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Welcome to the Secure Transfer and Reporting System (STARS). Colorado PERA developed the STARS system as a
secure means for employers to transfer contribution information. While this remains the main focus of STARS, PERA
has added new functions to improve the member information communication between PERA and our affiliated

employers. Currently, Colorado PERA-affiliated employers use STARS to report contributions, make payments, verify
member status, and complete certain forms online.

Before you use STARS, you will need to take the following steps:

* You will need a User ID and password to gain access to the system. To obtain your User ID and password, please
call your PERA Employer Representative at 303-863-3724 or 1-800-759-7372, ext. 3724. Before a password can
be assigned, you will need to provide the following information:

e Full name

e Position title

e E-mail address
e Phone number
e Fax number

e Types of information you will be accessing through STARS

Your Employer Representative will then contact you with your temporary password. Your User ID is your first and
last name (not case sensitive). You should also note:

o After you have logged in for the first time, you should change your password to something you will remember.
Do not continue to use your temporary password. The Maintenance section of STARS has more information on
changing your password.

« For your protection, do not share your password with other individuals in your organization. PERA does not
limit the number of individuals who can access STARS. We will assign a password to anyone in your
organization that you feel needs access.

* Please review the Help section before submitting a contribution file.

* When you use STARS, you must make payments electronically. You may pay either by ACH debit transactions, in
which you allow PERA to initiate the transfer after receiving your instructions, or you may pay by wire or ACH

credit in which you initiate the transfer. Payments must be completed by the due dates established in state law to
avoid being charged interest by PERA.

401 (k) Contributions

Please refer to the Colorado PERA 401 (k) Contribution Reporting User Guide for Employers from CitiStreet for
instructions on submitting 401(k) contributions to CitiStreet.



Accessing STARS

Go to Colorado PERA'S Web site at www.copera.org and click on the Employer Info icon at the top of the page.
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Enter your User ID and password in the Employer Log In box. If you do not know your ID or password, or if you do not
have one, call your PERA Employer Representative at 303-863-3724 or 1-800-759-7372 ext. 3724.
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Once your User ID and Password are confirmed, you will be logged into STARS. The General Information page will be

displayed detailing your PERA contact information:

« Use the PERA Employer Representative contact information if you have questions about accessing the secured
employer Web site. They also serve as your primary contact for questions about PERA.

« Contact your Field Education Representative to schedule a meeting or for questions about PERA benefits.

e Use the PERACare contact information for questions about PERA's health care benefits program for affiliated

employers.
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Employers are required to send information to PERA that cannot be obtained through the Contribution Reporting
process. The Forms section of STARS allows employers to easily submit this information to PERA.

The Forms drop-down menu lists the available online forms. Once you choose the form you wish to complete, an
Agreement will appear in which you must read the Agreement and click "I Agree” before you may continue. Once
you have completed the Agreement, you will be able to use any of the forms without having to complete the
Agreement again.

Forms p— Help v| Inquiry ¥ Maintenance ¥
| Death
| Motification/Salary

on

| Leave of Absence
| Certification

| Termination
| Certification

PERA Employer Repl’ enf *

Account Maintenance
This maintenance area allows you submit changes to vanous aspects of your employer account.

Agreement

By using this account maintenance area, you agree to the following: You, the user, are responsible and liable for all changes submitted via
these maintenance pages. PERA examines all data for reasonableness before accepting it. Once accepted, PERA records all submissions,
and the new information becomes effective as soon as it has been processed. Once it has been processed and posted, your employer
pages on this Web site will reflect those changes

[ | Agree I ‘I | Disagree




The following forms are available through the Forms drop-down menu:
1. Death Notification/Salary Report

This form is used to report a member's final salary and related information at the time of death. You should review
the instructions link before completing the form.

o Enter the requested data in the appropriate fields.

« Select “Preview” after the information has been entered. This will allow you to do a final review of the
information you entered before submitting the form to PERA. STARS will display a warning notice if any of the
required information has been omitted or incorrectly entered. Make any necessary adjustments.

« Print a copy of the form for your records and click “Submit.”
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Death |
Notimication/Salary

Final 5 Months*
Salary

EHougl) Fom matlon| peath Notification/Salary Report
Leave of Absence Thas form bets you enter a member's final salary and related information at ime of death Ch:x instructions.
Certification
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| Termination = Member
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Address Name: (FML)
Category: Regular vl
PERA Employer Reprdsen Was Death Job-incurred? | Yes x|
Date of Death: (MMDDYYYYY)
Position Held:

Deceased Member's Employment Status at Time of Death

Employment Status at Time of Death: On the Job _r_l
Termination Date: (MMODVYYYY)
Last Date Physically on the Job: (MMDOYYYY)
Paid-Through Date: MMDDYYYY)
Last Date of Sick or Infury Leave A?'L;.:de:r MMDDYYYY)
Final Three Months of Salary
Date (MMYYYY)  Base Pay ExtraPay  Membar Contributions

Extra Pay Breakdown
If the final months of salary include amy Extra Pay, please itemize the Extra Pay.
Number of Hours/Days of Payoff of Unused
Vacation. Annual or Personal Leave:

Sick Leave Used:

al par (hour, day, month)

Bi-weekly Pay: No "_ Three-pay Monih{s) (MMYY YY)
Unused Sick Leave Converted to PERA-
includable Salary under C.R.S. § 24-50-104
(7.5):

Prior Sick Leave Conversion Date

(MMAYYYY):




2. Final Six Months' Salary Report

This form is used to report a retiring member's anticipated salary and related information. You should review the
instructions link before completing the form.

o Enter the requested data in the appropriate fields.

« Select "Preview” after the information has been entered. This will allow you to do a final review of the
information you entered before submitting the form to PERA. STARS will display a warning notice if any of the
required information has been omitted or incorrectly entered. Make any necessary adjustments.

e Print a copy of the form for your records and click “Submit.”
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3. Furlough Report Form

This form is used to report active and retired employees who had furlough days between July 1, 2002, and
June 30, 2004. You should print the form (PDF version), complete it, and mail it to PERA.
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Death
Motification/Salary

Final 5 Months*
Salary

Furlough Form

Leave of Absence
Certification

Termination
Certification

Furlough Report Form

Use this form to report active and retired employees who had furlough days during the period July 1, 2002 to June 30, 2004, Under CRS. §
24-51-101 (25)(d)(ll), employers are required to forward to Colorado PERA a list of employees who had furlough days for this time period.

Under Colorado State law, the employee may pay the member contribution on this amount within 30 days of the date that PERA notifies the
employee of the amount due, If the employee pays the contribution, the employer is required to pay the employer contribution within 10
business days following notification by PERA

Vvhen PERA has received both the employer and employee contributions on the furlough, PERA will recalculate the highest average salary
and resulting benefits.

At/ vou have queslions about this form, please conlact vour Employer Represenialive al PERA

B Furough Repaort Form (PDF)

4. Certification of Leave of Absence
This form is used to notify PERA when a member is on a leave of absence.
« Enter the requested data in the appropriate fields.

o Select “Preview" after the information has been entered. This will allow you to do a final review of the
information you entered before submitting the form to PERA. STARS will display a warning notice if any of the
required information has been omitted or incorrectly entered. Make any necessary adjustments.

e Print a copy of the form for your records and click “Submit."”

Forms v Help v| Inquiry ¥ Maintenance ¥

Death
Motification/Salary

Final 5 Months*
Salary

Furiough Form mation

Leave of Asence
Certification

Termination
Certification

Certification Information

—_——
88N |
Member Name (F ML) | {_i |
Type of Leave | )
Beginning of Leave —é

End of Leave |5

Member Plan Choice
Certifier's Name (F L)

Certifier's Official Title
Certifier's Phone Number

Certifier's E-mail




5. Employment Termination Certification
This form is used to notify PERA when a member has terminated PERA-covered employment.
e Enter the requested data in the appropriate fields.

« Select “Preview” after the information has been entered. This will allow you to do a final review of the
information you entered before submitting the form to PERA. STARS will display a warning notice if any of the
required information has been omitted or incorrectly entered. Make any necessary adjustments.

« Print a copy of the form for your records and click “Submit.”
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Under the Help menu is the Payroll Schedule Maintenance tutorial, which is an animated, self-directed tutorial. If this

is your first time using STARS, it is highly recommended that you complete this tutorial before attempting to submit
your first Contribution Report.

Inquiry ¥| Maintenance ¥

User Name:
Empioyer Name:

General Information

Department Information

Forms v| Inguiry ¥ Maintenance ¥
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General Information

The Payroll Schedule
Maintenance option is
located in the
“Maintenance” menu, in
“Contribution Reporting.”
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“continue 9
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The Inquiry drop-down menu provides a short list of general information and verifications. You may choose any of the
three options by clicking on the appropriate item:

1. The Check Browser Plug-Ins link allows you to make sure that your computer is set up to allow STARS to run
properly.

| Inquiry ¥| Maintenance ¥

| Check Browser Plug-
—
Ins

4 General Information
S5N Verification

Check Browser Plug-ins and Settings

Adobe Reader
You hawe the necessary version of Adobe Reader o view Colorado PERA'S interactive Web pages

Macromedia Flash Player
‘fou have the necessary version of Macromedia Flash Player to view Colorado PERA's interactive Web pages

Pop-up Blocker Test
Your pop-up blocker seftings ane correct for Colorado PERA's Web site.

2. The General Information link returns you to the first screen you see when you log onto the STARS system.
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| Check Browser Plug-
ins

- General Infarmation
S5N Verification
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3. The Social Security Number Verification menu is used to determine the current PERA status of an employee to
ensure the proper contributions are deducted and reported to PERA. You should use the Social Security Number
Verification to verify if a PERA member is active, inactive, retired, etc.

To use the Social Security Number Verification, you can upload a file containing the Social Security numbers (SSN)
of employees for which you wish to receive a PERA status. The uploaded file must be a text file (have a ".txt"
suffix) containing a list of SSNs. Only one Social Security number on each line is acceptable. Do not add headers,
use dashes, or otherwise include any extraneous information.

| ¥ Untitled - Notepad ng|
[He Edt Format Vew Hep :

123456789
987654321
/001002003

You can create a text file in one of two formats:

« Notepad
e Type in the SSNs, one on each line
e Save the file

e Excel
e Type in the SSNs, one on each row
e Select "Save As" from the File menu
e Select "Text" in the Save as Type drop-down box

After creating your file and saving it, select "Browse" in the Social Security Verification File Upload window.
Navigate through your computer's drives and directories to the location of the file and then double-lick on the file
you want to send, then select “Upload.”

| Inquiry ¥| Maintenance ¥
| Check Browser Plug-
ins

1 General Information

SSN Verification =

SSN Verification File Upload
File upsoad aBiows you to upload a file to Colorado PERA. First, browse for the file you wish to upload Then, click the Upload button. Mote
The upioaded file cannot exceed 4 ME in size

[Browse.. |

Upload




PERA will then send you back a report indicating the current PERA status of employees included on your file. The
status codes are explained in the table below:

Member Employer Contributions
Status Description Contributions ploy .
. and AED Required?
Required?
Retired Retiree is currently receiving a monthly PERA benefit No Yes
Retiree was receiving a monthly benefit but suspended the
Suspended benefit to return to PERA membership ves ves
Terminated Retiree had a retirement benefit that was fully paid out and Contact Employer Contact Employer
is deceased according to PERA records, please verify the SSN Representative Representative
Refunded Individual was a former PERA member but refunded PERA Yes Yes
account
Member Employee is a current PERA member Yes Yes
Unknown PERA has no record of this SSN (verify SSN or this could be a Yes Yes
new member) (once SSN is verified)  (once SSN is verified)



The Maintenance menu is used to facilitate contribution reporting and maintenance of employer account information.

STARS users are assigned a “role” within the program. Depending on your role, you may not be able to access every
menu within the Maintenance area (see table below for roles and what each can access). All users may access the
General Information, SSN Verification, Password Change, E-mail Change, and Check Browser Plug-ins sections.

Role Application
Agency SuperUser Agency Self Administration (user revocation)
. Access to Contribution Reporting, Payroll Schedule, ACH

Agency STARS Maintenance Transaction, and ACH Account sections
Agency PERACare PERACare Register

. Complete online death notification, final salary reporting,
Agency Online Forms leave of absence, and termination certification forms
Agency Download Download a file from PERA
Agency Upload Upload a file to PERA
Employment History Upload Upload employment history to PERA
New Employee Forms + Online Forms New employee form

Under the Maintenance menu, you may change your e-mail address and personal verification information.

| Maintenance ¥

Email

4 Change Login
| Password

Contribution
Reporting

Update E-mail Address and Personal Verification Information

A valid e-mail address and a personal verification question and answer is required. If you forget your password, you will be asked to enter

your personal verification information. After your personal verification information is confirmed  your password will be e-mailed to your
account

Once your changes are submitted, a confirmation e-mail will be sent to the e-mail address you enter below

E-mail Address:

Personal Verification Question What is your pet's name? ,3

Personal Verification Answer |

Please Re-enter Your Password




Under the Maintenance menu you may also change your password.

| Maintenance ¥

‘| change Emall
Address

4 Ehange Login
Password

Contribution
Reporting

|| user configuration |

Please ber that the fall a ts are checked against your password:
1) Must not be a word in a dictionary,
2) Must have one characier that s a digit, not including the last character.

3) Must have one characler that is an upper case character, not including the first character.
4) Must have one characler that Is a lower case character.
5) Mustbe at least 7 characters long

Password Update

Old Password »
Mew Password +
Confirm New Password




Contribution Reporting

The final item under the Maintenance drop-down menu is Contribution Reporting. In the Contribution Reporting
Section of STARS, you have access to the following, which will each be described in greater detail: (1) ACH Account
Maintenance; (2) Contribution File Upload; (3) Contribution Reporting Maintenance; (4) Contribution Summary Sheet;
(5) Payment Transaction Maintenance; and (6) Payroll Schedule Maintenance.

Before uploading a file, you should take the following steps:

« If you have more than 25 employees, you may want to prepare an electronic file containing your contribution
information. The file can either be an Excel spreadsheet or it can be a flat file. Please see Appendix A for
current file specifications and refer to the Contribution File Upload section of this STARS guide for instructions
on uploading a file.

« If you have 25 or fewer employees and do not wish to prepare an electronic file, you can manually enter your
information into the Web site. See the Contribution Reporting Maintenance section for instructions on
preparing a manual file.

« When you use STARS, you must make your payments electronically.

1. ACH Account Maintenance

ACH Account Maintenance is used to add, edit, and delete information necessary for ACH transactions. You can have
an unlimited number of bank accounts for ACH processing, each with its own unique name. (If your payment method
is wire transfer, you may follow the instructions on page 29.)

To add ACH information:
e Enter the bank information from which you wish to have funds pulled
e Click "Add"
To edit ACH information:
« Locate the account you wish to edit on the list
e Click "Edit Account”
« Update the necessary information and click "Submit”

To delete ACH information:
« Locate the account you wish to delete on the list
e Click on the "Remove Account” icon and the account will automatically be deleted. You will not receive a
warning notice before the account is deleted.

I Maintenance v

| Contribution
| Reporting

ACH Account Maintenance

MoccowAMamss  Accowd Mmmbet [

By adding an account you hereby autherize Colorada Pubilic
Employees” Retirement Association to initiate debit entries to the
checking account Indicated. This !umﬂﬁﬁ'il to remain in full force and
effect until Colorado Public Employees’ Retirement Association has
received written notification from !no amnloyar er mmmlnu!lon er II’|
account is removed from this system in such th
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= 15




2. Contribution File Upload

If you prepare your contribution detail file as either an Excel spreadsheet or a fixed-length data file (also known as a
flat file or a text file), you may upload your file using the Contribution File Upload option. You may prepare either file
type manually or with payroll software.

If you use payroll software to create a file, remember that the date listed inside the contribution detail file must be the
pay period end date, not the date that payroll was paid. Many payroll software packages prepare reports with the date
that the payroll was paid as the default option. If this is the case, you may need to contact your payroll software
vendor to determine how to generate detail reports with the pay period end date as the date in the contribution detail
file. If there is a date mismatch, your file will be rejected. (Please see Appendix A for the specifications of these two
file types before taking the steps below.)

To upload your file, click the Contribution File Upload option and then either type in the location and name of your
file or use the Browse button to navigate through your computer’s drives and directories to the location of the file and
then double-click on the file you want to send. Once the file name/location appears in the box, click “Upload” to send
the file to PERA.

| Maintenance v
1ot

ge Email

| btion
| Reporting

HTTP File Upload

HTTP File upload allows you to upload a PERA contribution report to Colorado PERA. First, browse for the file you wish to upload. Finish by
clicking the upload button. Note: The uploaded file cannot be larger than 4 MB (4194304 bytes).

Upload Details

g
Select file: Browse...

After you upload your file, you will see a confirmation screen with the date and time you sent your file. You should
print this screen and keep a copy for your records to document the upload.

After completion of the file upload, you will have two options:
1. Create Manual Adjustments File (if you have manual adjustments to the file you just uploaded).

2. Create Summary Sheet (if there are no adjustments to be made).

« If you select the Create Summary Sheet option, you will need to manually enter the totals from your
contribution detail file into the Contribution Summary Sheet. The information on your contribution detail file
must match the information on your Contribution Summary Sheet.

e The Employer Contribution will be calculated for you.

« Indicate if you will making your payment using ACH debit or a wire transfer.

« Select the date you would like the ACH debit or wire transfer to occur.

« Enter your telephone number, with extension (if applicable).

e Enter any additional comments.

e Select “Preview and print."

e Choose “Continue.”

« If you selected ACH debit, choose the account(s) you would like the funds withdrawn from and the amount of
the withdrawal.

e Once you choose “Submit," a copy of the Summary Sheet will appear for your records.

« Print a copy for your records.

e Close the window.

« You will receive a confirmation that your files were successfully received by PERA. Print a copy of the
confirmation for your records.



3a. Contribution Reporting Maintenance (Manual Contribution Reporting)

Use Contribution Reporting Maintenance to enter your employee detail information directly into STARS in a format
that is similar to an Excel spreadsheet. Since the information is entered directly into STARS, some of the data will carry
over to subsequent operations such as preparing the Contribution Report Summary. Even if you do not submit your
regular contribution detail file with this option, you will most likely use it when you are submitting adjustments to your
Contribution File.

The first time you enter your employee detail information, the system will save the information you input. In
subsequent months, you should only have to change the salary and contribution amounts, add new employees, and
delete employees that no longer work for you. The system does not save information you enter when you submit an
adjustment.

To begin, click on the Contribution Reporting Maintenance option. You will be asked whether or not you are making
an adjustment to a report that you are currently submitting to PERA. Select “No."

Maintenance ¥

1 Change Email
Address

Change Login
Password

Contribution o ACH Account
Reporting | Maintenance

Contribution Fiie

Contribution Summary
Sheet

Payment Transaction T
Maintenance
"\:"a_yr'?;'r'»"_'f-’lgcu'e k(|5 this an adjustment to another report that you are currently submitting to PERA?
viaintenan

Settings | Yes No




Select the date employees were paid. (See the Payroll Maintenance Section; you will first need to establish your payroll
information before proceeding. STARS cross references dates and payroll periods already provided in Payroll Schedule
Maintenance. If the paid date you choose does not exist in the Payroll Schedule, you will be prompted to add a new

payroll period and paid date.)

Maintenance ¥

Change Email
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Change Login

Password

Contribution ACH Account

porting Maintenance

Contribution Flie
Upload
Caontribution
Reporting
Maintenance

Contribution Summary
Sheet

Payment Transaction
Maintenance

“Conbon Reporn

Date the payroll was paid to the
employees

Payroll Schedule
Maintenance

SMTWTF S
1 2 3
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11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28

Once the paid date has been correctly chosen, the STARS Contribution Reporting spreadsheet will appear.

Maintenance ¥

Change Email
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Change Login
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Contribution ACH Account

| Reporting. Maintenance
Contribution File
Upload
Contribution
Reporting
Maintenance

Contribution Summary
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Payment Transaction
Maintenance
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0212007 0.00 0.00 0.00 0.00 0.00 000 ooo O ®
0272007 0.00 0.00 0.00 000 0.00 0.00 oo O] ®
0212007 0.00 0.00 000 000 0.00 0.00 ooo| O ®
0272007 0.00 0.00 0.00 0.00 0.00 0.00 ooo| O =
Back Add Record Clear All Prepare to Subimit Report



Enter the information in the Contribution Reporting Spreadsheet as described below:
SSN-Enter only the nine-digit Social Security number with no dashes.
Name-Enter the employee's Last, First, and Middle names with no commas between the names.

End Date-STARS should have already filled in this field. If the date does not match the pay period end date, you must
stop entering data and change the pay period end date listed in your payroll calender using Payroll Schedule
Maintenance. The date may also be incorrect if you have selected the incorrect payroll period. Contact your
employer representative for further assistance.

DB Salary (Defined Benefit salary)-Enter the member's PERA-includable salary. DO NOT enter amounts you paid to a
PERA retiree in this column.

Mbr Cont.-The member contribution is currently 8 percent for regular members. If you are completing a report for a
member whose contribution percentage is different, enter the appropriate amount. (Refer to the Employer
Information of the PERA Web site for other employer contribution rates.)

DC Cont.-Leave this column blank. It was associated with the MatchMaker program which is not currently in effect.
MatchMaker-Leave this column blank; the MatchMaker program is currently not in effect.
Life Insur.-Report any deductions for the PERA-sponsored life insurance program administered by UnumProvident.

e You should never deduct or report life insurance for a PERA retiree. Retiree premiums are deducted from their
benefit check.

e If you are adding past due catch-up premiums or prepaying premiums for months the employee will not be
working, you need to enter a separate line item with the correct pay period end date listed in the End Date
column for each month that you are reporting.

Example: If a teacher's aide will not be paid in July and August and elects to prepay her life insurance
premiums for both months via a deduction from her June paycheck, only the June premium amount should be
reported with her June salary. Two additional lines should be created for July and August to show her
insurance deduction for those months.

< You cannot process life insurance credits through the contribution reporting process. Unum processes credits
and you should contact them for any overpayments.

AED-only-Report the salary of any employee who was eligible to participate in PERA's DB plan but elected to
participate in the State's DC plan, PERAs DC Plan, or an optional retirement plan (ORP). If you are not sure if an
employee's salary should be reported under this column, please contact your PERA Employer Representative.
Currently, the School Division does not have any retirement plans that would require contributions in this field.
School Division employers should leave this column blank.

Ret. Salary-Enter the salary of any PERA retirees for which you are required to make contributions.

Non 12-The checkbox is used to indicate that an employee's salary should be posted as Non 12-month salary. For
example, a teacher who works September through May and is only paid during those months but receives service
credit for the entire fiscal year would have this box checked.

Delete-Click the X in this column to delete the associated row item.

After all the data has been entered, review the information and then select "Prepare to Submit Report.”



The system will then automatically generate the Contribution Reporting Summary Sheet. Verify that the information in

the Contribution Summary Sheet is accurate. The report automatically calculates the employer contribution amount
based on the information you entered. If the amount of your deposit varies from the amount calculated due to
rounding, enter the adjustment in the Rounding Adjustment section of the Summary Sheet.

Click “Continue" to submit the Contribution Report Summary to PERA.

Maintenance ¥

Change Email

Address

Change Login

Password

Contribution ACH Account

| Reporting. Maintenance
Contribution File
Upload
Contribution
Reporting
Maintenance

Contribution Summary
Shest

Payment Transaction
Maintenance

Employer Contribution Rate
Employer AED Contribution Rate
Payroll Period

Payroll Paid Date

Payroll Schedule
Maintenance

_) Total PERA-Includable DB Salary

Total Retiree Salary

Total AED-only Salary

Total Member PERA Confributions
Toltal Life Insurance

Met Employer Contributions
Rounding Adjustment
Total Amount Remitted to PERA

Contril Report
10.000%
1.000%
02/01/2007 - 02/28/2007
02/28/2007
Report Details
$0.00
$0.00 B
5000 B
438 81 b
000 @
$0.00
$0.00
5000 @
$0.00 b
5000 B
$0.UB(!
5000 B

Select the date the ACH or wire transfer will occur.

Select the Wire Date 4

]

1 12

25 26

Contact Phone Number |

ExplanationsiComments

T W

6 7

February 2007

T
1
8

v

F S
2
9 10

wa

13 14 [i8] 16 17

20 21 22 23 4

27 28

Back Preview ? Submit i
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e Indicate whether you will be making your payment via ACH debit or wire transfer.
e Select the date you would like the ACH debit or wire transfer to occur.

e Enter your telephone number, with extension (if applicable).

e Enter any additional comments.

« Select “Preview” to view your Contribution Report Summary Sheet.

« If you chose ACH debit, select the account(s) you want the funds withdrawn from and the amount to be withdrawn.

« Select “Continue.”
« Select "Submit.”

e You will receive a confirmation of your submittal. Print out the confirmation and keep it for your records.

A two-page PDF version of the Member Contribution Report Detail will be created. Print a copy for your records.

PERA Contribution
$ Reporting

Member Contribution Report Detail
Reporting Period: February 1, 2007 - February 28, 2007

Prepared by:
Colorado Public Employees' Retirement Association

A copy of the PERA Contribution Report Summary will also be created. Print a copy for your records.

COLADG et e
@D PERA. PERA Contribution Report Summary
Colorado Public Employees’ Retirement Association
Questions? Cal PERA at 1-500-221-2627
ployer Name: ploy

Adjustment? YesB@ NoO

Employer Contribution Rate 0.000%
Employer AED Confribution Rate 0.000%
Payroll Period 02/01/2007 - _ 02r28/2007
Date the payroll was paid 02/28/2007

Total PERA-Includable DB Salary 0.00

Total Retiree Salary 0.00 :

Total AED-only Salary 0.00 2

0.00 +

) 000 =

Total Member PERA Contributions 000 ¢

Total Life insurance ___ 0.00 7

0.00 :

0.00 #

Net Employer Contributions (line 8 + 9-5) 0.00
Rounding Adjustment 0.00

Total amount remifted to PERA (Iine 6 + 7+ 10 +11) 0.00
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3b. Contribution Reporting Maintenance (Preparing an Adjustment)

If you are submitting an adjustment to a file previously submitted to PERA, you will need to use the Contribution
Reporting Maintenance section. In many cases, after the original file is sent to PERA, an employer will discover that an
adjustment needs to be made. In some cases, your Employer Representative will notify you that an adjustment needs
to be made after reviewing the file you originally submitted.

To begin, click on the Contribution Reporting Maintenance option. You will be asked whether or not you are making
an adjustment to a report that you are currently submitting to PERA.

Maintenance ¥

Change Email
Address

Change Login

Password
Contribution ,‘f ACH Accaunt
Reporting Maintenance
| Contrioution File
{ Upload
Contribution
Reporting
Maintenance

Contribution Summary

| Sheet

[Payment Transacton T ————
| Maintenance - -

':‘aab‘:?;'nsa'ihtféﬁ“'e Is this an adjustment to another report thatyou are currently submitting to PERA?

| in

| Settings Yes No |

Select "Yes."
You must choose the beginning, end, and paid dates for the payroll period you need to adjust.

STARS cross references dates and payroll periods already provided in Payroll Schedule Maintenance. If the dates you
choose do not exist in the Payroll Schedule, you will be prompted to add a new payroll period and paid date. More
information is available in in the Payroll Schedule Maintenance section.

For the contriations you are submitting, please enter the following dates for you
paytoll period:

Beginning date of the payroll Crate the payroll weas paid to the
period Ending date of the payroll paried:  employees

4 February 2007 » 4 Feliuary 2007 P 4 Felruary 2007 P

SMTWTEFS SMTWTF S SMTWTF S

1 2 3 T 23 T 2 -3
4 5 687 8 910 4 566 7T 8 910 4 56 7 8 910
11 12 13 14 15 16 17 11 12 13 14 15 16 17 11 12 13 14 15 16 17
18 19 20 11 22 23 24 18 19 20 21 22 23 24 18 19 20 21 22 213 24
25 26 17 28 25 26 17 28 25 26 37 28

22



After the dates are chosen, click “Next" and the Contribution Reporting screen will appear where you can make your

adjustments.

To aid arecond, press the “Add Recond” Bitton below.
Note: Records containing eirols aie not updated.

S5N Hama (L F M) End Date  DE Salary Mbr Cont. OC Cont Matchhtaker  Lifa Insur AEQ-only
12;3-46-0?59 Int 0272007 0.00 U.DU. 000 000 000 1 000
0272007 000 0.00 0.00 000 0.00 000

0212007 0.00 0.00 0.00 0.00 000 000

0272007 0.00 0.00 0.00 000 000 0.00

0272007 0.00 0.00 0.00 0.00 000 0,00

0272007 000 0.00 0.00 0.00 000 0o

0272007 0.00 0.00 000 000 000 0.00

022007 000 0.00 0.00 0.00 000 000

Q2007 0.00 0.00 0.00 .00 .00 0.00

0272007 000 0.00 000 000 000 000

022007 0.00 0.00 0.00 0.00 0.00 000

022007 0.00 0.00 000 000 0.00 000

0272007 000 0.00 000 000 000 0.00

0272007 0.00 0.00 0.00 000 000 0.00

0272007 0.00 0.00 0.00 000 000 0.00

Rat. Salary
0.00
0.00
0.00
0.00
0.00
0,00
0.00
0.00
0.00
0.00
0.00
o.0a
0.00 o
osa| [
0.00

Hooooe

Ood

oo

|

L
@@@@@@@@@E@@@E@g

Back

Enter the Social Security number, name, payroll period, DB Salary, Member Contributions, and Retiree Salary for the

individual(s) you need to adjust.

Add Record Clear All

Prepare to Sulunit Report

e Since this is an adjustment to a report you have previously submitted to PERA, the system will default to wire and

no additional funds will be pulled. Please see Section 4 if you need to submit additional funds.

« Enter a contact phone number and extension, if applicable.

e Indicate who is being adjusted and the period of adjustment in the Explanations/Comments section.

« Select "Submit.”

« A Contribution Summary Sheet will appear that contains zeros. Please print for your records.

« You will also receive notice that your file has been uploaded successfully. Please print a copy of this notice for your

records.

Employer Contribution Rate
Emplayer AED Contribution Rate
Payroll Period

Payroll Paid Date

Total PERA-Includable DB Salary
Total Retiree Salary
Total AED-only Salary

Total Member PERA Confributions
Total Life Insurance

Met Employer Contributions
Rounding Adjustment
Total Amount Remitted to PERA

C ibution Report v

10.000%

1.000%

021012007 - 02/28/2007

0212812007

Report Details
$0.00
$0.00 B
5000 B
2
$0.00
$0.00
50.00 @
50.00 @
s0.00 P
$0.DU§
$000 B
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« A two page PDF version of the adjustment will be created. Print a copy for your records.

PERA Contribution
$ -

Member Contribution Report Detail

Reporting Period: February 1, 2007 - February 28, 2007

Prepared by:
Colorado Public Employees' Retirement Association
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4. Contribution Summary Sheet

You may use this option to submit a Contribution Report Summary independently. You will need to do this if PERA did
not receive the initial Summary Sheet that was submitted to PERA with your contribution detail file or if additional
funds are due to PERA based on adjustments received.

After you click on Contribution Summary Sheet from the drop-down menu, the system will prompt you for the date the
payroll was paid to employees. The date you enter is cross-teferenced to payroll period information you previously
entered in the Payroll Schedule Maintenance page. If a match is found, you will proceed to the Contribution Report
Summary window. If there is not a match, you will be taken to the Payroll Schedule Maintenance page to enter
additional payroll information before you can proceed.

After you have chosen a paid date the Contribution Report Summary screen will appear. You should then manually
input the total amounts based on your contribution detail file or adjustment.

In the Contribution Report Summary screen, STARS will automatically fill in the Employer Contribution Rate, Employer
AED Contribution Rate, the Payroll Period, and the Payroll Paid Date, based on the information you provided earlier.
Fill out the remaining fields as described below:

Total PERA-Includable DB Salary and Total Retiree Salary-Fill in the totals from your Contribution Report. DB Salary
is the total salary of PERA members (not retirees) who contribute to the PERA Defined Benefit plan. Total Retiree
Salary is the total of all contributions you were required to make for PERA retirees. If you used the Contribution
Reporting Maintenance function to prepare your contribution detail file, these line items will already be filled in.

Total AED-only Salary-Report the total salary of all employees who were eligible to participate in PERA's DB plan but
chose the option to participate in the State's DC plan, PERAs DC Plan, or an optional retirement plan (ORP). Currently,
the School Division does not have any retirement plans available to employees that would require contributions in this
field. School Division employers should leave this column blank.

Total Employee MatchMaker DC Contributions and Total PERA MatchMaker Contributions-The MatchMaker
program is currently not in effect and these lines will not accept any data entry.

Total Member PERA Contributions-Enter the total amount of member contributions to the PERA Defined Benefit Plan
here. If this line does not equal 8 percent of Total PERA-Includable DB Salary, it may indicate a discrepancy with your
data listed in the contribution detail file (unless your employees’ member contribution is greater than 8 percent).

Net employer contributions-The system will calculate this amount for you based on the information you previously
submitted.

« Select “Continue.”

o Select either ACH Debit or Wire.

« Select the date the funds will be pulled from your account and forwarded to PERA.
e Enter a contact phone number and extension, if applicable.

« Select “Continue.”

« If you chose ACH Debit, select the account(s) you wish to have funds pulled from and the amounts to be pulled.
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Select “Submit.” A copy of the Contribution Summary Sheet will be displayed. Print a copy for your records.

Your Contribution Report has been successfully received.

Thank you for submitting it online.
Colorado PERA's current server time is: May 8, 2007 10:01:34 MDT

Please print this page for your records.

5. Payment Transaction Maintenance

The Payment Transaction Maintenance screen shows all recently completed and pending ACH transactions. You may
change the settings (font size and date format) of this screen by clicking on “Settings.” If you erroneously entered a
deposit or if you need to process an adjustment and resubmit your deposit you can delete pending ACH debits from
this option.

Maintenance ¥

Change Email
Address
Change Login
Password
Contribution ACH Account
| Reporting Maintenance
Confribution Flie
Upload
Contribution
Reporting (EOTIDToN REDOrG RCH PO T —
Maintenance
Contribution Summary The pending ACH transactions have notyet been debited from your bank account. Please verify that the
Sheet pending ACH transaclions are correct and contain no dupli . If any pending tr tions are
Payment Transaction incomect, please contact your Employer Representative Jesse Murillo at 303-863-3888.
Payroll Schedule S ——— i -
Maintenance by 1
N ite End Date Paid Date ACH Date
Font Size w Test 08 12312008 12/34/2008 0100942007 |
07 01312007 013172007 02/05:2007

Date Formal  |[08-27-200314:12:25 |~

i énb.lnit. tlose i

Accourt Number From Date End Date

Paid Dste ACH Date

Amount




6. Payroll Schedule Maintenance

The Payroll Schedule Maintenance option allows you to define the From, Through, and Paid dates for each payroll

period. These dates are necessary to submit a Contribution Report Summary sheet.

User Settings

From Date
07/01/2008
020112007
030172007
040172007
050172007
08012007
07172007
OBA2007
00172007
10/ 172007
110172007
12012007
01012008
0201008

Thru Date
07212008
02282007
o3 z0a7
DAB02007
05312007
OA02007
07312007
OBEZ007
CRB0Z007
02007
11/20/2007
120312007
01312008
ORZRR008

Paid Date
0772572006
Q2Rena?
033172007
0473042007
05312007
087302007
0712007
0RrFI00T
09730007
10/31/2007
11072007
1272172007
E12008
02292008

14
21

%47 18 19 0

88

July 2007

3 4 5§ 8 7
10 11 12 13 14
1® 10 20 N
24 26 26 27 B

gHageoense

October 2007

M TWTF 8
2 4 5 8
10 11 12 13
15 186 17 18 19 20
2223 294 25 W 27
% 30 M

o -
© W

4
11
18
25

3

g

1"

5

M T WTF
1
587 8 @
12 13 14 15 16
w20 M 2223
8 27 :

Way 2007
M T WwWT
1.2 8 4
7T 8 0 101
14 15 18 17 18
LR = R ]
2% 20 30 N

Aasgast 2007
MTWTF

12 3
6 7T 8 % 10
13 14 15 8 17
20 24 22 23 24
7w WIN

HNovember 2007
MT W T

1 2
s 6 7 8 9
12 13 19 15 18
w0 N s
20 27 28 N W

March 2007

E M T WT

11
1%
25

10
17
24

5

12
"
26

1
e 7 8
12 14 15
W 21 22
27BN

June 2007
T W T

5 6 7
12 13 14
% 20 21
27 2

B8B83 0onmn

Septamber 2007

"

TWwWT

E

3 46687
1011 12 13 14
17 18 19 20 21
24 25 W 7 2%

December 2007

]

TWT

F

- e - T R
10 11 12 12 14
17 18 19 20 21
24 25 26 27 28

=L

Pravious Yaw Ne:dt Year

To add a payroll period, click on Add at the bottom of the calendar. A small window will appear at the bottom left side

of the screen that will allow you to enter the From, Through, and Paid dates for your new pay period. Once the dates

have been entered, click the "Apply" button. This period you added will then appear in the above Payroll Schedules box.

User Settings

From Pay Perlod Date

Thru Pay Period Date

Date to be Paig

HE

w

@ 10 11 12 13 14

232425 W 7B

@ 10 11 12 13 14

23 24 25 26 27 28

Dotober 2007
M T W T F S
1 2 2 4 8 8
® 9 10 11 12 13
15 18 17 18 19 20
22 23 29 25 20 27
20 30 M

$

4

February 2007
M T W T F
1 2
5 e 78 9
12 13 14 15 16
w20 21 2223
28 27 =

May
MOT W
1 2

§

w -
&

7 8 8 101
19 15 18 17 18
2122 23 24 25
220N

Augrast 2007
MTWTF

1 2 3
o 7 8 0 10
13 14 15 18 17
W XM
278N

Nowember 2007
M T WTF

12
s 87 8 9
12 13 14 15 16
w202 2258
6 27 28 20 30

11
18
2%

10
17
4

March 2007

E M T W T

"
L

0
17

2
L]
1®%
23
30

1
e 7 8
13 14 15
0 21 2
7B’ W

Juna 2007
T W T

5 8 7
213 14
19 20 21
% 27 e

F

2
2
16
3

Septamber 2007

1]

3

T W T

4 6 8

E

7

1011 12 13 14
17 18 W 20 21
24 25 26 77 W

December 2007

M

10
”
24
=4

TWwW T

4 &5 8
11 12 12
1% 19 20
25 28 27

F

7

14
21
-3

Close Fravious Tewr Mat Vear
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Alternatively, you may choose the Generate button to generate a series of regularly occurring payroll periods. After
choosing the frequency, start date, number of payments, and pay date computation data, click “"OK."

User Settings

T ————
0701, T F

020017200 i
o200 Pay Period Compitation: 11 12
0401200 Faytoll fraquency (2] Waskdy e n
25 26
050120 1) Biteekly
080120¢ 1) Semi-Manthly
07017200 1) Manthiy |
0B01200 () Other o7
0am 1200 i"_. T
10017200 Loy
Starting Pay Paried Date 12 13
1101206
w0
1201200 Number of payiolis to generate
28 27
001200
lion:
101208 Pay Oate Computation
Daysto Payieli Date [0 @ !
WeskendiHoliday Rules (8] Leave at caleulated date L
Setto previous business date I
Satto next business date s 8
12 13
() Setts nearest business date
w0 20
6 27
oK Canced
2007
S M T WTF
12 3 45
78 0 10112
14 15 10 17 18 19
222 23 24 26 26
% 0N
Add Gonarate Save Cancal

2

w

12

Februsry 2007

M T W T
4
5 867 8
12 13 14 15
1% 20 21 22
20 27 28

May 2007
M T W T

12 32
7T 8 @ W
14 15 16 17
21 22 23 29
% 20 30

68 7 8 @
13 14 15 18
0 21 22 23
a7 W 30

F
2z
Ll
1%
23

10
7
24
=L

November 2007

M T W T

1
587 8
1z 13 14 15
19 20 21 22
7w N

F
2
[}
"
2
30

Macch 2007
M T WTF

1 2
58 8 7 8 9
12 13 14 15 18
19 20 29 22 23
20 27 28 20 30

4 6 0 7 8
11 12 13 14 15
18 1% 20 29 2
% W 27 /W0

Septamber 2007
M T WTF

3 4 858 8 7
10 11 12 13 14
17 18 19 20 21
24 25 26 27 28

December 2007
M T W T F

2 4507
10 11 12 13 14
17 18 19 20 21
24 25 20 27 2%

Verify that the periods shown under Payroll Schedules are correct. If not, you may manually edit an incorrect period by
first clicking on that period and then using the Edit button at the bottom of the schedule. Similarly, you may delete a
payroll period by selecting the appropriate period and then click “Delete."

User Sattings

From Date
OTRNZ005
020372007
020172007
0301/2007
040172007
050172007
080172007
070172007
00172007
ORA1/2007
10/01/2007
110472007
12601/2007
Q02008
OROZ005

Thru Dste
073172008
0232007
o2zero0?
0353172007
043072007
053172007
08/30/2007
07312007
OR312007
0RF0/2007
10/31/2007
117202007
122007
01312008
0202072008

Paid Date
072572008

02282007
03312007
0473072007
0572472007

0712007
02312007
09/30/2007
10/31/2007
11302007
123172007
o1E12008
022972008

' I l . Generate . Save I Cancal '

"
w
&
»
o

8 9 10 11 12 13
1% 8 17 18 19 20
24 25 18 27

]
8y

July 2007

2 3 4 5 0
8 9 10 11 12 13
15 % 17 18 10 20
22 23 24 25 8 7

Dctober 2007
E M T WT F
1 2 3 4 6
7T 8 0 10 1112
14 15 18 17 18 19
M R2BUBW
% 20 30

1"
18

14 15 18 17
21 22 73 24
22 W I N

Pugust 2007

M T WwWT

1 2
8 7 8 @
13 14 15 18
20212 23
27 B 2%

F
3
10
17
249
=11

Hovember 2007

M T WwT

1
5 8 7 8
12 13 19 15
10 20 21 22
27 18 W

E
2z
@
1%
<]
]

s

1"

25

March 2007
M T W T

1
5 67 8
12 13 14 15
w20 21 22
%278 W

BBz own

Juna 2007
M T WTF

458 7 8
112 13 14 15
18 19 20 21 22
B W BN

Septembar 2007
M T WTF

3 4 5§ 87
10 11 12 13 14
17 18 19 20 21
24 25 2 27 28

Dacamber 2007
M TWTF

3 4 58 7
10 11 12 13 14
17 18 19 20 21
24 25 W 27 I8
=

0
17

Pravious Year Nt Yaar
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Once all changes, deletions and/or additions have been made, you must click “Save.” The system will notify you when
the information has been saved.

User Sattings

From Date Thru Date Paid Date January 2007 February 2007 March 2007
07172008 07/21/2008 072872008 3 M TWTF 8 S M TWTF S M T WTF 8
2007 021132007 02M32007 123 48608 1203 123
0212007 02r282007 c2nancat 7 8 010111213 |4 6 8 7 & 0| 458067 8 010
b R 14 15 16 17 18 19 20 | | 11 42 13 13 15 16 17 | 11 12 13 14 15 18 17
0373172007 1373 1£2007
2122 23 24 25 26 27 | | 19 19 20 21 22 23 24 | | 18 10 20 21 22 23 24
04/30/2007 04/20/2007
=2 30 M 25 20 27 = 26 26 27 W 29 30 I
05/31/2007 05212007
0A/30/2007 0802007
070172007 0773172007 07/3172007 April 2007 May 2007 Juna 2007
0820172007 083172007 083172007 S MTWTF B S M TWTF S S MTWTEFS
090172007 002007 097302007 ] S IS 1 2% 48 AR
100172007 10/3472007 o, 8 9 W 11121314 |8 7 8 6 W1 12| 3 4 6 86 7 &8 9
A g S e 15 16 17 18 19 20 21 | |13 14 15 18 17 18 19 | | 10 11 12 13 14 15 0
e a5 75 27 2B 20 21 22 23 24 25 26 | | 17 18 10 20 21 22 23
120172007 121312007 123172007
27 0N 29 25 20 27 28 20 0
01/01/2008 01312008 LT —
02012008 0z2eR008 ozmanoog  Faviell Schadules saved
2007 Pasgust 2007 Septamber 2007
s I T E 8 S M TWTF 8 S M TWTFES
T 23 488 7 12 3 4 1

8 9 10 11 12 13 14 5 6 7 8 0 W011| 2 2 4 6 8 7 8
15 16 17 18 10 20 21 12 13 14 15 18 17 18 0 10 11 12 13 14 15

22 23 24 25 286 27 28 19 20 21 22 23 24 25 16 17 18 19 20 29 22
20 30 N 20 27 28 20 30 N 23 24 25 28 27 8 N
30
October 2007 MNovember 2007 December 2007
S M TWT F 5 S M T WT F s S M TWTF &
1 2 3 4 5§ 8 1 2 3 1

7 8 00243 [a 8 8 7 8 0W|| 23480878
19 15 18 47 18 19 20 | | 11 12 13 14 15 18 47 | 9 10 11 12 13 14 15
MR BB 110020 21 22 23 24 W7 12 19 20 21 22
% 29 30 3 25 20 27 28 20 30 23 24 25 28 27 2/ 20
3 30 31

Wire Transfer and ACH Credit Information

PERA Contributions
Use the following information to make payments of PERA contributions to PERA:

Bank Name: US Bank

Bank Routing Number (ABA): 1020 0002 1

Bank Account Name: PE.R.A. Multiple Beneficiary Pension Fund

Bank Account Number: 1 204 0001 3765

Reference Information Required: ~ Benefit contributions-Employer Number-Employer Name

Inquiries
Please address all inquires to the address below:

Attention: Operational Accounting Manager
1300 Logan Street

Denver, CO 80203

303-837-6214

Fax: 303-863-3813

29



Appendix A

PERA Contribution Report Fixed-Length Data File Specifications

Revised 10/5/2005
Detail Records (Required)

Description

Position  Length Type Decimal
1 1 A
2 1 N 0
3-5 3 N 0
6-8 3
9-17 9 N
18-41 24
42-45 4 N
46-54 9 N 2
55-63 9 N 2
64-69 6 N 2
70-78 9 N 2
79-87 9 N 2
88-94 7 N
95 1 A
96-97 2 N 0
98-106 9 N 0
107-115 9 N 2
116-124 9 N 2
125-128 4 A 0

Record Type
CPPS Code

PERA Employer Number

SSN
Member Name
Pay Period End Date

PERA DB Salary’

PERA Member Contributions?

Life Insurance Premiums

Member MatchMaker
DC Contributions

MatchMaker

File Layout Flag

Non-12 month pay pattern

State Share
-OR-
Zero Fill

DC Salary

Retiree Salary

Enter the letter “D" (detail) for each detail record

Enter a "0" except for State agencies reporting under the
State's Central Payroll Processing System entera “1".

Zero fill

Enter your three-digit assigned PERA-affiliated employer number. Right justify. Zero
fill leading zeros.

Member's nine-digit Social Security number. Right justify. Zero fill leading zeros.
Member's Name—Last First Middle. Do not use any punctuation. Left justify.

Payroll Period Ending Date—(MMYY)—Enter the month and year of the
ending date of the payroll period for the amounts reported on this record
(example: "0705" for July 2005). Right justify. Zero fill leading zeros.

Enter the salary for members enrolled in the PERA defined benefit plan. Two
decimal places assumed. Right justify. Zero fill leading zeros.

Enter the PERA Member Contributions, equal to the salary multiplied by the
member contribution rate. Two decimal places assumed. Right justify. Zero fill
leading zeros.

PERA Life Insurance Premium(s). Two decimal places assumed. Right justify. Zero fill
leading zeros.

This field is used only when calculating PERA MatchMaker contributions.

This field should contain zeros after 5/31/2004. When used, this shows the
member's contributions to a defined contribution (“DC") plan. This can be any
tax-deferred retirement program in which the member participates and is
either established under state law or sponsored by the employer and is
authorized under section 401 (k), 403(b), 457, or 401(a) of the Internal
Revenue Code. Two decimal places assumed. Right justify. Zero fill leading zeros.

PERA MatchMaker contributions. This field should contain zeros after 5/31,/2004.
This is the portion of the member's contributions to a DC plan that are matched
under PERAs MatchMaker program and have been sent to a DC plan for the
member. The match is the lesser of (a) the member's contributions to an eligible
tax-deferred retirement program, or (b) the member's PERA-includable salary
multiplied by the effective MatchMaker rate. Two decimal places assumed. Right
justify. Zero fill leading zeros.

Zero Fill

File Layout Format Flag — Enter a pound sign (“#") in this field to indicate you
are using this updated file layout. NOTE: You may begin using this new layout
beginning on 6/1/2005. PERA will not accept the old file layout after
12/31/2005.

Non-12 month pay pattern — If a member has a regular pay cycle where he or
she is paid between 8 to 11 months each year (such as a school teacher who is
not paid over 12 months), enter “08", otherwise enter "00".

This field is ONLY used by the State's Central Processing System (CPPS) to
show the State's employer contribution for each member. All other
employers should zero fill this field.

This field is only used by eligible employers. Enter the salary for employees
who have elected a defined contribution plan in lieu of the PERA defined
benefit plan. If there is an entry in this field, positions 46-54 and 116-124
should contain zeros.

Enter the salary for any employee who is a PERA retiree receiving a PERA
benefit and is working after retirement. If there is an entry in this field,
positions 46-54 and 107-115 should contain zeros.

Blanks

' In the "numeric” cells, make sure you only use the numbers O through 9. Do not use the letter “o" for a zero. Do NOT use a decimal point. Two decimal places are assumed for all amount
fields. Right justify. Zero fill leading zeros. Precede negative amounts with a negative sign ("="). Do not use EBCDIC encoding.

? Ifthere is an entry in the PERA DB Includable Salary field or the Member Contributions field, there should not be an entry in positions 107-124. (Report salary only one time in either the
PERA DB Salary field, the DC Salary field, or the Retiree Salary field.)



PERA Contribution Report Fixed-Length Data File Specifications
Revised 10/5/2005
Grand Total Record (Required)

Position Length Type Decimal Description
1 1 A Record Type Enter a "T" (total) for the final record in the file, indicating that
this is a file total record
2-17 16 N 0 Zero fill
18-41 24 A 0 Blank fill
42-45 4 N 0 Zero fill
46-54 N 2 PERA DB Salary Grand total of all salary for the PERA DB plan shown in the detail

records. Two decimal places assumed. Right justify. Zero fill
leading zeros.

55-63 9 N 2 PERA Member Contributions ~ Grand total of all PERA Member Contributions shown in the detail
records. Two decimal places assumed. Right justify. Zero fill
leading zeros.

64-69 6 N 2 Life Insurance Premiums Grand total of all PERA Life Insurance Premiums shown in the
detail records. Two decimal places assumed. Right justify. Zero fill
leading zeros.

70-78 9 N 2 Member MatchMaker Grand total of all member MatchMaker DC contributions. shown in the
DC Contributions detail records. Two decimal places assumed. Right justify. Zero fill
leading zeros.
79-87 9 N 2 MatchMaker Grand total of PERA MatchMaker contributions shown in

the detail records. Two decimal places assumed. Right justify. Zero
fill leading zeros.

88-94 7 N 0 Zero fill
88-94 7 N 0 Zero fill
95 1 A 0 File Layout Flag "#"
96-97 2 N 0 Zero fill
98-106 9 N 0 State Share This field is ONLY used by the State's Central Payroll Processing
-OR- System (CPPS) to show the State's employer contribution for each
Zero Fill member. All other employers should zero fill this field.
107-115 9 N 2 DC Salary Grand total of DC Salary shown in the detail records. Two
decimal places assumed. Right justify. Zero fill leading zeros.
116-124 9 N 2 Retiree Salary Grand total of Retiree Salary in the detail records. Two
decimal places assumed. Right justify. Zero fill leading zeros.
125-128 4 A 0 Blanks

File Name Convention: Name your file "AGnnnPR" where nnn is your three-digit PERA-affiliated employer number. For example, if your PERA-affiliated employer number is “744",
your PERA contribution file that you send to PERA would be named AG744PR.



PERA Contribution Report Spreadsheet Specifications
Revised 10/5/2005

The PERA Contribution Report can be submitted to PERA as a Microsoft Excel spreadsheet file (“xls"). When you set up your spreadsheet, put
the following information in each column:

Maximum Number
of Characters

Type of Characters

Column Data Item to Use'

Description

A "D" for detail records
“T" for final row totals

Enter one row for each member for whom you are reporting contributions. 1
Enter a "D" in column A for each member to indicate to PERA that thisis a

Alpha-numeric

PERA Employer Number
Social Security Number

"detail" record item. Enter a “T" in column A of the final row on your
spreadsheet and record the grand total for all amounts in

columns F, G, H, 1,J,N, and O.

Enter your three-digit assigned PERA-affiliated employer number.
Member's Social Security number—Do NOT include leading zeros.
Do not use hyphens to separate numerals.

Numeric'
Numeric

Member Name The name of the member (Last First Middle Initial) 24 Alpha-numeric
(Last First Middle) Do not use punctuation to separate names.
Pay Period End Date Enter the month and year of the ending date of the payroll period 4 Numeric
(M)MYY for the amounts reported on this line. Omit leading zeros
(example: enter 705" for July 2005; or "1205" for December 2005.)
Do not use any special date formatting. Do not enter a slash or dash
between the month and year.
PERA DB Salary? Enter the salary for members enrolled in the PERA Defined Benefit plan. 9 Numeric
Rounded to two decimal places.’ Do not use commas or dollar signs.
PERA Member Enter the PERA Member Contributions, equal to the salary multiplied 9 Numeric
Contributions by the member contribution rate. Rounded to two decimal places.
Do not use commas or dollar signs.
Life Insurance PERA Life Insurance Premium(s). Do not use commas or dollar signs. 6 Numeric
Employee MatchMaker  This field is only used when calculating PERA MatchMaker contributions. 9 Numeric
DC Contributions This field should contain zeros after 5/31,/2004. When used, this shows
the member's contributions to a defined contribution ("DC")plan. This
can be any tax-deferred retirement program in which the member
participates and is either established under state law or sponsored by
the employer and is authorized under section 401 (k), 403(b), 457, or
401 (a) of the Internal Revenue Code. Round to only two decimal places.?
J - MatchMaker PERA MatchMaker contributions. This field should contain zeros 9 Numeric
after 5/31,/2004. This is the portion of the member's contributions
to a DC plan that are matched under PERA's MatchMaker program and
have been sent to a DC plan for the member. The match is the lesser of
(a) the member's contributions to an eligible tax-deferred retirement
program, or (b) the member's salary multiplied by the effective
MatchMaker rate. Round to only two decimal places.’
K FILLER (Blank) Blank Blank
L FILLER (Blank) Blank Blank
M Non-12 month If a member has a reqular pay cycle where he or she is paid
pay pattern between 8 to 11 months each year (such as a school teacher
who is not paid over 12 months), enter “8," otherwise leave blank. 2 Numeric
N DCSalary This field is only used by eligible employers. Enter the salary for 9 Numeric
employees who have elected a defined contribution plan in lieu of the
PERA defined benefit plan. If there is an entry in this field, columns F
and O should be blank.
O  Retiree Salary Enter the salary for any employee who is a PERA retiree receiving a 9 Numeric

PERA benefit and is working after retirement. If there is an entry in this
field, columns F and N should be blank.

' Inthe "numeric” cells, use only the numbers O through 9. Do not use the letter “o" for a zero. For all amount fields, you must include the decimal point. For SSNs that begin with a zero, omit
the leading zeros. Do not use the spreadsheet’s formatting function to format a cell as "text format" if the cell is supposed to contain a numeric value. Precede negative numbers with a
negative sign ("-").

? Ifthere is an entry in the PERA DB Salary field or the Member Contributions field, there should not be an entry in columns N and O. (Report salary only one time in either the PERA DB Salary
column, or the DC Salary column, or the Retiree Salary column.)

? Use the = ROUND function (Excel) to round any calculations to two decimal places. If you do not use the Round function, the spreadsheet will carry all decimal places and the grand total
amounts may not be correct.

Naming Convention: Name your file "AGnnnPR" where nnn is your three-digit PERA-affiliated employer number. For example, if your PERA-affiliated employer number is “860", then your
PERA contribution file that you send to PERA would be named AG860PR. Your spreadsheet program will put an “xIs" extension on the end of the file name so in this example, the final name
would be AGB60PR xIs.



PERA Contribution Report Spreadsheet Example
The following is an example of an Excel spreadsheet for PERA contribution reporting:

A B C D E F G H | J

1 PERA Social Member Name Pay Period PERA PERA Life Member PERA
Employer Security (Last First Middle) End Date DB Member Insurance ~ MatchMaker DC MatchMaker
Number Number (MMYY Salary Contribution Contribution

2 D 413 101111101 Brooks Bruce B 705 2000.00 160.00 13.00

3 D 413 201222201 Chavez Carla C 705

4 D 413 301333303 Dobb Diane D 705 5000.00 400.00 26.00

5 D 413 401444404 Enble Eve E 705 2750.00 220.00

6 D 413 501555505 Fisher Frances F 705 1800.00 144.00 26.00

7 D 413 601666606 Gimble George G 705 1600.00 128.00 6.50

8 D 413 101777707 Heinze Hank H 705 200.00 16.00

9 D 413 801888808 Irving Irene | 705

10 D 413 901999909 Jensen Jasmine J 705 6500.00 520.00 26.00

nm T 19850.00 1588.00 97.50 0.00 0.00

Use columns A through M only for the items described. Do not use commas, dashes, dollar signs, or any special cell formatting. Save a copy of your spreadsheet to use as a template

for your next payroll cycle.

M
Non-12-
month
Pay Pattern

N
DC
Salary

0.00

0
Retiree
Salary

2500.00

2000.00

4500.00



