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This packet contains instructions for using the Request for Employer Information (RFEI) 
System. These instructions were developed to help make the system as easy as possible for you to 
use. If you have questions, we’re here to help. Please contact us through one of the methods listed 
below.

C O N T A C T  I N F O R M A T I O N :
Employer Support Services 
6835 Capitol Boulevard,  
Tumwater, WA 98501
employersupport@drs.wa.gov
360.664.7200 or toll free 800.547.6657
360.753.1090 (Fax)
http://www.drs.wa.gov/employer/
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GETTING STARTED 
 

These are the requests you’ll receive in the Request for Employer Information System:

• Requests for Final Compensation and Annual/Sick Leave Cash outs

• Furlough Compensation and Hours Requests 

• Options bills:

 » Authorize Leave of Absence

 » Authorized Military Leave

 » Temporary Duty Disability

• Transmittal reporting questions

 » Low Earnings

 » Low Hours

 » Missing Earnings/Hours

 » Negative Earnings/Hours

 » Spiked Earnings

 » Spiked Hours

 » Status Code (M, N, etc.)
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ACCESSING THE REQUEST FOR EMPLOYER INFORMATION SYSTEM

STEP 1: LOG IN

First, log into the eServices website, then select the Request for Employer Information link.

STEP 2: RECEIVE EMAIL NOTIFICATION:

You will receive notification of any new requests by email, like this example: 

From: drsemployer@drs.wa.gov [mailto:drsemployer@drs.wa.gov] 
Sent: Thursday, October 16, 2014 5:11 PM 
To: Jones, Samuel (WDSDOT) 
Subject: Department of Retirement Systems (DRS) - New Information Request - Report Group 0155 
Importance: High

Dear Samuel Jones,

You have a new Request for Employer Information (RFEI) from the Department of Retirement Systems, regarding Smith, 
John E. (xxx-xx-1234) with the following request(s):

●  Temporary Duty Disability

●  Spiked Earnings

To view the full request and respond to the request, log in to DRS e-Services.

If you have any questions, please contact us.
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ACCESSING THE REQUEST FOR EMPLOYER INFORMATION SYSTEM

STEP 3: VIEW THE OPEN REQUESTS

After you access RFEI you will see a list of open requests for your organization:

• To view the entire SSN, hover over the *****0000

• You can search for a specific employee SSN or name

• Click on the SSN to review the entire request

STEP 4: REVIEW THE OPEN REQUESTS

The request type and a text description of the request will be listed along with the timeframe. 
The “Member Information” section will replace the “Member Look Up,” and the following fields 
will be populated:

• Full Name

• SSN

• Employer

• System

• Report Group
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ACCESSING THE REQUEST FOR EMPLOYER INFORMATION SYSTEM

STEP 5: RESPOND TO SPIKED EARNINGS

Click View Earnings to view what has been reported to DRS:

STEP 6: COMFIRM EARNINGS

• If it’s correct, make a note in the comments.

• If it’s incorrect, make corrections through WBET, or your transmittal, and make a note in 
the comments.

• Click Save and Close.
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ACCESSING THE REQUEST FOR EMPLOYER INFORMATION SYSTEM

STEP 7: COMPLETE THE REQUEST
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ACCESSING THE REQUEST FOR EMPLOYER INFORMATION SYSTEM

STEP 8: RESPOND TO SPIKED EARNINGS

Use this screen to view, update, and respond to requested information. Changes can be saved so 
you can return at a laster time to complete your requests. When finished, mark each request as 
completed and send your request to DRS. If you do not have additional request types from DRS 
for this employee, click Send to DRS.

If you have saved changes, but have additional edits, you can click Edit Request to complete 
before sending to DRS.

8 Employers



Request for Employer Information System 9

ACCESSING THE REQUEST FOR EMPLOYER INFORMATION SYSTEM

STEP 9: RESPOND TO A VERIFICATION OF EMPLOYMENT (VOE)

Click View Verification of Employment Forms. Use this screen to view, update and respond to 
requested information. Changes can be saved so you can return at a later time to complete your 
requests. When finished, mark each request as completed and send your request to DRS.
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ACCESSING THE REQUEST FOR EMPLOYER INFORMATION SYSTEM

STEP 10: COMPLETE FIELDS FOR THE VOE FORM

• Enter start date

• Enter separation date

• Enter Position Number

• Enter Job Title

• Select Temp/Perm Status

• Answer questions 1 through 6, or provide other explanationAccessing the request for 
employer information System
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ACCESSING THE REQUEST FOR EMPLOYER INFORMATION SYSTEM

STEP 11: COMPLETE VOE EARNINGS

• Enter Compensation for each month

• Enter hours for each month

• Click Save and Return

• Click Complete Request

• Click Send to DRS
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ACCESSING THE REQUEST FOR EMPLOYER INFORMATION SYSTEM

STEP 12: RESPOND TO MULTIPLE REQUESTS

Sometimes you will receive multiple request types for the same employee from DRS. Use this 
screen to view, update, and respond to requested information. Changes can be saved so you can 
return at a later time to complete your requests. When finished, mark each request as completed 
and send your request to DRS.

You can complete one request type, save your changes and come back to complete the others at 
another time. The request will remain open for editing until you have completed all requests and 
clicked Send to DRSAccessing the request for employer information System

STEP 13: RESPOND TO MULTIPLE REQUESTS

Once you have saved and completed All requests, you can send your response to DRS.
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ACCESSING THE REQUEST FOR EMPLOYER INFORMATION SYSTEM

STEP 14: CONTACT DRS

Here you can type up your comments or questions to send to DRS.
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C O N T A C T  I N F O R M A T I O N :
Department of Retirement Systems
PO Box 48380
Olympia, WA 98504-8380
360.664.7000
800.547.6657
www.drs.wa.gov RFEI_01_2015


