Section 21

ARP Adjustment

The following instructions explain how to correct contributions reported in the monthly ARP report.

Submitting an ARP Adjustment
Step 1

On the home page, click on “Employer Reports” in the banner menu. (Screen not shown.)

step 2 GRS

Home Make a Payment Payment History New Hire Notification

To enter an adjustment to
increase or decease the
amount of ARP contributions

submitted, you will need to
create a new adjustment. On

Employer Reports

Trans Type: All

Status: All ¥

Work Report Status: Initial B
the Employer Reports page: o =
1. Verify the Work Report
Status fleld |S Hlnitial." : Iened Date Work Report T.... Ron Status Report Source
Actions 05/15/2024 Regular Initial PSC

2. Click the down arrow on
“New Report” and select

Date Released

Reemployed Retiree Notification

New Report

Work Report
Adjustment

Pay Date
05/31/2024

-

Trans Identifier
IPP Purchase : 2024-05

Employer Reports Deposit & Service Reports

s

Payment History

Trans #
241202782

Work Report T....
$1,204.70

“Adjustment” from the
drop-down menu.

3. The Generate Adjustment
Report screen shown on

the next page will appear.
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p -m Home Make a Payment Payment History New Hire Notification Reemployed Retiree Notification Employer Reports Deposit & Service Reports Withdrawal Certification

1. Inthe Agreement Name

column, click the box next to Employer Reports Help

“ARP” to indicate you want NowRepon - P ik wacel
. 3 = t

to Create an ARP adeStment. Status: All v One Time Payment Payment History 5 ySOeL:ev(v;Ka?E

Work Report Status: Initial Generate Adjustment Report

2. Enter the report start date

S3nEE:
—

Employer: OHIO LOCAL SCHOOLS

and pay date. These dates Biling Location: t
Inserted Date Work Report T... =
S ho u I d be th e same — eith er Actions 05/15/2024 Regular 7] ﬁgreement geporl Start Pay Date Report Source  Date Received  Billing Type Active Message e
lame ate
: g hel
tOd ayrs date Or th e Ia St d ay ARP 05/31/2024 {05/31/2024 J j} ARP 06/06/2024 Contribution R
() Backpostings 06/06/2024 06/06/2024 Back Postings 06/06/2024 Contribution e
H H = 2 ry - " e o
of the month in which the O Service Credit .. 06/06/2024 06/06/2024 Service Credit .. 06/06/2024 Contribution i
. (J Purchase Serv... 06/06/2024 06/06/2024 PSC 06/06/2024 Contribution Rl
CorreCtIon needs to be made' O 9302_Payroll_. 06/06/2024 06/06/2024 Payroll 06/06/2024 Contribution al
(J 9302_Annual ... 06/06/2024 06/06/2024 Annual 06/06/2024 Contribution
3. C||ck “Save.” Th|s will ta ke M) Accrued Verifi NAINARN2A NRINANDA Accrued Verifi  0AINAN24 Cantrihution m o
. Save Close
you directly to the

Adjustment screen shown
on the next page.
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Adjustment

Save | Apply | Cancel

Step 4

Mass Adjustment (o] %]

.
1. Onthe Adjustment screen, T g Locaton:  (omommesamos ] VorkReportsates: [l |¥]
CIiCk ”Add Members." Date Released: Agreement Name: ARP v Start Date:
User Released: Category Name: Stop Date:
2. The “Mass Adjustment” screen T i -
will appear. On this screen, T ] i ,
H " ” m———— :::?tlzxee 2:19'(;3; QZEEHIQS(-S?G"C"- ; . '
C||Ck Add Members. Deleteselected‘ con[inlxmon ton‘:nbutxon Pavm‘lll'
+] F jons. $0 S0
. . £ ‘002—61—07615 j Search
3. The Search window will |
appear. Enter the member’s [1] Members 002-61-0615 ANGELA, ANGELA 712011979
.Cddmembers‘
SSN or name in the search - ran
field at the top of the screen
and click "Search.”

P . . Refer to the instructions in Step 4 that
4. The member’s information will correspond with the numbers on this screen.

appear. Click on the member’s
SSN. This will add the member
to the adjustment report.

Note: If you have not T
submitted a new hire or
reemployed retiree
notification for the individual,
the member’s information will
not appear. Submit the
applicable employment
notification to add the
member to the report.

Tip! If a member has more than one adjustment in the same fiscal year, you can enter the total adjustment
amount in one entry for the member. You don’t need a separate entry for each month if the adjustments occur in
the same fiscal year.

5. Then click "X" in the upper
right corner of the screen to
close the window. You will
return to the Mass Adjustment
screen.

Repeat actions 3 and 4 above to
add additional members.
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Ste p 5 Adjustinent Mass Adjustment

Save Apply Cancel

On the Mass Adjustment screen, B Employer OHIO LOCAL SCHOOLS e lon: WorkReport Status: | i

Billing Location:

check to make sure the e = =
member(s) you added are listed it Helessat Show Dates 0
in the Members section. —— it
Summary Detail . . -

1. If you need to add additional = E‘;m,my:"' - gn%;:u. e

members, repeat actions 2-5 Delete Selected | Add Members Egg;ﬁr:cai

on the previous page. & Actons et

Members

2. Click “Save” when finished. Add Members

SSN Participant
Name

Delete 002-61-0615 ANGELA, AN..

3. You will return to the
Adjustment screen shown on
the next page.
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Step 6 Adjustment

1. Enter the ARP contribution

B Employer: OHIO LOCAL SCHOOLS Work Report Type: Adjustment Report Period: 05/31/2024 - 05/31/2024 # of Participants: 5
amount in the Em P [ oyer Billing Location: Work Report Statusinitial |dentifier: #241529878 - ARP : 2024-05 # of Rows: 5
1 H 1 Report Si 3 Report Start Date: Pay Date: Billing Type: ibuti
Contrlbutlon amount f|e|d. eport Source: ARP eport Start Date: 05/31/2024 ay Date: 05/31/2024 illing Type: Contribution
Date Released: Date Received: 06/06/2024 Trans#: 241529878 Agreement: ARP
(Negatlve amou ntS are User Released: Batch No: 1714891 Updated By: BENLOAD

accepted.) This amount
should be earnings listed

Summary Detail

Barg Unit Id: ARP - ARP W Exception Filter: | Please Select YA
multiplied by the mitigating Delete Selected | | Add Members n B [ B
rate for the fiscal year. The Participant Agreement ReportType  Record Status  Employer Eamings Annual - Fiscal End / [y
Name Name contribution Backposting - Fiscal Start /
mitigating rate can be found ol b i

; ; O ea 002-61-0615 ANGELA AN... ARP Alternative Ret.. $145.50 $5.000 2023 11 Additional cont..
in the Payroll Reporting o
o) 0 ey 000-12-8287 BRUCE, BRU... ARP Alternative Ret $16.44 $565 2023 11 Late reporting ...
section of the employer o] O eo 001-50-5562 DONNA, DON... ARP Alternative Ret $121.25 54,166 2023 11 Omitted from .
website under ARP o] 0 ey 002200120 LISA,LISA  ARP Alternative Ret... 54438 $1525 2023 1 Late reporting
. 0 e 000-45-0556 SALLY, SALLY ~ ARP Alternative Ret $97.00 $3333 2023 1 Omited from ...
Reporting.

2. Enter the earnings that
correspond with the amount
entered in the Employer
contribution amount field.

3. Enter the fiscal year for the
contributions. This is always
the first year of the fiscal year
(e.g., FY 2023-2024 is 2023).

[ [ s | | [ [ oseawsr|  swseo) [ [ |
[ | Rptrows ] [ | [ . s0 __sw [ [

4. Enter the assigned number of the fiscal month for the contributions: July = 1; August = 2; September = 3; October = 4;
November = 5; December = 6; January = 7; February = 8; March = 9; April = 10; May = 11; and June = 12.

5. You must provide a brief explanation why the correction is needed in the Notes field.

6. Click “Save.” You will automatically return to the Employer Reports page to submit the ARP adjustment.

Go to Step 7.
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Step 7
To submit the adjustment:

1. Click on “Actions” in the
Tools column for the ARP
adjustment. Then select
“Submit” from the drop-
down menu.

2. Click “Yes” to confirm you
want to submit the ARP
adjustment.

3. Then click “OK.”

ESS Instructions
50-368, 7/24/0

ST‘S Home Make a Payment Payment History

Employer Reports

New Hire Notification

Reemployed Retiree Notification Employer Reports Deposit & Service Reports

Trans Type: All New Report -
Status: All b4 One Time Payment Payment History
Work Report Status: Initial %
Inserted Date Work Report T... Report Status Report Source  Date Released  Pay Date Trans Identifier Trans # Work Report T....
Actions 05/15/2024 Regular Initial PSC 05/31/2024 IPP Purchase : 2024-05 241202782 $1,.204.70
(Actions ) 06/06/2024 Adjustment Initial ARP 05/31/2024 ARP : 2024-05 241529878 $424 57
Details
Edit
— SubMit \?) f\er:oy:g ‘sure you want to submit this work
Delete No € o
|Tne selected work report was submitted successfully.
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