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TRS Locator Code File 



Section #:  RPT 306 


	Click here to see the changes made to this document.

	Description
	This process describes the steps necessary to create the annual TRS Locator Code File.  This interface produces a file that will be used by TRSGA to link employees to departments for the purpose of distributing TRS statements.

	Conditions
	· All eligible employees have had payroll deductions during the fiscal year for TRS.

· Refresh Employees Table (PER099) has been processed with the same date that will be used in processing the TRS Locator Code file.

	Source Documents
	System created.

	Output Information
	TRS Locator Code file

	Procedure

	Path
	Set Up HRMS, System Administration, Database Processes, Refresh EMPLOYEES Table

· Enter an existing or add a new Run Control ID to access the page.

	Step 1
	Page: Parameters 

· Report Request Parameter(s) group box

· As Of Date: Enter the appropriate Date.

· Click on Run to display the Process Scheduler Request page.

· Server Name: Leave blank.

· Type: Web

· Format: TXT

· Click on OK to run the process, which returns you to the Parameters page. 

· Click on the Process Monitor link to display the Process List page. Verify that the process has completed successfully.


	Path
	Board of Regents, BOR Benefits, Retirement/Savings, Create TRS Locator Code File

· Enter an existing or add a new Run Control ID to access the page.

	Step 2
	Page: Create TRS Locator Code File 

· As Of Date: Enter the same As Of Date that was used in Step 1.

· Locator Code Option: Select the appropriate Sort Option.

· Department: Employees in the file will be sorted by TRS Member ID, and the Department number will be included in the file.

· Mail Drop: Employees in the file will be sorted by Mail Drop, and the Mail Drop ID will be included in the file.

· Click on Run to display the Process Scheduler Request page.

· Server Name: Leave blank.

· Type: Web

· Format: PDF

· Click on OK to run the process, which returns you to the Create TRS Locator Code File page. 

· Click on the Process Monitor link to display the Process List page. Verify that the process has completed successfully.

· Click on the Details link to display the Process Details page.

· Click on the View Log/Trace link to display the View Log/Trace page.

· Click on the Trace File link to review the sqr results.

· This process produces the following file: TRSCODEXXXX.txt, where XXXX is the 4-digit TRS Institution Code.

· Click on the trscodexxx.txt link to display the contents of the file.

· Save this file to either the C:\Temp directory or to an institution-specific directory on the network.

	Step 3
	Send TRS Locator Code file to TRSGA

· Point your Internet browser to the following URL: www.trsga.com.

· Click on the Employers tab.

· Click on the Account Management button.   The Employer Login page displays.

· Enter the User ID and Password set up in the registration process on the TRS website.

· NOTE: The User ID is not case sensitive.  However, the Password is case sensitive.

· Click on the Login button.  The Employer Desktop page opens.

· NOTE: This is the same as if completing the monthly reporting online as noted in Step 6 of Business Process RPT 305, TRS/ORP Retirement Reporting.  

· Click on the Upload Locator Code File link.

· Click on the Browse button to locate the TRSCODEXXXX.txt file saved in Step 2 above.

· Double-click on the TRSCODEXXXX.txt file.  The file path will appear in the Select a File to Upload field.  

· Click on the Upload button.

· Once the file has been successfully uploaded, the following message will appear: (WES0033) File has been Uploaded Successfully!  

· If an error message appears, please try again.  

· If you are unsuccessful after two attempts, please contact Tony Patton through the TRS Call Center at (404) 352-6500 or (800) 352-0650.

	General Information
	· TRS prepares an annual member statement for each member and delivers to the institution in mid October.

· Statements from TRS are sequenced first by the locator code and then by the member’s name.  Files not received by the communicated deadline will be sequenced in alphabetical order by member name only.
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