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L.

IL.

Launch Internet Explorer (or any other web browser) and type www.lasersonline.org into
the address bar. Click the link “Agency Information”

|@ Home : Louisiana State Employees’ Retirement System (LASERS) - Windows Internet Explorer [__][E}ﬁ
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Louisiana State Employees’
Retirement System

v Page~ Safety ™ Tools ™ '@"

Actives

Investments Publications & Reports Forms Helpful Links

Follow us on” E Facebook ki Twitter EIRSS

Messages from LASERS

Learn about the LASERS Self-Directed Plan by Making
Your Reservation Today

Attend a special August 24th Seminar in Baton Rouge offered by
Great-West Retirement Services. Material...

Bill Creating License Plate for Retired State Employees is
Now Law

The 2010 Legislature has approved a bill that would create a
special license plate for state retirees..

Looking For Qur Benefit Calculator?
A new benefit calculator can now be located under the "Actives”
tab by accessing the "Active...

LASERS Protects Your Privacy Customer Satisfactionl|
If you choose to provide us with personal information - by filling Survey
out a form with your personal information... How are we daing? |

Your feedbackis |

» View Messages Archive important to us.

About LASERS | Investments | Publication & Reports | Forms | Helpful Links | FAQs | Actives | Employers | Contact Us | Sitemap | Search | Retirees | Home
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Click the link “Employer Self Service”

Log In: Enter your Agency ID and Password and click “Login”. (All agencies have been
assigned an Agency ID and password upon release of Employer Self Service-if you do not
have this information please contact asklasers@lasersonline.org)




Louvistana State Emprovees’
ReTimemMeENT SYsTiM

HBM[

Lasers Ho Louisiana Home | isiana Agency Index

Available Forms: | GET ADOBE ACROBAT READER | m

Employer

|3Emnevmse|f It),uﬂp [ﬁc«nactus

Home » Login

Login

no guarantee of the accuracy of the data.

If your agency has already established an account, please login:

Enter your Agency ID and Password (Password is case sensitive):
Agency 1D:

Password: .

The information contained on this site is provided to LASERS member agencies via a secure connection, Any information you view or enter for your
agency while connected to this site cannot be viewed by anyone else on the web.

The information on the following web pages Is for the use of LASERS member agencies only. Itis not audited or certified as correct, and LASERS makes

By logging in, | acknowledge that | have read this disclaimer and understand that the information provided is not audited or certified as correct.

From the “Home Screen”, you can navigate to any of the modules listed below.

Fncm‘ Sandbox

ERS

Louisiana Stare Ennou“
RETIREMENT S¥sTEIM

Lasers Home | Louisiana Home | Louisiana Agency Index

Available Forms:| GET ADOBE ACROBAT READER v |

|_%Emcanevwrl | € Help | 84 Contact Us

00912-ESS Agency 01

Welcome to SOLARIS, a state-of-the-art technology tool that will provide you with access to your LASERS employer reporting, employee enroliment and
agency & personnel maintenance. SOLARIS is designed to improve your access to agency information, and improve the senice that we are able to

provide.

-LASERS

* You may view detailed information and instructions by clicking on the help link atthe top of each screen

KMember Maintenan
Agencies can change a member's enroliment data and demographic
data using Member Maintenance,

Member Enroliment
Agencies can enroll an employee as a member using Klember
Enroliment

Emplaver Inquiry

Agencies can view current and historical member information, including
history with other agencies.

Logout
Exit ESS and return to the login page.

Emplgver Repoding

Employer reporting provides a portal for an agency to submit employer
and employee contributions as well as change emplovee demographic
information all on one screen.

P orti
ORP Employer reporting.

Opt 14 Rehired Retiree
Agencies can enter monthly i and change der hic data
using Opt 14,

Emplover Maintenance
4gencies can view and add employer contact information using
Employer Maintenance

Employer Reporting Module: This module allows an Employer to submit contributions and



change demographic information for an employee all on one screen.

v:3.5.689.0

IFnca( Sﬁndbox

Louvisiana Srarx Ennot:ll
RETIREMENT SvsTiM

Available Forms: | GET ADOBE ACROBAT READER v

Lasers Home | Lnu:qmna Home | LI}UIEIqﬂj Agency Index

2 Educate Yourself |q1-|e|p ] |ﬁcmmu;

00912-ESS Agency 01

provide.

-LASERS

Member Maintenan
Agencies can change 3 member's enrcliment data and der

Welcome to SOLARIS, a state-of-the-art technology tool that will provide you with access to your LASERS
agency & personnel maintenance. SOLARIS is designed to improve your access to agency information, and improve the semce that we are able to

enroliment and

ployer rep g. emp

* You may view detailed information and instructions by clicking on the help link atthe top of each scree

Emplover Repording

data using Member Maintenance.

lember Enroliment
Agencies can enroll an employee as a member using Member
Enroliment.

Emplaover Inquiry

Agencies can view current and historical member information, including
history with other agencies.

Logout
Exit ESS and return to the login page.

Empioyer reporting provides a portal for an agency to submit employer
and employee contributions as well 3s change employvee demographic
information all on one screen.

P ortin
ORP Employer reporting.

Opt 14 Rehired Retire
Agencies can enter monthly @amings and change demaographic data
using Opt 14,

Emplover laintenance
Agencies can view and add empleyer contact infermation using
Employer Maintenance.

Submitting Employer and Employee Contributions: The main screen of Employer
Reporting is “Contribution Summary” which lists contribution history, submission date,
earnings, Employee/Employer contributions and merge date. To view, modify, delete or
add contributions for the current month select the “View/Edit” to the left of the

current report month. This will bring you to the “Contribution Detail” screen.

F:sm! Sandbox
LASERS

Louvisiana Stave Eurlovzzs
RETIREMENT SyYsTEM

Lasers Home | Louisiana Home | L ana Agency Index

Available Forms: | GET ADOBE ACROBAT READER v

|3£ducate‘murself| |guerp | | aacmacwsl

Contribution Summary

rolovar > Contibution Sumemarn

00912-ESS Agency 01

Employee Contribution

Report Month Salary

ViewEdit 0212009 §4.000.00 5320.00|
| viewEdit 01/2009| §4.000.00 $320.00
ViewEdit 12/2008| 54,000.00 5320.00|
| ViewEdit 11/2008| §4,000.00 $320.00|
View/Edit 10/2008| 54,000.00 $320.00|

Agency Template Status

Employer Contribution | Net Amount

Status Submission Date | Merge Date
i

03110/2009| 03/10/2009

03/10/2009} 03/10/2009

03/1022009| 03/1072009

0310/2009| 03/10/2009

$1.060.00 | TEMPLATE
$1,060.00, MERGED
$1,060.00) MERGED
$1,060.00) WERGED
$1,060.00, MERGED

574000
5740.00
$740.00
$740.00
$740.00

Display Default



e Template: This is the active agency report. Amounts are based on the last merged
period, factoring in the number of pay periods based on the agency calendar.

e Load: The template, now referred to as Contribution Summary Report (CSR) has
been transmitted to LASERS and is awaiting further processing.

e Balance: Sufficient funds have been applied to the CSR to allow further
processing.

e Unbal (Unbalanced): Either insufficient funds have been applied to the CSR to
allow continued processing or the Balance batch has been run before funds are
applied.

e Edit: Contribution data is validated against Critical and Non Critical exceptions.

e Error: CSR has failed a validation, typically against a Critical exception.

e Merge: CSR has successfully updated both agency and member contribution
history for the reported period.

“Contribution Detail” is a summary view of Contribution Details for each employee in an
agency. This screen provides drill down capability to a specific reporting period for each
employee and enables you to view/edit demographic information, modify contribution
amounts for a particular month or delete a record for an employee.

Click View/Edit to route to a member’s individual detail record. The “Filter By SSN” box
located at the top of the grid, provides an option to enter the SSN of a specific employee and
to drill down and view details. Upon clicking remove filter, ESS will return to the
Contribution Detail Screen shown below.

IL'F iscal Sﬁm db §

Loutsiana State EmproveEs'
RETIREMENT SYsTEM

Available Forms: | GET ADOBE ACROBAT READER v

|3Educate‘|’ourself| | © Help I {S&ContactUsl

Weleome Employer > Contribution Summary > Contribution Detail

00912-ES8S Agency 01
| 900990999 Filter By SSN | | Remove Filer |
Work Base Employee | Employee Employer Adi P‘z] t
Period| Salary | Eamings |Contribution Contribution “ﬁme“
i — . i _ : : |
\,‘ig-!{;Egi]iQ&Ie_[g;;ggllou ‘JOHNDOE |21112000 | 212812000 |RGL2|  12/52,000.00| S2000.00/  s180.00|  $370.00

| 200-00-

| Z | | | |
\!iewJEdit!Delete: 0001 ‘JANE DOE i211r2009!2!2&'2009 RGL2 12%52,000.00! $2,000.00 3160_00‘ $370.00

| AddRecord || SubmitReport | | Return to Payroll Summary |




Edit demographic, enrollment, or contribution information on the individual member detail

screen.

» Click SAVE at the bottom of the screen. This will save changes and give a ‘confirmation
message” as well as inform you of any errors in the record that need to be corrected prior
to submitting.

* To cancel any change made to a member’s record click CANCEL.

*  When editing is complete and errors corrected, click RETURN to go back to the
Contribution Detail screen.

When clicking “Save” the screen will refresh and automatically scroll to the top of the screen
and display a “Save Successful” message. Also, when the record is saved ESS validates the
information entered and if there are any discrepancies a “Reminder Message” (these are also
referred to as “Exceptions”) will be displayed in red at the top of the screen near the “Save
Successful” message. Please see Appendix B of this document for further explanation of what
each “Exception” means. You can edit the information again after the Reminder Message is
displayed and Save again, which will save the most recent changes.

** See next page for screen print™*



A Fiscal ?a ndbox

Louisiana Stare Ennovus
Rertimemunt Svarem

FAvailable Forms: | GET ADOBE ACROBAT READER

na Home | Lou

(2 Esvcate vourser ] @ e | (83 comactus |

EmployerReporting - Edit Contribution Detail

00912-ESS Agency 01

Agency: *|ESS Agency 01 ¥/
ssi: +[100000001 Birth Date: Trnseo B nwoonver
Gender. . IMaT | Prefic [7‘;]
First Name: +[JoHn | Middle Name: 1
LastName: *|DOE | Suffic E
Address Line 1: *|100 CENTER STREET | Address Line 2: | |
City: *[mam ey ] State: *[ Louisiana v
Zip Code: .?U&H— Daytime Phone: [—]
Evening Phone: | Work Emall Address: | |
Enroliment Date: . @ Employment Type: .
Appointment Begin Date: —ﬁ Appointment End Date:
Scheduled Hours Per Week: . :_Greater than 20 v] Work Period (Month): - [12-Menth Emﬁinyaa v
Employee Classification: » @
Dual Employment O
Termination Date: E‘EE Location Code: |
ISISEmployeePersoniDNumber: | |
LWOP Begin Date: B
LWOP End Date: .  m=m LWOP Reason: - |
Pay Period Begin Date: o0 B Pay Period End Date: " [2282000 | B
Pajment Date: ‘(2282009 B Pay Frequency -
Hourly Rate: :arxxx Hours Worked: - ’@
Full-Time Base Salary: “[200000 | oonn Eamings: * [200000 looorn
Eamings Indicator. . IE Retirement Plan Code: X - ke
Employee Sheltered C 18000 oo Employer Sh c *[37000 Lo
Unsheltered Reason: [ = Furlough End Date: | B nuoorvry
Furlough Begin Date: [ ) uporvrvy  Emploer Unsheltered C ] 5
Furlough Hours: l:l
S —
Routing Number: 4] Account Number: [:I
Account Type:



Choose BACK or NEXT to move between records without returning to the Contribution
Detail screen.

NOTE: When using BACK or NEXT, be sure to click SAVE after making any changes. If
SAVE is not clicked and you navigate to another record the changes will not be saved.

Lasers Hnmo | Louisiana Home | Lnunsnana Agency Index

Lsca{ Sandbox

LASERS

Loutsiana State Emprovees’
RETIREMENT SYSTEM

Available Forms: | GET ADOBE ACROBAT READER v |

| 2 Educate Yourself | | @) Help | |sacma.:ws|

EmployerReporting - Edit Contribution Detail

00912-ESS Agency 01
[ Back | I Copy ] [New] [Next }

Demographic Information
SSN: +[100000001 | Birth Date: “[11171960 |2 ynwoorvryy
Gender: “[Male ~ | Prefixc _v|
First Name: 2 |JOHN | Middle Name: ]
Last Name: ? |DOE | Suffic —v|
Address Line 1; *|100 CENTER STREET | Address Line 2:
City: *[mAIN cITY | State: *| Lovisiana v
Zip Code: ‘[r0801 ] Daytime Phone: | —

Evening Phone: | Work Email Address:




To ADD a record to the current month’s template return to the Contribution Detail screen and
click the “Add Record” button at the bottom of the screen.

Fiscal Sandbox
LASERS

Loutsiaxa State EmProvers’
RETIREMENT SYsTEM

-

Available Forms: | GET ADOBE ACROBAT READER v

|3Ec|ucate‘rcm.etr| Iguelp l Isac.mtactUsl

Welcome Employer > Contribution Summary > Contribution Detail

00912-ESS Agency 01

| | (900999909) [ Filter By SSN | [ Remove Filer |

Pay

NHOr | B ane N [ Imrsoyes s Emesoyes| | IOy or e trriont

Period| Salary | Eamings |Contribution| Contribution

| | | Type
:ummp_ele(g ;ggf'“' JOHN DOE 2/1/2009 | 2128/2009 | RGL2 12‘52.000,00‘ $2,00000|  $160.00
| | o | |
|ViewEqit| Delete 200-00- | ;e pOE 2/1/2009 | 2/28/2009 [RGL2|  12/$2,000.00| $2,00000]  $160.00

0001

[ AddRecord || SubmitRepot | [ Retum to Payroll Summary |

Upon clicking add record, you will be prompted to enter the SSN of the member to add. Click
“next” to proceed to the detail of the member to be added to the report. If the member has not
been enrolled prior to clicking the next button on the add screen, click “cancel” to return to the
prior screen to navigate back to the welcome screen to enroll that member.

'y

Fiscal Sandbox
LASERS

Louirsiana State EMPLOYEES
RETIREMENT S¥YSTEM

Available Forms: | GET ADOBE ACROBAT READER v |

| 2 Educate Yourselr | | @ Hep | | 84 contact us |

Search By SSN

00912-ESS Agency 01

Enter Member SSN
Enter the lember SSN that you will work with and then click on the [MNext] button

SSN: . |(999999999}

] Next>> | | Cancel

10



Once the SSN is entered and SOLARIS verifies that the member has been enrolled in the active
agency, then the member’s individual Contribution Detail record will display. This table allows
information to be entered or edited.

F:s( al Sandbox

LASERS

Louisiaxa Stare Emrrovens’
RETIREMENT SysTEM

Lasers Hume | Lounsnna Home | Lounsnana Agency Index

iS.EmmvmrU © tiep | |_£ormu.~; |_

EmployerReporting - Edit Contribution Detail

00912-ESS Agency 01
Agency *| ESS Agency 01 &
SSN: *1100000001
Gender ‘[Male v
First Name *[JOHN
Last Name: ; DOE
Address Line 1: *[100 CENT_ER STREET
City: *[mam ciTy '

Zip Code: *[70801

Evening Phone:

8ifth Date: “[111/1960 |2 smwoorvvry
Prefix: . b

MWiddle Name:

Suffic v

Address Line 2:

State: *| Louisiana NS
Daytime Phone:

Work Email Address:

Processing Pay Adjustments: The Pay Adjustment feature is the method which agencies should
report and correctly allocate retro payments made to members. This will correctly state the
individual period's earnings and contribution information so the member can receive proper
earnings and service credit. The adjustment can be made for up to the previous 12 reporting

months.

11



Contribution Information

Pay Period Begin Date: *13/1/2009 Pay Period End Date: * 13/31/2009

Payment Date: *13/27/2009 ] Pay Frequency: * | Monthly b

Hourly Rate: bt 3% Hours Worked: '160 00 .

Full-Time Base Salary *12000.00 OO XX Eamings: * [4000.00 bt o

Earnings Indicator: e w Retirement Plan Code: Regular Employee-New Plan v
Employee Sheltered Contribution:  *|320.00 XX XK Employer Sheltered Contribution:  * |740.00 | 00300

Unsheltered Reason: v Furlough End Date: 2 MMDDIYYYY
Furlough Begin Date: i MwDosvyyy  Employer Unsheltered Contribution: |0 X000 XX

Furlough Hours:
Employee Unsheltered Contribution: |0 booe Xt Pay Adjustment

Banking Information

Routing Mumber ' Account Number:

Account Type:

[Sa'.'e” Cancel H Retumn |

On the Member’s Edit Contribution Detail screen enter the total contributions for the current
month as well as the month represented in the retro pay adjustment. Click the “Adjustment”
button and you are directed to the “Retro Pay Adjustment” screen.

“Total Adjustment Amount” is the total of the Employee and Employer Contribution pay
adjustment.

“Adjustment Amount” is where you break out the Earnings and Contributions that are for the
prior period.

The Report Month is the month that the Retro Pay Adjustment is being made for. When this is

populated the pay begin date and pay end date fields will auto populate according to the agency

pay calendar.

12



Louvisiana State EmProveEs'
RETIREMENT S¥YsTEM

lssducahevmsarl lt},Help ] | gacmactUsl

00005-Louisiana Seafood Board

Retro Pay Adjustment

Current Reporting Period: 200903

MName: RALPH CATFISH
Total Adjustment Amount: 530.00 '

Eamings: EE Sheit ER Shelt
Adjustment Amount 200000 | [16000 | 37000 |
Remaining Adjustment Amount: $0.00 $0.00 50.00

Report Month Pay Begin Date Pay End Date Base Amount Earnings Sheltered EEs Sheltered ERs

After the information is entered to save the retro pay adjustment click the diskette icon to the left
of the report month field. ESS verifies the information entered and will illuminate the “Apply”
button at the bottom if the information entered is correct. If the information is not correct, error
messages will be displayed below the grid to explain the error.

After clicking the “Apply” button, click “Return” to return to the Edit Contribution Detail screen
for this member. You will notice that the contributions will now be less than when you began
because ESS has taken the contributions that were for the prior month as indicated above and put
them separately.

13



Lasers Home | Louisiana Home | Louisiana Agency Index

Louisiana Stare EmproveEs'
RETIREMENT S¥YSTEM

Available Forms: | GET ADOBE ACROBAT READER v| | OPEN |

| 2 Educate Yourselr | | @) Help | | 84 Contact us |

Wseleomg Employgr > Contribution Summgry > Contribution Detgil

00005-Louisiana Seafood Board

| (999999909) I Filter By SSN ] I Remaove Filter ]

Pay Pay
e z Pay End - Work Base Employee | Employee Employer R
e AT Be0" | pate | " |period| salary | Eamings |Contribution|Contribution Ad“T'?D"‘;e“'

| | ' |
| viewEdit |§ggf° ‘RALPH CATFISH |31/2000|331/2009|RGL2|  12|$2,000.00 sz,ooo.nu‘ $160.00  $370.00
ViewEdit| Delete ggg 1“‘:" RALPH CATFISH | 1/1/2000 | 1/31/2009|RGL2|  12/$2.000.00| 200000  $160.00 RETRO

Ponterfoendl e Add Record || SubmitReport | [ Retum to Payroll Summary |

The Contribution Detail screen will now reflect the current month reported (top row) as well as
the Retro Pay Adjustment.



When you click the submit button the wording on the button will change to “Finalize
Submission” and a warning message will appear that reads “Once report submitted, no
adjustments can be made”

3.5.885.0

Fiscal Sandbox
LASERS

Louisiana State Emprovees'
RETIREMENT SYsTEM

Available Forms: | GET ADOBE ACROBAT READER |

|3Em.icate‘|’mnselfl | ©) Help | l ﬁc.mtactUs|

Welcome Emoloyer > Contribution Summary > Contribution Detail
00912-ESS Agency 01
| (999999999) i Filter By SSN ] I Remave Filer I

Pay

Work | Base | Employee | Employee | Employer
Period| Salary Eamings  Contribution Contribution

Adjustment
Type

| |
2/1/2009 | 2/28/2009 | RGL2 $160.00 §370.00

12| $2,000.00 ‘ $2,000.00

$160.00 ‘ $370.00

2/1/2009 | 2/28/2009 | RGL2 i

|
12|52,000.00 ‘ $2,000.00

[ AddRecord |[ SubmitReport | [ Return to Payroll Summary |

Iy

Fiscal Sandbox
LASERS

LovisiaNa State EmpPrLovYEES' !.}'
ReTiREMENT SysTEM

L?.Educate'rmrselr[ | € Help | | 84 Contact Us |

Once Report is Submitted, no adjustments can be made.

Welcome Employer > Contribution Summary > Contribution Detail
Contribution Detail
| (@99999999) Filter By SSN | [ Remove Filer |

Pay : Pay
: Pay End Work Base Employee | Employee | Employer :
SSN Name E H_l: Date Plan Period| Salary Eamings | Contribution Contribution Adllﬁ;r;em

|viewEdit | Delete| 190-0 | j0HN DOE 21112009 | 21282009 |RGL2|  12/$2,000.00| $2,000.00|

$160.00

$370.00

View/Edit| Delete [200-00-

10004 JANE DOE 211/2009 } 2/28/2009 ‘ RGLE‘ 12/52,000.00| $2,000.00

| $160.00 $370.00

| AddRecord | [ Finalize Submission | [ Retum to Payroll Summary |




r:3.5.888.0

Fiscal Sandbox
LASERS

Louisiana State EMpProveEs'
RETIREMENT S¥sTiM

T i e ol o R S
Available Forms: | GET ADOBE ACROBAT READER v
2 Educate Yourself | ©) Help ] | &4 Contact Us |

Contribution Summary Submitted

The contribution summary for the report month 02/2009 has been successfully submitted on 3/18/2009 7:45:58 AL

00912-ESS Agency 01

After clicking “Finalize Submission” the Contribution Summary Submitted confirmation page is
displayed. Click “Return” and you are directed back to the Home Screen.

16



IV. Employer Maintenance Module: To view, add, or edit Employer contact information
return to the Home Screen and select “Employer Maintenance”.

r _Tisca[Sa ndbox
LASERS

Louisiana State EmpProYRES'
RETIREMENT SysTiMm

00912-ESS Agency 01

Welcome to SOLARIS, a state-of-the-art technology tool that will provide you with access to your LASERS employer reporting, employee enrolliment and
agency & personnel maintenance. SOLARIS is designed to imp your access to agency infi tion, and imp the service that we are able te
provide.

-LASERS

* You may view detailed information and instructions by clicking on the help link at the top of each screen.

Hember Maintenance Emplover Reporing

Agencies can change a member's enroliment data and d hi Employ porting provides a portal for an agency to submit employer

data using Member Maintenance. and employee contributions as well as change employee demographic
information all on one screen.

Hember Enroliment ORP Reporting

Agencies can enroll an employee as a member using Member ORP Employer reporting.

Enroliment.

Agencies can view current and historical member information, including Agencies can enter monthly eamings and change demographic data

history with other agencies. using Opt 14

Logout Emplover Kaintenance

Exit ESS and return to the login page. Agencies can view and add employer contact information using

Employer KMaintenance.

Click the link “‘Employer Maintenance’



Complete all fields with asterisks save, cancel or return to the previous screen.

Fiscal Sandbox
LASERS

Louisiaxa State EmMpProveEs'
RETIREMENT S¥YsSTEM

Lasers Home | Louisiana Home | Louisiana Agency Index

SN PP

2 Educate Yourself | | € Help 84 Contact Us

Employer Maintenance

00912-ESS Agency 01

Contact Information

Contact Type: " ’W(ALO}V! Agency. " W
Wailing Type: IE Work Phone: * 12255551212 |
Contact Location: * | Main or Headquarters - Default v| Waork Email Address: * [jdoe@essagency.gov |
Prefix I Faxs: +| 2255851213 |
FirstName:  *[John ]

LastName:  *[Doe |

Suffic |_ v

Address Line 1 'i‘ll]!] Main Street |

Address Line 2; | |

o *[Main Gty

State: : | Louisiana V|

Zip Code: *|70804

[Sa\we] [ Cancel ] [Return ]

Notes about Employer Maintenance:
e Can only have one of each type of contact for your agency (i.e. 2 “HR Liaison”
contacts are not allowed)
e Cannot delete a contact fully via ESS, the information can be edited for each type of
contact but the entire record cannot be deleted.
e For changes that cannot be made via ESS contact your agency contribution
representative



Opt 1A Rehired Retiree Module: Agencies can enter monthly earnings and change
demographic data for employees who are Rehired Retirees that have chosen Option

1A.

NOTE: If a Rehired Retiree is hired who has chosen Option 1A then that member is
required to complete the Reemployment of Retiree form (included in this packet as well as
available in the Agency Information section of the LASERS website, www.lasersonline.org)
and submit it to LASERS. Once the form is received by LASERS and processed then the
agency will be notified that it has been approved and LASERS will add the employee to
SOLARIS for Rehired Retiree Option 1A. If this form is not completed, received and
approved by LASERS, then the Rehired Retiree will not be found in the Opt 1A Rehired
Retiree Module.

Lasers Home | Louisiana Home | Louisiana Agency Index

Fiscal Sandbox i L NG|

Louvisiana State EmMmPLOYEES
RETIREMENT SYSTEM

I%Educatemselrl [t_),Help I | s.i(:omacwsl

00912-ESS Agency 01

Welcome to SOLARIS, a state-of-the-art technology tool that will provide you with access to your LASERS employer reporting, employee enroliment and
agency & personnel maintenance. SOLARIS is designed to improve your access to agency information, and improve the service that we are able to
provide.

-LASERS

*You may view detailed information and instructions by clicking on the help link at the top of each screen.

Member Kaintenance Emplover Reparting

Agencies can change a member's enroliment data and demographic Employer reporting provides a portal for an agency to submit employer

data using Member Maintenance. and employee contributions as well as change employee demographic
information all on one screen.

lember Enroliment ORP Repaorting

Agencies can enroll an employee as a member using Member ORP Employer reporting.

Enroliment

Emplover Inguiry Opt 14 Rehired Retiree

Agencies can view current and historical member information, including Agencies can enter monthly eamings and change demagraphic data

history with other agencies. using Opt 14

Logout Emplover Maintenance

Exit ESS and return to the login page Agencies can view and add employer contact information using

Employer Maintenance

19



VI. Employer Inquiry Module: Agencies can view current and historical member information

including history with other agencies.

g Fiscal Sandbox
LASEP\S

Louisiana StaTe EMPLOYEES
RETIREMENT SYSTEM

Available Forms: | GET ADOBE ACROBAT READER v |

I.%Educatevmrselrl [t_),Help I | B&CnntactUsl

00912-ESS Agency 01

Welcome to SOLARIS, a state-of-the-art technology tool that will provide you with access to your LASERS employer reporting, employee enroliment and
agency & personnel maintenance. SOLARIS is designed to improve your access to agency information, and improve the service that we are able to

provide.

-LASERS

*You may view detailed information and instructions by clicking on the help link at the top of each screen.

Member Kaintenance
Agencies can change a member's enroliment data and demographic
data using Member Maintenance.

lember Enroliment
Agencies can enroll an employee as a member using Member
Enroliment

Emplover Inguiry

Agencies can view current and historical member information, including
history with other agencies.

Logout
Exit ESS and return to the login page

Click the link to “Employer Inquiry”

Emplover Reparting

Employer reporting provides a portal for an agency to submit employer
and employee contributions as well as change employee demographic
information all on one screen.

ORP Repaorting
ORP Employer reporting.

Opt 14 Rehired Retiree
Agencies can enter monthly eamings and change demaographic data
using Opt 14

Emplover Maintenance
Agencies can view and add employer contact infarmation using
Employer Maintenance.

Search by SSN and click submit. Tips for searching:

Any employee who has contributed to LASERS in the past can be searched by SSN.

When entering the SSN, do not use any dashes. The SSN must be exact.
There are no name searches or wild card searches in this module.

This only returns information for members that have been previously enrolled in

LASERS.
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pemation

00005-Louisiana Seafood Board

Entera SSN:
Hame: Last Merge Date:

Account Summary Information
Member Services Exceptions
Fiscal Exception Summary
Service Credit Summary
Enrollments And Plan Summary
DROPABO Account Summary
DROPABO Account Summary

DROPABO Type:

Begin Date

End Date:

Eligibility Date:

Status

Member Contribution History Field description:

Account Summary Information — lists totals for Employee Contributions as well as
any exceptions that are on the record.

Member Services Exceptions/Fiscal Exceptions Summary — lists details of what
exceptions are on this member’s record.

Service Credit Summary - list of agencies that this employee has been active in, the
plan the member was enrolled in and the current balance of service credit.
Enrollments and Plan Summary - lists hire dates and termination dates for this
member.
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Member Information

Entera SSN: 4200000001

Name: CATFISH, RALFH Last Merge Date: 03/17/2009

Account Summanry Information
Account Summary

Contribution Type Sheltered Unsheltered| Interest| Total Contributions

Employee Contributions $320.00 50.00 $0.00 §320.00
Exceptions 50.00 $0.00 50.00 50.00

Member Services Exceptions

Pay Period Start Date Pay Period End Date Exception Description Comment Indicator

Fiscal Exception Summary

Pay Period Start Date Pay Period End Date Exception Description Comment Indicator

Service Credit Summary

Service Credit Summary

Service Credit Benefi Accrual
Type Credt Computati Rate

00005 - Louisiana Seafood 04/24/2009 Regular Employee-New Membership ! : 2.50%
Board Plan

Totals 0.20 0.20

Enrollments And Plan Summary

Enroliments Plan Summary

Term Membership Eligibi Benefit
m roliment Status m Computation

Louisiana Seafood Employee enrolled into SOLARIS as an Regular

Board TOFELEE active member HEE Employee- 0.20 0.20
Mew Plan
Totals 0.20 0.20

DROPIBO Account Summary

DROPABO Account Summary

DROPIBO Type:
Begin Date:
End Date:
Eligibility Date:

Status:
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Appendix A

Explanation of Fields in ESS Modules

ESS — Employer Reporting Contribution Summary Page

Element Description

View/ Edit Allows the user to ‘drill down’ to the Contribution Details
Report Month Reporting period of the Contribution Summary Report
Salary Total salary reported from the details on the Contribution

Details screen

Employer Contribution

Total Employer Contributions reported from the details
from Contribution Detail screen.

Employee Contribution

Total employee contributions reported from the details
from Contribution Detail screen

Net Amount Sum of the total Employee Contribution and the total
Employer Contributions (based on the details from the
Contribution Details screen)

Status Status of the monthly Contribution Summary Report

Submission Date

Date the report was submitted

Display Default Button

Toggle button to display all of the reports submitted or
display the default report(s)

The ‘Display All’ Button will display the data for
submitted reports in the database (including Submission
Date of Posted reports). Once all of the records are
displayed, the text of the button will change to ‘Display
Default’. The ‘Display Default’ button will display the
default report data

Display All — displays all reports regardless of the status
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ESS — Employer Reporting Contribution Detail Page

Element Description

View/ Edit Allows the user to “drill down’ to view / edit the detail record

Delete Allows the user to delete the detail record from the monthly
Contribution Summary Report

SSN Social Security Number of the Member

Name Name of the member

Pay Begin Date Pay period begin date of the detail record

Pay End Date Pay period end date of the detail record

Plan Code Retirement Plan Code of the detail record

Work Period Work period of report. Number of pay periods

Salary Amount

Salary amount of the detail record

Employee Contribution

Employee contribution amount of the detail record

Employer Contribution

Employer contribution amount of the detail record

Add Record Button Navigates the user to a page used to add an additional
record to the report
Submit Record Button Submits the monthly Contribution Summary Report

Return to Payroll Summary
Button

Returns the user to the payroll summary page (Contribution
Summary Page)
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ESS — Employer Reporting Contribution Detail Page-Employee Detail

Element Description
Agency Agency Name
Social Security Number Employee’s SSN

Prefix Employee’s name prefix

First Name Employee’s first name

Middle Name Employee’s middle name

Last Name Employee’s last name

Suffix Employee’s name suffix, e.g., Jr., III, IV
Address Line 1 Street name and number or PO Box number
Address Line 2 Apartment or Suite number

City Employee’s home city

State Employee’s home state

Zip Code Employee’s zip code

Date of Birth Employee’s date of birth

Work E-mail Address Work e-mail of employee

Gender Gender code for the employee

Work Telephone Number Employee’s work telephone number

Home Telephone number

Employee’s home telephone number

Enrollment Date

Date the employee enrolled in the system

Employment Type

Employee’s employment status code

Employment Type Begin Date

Date employment type started

Employment Type End Date

Date employment type ended

Scheduled Hours per Week

Scheduled hours for an employee per week

Work Period Employee’s standard work period

LWOP Begin Date Date the Leave Without Pay period began
LWOP End Date Date the Leave Without Pay period ended
LWOP Reason Reason the employee is on Leave Without Pay

Termination Date

Employee’s termination date

ISIS Employee/ Person ID Number

If the agency is an ISIS reported agency then the ID
number must be provided

Location Code

Employee’s location of employment

Dual Indicator

Indicates if the employee has dual positions

Employee Classification

Employee’s employment classification

Full-Time Base Salary

Full-time employee’s salary

Employee Earnings

Total Employee monthly earnings

Sheltered Employer Contributions

Amount of pre-tax Sheltered Employer Contributions

Sheltered Employee Contributions

Amount of pre-tax Sheltered Employee Contributions

Unsheltered Employer Contributions

Amount of post-tax Unsheltered Employer Contributions

Unsheltered Employee Contributions

Amount of post-tax Unsheltered Employee Contributions

Unsheltered Reason

Reason for Employee and Employer being unsheltered
(Furlough or Military)
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Pay Period Begin Date

Begin Date of the Pay Period according to the manner in
which the agency processes payroll

Pay Period End Date End Date of the Pay Period according to the manner in
which the agency processes payroll
Payment Date Check Date

Actual Hours worked Per Week

Actual, not scheduled, hours an employee worked in a
week.

Pay Frequency Employee’s pay frequency

Employee Hourly Rate Employee’s base hourly rate

Furlough Begin Date Day the employee begins furlough time

Furlough End Date Day an employee returns to work after a furlough

Retirement Plan Code

Retirement plan code assigned to an employee

Furlough Hours per Pay Period

Hours per pay period listed in “Furlough Pay Frequency”

*Routing Number

Employee's financial institution Routing Number

** A ccount Number

Employee's financial institution account number

**Account type

Employee's financial institution account type

Return

Returns the user to the Contribution Detail screen

Save Button

Saves the transaction to the monthly Contribution
Summary Report

Cancel Button

Cancels the transaction

**Currently these fields are not being used
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ESS — Employer Maintenance Screen

Element

Description

Back Button

Navigation button. This button navigates to the previous record on
the Employer Maintenance screen

New Button

This button will add a new record. (similar to the “Add Record’
Button on Contribution Detail screen)

Next Button Navigates to the next detail record on the Employer Maintenance
record.

Contact Type Indicates the job role of the contact

Mailing Type Mailing type that agency uses to receive formal communications

from LASERS

Contact Location

List of locations.

Prefix The contact’s name prefix, e.g., Mr., Ms., Mrs.

First Name First Name for the contact

Last Name Last Name for the contact

Suffix The contact’s suffix, e.g., III, IV, M.D.

Address 1 First line of text in the Address, e.g.,, Number and Street Name

Address 2 Second line of text in the Address, this line is predominately for
suite numbers

City City where the mail is being sent

State State where the mail is being sent

Zip Code Zip code where the mail is being sent

Work Phone Work phone of contact. Must include area code

Work Email Address Work email of employee

Work Fax Number Work fax number

Return Button

Returns the user to the Welcome page

Save Button

Saves the transaction

Cancel Button

Cancels the transaction
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Appendix B

Member Enrollment Messages

ME-001 At time of enrollment an employee 55 or older with 40 quarters in Social Security may have the
option of not joining LASERS. You may contact LASERS for further details.

ME-002 This employee does not have the required 10 years of service credit to contribute under this part
time position.

ME-003 This employee does not have the required 10 years of service credit to contribute under an
Intermediate, Temporary, Restricted or Emergency basis.

ME-004 This employee does not have the required 10 years of service credit to contribute under this job
appointment.

ME-005 Job appointment basis 2 yrs or less and person has more than or equal to ten years of creditable
service in LASERS

ME-006 Job appointment basis greater than 2 years

ME-007 This employee does not have the required 5 years of service credit to contribute under this
unclassified position.

ME-008 Employee is eligible for LASERS enrollment. However, this enrollment also requires a 1-3
Notice of Election form be submitted.

ME-009 Member is eligible under this dual position

ME-010 Member is eligible under this dual position

ME-011 This employee does not have the required 10 years of service credit to contribute under this part
time position.

ME-012 Employee is eligible for LASERS enrollment. However, this enrollment requires a 1-3 Notice of
Election form be submitted.

ME-013 Employee is a LASERS Disability Retiree and is eligible for LASERS enrollment. Therefore, this
employee is required to complete a 10-2A Reemployment of Disability Retiree form.

ME-014 Employee is a LASERS Service Retirement Prelim Retiree and eligible for LASERS enrollment.
Therefore, this employee is required to complete a 10-2 Reemployment of Retiree form.

ME-015 Employee is a LASERS Retired After Drop Prelim Retiree and is eligible for LASERS enrollment.
Therefore, this employee is required to complete a 10-2 Reemployment of Retiree form.

ME-016 Employee is a LASERS Service Retirement Retiree and eligible for LASERS enrollment.
Therefore, this employee is required to complete a 10-2 Reemployment of Retiree form.

ME-017 Employee is a LASERS Retired After Drop Retiree and is eligible for LASERS enrollment.
Therefore, this employee is required to complete a 10-2 Reemployment of Retiree form.

ME-018 Employee is a LASERS Rehired Retired Option 1A and is eligible for LASERS enrollment.
Therefore, this employee is required to complete a 10-2 Reemployment of Retiree form.

ME-019 Employee is a LASERS Rehired Retired Option 3 and is eligible for LASERS enrollment.
Therefore, this employee is required to complete a 10-2 Reemployment of Retiree form

ME-020 Employee is in DROP Accrual Prelim status. Therefore, no contributions are due until the end
of the DROP period.

ME-021 Employee is in DROP Accrual status. Therefore, no contributions are due until the end of the

DROP period
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ME-022 Employee is Working after DROP. Therefore, contributions are due for this employee

ME-023 Employee is in Inactive after DROP status. Therefore, contributions are due for this employee

ME-024 Employee is a LASERS Disability Prelim Retiree and is eligible for LASERS enrollment.
Therefore, this employee is required to complete a 10-2A Reemployment of Disability Retiree
form.

ME-025 This employee has a hire date on or after July 1, 2006, with no positive prior service credit in
LASERS. The employee must be placed in the Retirement Plan Code: Regular Employee - New
Plan. The employee should pay LASERS contributions at 8%.

ME-026 This employee has a hire date prior to July 1, 2006, with positive prior service credit in LASERS.
The employee must be placed in the Retirement Plan Code: Regular Employee. The employee
should pay LASERS contributions at 7.5%.

ME-027 This employee has a date of Death with LASERS prior to the hire date provided.

ME-028 This employee is a LASERS Retiree. This person retired under a plan other that the 'New Plan'.
Therefore, this employee cannot be enrolled in the 'New Plan'.

ME-029 Pending enrollment for missing Enrollment begin date and possible missing Membership begin

date. Please verify enrollment begin date and any missing enrollment information. If this is the
only enrollment in this membership also verify Membership begin date on the Member Status
tab.
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Non Critical Fiscal Messages

NCF-001 100% vested with EES contributions

NCF-002 | SSN is active in ORP

NCF-005 | The sum of calculated EES minus reported EES contributions is greater than $1.00 at member
level

NCF-006 | The sum of calculated ERS minus reported ERS contributions is greater than $1.00 at member
level

NCF-015 | Member in DROP Accrual Preliminary Status - contributions reported for a period equal to or
greater than DROP start date

NCF-017 | Member in DROP Accrual - contributions reported for a period equal to or greater than DROP
start date

NCF-018 | Member in DROP Accrual - contributions reported for a period prior to DROP start date

NCF-025 | Member is a Rehired Retiree Option 1B. Therefore, no contributions are due LASERS.

NCF-036 | Member in Refunded Status - contributions are reported with a hire date less than 31 days of
termination date

NCF-037 | Member in Refunded Status - contributions are reported with a start and end date prior to
termination date

NCF-038 Annual earnings will exceed IRS 401(a)(17) limit
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Non Critical Member Services Messages

NCM-009 | Reported earnings is greater than base and # of pay periods <3

NCM-010 | Reported earnings is greater than base and # of pay periods = 3 and earnings > 1.4 times base

NCM-011 | Base decrease from prior month > 10%

NCM-012 | Base < minimum acceptable amount

NCM-013 | Reported payroll month/year < hire date month/year

NCM-014 | Active member detail not found

NCM-016 | Member in DROP Accrual Preliminary Status - contributions reported for a period prior to
DROP start date

NCM-019 | Member in Inactive Status after DROP - contributions reported for a period after the members
DROP end date

NCM-020 | Member in Retired After DROP Preliminary Status - contributions reported for a period after the
members termination date

NCM-021 | Member in Retired After DROP Preliminary Status - contributions reported for a period prior to
the members termination date

NCM-022 | Member in Retired After DROP Status - contributions reported for a period prior to the
members termination date

NCM-023 | Member in Retired After DROP Status - contributions are received for a period after the
members termination date

NCM-026 | Member is enrolled in Option 2 with unpaid benefits

NCM-027 | Member chose to retire under the Early Retirement and Payroll Reduction Act of 2006 and is not
eligible for re-employment/contributing at this time.

NCM-028 | Member in Disability Preliminary Status - contributions received for a period prior to
termination date are reported

NCM-029 | Member in Disability Preliminary Status - contributions received for a period after termination
date are reported

NCM-030 | Member in Disability Status - contributions received for a period prior to termination date

NCM-031 | Member in Disability Status - contributions received for a period after termination date

NCM-032 | Member in Service Retirement Preliminary Status - contributions received for a period after
termination date

NCM-033 | Member in Service Retirement Preliminary Status - contributions received for a period prior to
termination date

NCM-034 | Member in Service Retirement Status - contributions received for a period prior to termination
date

NCM-035 | Member in Service Retirement Status - contributions received for a period after termination
date

NCM-039 | Incorrect contributions for Retirement Plan Code

NCM-040 | Calculated service credit less than an acceptable value for 2 pay period month.

NCM-041 | Calculated service credit less than an acceptable value for 3 pay period month.

NCM-042 | Calculated service credit less than an acceptable value for Semi-Monthly or Monthly pay period.

NCM-043 | Termination Date prior to Employment Date or more than 3 weeks in the future.
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