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Using the DRS Web-Based Services

Logging on for the First Time

1.

2.

From the Logon screen,
type your user ID and
password and click OK.
Your user ID and
password are provided to
you by DRS. The
password is case
sensitive and must be
typed exactly as written.

Note: The URL address
for the Logon screen is:
https://fortress.wa.gov/drs/
eservices/

Read and accept the
Web Access Agreement.
The access agreement
spells out your
responsibilities when
using the DRS electronic
services. Read through
the agreement. At the
bottom of the page, click
Accept.

Electronic Services

Logon
Enter your User |D and Password then click OK to logon

LOGON
User ID: ||

Passwaord:

Trouble Logging On?
If you are having trouble logging on, please be aware of the following:

s You must have been issued a user ID and password by DRS before you can log on. Contact

Washington State Department of Retirement Systems
Web Access Agreement

Please read this Agreement before accessing the web-based, electronic services (hereafter referred to as
Senices) maintained by the Washington State Department of Retirement Systems (hereafter referred to
as DRS). This Agreement is entered into between DRS and each individual or entity (hereafter referred to
as the User] who accesses and/or uses these Services.

These Serices are provided without charge. They are owned and operated by DRS and are available to
the User through the Waorld Wide Web. They may contain retirement information, text, graphics, links,
art, animations, forms, audio, video, software, and other material and data formatted, organized, and
collected in a variety of forms generally accessible to the User,

Usage

Upon authorization, DRS will provide the User with limited, online access to these Serices for reviewing,
updating, and submitting electronic data relevant o retirement system repaorting. The User may request
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3.

Change the initial logon
password.

Type the password you
received from DRS in the
Current Password box.
Come up with your own
password that meets the
specific requirements.
Type it once in the New
Password box and again
in the Confirm Password
box. Click OK. (A box
will display to verify the
change. Click OK again.)

Access the applications
from the My Services
screen.

The My Services screen
lists all the applications
you have been authorized
to use. They are listed
alphabetically. To access
an application, click on
the appropriate link.

Using the DRS Web-Based Services

; AL O v
iy services e —

Change Password

User Name: Ozzie Nelson
Your password has expired. You must change your password hefore you can access your
services.

CHANGE PASSWORD

Cancel

Current Password:
Mews Passward:

Confirm Password:

Password Reauirements:

EEtﬁlmi: |

Services

v Sevices [ Chanae pesswora P Fae |

My Services
Welcome Ozzie Nelson

The following electranic services are available to you at this time. Please choose the
service you would like to use from the list below

« Electronic Fayments
« Member Reporting Yerification
« Wieh Based Emplayer Transmittal

To ensure information is kept secure, when you're finished using these services please
click the EXIT button to log off, then close your browser
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Using the DRS Web-Based Services

Checking an Employee's Retirement Membership

1. ACCQSS the Member n  Washington State Department of Retirernent Systems 2
. . . | MEMBER REPORTING VERIFICATION My Sanices
Reporting Verification Wermber Search
R . Member Search Help
(MRYV) application. Eut
The main screen is called
Member Search. The FRE O sse =
radio button for B i Organization: [MARTHA CITY OF =]
MemberShlp Wlll be Please select the eamings or membership radio button, enter the employes's S5N and select the appropriate organization (if
Selected by default' Type necessary). Click the Search button to display results.
a Social Security
Number, select your e ottt 70, st
] 3 11t 1 drsemployer@drs.wa. gov
Organlzatlon (lf lt 18 nOt Monday - Friday, 8:00 A - 5:00 P (PST)
shown), and click the
Search button.
E
2. If the employee has prior % WWashingtan State Department of Retirement Systems =
tirement | MEMBER REPORTING VERIFICATION my S;Nlcses )
r ernber Searc
€ R Member Search Help
membership... Ed
. . SEARCH RESULTS
The screen will display
membershlp details such Saact e s [ _
as the retirement system o Membi’,mp Organization: [MARTHA, CITY OF =] EZEY
and plan, the entry date,
the retirement date, or the SSN: 111-22-3366 Name: PEPPER, SARGEANT
Wlthdrawal date If the [ MembershipDates |
. Systern/Plan: PERS 1 Active
. . E:tw Date: 07i01i1962 Retire: Transfar:
employee IS a member ln WWithdram: SERS Conversion:
more than one retirement
Prior Employment History with MARTHA CITY OF
System, the mOSt recent Dept Mumber Begin End
membership will be listed o o -
ﬁrst. If the employee has The irfbrmation about dhis Social Security hiwber is based on employaent history eoeived by ORS via ransmittal repodts amd can change
: : Fmnlovar Sunnn t Sanvirae ﬂ
prior employment history
with your organization,
the begin and end date for
each employment period
will also display.
7/2/2004 Page 3



Using the DRS Web-Based Services

3. If the employee has NO % WWashingtan State Department of Retirement Systems ;I
. . § MEMBER REPORTING VERIFICATION My Services
prior retirement Member Search
. Member Search Help
membership... —
. SEARCH RESULTS
You will see a message
. No previous membership history found for this social security number.
that says no retirement
. . Select One: b
membership history was P SSi: [ri122aa4e Search
. . . . (ol hembership Organization: IMARTHA CITY OF vI
found for this individual.
If the employee has been Please verify that the Social Security Mumber is correct
hlred lnto a retlrement- e [fthe Social Security Numnber is not correct, resubmit the search.
ellglble p051t10n5 you Wlll « If the Social Security Number is correct, please click on Help above for information about reporing new members in a
need to report him/her on rerement st
your transmlttal Employer Support Services
1-B00-547-6657 ext. 47200; or 360-664-7200, option 2*
drsemployenidrs. wa. gov
Monday - Friday, 8:00 AM - 5:00 PM (PST)
¥ ¥ [
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Using the DRS Web-Based Services

Verifying an Employee's Retirement Earnings

1 . ACCQSS the Member n  Washington State Department of Retirernent Systems 2
. . . | MEMBER REPORTING VERIFICATION My Senices
Reporting Verification Member Search
. . Member Search Help
(MRYV) application. —
The main screen is called
Member Search. The LI s
. arnings earc
radio button for # Membershig Organization: [MARTHA CITY OF =]
Membership will be Pl lect th hership radio b h I SSN and select th (if
. ease select the eamings or membership radio button, enter the employes's and select the appropriate organization (i
Selected by default' Cllck necessary). Click the Search button to display results.
on the Earnings radio
button, type a Social e ottt 70, st
] rsemployer@idrs.wa. gov
SCCUTltY Number: select gflnnday‘ B Fr\dat;, 500 AM - 5:00 PM (PST)
your organization (if it is
not shown), and click the
Search button.
E
2. If the employee has Washington State Department of Retirement Systems =
MEMBER REPORTING VERIFICATION My Senices
1 1 Member Search
retirement .earr.nngs at Member Search %{3
your organlz‘atm.n... SEARCH RESULTS —
The screen will display
all earnings information Selact One:
g  amings SSH: [111223333
rep()rted by your @R Organization: |MARTHA CITY OF =l
Organlzatlon fOT the SSN: 111-22-3333 Sys/Plan: m Name: WOODS, NORWEGIAN A
employee. It will not voar: XN Expand All Marthe
. . Earn MosYr Compnstn Mbr Contr Hours Status Type
dlsplay carnings 01/2003 ¥ 5‘252 Etu 373.9£ 160.0 ‘A‘ UY?',J
. . 02/2003 » £232.00 373.92 160.0 A ic]
information reported by 0372003} £232 00 iz 1600 A @
) R 04/2003» £232.00 37392 184.0 A ic]
05/2003» £,232.00 373.92 168.0 A 03
other Org&l’llZﬂthl’lS. 052003 L
07/2003
08/2003
09/2003
10/2003
11/2003
12/2003
Total 31,160.00 1,869.60 832.0 Rpt Grp: 5017 .|
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Using the DRS Web-Based Services

3. If you want to change

YWashington State Department of Retirement Systems

R . “} MEMBER REPORTING VERIFICATION Wy Serices
the earnings display... Mermber Search Vet S
Euit

The screen allows you to
view information in

SEARCH RESULTS

different ways. Select One:
SSN: [111223333
& Earnings Search
° USG the Year dI’Op-  Membership Qrganization IMARTHA CITY OF j
down to view data for SSN: 111-22-3333 Sys/Plan: R0 Name: WOODS, NORWEGIAN A
a different year. vear: EENINE| iew By: Callpe A WenDe
. Earn Mo/¥r Compnstn Mbr Contr Hours Status Type
e Use the View By drop- 01/2003 623200 732 180.0 A 03
Transct Date Rpt Mo/Yr s
01/30/2003% 0152003 £,232.00 37382 1600 A o3
down to change to or w3 63200 vs% w0 A m
Transct Date Rpt Mo/Yr
from a calendar year 700 02003 B2 573 1600 - 2
> 03/2003% £,232.00 7332 1800 A 03
Transct Date Rpt Mo/YT
ﬁscal year7 Or SChOOI Q372772003 032003 6,232.00 37392 1600 A 03
. 042003+ £,232.00 F332 184.0 A 03
year VICW. Transct Date Rpt Mo
042972003 0472003 6,232.00 37382 1840 A 03
: 0572003+ £,232.00 373.92 188.0 A 03
* Click the Expand All R
narnonns prses fow am 1ean . m |

button to show details
for all months, or click
on a given earning
month to show details
for that month.

4. If the employee is a RS R o M
Member Search |
Plan 3 member. .o Member Search ‘ZMember Reporting Verification - Microsoft ] 3]
You will see a button for SEARCH RESULTS m
. . SSN: 555- 44- 3333 -
Member Contributions. Hame: FIELDS, STRAWBERRY
Click on the button to S;'E:ﬂ?ﬂ"gz: 55N ;| Transct Date  Contribin Type Amount  Invst Program
disol ) ind e Orgarizatian: [| /012003 Taxed $141.95 SELF
play a pop-up window ermbership 05/30/2003 Taxed $141.45 SELF

that shows the defined SSN; 555- 44- 3333 Sys/Plan: [EESEE|

i 1 Close Window
contribution amounts that | @z =z B

Earn Mo/Yr Compnstn
have been reported for 0120030 27949
h 1 Th 03700 e
F € emp Oyee' . ¢ 04,2003 » 2:829 oo
information is displayed parzo0a 20
by transaction date with o0:z00)
092003 LI
the most recent date first. 0200
12/2003
Total 17,008 .49 1001.0 Rpt Grp: 5017 ﬂ
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Using the DRS Web-Based Services

5. If the employee haS NO Washington State Department of Retirement Systems _— B
. ; ¢ MEMBER REPORTING VERIFICATION My Senices
employment history at Member Search
Member Search %F

your organization...

You will see a message

that says this individual

has no earnings history © g S T 223300 =
. . . ~ Membershi Organization: [MARTHA CITY OF |

with your organization. If '

this doesn't seem right,

check the SSN as you i SeEy . (720D, o SBO.GB47200, opion 2

may have typed it Wrong, | - fray Siam- 5o e esn

then resubmit the search.

SEARCH RESULTS

The requested Member has no history with the selected Employer
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Using the DRS Web-Based Services

Submitting a Deferred Compensation Report

1. Access the Web-Based
Employer Transmittal

) Washington State Department of Retirement Systems
| WEB-BASED EMPLOYER TRANSMITTAL (WBET)

Employer Transmittal Report Listing

My Services
Repaort Listing
Help

Euxit

(WBET) application.
The Report Listing
screen lists DCP reports
first, then regular
retirement reports, then
correction retirement
reports. Click the Select
button next to the DCP
report you will be
submitting. It will take a
few seconds for the
application to download
data.

2. Use the Change Report
screen to view changes
from the last report.

If a new participant has
enrolled in DCP or an
existing participant has
requested a deferral
change, you are notified
of the change on this
screen. You will see the
new deferral amount and
the effective pay date. If
there have been no
changes since your last
report, a message will
show that.

Organization: |MAF\THA CITY OF j

The reports below are available for your organization. Click the Select button to the left of the report to begin.

Rpt Group  System Rpt Period Version Status
Deferred Compensation Reports
899751 DCcP 0772003 1of1 Ready to Begin
sM7 PERS 0772003 10f1 Ready to Begin
BOS7 LEOFF 07/2003 1 of1 Ready to Begin
5017 PERS Ready to Begin
B057 LEOFF Ready to Begin
Employer Support Services
1-800-547-6647 ext. 47200, or 360-664-7200 e
drsemploveriidrs.vwa.qoy
Manday - Friday. 8:00 AM - 5:00 PM (PST) ﬂ
s Washington State Departrent of Retirement Systems
| WBET (DEFERRED COMPENSATION) My Services
Report Listing
Deferral Change Report Change Report
9 P Deferral Detail
Printable Report
MARTHA CITY OF Help
Report Group: 599751 (DCP) Exit
Report Period: 05/2003
Report “ersion: 1 of 1
Print Save Copy To Disk |
To print a paper copy of the report, click the 'Print' button.
To save an electronic copy to a file, click the 'Save Copy to Disk' button
Soc Sec Num Participant Name Effective Pay Date Deferral Amount
111-33-3421 GROCHOWSKI, TMOTHY R 5/31/2003 900.00
222-11-3456 TYLER, ANNE 5/31/2003 100.00
Employer Support Services
1-800-547-6657 ext. 47200; or 360-664-7200 =

7/2/2004
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Using the DRS Web-Based Services

3. Use the Deferral Detail

screen to enter deferral - Report Listing
amounts Participant Deferral Detail Change Report

Deferral Datail

WBET (DEFERRED COMPENSATION) My Serices

Washington State Department of Retirement Systems R EEE— j

Printable Repaort

This screen shows the gjpﬂ“g;u';yaggm e Hich
deferral amounts Repr arod: Dot

expected for each

ici 2 — arch for E LFind |
participant. If you change LS S | Searchforssn |

a deferral amount, When Total Deferral Amount:
11 k th t t 1 SSH: 222-33-4444 Name: ALLEN, LAWRENCE OLIVER Updata Participant Info I
y}(l)u ¢ Ct t?lavte’ efti)l a ™ Record Complete I Deferral Temporarily Suspended Deferral Amount | 60.00
snown a ctop o €
. SSH: 333446555 Name: APPLEBY, WILLIAM ALAN Update Participant Info I
screen 18 updated. ™ Record Complete I Deferral Temporarily Suspended Deferral Amount | 150.00
SSN: 444-55-6666 Name: BECK, CASEY ARTHUR Update Participant Info I
™ Record Complete ™ Deferral Temporarily Suspended Defatral Amount: | 400.00 =
_TO temporarlly s Washington State Departrent of Retirement Systems R EEE—
| WBET (DEFERRED COMPENSATION) My Services
suspend a deferral... : Repert Licting
e i Ch. Report
Check the Deferral Participant Deferral Detail Qo el
. rintable Report
MARTHA CITY OF
gempo;arllnyuinended o Era 5813 067 tep
ox. The Deferra Repor: Verson: 1 of
Amount will go to zero.
g . Save | Submit Searchforssn:| €D
When you submit the
report to DRS, the
part101pant's defeI‘I‘al Wlll SSN: 222-33-4444 Name: ALLEN, LAWRENCE OLIVER Update Participant Info I
b h d t d ™ Record Complete ™ Deferral Temporarily Suspended Defarral Amount | E0.00
€ changed 1o Z€ro an
Wlll I'emaln 7Zero on SSN: 333-44-6655 Name: APPLEBY, WILLIAM ALAN Update Participant Info I
bsequent reports untll ™ Record Complete I Deferral Temporarily Suspended Deferral Amount; I 0.00
su
SSN: 444-556666 Name: BECK, CASEY ARTHUR Update Participant Infa I
you unCheCk the bOX' ™ Record Complete I Deferral Ternporarily Suspended Deferral Amount; I 400.00
When the box is =

unchecked, the last
deferral amount on
record will be reinstated
for the participant.
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Using the DRS Web-Based Services

—To enter a
termination date or to
update profile
information...

Click on the Update
Participant Info button to
go to the Update
Participant Information
screen. You can enter an
employment termination
date or update a
participant's name,
address or birth date.
Click Save & Return to
save the changes and
return to the Deferral
Detail screen.

Use the Deferral Detail
screen to submit the
report.

When you are ready,
click the Submit button
to send the report to
DRS. You will be taken

Washington State Department of Retirement Systarms

WBET (DEFERRED COMPENSATION) Wy Serices
/ Repart Listin

Change Report
Deferral Detail

Update Participant Information

MARTHA CITY OF Printable Repaort
Report Group: 899T41 (DCF) Help
Report Period: 052003 Exit

RepartVersion: 1 of 1

Save & Return FesetFields I Reluml

Use this screen to modify infarmation for the participant. Fields with a red * rmust be completed. After you have made any
changes, click the Save & Return button. If a participant has a foreign address, please contact DR'S for assistance.

Participant Infermation

Social Security No: 444-55-6666 Employment Termination Date (MMIDDIY )

First Name: = CASEY
Mid Namefnitial [RTHUR

Last MNarme: * [eECK

J — [af

Washington State Department of Retirement Systerns _—
WBET (DEFERRED COMPENSATION) My Senices
Report Listing

Change Report
Deferral Detail

Printable Report
MARTHA CITY OF Help

Report Group: 829751 (DCP) Exit
Report Period: 0572003
Report Wersion: 1 of 1

Save | Submit

Participant Deferral Detail

Search for SSN: L Find}

tO the Prlntable Report Total Deferral Amount: 12,148 66
screen SSN: 222-33-4444 Name: ALLEN, LAWRENCE OLIVER Update Participant Infa I
: ™ Record Complete ™ Deferral Terpararily Suspended Deferral Amount; | B0.00
SSN: 333-44-5555 Name: APPLEBY, WILLIAM ALAN Update Participant Info I
™ Record Complete [ Deferral Termpararily Suspended Deferral Amount; | 0.00
SSH: 444-55.6666 Name: BECK, CASEY ARTHUR Update Participant Info I
™ Record Complete ™ Deferral Terpararily Suspended Deferral Amount: | 400.00
7/2/2004 Page 10



Using the DRS Web-Based Services

5' Use the Printable Washington State Department of Retirement Systems _— =
Report screen to save a WBET (DEFERRED COMPENSATION) by Sansces
copy of the report and Employer Transmittal Printable Report %ﬁi—ﬁgﬁ
make payment to DRS. e oot e
To print a paper copy of Rebort aront 1 o1

Report Status: Submitted (5/2/2003 11:33:31 AM by B. E)

the report, Cth the Prlnt Your changes have been successfully saved.

The repott has been successfully submitted for processing.
button. TO save an REMINDER: Don't forget to save andior print the report.

electronic copy in pdf

. Print Save Copy to Disk To Pay By Check To Make ePayment
format, click the Save 2]
i . To print a paper copy of the report, click the 'Print' button.
Copy to Disk button
(POp up Wil’ldOWS WIH To save an electronic copy to a file, click the 'Save Copy to Disk' button
display for completing e E—
the prlnt or save aCt10n~) 33-445555 APPLEBY, WILLIAM ALAN oo
Deferral Tempararily Suspended ﬂ
' 3 =
If you re paylng by ) Washington State Department of Retirement Systems —_—
CheCk, Clle TO Pay by ‘! WBET (DEFERRED COMPENSATION) :\Qﬂey E:T;‘sn
Check... Printable Payment Advice 7%&“
Printable Repor
You'll go to the Payment VARTHA CITY OF tilp
Advice screen. Enter the Fepert Groun, BHISTOE0)
payment number and Print Save Copy to Disk
click Print. If you have
Plan 3 payments CliCk This screen provides a printable payment advice for DCP dollars. To make payment to DRS:
b
1. Enterthe payment number below and print the screen or save a copy to disk. (If the payment number is
Create Plan 3 Pa}’ment not available, print this screen and enter the payment number by hand )
AdVice and complete that 2. Mail the completed payment advice along with payment to the address shown below
screen. Mail the payment
adv]ce(s) al()ng Wlth Payment Number Report Period Report Version Amount
payment to DRS. | \ 0572003 | 1af1 [ 11,998.66
I I I =l
If you're paying
electronically, click To
Make ePayment...
You'll go to the ePay

application. See Page 23
for instructions on
submitting payments
electronically.
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Using the DRS Web-Based Services

Submitting a Regular Retirement Report

1. Access the Web-Based %, washington Stte Dapartment o Retiement ystems 00 0=
Employer Transmittal ' WEB-BASED EMPLOYER TRANSMITTAL (WBET) %\%ﬂg
(WBET) application. Employer Transmittal Report Listing %‘1
The Report Listing
screen lists DCP reports
first, then regu]ar The reports below are available for your organization. Click the Select button to the left of the raport to begin
retirement repo I'tS, then Rpt Group  System Rpt Period Version Status

Deferred Compensation Reports

Organization: |MAF\THA CITY OF j

COI‘I‘eCtiOIl retirement [ Select | 899751 DCP 07,2003 10f1 Ready to Begin
. Regular Retirement Transmittal Reports

reports. Cth the Select 017 PERS 07/2003 101 Ready to Begin

button neXt tO the regular BOA7 LEOFF 07,2003 1of1 Ready to Begin
. Correction Retireent Transmittal Reports

rep()rt you will be 57 PERS Ready to Begin

BOS7 LEOFF Ready to Begin

submitting. It will take a
few seconds for the Employer Support Serces

1-800-547-6657 ext. 47200, or 360-664-7200 b

: b rsemp U!Er@ rewa.qoy
appllcatlon to download :ﬂonda\rl—Frlda\? 5:00 AM - 5:00 PM (PST3 =i
the data.

2. Use the Report . -

Washington State Department of Retirerment Systems

WEET (REGULAR RETIREMENT) My Services
Summary screen tO " Report Listing
Employer Transmittal Summary Earning Detal
Al Employ
enter summary totals. Ermployer WAR 8 T OF asdBuplssee
Report 5017 (PERE) o
In the boxes on the left- RZEEnpﬁiﬂ 0712003 Eame S
ReportVersion: 1af1 Exit

hand side of the screen, Repon stz sarea

enter the to_tal Save | Submit Report |
compensation, member

contributions, employer DETAILED SUMMARY INFORMATION

ao
ContrlbutlonSQ a'nd hours Compensation Compensation
(OI' days) fOI' each plan. Plan 1 0.00 Plan 1 3,000.00

Plan 2 .00 Plan 2 B7,000.00
Grand totals are

Plan 3 0.00 Plan 3 3,000.00
calculated for you. When Total IT— Total 53,000.00
you haVC entered the Member Contributions Member Contributions
amounts, click Save. Plan 1 0.00 Plan 1 180,00 x|
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Using the DRS Web-Based Services

3' Use the Earnlng Detall Washington State Department of Retirement Systems _— j
screen to update WBET (REGULAR RETIREMENT) Eey EST;?\?
employee information. Employee Eaming Detall A Erpioses
This screen shows what MARTHA CITY OF - 5017 (PERS) Eﬁntu:h\iugjamp;;
. Report Period:  07/2003 H_e!p_
was reported previously Report Versior 1 of Ed
for each employee.
ReVleW the StatuS Code Save Save & Edit Report I™ Ignore YWarnings Search far SSM L Find]
b
hours, and compensation Pages: 1 2
reported and make any SSN: 111227777 Name: WEST, MAE
Changes necessary- Ml Remaove y cord From This Report
Member and employer e e e Compensation [100000
1 1 - hlember Cont.; |180.00
contributions are ™ reocompan 0 03 Statis 5 =] s iS00 Ermalager ot [3550
calculated for you based |
on the compensation —— -
entered.
. =]
_TO add an earnlng Washington State Department of Retirement Systems -
record... WBET (REGULAR RETIREMENT) gney ?ST?;?
Click the Add Earning Add Earning Period Al Ermpeves
Period button to go to the MARTHA CITY OF - 5017 (PERS) Pitisse et
. ¢ Report Period:  07/2003 Lﬂg
Add Eamlng Per10d Report Version: 1 of 1 Exit
screen. Enter the earning
: awve eturn ave onfinue eset Fields eturn
period, hours (or days for SevoiRetn | Saved ot Pesetfids | Reun |
TRS 1), compensation, Enter earing information. To save and return to the Eaming Detall screen, click 'Save & Return'. To save
and continue adding earning information, click 'Save & Continue'
status and type code. 111227777 Name: WEST, MAE
° TO add a Slngle Flan: 1 Earming Period: tMAeey Hours: |00 Compensation: IU 0o
. . atus: |A T e |03 =
earning record, click e
Save & Return. The DS BBy v 47D, o 654720
. drsemployen@drs.wa. gov
Change will be saved Wonday - Friday, 00 AW - 5:00 PM (PST)
and you'll return to the =
Earning Detail screen.
* To add multiple
earning records, click
Save & Continue.
You'll stay on this
screen and can add
other records. On the
last record, click Save
& Return.
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Using the DRS Web-Based Services

_TO enter an end date Washington State Department of Retirement Systarms _— -
or to update profile ) wneT FEcULn rETREMET pome
information Update Member Information %ﬁ

b Report Summary
Click the Update L e e

Report Version: 1 of 1 Eut
Member Info button to ’
go to the Update Member |
Save & Return FesetFields | Feturn |

Information screen. You
Can enter an end date Modify information as necessary for this member. Fields with red * must be completed. After you have completed your
>

changes, click the Save & Return button. If a member has a foreign address, please contact DR for assistance.

update a member's name
Social Security No: 111-22-7777

or address, update Plan 3 Plan 1
rate option or investment |

prograrrlv’ Or update a Eligibility Start Date: 08/17/1992 Eligibility End Date MDD YY)
member's birth date. o Top rpage

When done, click Save &
Return to save the
changes and return to the
Earning Detail screen.

L«

|»

) ‘Washington State Department of Retirement Systerns
;| WBET (REGULAR RETIREMENT) My Semvices

4. Use the Add Employee
screen to add employees ReportLicting
to the report. Add Employee to Report fﬁgﬁfﬂ
If ' rt MARTHA CITY OF - 5017 (PERS) Printable Repar
you re repo lng an Repart Period: 07/2003 ﬁﬂ
ReportVersion: 1 of 1 Exlt
employee for the first ’
time, input the SSN and
Start Date. If you're
reportlng someone Who Erter the appropriate infarmation below, then click the Employee Lookup button
used to work for you, S o
input just the SSN. (If
\ If you are reporting an employee for the first time, enter an Eligibility Start Date.
y0u I'e a TRS OI' SERS Start Date (MWDDST YT
employer reportlng a Employer Support Senvices
Substitute alSO CheCk the 1-800-547-6657 ext, 47200; or 360-664-7200 =
s
Substitute Employee
box.. This field only
displays for these
employers.) Click the
Employee Lookup button
when you've input the
required data.

Employee Lookup I Reset Fields |
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If you're reporting an
employee for the first
time...

You will go to the Add
Member screen. The
application will assign
the individual to the
proper retirement plan.
Input the employee's
name, address, birth date,
and gender. Click the
Save & Continue button.
The profile information
will be saved and you
will be go to the Earning
Detail screen.

If you're reporting a
retiree...

You will go to the Add
Retiree screen. Indicate
whether the retiree is
returning to an eligible
position, an ineligible
position, or is returning
to membership. Click the
Save & Continue button.
The profile information
will be saved and you
will go to the Earning
Detail screen.

If you're reporting
someone who used to
work for you...

You will go directly to
the Earning Detail screen
as profile information is
already on record.

Using the DRS Web-Based Services

Washington State Department of Retirernent Systems
'WEET (REGULAR RETIREMENT)

Add Member to Report

MARTHA CITY OF - 3017 (PERS)
Repart Period: 0772003
ReportVersion: 1 of 1

Iy Services
Repott Listing
Earning Detail
Add Employee
Report Summary
Erintable Repor
Help

Exit

Save & Continue Feset Fields

YWhen reporting an employee for the first time, fields with red ® must be completed. After you have completed all of the necessary
fields, click the Save & Continue button. If a member has a foreign address, please contact DRS for assistance

Member Information

Social Security No: 111-22-3333
Plan: 2
To Top of Pane

Eligibility Start Date

Eligibility Start Date: 07/01/2003
To Top of Page

=
‘Washinoton State Department of Retirerment Systerns :I
WEET (REGULAR RETIREMENT) My Semices
Report Listing
Add Retiree to Report Erupvl,
P Add Employee
Repott Summary
MARTHA CITY OF - 5017 (PERS) Frintable Report
Repart Period: 0772003 Help
ReportVersion: 1 of 1 Exit
The member is retired from the following Sys/Plan(s): PERS1
Sawve & Continue Feset Fields |
This individual is a retiree. Specify whether or not the position is retirerment eligible. Do not select "Return to Active Membership”
unless the retiree has notified DRS that he/she has elected to reestablish membership. Fields with red "must be completed.
Retiree Information
Social Security Ma: 111-44-8888
Name: GABLE, CLARK
Start Date 07/01/2003 I
Flease specify below, whether the position is retirement eligible:*
1 Eligible position
" Ineligible position
" Retumn to Active Membership (retiree must contact DRS if they are reestablishing membership) ﬂ

7/2/2004
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5. Use the Earning Detail

screen to edit the report
before submitting.
After you have made all
the necessary changes to
your report, click the
Save & Edit Report
button. The report data
will be edited and any
errors will be identified.

If there are errors in
the report...

You will see the Report
Edit Messages screen. A
red message indicates a
critical error that must be
fixed before you can
submit the report. A
yellow message indicates
something that should be
reviewed but the report
can be submitted with
this information.

Using the DRS Web-Based Services

Washington State Department of Retirement Systems _— j
VWBET (REGULAR RETIREMENT) Wy Serices

Feport Listing

Earning Detail

Add Employee

Repart Summary

Printable Report

Employee Earning Detail

MARTHA CITY OF - 8017 (PERS)

Report Period:  07/2003 Help
Report “ersion: 1 of 1 Exit
Save Save & Edit Report I~ Ignare Wamings Search for SSN: L Find]

Pages: 1 2

Add Eaming Period
Update Member Info

Compensation; |3.000.00

SSN111-22-T777  Name: WEST, MAE

Bl Remove ) cord From This Report
" Delete Earnings Eatming Petiod: 072003 Plan: 1
tember Cont.; [180.00

I Record complete  1yPEC 03 Stalus A x| Hours: |150.0
Ernployer Cont.: |39.60

To Top of Page  Save

=l
s Washington State Department of Retirement Systems d
i} WBET (REGULAR RETIREMENT) My Semvices
Repott Listing
i Earning Detail
Report Edit Messages Aald Ermolovas
Report Summary
MARTHA CITY OF - 5017 (PERS) Printable Repaor
Report Perind: 07/2003 Help
RepartVersion: 1 of 1 Euit
The report has been edited and the following problems were found.
A red edit message indicates an error that must be corrected.
Save & Edit Repon I Ignare Warnings |
SSN11122-T777 Name: WEST, MAE
W Remove Employee Record From This Report
I Delete Eamings Eartning Period: 0752003 Plan: 1 Compensation: |3.000.00
™ Record Completa Type:03 Status: |B ¥ Hnurs'IW 50.0 Memier Cont |180.00
Employer Cont. |39.60
* Comp, Contrib & Days/Hrs must be 0 with the reported Status Code. J

7/2/2004
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Using the DRS Web-Based Services

If there are NO errors
in the report...

| WBET (REGULAR RETIREMENT)

Employee Earning Detail

‘Washington State Department of Retirerment Systerns

You will stay on the
Earning Detail screen
and a message will
indicate the report has
been successfully edited.

6. Use the Report

Summary screen to
update summary totals
and submit the report.
If you made changes to
the report, you will need
to recheck the report
summary totals. The
totals on the left-hand
side of the screen must
match the totals on the
right-hand side. If they
don't match, adjust
amounts on the Earning
Detail screen or reenter
totals on the Report
Summary screen. When
the totals match, click the
Submit Report button.

MARTHA CITY OF - 5017 (PERS)
Report Period: 07/2003

ReportVersion: 1 of 1

The report has been successfully edited.

My Services
Report Listing
Earning Detail

(T

Add Employee
Eeport Summary
Printable Repar
Help

Exit

Save Save & Edit Report

™ lgnore Warnings

Search for SSMN: @

[~ Record Complete

ToTop of Page Save

Type:03 Status: |4 ~ Hnurs'lWU.U

Add Eaming Period
Update Mermber Info

Pages: 1

Compensation; |3.000.00
Member Cont: |180.00
Employer Cont. |39.60

=l
) ‘Washington State Department of Retirement Systerns
;| WBET (REGULAR RETIREMENT) My Semvices
Report Listing
i Earning Detail
Employer Transmittal Summary T
Employer: MARTHA CITY OF Repart Summary
Report Group. 5017 (PERS) Frintable Report
Report Period a7izong Help
ReporttVersion: 1 of1 Exit
Report Status: Saved
Save | Submit Repart |
DETAILED SUMMARY INFORMATION
Summary Totals Entered by Employer Summary Totals Calculated per Report Detail
Compensation Compensation
Plan 1 3.000.00 Plan 1 3,000.00
Plan 2 54.000.00 Plan 2 §4,000.00
Plan 3 3.000.00 Plan 3 3,000.00
Total 40.000.00 Total 90,000.00
Member Contributions Member Contributions
Plan 1 150.00 Plan 1 180.00  ~|

7/2/2004
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7. Use the Printable

Report screen to save a
copy of the report and
make payment to DRS.
To print a paper copy of
the report, click the Print
button. To save an
electronic copy in pdf
format, click the Save
Copy to Disk button.
(Pop-up windows will
display for completing
the print or save action.)

If you're paying by
check, click To Pay by
Check...

You'll go to the Payment
Advice screen. Enter the
payment number and
click Print. If you have
Plan 3 payments, click
Create Plan 3 Payment
Advice and complete that
screen. Mail the payment
advice(s) along with
payment to DRS.

If you're paying
electronically, click To
Make ePayment...
You'll go to the ePay
application. See Page 23
for instructions on
submitting payments
electronically.

Using the DRS Web-Based Services

Washington State Department of Retirernent Systems

WBET (REGULAR RETIREMENT) My Semvices

Report Listing
Employer Transmittal Printable Report Eaming Datall

Add Ernployee
Employer; MARTHA CITY OF Report Summary
Report Group: 5017 (PERS) Printable Repori
Report Period a7izo03 Help
ReportVersion: 10f1 Euit
Report Status: Subritted { 7117/2003 12:19:28 PM by B. Emplover)

Summary information has been 1 for pri ing by DRS.
REMINDER: Don't forget to save and/or print the report!

Print Report | Save Reportto Disk | Tao Pay By Check | To Make ePayment |

To print a paper copy of the report, click the Print Report’ button
To save an electranic copy to a file, click the 'Save Repart to Disk’ button

Member Detail Information

Plan 1

M Z2FTTT WEST, MAE Birth Diate: 05/20/1942
Compensation Wb Contrib Emp Contrib Hours
Earn Period: 072003 Status: A4 Type: 03 3,000.00 120.00 3080 150.0
Plan 2
333-448888 FIELD &, WG, Birth Diate: 10/28/1960
Compensation Wir Contrib Emp Contrib Hours
Earn Period: 072003 Status: & Type: 03 2,000.00 19.50 29.60 1500 LI
s Washington State Department of Retirement Systems
| WWBET (REGULAR RETIREMENT) My Services
Reportt Listing
Printable Payment Advice Earninn Dietai
¥ Add Employee
Report Summary
Erintable Repor
Emplayer: MARTHA CITY OF Help
Report Group a017 (PERS) Euit
Print Sawe Copy to Disk Create Flan 3 Payment Advice

This screen provides a printable payment advice for retirement dollars. To make payment to DRS:

1. Enter the payment number below and print this screen. (If the payment number is not available, print this screen
and enter the payment number by hand.)
2. Mail a copy of the completed payment advice along with payment to the address shown below.

Plan 1 & Plan 2 Payment
Payment Number Report PeriodInvoice # Amount

0742003 21960

11

7/2/2004
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Using the DRS Web-Based Services

Submitting a Correction Retirement Report

1. Access the Web-Based . Washington State Doparmentof Reroment ystoms o
Employer Transmittal j MESOISEDEUPLOTER TRUSMITAL tasem Roporiieing
(WBET) application. Employer Transmittal Report Listing ﬁp—
The Report Listing
screen lists DCP reports Organizalon: | MARTHA D £
first, then regu]ar The reports below ars available for your organization. Click the Select button to the Isft of ths raport to bagin
retirement reports, then | o v e
comectionreticement | g2 S
reports. Click the Select
button next to the D00.547-5587 st 47200, or 60-564-7200
correction report you wWill | werca-Fida sooa- s00pueen
be submitting.
=
2. Use the Add Employee ) wBeT (CoRRECTION RETREMENT) prwreall.
screen to add an Add Employee to Report %}%
employee to the report. Einidhie Feot
If you're reporting an Reportparoc 2004 i
employee for the first
time, input the SSN and [_Employselockip | ResetFields |
Start Date' If you're Enter the appropriate information below, then click the Employee Lookup button
reporting someone who
used to work for you or is | =S e
currently WOI‘kiIlg for If you are reporting an employee for the first time, enter an Eligibility Start Date
you, input just the SSN. S s -
(If you're a TRS or SERS | [t scssssimiom st ioiner
employer reporting a =
substitute, also check the
Substitute Employee box.
This field only displays
for these employers.)
Click the Employee
Lookup button when
you've input the required
data.
7/2/2004 Page 19



Using the DRS Web-Based Services

3' If you're reporting a Washington State Department of Retirernent Systems =
new employee... WEET (CORRECTION RETIREMEND Retort aimg
. Earning Detail
You will go to the Add Add Memberto Report 00 Emones
Rggunsummam
Member screen. Input the WARTHA 8D . 352211 TR Edile s
employee name, address repren e =
9 9
birth date, and gender. — —
Click Save & Continue.
When reporting an employee for the first time, fields with red = must be completed. After you have completed all of the necessary
fields, click the Save & Continue button. f a member has a foreign address, please contact DRS for assistance.
If you're reporting a
. Social Security No: 111-22-3333
retiree... Plan: i
You will go to the Add Telopoffate
; ;
Retlree Screen Indlcate Elllhmty Start Date: 94172004
the type of position the B =
retiree is in. Click Save
& Continue.
If you're reporting
someone who already
works for you...
You will go to the
Earning Detail screen as
profile information is
already on record.
4' Use the Earnlng Detall N Washington State Department of Retirerment Systems T
. <) WBET (CORRECTION RETIREMENT, emices
screen to enter earnings ‘ ’ Recot i
. . Earning Detall
or other information. Employes Earming Detal sa Epines
Report Summary
Erintable Report
* Ifyou n?eg to report s so. sz o —
earning information,
. . The member detail information has been saved.
click Add Earning
Period and enter the Save I Save & Edit Report ™ Ignore Warnings Search for SSM; @
earnings information. —
® If you need tO report Add Eaming Period
an end date or update Updale Wembet irfo
profile information, i
click Update Member paves: 1 2
Info and make the St
changes.
* If you need to add an
employee to the report,
go to the Add
Employee screen and
repeat steps 2 and 3.
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5. When you've made the

changes, click Save &
Edit Report.

e If there are errors in
the report, you will go
to the Report Edit
Messages screen. You
need to correct any
critical errors before
submitting the report.

e If there are NO errors,
you will stay on the
Earning Detail screen
and a message will say
the report has been
successfully edited.

6. Use the Report

Summary screen to
enter summary totals
and submit the report.
In the boxes on the left-
hand side of the screen,
enter totals by plan for
compensation,
contributions, and
hours/days. Grand totals
are calculated for you.
When you've entered the
totals, click Submit
Report.

Using the DRS Web-Based Services

Washington State Department of Retirernent Systems

| WBET (CORRECTION RETIREMENT) My Semvices

Repott Listing
Earning Detail
Add Employee
Report Summary

Employee Earning Detail

Erintable Repor
MARTHA SD - 332211 {TRE) Help

Report Period: 09/2004 Euit

The report has been successfully edited.

Save Save & Edit Report ™ lgnare Warnings

Search for SEN: @

Pages: 1

Add Eaming Period b
Update Mermber Info

Compensation; |2.000.00

SEM: 111223333 N

part
04 FPlan: 0

[~ Delete Eamings ~ Earning Period: 0920

Type: 79 Status:|A *| Hours:|100.0

I = |

™ Record Complete

-
) ‘Washington State Department of Retirement Systerns
;| WWBET (CORRECTION RETIREMENT) My Semvices
Report Listing
Employer Transmittal Summal Erupvl,
ploy Y Add Employes
Repart Summary
Employer MARTHA 5D Printable Report
Report Group: 332211 (TRS)Y
Report Period 09/2004 Help
Report Status: Saved Exit

Save | Submit Repart |

DETAILED SUMMARY INFORMATION
Summary Totals Calculated per Report Detail

Compensation Compensation

Plan 0 (Substitute) 0.00 Flan O (Substitute) 2,000.00

Plan 3 0.00 Plan 3 3,000.00

Total 0.00 Total 5,000.00
Member Contributions Member Contributions =l

7/2/2004
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Using the DRS Web-Based Services

7. Use the Printable
Report screen to save a
copy of the report and
make payment to DRS.
To print a paper copy of
the report, click Print
Report. To save an
electronic copy in pdf
format, click Save Copy
to Disk. (Pop-up
windows will display for
completing the print or
save action.)

If you're paying by
check, click To Pay by
Check...

You'll go to the Payment
Advice screen. Enter the
payment number and
click Print. If you have
Plan 3 payments, click
Create Plan 3 Payment
Advice and complete that
screen. Mail the payment
advice(s) along with
payment to DRS.

If you're paying
electronically, click To
Make ePayment...
You'll go to the ePay
application. See Page 23
for instructions on
submitting payments
electronically.

Washington State Department of Retirernent Systems

WBET (CORRECTION RETIREMENT) My Semvices

Eeport Listing
i i Earninng Detail
Employer Transmittal Printable Report Lo e sl
Ermployer MARTHA 5D Report Summary
Report Group 332211 (TRS) Erliﬂab\e Report
Report Period: 09,2004 E_Etp_
Report Status: Subritted ¢ 6/28/2004 11:15:17 AM by B. External ) bt

Summary information has been 1 for pri ing by DRS.
REMINDER: Don't forget to save and/or print the report!

Print Report | Save Reportto Disk | Tao Pay By Check | To Make ePayment |

To print a paper copy of the report, click the Print Report’ button
To save an electranic copy to a file, click the 'Save Report to Disk’ button

Plan 0 (Substitute)

11-22.3333 LU, Lucy
Address: 123 HOME  MARTHA, WA 08765
Start Date: 08/01 #2004

Gender: P Birth Diate: D66/ 1966

Compensation Whr Contrib Emp Contrib Hours

Earn Feriod: 0949004 Status: A Type: 79 2,000.00 oo 0.00 100.0 |

‘Washington State Department of Retirement Systerns
WBET (CORRECTION RETIREMENT) My Semvices
Report Listing
Earning Detail
Add Employes
Report Surmary
Printable Repor
MARTHA 5D Help

332211 (TRS) Exit

Printable Payment Advice (Plan 3)

Employer.
Report Group:

Print Sawve Copy to Disk

This screen provides a printable payment advice for retirement dollars. To make payment to DRS:

| Return |

1. Enter the payment number below and print this screen. (f the payrment number is not available, print this screen
and enter the payment number by hand.)
2. Mail a copy of the completed payment advice along with payment to the address shown below.

Plan 3 Defined Benefit Payment

Payment Number Plan ReportPeriodinvoice # Amount
I [ | 092004 | 3810
T T 2 I I ﬂ

7/2/2004
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Using the DRS Web-Based Services

Submitting an Electronic Payment

1. Access the Electronic
Payment (ePay)
application.

The first screen is called
Payment Advice Listing.
To create a payment
advice, select the

organization if necessary,

input the report period,
then click the New
Payment Advice button.

Note: If you have already

created a payment
advice, it will display on
the bottom of the screen
and you can click the
Select button to access it.

2. Provide payment
information.
You will be taken to the
Payment Advice screen.
In the Amount column,
input the appropriate
payment amounts for
each system and plan.
The total amounts are
calculated for you.

Washington State Department of Retirement Systems D ————————————— =
PAYMENT ADVICE My Semices

Payment Advice List
Payment Advice Listing gta

Exit

To create a new payment advice, select the appropriate organization and reparting period then click the Mew
Payment Advice button.

Organization: | WASHOUGAL CITY OF 'I Report Period: (MMYYYY) New Paymeant Advice

Employer Support Services
1-300-547-6657 ext. 47200; or 360-864-7200

drsermployen@drs. wa. gy
Monday - Friday, 8:00 AM - 5:00 PM (PST)

=i
Washington State Department of Retirement Systerns _— =
PAYMENT ADVICE My Senices
Payrment Advice List
Payment Advice ?f’
Exit
Ermployer: WASHOUGAL CITY OF
Report Period: 0172003
Retirement Due Date 2A15/2003
Add Invoice Add WBET Amounts I Savel Delete | Submit |
Please enter the payment amounts and select the scheduled payment date. Then you can either save the
payment advice for later editing and submission, of you can submit now by pressing the "Submit” button.
[Action|System|Report Group  Invoice #
DCP 899562 0.00
Taotal Amount for DCP: 0.00
LEOFF B125 0.00
PERS a082 0.0o
=

7/2/2004
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Using the DRS Web-Based Services

RUEEIT TR SR EEER Tl 2] Electronic Payments - Microsoft Internet Explorer oy (=[] =

—To make payment on

PAYMENT ADVICE T addmvoice &
an, an01ce. °* . Payment Advice Ermpl WASHOUGAL CITY OF
Click the Add Invoice £ R;nppuﬁy;renud 01/2003
mployer: WAS
Report Period: 01420
button to access the pop_ Ref\renmem Due Date: 2154

up window. Type the
. Enter the invoice number you wolld like to add then press the Continue
Invoice Number and Add Invoice Add WEET Amaur | RULON to retum to the payment advice. Remember to enter the payment

. . amount on the payment advice
click the Continue
Please enter the payment amounts m
button. payment advice for iater editing anc
|
Report Group /|

DCP 599562
Plan1Payments | =
LEOFF  E128 0.00
PERS 5062 0o 5
You will return to the Payment Advice licp -
Payngent .Advif:e screen. Erloyer WASHOUGAL CITY OF
The invoice Wlll appear Retirarnent Due Date:  2/15/2003
under the appropriate
system and plan. Input Add Invaice Add WBET Amounts|[Bave] Delste | Submit |
the amount yOU arc Please enter the payment amounts and select the scheduled payment date. Then you can either save the
. . dvice for | diti d sub ion, bmi b he "Submit" b .
pay1ng and Cllck SaVe. payment advice for later e \tmg anda submission, or you can su Mit nowy Yy pressmgt =] Ubmit" button
You can submit payment | EEE TSN L T
Deferred Compensation Program Payment
for a}l or part of the P, o
1nvoice amount. Total Amount for DEP: 0.00
PlaniPayments
LEOFF B128 0.00
PERS 5062 000
X PERS  #327358 0o
Total Amount for Plan 1: 0.00 ﬂ
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Using the DRS Web-Based Services

—To pull payment
totals from WBET...
Click the Add WBET
Amounts button to access
the pop-up window. You
will only see a WBET
report listed if it has been
submitted to DRS and
has the same report
period as your payment
advice. Check the report
group(s) you want to add
and click the Continue
button.

You will return to the
Payment Advice screen.
The amounts from the
WBET report will be
broken out by system and
plan and added to the
appropriate columns.
These amounts should
match the system/plan
amounts shown on the
Printable Report screen
in WBET. Click Save to
save the changes.

|1La]

YWashington State Department /) Electronic Payments - Microsoft Internet Explorer : -0l x|
PAYMENT ADVICE -

Add WBET Amounts
Payment Advice

Ermployer: WASHOUGAL CITY OF
Employer. WAS Report Period 01/2003
Report Period: 01/.2C

Retirement Due Date 2Naf.

Select the transmittal(s) you would like to add to your payment advice

below
RepoH] .
Group System|Version|Type Amount|

Add Invoice Add WEET Amour

Please enter the payment amounts
payment advice for later editing anc

[ B128 LEOFF 1 of1 Regular 421160
Action|System|Report Group /|
DCP 899562
PlantPayments | L
LEOFF  B126 | 0.00
PERS  50E2 0.00
— =i
Al
Add Invoice Add WEET Amounts |[Save| Delete | Submit |
Please entsr the payment amounts and select the scheduled payment date. Then you can either save the
payment advice for later editing and submission, of you can submit now by pressing the "Submit" button.
[Action]|System|Report Group / Invoice #
DCP 899562 0.00
Total Amount for DCP: 0.00
LEOFF  B128 660
PERS 5062 000 -
X PERS  #327358 0.00
Tatal Amount for Plan 1: B.60
LEOFF  B128 4,205.00
PERS  50E2 0.00
Total Amount for Plan 2: 4 20500 ﬂ
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Using the DRS Web-Based Services

3. Enter the scheduled PlantPayments
payment date and LEOFF B128 B.60
. PERS A0R2 0.00
submlt payment. ¥ PERS #327358 0.00
You Can SeleCt the Total Armount for Plan 1: .60
payment date by clicking
on the calendar icon at S T — — =
the b(?ttO‘l'n of the screen Fan[MonfrusWaalthulrrleat Tatal Amount for Plan 2: 420500
and picking the date from _D L w_
2+ s g o | >
the calendar pop-up. Or, ens w2 [—| B0 iz s hess| fo
you can type the date — | lefu 1o e lo i
: . 2 22 25 e [ez 2l | [—
directly in the Payment o0
Date ﬁeld When the Total Armount for Plan 3: 0.00
payment adVlce IS ready, Total Payment Amount: 421160 i
click the Submit button at i ottt e -
the top of the screen.
—If there is an error,
you'll see an error
message. You will need
to correct the error and
resubmit.
4. Save a copy Of the ;V;sngﬁ_nrnAlS)t\j:EEepanmem of Retirement Systems o o =
. Payment Advice List
payment advice for Completed Payment Advice %:1
your recorfis'. Employer. WASHOUGAL CITY OF
After Submlttlng the Egsrnean:;I%due Date S}%DEDE?US
payment adVlCe’ you are Successfully Submitted
taken to the Completed St | e
Payment Advice screen. : - :
. This is your completed payment advice. To print a paper copy for your records, click the 'Print' button. To save
TO prlnt a paper Copy, an electronic copy to afile, click the 'Save Copy to Disk' button _
click the Print button. To
save an electronic co Deferred Compensation Program Payment
. . py DCP 899562 0.00
m pdf format, click the Total Amount far DCP: 0.00
; PlaniPayments
Save Copy to Disk e — e
button. (Pop-up windows PERS 5062 o0
. . PERS #327358 o000
Wlll dlSplay fOI' Tatal Amaount for Plan 1: 6RO LI
completing the print or
save action.)
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Using the DRS Web-Based Services

Logging Off

1. When done using the
applications, click the
Exit link.

You will see a pop-up
window asking you to
confirm that you want to
exit. If you do, click OK.
If you don't, click Cancel
and you will return to the
application.

2. Use the Exit screen to
finish logging off.
When you're done
working, you should
close the browser
window that is open on
your computer. Doing so
will protect data in the
application and keep
others from being able to
access it through the
Internet. To complete
logging off, click the
Close Browser button.

Washington State Department of Retirement Systems
WEB-BASED EMPLOYER TRANSMITTAL (WBET)

Employer Transmittal Report Listing

My Serices
Report Listing
Help

Euit

Organization: |MARTHA CITY OF

|

The reports below are avail Microsoft Internet Explorer

5' of the report to begin

Rpt Group
Deferred Compensation | “ou have chosen bo exit the application. Do you wish ko continue?
899751
5017 PER 0472003 Taf 1 aved
BO57 LEQOFF 0412003 1of1 Ready to Begin
5017 FPERS Submitted
[ Select | BO5T LEOFF Ready to Begin

Employer Support Services
1-800-547-6657 ext. 47200; or 360-664-7200

draamnlaven@@iers wa o

Exit

Thank you for using the Washington State Department of Retirement Systems' electronic services. To
ensure information is kept secure, when you're finished with your reporting please close your browser,

Close Browser

If you have exited by mistake and want to return to your online reparting, you must logon to the

application again. Logon to DRS Electranic Services

Employver Support Services
1-800-547-6657 ext 47200; or 360-664-7200

drserployerfndrs wa.qoy
Monday - Friday, 8:00 AM - 5:00 PM (PET)

7/2/2004

Page 27



Using the DRS Web-Based Services

Using Online Help

1. If you need help while

Washington State Department of F

JFI|E Edit View Favorites Tools  Help ﬁ

WBET (REGULAR RETIREMENT)

using the applications,

click the Help link. Employee Eaming Det
1 WMARTHA CITY OF - 5017 (FERS
You will see a separate B oy T [

browser window open. Report Version: 1 of Eurning Detal

Help topics display on Add Employee
Save Save & Edit Report I Ignai (B STy

Printable Report

WindOW. TO ViGW help E Close Help

the left-hand side of the

topics alphabetically,

click on the word Index
at the top. The default is
to view help topics by ™ rvscone T8 00 St [
content. .

2} WBET Help - Microsoft Internet Explorer 2 i [=] 3] ]

Content

= Quick Start

Online Help for WBET

These pages provide help for submitting regular
retirernent reports through the Web-Based Employer
Transmittal (WEBET) application. You can resize or
move the help window as desired. YWhen you are
done, close this help window.

To use online help

« Click on an item in the calored bar at left ta
expand the list of topics. The "Content” menu
lists topics by subject; the "Index” menu lists
topics alphabetically.

s Click on atopic to display help information in
this right-hand window.

For instructions on printing

e Ses Printing frorm YWBET.

To Top of Page

|
. 2} WEET Help - Microsoft Internet Explorer =10l x|
2- In the help Wlndow’ Fiemon Washington State Department anlm
WBET (REGULAR RETIREMENT)

click on a topic on the >
left side to display help Employee Earning Det

content on the l‘ight. MARTHA CITY OF - 5017 (PERS) [Ratiens

Report Period:  04/2003 Report Listing

When you click on a Repot Versian: 1 of 1 = Earing otal

content area in the left-
hand side of the window, | -/ Ssetitreet |1 g

a drop-down menu shows L

Report Summary

help topics. When you

click on a topic, the help :
content displays on the ™ Delets Eamings Eaming Period: 047200
right-hand side of the I neors e Ty 03 St [
window. Read through /"

531-40-9096

R Err

Content

#Add Eaming Periad
Update Member Infa
Update Retiree Info
Report Edit Messages

Printable Report

E Close Help

Using the Screen :I

You can perform any of the following functions from
the Earning Detail screen

Updating an Earning Record
To update an employee's eaming record

1. Review the status code, hours,
compensation, and contributions shown
(These are the amounts previously reported
for the employes.)

2. Update the values as necessary.

3. Click Save

Adding an Earning Record
To add an earning record for an employee:

1. Click the Add Eaming Period button
2. Input the appropriate earming period, status
code, type code, hours, and compensation LI

the information to find E—
what you need. When

you are done, click the

Close Help button.
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Using the DRS Web-Based Services

Some Helpful Hints

Logging On,
Navigating,
Saving Data

Passwords are case sensitive. When logging on, be sure to
type your password correctly.

Use the TAB key to move from field to field. Do not use
the ENTER key.

Use the links in the top right corner to move to other
screens. Do not use the BACK button in the browser.
Save work often so you don't lose it.

Using the WBET
Application

For Retirement Reporting

Use the Update Member Info screen to report an
employee's end date. You don't need to report the "S"
status code, just the end date. If you need to correct a
reported begin or end date, contact DRS.

You can't change address information for retired or
deceased members.

If your report is large, use the SSN search feature to find a
particular employee on the report.

The application calculates contribution amounts for you
but you can adjust these amounts.

You must click Save & Edit before submitting a report.
When you edit a report, the application will display an
error message if you have made a mistake.

If paying by check, you can print a pre-filled Payment
Advice form and mail it to DRS with your payment.

For DCP Reporting

Any changes from the prior report are shown on the
Change Report.

If your report total is negative, contact DCP Accounting
for assistance at 1-800-423-1524.

If paying by check, you can print a pre-filled Payment
Advice form and mail it to DRS with your payment.

Using the ePay
Application

The application calculates payment totals for you. To
adjust these totals, enter new detail amounts.

You can only add WBET amounts if a transmittal report
has been submitted through the WBET application and has
the same report period as the payment advice.

Once a payment advice is picked up for processing, you
can view it but can no longer make any changes. Once
processing completes, the payment advice no longer
displays on the Payment Advice List screen.
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