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* Prelude to Summer
* Reporting Summer Pay

* Retirement Dates
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* Reporting Compensation
* Reporting OGLI
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Prelude to Summer

Synopsis

 Enrollments
e PPR
e Estimates

* Retirement Applications




Reporting
Summer Pay




Reporting Summer Pay

Summer Pay Lump Sum Reporting

 Available with last May pay cycle
* One or two extra steps
 Startjust like a regular pay report

 |f summer pay will be done in June, wait and report on June pay report.




Reporting Summer Pay

How to Report Summer Pay

!

Start by clicking on Pay Reports




Reporting Summer Pay

How to Report Summer Pay

» Choose the right pay cycle and pay date that match when you do summer
lump payments.

« Can choose more than one if both have the same pay date.




Reporting Summer Pay

How to Report Summer Pay

Select Manual or Upload

[ 1 [




Reporting Summer Pay

How to Report Summer Pay Upload

* Enter total contributions from records

* Will be considerably higher because of all summer wages being
reported in one check




Reporting Summer Pay

How to Report Summer Pay

* If not including enrollments in pay report upload, choose No

* If choosing either of the yes options, system will take you to enrollments
before uploading




Reporting Summer Pay

Reporting Lump Sum Money - Step One

Pay information will already be populated if you choose upload

N
[




Reporting Summer Pay

Reporting Lump Sum - Manual

* If doing manual entry, enter pay information including lump sum wages
and contributions

e (lick Next

11




Reporting Summer Pay

Reporting Lump Sum - Step Two

* Large lump sum wages will trigger a warning prompting you to apply summer pay

» Choose"Pay Until Date"and pick date thatis your agency’s last month of summer pay

/ /




Reporting Summer Pay

Summer Pay

 For classified employees who do not receive any pay during the summer, select
"No Summer Pay” button

* Select this button every month to ensure employee receives service credit over

the summer




Reporting Summer Pay

Summer Pay

* Message will pop up reminding you to submit an end date for those
employees not returning the following school year

* Licensed employees not receiving lump sum pay will have pay information
reported like you normally would do on each pay report throughout the
summer.

By selecting "Moo Summer Pay” you are verifying these members
are returning to employment the following school year, If not
returning to employment - submit end date,

K Cancel




Reporting Summer Pay

Summer Pay

If an employee has a different “Pay Until Date” you will click on the SSN of the
employee to open pay detail




Reporting Summer Pay

Summer Pay

Choose a different “Pay Until Date” and click Save

I




Reporting Summer Pay

Summer Lump Sum - Step 3

 Jotal amount includes regular pay and summer lump sum

e Click Submit l




Reporting Summer Pay

Summer Lump Sum - Step 4

* System does not process summer pay invoices like regular pay reports

* Needs time to calculate and validate the amount and spread them evenly over the

summer months
 Invoice will show up in TO Do List when ready l
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Retirement Dates

Summer Pay Cheat Sheet




Retirement Dates

All Non-School and School Non-Licensed (classified)

e 12 available retiremment dates

* May retire the first of the month following their last day
on payroll




Retirement Dates

Compensation and End Dates

Compensation to report begins with a regular calendar year.




Retirement Dates

School-Licensed (certified)

Teachers — As early as June 1, if work under contract
is complete

Principals and Superintendents — As early as June 1, it work
under contract is complete

Any of the summer months if work under contract is complete

f using additional pay, first of the month after the end of the
contract




Retirement Dates

Reporting Money for School Certified

Reported
compensation is
based on a
calendar year.




Retirement Dates

Scenario 1

Delores is a teacher at KPERS Middle School. Her contract
ends August 31. She will be retiring June 1.

* Whatis her end date?
* What compensation will you report?




Retirement Dates

Scenario 1
* Enddate: May 31
* Report: Pay thru
May 31
— || | 4




Retirement Dates

Scenario 2

Kenneth is the principal of KPERS High School. His contract
ends June 30. He is retiring July 1.

* Whatis his end date?
* What compensation will you report?




Retirement Dates

Scenario 2

e Enddate:June 30
P4 — | 1l |  Report: Pay thru
June 30




Retirement Dates

Scenario 3

Tim is a teacher at KPERS High School. He was hired prior to
July 1, 1993. He is retiring September 1.

* Whatis his end date?
* What compensation will you report?




Retirement Dates

Scenario 3

* Enddate: August 31
* Report: All Pay,
including add-ons




Retirement Dates

Scenario 4

Helen is a cook at KPERS Elementary School. Her
membership date was prior to July 1, 1993. She works 9
months out of the year. Her last day will be May 23. She is
retiring June 1.

* Whatis her end date?
* What compensation will you report?




Retirement Dates

Scenario 4

* Enddate: May 23
* Report: All Pay,
-> | | including add-ons




Retirement Dates

Scenario 5

Benjamin is a bus driver at KPERS Elementary School. His
membership date was after July 1, 1993. He works on a 10-
month contract. His last day will be July 10. He is retiring
August 1.

* Whatis his end date?
* What compensation will you report?




Retirement Dates

Scenario 5

 Enddate:July 10
* Report: All Pay




Retirement Dates

Scenario 6

Tina is the IT director at KPERS Middle School. She is a 10-
month employee paid over 12-month. Her last day working
is May 21. She is retiring June 1.

* Whatis her end date?
* What compensation will you report?




Retirement Dates

Scenario 6

* Enddate: May 31
* Report: All Pay
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Certifications

Certification

Designated Agent completes certification in the Employer Web Portal. Will
show up on the“To Do List”,

« Certification shows up within 30 days of retirement date.
* Do not have to wait until PPR is completed.
 (Complete as soon as possible.

* Respond to all KPERS inquiries regarding retirement.

Retirement benefit could be DELAYED




Certifications

Certification

Different Types

* Retirement
e Withdraw
 Death

* Disability




Certifications

Certification School

Verify last day on payroll is |ast
day compensation was earned.

* Licensed employees: last day of
the month

» (lassified employees: last day
earning compensation

Position at retirement and school questions must be answered.




Certifications

Adjustment to Gross

* Enterany amount not reportable
to KPERS

« Don't enter summer pay

* Don't enter add on pay that is
reportable to KPERS




Certifications

Add-on Pay

e C(lick'new’and create a new line
for each type of add-on.

e Enter add-on amount

* Enter correct year for each
e add-on.

* Add detailed comments to
report any discrepancies in pay.

Report sick leave, vacation leave, and overtime separately.
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Reporting Compensation

Do Not Withhold or Report to KPERS

* Early Retirement Incentives

* Bridge Payments Tied to Early
Retirement Incentives

* Severance Pay




Reporting Compensation

Add-On Pay

Membership date before July 1, 1993 or in “Year of Service’,

Take KPERS Contributions from:
 Unused Sick Leave

* Annual (Vacation) Leave
* Kelly Days +
* PTO/ Personal Days

* Longevity Pay only paid at retirement
e Retirement Bonus
 Bonus Sick Leave




Reporting Compensation

Compensation
Take KPERS Contributions from:

* Longevity Paid Yearly * Bonuses

* Insurance Reimbursement ~ >igning
. —  Merit

* Holiday Pay — Retention

* Overtime - IR

— To Take or Keep a Position
— Early Notification
— Any Bonus not tied to Termination




Reportmg Compensation

Handouts




Reporting Compensation

Leaving Employment Information




Reporting Compensation

Retirement Checklist for Employer

 Ask member if a retirement estimate was completed

U Enter end date in the EWP as soon as possible (up to 90 days ahead)

4 Provide member the Application for Retirement Benefits
O Provide life insurance conversion and portability forms
O Discuss Working After Retirement rules

d If member is in a service purchase, have them contact KPERS as soon as
possible

d Complete retirement certification on the EWP




Reporting OGLI




Reporting OGLI

How to Report OGLI

* 9or 10-month employee — Paid over 9 or 10-months.
» Start collecting premiums for summer months with March-
May checks.

* 12-month employee continue to report on monthly premium as
usual.




Reporting OGLI

How to Report OGLI

* Employees getting a lump sum payment in May:
* Deduct premiums for May-August.
* Include all summer premiums on the May premium report.
* If paying thru August mark August on Summer Pay Month.




Who to Contact




Who to Contact

Contact KPERS




Thank You!

Questions?

Summer Pay
for Schools
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