
Enrolling a Member 
 
 

How Do I Enroll a New Employee? 
 Enroll as a new member 
 Transfer of membership 
 Return to payroll 
 Dual employee 

Entering Enrollment Information 
Checking for Errors       
Submitting Enrollment to KPERS  
How do I know if KPERS has received my enrollment? 
How do I know if KPERS has processed my enrollment?      
Checking Your Message Board for Tier Membership    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
How Do I Enroll a New Employee? 
 

 

 After logging into the employer web portal, from 
the “site menu” click on enrollment under forms. 

 Enter member’s social security number and click 
on the “search” button. 

 If the employee’s name does not appear and the 
message states no records met the search criteria, 
click on the “new” button. 

 
 
Enrollment Type 

 Enroll as a new member – a new member is a member that does not have 
previous membership in KPERS or had previous membership in KPERS and 
withdrew their monies. 

 Transfer of membership – the employee already has membership in KPERS 
with a previous employer and has transferred to your agency. 

 Return to payroll – Your employee was a member with your agency and left 
employment.  The employee has not withdrawn their KPERS contributions and 
interest and the employee has not worked for another KPERS agency since 
leaving your agency.  The employee has not returned to work for your agency. 

 Dual Employment – Any employee who holds a covered position with two or 
more participating employers and who meets eligibility requirements for KPERS 
membership with each position.  For each dual employee, coverage under each 
position must be determined separately. Dual employment applies to school and 
non-school. 

 



 
 
Entering Enrollment Information 

 
 

1. Enter the enrollment type based on previous definitions. (required field) 



2. The social security number will populate from when you first began the 
enrollment process by entering the employee’s social security number to search 
for a previous enrollment and clicking on the new button. (required field) 

3. Enter the member’s name. (required field) 
4. Enter any previous names for the member if applicable (maiden, etc.) 
5. Enter the member’s birth date (required field) 
6. Enter the member’s gender (required field) 
7. Enter the member’s address 
8. Enter the member’s department number  (required field if applicable) 
9. Enter the member’s category if applicable (elected official/legislator) 
10. Enter the date the member began employment or returned to payroll in a KPERS 

covered position (required field) 
11. Enter the member’s military leave dates (if applicable) 
12. For Correctional only 
13. For Board of Regents only 

 
If you are enrolling a new member, you must complete the membership date under new 
member information before you can save the enrollment form.   
 
After you click on the save button, you may view the “members’ recorded history at 
KPERS” tab to check to see if your employee has membership in KPERS. 
 
Error Messages 
When you save your enrollment form, should you receive an error in the “validation 
information tab”, review and resolve any issues with the data you entered. Once the error 
or errors have been resolved, you must click on the “Save” button to refresh the list. 
 
Error 1693 
 
When the night batch for enrollments is processed, any enrollment with an Error ID 1693 
(Tier status could not be determined, end date is needed from previous employer) will 
generate a correspondence to your employee’s previous employer asking to provide an 
end date.  A message will also post on the previous employer’s message board under 
“action required messages” stating to determine Tier status an end date is needed 
for John Doe. 
 
 
If all errors have been resolved, you will receive the “Submit to KPERS” button. 
 

 
 
 
 
 
 
 



 
 
 
How will I know if my enrollment request has been received?  
 
Once you submit your enrollment to KPERS, you will receive a message on your 
message board (on the same day) that your enrollment has been received.   
 
That evening your enrollment will run through an overnight batch. If errors, your 
message will say your enrollment request has been received, but is in review status.  
Please allow 10 business days for errors to be resolved. 
 
 

 
 
The enrollment process is an overnight batch run.  Check your message board to see 
when your enrollment has been processed. 
 
 
How will I know if my enrollment requested has been processed? 
 
When your enrollment is processed and there are no errors, you will receive a message 
the next day on your message board that your enrollment has been successfully 
processed. 
 
If there are errors or an end date is needed, once errors are correct or KPERS receives the 
end date for the employee you are enrolling, your employee’s enrollment will be 
processed.  You will see a message on your message board that your employee has been 
successfully enrolled. 
 
 



 
 
 
Checking Your Employee’s Tier membership 
 
 

 
 
Once you receive a message on your message board that your employee has been 
successfully enrolled, you may go to the employee record and enter your employee’s 
social security number into the search criteria and click on search.  Your employee’s 
record will appear. 

 Click on the box in front of the employee’s social security number. 
 Under member type you will be able to see if your employee is a Tier 1 member 

or a Tier 2 member.  
 
 
 
 
 


