GP16: DOWNLOADING RETIREE INSURANCE REPORTS

GP16: Downloading Retiree Insurance Reports

In this Guided Practice, you will learn how to download reports for retiree insurance.

Exporting retiree deduction data

MyTRS enables employers to download four distinct reports to manage their insurance process
and meet their GASB45 and other reporting needs.

To download a report, follow these steps:

1) From your home page, click Insurance Deduction Reports.

Tuesday, July 29, 2014 | Welcome Robert Ceorge | Last Logon 2014-07-29 |Go To: ;l Account Settings | Logout
M RS . . . 9005 GOTHAM PUBLIC SCHOOLS
MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM [Change Employer]
L2
Employer Management

e Employer Information

e Payroll Calendar

e Import Deduction Report Files

e Deduction Reports and Payments
® EFT Payments

Your Employees

e Register Employee

o Notification of Hiring an MTRS Retiree
e View/Update Employee Information

e Service and Salary Verification Forms
e Military LOA Reporting Form

e Retiree Earnings Limit Calculator

Retiree Insurance

® Individual Retiree Insurance Selections
® Retiree Insurance Deduction History

® Maintain Insurance Premiums

® Insurance Deduction Reports

Administrative Functions
® Register for a Training Program

e Change Your Password and Other Account Settings
e Update Other Users' Account Settings (Security Administrator)

Site Policy MTRS Website Contact Us
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2) Choose the report you want to export.

Tuesday, July 29, 2014 | Welcome Robert George | Last Logon 2014-07-29 | Insurance Deduction Reports ;l Account Settings | Logout

M RS 9005 GOTHAM PUBLIC SCHOOLS
MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM -
[Change Employer]

Home » Retiree Insurance » Insurance Deduction Reports

Reports Viewer

Reports

I Employer GASB45 Report ;I
Employer GASB45 Report
Employer Insurance Plan List

Monthly Insurance Deduction Report
- Monthly Insurance Deduction Report by Provider

Month: 07/2014

Show Report

3) Enter the report month and year and click Show Report.

Tuesday, July 29, 2014 | Welcome Robert George | Last Logon 2014-07-29 I Insurance Deduction Reports 3 Account Settings | Logout

M RS 9005 GOTHAM PUBLIC SCHOOLS
MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM -
[Change Employer]

Home » Retiree Insurance » Insurance Deduction Reports

Reports Viewer

Reports

| Employer GASB45 Report =~

Employer Code: 3005
Month: [0F/2014

S -
4

Note: The report month defaults to the current month. You may need to change this
date if this month’s retirement warrant hasn’t been run, or if you want to access a
different month’s report.
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4) Once the report displays, click Export on the upper right section of the report to export
the report in one of three available formats. You can select a different report by clicking

Show Parameters (see below) to see how the screen changes.

Wednesday, July 30, 2014 | Welcome Robert George | Last Logon 2014-07-30 Insurance Deduction Reports L] Account Settings | Logout

RS 9005 GOTHAM PUBLIC SCHOOLS
!lz J MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM
[Change Employer]

Home » Retiree Insurance » Insurance Deduction Reports

[ 4

Do not use the Browser's Print Option for printing this report. Please use the Print icon in the window below to print this report.

Employer GASB45 Report ,
Export

Reports Viewer

9

Show Parametars

Note

Ervatoryr GASEAS fosgort for 653014

The Show Parameters button enables you to request a different report or the same report for
a different month. When clicked, the button will be replaced with the fields to make a
different selection, as shown below.

Show Parameters | !

Note

Do not use the Browser's Print Option for printing this report.

Reports ,

| Employer GASBA45 Report |
Employer Code: 3005 <=
Month: [05/2014 D
Show Report
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5) After clicking Export, MyTRS will offer three different export options. We recommend
the Export to CSV option as it provides the most flexible sorting options.

o/
Export Options
Export To Pdf
Export To Excel
Export To Csv.

6) Depending on your computer settings, the following window may appear. In this
example, the report was opened with Microsoft Excel by clicking Open. MyTRS will also
provide the option of saving the file directly to your computer.

Opening export.csv x|
You have chosen to open
(%) export.csv

which is a: Microsoft Excel Comma Separated Values File (313 bytes,
from: https://v3prd.trb.state.ma.us

What should Firefox do with this file?

(% Open with: lMicrosoft Excel (default) j

(" Save File

™ Do this automatically for files like this from now on.

oK I Cancel |

The Downloads window below appears when using Firefox. The window stores your
export until you hit Clear List.

1o
X j export-1.csv 6:53 PM
7] 313 bytes — state.ma.us

Clear List I
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7) The report has been exported and is now viewable in Excel. It may also be saved for

record-keeping purposes.

export-1.csv [Read-Only] - Microsoft Excel
Home Insert Page Layout Formulas Data Review View

A22 v

Employer GASB45 Report for 05/2014
Generated On: 07/29/2014 05:00:25
Generated By: RGEORGE
Retiree/SiMember P Benefit Ty Last Name First Nami Email Attn Street City St
149038 RetiremerKOOPA  KATHLEEN Kathleen@Koopa.co47 fake stiByfield MA 01234-567 #
169478 Regular RéBEACON BARBARA Barbara@Beacon.coi47 fake stt Stoneham MA 01234-567 #
183390 Retiremer ALGHUL TALIA 47 fake stt West New MA 01234-567
188945 Regular ReOZ DOROTHY Dorothy@0Oz.com 47 fake strSalem MA 01234-567 #
204576 Retiremer PENNYWCALFRED 47 fake st Plymouth MA 01234-567 #
221113 Regular RtGORDON JAMES 47 fake stt Plymouth MA 01234-567
221183 Retiremer ART ARTY 47 fake str Peabody MA 01234-567 #
236693 Regular ReCLIPP CLAIRE M. Claire@Clipp.com 47 fake st Salem MA 01234-567 #
242823 Regular ReNICKEL  NANCY P. Nancy@Nickel.com 47 fake sttBoston MA 01234-567
261232 Regular Re DORRANC BANE 47 fake str Plymouth MA 01234-567 #
264504 Regular ReSTAPLER SUSANJ. Susan@Stapler.com 47 fake stiBeverly MA 01234-567 #
301319 Regular R WINDOW WARREN ' Warren@Window.cc47 fake str East Falm¢MA 01234-567 #i
57264 Regular R¢ FRACTION FRANCES | Frances@Fraction.cc 47 fake stt Marblehe MA 01234-567
654605 Regular R¢ FOX LUCIUS  mytrsuser 5 CHERYL 47 fake stt Manomet MA 01234-567 ##HHHiHH
91009 Regular R¢JOKER JUDYS. Judy@Joker.com 47 fake sttBRONX  NY 01234-567 9/1/20
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You have completed this Guided Practice.
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