Employee PERS/TRS Verification
State of Alaska Retirement & Benefits
Employer Access Site

Purpose
When hiring a new employee or rehiring a former university employee, the campus HR office
must determine the retirement options for which the employee is eligible.

The HR offices must verify if the employee has any previous service with the State of Alaska’s
PERS or TRS programs via the Division of Retirement and Benefits (DRB) Employer Access site.

Requesting Access

For access to the DRB’s Employer Access site, you must first complete the form “LogonID
Request - Employer Services for all Political Subdivisions” at the following link:
http://doa.alaska.gov/drb/pdf/forms/gen012-poli-sub.pdf
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(Check one) [ ADD new authorized user [ DELETE all authority for this user ) CHANGE user information /screen information
Usar Nama (Last, First, M.I} RAIN

O PERS ER #: Employer Name
Qses ER #:
O 1Rs ER #:
Member Accounts: Please check information authorized to access. (Check all that apply.)

Please memorize your empiover number. You will be asked your emplover number with all correspondence with DRB.

0 Basic Indicative and Employment Information [ Defined Confribution Account Balances [ New Employee Tier Lookup
Web Reports: Pleasa chack which raports you nead to download. (Check all that apply.)

O Member Dotail Report O Service Datail Report

Employer eReporting Tool: Please check which access rights you are authorized to usa. (Check only one.)

3 Payroll and Employee’s Information O Full access rights to include set ups for bank account access
Usar Email Addrass Talephone Number Fax Mumbaer

Usar Mailing Addrass (City, State, ZIP + 4)
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Complete the following fields on the form:

LRIN-

Action: Add new authorized user

User Name: (Last, First, Ml)

RIN (your Retirement ID Number under PERS or TRS; you may also enter your SSN)1
PERS: ER#: 113 (employer number assigned to UA)

TRS: ER#: 733 (employer number assigned to UA)
Employer Name: University of Alaska

Member Accounts: New Employee Tier Lookup

User Email Address (work)

Telephone Number (work)

Fax Number (work)

User Mailing Address (work)

Signature of User (person requesting the access) and Date
Printed User Name

Retirement Identification Number; each PERS and TRS member has a RIN assigned by the DRB.

Details are available at http://doa.alaska.gov/drb/your rnb/employee/rin.html
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After completing and signing the form, forward it to Erika Van Flein, Director of Benefits, at the
following address. If you have any questions, please contact Erika at ervanflein@alaska.edu.

Statewide Human Resources
University of Alaska

PO Box 755140

212 Butrovich Building
Fairbanks, AK 99775-5140

Once your access has been approved by Erika Van Flein and by the DRB, you will receive an
email from a DRB representative confirming your access. Once you receive this information,
you may login to the DRB’s Employer Access page.

For access or login assistance, refer to the Questions & Helpful Links section at the end of this

document.

Employer Access Login — Division of Retirement and Benefits
The employer login is located at https://myrnb.alaska.gov/EmployerServices/form/login.html

Note: Per the DRB, the Employer Access application works best with Firefox and Chrome; it does
not work well with Internet Explorer.

Employer Access Login
useriD: I

Password: [N

Alaska Department of Administration

Retirement and Benefits

Enter the UserID and Password provided to you from the DRB. Select Login.
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The Employer Access Menu page will display. Select the New Member Lookup tab.

| ’\ State of Alaska lask My d i in Alaska Visiting Alaska State Employees

Alaska Department of Administration

\= ) Retirement and Benefits

> Division of Retil and Benefits > Employer Access

X

Member Search | Member Information ‘ New Member Lookup

1 Reports

Employer Access
Logout

New member lookup: PERS [‘search |

In the New member lookup fields:

» enter the employee’s SSN (with or without dashes)
» select PERS or TRS from the drop-down list***
» select Search

**¥* You must perform a separate search for both PERS and for TRS.

If the employee has ever been a member (enrolled) in the selected retirement program with
any PERS/TRS employer, one of the following messages will be displayed:

YV VY

Member (SSN: ###-#t-##t## / Fund: PERS) is a Defined Benefit Retirement Member
Member (SSN: ###-#t-#t## / Fund: PERS) is a Defined Contribution Retirement Member
Member (SSN: #i##-#t-#t## / Fund: TRS) is a Defined Benefit Retirement Member
Member (SSN: ###-#t-#t## / Fund: TRS) is a Defined Contribution Retirement Member

If no member data is associated with the SSN for the retirement program you selected, the
following window by be displayed.

No member found in the specified retirement

system matching the provided SSN

| Close |
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Questions & Helpful Links

Access Form

For questions or assistance related to the Access Form, contact Erika Van Flein in UA Benefits
at ervanflein@alaska.edu.

Login — Employer Access Site
Login questions may be directed to the Division of Retirement and Benefits office. Refer to
the following link for the DRB’s Employer Contacts page, which lists the email/phone for UA’s
DRB representative. Contacts are listed by employer number; UA’s numbers are 113 (PERS) &
733 (TRS). You may also contact the administrator listed at the top of the DRB page.

http://doa.alaska.gov/drb/employer/ereporting/employer-ereporting-contacts.html

DRB Employer Services Site
http://doa.alaska.gov/drb/employer/index.html

Contribution Rate Documents

UA: http://www.alaska.edu/files/hr/reference.reference.contribution rates.pdf
DRB: http://doa.alaska.gov/drb/employer/employer contribution rates/index.html

Instructions

If you encounter any problems with the text or links in these instructions, please contact the
HR On-Call Helpline at ua-syhr@alaska.edu or 907-450-8208.
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