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Welcomel!

Wel come to PATHWAY training for KTRS employer partr
lot of time designing a system that provides efficient processing that is

flexible enough to meet your unique needs. In this training session, you will

learn how to:

(1) Upload a contribution file, resolve errors/warnings, and submit your
payroll report (contribution and employment information) using the new
PATHWAY Employer Web Portal system. This can be done through
manual entry of your payroll as well.

(2) Create additional secure users (other than yourself) to use PATHWAY.

(3) Enroll new members.

(4) Update information that KTRS maintains about your organization.

(5) Complete employer forms required for members to purchase service.

First things first.
How do | login?

Employer Self Service - Login
*Userld  Testl

Please make sure
» You have the digital certificate installed on your computer

» Userldto login to the portal (1) KTRS sends you an email with a username and temporary
» Password to login to the portal password that will allow you to register your account.
CACEckinen s 2 placsholl s iundizca el ta (2) When you register, you will be asked to change your

password and select an image for security purposes.

(3) When you register, you will also be asked to select and
answer four challenge questions. These questions will be
used later to verify your identity if you forget your

Employer Self Service - Verify Image and Phrase password.
e (4) Each time you login to your account after you have
; ; successfully registered, you will be required to enter your
m unique username and selected password. You will also be
‘ asked to verify your selected image.

Each user (person) in your organization should use a

Phrase grapes (5) . A
unique username and password (no sharing, please).

*Password Y

Forgot Password




PATHWAY Quick Start

LOGOUT

A Search for existing records Blocks access
A Open records for viewing/editing SCRERNNAME SREVIOUS HELP to the system
A Export search results to Excel Indicates the name Works like the Opens the online by requiring §
A Create new records of the screen for back button in help system for username an

reference purposes. your browser. process help password for
documentation.

X Welcome Amy!

Employer Payroll Summary Lookup

MAIN MENU

[

Logica| break dOWn Of the Msg ID : 5 [ Please enter search criteria and press SEARCH. |
> Upload File

system into sub-systems; v Search Parameters

rollover to dISplay Sub Menu. Payroll Status All El * Payroll Identifier Number

MESSAGE BAR Payroll Period Begin Date (From) Remittance Status All |z|

_ Check Date Payroll Period End Date (To)
System communicates g U S = B D
revious Paj umm: one
to user the success or EeaReL
failure of actions. § /Seamh/kset Store Search
L~
SEARCH BUTTON

e

Execute a search after 1
entering criteria. - NewPayroll | | Open | | Delete | ExportToExcel

RESET SEARCH

. . No recordgto displaj
Clear entered search criteria \C
from the screen (start fresh). NEW BUTTON OPEN BUTTON \ EXPORT TO EXCEL
Create a new payroll Opens selected record for ~ Move search results column data
summary for manual viewing and updating. into MS Excel for further analysis.

entry.

2 Welcome Amy!

8¢ RETIRENENT SYSTEM

Employer Payroll Summary Maintenance

SAVE " -
. | Reports | Employer Reporting | Accounting | MAM | Service Purchase | -mlmwlwl
Updates the database with Rbsn S MsgID :7 [ Record displayed. Please make changes and press SAVE.]
data changes (addition, > 'Sfmployerfa
' . . ummat .00
modification, and deletion) - o Save
for retrieval later. P —
A Payroll Summary Total Amounts
PANEL
Vv Other Details
Logically breaks the screen S o - , - )
into components to take [Ssmligaily) Eployees Not |meseEcnllmen a0z Rop ety R peSzmanacy o Mezzagc D

i,summzrybyl‘qymllbepilshms “ Invoices. ‘

actions on specific data.
Collapse/expand by clicking
anywhere on the header.

Open Add To Summary Export To Excel

= o P et g i

No records to display

g
g

Modify :

A View record data
A Modify and save existing data



Employer Payroll Reporting

New Terms & Definitions

What are we learning?

Objective: To upload your file or enter data
manually, resolve errors/warnings, and submit

your payroll report (contribution and
employment information) using the new
PATHWAY Employer Web Portal system.

Below is a quick visual overview of the
Employer Payroll Reporting process. In
general, your steps will be to:

(1) Upload your file (using the KTRS defined
file layout) or enter your information
manually

(2) Resolve any errors or warnings identified
by PATHWAY

(3) Submit your Payroll Summary to KTRS

KTRS takes over the processing and posting
from there.

Quick Overview

/ Upload Your

File or Enter KTRS
Data Processes

Resolve Your Submit Your
Errors & KTRS Posts
: Summary

\ Warnings

Inside PATHWAY
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Upload Your File

s likely

that you have a f
you can | f

It i i
t hat upl oad. not, tu

If you have such a file, the steps to upload are simple.

(1) Rollover the Administration Main Menu item

(2) Select Upload File from the Sub Menu that appears
B In the File Type drop
(4)  Click the Browse button

(5) Locate the file you wish to upload and click the Open button
(6) Click the Upload File button

I i X Welcome Amy!
! Upload File

Y TEACHERS' RETIREMENT SYSTEM

down, s el

from your pay
to AManually

ect AContribu

i -‘;whi Reports 1 Employer * Accounting ‘ MAM Service Purchase -’@; :

Processed Files

To submit a file:

1. Select the File Type to upload.
2. Use the "Browse" button to select your fi
3. Select the "Upload File" Button.
4. Wait for confirmation file was uploaded

wn |@Fren | & f rogout ||

~rerp> (]
* File Path
= § Organize v New folder
Upload File — —
a R | ¢ Favorites 5
I Desktop
18 Downloads
fl 7 Dropbex [ | Computer
[ <s
| % Recent Places Systemn Eoldes
f |=
Adobe Acrobat 9 Pro
4 Libraries % Shortcut
j Documents TIKE
| J Music ASTD Work Product
&= Pictures “: File folder
B Videos

“‘t Computer Setup Files
File folde
% Computer ©felder

§o Local Disk (C)  ~ | R

Schrankler, Stephanie
& System Folder
| Network
| System Folder
D\ Xilisoft FLV Converter
Shortcut
203K8

] Be The Match Proposal D
f ' File folder

| Courses For Steph
[ File folder

What happens now?

v Al Fites %) =
‘i“ o )

PATHWAY processes the data you uploaded, creates user-friendly records
so that the data is viewable in a nice form, and checks for errors or
guestions with the data. Once PATHWAY has completed processing the
file, you will receive an email indicating that you can move forward with the
process.

While PATHWAY is processing your file, feel free to logout and enjoy your
day. It is not necessary to return to PATHWAY until you receive an email
that the processing was successful and is complete.
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Skip to Viewing
Summary and Detall
Records next!




Enter Your Information Manually

I f you dondét have a file to upload from your pa
your information.

| t 6 s -task ptowess to manually enter your information into PATHWAY. The first task is to create

the Payroll Summary record. PATHWAY gives you the option to select a Previous Payroll Summary

to ficopyo over to cut down the amount of data t
create a Payroll Detail record for each one of your employees. The steps for both tasks can be

found below.
Task #1: Create Payroll Summary Record Task #2: Create Payroll Detail Records
(1) Rollover the Employer Reporting Main for Each Employee
Menu item (1) From the Payroll Summary record
(2) Click the Payroll Summary Sub Menu you created in Task #1, click Create
item Payroll Detail (If a previous Payroll
(3) Enter the Payroll Identifier Number and Summary was selected, only
Previous Payroll Summary employees not included previously
(4) Click the New Payroll button need to be entered)
A PATHWAY will create and display a (2) Enter all of the required information
new Payroll Summary record about your employee (red * indicates
(5) Enter the Pay Period Begin Date, Pay a required field)
Period End Date, and Check Date (3) Click the Save button
(6) Click the Save button (4) Repeat these steps until all

employee information is entered

Task #1 Task #2

¥ - Perwa |- Orgeaissdon | Aduinisratin. | Reparn. | Empleyer Raparting | Acoousting, | MAM: | Service Parchase | P | 2 Retesh | @ 1 Help | & 1 Logoat
Person | Organizatios | Admisistration | Reports | Employer Reporting  Accomnting = MAM | Service Purchase = o | = et | @ Hep | & Logour
- TE CAR S ey oo Neeey
N & e Rk
[ v searc et " T —
Payroll Status * Payrol Identifier Number e e ity
—— [ T A B] o
Payroll Calender - o
Checkpate 8 ) period Eod Dite (7o) —
i Search. Reset Store Search. A : : =
] ch Results —— - =]
m— - Person | Organization | Administration | Reports | Employer Reporting | Accounting | MAM | Service Purchase = Previous | 2 { Refresh | @ ¢ Help | ) ¢ Logout Yl =
— 1 1 1 == ,
Woreconds o diply Summary Lok | FEET (oS (TS s
+ Upload File - .k . ress Fag
To getto the Payroll Summary ::::::::: m,rmm — BOURBON COUNTY SCHOOLS | Enter your new
Lookup, select the Employer DerslMAREIAe || gyl period Begin Date = Pageal Period End Date 020812013 R
q H H * Payroll Identifier Number 8897 Submitted Date em p I o y €eos r
Reporting Main Menu item S ing ion. if
and the Payro” Summary Sub Total Number of Active Employees Reported Total Number of Retired Employees Reported i information, i
. | T SS—S— applicable. Update
Menu item. Enter the Payroll — :
T Contribution Totals | On BehalPaid by State_| any changes to
Identifier Number and select TowlTarmings | ConriutonRate_ AmountReported I
. ot employees that were
Previous Payroll Summary, Employee Contribution before July 1, 2008 000 10855% 000 N
_ ‘Employee Contribution On or After July 1, 2008 000 10855% 000 included on the
then click the New Payroll Employer Contribution befoe uly 1, 2008 0s0 o000 00 .
butt Emplye Conriion O r Al 1, 2008 Previous Payroll
utton. Employer MIF 0.00 1.000% 0.00 Summary' CI|Ck the
Critical Shortage 0.00 10.000% 000
1PS Contributions 000 s Save button.

Enter the Pay Period Begin Date, Pay Period End Date, and Check Date.
Click the Save button. Next, click the Create Payroll Detail button. Upon
saving, Details records are created for all persons in the Previous Payroll
Summary selected. To enter a new employee not on the previous Summary,
click the Create Payroll Detail button.
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View Payroll Summary & Detall Records

Now that your data is inside PATHWAY, there are
two types of records that you are working with. For
each pay period, there is one (1) Payroll Summary
record. Inside each Payroll Summary record, there
are multiple Payroll Detalil records. There must be
one Payroll Detail record for each one of your
employees (1:1) for each pay period.

You can think of a Payroll Summary record like a
parent record governing all of the Payroll Detalil
records.

After PATHWAY has completed processing the data
that you uploaded or entered, you are responsible for
reviewing any errors that PATHWAY identified and
resolving them. Before you can review the errors, you
need to know how to find the records. Those steps
are described below.

Find Payroll Summary
Record

(1) Rollover the Employer Reporting Main Menu
item

(2) Click the Payroll Summary Sub Menu item

(3) Enter any search criteria

(4) Click the Search button

(5) Click the link to open the results

Page 8

loyees Re al X are ngle a
|

Gontribution Totals |, On Bekall Pid By Siate,

Payroll Summary Record

Payroll Deiéil Records

Find Payroll Detail Record

There are two ways to navigate to a Payroll Detalil
record: through the Payroll Detail Sub Menu item
OR through the associated Payroll Summary record.

Through the Payroll Detail Sub Menu:

(1) Rollover the Employer Reporting Main Menu

(2) Click the Payroll Detail Sub Menu item

(3) Enter search criteria if searching for a specific
Detail record or leave blank to view all Detail
records

(4) Click the Search button

(5) Click the link to open the results

Through the associated Payroll Summary record
(1) Open the desired Payroll Summary record
(2) View the Payroll Detail tab (bottom, right)
(3) Enter any search criteria

(4) Click the Search button

(5) Click the link to open the results




Resolve Errors

The last step before you can officially submit your payroll information to KTRS is to resolve any errors that
PATHWAY has identified. In general, identified errors should be easy to solve. Errors are identified either
because information is missing, information is in an incorrect place, or the system is expecting different
information than you have provided.

present or

indi cates that

not .

ldentify if Errors Exist

On the Payroll Summary record, there is a status. The status is the best indicator of whether errors are

A status of
there are no

fiRevi ewo i

errors

ndicates that
present, while a

between the calculated contributions and the reported contributions. The status can be found on the upper-
most panel on the bottom, right side.

Save Create Payroll Detail

¥ Payroll Summary Information

Employer Name
= Payroll Period Begin Date 02/01/2013
* Payrell Identifier Number 3897

Total Number of Active Employees Reperted

Submit Payroll Summary Ignore

BOURBON COUNTY SCHOOLS

= Payroll Period End Date 02/28,

Submitted Date

Total Number of Retired Employees Reported

* Check Date 03/01/2013

Reporting Source Web Reporting

I Payrell Summary Status  Valid I

Second, Find the Errors and Warnings

The easiest place to find errors is on the Payroll Summary record. At the bottom of the screen, you
will notice three tabs related to finding and resolving errors and warnings. Which tab you use is
based on your own preferences and work styles.

v Other Details

[ Payroll Detail ” Employees Not Reported H New Enrollments H {ﬂl:ngﬁiﬂepnrhﬂimr& ” Mmimmm " Summary by Payroll Detail Status ” Invoices

Errors Tab

Contains global errors for the entire
Payroll Summary. For example, if you
missed entering required data on the
Payroll Summary record you would
see an error here.

Summary by Message ID Tab

Errors are communicated to you
through messages. If more than one
individual Payroll Detail record has the
same message/error, you may want to
solve all those errors together at once.
For example, 10 of your Payroll Detail
records are missing the same piece of
data causing the same error on all 10.
This tab groups them together but you
still need to make the correction on
each Detail record.

Page 9

Summary by Payroll Detail

Status Tab

This tab displays how many Payroll
Detail records are in each status.
For example, 10 i
in AValid. o You c
all Payroll Detail records in a
particular status all at once to start
reviewing and resolving errors.




Let 06s Look a4t an Exampl

Resolving errors might seem intimating at first. The truth is resolving errors now saves both you and KTRS a
lot of time in the future. Did you know that these errors are not new? In fact, previously if errors existed in the
information you were providing to KTRS, it took a lot longer to find them. You may have received a phone call
or email alerting you to the problem and asking for the correct information to fix it.

Example:

¥ Search Parameters

Payroll Status Review [ * payroll Identifier Number Nav|gate to your Payro” Summary by
o oty [ selecting the Employer Reporting Main

Menu item, Payroll Summary Sub Menu
item, and performing a search.

* Previous Payroll Summary [Neme  [+]

Search Reset Store Search

¥ Search Results

NewPayroll  Open  Delete  Export To Excel '_H_\_,_.-._/""“-\J\f’\!"\—_ﬂ‘ W

ns
DT JwmTawan v = = " Check Date 1211012012 -
Reporting Source File Submitted »
IPa_‘,'mI] Summary Status Review I
. |
Check the Payroll Summary Status to
see if there are any errors or warnings
Open the Summary to resolve. fARevi ewt
by Mesiage ID tab errors to resolve.
to see the
errors/warnings to ———
resolve. Click the Payroll Detail H Not d H New H Changes Reported ][ Errors. H v by age ID H - by Payroll Detail Status
link labeled SR
AfMessage | DQJg
navigate to the e
Payro” Detall 9070 A new member account will be created since this person does not exist. 1 Information

records with errors.

m SSN Payroll Period Begin Date Payroll Period End Date CheckDate PATHWAY diSpIayS eaCh
record with errors. Click the

JO0-NX-4048 | Buddhi G li 000000000 (09/01/2012 09/15/2012 12/10/2012 .
e o [l il KTRS ID or SSN link to open
and resolve.

XKX-XX-5865 |Tucker Landy 000000000 | 09/01/2012 09/15/2012 12/10/2012

M lvwvoyvoaeis i Tk 4 nchaz | nonOANAON | 00 f01 2017 naf1sizm1e 120102017 ”

M Scroll to the bottom of the

Detail Errors | File Details | Payroll Detail record to view
the errors for this individual.
9137 Contribution Withheld/Contribution Rate is not equal to Salary Earned. Warning Take action to resolve the
9108 Please verify the contributions or Plan Warning errors. Every time you click
9103 Please correct the Full-Time Equivalent Percentage. Error the Save button on the Payl’O”
9102 The provided contract days must be a whole number greater than or equal to 180 and less than or equal to 262. | Error Detail record, PATHWAY

9097 Contribution amount reported does not equal contribution amount calculated. Warning will refresh the errors to

9080 Please update the Birth Date to a date that is before the first date worked. Warning show you which errors

9073 Ifthe KTRS ID is provided, the SSN should not be provided. Information you have resolved and

2070 A new member account will be created since this person does not exist. Information Wh|Ch are St|” remaining_

9051 The contract days is required. Error




Pause for Review

Webve |l earned a | ot already! Letdéds pause for a

Your steps/actions so Didyouknow?
(1) Move your data into PATHWAY either by

uploading your file or manually entering
your information.

Look to see if you have any
errors/warnings by looking at the Payroll
Summary Status on the Payroll Summary
record. I f the stat
no errors/warnings and can submit your
report. I f the stat
errors/warnings that must be resolved
before moving forward.

Find your errors/warnings by using one of
the bottom tabs. If you open the Payroll
Detail by Status tab, you will find all of
your Payroll Det ai |
Review link to view them all at once.
Open the impacted Payroll Detail record,
view the errors and warnings at the
bottom, and take action to resolve.

There are three types of messages in PATHWAY: Errors,
Warnings, and I nformational me
learn about each kind.

Errors: This is a problem that PATHWAY identified on your

report that must be fixed before you submit it. If any Payroll

Detail record has an error, the record status will be held in
AReview. o0 I f any record status
to submit your report will not be displayed.

Warnings: Just like errors, warnings are a problem that
PATHWAY identified that must be resolved in most cases.
However, you may also decide to suppress warning messages
in exceptional situations.

Information: These are things that you should be aware of.
You may or may not decide to take action. You should review
all Informational messages. However, Informational messages
will not have an impact on your ability to submit your report.

Detail Errors | File Details |
Message ID Message Description
9137 Contribution Withheld /Contribution Rate is not equal to Salary Earned. Warning Can be suppressed
9108 Please verify the contributions or Plan.
9103 Please correct the Full-Time Equivalent Percentage. Error M ust be f|Xed .
9102 The provided contract days must be a whole number greater than or equal to 180 and less than or equal to 262. | Error
9097 Contribution amount reported does not equal contribution amount calculated. ‘Warning
2080 Please update the Birth Date to a date that is before the first date worked. Warning
9073 If the KTRS ID is provided, the S5N should not be provided.
[ [9070 A new member account will be created since this person does not exist. Information GOOd to knOW
Save  Create Payroll Detail | | Ignore e
Employer Name PULASKI COUNTY SCHOOLS
* payrall Period Begin Date 05/16/2013 * Payroll Period End Date 05/29/2013
* Payroll Identifier Number 1254 Submitted Date —
Total Number of pR—— .
Suppress Warnings P © =
Payroll Detail Status Review

 Begin Date 05/16/2013 * Payroll Period End Date  05/28/2013 Check Date
0 Paid Days (Other Than ET) [0 * Payment Reason

Suppress Warnings
checkbox on the Payroll
Summary record.

1,000.00) Federal Salary 0.00) Calculated Service Credit

Reported Contribution  Calculated Contribution Discrepancy Amount Contribution Rate

¢ Contribution On or After July 1, 2008 739.12 10855 63057 10.8550%

loyer Contribution On or After July 1, 2008 141.00) 000 141.00
edical Matching(MIF) 5.00 1000 (5.00) 1.0000%

1PS Contribution

Grand Total 885.12 11855 766.57

Suppress Warnings checkbox

on the Payroll Detail record.
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Submit Payroll

Youdve made it to your | ast step! Since all/l of your
Summary Status i s AVal i d®iscoepanch Was seleated, ya nan yow dsethd By p a
Submit Payroll Summary button. (Note: Discrepancies are errors in the calculated contributions versus

reported contributions. The status wil/ read ADiscr

Click Button

Valid Status

What happens Now?

Now youdbve handed off the report to KTRS and it is th
processor to continue the work. There may be actions that the KTRS

processor has to take on the data. KTRS will let you know if we need

anything else from you to finish the job.

You may notice that now your Payroll Summary Status i
nor fAValid.o The status is ASubmitted. o0 Submitted ind
KTRS the report. PATHWAY updates the Payroll Summary record and all

of the corresponding Payroll Detail records to read-only. You can no longer

make any changes.

If immediately after submitting your report, you find a change that you have
to make, please contact KTRS. If the report has already been posted, an
Adjustment record will be required.
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