to submit death information to the Retirement Board. The user
must enter a valid SSN to retrieve the employee information and then must provide a date of death in

& Employer Self Service [“Log Out |

UserGuide Last Login: Mon. Jul 11 2018 12:38 PM

[~ Available Forms — | BN

Comments: Enter any comments related to the member's death.

Primary Contact Information

Name: [ l

Please provide contact information for someone we can contact in regards to the deceased member.

Relationship: l Select Relationship

Phone Number: [ l

International Address: |

Address Line 1: [ ]

Use for actual street address of post office box.

Address Line 2 (optional): [ I

City: l |
State: [Select State V]
Zip Code: [ |- | (optionat)

Foneer ] susme )

Use for Apartment, Building, Unit, Floor, Suite, eic.
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Search

%

Step 3 -- Click the { button.
clp l 4101 MacCorkle Avenue S.€ & Employer Self Service
; Charleston, West Virginia 25304 HOpe Hob s

i
M B J Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
D Fax(304) 558-1394 or (304) 558-5455 | Email: CPRB@ww.gov

Employer Home Report « Services « Account « Admin + Logout (

el

S

P NS P S

[ Available Forms — /| B

Death Notice

The Death Notice module allows the user to submit death information to the Retirement Board. The user
must enter a valid SSN to retrieve the employee information and then must provide a date of death in
order to submit the information.

Death Notification

SSN:
Employee Name:
Date of Death:

Deceased's Marital Status:

Comments:

Primary Contact Information

Name:

Relationship:

Phone Number:
International Address:

Address Line 1:

+ |197 |-J20 |-|9219[||

WILL BELL

:

| Select Marital Status V|

Piease provide contact information for someone we can contact in regards to the deceased member.

[Select Relationship

O

|

Use for actual street address of post office box.

Address Line 2 (optional): | |
Use for Apariment, Building, Unit, Floor, Suite, eic.
ciy: | |
State: [Select State v
Zip Code: | |-| | (optionat)
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Step 4 -- The employee information displays. Enter the required information.

Note: Use the Primary Contact Information Section to tell CPRB about the individual
that CPRB should contact for verification of the employee’s death.

E I p ‘ 4101 MacCorkle Avenue S.E & Employer Self Service
“dms Charleston, West Virginia 25304 H
R d B ’ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) it
| D Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@WV.80V | UcerGuide Last Login: Tue, Jun 07 2018 1:42 P

Employer Home Report + Services Account Admin Logout };.;'- P ?

|- Available Forms — V]m

Death Notice

The Death Notice module aliows the user to submit death information to the Retirement Board. The user
must enter a valid SSN to retrieve the employee information and then must provide a date of death in
order to submit the information.

Death Notification

SSN: *+ [197 |-[20 ]-[9219]

Employee Name: WILL BELL

Date of Death: * |mm/ddiyyy

Deceased's Marital Status: [Select Marital Status v

Comments: Enter any comments related to the member's
death.

Primary Contact Information

Please provide contact information for someone we can contact in regards io the deceased member.

Name: I |

Relationship: [Select Relationship v
Phone Number: I |

International Address: ||

Address Line 1: | |

Use for actual street address of post office box

Address Line 2 (optional): I I

Use for Apariment, Building, Unit, Floor, Suite, etc.

city: I |
State: [Select State v
Zip Code: I ]-| l(optional)

“Cancel Submit
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Step 5 -- Click the MU button.

& Employer Self Service oot |
Lt

4101 MacCorkle Avenue S.E

Charleston, West Virginia 25304

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

il

x|

ﬂ Employer Home Report + Services vy Account v Admin v Logout

[~ Available Forms — | B

Death Notice

The Death Notice module allows the user to submit death information to the Retirement Board. The user
must enter a valid SSN to retrieve the employee information and then must provide a date of death in

order to submit the information.

Death Notification

SSN: + 197 |-[20 |-[9219|
Employee Name: WILL BELL

Date of Death: *16/6/2016

Deceased's Marital Status: [Married v
Comments: Member died on &/6.
Primary Contact Information

Please provide contact information for someone we can contact in regards fo the deceased member.

Name: |Jane Bell l

Relationship: |SPOUSE v
Phone Number: 304-444-4444 |

International Address: O

Address Line 1: |123 Main St. |

Use for actual street address of post office box.

Address Line 2 (optional): | [

Use for Apariment, Building, Unit, Floor, Suite, efc.
City: |Charlesotn |
State: |West Virginia v

Zip Code: 52304 _] {optional)
CoED
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Step 6 -- The Confirmation screen displays indicating that CPRB will be notified of the employee’s

death.
FCE_M- P ‘ 4101 MacCorkle Avenue S.E & Employer Self Service T |
: Charleston, West Virginia 25304 Hope Bob o
l RH B’ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) =l chaisinindibanad

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@WV.80V | (jccrGuide Last Login: Tue. Jun 07 2018 1:42 PM

Employer Home Report « Services + Account « Admin « Logout ' PA
[ Available Forms — V]

Confirmation

Death Notice Saved

Your death notice has been submitted.
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12. Maintain Seminars

The Seminars screen provides the ability to register for CPRB offered seminars.
12.1 Register for a Seminar

Staff from a participating employer (even those without access to CPRB’s ESS portal) can register
for a CPRB offered seminar. The following steps demonstrate how to register for a seminar offered
for employers through ESS:

Step 1 -- To navigate to the Seminars screen, click the following menu options:

Services > Seminars

clp 4101 MacCorkle Avenue 5.
' Charleston, West Virginia 25304
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
| Fax (304) 5581394 or (304) 558-5455 | Email: CPRE@wv.gov

Employer Home Report ~ Services « Account « Admin «

=)
[- Available Forms — v | IR

Bulk Order

Death Nonce

Welcome to The West Virgini Belf Service Websde. This site prowdes employers
with a number of resources tg est Virginia Consolidated Public Retirement Board
(CPRB). From this site, empl|iEESUIERE ing

* Reporting Enroliment
+ Processing EFT Pay Employer Certification
» Processing Cormre

« Adding/Updsating Emp
* Reviewing Submitted
+ Verifying CPRB IDs a

Employee Information

Reports
Retirement Board (CPRB) provides by offenng

ty of ransachons

This tool was designed 1o imy
secure onbne access 1o your

Messane Cenles

It is our privilege to provide yq

Online Process Servioe Purchiase Estimair

Jeffrey E Fleck
Executive Director

Onling Process Service Purchase Request
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Step 2 -- To find upcoming seminars with available seats, either select an option from the
Upcoming Dates drop down menu or enter information in the Date Range or Filter

fields.

Note: The Seminars screen by default displays all upcoming seminars.

C®MPASS

~ Services

Seminars

Registration.

Seminars

~ Account

[} Employer Self Service

Last Login: Fri. Jan 23 2015 11:42 AM UserGuide

v Admin ~ Logout

}—- Available Forms — E [ Open |

To register to attend a retirement Employer Education Seminar, please select the seminar and click
Register. To cancel a previous registration for a seminar, select the seminar and click Cancel

@ Upcoming Dates:  [Next 15 Days [7]

Submitting Monthly
Reports

20 seats available

© Date Range: from mmiddiyyyy to mmiddlyyyy m

Date Seminar Time

APR Legislative Updates 8:00 AM -

| 6 | 9:00 AM
Submitting Monthly
Reports
20 seats available
Reporting Official 8500 AM -

9 Conferences 9:00 AM

Location

Andrew Jackson Building
200 Main St
Nashville, KY 18097

Andrew Jackson Building
300 Main St
Nashville, KY 18097 =

Filter By: [Select Session Type _ [v]

» Register

» Register
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Step 3 --

All seminars with available seats that meet the search criteria are displayed. Click the

button next to the desired seminar to register.

i Employer Self Service m

| Last Login: Fri, Jan 23 2015 11:42 AM UserGuide

Employer Home Report ~ Services ~ Account v Admin ~ Logout

Seminars

To register to attend a retirement Employer Education Seminar, please select the seminar and click
Register. To cancel a previous registration for a seminar, select the seminar and click Cancel

Registration.
Seminars
© Upcoming Dates: | Next 15 Days [] Fiter By:  [Select SessionType  [iv]
© Date Range: from mmiddlyyyy 1o mmiddiyyyy m
Date Seminar Time Location
APR Legislative Updates 8:00 AM - Andrew Jackson Building w Register
ﬂ 9:00 AM 300 Main St
Submitting Monthly Nashville, KY 18097 ¢
Reports
20 seats available
APR Reporting Official 8:00 AM - Andrew Jackson Building » Register
| 9 | Conferences 9:00 AM 300 Main St

Nashville, KY 18097 =

Submitting Monthly
Reports

20 seats available

| Availabie Forms — |~ BEZETIN
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Step 4 -- The Seminar Registration screen displays. Enter the number of attendees for this
seminar in the Number of Attendees field.

C®MPASS

Lost Login Fri Jan 23 2015 11 42 AW

A T R A S T e S e S

'Repon » Services « Account v Admin

Seminar Registration

Please selectthe number of attendees, provide a name and email address for each
and click Add Attendee. When finished entering information for all atendees, click

Submit.
Registration Information
Sessilon: Legisiative Updates
Topic Submitting Monthly Reports
Date: Friday, April 06 2012
Time 8.00 AM - 9:00 AM
Location Andrew Jackson Building
300 Main St
Nashville KY 18097 <
Seats Avallable: 20
Number of Attendees: * 1~ {Swioct the number of attendess, then 33d ther names 353 emals beiow)
Attendees
Name E-mail
Enter aftendee’s name Enter attendee’s e-mai Add Attendee

1. John Smith (ismth@gmalcom) [emove

Cance! Submit

L as s e |
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Step 5 -- Enter the Name and E-mail address of the attendee in the corresponding fields.

~ Services .7 Account ; Admin - l.ogom
Seminar Registration
Please select the number of attendees, provide a name and email address for each
and click Add Attendee. When finished entenng information for all aftendees, click
Submit.
Registration Information
Session: Legislative Updates
Topic: Submitting Monthly Reports
Date: Friday, Apni 06 2012
Time: 8:00 AM - 9:00 AM
Location: Andrew Jackson Building
zQQ Mgm §;
Seats Avallable; 20
Number of Atendees: * 1 - (Select e numbder of attendees, then 33d her names and emals beow)
Attendees
ame E-mai
Enter sitendee’s name Enter attendee’s e-mall Add Aftendes

1. John Smith (jsmth@gmalcom) [2MOVE
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Step 6 -- Click the Add Attendee link to add additional attendees.

Seminar Registration
Please select the number of attendees, provide a name and email address for each
and click Add Attendee. When finished entenng information for all attendees, click
Submit.
Registration Information
Session Legislative Updates
Topic Submitting Monthly Reports
Date Friday, April 06 2012
Time 8:00 AM - 9:.00 AM
Location: Andrew Jackson Buillding
300 Main St
Nashwille, KY 18097 &
Comments:
Seats Available: 20
Number of Attendees. * 1 » (Select the nurmder of JtENdees. 1hen 334 thev Names and emalls Delow
Atlendees
Name E-mail
Enter attendee’s namea Enter attendee’s e-mad Add Attendee
1. John Smith (smth@gmadcom) [EMave
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Submit

Step 7 -- Click the ! ! button.

- Admin v."l.ogou\
Seminar Registration
Please select the number of attendees, provide a name and email address for each
and click Add Attendee. When finished entering information for all attendees, click
Submit.
Registration Information
Session: Legislative Updates
Topic: Submitting Monthly Reports
Date Friday, Apnil 06 2012
Time: 8:00 AM - 9:00 AM
Location: Andrew Jackson Building
300 Main St
Nashville, KY 18097 o
Comments:
Seats Avallable: 20
Number of Altendees. * 1 B (Select e number of atiendees, then 333 Mer names 303 emals Delow)
Attendees
Name - E-mail o
Enter altendee’s name Enter attendee’s e-mail Agd Attendee
1. John Smith (smth@omadcom) [Emove
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Step 8 -- A confirmation message displays at the bottom of the screen to confirm success in
registering for the seminar. The Seminar Registration Complete screen displays a
message indicating the registration has been successfully submitted.

Note: The Seminar Registration Complete screen can be printed by clicking on the
print button on the bottom of the screen.

'C | p| 4101 MacCorkie Avenue s.£ & Employer Seif Service Fregorr]
| ' Charleston, West Virginia 25304

R B | Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
i7‘| 2 . Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov UserGuide Last Login: Tue, Jun 07 2016 8:26 PM )
Employer Home Report « Services Account « Admin « Logout C@MPASS

[ Available Forms — V]m

Seminar Registration Complete

Your registration details have been submitted.

Please print a copy for your records.

Seminar Details

Employer: 3050612 - WEST VIRGINIA STATE POLICE
Session: Empioyer Regional Seminar

Topic:

Date: Thursday, June 30 2016

Time: 8:00 AM - 9:00 AM

Location: Suvidha Clinic

Best place to be - In the city, US 12312
Registered On: Tuesday, June 07, 2016
Attendees

Bill (boe@gmail.com)

122 Print Reagister for another Seminar >
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12.2 Cancel Attendee Registration for a Seminar

If a registered attendee can no longer attend the seminar, they can be removed as an attendee.
The following steps demonstrate how to cancel attendee registration for a seminar through ESS:

Step 1 -- To navigate to the Seminars screen, click the following menu options:

Services > Seminars

clp 4101 MacCorkle Avenue S.€
& Charleston, West Virginia 25304
R Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRE@wv.gov

Employer Home Report « Services « Account « Admin «

|~ Available Forms — | G

Bulk Order

Death Nolce

Welcome to The West Virgini I Service Website. This site prowdes employers
with a number of resources tg 'est Virginia Consolidated Public Retirement Board

(CPRB). From this site, emp|{EEESESUIEE o

+ Reporting Enrolimenty
» Processing EFT Pay Employer Certihcation
* Processing Correchor
« Adding/Updating Emgp
* Reviewing Submitted
* Verifying CPRB 1Ds ai

Employee Inforrmalion

REpors

Retirement Board (CPRB) provides by offening
ety of transactions.

This tool was designed to img
secwre online access o your
Message Cenler
It is our prnvilege 10 provde
Online Process Service Purchase Estimator
Jeffrey E Fleck
Executive Director

Onding Process Service Purchase Request
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Step 2 -- Click the Cancel Registration link next to the attendee to remove them from the
seminar. The attendee(s) is / are removed from the seminar.

EH P \ 4101 MacCorkle Avenue S.€ & Employer Self Service

7 "- Charleston, West Virginia 25304 HODE Hob o
{ R B ’ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) PSR L ALl R it
__l ‘_ Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Employer Home Report v  Services v  Account v Admin v Logout ‘ _ PA\

[~ Available Forms — | BEEEE

| UserGuide Last Login: Tue, Jun 07 2016 6:26 PM

Seminars

To enroll in an Employer Education Seminar, please select the desired seminar and click Register. To
cancel a previous registration for a seminar, select the seminar and click Cancel Registration.

Seminars
® Upcoming Dates: | Next 90 Days Vv
Retirement System: | Select Retirement System V| Seminar Category: | Select Seminar Category V|
© Date Range: from ]mm/dd/yyyl to ‘mm/ddlyy)| m
Date Seminar Time Location Comment
JUN Employer Regional 8:00 AM - Suvidha Clinic (You are cumently registerad for this seminar. To
Seminar 9:00 AM Best place fo be cancal, click here)
In the city, TX | Cancel Registration |
* SEMINAR FULL 12312 =
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Step 3 -- A Cancel Registration pop-up displays confirming the cancellation request. Click the

button.

l C H P ‘ 4101 MacCorkle Avenue S.E B Employec Self Seniice
. Charleston, West Virginia 25304 Do
R B ’ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
- B Fax(304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

| UserGuide Last Login: Tue, Jun 07 2016 6:26 PM

Log Out

Employer Home Report « Services « Account + Admin « Logout i

MPASS

[— Available Forms — V| [ Open |

Seminars

To enroll in an Employer
cancel a previous registr,

Seminars
e This will cancel the registration for all attendees you registered. Are you

(® Upcoming Dates: sure you want to cancel?

Retirement System: ar Category VvV
O pate Range:
Date Seminar Time Location Comment
JUN Employer Regional 8:00 AM - Suvidha Clinic (You are cumently registered for this seminar. To
Seminar 9:00 AM Best place to be cancel, chick here)
In the city. TX Cancel Registration
* SEMINAR FULL 12312 c*
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13. Employer Certifications

The Employer Certifications screens allows employers to certify information necessary for CPRB
to process transactions. A certification will only appear when an employee or former employee has

initiated a request with CPRB for a possible retirement, disability, ref

und, or service purchase.

Certifications that have already been completed will not display on the Employer Certification

screen.

13.1 Certify Service Purchase Information for a Member

Service Purchase requests are initiated by a member. When a service purchase request undergoes

processing, CPRB service purchase specialists will send the service
employer for certification.

purchase request to the

Step 1 -- To navigate to the Employer Certification screen, click the following menu options:

Services > Employer Certification

C P 4101 MacCorkle Avenue S.E
' Charleston, West Virginia 25304
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov
Employer Home Report « Services « Account ~ Admin «
Bulk Order
Death Nobtice
Welcome to The West Virgini

with a number of resources 1

(CPRB), From this site, empl iU

Reporting Enrofiment

. loyer Certification

Processing EFT Pay
Processing Correctio
AddingUpdating Emp
Reviewing Submitted
Ventying CPRB IDs a

.
.
Employes Information
.

Reports
This tool was designed 1o imgd

secure ondine access 1o your
Message Center
i s our privilege to provide yd
Online Process Servwce Purchase Estimalor
Jeffrey E. Fleck
Executive Drector

Online Process Sennce Purchase Request

Logout

£ Employer Self Service

Kaniska Saha e

|_UserGaide Last Login' Mon_May 30 2016 7-10 AM v

- Aval!able Fforms - v|IEZN

Bell Service Website. This site provides employers

‘est Virginia Consolidated Public Retirement Board
aing

Retirement Board (CPRB) provides by offering

y of transactions.
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Step 2 -- All pending disability, service purchase, retirement, and refund certification requests are

displayed on the Employer Certification screen.

‘ C Il P ’ 4101 MacCorkle Avenue S.E
. Charleston, West Virginia 25304

R(B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
\ Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

£ Employer Self Service [ Legout |
Kaniska Saha

! Employer Home Report + Services « Account + Admin + Logout §

CPRBID: Employee Name: Request Date: Service Type:

Employer Certification
Retirement Requests:
CPRB Employee Job Position Contribution Retirement Request Approved Employment Final Rejected
ID: Name: Position: Status: Group: System: Date: Date: End Date Salary Comments:
Verified: Verified:
523768 TRS Teacher Permanent TRSPLN1 Teachers' 5/31/2016 Yes No
Cancellation Full Time Retirement
System
523774 TRS Teacher Permanent TRSPLN1 Teachers' 5/31/2016 05/31/2016 Yes No
Canceliation Full Time Retirement
System
Service Purchase Requests:

Status: Comments:

523701 Jon Snow 5/30/2016 Correction of Error Service Progress  Test for demo material creation.
Member Refund Requests:

CPRB ID: Employee Name: Request Date:

523701 Jon Snow 05/30/2016
Disability Requests:

CPRBID: Employee Name: Request Date:

523699 Ned Stark 05/30/2016
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Step 3 -- Click the CPRB ID link to view the potential Service Purchase information for the

member
I’ ‘ 4101 MacCorkle Avenue S.E & Employer Self Service
Charleston, West Virginia 25304 Kaniska Saha
‘ R Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) o
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@WV.8OV | jcrGuide Last Login: Wed, Jun 22 2018 8:35 AM
Employer Home Report ~ Services « Account « Admin « Logout
Employer Certification
Retirement Requests:
CPREB Employee Job Position  Contribution Retirement Request Approved Employment Final Rejected
ID: Name: Position: Status: Group: System: Date: Date: End Date Salary Comments:
Verified: Verified:
523768 TRS Teacher Permanent TRSPLN1 Teachers' 5/31/2016 Yes No
Cancellation Full Time Retirement
System
523774 TRS Teacher Permanent TRSPLN1 Teachers' 5/31/2016 05/31/2016 Yes No
Cancellation Full Time Retirement
System
Service Purchase Requests:
CPRBID: Employee Name: Request Date: Service Type: Status: Comments:
| 523701 I Jon Snow 5/30/12016 Correction of Error Service Progress  Test for demo material creation.
Member Refund Requests:
CPRB ID: Employee Name: Request Date:
523701 Jon Snow 05/30/2016
Disability Requests:
CPRB ID: Employee Name: Request Date:
523699 Ned Stark 05/30/2016
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Step 4 -- The Service Purchase Certification screen is displayed. To certify the service
purchase, select the radio button beside the Start Date and End Date fields.

Service Purchase Certification

Hack to Dashboard

of
CPRB 1D: 523701 Name: Jon Snow Service Type: Correction of Error
Service
Test for demo 2
Comments:  material Retirement System: ;.::::"s Siwtinasmot
creation. Y
Please click here 1o for instruchon before Nilling out the cenification
Start Date End Date Actions
D 01/01/2005 03/31/2005 elete
| Add New Entry |
Job Position * ‘ v!
Position Status * ‘ v
Date Employed: *

Reason Contribution Not Withheld: *

Contribution Details

Months Days Non Session
Start Date End Date Sala Contract Term Hours Worked
A Worked Worked Days Worked =
¢ 01/01/2005 03/31/2005 0.00 0 Q0 0
Please enler whole number values for Month and Days Save |

‘:#Submn Can'mcau'oni;
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Step 5 -- Select the Job Position from the drop down menu.

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

4101 MacCorkle Avenue SE a Employer Self Service

|
E\ IL ‘ Charleston, West Virginia 25304 Kaniska Saha
Rj B |

“"' Employer Home Report « Services « Account « Admin Logout :j

Service Purchase Certification

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov UserGuide Last Login: Fri, Aug 05 2016 1-10 AM

e,

Job Position *
Position Status * Administrator
Concurrent

Date Employed: * 21st Century Learner Fellow

Service Personnel
Teacher

Reason Contribution Not
Withheld: *

Back to Dashboard
CPRBID: 523701 Name: Jon Snow Service Type: CONTE 108 oL
Service

et for pesne 2 Teachers® Retirement

Comments:  material Retirement System:
@ System
creation.
Please click here to for instruction before filling out the ceriification
Start Date End Date Actions

® 01/01/2005 i 03/31/2005 Delete
O 05/01/2016 0711572016 Delete

Add New Entry

@ WVCPRB COMPASS Project | Employer Self Service Work Process Manual | Final

278




Step 6 -- Select the Positon Status from the drop down menu.

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

E‘ P ‘ 4101 MacCorkle Avenue SE
s

& Employer Self Service

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Charleston, West Virginia 25304
""' Employer Home

Report « Services Account « Admin ~ Logout 7’1

Service Purchase Certification

Position Status *
Permanent Full Time
Permanent Part Time

Temporary/Provisional
Posted 21 Day
Substitute ‘

Date Employed: *

Reason Contribution Not
Withheld: *

Back to Dashboard
CPRBID: 523701 Name: Jon Snow Service Type: SOTELIOR oL RO
Service
Test for demo s
Comments:  material Retirement System: eachere Retroment
e System
creation.
Please click here to for instruction before filling out the ceriification.
Start Date End Date Actions
® 01/01/2005 03/31/2005 Delete
O 05/01/2016 07/15/2016 Delete
Add New Entry
Job Position * [ Administrator V|
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Step 7 -- Enter the date in the Date Employed field.

Service Purchase Certification
Back to Dashboard
CPRB ID: 523701 Name: Jon Snow Service Type: Con?cnon SHENDE
Service
Test for demo R
Comments:  material Retirement System: | cocners: Retirement
B System
creation.
Please click here to for instruction before filling out the cerification
Start Date End Date Actions
O} 01/01/2005 03/31/2005 Delete
@) 05/01/2016 071512016 Delete
Add New Entry
Job Position * [ Administrator V|
Position Status * |Permanent Full Time V|
Date Employed: * I I
Reason Contribution Not
Withheld: *
Contribution Details:
Months Days Non Session

Start Date End Date Salary Worked Worked Days Worked Contract Term Hours Worked
# 07/01/2016  07/15/2016 (000 0 0 0
# 05/01/2016  06/30/2016 [0 00 0 0 0
01/01/2005  03/31/2005 |0 00 0 [ 0 0
Please enter whole number values for Month and Days Save
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Step 8 -- Enter an explanation in the Reason Contribution Not Withheld field.

Service Purchase Certification

Back to Dashboard
CPRBID: 523701 Name: Jon Snow Service Type: SonBCHon of Eirs
Service

et f?r demg _ Teachers' Retirement

Comments:  material Retirement System:
3 System
creation.
Please click here to for instruction before filiing out the ceriification
Start Date End Date Actions

®© 01/01/2005 03/31/2005 Delete
O 051012016 07/15/2016 Delete

Add New Entry

Job Position * [Administrator M
Position Status * |Permanent Full Time V|
Date Employed: * 08/05/2016 I

Reason Contribution Not
Withheld: *

Contribution Details:

Start Date  EndDate  Salary xz'r':;: a?rie J z:;‘ss:v?r::; Contract Term Hours Worked
07/012016  07/1512016 0,00 0 0 0
# 05/01/2016  06/30/2016 0.00 0 0 0
# 01/01/2005 03/31/2005 0.00 0 0 0
Please enter whole number values for Month and Days Save

Step 9 -- Click the expand button to view the required information detail grid.

Contribution Details:
Months Days MNon Session
Start Date End Dat Sal Contract Ti H Worked
na bate e Worked Worked Days Worked ontract ferm Hours THorke
07/01/2016  07/15/2016  [0.00 0 0 0
05/01/2016  06/30/2016 0.00 0 0 0
01/01/2005  03/31/2005 0.00 0 0 0
Flease enfer whole number values for Month and Days.
Submit Certification |
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Step 10 -- The additional contribution details are displayed.

Contribution Details:
Months Days Non Session

Start Date End Date Salary Worked Worked Days Worked Contract Term Hours Worked
B 07012016 0752016 0.00 0 0 0
iStart Date End Date Salary Days Worked Non Session Contract Term Hours Worked

Days Worked
05/01/2016  06/30/2016 0.00 0 0 0
01/01/2005  03/31/2005 0.00 0 0 0
FPlease enfer whole number values for Month and Days.
Submit Certification |
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Save

Step 11 -- Click the - button.

Note: The Days Worked field should not be a record of cumulative days worked. Rather,
it is for days worked over the number of months. Months worked column will be always

disabled.

Service Purchase Certification

Back to Dashboard

Please enter whole number values for Month and Days.

CPRBID: 523701 Name: Jon Snow Service Type: SHNCTUR GLE U
Service
Test for demo o' s
Comments:  material Retirement System: Teachars: Redrement
2 System
creation.
Please click here to for instruction before filling out the cerfification.

Start Date End Date Actions
®© 01/01/2005 03/31/2005 Delete
O 05/01/2016 07/15/2016 Delete

Add New Entry
Job Position * | Administrator v|
Position Status * |Permanent Full Time V|
Date Employed: * 08/05/2016 I
Reason Contribution Not
Withheld: *
Contribution Details:
Months Days Non Session
Start Date End Date Salary Worked Worked Days Worked Contract Term Hours Worked
# 07/01/2016  07/15/2016 |0 .00 0 0 0
# 05/01/2016  06/30/2016  |0.00 0 0 0
E 01/01/2005 03/31/2005 .00 0 0 0
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Step 12 -- Click the [ sSubmit Certification ] button to submit the information to CPRB for processing.

Service Purchase Certification
Back to Dashboard

CPRB ID: 523701 Name: Jon Snow Service Type: = e
Service
Testor > Teachers' Retirement
Comments:  material Retirement System: sy
creation,
Please click here 10 for instruction before Mling out the certificaton
Start Date End Date Actions

0 01/01/2005 0A31/2005 Delete

Job Position * ‘ v|

Position Status * ' Wi

Date Employed: * |

Reason Contribution Not Withheld: *

Contribution Details

Months Days Non Session
Start Date End Date Salary Worked Worked Days Worked Contract Term Hours Worked
# 01012005 03/31/2005 000 0 0 0
Please enter whole number vaiues for Month and Days Save

Submit Certification |
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13.2 Certify Refund Information for a Member

Member Refund Request is initiated by a member submitting a refund application through
Member Self-Service or submitting a refund request form to CPRB. Once the employer
certification is received for the member’s refund application, then after approval of the application,
CPRB staff completes the refund process.

Step 1 -- To navigate to the Employer Certification screen, click the following menu options:

Services > Employer Certification

'- Charleston, West Virginia 25304
3 Telephone {304) 558-3570 or (800) 654-4406 (Natonwide)

cC.pP 4101 MacCorkle Avenue S.€
i Fax {304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

R

Employer Home Report « Services « Account ~ Admin «

Bulk Order — Available Forms — v | IR

Death Notce
Weilcome to The West Virgini Belf Service Website. This site provides employers

with a number of resources 1d est Virginia Consolidated Public Retirement Board
(CPR8). From this site, empl s _SipubTE ding

* Reporting Enrofiments
+ Processing EFT Pay
* Processing Correctio
+ Adding/Updating Emp Employee Information
» Reviewang Submitted
« Venfying CPRB IDs &l

Reports
Retirement Board (CPRB) provides by offering

ety of transactions

Thas tool was designed to img
secure onling access 10 your
Message Center
It 5 our pnvilege 1o provide yg
Online Process Service Purchase Estimalor
Jeffrey E Fleck
Executive Dwector

Online Process Senace Purchase Request

Want Virginia riine datibe nipemaiion presantad on this wabasit ! { maintaned and provided for HWOrnNCo O
Consolidated Public Retowment Board 3t cusdommt Tike !

ot
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Step 2 -- On the Employer Certification dashboard, click the CPRB ID next to a member’s name

under the grid for Member Refund Requests.
" clp ’ 4101 MacCorkle Avenue S.E
'g ! Charleston, West Virginia 25304
‘ R v B } Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
| D Fax(304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Employer Certification

& Employer Self Service

Kaniska Saha

| UserGuide Last Login: Wed. Jun 22 2016 8:35 AM

| Employer Home Report + Services « Account ~ Admin ~ Logout

CPRBID: Employee Name: Request Date: Service Type:

Status: Comments:

Retirement Requests:
CPRB Employee Job Position Contribution Retirement Request Approved Employment Final Rejected
1D: Name: Position: Status: Group: System: Date: Date: End Date Salary Comments:
Verified: Verified:
523768 TRS Teacher Permanent TRSPLN1 Teachers'  5/31/2016 Yes No
Cancellation Full Time Retirement
System
523774 TRS Teacher Permanent TRSPLN1 Teachers' 5/31/2016 05/31/2016 Yes No
Cancellation Full Time Retirement
System
Service Purchase Requests:

West Virginia

Consolidated Public Retirement Board

wWww. wvretirement com

hesein from what

Copynight € 2016 West Virginis Consolidated Public Retirement Bosard

523701 Jon Snow 5/30/2016 Correction of Error Service Progress  Test for demo material creation.
Member Refund Requests:
CPRBID: Employee Name: Request Date:
| 523701 I Jon Snow 05/30/2016
Disability Requests:
CPRBID: Employee Name: Request Date:
523699 Ned Stark 05/30/2016
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Step 3 -- The Certify Refund screen displays. Enter the required information, and click the

submt oratcarion. RN

Certify Refund

Enter Member Information:

Employment End Date: * ]

CPRB ID: 523701 Employee Name: Jon Snow Retirement System: Teachers' Retirement System

Employment End Reason

Was the termenation of the employment of the named applicant for reasons other than
honorable? *

Please chok here for definition of Less Than Honorable Service

Please Explan * l

Retum To ESS *

fill in the detai
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13.3 Certify Information for a Disability Applicant

The following steps show how an employer can certify the information requested by CPRB as the
result of a member’s or former member’s application for disability retirement benefits.

Step 1 -- To navigate to the Employer Certification screen, click the following menu options:

Services > Employer Certification

- p 4101 MacCorkle Avenue S.€ 3 Employer Selt service [“tagour |
C ‘,! Charleston, West Virginia 25304 Kaniska Saha
RY P Telephone (304) 5583570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) S58-545S | Email: CPRB@WV.EV | 11caGuido Last Login Mon May 30 2016 710 AM

Employer Home Report « Services «~ Accoumt ~ Admin « Logout I 0‘.--, \

Bulk Order — Available Forms — v | L

Death Notce
Welcome to The West Virgini Belf Service Website. This site provides employers

with a number of resources 1 'est Virgina Consolidated Public Retirement Board
(CPRB). From this site, emp!jJE=_Si R ding

* Reporting Enrofimentd
* Processing EFT Pay
* Processing Correcti
* Adding/Updating Emp Employee Information
* Reviewng Submitted
« Vernfying CPRB IDs &l

Reports
Thas tool was designed to img

secure onling access 10 your

Retirement Board (CPRB) provides by offering
ety of transactions
Message Cenler
It 5 our pnvilege 1o provide yg
Online Process Service Purchase Estimalor
Jeffrey E Fleck
Executive Dwector

Online Process Senace Purchase Request

Want Virginia riine datibe nfpemation presantad on this-wabsit ! { maintaned and provided for HWOrNCo O
Consolidsted Public Retowment Board ) ! (T Vhile

ot
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Step 2 -- Click the CPRB ID next to the member’s name under the Disability Requests grid.

4101 MacCorkle Avenue S.E £ Employer Self Service ‘
‘ C “' P ‘ Charleston, West Virginia 25304 Kaniska Saba
‘ R B J Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) g wroleiztids
[ 285 A% | Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov UserGuide Last Login: Wed. Jun 22 2016 6:35 AM

“ Employer Home Report v  Services v  Account v Admin v Logout |}

Employer Certification

Retirement Requests:

CPRB Employee Job Position  Contribution Retirement Request Approved Employment Final Rejected
ID: Name: Position: Status: Group: System: Date: Date: End Date Salary Comments:
Verified: Verified:
523768 TRS Teacher Permanent TRSPLN1 Teachers' 5/31/2016 Yes No
Canceliation Full Time Retirement
System
523774 TRS Teacher Permanent TRSPLN1 Teachers' 5/31/2016 05/31/2016 Yes No
Canceliation Full Time Retirement
System
Service Purchase Requests:
CPRBID: Employee Name: Request Date: Service Type: Status: Comments:
523701 Jon Snow 5/30/12016 Correction of Error Service Progress  Test for demo material creation.
Member Refund Requests:
CPRBID: Employee Name: Request Date:
523701 Jon Snow 05/30/2016
Disability Requests:
CPRBID: Employee Name: Request Date:

| 523699 I Ned Stark 05/30/2016

West Virginia

Consolidated Public Retirement Board

www wretirement com
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Step 3 -- The Certify Disability screen displays.

Certify Disability
Please click here for instructhon before hilling out the certification
CPRB ID: 5236989 Employee Name: Ned Stark Retirement System: Teachers' Retirement System
Enter Member Information:
Do you know of any reason that would prevent this apphcant from working for you? . |—1
Provide bnef explanation 3
Job Posibon N l ]
Waork Duties - Prowde bnef explanation or upload Job Description e
Is this applicant currently employed wath your agency? * O ves [ No
Lsst Employment End Date (Last Day of Covered Employment) . [71
List Last day physically worked * | '
List last day of pawd leave (Sick or Annual) . { ]
List last Contribution Date (last check date) " [ J
List fast day covered under any insurance plan offered by your agency? . |

Step 4 -- Enter all relevant details in the fields, scroll down and click the ] button.

Is the apphcant recewving workers' compensation benefits for the ingury, illness or disease
complamed of above, or has the apphicant recerved such benehits in the past?

* O Yes 0 Ne

Fill in the details
Return To ESS Comment e

Consolidated Public Rethement Board
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13.4 Certify Retirement Information for a Member

All retirement certification requests in CPRB’s ESS portal are answered on the Retirement
Certification screen. Retirement requests are initiated by a member using either Member Self-
Service or submitting a retirement application to CPRB. Depending on the status of the application,
it appears in the ESS portal for certification of key information. After the employer has completed
the required certification, CPRB staff completes the retirement process for the member.

Step 1 -- To navigate to the Employer Certification screen, click the following menu options:

Services > Employer Certification.

~ | 4101 MacCorkle Avenue S.€ £ Employer Self Service Fresoor 1

C '! Charleston, West Virginia 25304 Kaniska Saha
R B Telephone {304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRBBWV.EOV | |1 Guide Last Login Mon_May 30 2016 710 AM

Employer Home Report « Services + Account » Admin « Logout W

Bulk Order — Available Forms — v | IRl

Death Notce
Weilcome to The West Virgini Belf Service Website. This site provides employers

with a number of resources 1d 'est Virginea Consolidated Public Retirement Board
(CPRB). From this site, emp![JE=_i B ding

* Reporting Enroliments
* Processing EFT Pay
* Processing Correcti
* Adding/Updating Emg Employee Information
* Reviewang Submitted
« Venfying CPRB IDs a

Reports
Retirement Board (CPRB) provides by offering

ety of transactions

Thas tool was designed to img
secwe online access 10 your
Message Center
It 5 our pnvilege 1o provide yg
Online Process Service Purchase Estimalor
Jeffrey E. Fleck
Executive Drector

Online Process Service Purchase Request
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Step 2 -- Click the CPRB ID next to the relevant retirement certification request.

|

‘ 4101 MacCorkle Avenue S.E £ Employer Self Service
Charleston, West Virginia 25304 Kaniska Saha

‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) Qersdintizailh
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

p)

cl
B

—_—

T |

| Employer Home Report « Services « Account « Admin + Logout

Employer Certification

| UserGuide Last Login: Wed, Jun 22 2016 6:35 AM

CGMPAS

West Virginia
Consolidated Public Retirement Board

www wvretiren

any such reliancs

Retirement Requests:
CPRB Employee Job Position  Contribution Retirement Request Approved Employment Final Rejected
1D: Name: Position: Status: Group: System: Date: Date: End Date Salary Comments:
Verified: Verified:
523768 | Jon Snow Teacher Permanent TRSPLN1 Teachers'  5/31/2016 Yes No
Full Time Retirement
System
523774 Ned Stark Teacher Permanent TRSPLN1 Teachers' 5/31/2016 05/31/2016 Yes No
Full Time Retirement
System
Service Purchase Requests:
CPRBID: Empioyee Name: Request Date: Service Type: Status: Comments:
523701 Jon Snow 5/30/2016 Correction of Error Service Progress Test for demo material creation.
Member Refund Requests:
CPRB ID: Employee Name: Request Date:
523701 Jon Snow 05/30/2016
Disability Requests:
CPRB ID: Employee Name: Request Date:
523699 Ned Stark 05/30/2016
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Step 3 -- The Retirement Certification screen displays. Enter the Last Date Physically Worked,

@ WVCPRB COMPASS Project | Employer Self Service Work Process Manual | Final

Employment End Date and Employment End Reason.

Note: The completion of the Last Date Physically Worked, Employment End Date and
Employment End Reason fields will allow CPRB to add the retiree to payroll. The

remaining fields can be completed as the required information is made available to the
employer.

4101 MacCorkle Avenue S.E & Employer Self Service
CLP Charleston, West Virginia 25304 Kaniska Saha
R{B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) A

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

UserGuide Last Login: Wed, Jun 22 2016 6:35 AM

Employer Home Report « Services ~ Account ~ Admin + Logout C@MPASS

Retirement Certification

Back to Dashboard
CPRB ID: 523768 Employee Name: TRS Cancellation Retirement System: Teachers' Retirement System
Job Position: Teacher Position Status: Permanent Full Time Contribution Group: TRSPLN1

Please fill all the section below to complete the final salary verification

Last Contribution Date Last Date Physically Worked Employment End Date Employment End Reason
0173172015 o ] *[1112015 . v
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Step 4 -- The remaining Retirement Certification fields are populated based on the completion of

the Last Date Physically Worked, Employment End Date and Employment End
Reason.

Note: The completion of the Last Date Physically Worked, Employment End Date and
Employment End Reason fields will allow CPRB to add the retiree to payroll. The
remaining fields can be completed as the required information is made available to the
employer.

T C \ ‘ 4101 MacCorkle Avenue S.E a Employer Self Service
‘ Charleston, West Virginia 25304 Kaniska Saha

R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) SAERSS OB
7 | Fax(304) 558-1394 or (304) 558-5455 | Email: CPRB@WV.80V | =erGuide Last Login: Wed, Jun 22 2018 6:35 AM

Employer Home Report « Services ~ Account ~ Admin + Logout C@MPASS

Retirement Certification

Back to Dashboard

CPRB ID: 523768 Employee Name: TRS Canceliation Retirement System: Teachers' Retirement System
Job Position: Teacher Position Status: Permanent Full Time  Contribution Group: TRSPLN1

Please fill all the section below to complete the final salary verification

Last Contribution Date Last Date Physically Worked Employment End Date Employment End Reason
01/31/2015 1] +[111/2015 * v

Please list any paymentis due not already reported.

Pay Period Payment Reason Salary Pre Tax Employment Contract Days/Hours Worked

End Date EECON Payment Type Length
0= * v| = *|Days W

| Delete | | Add Line Item |

Please click here for definition of Less Than Honorable Service.

= =

Please select v]| =

v|*

Final Salary Certification:
Last Position Held: * I
Last Contribution Date: 01/31/2015

List last day covered under any insurance plan offered :]
by your agency? *
If your agency offers PEIA, was the applicant enrolled

in PEIA at the time of retirement? 0
Is the applicant paid in arrears? |
Unused Leave
Unused, Unpaid Leave Days * IO Type: * |Unused Sick Leave WV
Is applicant currently receiving worker's compensation 0

benefits?

\Was the termination of employment of the applicant for
reasons other than honorable?

Please click here for definition of Less Than Honorable
IService.

If Yes, provide brief explanation in LTHS Comments
box:

]

Complete Certification
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14. Message Center

The Message Center screen allows employers to view, compose, reply, delete and flag important
messages sent between an employer and CPRB. The messages are available on CPRB’s ESS
portal for 90 days and will automatically be deleted after 90 days except messages flagged as
important.

14.1 View Messages

The following steps demonstrate how to view messages sent from CPRB using the Message
Center screen:

Step 1 -- To navigate to the Message Center screen, click the following menu options:

Services > Message Center

C I) 4101 MacCorkle Avenue 5.
' Charfeston, West Virginia 25304
RT B Telephone {304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@WV.EOY | (1o Guice Last Login Fri_May 27 2016 § 43 AM

! Employer Home Report « Services « Account « Admin « Logout

- = ]
Bulk Order |- Available Forms — v |m

Death Notice
Welcome to The West Virgin bedf Secvice Website. This site provides employers

with a number of resources 1 ‘est Virginia Consolidated Public Retirement Board
(CPRB). From this site, empiESEIITEEES ding.

* Reporting Enroliment
+ Processing EFT PaynR=ma EawEs
» Processing Correctio
« Adding/Updating Emp
* Reviewing Submitted
» Venfying CPRB IDs 3

Employee Information

Repornts
Retirement Board (CPRB) provides by offering

ety of transactons

This tool was designed to img
secure onkine access to your

It is our privilege 1o provide yd

Onlne Process Service Purchase Estmalor
Jellrey E_ Fleck

Executive Dwector

Online Process Service Purchase Reques!
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Step 2 -- The Message Center screen displays all the messages or correspondence sent by
CPRB staff members. Click the Subject link to view the message.

Note: A message status can be updated by selecting the check box next to the
appropriate message and clicking the Mark as Read button or Mark as Unread button.

Note: A message status can be updated to Important, by selecting the flag icon next to
the appropriate message.

‘| p| 4101 MacCorkle Avenue SE @ Employer Seif Service T |
‘ C '! ‘ Charleston, West Virginia 25304 P"“W Nanda

‘ R B | Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

1*‘1 I ___J Fax (304) 558-1394 or (304) 558-5455 I Email: CPRB@wv.gov UsesGuide Last Login: Wed, Aug 03 2016 8:15 AM

| Employer Home  Report ~ Services + Account » Admin -~ Logout | CECIMPAS

[~ Available Forms —- /| B

Message Center

I Inbox ‘ | Mark as Unread | | Mark as Read | I Delete I | Compose I | Sent ltems | Messages Per Page:

Subject Message Preview Date Received From

O [] IMessage from WVCPF | Attached is the requested Employer A 8/1/2016 11:17:32 confirmation@wvcprb.com.info
AM

[l ﬂ Message from WVCPF  Attached is the requested Employer A 7/29/2016 4:53:48 confirmation@wvcprb.com.info
AM

[] : n Message from WVCPF  Attached is the requested Employer A 7/28/2016 4:06:57 confirmation@wvcprb.com.info
AM

] g Message from WVCPE  Attached is the requested Employer A 7/27/2016 8:01:27 confirmation@wvcprb.com info
AM

1 [] Message from WVCPF  Attached is the requested Employer A 7/27/2016 3:46:45 confirmation@wvcprb.com.info
AM

12

Note: To view messages sent to CPRB, click the button on the right side of the
Message Center screen.
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Step 3 -- The message displays. Click the attachment link to view it.

‘ 4101 MacCorkle Avenue SE £ Employer Self Service
| C . P Charleston, West Virginia 25304 Pritha Nanda .
R ’ B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

ax (304) 558-1394 ok (304) 558-5455, | Emall: CPRE@WY.ROY

\

| UserGuide

Last Login: Wed, Aug 03 2018 8:15 AM

Employer Home Reporlt « 'Services - Account ~ Admin ~

[ Available Forms — | IEEEIN

Message Center

Received: 8/1/2016 11:17:32 AM
Subject: Message from WVCPRB COMPASS

Attached is the requested Employer Annual Statement from West Virginia Consolidated Public
Retirement Board.

EAS00001201608012016061151.PDF

[ Back 2 et |

Step 4 -- The attachment opens as a separate document, which can be saved to the desktop.

Do you want 1o open of save EASO0001201608012016061151.PDF (164 KB from 10,118.23.927 Dpen Cancel % \
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14.2 Delete Messages

The following steps demonstrate how to delete a message from the inbox using the Message
Center screen:

Step 1 -- To navigate to the Message Center screen, click the following menu options:

Services > Message Center

cClp 4101 MacCorkle Avenue 5.E & Employer Self Service [“og 0ut |
& Charfeston, West Virginia 25304
: Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@WVEOV | |1cc Guice Last Login Fri_May 27 2016 9 43 AM

! Employer Home Report « Services « Account « Admin « Logout

aiifim Callh|

1
Bulk Order |— Available Forms — Vlm

Death Notice
Welcome to The West Virgin| belf Secvice Website, This site provides employers

with a number of resources 1 'est Virginia Consolidated Public Retsrement Board
(CPRB). From this site, empilEEECITEE ding.

» Reporting Enroliment
+ Processing EFT P Employer Certification
» Processing Correctio
« Adding/Updating Emp
* Reviewing Submitted
« Venfying CPRB IDs s

Employee Information

Reports
This tool was designed to img

secure onkine access to your

Retirement Board (CPRB) provides by offering
ety of transactons

It is our privilege to provide yd

Onlne Process Service Purchase Estmalor
Jeflrey E_ Fleck

Executive Dwector

Online Process Sefvice Purchase Reques!
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Step 2 -- To delete a message in the inbox, select the message check box (es).

P ‘ 4101 MacCorkle Avenue SE
Charleston, West Virginia 25304
B ‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
=) Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

|E
BE

Services

£ Employer Self Service
Pritha Nanda

UserGuide Last Login: Wed, Aug 03 2018 8:15 AM

l Employer Home . Report « Account « Admin + Logout vl ‘
[~ Available Forms — /| BN
Message Center
I Inbox I l Mark as Unread I ] Mark as Read | | Delete | | Compose | | Sent ltems | Messages Per Page:
Subject Message Preview Date Received From
@ g Message from WVCPF  Attached is the requested Empioyer A 8/1/2016 11:17:32 confirmation@wvcprb.com.info
AM
o g Messaqe from WVCPFE %ached is the requested Employer A 7/29/2016 4:53:48 confirmation@wvcprb.com.info
AM
8 ﬂ Message from WVCPF  Attached is the requested Employer A 7/28/2016 4:06:57 confirmation@wvcprb.com.info
AM
| | g Message from WVCPE  Attached is the requested Employem 7I2712016 & 01 27 confirmation@wvcprb.com.info
AM
] i g Message from WVCPF  Attached is the requested Employer A 7/27/2016 3:46:45 confirmation@wvcprb.com.info
AM
12

Step 3 -- Click the button.

Note: Once a message has been deleted, click the View Deleted Message link to view

deleted messages.

1 4101 MacCorkle Avenue SE
Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

Message Center

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

i Employer Home Report ~ Services v Account v Admin v Logout |
2 m——

£ Employer Self Service

Pnﬂw Nanda

[ Available Forms - | BEEZN

[ Inbox | | Mark as Unread I [ Mark as Read ] l Delete ” Compose | I Sent ltems |

Messages Per Page:

Date Received

From

Subject Message Preview
] ‘ g Message from WVCPF  Attached is the requested Employer A
] f| Message from WVCPE %lad:ed is the requested Employer A
[] [ MessagefomWVCPF Aftached is the requested Empioyer A
[Tl A M@ e from MCPF Attad]eg s?er;quested Employe;Ai
] g Message from WVCPF  Aftached is the requested Employer A
12

8/1/2016 11:17:32
AM

7/29/2016 4:53:48
AM

7/28/2016 4:06:57
AM

712712016 8:01:27

AM

712712016 3:46:45
AM

confirmation@wvcprb.com.info
confirmation@wvcprb.com.info
confirmation@wvcprb_com.info
oo;ﬁnnaition@wvcpl;).oomi_inf;

confirmation@wvcprb.com.info
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14.3 Compose a New Message

The following steps demonstrate how to compose a new message using the Message Center
screen:

Step 1 -- To navigate to the Message Center screen, click the following menu options:

Services > Message Center

cClp 4101 MacCorkle Avenue 5.E & Employer Self Service [“og 0ut |
& Charfeston, West Virginia 25304
: Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@WVEOV | |1cc Guice Last Login Fri_May 27 2016 9 43 AM

! Employer Home Report « Services « Account « Admin « Logout

aiifim Callh|

1
Bulk Order |— Available Forms — Vlm

Death Notice
Welcome to The West Virgin| belf Secvice Website, This site provides employers

with a number of resources 1 'est Virginia Consolidated Public Retsrement Board
(CPRB). From this site, empilEEECITEE ding.

» Reporting Enroliment
+ Processing EFT P Employer Certification
» Processing Correctio
« Adding/Updating Emp
* Reviewing Submitted
« Venfying CPRB IDs s

Employee Information

Reports
This tool was designed to img

secure onkine access to your

Retirement Board (CPRB) provides by offering
ety of transactons

It is our privilege to provide yd

Onlne Process Service Purchase Estmalor
Jeflrey E_ Fleck

Executive Dwector

Online Process Sefvice Purchase Reques!
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Step 2 -- Click the button.

Message Center

1 C \ P ’ 4101 MacCorkle Avenue SE
. B Charleston, West Virginia 25304
‘ﬁ‘ﬂ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
4 Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

TEmponer Home Report ~ Services Account ~ 'Admin -

a Employer Self Service

D~

UserGuide Last Login: Thu, Aug 04 2018 4:45 AM

&3 Do

[~ Available Forms — /| BEZEI

AM

l Inbox | | Mark as Unread | | Mark as Read ] | Delete | Compose Sent ltems ] Messages Per Page:
Subject Message Preview Date Received From
\ g Message from WVCPF  Attached is the requested Employer A 8/1/2016 11:17:29 confirmation@wvcprb.com.info

L]

] g Message from WVCPF  Aftached is the requested Employer A 7/29/2016 4:53:47 confirmation@wvcprb.com.info
AM

] L g Message from WVCPF  Attached is the requested Employer A 7/28/2016 4:06:56 confirmation@wvcprb.com.info
AM

] g M e from WVCPF  Attached is the requested Employer &  7/27/2016 8:01:27 confirmation@wvcprb.com.info
AM

[ g Message from WVCPF  Attached is the requested Employer A 7/27/2016 3:46:44 confirmation@wvcprb.com.info
AM

Step 3-- The New Message pop up window is displayed. Enter the message subject in the

Subject text field.
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H

New Message

Close

Subject:

~ Browse... |
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Step 4 -- Enter the message in the message body.

New Message Close
Subject:
[ send | Browse..
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Step 5-- Click the button to attach a supporting file if necessary.

New Message Close
Subject:
Send [Eowee ]
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Step 6 -- Click the button.

New Message Close
Subject:
el | Browse... |
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14.4 Reply to a Message
The following steps demonstrate how to reply to a message using the Message Center screen:
Step 1 -- To navigate to the Message Center screen, click the following menu options:

Services > Message Center

C| P 4101MacCorkie Avenue SE & Employer Selt Service [ rog 0ut'
& Charfeston, West Virginia 25304
I Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov UserGulde Last Login_ Fdl, May 27 2016 943 AM

! Employer Home Report - Services « Account « Admin « Logout

el tall

” . |
Bulk Order [— Available Forms — v | 0N

Death Notice
Welcome to The West Virgin, helf Service Website. This site provides employers

with a number of resources 1qg ‘est Virginia Consolidated Public Retirement Board
(CPRB). From this site, empilECUTEEE ding.

» Reporting Enrolimen
+ Processing EFT P Employer Certification
» Processing Correctio
» Adding/Updating Emp
* Reviewing Submitted
+ Verifying CPRB IDs &

Employee Information

Repons
This tool was designed to img

secure online access to your

Retirement Board (CPRB) provides by offering
ety of transactons

It is our privilege 1o provide yd

Onlne Process Service Purchase Estmalor
Jeflrey E_ Fleck

Executive Dwector

Online Process Sefvice Purchase Reques!
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Step 2 -- The Message Center screen displays all the messages or correspondence sent by
CPRB staff members. Click the Subject link to view and reply to the message.

| p| 4101 MacCorkle Avenue SE £ Employer Seif Service
’ C " IA‘ Charleston, West Virginia 25304 Pritha Nanda
R ' B Telephone (304) 558-3570 or (8_00) 654-4406 (Nationwide)
| Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

| UserGuide Last Login: Wed, Aug 02 2018 8:15 AM

"| Employer Home Reporl ~ Services « Account ~ Admin ~ Logout

[~ Available Forms —- | B

Message Center

l Inbox? [ Mark as Unread ’ | Mark as Read | | Delete ’ | Compose | l Sent ltems | Messages Per Page:

Subject Message Preview Date Received From

O g |Message from WVCPFI Aftached is the requested Employer A 8/1/2016 11:17:32 confirmation@wvcprb.com.info
AM

[] [ Messagefrom WVCPF Aftached is the requested Employer A 7/29/2016 4:53:48 confirmation@wvcprb.com.info
AM

] ' g M e from Aftached is the requested Employer A 7/28/2016 4:06:57 confirmation@wvcprb.com info
AM

] (! g Messaqge from WVCPE  Attached is the requested Employer A 7/27/2016 8:01:27 confirmation@wvcprb.com info
AM

@ g Message from WVCPF  Aftached is the requested Employer A 7/27/2016 3:46:45 confirmation@wvcprb.com.info
AM

12
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Step 3 -- The message is displayed. Click the [Ny button.

‘ & Employer Self Service
' '-; Charleston, West Virginia 25304 Kaniska Saha
I I } B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

E‘ '?‘ 4101 MacCorkle Avenue SE
R Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

| UserGuide Last Login: Thu, Aug 04 2018 4:45 Al

fErnploye{ Home Report « Services « 'Account v Admin + ‘Logout

[ Available Forms — | BEEN

Message Center

Received: 8/1/2016 11:17:29 AM
Subject: Message from WVCPREB COMPASS

Attached is the requested Employer Annual Statement from West Virginia Consolidated Public
Retirement Board.

I EAS28977201608012016060427 PDF I

T ety
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Step 4 -- The Reply Message pop up window is displayed.

Reply Message Close

Subject: Re : Message from WVCPRB COMPASS

From: confirmaticn@wvcprb.com.info
Sent: 8/1/2016é 11:17:29 AM

Tc :kansahalfdeleoitte.com

Subject: Message from WVCPRB COMPASS

Artached is the requested Employer Annual Statement from West
Virginia Ceonsclidated Public Retirement Board.

| Send Browse...

Step 5 -- Enter the reply to the message.

Reply Message Close

Subject: Re : Message from WVCPRB COMPASS

From: confirmaticn@wvcprb.com.info
Sent: 8/1/2016é 11:17:29 2AM

Te :kansahafdeloitte.com

Subject: Message from WVCPRB COMPASS

Attached is the requested Employer Annual Statement from West
Virginia Consclidated Public Retirement Board.

" sind | Browse..
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Step 6 -- Click the —Se"d—J button.

Reply Message Close

Subject: Re : Message from WVCPRB COMPASS

Thank you for the mail

From: confirmaticon@wvcprb.com.info
Sent: 8/1/2016 11:17:29 2M

Tc :kansahalfdelcitte.com

Subject: Message from WVCPRB COMPASS

Attached is the requested Employer Annual Statement from West
Virginia Consclidated Public Retirement Bcard.

e Biowse.
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15. View Reports

The Reports screen allows employers to generate specific reports on an ad-hoc basis, outside the
Employer Packet. This enables employers to gain a real-time view of the data currently present in
COMPASS.

Note: If an organization is a reporting employer (meaning they submit contributions reports on
behalf of child agencies), they have the ability to retrieve the reports for a child agency (for which a
reporting employer submits contribution reports).

Follow the steps below to view a report in ESS:

Step 1 -- To navigate to the View Reports screen, click the following menu options:

Services > Reports

- ) 4101 MacCorkle Avenue S.€ {3 Employer Self Service
C ‘,! Charleston, West Virginia 25304 Kaniska Saha
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

‘ Fax (304) 558-1394 or (304) 558-5455 | Email: CPRBEwv.gov UsesGuid Last Login Sat, May 28 2016 5 26 AM

Employer Home Report +  Services + Account + Admin « Logout m |

s

Busk Order [— Available Forms — | IEEIN

Death Notice
Welcome to The West Virgini belf Service Website. This site provides employers

with a number of resources tg Nest Virginia Consolidated Public Retirement Board
(CPR8). From this site, emplii=lanlis ding:

» Reporting Envoliments
« Processing EFT Pay Employer Certification
* Processing Correctol
« Adding/Updating Em
* Rewvewang Submitted
* Ventying CPRB 1Ds a

Employee informabon

Reports

Retirement Board (CPRB) provides by offering
ty of transactions

Thes tool was designed to img}
secure online access 1o your

Message Center
It 13 our privilege 1o provide yg
Jeffrey E. Fleck
Executive Director

Online Process Servce Purchase Request
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Step 2 -- The View Reports page displays.

clp]
R(B

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304
m&wmssnmmmmm

View Reports

UsarGuide Last Logn Wed, Jul 13 2016 12 45 PM

Report Name:

Report
Description:

Enter Criterla:

Format:

[POF_v]

£ Employer Self Service

Step 3 -- Select the report to be viewed from the Report Name drop down menu.
iclp ‘ 4101 MacCorkle Avenue SE
- Charleston, West Virginia 25304

R B|

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Employer Home Report « Servioes v Account « Admin « Logout " N

uEdiha Napda

| UserGuide Last Login: Wed, Aug 03 2016 11:29 AM

|- Available Forms -- v | BEZ0E

Enter Criteria:

Format:

View Reports
Report Name: v
Report QOutstanding Edit Errors by Employee or Employer
Description: Posting Exceptions Report By Employer Code

Demographic Errors

Probationary Status

Missing Employment End Date
Errors Not In Template

Leave Without Pay

Load Reject Records by Employer
Load Errors

Contribution Error Correction Totals

West Virginia

Home

Not-Eligible Status

Military Leave

Workers Comp

Lump Sum Payment of Unused Comp Holiday Time
Downloaded CPRB IDs

Consolidated Public Retirend PERS TLES

Reconcile Outstanding Adjustments
Service Purchase Details

collected, maintained and provided for the convenience of our

urate and up-lo-date, the West Virg
jarantee the accuracy of information herein. The CPRB shall
br omissions made in reliance on any information contained

e T TPy

s from any such reliance

@ WVCPRB COMPASS Project | Employer Self Service Work Process Manual | Final

312




List of Reports

The table below describes the different reports listed in the Report Name field.

Report
Name

Posting
Exceptions
Report By
Employer
Code

Description

This report displays a list of the validation errors, for a given
employer for a specific report date by retirement system when the
submitted report is being analyzed after successfully being
uploaded.

Demographic
Errors

This report lists all demographic errors for a given employer for a
specific report date by retirement system for an employer.

Employer
Debit and
Credit Details
Report

This report shows employer debit and credit details information for a
selected time period.

Not - Eligible This report displays the members for an employer who have been

Status reported with a payment reason of ‘Non-Participating Status’.

I\Eﬂsssiggment This report displays employees whose employment end date is not
ploy recorded with CPRB and missing from the current contribution file.

g

End Date

Leave Without | Thjs report displays a list of employees who are currently on leave

Pay without pay.

Load Errors

This report displays a summary of all errors, warnings, and
informational messages that are identified as part of the load
validation process when a file is uploaded.

TDC Employer
Forfeiture
Fund Report

This report shows forfeiture fund details for TDC employers (allotted
amount, withdrawn till date and balance amount) for a selected time
period. This report is only relevant to TDC employers.

Outstanding
Edit Errors by

This report displays the details regarding outstanding adjustments

Outstanding
Adjustments

Employee or for a specific employer.

Employer

Lump Sum

Payment of This report displays all employees who have been reported with a

Unused Comp | lump sum payment due to holiday or comp time.

Holiday Time

Downloaded . . . .

CPRB IDs This report displays a list of employees and their CPRB IDs.
This report lists the members who are working as temporary

PERS TLEs legislative employees in PERS for a specific employer and for a
selected time period.

Reconcile

This report displays the details regarding outstanding adjustments
for a specific employer.

Uniform Fees

Service : . . .

Purchase stlge%c()arst displays all retirement services purchased by your
Details ployees.

Deputy Sheriff

Statewide This report displays the DSRS fees for the Report Date provided.
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Description

Employer
State Aid

This report shows state aid fund details for TRS and TDC employers
(allocated amount, withdrawn till date and balance amount) for a
selected time period. This report is only relevant for TRS and TDC.

Load Reject

Records by This report shows the load reject records for the selected employers.
Employer

Dual This report lists the members who are dual participating between
Participation either PERS and TRS or PERS and TDC for a specific employer and
Report for a selected time period.
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Step 4 -- The Report Description for the selected report is displayed.

C I P | 4101 MacCorkle Avenue SE
‘ | Charleston, West Virginia 25304
g | B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
| 21 Fax(304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Employer Home Report ~ Services Account v Admin ~

View Reports

£ Employer Self Service

Lng out |
Kaniska Saha

UserGuide Last Login: Thu, Aug 04 2016 8:20 AM

[ Available Forms — /| BEZEEEE

Logout |

Report Name: |Load Reject Records by Employer

Report

Load Reject Records by Employer
Description: . ¥ Employ

Enter Criteria:

Employer Code:

*|28977 - ANNE Vv

Retirement System: £ IDeputy Sheriff Retirement System

File Type: *| Contributions Only V|
Format
Generate
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Step 5 -- In the Enter Criteria section, enter the parameters required to generate the report.

Note: Each report requires different parameters. If the employer logged in is not a
reporting agency, the Employer Code drop down menu will be pre-populated with the
logged in Employer’s Code. Also, if the employer participates in only one retirement
system then the Retirement System drop down will be pre-populated with the retirement

system in which the employer participates.

ClP 4101 MacCorkle Avenue SE
’ J Charleston, West Virginia 25304
R P | Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
= ‘ s Fax (304) 558-1394 or {304) 558-5455 | Email: CPRB@wv.gov

& Employer Self Service
Kaniska Saha
2ol

UserGuide Last Login: Thu, Aug 04 2016 8:20 AM

Employer Home Report + Services ~ Account + Admin +

View Reports

Logout

COMPASS

|- Available Forms — V|m

Report Name: |Load Reject Records by Employer

Report
Description:

Enter Criteria:

Employer Code:

Load Reject Records by Employer

*|28977 - ANNE Vv

Retirement System: * | Deputy Sheriff Retirement System

File Type: = | Contributions Only

T 1
]

v

Begin Date:
End Date:

Format:

[ Reset S Generate ]
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Step 6 -- Select the Employer Code from the drop down options.

Note: This field is prepopulated. There will be drop down options only when multiple
employer codes are present. In this case, there was only one.

| z - ==
4101 MacCorkle Avenue SE £ Employer Self Service
(CLP ] Charleston, West Virginia 25304 jlaniska Saba

R'B | Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) i Sl
1;*‘ Fax (304) 558-1394 or {304) 558-5455 | Email: CPRB@wv.gov

| UserGuide Last Login: Thu, Aug 04 2016 6:20 AM

Employer Home Report + Services Account « Admin + Logout C@MPASS

|- Available Forms — V|m

View Reports

Report Name: |Load Reject Records by Employer W

Report '

escristions Load Reject Records by Employer

Enter Criteria:

Employer Code: > |28977 - ANNE Vl

Retirement System: * | Deputy Sheriff Retirement System v
File Type: * | Contributions Only v
Format:

Srzzer— I comt
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Step 7 -- Select the relevant retirement system from the Retirement System drop down menu.

‘E\ P 4101 MacCorkle Avenue SE

Charleston, West Virginia 25304

' R ﬂ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
l Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

£l Employer Self Service

[Employet Home Reporl « Services « ‘Account v Admin «

View Reports

Report Name: |Load Reject Records by Employer r
Report .

Doscrigion: Load Reject Records by Employer

Enter Criteria:

Employer Code: *|28977 - ANNE Vv

Retirement System: i Deputy Sheriff Retirement System

File Type: . |Emergency Medical Services Retirement System £

ype: Teachers' Retirement System

Begin Date: s
Forma:

ese— S cerrve!
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Step 8 -- Select the File Type from the drop down option.

‘E\ P 4101 MacCorkle Avenue SE

Charleston, West Virginia 25304

‘ R E Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
! Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

i

| Employer Home Report « Services « .Account - Admin «

£ Employer Self Service

ER5N

A Logout

| UserGuide Last Login: Thu, Aug 04 2018 6:20 AM

Y

[~ Available Forms — /| BN

= O

View Reports

Report Name: |Load Reject Records by Employer v
Report _

Descrighion: Load Reject Records by Employer

Enter Criteria:

Employer Code: *|28977 - ANNE Vv

Retirement System: * | Deputy Sheriff Retirement System N
File Type: | Contributions Onl

Fiotiiss Difte: . |[Enroliments & Contributions

am Lates Enrollments Onl

End Date:
Format:
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Step 9 -- Select the Begin Date from the calendar.

| 4101 MacCorkle Avenue SE a Employer Self Service
C&’P Charleston, West Virginia 25304 Kaniska Saha
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

| D Fax(306) 558-1394 or (304) 558-5455 | Email: CPRE@wr.gov

| Employer Home Report ~ Services « 'Account - Admin « Logout \

[~ Available Forms — | BEEZIN

View Reports
Report Name: |Load Reject Records by Employer v
Report 2
Deseription: Load Reject Records by Employer
Enter Criteria:
Employer Code: *128977 - ANNE Vv
Retirement System: * | Deputy Sheriff Retirement System v
File Type: * | Enroliments Only v
Begin Date: = |
End Date: 4 August, 2016 4

Su Mo Tu We Th Fr Sa

Format: 31 1 2 3 4 5 6
7 8 9 10 11 12 13

14 15 16 17 18 19 20
[ Reset | SO o1 22 23 24 25 26 27
28 29 30 31 1 2 3
4 5 6 7 8 9 10

Today: August 4, 2016
il
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Step 10 -- Select the report format from the Format drop down menu.
Note: PDF is the default selection.

C i P ’ 4101 MacCorkle Avenue SE
‘ o Charleston, West Virginia 25304
R ‘ B’ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

Fax (304) 55&1394 or (304) 558-5455 | Emaﬂ: CPRB@wv.gnv

| @ Employer Self Service

UserGuide Last Login: Thu, Aug 04 2018 6:20 AM

Employer Home Report « Services « Account + Admin

Logout

[~ Available Forms — V}

View Reports
Report Name: |Load Reject Records by Employer v
Report =
Description: Load Reject Records by Employer
Enter Criteria:
Employer Code: ¥ 28977 - ANNE Vv

Retirement System: . lDeputy Sheriff Retirement System

v
File Type: *|Enroliments Only v
Begin Date: *18/4/12016
Format: PDF
[Excel, |
[ Reset |
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Step 11 -- Click the EMEEESEiail button.

Note: The E button clears all the details in the fields and allows the information

to be re-entered.

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

’ C \1 P ‘ 4101 MacCorkle Avenue SE
ba

Charleston, West Virginia 25304
Employer Home

Report ~ Services « Account + 1 Admin «

View Reports

& Employer Self Service
Kaniska Saha

| UserGuide Last Login: Thu, Aug 04 2018 8:20 AM

Logout | (& :

[~ Available Forms — | BEEEN

Report Name: |Load Reject Records by Employer

Report g

oad R Recor Emplo
Description: taad Reject oft by Ethplayes
Enter Criteria:

Employer Code:

128977 - ANNE Vv

Retirement System: * | Deputy Sheriff Retirement System

File Type: .
Begin Date:

Enroliments Only

*|8/412016

vl

End Date:

Format:

m button.

Step 12 -- To view the report, click the

Do you want to open or save LOADREJECTRECORDSBYEMPLOYERT 1958.pdf (1561 KB) from 10.118.23.927 Save | ¢ Cancel S |
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Step 13 -- The report opens in the format selected in Step 6.

~ 1 Consolidated Public Retirement Board
P 7, £101 MacCorkle Avenue, SE

E 5
Charlaston, WV 25304 oy ==
304-558-3570 or 800-654-4406 —
awWaVTEtTEmEnt.oom - -

08/042016 KANSAHA1Z3{SOLUTIONS\DPASUSser]
0719 AM

Load Reject Records by Employer Report
Filter Conditions
Empiloyer Code: 28977 Retwement System: DSRS
File Type: ENRL  Begin Date: 342015 End Date:
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16. View Employee Information

The Employee Information screen in CPRB’s ESS portal allows the employers to view the salary

and contribution history for a selected employee who currently works or has worked for the
employer previously.

The following steps demonstrate how to access an employee’s information using their SSN:
Step 1 -- To navigate to the Employee Information screen, click the following menu options:

Services > Employee Information

Clp 4101 MacCorkde Avenue 5.E
e '- Charleston, West Virginia 25304
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
: Fax (304) 558-1394 ar (304) 558-5455 | Email: CPRB@wv.gov

| Employer Home Report « Services « Account « Admin «

Bute Oroes

Deasth Notics
f Service Website This sile provides employers

Vest Virgnia Consolidated Public Retirement Board

Welcome to The West Virgini
with a number of resources 1d
(CPRB). From this site emplBESS U

* Reporting Entolienent
+ Processing EFT Pay Employer Centiicabion
* Processing Commectio
« Adding/Updating Emgi
* Reviewing Submitted
* Venfyng CPRS I1Ds a

Employee Informaton

Reports
Redirement Board (CPRB) provides by offering

sty of transachons

This 100l was desgned 1o in
secure online access 10 your
Messaqe Center
It s our priviege o provide yd
Ondne Process Service Purchase Estimator
Jefirey E Fleck
Executive Director

Onime Process Serwoe Purchase Request

Wost Vignla lics Tt anit n thi
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Step 2 -- The Employee Information screen is displayed. Enter the employee’s SSN in the SSN

field.
~lp 4101 MacCorkle Avenue SE & Employer Self Service [“togout |
‘ C h P ‘ Charleston, West Virginia 25304 Kamska Saha :
R B l Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) 28 .
{ = | Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Empioyer Home Report ~ Services « Account + Admin ~ Logout

Employee Information

Enter Employee SSN

Enter the Employee SSN that you wish to work with and then click on the [Next] button.

SSN: | |(999999999)

| UserGuide Last Login: Thu, Aug 04 20168 8:40 AM

VIPASS

[ Available Forms — /| I

Step 3-- Click the button.

‘ ’ ’ 4101 MacCorkle Avenue SE a Employer Self Service
’ Charleston, West Virginia 25304 K_?"'@ Saha
& "B ’ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) Srodickend,
I =] Fax (304) 558-1394 or (304) 558-5455 | Email; CPRB@wv.gov

Employer Home Report + Services ~ Account » Admin ~ Logout |

Employee Information

Enter Employee SSN

Enter the Employee SSN that you wish to work with and then click on the [Next] button.

SSN: * |essccccesl (999999999)

UserGuide Last Login: Thu, Aug 04 2018 8:40 AM

[~ Available Forms — /| BEZII
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Step 4 -- The employee’s Account History, Account Information, and Contribution History are

displayed.

ClP|
M3

SSN:

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Employer Home Report « Services v+ Account v Admin « Logout

Employee Information

Enter Employee SSN

I
*
|

| (999999999)

| Next>> |

£ Employer Self Service

Pritha Nanda
B

UserGuide Last Login: Wed, Aug 03 2016 11:29 AM

| Available Forms — v | I

Enter the Employee SSN that you wish to work with and then click on the [Next] button.

CPRBID

Group :

Year
2016
2016
2015

View Account History
Employee Name : ROMEO BROUWER

Account Information

Retirement System :

Most Recent Contribution

Most Recent Employer :
Employment Begin Date :

Employment End Date :

Service Type

MEMBERSHIP
MEMBERSHIP
MEMBERSHIP

524934

Teachers' Retirement System
TRSPLN1-TRS Plan 1

TEST00001
7/1/2009
PRESENT

IAccount History: Your salary and contribution history for this account is below.

Employer Contribution Group

TEST00001 TRSPLN1-TRS Plan 1

TEST00001 TRSPLN3-TRS Plan 3

TEST00001 TRSPLN3-TRS Plan 3
Total

Employee SSN : XXX-XX-2465

Total Salary
12491.70
4163.90
2081.95

Date Of Birth : 6/1/1964

Total Contributions
2623.26

874.42

43721

3934.89
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17. Submit DSRS Fees

The Submit DSRS (Deputy Sheriff’s Retirement System) Fee allows employers participating in
the DSRS to manage the reporting of the Deputy Sheriff Statewide Uniform fees. Using this screen,
employers can also view the previously submitted DSRS Fees report.

Note: The ESS portal user with the role of “DSRS Fee Reporting” will be able to access the DSRS
Fee module and submit the DSRS Fee for the employer’s corresponding report date. When this
user logs into the ESS portal, they will not be able to view any other menu option except for Submit
DSRS Fee. Also, the menu of Submit DSRS Fee will be visible as read-only to other ESS users
with roles of “ESS Admin” and “ESS Employer Reporting”. When the invoice for DSRS fee is
generated, a physical copy of the invoice will be mailed to the ESS portal user with the role of
“‘DSRS Fee administrator”.

Perform the steps below to submit the DSRS Fees report:
Step 1 -- To navigate to the Submit DSRS Fee screen, click the following menu options:
Report > Submit DSRS Fee

f | O = VRS fe 1
~ | p ‘ 4101 MacCorkle Avenue SE a Employer Self Service

w ("! Charleston, West Virginia 25304 Kaniska Saha

l R ! B ‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) S :

| N\ Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@WV.OV | 1ccrGuide Last Login: Thu, Jun 23 2018 3:38 AM

Employer Home Report « Services + Account v+ Admin « Logout C@MPASS

[ Available Forms — | B

Payroll Schedule

Annual End of Year Reconciliation . )
Welcome to ement Board Employer Self Service Website. This site provides employers

with a numbe| eport employee data to West Virginia Consolidated Public Retirement Board
(CPRB). Frol Contribution Group Search a number of ways, including:

. : | Submit DSRS Fee

Submit Employer Reports

View Employer Packets
inia Consolidated Public Retirement Board (CPRB) provides by offering

e ability to perform a variety of transactions.

This tool was ¢
secure online
Download CPRB ID

Itis our privile bvel of service.

Invoices
Jeffrey E. Fled
Executive Director

West Virginia Onlin
Consolidated Public Retirement Board

Home
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Step 2 -- Click the Report Date field to open the calendar.

‘ C { P ‘ 4101 MacCorkle Avenue SE £ Employer Self Service
“ Charleston, West Virginia 25304 Kaniska

MB Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

} Employer Home Report + Services Account + Admin + Logout [

| UserGuide Last Login: Thu, Jun 23 2018 3:38 AM

MPASS

s

[~ Available Forms — | B

Deputy Sheriff Statewide Uniform Fees

The Submit DSRS Fee module allows employers to manage DSRS Fee reporting and payment
information. The status of all DSRS Fee reporis can be viewed from this screen. Employer can also view
the invoice associated with the DSRS Fee for that Remitting Month from Invoices module.

Report Date: l

West Virginia
Consolidated Public Retirement Board
Home

Copynight ® 2018 West Virginia Consolbidated Pubic Retirement Board. All nghts reserved
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Step 3 -- The Report Date calendar displays. Select an appropriate date.

|

’ clp ‘ 4101 MacCorkle Avenue SE £ Employer Seif Service
. Charleston, West Virginia 25304 Kaniska
I R B } Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) e rebitnchnekotind

Log Out

)

| Employer Home Report v~  Services v  Account v Admin v Logout |

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@WV.EOV | (jcarGuide Last Login: Thu, Jun 23 2016 7-41 AM

VA A 1

[~ Available Forms — /| BEEES

Deputy Sheriff Statewide Uniform Fees

The Submit DSRS Fee module allows employers to manage DSRS Fee reporting and payment
information.The status of all DSRS Fee reporis can be viewed from this screen. Employer can also view
the invoice associated with the DSRS Fee for that Remitting Month from Invoices module.

Report Date: ||| I

4 2016 4

Jan Feb Mar Apr

May Jun Jul Aug

Sep Oct Nov Dec

Today: June 23, 2016

West Virginia
Consolidatad Public Retirement Board
Home

Copyri
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Step 4 -- Enter the license count in the License Count field.

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

Employer Home Report « Services « Account «

) Employer Self Service

-

Deputy Sheriff Statewide Uniform Fees

The Submit DSRS Fee module allows emplayers to manage DSRS Fee reporting and payment
miformation The status of all DSRS Fee reports can be viewed from this screen Employer can also view the
invoce associated with the DSRS Fee for that Remitting Manth from Invoices module

Report Date: 01/2016

WV State Code 7-14E-2

License Count License Name License Rate

Of Traffic Accident Reports @ $10.00 each

# ‘ Of Criminal Investigation Reparts @ $10.00 each
r | Of Incident Reports @ $10.00 each

# | Of Property Reports @ $10.00 each
Sub-Section B

# [ Of Adult Private Employment Fingerprinitng @ $5.00 each

# : Of Federal Firearm Permit Fingerpnining @ $5 00 each

# Of Motor Vehicke Number | D @ 3500 each

= Of Adult 1 D Cards @ $5.00 each

2 Of Photo | D Cards @ $5 00 each
Sub-Section C

# j Of Non-Governmental Background Investgaticn @ $5.00 each
WV State Code 17A-3-17

= [ Of Renewal of Class A or G Viehicle Registrabon @ $0.50 each
7 | Of Two Year Renewal of Class A or G Vehicle Regsstration @ $100 each
WV State Code 59-1-14

# | Of Orders, Notices, Summons Served & Retumed € §2.00 each

= Of Levying an Attachment on Real Estate @ S2.00 each

3 Of Other Levies @ §2 00 each

# Of Writ of Possessons Served @ $2 00 each

# Of Attachments cr Other Process Served on Any Person & $2.00 each

— Available Forms — v

cscuate | —save | sutmit

License Cost
200.00
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Step 5 -- Click the @ button.

‘ C Il p 4101 MacCorkle Avenue SE
“dus  Charleston, West Virginia 25304
Telephone (304) 558-3570

o (204) 550:1904 o HI081 B8 5435 | Eml: B | UsecGuide LastLogin Tue un 1420766

Employer Home Report Services « Account «

) Employer Self Service

— Available Forms — v |

Deputy Sheriff Statewide Uniform Fees
The Submit DSRS Fee module allows emplayers to manage DSRS Fee reporting and payment
mformation The status of all DSRS Fee reports can be viewed from this screen Employer can also view the
invoce associated with the DSRS Fee for that Remitting Manth from Invoices module
Report Date:  01/2018
WV State Code 7-14E-2
License Count License Name License Rate License Cost
#20 | Of Traffic Accident Reports @ $10.00 each 200.00
# ‘ Of Criminal Investigation Repaorts @ $10.00 each
4 | Of Incident Reports @ $10.00 each
# ' Of Property Reports @ $10.00 each
Sub-Section B
# | Of Adult Private Employment Fingerprinitng @ $5.00 each
# : ; Of Federal Firearm Permit Fingerpnining @ $5 00 each
# Of Motor Vehicke Number | D @ 3500 each
# Of Adult 1 D Cards i@ $5.00 each
s | OfPhoto|D Cards @ $5 00 each
Sub-Section C
# j Of Non-Governmental Background Investgaticn @ $5.00 each
WV State Code 17A-3-17
Of Renewal of Class A or G Viehicle Registrabon @ $0.50 each
Of Two Year Renewal of Class A or G Vehicle Regsstration @ $100 each
WV State Code 53-1-14
# | OfOrders, Notices, Summons Served & Retumed € $2.00 each
= Of Levying an Attachment on Real Estate @ $2.00 each
rz.i Of Other Levies @ §2 00 each
# Of Writ of Possessons Served @ $2 00 each
# Of Attachments cr Other Process Served on Any Person & $2.00 each
save | submit |
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Step 6 -- The ESS portal calculates the total cost.

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406

N e e A D B e D S

Employer Home Report ~ Services « Account « Logout

—~ Available Forms — v | HEZIE
Deputy Sheriff Statewide Uniform Fees

The Submit DSRS Fee module allows employers to manage DSRS Fee reporting and payment
Information The status of all DSRS Fee reports can be viewed from thes screen Employer can also view the
Invoice associated with the DSRS Fee for that Remitting Month from invoices module

Report Date:  01/2016

WV State Code 7-14E-2
License Count License Name License Rate License Cost
#20 Of Traffic Accident Reports i@ $10 00 each 200.00
B | Of Criminal Investigation Reports {@ $10.00 each
& | Ofincident Reports @ $10.00 each
a[ | Of Propenty Repons i@ $10.00 each
Sub-Section B
#| Of Adult Private Employment Fingerprinitng i@ $5.00 each
= Of Federal Firearm Permit Fingerprinitng £ $5.00 each
# Of Motor Vehicle Number [ D @ $5.00 each
2 Of Adult | D Cards @ $5.00 each
sl Of Photo |.D. Cards @ §5 00 each
Sub-Section C
2 Of Non-Governmental Background Investigaton @) 8500 each
WV State Code 17A-3-17
s T Of Renewal of Class A or G Vehicle Registraton i@ 80 50 each
a2 Of Two Year Renewal of Class A or G Vehicle Registrabon @ $1.00 each
WV State Code 59-1-14
g | OfOrders, Notices, Summons Served & Returned @ §2.00 each
#| Of Levying an Attachment on Real Estate @ 5200 each
a5l Of Other Levies @ $2 00 each
8 Of Writ of Possessions Served @ $2 00 each
#| Of Attachments. or Other Process Served on Any Person ) §2.00 each

[totaL =5  200.00|

o 1 seve ] submi
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Submit

Step 7 -- Click the button to submit the DSRS fees.

Note: Also the DSRS Fees report can be saved by clicking on the Save button without

submitting the report. The Save reports can be retrieved for later submission.

clp 4101 MacCorkle Avenue SE £ Employer Self Service

, RrB Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
L _mW)ﬂw«W}Mlmm

1_UserGuide Last Login Tue Jun 14 2016622 AM

Account

| Employer Home Logout

Deputy Sheriff Statewide Uniform Fees

The Submit DSRS Fee module allows empioyers to manage DSRS Fee reporting and payment
information The status of all DSRS Fee reports can be viewed from this screen Employer can also view the
invoice associated with the DSRS Fee for that Remitting Month from Invoces module

Report Date: l01/2016

WYV State Code 7-14E-2
License Count License Name License Rate
%20 0f Traffic Acodent Reports @ $10.00 each
-] I Of Cnminal Investigation Reports @ $10 00 each
# Of Incident Reports @ $10.00 each
# 0f Property Reports @ $10 00 each
Sub-Section B
z Of Adult Private Employment Fingerprntng @ $5 00 each
g Of Federat Firearm Permit Fingerpontng @ $5.00 each
% Of Motor Vehicle Number 1D @ $500 each
2 Of Adult | D Cards @ $5 00 each
# Of Photo | D. Cards @ $5 00 each
Sub-Section C
& Of Non-Governmental Background Investgation @ $5.00 each
WYV State Code 17A-3-17
z 0Of Renewal of Class A or G Vehicle Registration @ $0 50 each
¢ Of Twio Year Renewal of Class A or G Vehcke Registraton @ $1.00 each
WV State Code 58-1-14
# Of Orders, Natices, Summons Served & Retuned @ $2 00 each
z i Of Levying an Attachment on Real Estate (@ $2.00 each
# Of Other Levies i@ $2 00 each
7 Of Wrt of Possessions Served @ $2.00 each
£ Of Attachments or Other Process Served on Any Person @ %2 00 each

TOTAL =§

— Available Forms — »

License Cost
200.00
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Step 8 -- The “Your DSRS Fee has been successfully submitted” message is displayed which
confirms that the DSRS Fee is submitted.

Cclp 4101 MacCorkle Avenue SE £ Employer Self Service
‘ '- Charleston, West Virginia 25304 Emely South

R B Telephone {(304) 558-3570 or (800) 654-4406 (Nationwide)
|25 Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@WVEOV | 1jce:Guide Last Login Tue, Jun 14 2016 622 Al

Employer Home Report « Services ~ Account ~ Logout

— Available Forms — v | B
Confirmation

DSRS Fee License Submitted

Your DSRS Fee has been successfully submitted.

Note: Following the same steps in the Submit DSRS Fee Section of this manual, the
reports that were previously submitted can be viewed in read-only mode.
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18. Process Invoices

The Invoices screen enables employers to view the invoices and allows payment of invoices
through ACH. Using this screen, employers can apply payments to outstanding debit invoices.

Note: Credit invoices are not displayed in the Invoices screen, credit invoices are instead shown in

the Contribution summary at the time the report is submitted.
Follow the steps below to pay an invoice in ESS:
Step 1 -- To navigate to the Invoices screen, click the following menu options:

Report > Invoices

C l) 4101 MacCorkle Avenue S.E
' Charleston, West Virginia 25304
RT B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

£ Employer Sel Service

Employer Home Report « Services « Account +« Admin + Logout

UserGuide Last Login' Mon_ May 30 2016 403 AM

2.0

Payroll Schedule

— Available Forms — Vv ] [ Open |

Annual End of Year Reconciliation
Welcome to T

vith a number
(CPRB} Fro Coninbution Group Search a number of ways, including:

° = Submit OSRS Fee

Submit Employer Reports

» Verifys ate Information
View Employer Packets

Thes tool was

secure online B ability to perform a vanety of transactions

Download CPRA 1D

It &5 our porvd of service

ement Board Employer Self Service Website. This site prowdes employers
eport employee data to West Virginis Consolidated Public Retirement Board

inia Consolidated Public Retwement Board (CPRB) provides by offering
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Step 2 -- The Invoices screen displays with unpaid invoices listed.

4101 MacCorkie Avenue SE
Charlestan, West Virginia 25304
Telephone (304) 558-3570 o (800) 654-4406 (Nationwide)

Employer Home Report «» Services « Account « Admin «

Invoices

new browser window
Invoices

O Recent Invoices

—Select— V|

The Invosces moduse allows employers to manage invoices. To pay an invoice, sedect the invoices and
click Pay Invoice. To view an individual invosce, click the appropriate link and the invoice will open in a

Payment Mode

] IJ!GIL 7 Aug 20!6733AM :

)

Logout

[— Available Forms — | IR

—All- v

© Date Range [mmiddiyyy| to [mmiddiyy| (] Show Paid Invoices
Invoice Type | —Select— v/
Invoice  Invoice Type Retirement Date Due Date Amount Balance Due  Status
System
[0 1183 Penalty — Monthly PERS 6822016 07022016 $5000  $50.00 Unpaid
Reporting
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Step 3 --

Step 4 --

Search for an invoice using the search criteria of Recent Invoices, Date Range,
Payment Mode, or Invoice Type.

C I_’ 4101 MacCorkle Avenue SE
' Charleston, West Virginia 25304
m(m)mn«msa‘mcmy

[ Available Forms — | IR

Invoices

The Invosces moduse allows employers to manage invoices. To pay an invoice, sedect the invoices and
chick Pay Invoice. To view an individual invosce, click the appropniate link and the invoice will open in a

new browser window

Invoices
O Recent Invoices —Select— v ‘; Payment Mode —All- v
O pate Range Imm"ddv‘Yﬂ to [mmfddl'yy\] [} Show Paid Invoices
Invoice Type I—Seled-— V]
Invoice  Invoice Type Retirement Date Due Date Amount Balance Due Status
System
[0 1183 Penalty — Monthly PERS 6722016 07022016 $5000  $50.00 Unpaid

Reporting

Select the check box next to the invoice that needs to be paid.

C f{ 4101 MacCorkle Avenue SE
‘ Charlestan, West Virginia 25304
m(m)mnumwcm)

Account « Admin

[ Available Forms — v | IS

Invoices

The Invosces module allows employers to manage invoices. To pay an invoice, select the invoices and
click Pay Invoice. To view an individual invosce, click the appropriate link and the invoice will open in a

new browser window

Invoices
O Recent Invoices. | —Select— V| Payment Mode | —All— v
O Date Range [mmiddiyyy| to [mmiddiyy| (] Show Paid Invoices
Invoice Type |:Seled— v
Invoice  Invoice Type Retirement Date Due Date Amount Balance Due  Status
System
1193 Penalty — Monthly PERS 622016 07022016 $5000 $50.00 Unpaid

Reporting
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Step 5 -- Click the Pay Invoice Now button.

4101 MacCorkle Avenue SE
Charleston, West Virginia 25304

PROGwv.gov

Employer Home

Report « Services « Account « Admin «

Invoices

The Invoices module allows employers to manage invoices. To pay an mvoice, select the invoices and
chck Pay Invoice. To view an individual nvoice, click the appropnate link and the imvoice will open in a

new browser window
Involces
® Recent Invoices: | ~Select- v Payment Mode  [-All- v
O Date Range [mmvadiyy| to [mmvddiyy| [] Show Paid Invoices
Invoice Type | —Select-- v
Invoice  Invoice Type Retirement Date Due Date Amount Balance Due  Status
System
VM 182 Penalty — Monthly PERS 622016 07022016  $5000  $50.00 Unpaid
Reporting
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Step 6 -- The Pay Invoice screen is displayed. Enter the Bank Name.
Note: If the employer payment remittance type is ACH the PIN Number is the only field
that is required to remit the payment.

£ Employer Self Service

\ C | P ’ 4101 MacCorkle Avenue SE
| Charleston, West Virginia 25304
R &l Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

| UserGuide Last Login: Wed, Aug 03 2016 7:32 AM

- i

Employe{ Home Report ~ Services « Account ~ QAdmin v Logout | ;ﬂ‘ 3] A

[ Available Forms — | BEEE0N

Pay Invoice

Enter payment information. To cancel without submitting, click Back. To pay
the invoice, click Submit.

Remit your payment

Enter the Bank Name: ? I I
Enter the Routing Number: * | |
Enter the Account number: y. | |
Payment to be debited: $903.54

Enter the PIN Number: * I:I

* Scheduled payments are usually drafied within 2-4 business days.

£ Employer Self Service

Step 7 -- Enter the Routing Number in the text field.
?‘ 4101 MacCorkle Avenue SE v

C Charleston, West Virginia 25304
’ Rf B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
,' Fax g304) 558-1394 or (304) 5586455.] Email: CPRB@wvgov

| Employer Home Report ~ Services « ‘Account v 'Admin -
|

UserGuide Last Login: Wed, Aug 03 2016 7:32 AM

Logout

[~ Available Forms — | BN

Pay Invoice

Enter payment information. To cancel without submitting, click Back. To pay
the invoice, click Submit.

Remit your payment

Enter the Bank Name: s I |
Enter the Routing Number: o | J]
Enter the Account number: s | |
Payment to be debited: $903.54

Enter the PIN Number: * |:|
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Step 8 -- Enter the Account Number in the text field.

4101 MacCorkle Avenue SE

B Charleston, West Virginia 25304
lj Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@\W mv

i Employe{ Home Reporl - Servnces v Account + Admln -

Pay Invoice

Enter payment information. To cancel without submitting, click Back. To pay
the invoice, click Submit.

Remit your payment

Enter the Bank Name: u | |
Enter the Routing Number: * | I
Enter the Account number. ol | |
Payment to be debited: $903.54

Enter the PIN Number: X I:]
ISumit Your Payment >>

* Scheduled payments are usually drafted within 2-4 business days.

@ Employer Self Service ["Coa oot |

UserGuide Last Login: Wed. Aug 03 2016 7:32 AM

Logout

[ Available Forms — V| I

Step 9 -- Enter the PIN Number in the text field.

C ] P 4101 MacCorkle Avenue SE

Charleston, West Virginia 25304
* Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov.

| Employer Home Report ~ ‘Services - Account + ‘Admin v

Pay Invoice

Enter payment information. To cancel without submitting, click Back. To pay
the invoice, click Submit.

Remit your payment

Enter the Bank Name: % | I
Enter the Routing Number: " | |
Enter the Account number: " | |
Payment to be debited: $903.54

Enter the PIN Number: 2 D
Sumit Your Payment >>

* Scheduled payments are usually drafted within 2-4 business days.

Logout

[ Available Forms — | BEEE
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Step 10 -- Click the button.

clpl P 4101 MacCorkle Avenue SE a Emp’kzer Self Service

Charleston, West Virginia 25304
j Telephone (304) 558-3570 or (800) 654-4406 (Nanonwude)

EmployerHome Report « Services Account « 'Admin v Logout

Pay Invoice

Enter payment information. To cancel without submitfing, click Back. To pay
the invoice, click Submit.

Remit your payment

Enter the Bank Name: . |Stanford bank |
Enter the Routing Number: e |301 178945 I
Enter the Account number: b |876098901 l
Payment to be debited: $19.40

Enter the PIN Number: * IE]

NS
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Step 11 -- The “Payment has been submitted” message is displayed along with the Payment
Details and the Invoices Paid details.

Note: The Pay Invoice confirmation screen can be printed by clicking the
button.

£ Employer Self Service
Bob Hope

C P 4101 MacCorkle Avenue SE

’. Charleston, West Virginia 25304
‘ R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
B | Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

Logout

Account « Admin «~

Employer Home Services «

Report «

Pay Invoice

IPayment has been submitted. I

Please print a copy for employer records.

Payment Details

Payment Date: 8/3/2016

Invoices Paid

Invoice Num: #1193

Invoice Type: Penalty — Monthly Reporting
Invoice Amount: $50.00

m Pay Another Invoice >
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19. Submit a Bulk Order

The Bulk Orders screen can be used to order forms, brochures, and coupons to be printed in bulk
from CPRB. The employer will need to specify the order type, quantity, and include a comment for
the bulk order. The following steps demonstrate how to request a bulk print order from CPRB:

Step 1 -- To navigate to the Bulk Order screen, click the following menu options:

Services > Bulk Order

ClLP 4101 MacCorkle Avenue S.€
= '- Charleston, West Virginia 25304
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

Fax (304) 558-1394 or (304) 558-5455 | Emall: CPRBE@wv.gov

Employer Home Report « Services « Account Admin «

Bulk Crder

A

Death Nobce
Welcome to The West Virgi

with a number of resources id

(CPRB) From this site, emy Samnars

+ Reporting Enrollments
» Processing EFT Payr
« Processing Correctio
« Adding/Updating Emp
+ Rewewing Submitted
» Ventying CPRB IDs &

Employer Certification

Employee Information

Reports
Thes tool was designed to img]
secure online access (o your

Message Center
It 55 our privilege 10 provide y(

Online Process Service Purchase Estimator
Jeffrey E. Fleck
Executive Director

Online Process Service Purchase Request

Logout

& Employer Self Service

\ " YSNA A DA O
CIMPASS
= \_G-'/A_“_’.\~)‘l ,L\“.g;;.:,

- Available Forms - v | HEZI

Belf Serice Website. This site provides employers

'est Virgmnia Consolidated Public Retirerment Board

Retirement Board (CPRB) provides by offering
sy of transachons
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Step 2 -- The Bulk Order screen displays. Select the Order Type from the drop down menu.

| 4101 MacCorkle Avenue 5.E
Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

=

Employer Home Report = Services « Account Admin «

|— Available Forms — V|

Quantity - 1

A
= Siomi ] cance
Wast Virginls Onfne thatabane kdormation pressited on this webaliie | Collecied, musntsined stid providedd for the conversence of

Cunsolidated Public Retiroment Board our custtmers. While every sfion in made 1 Keop such information scoarate and updo-daln The West Viegioxa

Consplidated Poblic

WaW Wyrstiromant com wtirmmant Board (CPRB) carmot guarsmtae the scoomny of infonmation barsn. The CPRE shall

undor no circutmetancen be Eable for any actions taker MRESIONS Macke I redancs on any slconatioe Contened

hatmin from whistesw soutne ar any atbr commsguences Som any such diance

“opyriaie © 2016 Weat Vieginis Consolidated Pubilic Retietnend Board AN tights reseryed
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Step 3 -- Enter the required number for bulk order in the Quantity field and relevant comments in

the Comment field.
clp [ 4101 MacCorkle Avenue S.E & Employer Self Service
Charleston, West Virginia 25304 A—

;R g } Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
l_ Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@WV.80V | (scerGuide Lost Login: Tue. Jun 07 i S
Logout ' ( &3MPAS

Admin «

Account «

Services +

Report +

Employer Home

Bulk Order

Bulk Order

overtpe - [BosweV]  [owm 0]

Comment: *
For employee education. |

Step 4 -- Click the W button.

C P 4101 MacCorkle Avenue S E
'- Charleston, West Virginia 25304

mw)mssnammmm
m ___________

N A S P

Accoum » Admin «

Rep-orl - Services «

Employer Home DL a2
|- Available Forms — | IEZI
Bulk Order

Bulk Order
Quantity * 100 |

Order Type

Comment. *
For employee education.|
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Step 5 -- The Confirmation screen displays indicating that the bulk order was successfully sent to
CPRB.

clp ‘ 4101 MacCorkle Avenue S.E & Employer Self Service [Ftos ot |
e Charleston, West Virginia 25304 Hope Hob st
R I B ‘ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide) ALLEB L LR i2 i

Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gqv

| UserGuide Last Login: Tue, Jun 07 2016 2:59 PM
" Employer Home Report « Services Account + Admin + Logout ‘ \’ ‘l RlP o
[ Available Forms — /| B
Confirmation
Bulk Order placed

Your order is placed successfully. Please contact the Retirement Board if you have any questions.

Step 6 -- Click the _] button to return to the Home screen.

C P | 4101 MacCorkle Avenue SE

‘@ Charleston, West Virginia 25304

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

RIB

Employer Home 'Repon - Services ~ Account ~ Admin « Logout

— Available Forms — | IEZZE
Confirmation

Bulk Order placed

Your order is placed successfully. Please contact the Retirement Board if you have any questions.
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20. Service Purchase Calculator

The Service Purchase Calculator allows employers to calculate a Service Purchase cost estimate
for the various service types within a retirement system. Employers typically receive service
purchase cost estimate requests from the members in the system.

Step 1 -- To navigate to the Service Purchase Calculator screen, click the following menu
options:

Services > Service Purchase Estimator

cClpP 4101 MacCorkle Avenue SE
& Charleston, West Virginia 25304
& [ Telephone (304) 558-3570 or (800) 654-4406 (Natiorwide)
i | ' MI Email: CPRB@wv.gov UserGuide Last Login_ Thu, Aug 04 2016 512 A

Report « Services « Account « Admin « Logout \ 3 "AD
| S R s

Fax (304) 558-1394 or

PAN
’

I Employer Home

— Available Forms — v | IEAE

Butk Orciey

Death Notice
oif Service Website This sde provides employers

e8! Virginaa Consolidated Public Retirement Board

Weilcome to The West Virga
with a number of resources 14
{CPRB). From this sde. empiESSlEIRIE

Reporfing Enroliment
Processing EF T Pa Employer Cerfification
Processing Correctio
Adding/Updating Emg
Reviewing Submited
Venfying CPRB 1Ds &

Employee Informaton

Repors

Retirement Board (CPRB) provides by offering
y of transactions

This tool was dessgned to img
Secure onlne access 1o your
Message Conter
it 15 our privilege to provide yd
Online Process Serwice Purchase Estimator
Jeflrey E Fleck

Executive Director
Online Process Setvice Purchase Request

Step 2 -- The Enter Employee SSN screen displays.

C I) 4101 MacCorkle Avenue SE
'- Charleston, West Virginia 25304
RT B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
- FI:W)SS&JA“GW)SS‘-S‘SB‘MW

']‘ Employer Home Repont « Services « Account « Admin «

v
N

|- Available Forms — v | IEZI

Online Service Purchase Calculator

Enter Employee SSN
Enter the Employee SSN that you wish to work with and then click the [Next] button
ssN. * | | (99999900)
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Step 3 -- Enter the SSN of the employee into the SSN field.

& ( 4101 MacCorkde Avenue SE
)num

Employer Home Report « Services « Account «

Online Service Purchase Calculator

Enter Employee SSN
Enter the Employes SSN that you wish to work with and then click the [Next) button

ssho [ ] (999999999)
[ Nexts>

West Virginin Onind databass miormsalion presendad on INs webaia i colectad mamtilmsd sng provided for g conveniencs of

Consolidated Pubitic Rotiement Daard our curtomer Il S9Ery st W made 10 hean such MoTmatn SCourate And ap-io Wes! Vigimia
Home Congoldatet Public Retrement Soand (CPRD) cammet guirantss s accuracy o w1 Bamin. The CFRE shal
UNMe D0 CHoUmSNCes De Babile fOr Uy ocions Lokt oF Smnswr made i rebance on any nlormation cantaned

harad rom whaleyes Scurce of Sy oiheér CoONSEQUENCEE NOMm My SLCh rebance

Copynget € 2016 Wast Vogmia Compotdatmd Putlc Reuroment Boarg Al nghts imssrveo

UserGuide Last Login' Thu, Aug 04 2016 512 AM |

AR

Employer Home Report Services « Account « Logout

[~ Available Forms — V|

Online Service Purchase Calculator

Enter Employee SSN
Enter the Employee SSN that you wish to work with and then click the [Next] button
SSN * |233870645 | (999999999
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Step 5 --

The Online Service Purchase Calculator screen is displayed.

\E 4101 MacCorkle Avenue SE
- ‘r Charleston, West Virginia 25304
' RT B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

. Fax(304) 558-1394 or (304] 5585455 | Email: CPRB@wv.gov

) Employer Home Report « Sefvices « Account v Admin

Online Service Purchase Calculator

Membership Section

The membership you have with us are listed below. If you have multiple membership, click the radio button to the left of that
membership 1o select one of the available sarvice purchase option to calculate the cost estimate.

Retirement System Most Recent Employer Status Participation Date End Date
(9] Public Employees Retirement System DEP Retired  3/1/1975 B/30v2005
Membership information
Member iD: 260046
Social Security Number: 233870645
Name: KELVIN KINSMAN
Birth Date: 2111850
Service Purchase Calculator

Member may be able to purchase different type of participating service. depending on efigibifity and fype of retirement system.
The calculator below will display real-time computation of the purchase amount based on your salary contribution rate and
interest rate applied on contribution. Many purchase require documentation varify the service; If you wish to inquire further,
please contact our office

ey %
Cost calculation date |8/31/2016 |
Member's birth date 2111850
Participation date
| lYeatsl Months
Senvice Purchase Type
Calculation Detzil Information

Please enter the requested information for your salected service purchase type, The system will calculate the total
manths of servica you are eligible to purchase based on your start and end dates. when the result are calculated, the
system will display a lump sum amount and provide the details on Employee and Employer Responsibility to pay the
total purchase amount

Amount of Refund and Refund date is populated based on the refund information vailabie within

our system.Please contact WW/CPRB office if you have any questions regarding refund amount and refund date. When the
results are calculated, the system will display lump sum amount and provide the details on Employee and Employer,

Purchase Start Date [:l
Purchase End Date |:]

Total Senvice Months
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Step 6 -- Select the radio button next to the Retirement System name to calculate the service
purchase.

C P 4101 MacCorkle Avenue SE
'_ Charleston, West Virginia 25304
Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 ar (304] 5585455 | Email: CPRB@wv.gov

Report «

&) Employer 3alf Servics

| UserGuoe L3st Login: Thu, Aug 04

A AN AT T MY S A R Y

Account « 'Adrnin » .Logout

; Employer Home

Services «

Online Service Purchase Calculator

Membership Section
The membership you have with us are listed below. If you have multiple membership, click the radio button to the left of that
membership 1o select one of the available service purchase option o calculate the cost estimate.

Retirement System Most Recent Employer Status Participation Date End Date
I (9] I Public Employess Retirament System DEP Retired 31111975 B6/30v2005
Membership Information
Member iD: 260048
Social Security Number: 233870645
Name: KELVIN KINSMAN
Birth Date: 21111850
Service Purchase Calculator

Member may be able to purchase different type of participating service. depending on efigibifity and fype of retirement system.
The calculator below will display real-time computation of the purchase amount based on your salary contribution rate and
interest rate applied on contribution. Many purchase require documentation varify the service; If you wish to inquire further,
please contact our office

Calculation Information %
Cost calculation date 873172016 |

Member's birth date 2/111850
Participation date

I ]Yeafs| Months
Service Purchase Type

Please enter the requested information for your selected service purchase type, The system will calculate the total
manths of service you are eligible to purchase based on your start and end dates. when the result are calculated, the
system will display a lump sum amount and provide the details on Employee and Employsr Responsibility to pay the

total purchase amount

Amount of Refund and Refund daie is populated based on the refund information vailabie within

our system.Please contact VWA/CPRB office if you have any questions regarding refund amount and refund date. When the
results are calculated, the system will display lump sum amount and provide the details on Employee and Employer,

Purchase Start Date =
Purchase End Date =]

Total Service Months
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Step 7 -- Select the Service Purchase Type from the drop down menu.

‘ E _p 4101 MacCorkie Avenue SE
" Charlestan, West Virginia 25304
l | r-hphmcswssusmw(aom 6544406 (Naﬁomue)

Services « Account « " Admin

) Employer Home Report «

[-— Availsble Forms - V]m

Online Service Purchase Calculator

Membership Section
The membership you have with us are listed below. If you have multiple membership, click the radio button to the left of that
membership 1o select one of the available service purchase option to calculate the cost estimate.

Retirement System Most Recent Employer Status Participation Date End Date
® Public Employess Retirement System DEP Retired  3/1/1975 B/30v2005
Membership Information
Member ID: 260046
Social Security Number: 233870645
Name: KELVIN KINSMAN
Birth Date: 2111850
Service Purchase Calculator

Member may be able to purchase different type of participating service. depending on efigibifity and fype of retirement system.
The calculator below will display real-ime computation of the purchase amount based on your salary contribution rate and
interest rate applied on contribution. Many purchase require documentation varify the service; If you wish to inquire further,

please contact our offica
Calculation Information
Cost calculation date 83172016 |
Member's birth date 2/111850
Participstion date 31/1075
Your current service as of
St [27 | Years|10 | Months
Service Purchase Type

Con'ection of me Servics

Caleulation Detail Information
Please enter the requested informaW0n Tor ¥ ECiED SETVIcE parenass type. The system will calculate the total
months of service you ar eligible to purchase based on your start and end dates. when the result are calculated. the
system will display 3 lomp sum amount and provide the details on Employee and Employer Responsibiity to pay the
total purchase amount

Amount of Refund and Refund date is populated based on the refund information vaitabis within
our system.Please contact WWCPRS office if you have any questions regarding refund amount and refund date. When the
rasults are calculated, the system will display lump sum amount and provide the details on Employees and Employer.

Purchase Start Date :]
Purchase End Date [:]
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Step 8 -- Enter the date in the Purchase Start Date field.

£ Employer Seif Servics

C P | 4101MacCorkle Avenue SE

"‘ Charleston, West Virginia 25304
l & p Telephone (304) 5583570 or (800) 654-4406 (Nationwide)
| Fa(304)558,1394 or (304 356455 | Emal: CPRB@wvov

Account Admm

1 mumuamgnmungmzmemzm

oA AR R AT R

Repod - Servnces -

Employer Home

FAvailsble Forms -

Online Service Purchase Calculator

Membership Section
The membership you have with us are listed below. If you have multiple membership, click the radio button to the left of that
membership to select one of the available service purchase option to calculate the cost estimate.

Retirement System Most Recent Employer Status Participation Date End Date
® Public Employsss Retirement System DEP Retired  3/1/1973 B/20v2005
Membership Information
Member iD: 260048
Social Security Number: 233878645
Name: KELVIN KINSMAN
Birth Date: 2111850
Service Purchase Calculator

Member may be able to purchase different type of participating service, depending on efigibdfity and fype of retirement system
The calculator below will display real-time computation of the purchase amount based on your salary contribution rate and
interest rate applied on contribution. Many purchase require documentation verify the service; If you wish to inquire further,

pleasa contact our office

Cost calculation date |8731/2016 |

Member's birth date 2111850

Participation date IMNOTE

Your current service as of

D8/04/2016 |27 lYearsliO lMonths
Service Purchase Type |Correction of Error Service V|
Calculation Detail Information

Please enter the requested information for your selected service purchase type. The system will calculate the total
months of service you are eligible to purchase based on your start and end dates. when the result are calculated. the
system will display a lump sum amount and provide the details on Employee and Employer Responsibiity to pay the
total purchase amount

Purchase Start Date :
Purchase End Date 1
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Step 9 -- Enter the date in the Purchase End Date field.

‘ cC.p 4101 MacCorkle Avenue SE
' Charleston, West Virginia 25304
l B Telephone (304) 558-3570 or {800) 654-4406 (Nationwide
~ Fax{304) 558-1394 or (304} 558-5455 | Email: CPRB@wv.gov

Report « Services «

| Employer Home

Online Service Purchase Calculator

Membership Section
The membership you have with us are listed below. If you have multiple membership, click the radio button to the left of that
membership 1o select one of the available service purchase option to calculate the cost estimate.

Retirement System Most Recent Employer Status Participation Date End Date
® Public Employees Retirement System DEP Retired  3/1/1975 B/20v2005
Membership Information
Member ID: 260046
Social Security Number: 233870645
Nams: KELVIN KINSMAN
Birth Date: 2111850
Service Purchase Calculator

Member may be able to purchase different type of participating service. depending on elfigibifity and {ype of retirement system.
The calculator below will display real-time computation of the purchase amount based on your salary contribution rate and
interest rate applied on contribution. Many purchase require documentation verify the service; If you wish to inquire further,

please contact our offica
Calculation Information
Cost calculation date |8731/2016 |
Member's birth date 2111850
Participation date 3111875
Your current service as of
Siarsia [27 | Years|10 | Months
Service Purchase Type I Correction of Error Service VI

Calculation Detail Information

Please enter the requested information for your selected service purchase type, The system will calculate the total
maonths of service you are eligible to purchase basad on your start and end dates. when the result are calculated. the
system will display a lomp sum amount and provide the details on Employee and Employer Responsibiity to pay the
total purchase amount

Purchase Start Date %
R
[ Next

@ WVCPRB COMPASS Project | Employer Self Service Work Process Manual | Final 353



Step 10 -- Click the Eassstdl pytton.

Charleston, West Virginia 25304
Telephone (304) 558-3570 or {800) 654-4406 (Nationwide)
.WW)S“MGMSM!MM

'. Employer Home Report « Services « Account «

E 4101 MacCorkle Avenue SE
R

|
J

Online Service Purchase Calculator

Membership Section
The membership you have with us are listed below. If you have multiple membership, click the radio button to the left of that
membership 1o select one of the available servica purchase option o calculate the cost estimate.

Retirement System Most Recent Employer Status Participation Date End Date
® Public Employsss Retirement System DEP Retired  3/1/1975 B/20v2005
Membership Information
Member ID: 260048
Social Security Number: 233870645
Name: KELVIN KINSMAN
Birth Date: 21111850
Service Purchase Caleulator

Member may be able to purchase different type of participating service. depending on efigibifity and fype of retrement system.
The calculator below will display real-time computation of the purchase amount based on your salary contribution rate and
interest rate applied on contribution. Many purchase require documentation verify the service; If you wish to inquire further,

please contact our offica

Calculation Information

Cost calculation date |8731/2016 |

Member's birth date 2/111850

Participation date 31/1975

Your current service as of

i [27 | Years|10 | Months
Service Purchase Type [Correction of Error Service V|
Caleulation Detail Information

Please enter the requested information for your selected service purchase type. The system will calculate the total
months of service you are eligible to purchase based on your start and end dates. when the result are calculated, the
system will display a lump sum amount and provide the details on Employee and Employer Responsibiity to pay the
total purchase amount

Purchase Start Date
Purchase End Date
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Step 11 -- Enter the salary amount in the Salary field.

‘ clp 4101 MacCorkle Avenue SE
g Chaneston West Vigna 2530¢
| Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

Account «

Report « Services «

) Employer Home

[— Avsilsble Forms - V|

Online Service Purchase Calculator

Membership Section
The membership you have with us are listed below. If you have multiple membership, click the radio button to the left of that
membership 1o select one of the available service purchase option to calculate the cost estimate.

Retirement System Most Recent Employer Status Participation Date End Date
® Public Employsss Retirement System DEP Retired 3111975 6/30V2005
Membership Information
Member ID: 260046
Social Security Number: 233870645
Name: KELVIN KINSMAN
Birth Date: 211050
Service Purchase Calculator

Member may be able to purchase different type of participating service, depending on efigibifity and type of retrement system.
The calculator below will display real-time computation of the purchase amount based on your salary contribution rate and
interest rate applied on contribution. Many purchase require documentation verify the service; If you wish to inquire further,

please contact our office

Calculation Information

Cost calculation date |8/3172016 |

Member's birth date 2111850

Participation date 31111975

Your current service as of

citaaia [27 | vears[10 | Months
Service Purchase Type | Correction of Error Service V|
Calculation Detail Information

Please enter the requested information for your selected service purchase type. The system will calculats the total
maonths of service you are eligible to purchase based on your start and end dates, when the result are calculated, the
system will display a lump sum amount and provide the details on Employee and Employer Responsibdity to pay the
total purchase amount

Purchase Start Date

Purchase End Date
[ Next
Start Date End Date Salary
82/2016 8/4/2016

Calculate Furchase Esumate m
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Galculate Purchase Estimate

button.

Step 12 -- Click the

| C P 4101 MacCorkie Avenue SE
Charlestan, West Virginia 25304
R® B Telephone (304) 558-3570 or (800) 654-4406 [Nationwide)
| Fax(304) 558-1394 or (304) 558-5455 | Email: CPRB@WVEOY sercuce Last Login: Thu

v v .
Services « Account » Admin + Logout

»
Employer Home Report «

| Avsilsble Forms - | EEEIE

Online Service Purchase Calculator

Membership Section
The membership you have with us are listed below. If you have multiple membership, click the radio button to the left of that
membership to select one of the available service purchase option to calculate the cost estimate.

Retirement System Most Recent Employer Status Participation Date End Date
® Pubbc Employses Retirement System DEP Retired  3/1/1875 6/30v2005
Membership Information
Member ID: 280048
Social Security Number: 2338708645
Name: KELVIN KINSMAN
Birth Date; 2/111850
Service Purchase Calculator

Member may be able to purchase different type of participating service. depending on efigibdity and type of retrement system.
The calculator below waill display real-fime computation of the purchase amount based on your salary contribution rate and
interest rate applied on contribution. Many purchase require documentation verify the service; If you wish to inquire further,

please contact our office
Calculation Information
Cost calculation date 812172016 |
Member's birth date 2111850
Participation date 3Mners
Your current sefvice as of
il [27 | Years|10 | Months
Senvice Purchase Type | Correction of Error Service V|

Calculation Detail Information
Please enter the requested information for your selected service purchase type. The system will caiculate the total
months of sesvice you are eligible to purchase basad on your start and end dates. when the result are calculated, the
system will display 3 lump sum amount and provide the details on Employee and Employer Responsibdity to pay the
total purchase amount

Purchase Start Date
Purchase End Date

Start Date End Date Salary
8/2/2016 2/4/2016

—————————————————
Calculate Purchase Estimate | Clear Form
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Step 13 -- The service purchase estimate is displayed.

C P 4101 MacCorkie Avenue SE
Charloston, West Virginia 25304
Tolephone (304] 558 3570 or (800) 654 2406 [Naticowids)

| Employer Home Report - Seqvices -«  Account Admin ~

[~ Available Forms — /| IS

Online Service Purchase Calculator

Membership Section

The membership you have wih us are Histed baiow. | you have multiple membership, click the radio button to the left of that
membership t0 seect one of the avallabie senvice purchase oplion to cajculate the cost essmate.

Refirement System Most Recent Employer Status Participation Date End Date
Il Pubiic Employees Retirement System DEP Retired 311975 63072005
Membership Information
Member iD: 289045
Soclal Securty Number: 233879545
Name: KELVIN KINSMAN
Sirth Date 2111850
Service Purchase Calculstor

Member may be sbie 1o purchase different type of participating senice, depending on elglbiity and type of retvement system
The calculator below wil dispiay reat-time computation of the purchase amount based on your saiary contribution rate anc
Interest rate appiied on contribution. Many purchase reguire documentation verify the senvice; If you Weh % Inquire further,
please contact our ofmice

Calculation Information

Cost calcutation date 83172018 |

Member's oirth aate 21111850

Participation date 311975

Your curent senvice 35 of

08042016 E___|Vveniil [sostie
Sence Purchase Type | Comrection of Error Service  v|
Caiculation Dstall Information

Pie3se enter the requestad Information for your selected senvice purchase type. The system wil cIcListe the 1ot
maning of sendce you are ligile 1o purchasa based on your stant and end dates. when Me resull are calcutsted. the
System wil cispiay 3 lump s amount and provide the deatsils on Enplayee and Emplayer Responsiity to pay the
total purchase amount

Furchase Start Date
Purchase End Date 8/4/2018
[ Wit
start Date End Date Salary
6212016 8442016
Purchasse 3arvice To ba Principal Interest Total Total Total
Type Purchased Amount Amount  Purchase Employee Employer
Amount Purchass Purchase
Amount Amount
Comectionof [0 vears  $300.00 85.45 $305.45 5225.00 $580.45
Error Senvice 03
Monthe

Calculate Purchace Extimutn m

@ WVCPRB COMPASS Project | Employer Self Service Work Process Manual | Final

357



21. Service Purchase Request

Through the Service Purchase Request screen, employers can request that certain service
purchase estimates be prepared by CPRB and sent to the member on whose behalf the request
was made. Members, however, have to be eligible to purchase relevant service type within the

retirement system.

Step 1 -- To navigate to the Online Service Purchase Request screen, click the following menu

options: e
Services > Online Service Purchase Request

C P 4101 MacCorkle Avenue SE
"- Charleston, West Virginia 25304
R B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)

£ Employer Self Service
Bob Hope

EmployerHome Report « Services « Account Admin - Logout

Fax (304) 558-1394 ¢, {304) 558-5455 | Email: CPRB@wv.gov UserGuide Last Login: Thu, Aug 04 2016 6:42 AM

Bulk Order

Death Notice
Welcome to The West Virgini

with a number of resources tdg
(CPRB). From this site, emplREEHILELS ding:

» Reporting Enroliments
- Processing EFT Payl Employer Certification
» Processing Correctio
» Adding/Updating Emp
» Reviewing Submitted
» Verifying CPRB IDs a

Employee Information

Reports
This tool was designed to imp

secure online access to your ety of transactions.

Message Center
It is our privilege to provide yd

Online Process Service Purchase Estimator
Jeffrey E. Fleck

Executive Director

Online Process Service Purchase Request

Self Service Website. This site provides employers
est Virginia Consolidated Public Retirement Board

Retirement Board (CPRB) provides by offering
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Step 2 -- The Enter Employee SSN screen displays. Enter the SSN of an employee into the SSN
field.

1c‘;:‘

Account « Admin «

| Available Forms — v | IEEEE

Enter Employee SSN
Enter the Employee SSN that you wish 1o work with and then click the [Next] button
R — -

Nexts> >

Step 3 - Click the E=sstdl pytion.

4101 MacCorkie Avenue SE
Charleston, West Virginia 25304
WW)SSGMGMMW

e N s Ao fiid

Account - Admin « Logout

[~ Available Forms — v | I

Enter Employee SSN

Enter the Employee SSN that you wish to work with and then click the [Next] button
SSN. ¢ 2_132187%45 (999999999)
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Step 4 -- The Online Service Purchase Request screen displays.

4101 MacCorkle Avenue SE

Charleston, West Virginia 25304
mw;mm«mm(w )
| 94 o7 904 ; CPRO@Wv.g0v

Services «~ Account = Admin

Online Service Purchase Request

Membership Selection

The plans you have with us are listed below. All nformation listed below reflects the planis) that are checked. If you do not wish to view a
selected plan please uncheck the box to the left of the plan

Retrement System Most Recent Employer Status Participation Date End Date
. PERS DEP Retred 31111975 /302005
Service Purchase Request

Members of CPRB may be eligible to purchase service under certain crcumstances, depending on eligibility and vesting
requirements. Many purchases require documentation verifying the service; if you wish to confinue further please contact our office

You can create a service purchase request by filling out the following mformation below

Mailing Address Information
All correspondence will be sent to your mading address unless you have selected email as your preferred method of contact
Mailing Address:
If you would like to change your mailing address information please click here
Note You can return to this page through the Service Purchase Request option in the Services menu.

Service Purchase Request

Service Purchase Type ® v] Help
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Step 5 -- Select a Service Purchase Type from the drop down menu.

Employer Home Report « Services Account Admin

Online Service Purchase Request

Membership Selection

The plans you have with us are ksted below. All information ksted below reflects the plan(s) that are checked If you do not wish to view a
selected plan, please uncheck the box to the left of the plan

Retrement System Maost Recent Employer Status Participation Date End Date
. PERS DEP Retired 3111975 6/30V2005
Service Purchase Request

Members of CPRE may be eligible to purchase service under certain circumstances depending on eligibility and vesting
requirements. Many purchases require documentation venlying the sesvice, if you wish 1o continue further please contact our office

You can create a service purchase request by filling out the followng information below

Malling Address Information

All correspondence will be sent to your mailing address unless you have selected emad as your preferred method of contact
Mailing Address:

Correction of Error Service

Military Service Credit - Non Contnbutory
Reinstatement of Withdrawn PERS Service
Reinstatement of Withdrawn Plan A service
Reinstatement of Withdrawn TRS Service

If you would like to change your mailing address in

Note You can return to this page through the Service P

Service Purchase Request Retroactive Service
Retroactive Legislative Service
Service Purchase Type * |Reinstatement pf \Nm\drawn PERS - Reciprocal Service  |Help
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Step 6 -- Enter the date in the Purchase Period Start Date field.

4101 MacCorkle Avenue SE ) Employer Self Service -

CLP ’ Charleston, West Virginia 25304 Bob Hope
RfBV

Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

"; Employer Home Report « Services « Account « Admin « ] 3

[ Available Forms — /| BEEZIES

Membership Selection

The plans you have with us are listed below. All information listed below reflects the plan(s) that are checked. If you do not wish to view a
selected plan, please uncheck the box to the left of the plan.

Retirement System Most Recent Employer Status Participation Date End Date

O} PERS DEP Retired 311975 6/30/2005

Service Purchase Request

Members of CPRB may be eligible to purchase service under certain circumstances,depending on eligibility and vesting
requirements. Many purchases require documentation verifying the service; if you wish to continue further please contact our office.

You can create a service purchase request by filling out the following information below.

Mailing Address Information

All correspendence will be sent fo your mailing address uniess you have selected email as your preferred method of contact.

Mailing Address:

If you would like to change your mailing address information please click here

Note: You can return to this page through the Service Purchase Request option in the Services menu.

Service Purchase Request

Service Purchase Type: » |Correction of Error Service V| Help

Service Purchase Request Details

Purchase Period Start Date:  *

Purchase Period End Date:  * [ b August, 2016 4
Su Mo Tu We Th Fr Sa
3 3 2 5§ 4 &5 6

Additional Info
7 & 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
Additional Information: 28 29 30 31 1 2 3

4 5 6 7 8 9 10

m Today: August 4, 2016
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Step 7 -- Enter the end date in the Purchase Period End Date field.

‘ clp ‘ 4101 MacCorkle Avenue SE
w ' Charleston, West Virginia 25304
B Telephane (304) 558-3570 or (800) 654-4406 (Nationwide)
& Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

{} Employer Self Service -
Bob Hope

UserGuide Last Login: Thu, Aug 04 2018 6:42 AM

] . ’
| Employer Home Report « Services « Account « Ad
A

[~ Available Forms — v | EEZIE

Membership Selection

The pians you have with us are listed below. All information listed below refiects the plan(s) that are checked. If you do not wish to view a
selected plan, please uncheck the box to the left of the plan.

Retirement System Most Recent Employer Status Participation Date End Date
O] PERS DEP Retired 3111975 6/30/2005
Service Purchase Request

Members of CPRB may be eligible to purchase service under certain circumstances,depending on eligibility and vesting
requirements. Many purchases require documentation verifying the service: if you wish to continue further please contact our office.

You can create a service purchase request by filling out the following information below.

Mailing Address Information

All correspondence will be sent to your mailing address unless you have selected email as your preferred method of contact.

Mailing Address:

If you would like to change your mailing address information please click here
Note: You can return to this page through the Service Purchase Request option in the Services menu.

Service Purchase Request

Service Purchase Type: * |Correotion of Error Service V| Help

Service Purchase Request Details

Purchase Period Start Date:  * (06/02/2016
Purchase Period End Date:  * ;—

4 August, 2016 4
Additional Info Su Mo Tu We Th Fr Sa
Ny 2.8 4 8 B
7 8 9 10 11 12 13
Additional Information: 14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31 1 2 3

Today: August 4, 2016
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Step 8 -- Enter the relevant comments, if any, in the Additional Information field.

§} Employer Self Service |
Bob Hope

| clp ’ 4101 MacCorkle Avenue SE
'- Charleston, West Virginia 25304
R B \ Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
l Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@w.gov

| UserGuide Last Login: Thu, Aug 04 2018 8:42 AM
B S\ A Y AL AR v s

] Employer Home 'Report - Services « .Account - Admin « Logout

Membership Selection

The plans you have with us are listed below. All information listed below reflects the plan(s) that are checked. If you do not wish to view a
selected plan, please uncheck the box to the left of the plan.
Retirement System Most Recent Employer Status Participation Date End Date

(O} PERS DEP Retired 311975 6/30/2005

Service Purchase Request

Members of CPRB may be eligible to purchase service under certain circumstances.depending on eligibility and vesting
requirements. Many purchases require documentation verifying the service; if you wish to continue further please contact our office.

You can create a service purchase request by filling out the following information below

Mailing Address Information

All correspondence will be sent to your mailing address unless you have selected email as your preferred method of contact.

Mailing Address:

If you would like to change your mailing address information please click here

Note- You can return to this page through the Service Purchase Request option in the Services menu.

Service Purchase Request

Service Purchase Type: ~ |Correction of Error Service V| Help

Service Purchase Request Details

Purchase Period Start Date:  * |06/02/2016
Purchase Period End Date: * |08/04/2016

Additional Info

Additional Information:
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Step 9 - Click the Bl 1ytton.

{} Employer Self Service

| a P 4101 MacCorkle Avenue SE

Charleston, West Virginia 25304
Rr p | Telephone (304) 558-3570 or (00) 654-406 (Natiorwide)
'R B Fax 304) 558-1394 or(304)558:5455 | Emal: CPRB @ gov

Report Services « Account « Admin

¥ Emp!oyer Home

[ Available Forms — /| BEZIE

Membership Selection
The plans you have with us are listed below. All information listed below reflects the plan(s) that are checked. If you do not wish to view a
selected plan, please uncheck the box to the left of the plan.
Retirement System Most Recent Employer Status Participation Date End Date
O] PERS DEP Retired 3/111975 6/30/2005

Service Purchase Request

Members of CPRB may be eligible to purchase service under certain circumstances.depending on eligibility and vesting
requirements. Many purchases require documentation venfying the service; if you wish to confinue further please contact our office.

You can create a service purchase request by filling out the following information below.

Mailing Address Information

All correspondence will be sent to your mailing address unless you have selected email as your preferred method of contact.

Mailing Address:

If you would like to change your mailing address information please click here

Note: You can return to this page through the Service Purchase Request option in the Services menu.

Service Purchase Request

Service Purchase Type: 5 |C0rrection of Error Service V| Help

Service Purchase Request Details

Purchase Period Start Date:  * (06/02/2016

Purchase Period End Date:  * |08/04/2016

Additional Info

test

Additional Information:
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Step 10 -- The “Your service purchase request for Correction of Error Service was submitted

successfully on Thursday, August 04, 2016 at 6:44:00 AM Eastern Standard Time.”
message displays confirming that the request is submitted.

C y P | 4101 MacCorkle Avenue SE
' J Charleston, West Virginia 25304
B Telephone (304) 558-3570 or (800) 654-4406 (Nationwide)
|__L J Fax (304) 558-1394 or (304) 558-5455 | Email: CPRB@wv.gov

£ Employer Self Service
_Bob Hope

|_UserGuide Last Login: Thu, Aug 04 2016 6:42 AM

| Employer Home Report + Services v+ Account + Admin + Logout

o
-

Your service purchase request for Correction of Error Service was submitted successfully on
Thursday, Aug_;ust 04, 2016 at 6:44:00 AM Eastern Standard Time.

You can check the status of your service purchase request by clicking on the
Service Purchase Status & Payment History services menu option.
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West Virginia

Wild, Wondertful
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