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TIAA-CREF Electronic File Exchange Process 



Section #:  RPT 350


	Click here to see the changes made to this document.

	Description
	This process describes the steps necessary to create the 403(b), 457, and ORP files for the vendor TIAA-CREF.  Files are to be submitted using an Electronic File Exchange process on the vendor’s web site. 

	Conditions
	· All employees who have elected TIAA-CREF 403(b) and/or 457 products are enrolled in the correct General Deduction. 

· All employees who have elected to have an ORP distribution to TIAA-CREF, either partially or entirely, are enrolled in ORP or ORPLMT with the percentage of distribution to TIAA-CREF identified on the ORP Enrollment page.    

· The payroll that includes TIAA-CREF 403(b), 457, and/or ORP deductions has been confirmed.

· TIAA-CREF is correctly identified as the vendor on the 403(b)/457 Deduction Code page and the ORP Provider page.

· The TIAA-CREF Plan Number is populated on the 403(b)/457 Deduction Code page and the ORP Provider page. 

· The Trace Files balance to the BORR022A, PR Deduction Register – Per PR (403(b) and 457) and/or BORR009, ORP Provider Statement (ORP).

· The functional user submitting the TIAA-CREF file(s) has secure access to the TIAA-CREF web site.

	Source Documents
	TIAA-CREF enrollment forms

	Output Information
	Two Trace Files for each process [403(b), 457, and ORP] that include the employee count and the total amount(s) included in the file.

· 403(b): TC403XXX.dat and TCN403XXX.dat, where XXX is the Pay Run ID.  

· 457: TS457XXX.dat and TSN457XXX.dat, where XXX is the Pay Run ID.

· ORP: TCORPMMYY.dat and TCNORPMMYY.dat, where MMYY is the reporting month and year.

· NOTE 1: The TC403XXX.dat, TS457XXX.dat, and TCORPMMYY.dat files will include positive amounts.  

· NOTE 2: The TCN403XXX.dat, TSN457XXX.dat, and TCNORPMMYY.dat files will include negative amounts.  Negative amounts will occur when a check reversed in the reporting period contains an amount for TIAA-CREF in excess of the normal contribution for the same reporting period.

	General Information

	General Information
	· BORI036A (403(b) and BORI036B (457) pull data for employees who have a TIAA-CREF deduction in the payroll processed with the Pay Run ID entered on the run parameters page.

· BORI036C pulls data for employees who have an ORP deduction in the payrolls processed in the year and period populated on the run parameters page.

· The employee’s address included in the file is the home address current on the day the file is created.

· TIAA-CREF will complete the remittance process once the payment for the remittance is received.  

· NOTE 1: It is important that the total amount of contributions on the positive remittance file equal the amount of payment sent to TIAA-CREF.

· NOTE 2: A negative file totaling zero should not be submitted.  A file containing negative amounts is submitted along with the positive file.  Do NOT deduct negative file amounts from the positive amount remittance.  Additional TIAA-CREF documentation must be completed to request a return of the contributions.  This can be done by phone call, fax, e-mail, or letter.  Contact TIAA-CREF directly for specific instructions.

	Identify the 403(b) and 457 deduction codes for tiaa-creff

	General Information
	The deduction code for TIAA-CREF is identified by populating the Vendor Code field on the 403(b)/457 Deduction Code pages.

	Path
	Board of Regents, BOR Benefits, Retirement/Savings, 403(b)/457 Deduction Code

	Step 1
	Page: Select 403(b) Plan Codes

· Click on the > in the 403(b) Plan Codes group box to locate the Deduction Code for TIAA-CREF.

· Vendor Code: Enter or select T.

· Plan Number: Enter your institution specific TIAA-CREF plan number.

· Save the page.

	Step 2
	Page: Select 457 Plan Codes

· Click on the > in the 457 Plan Codes group box to locate the Deduction Code for TIAA-CREF.

· Vendor Code: Enter or select T.

· Plan Number: Enter your institution specific TIAA-CREF plan number.

· Save the page.

	 creatE The 403(b) and/or 457 File(s)

	Path
	Board of Regents, BOR Benefits, Retirement/Savings, TIAA-CREF Reporting, Create 403(b)/457 Files

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

	Step 3
	Page: Create 403(b)/457 Files 

· Report Request Parameters group box

· Pay Run ID: The Pay Run ID for the deductions being reported.

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

· Server Name: Leave blank.

· Type: Web

· Format: PDF

· Select Create TIAA-CREF 403(b) File and/or Create TIAA-CREF 457 File.

· NOTE: You can run each process separately or both processes simultaneously.

· Click on OK to run the process(es), which returns you to the Create 403(b)/457 Files 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.  

· Validate the employee count (Employees Read) and the total contribution.

· The Create TIAA-CREF 403(b) File process produces the following files: 

· TC403BXXX.dat and TCN403BXXX.dat, where XXX is the Pay Run ID.

· The Create TIAA-CREF 457 File process produces the following files:

· TC457XXX.dat and TCN457XXX.dat, where XXX is the Pay Run ID.

· Click on the TC403BXXX.dat and TCN403BXXX.dat links to display and review the contents of these files.

· Click on the TC457XXX.dat and TCN457XXX.dat links to display and review the contents of these files.

· Save the file(s) as text files (.txt) to a directory on your workstation.

· The file(s) will save as TC403BXXX_dat.txt, TCN403BXXX_dat.txt, TC457XXX_dat.txt, and TCN457XXX_dat.txt.  

· Rename the file(s) TC403BXXX.dat, TCN403BXXX.dat, TC457XXX.dat, and TCN457XXX.dat.

· NOTE: A negative file totaling zero should not be submitted.  A file containing negative amounts is submitted along with the positive file.  Do NOT deduct negative file amounts from the positive amount remittance.  Additional TIAA-CREF documentation must be completed to request a return of the contributions.  This can be done by phone call, fax, e-mail, or letter.  Contact TIAA-CREF directly for specific instructions.

	Identify the opr and orplmt deduction codes for tiaa-cref

	General Information
	The deduction code for TIAA-CREF is identified by populating the Plan Number field on the ORP Provider page for both the ORP and ORPLMT benefit plans.

	Path
	Board of Regents, BOR Benefits, Retirement/Savings, ORP Provider, Correct History

· Enter the following to access the page:

· Plan Type: 7Y

· Benefit Plan: ORP

	Step 4
	Page: ORP Provider

· Click on the > in the Effective Date group box to locate the last row where the Provider Information group box is populated.

· Populate every row between the current row and this row with the Provider and Employee and Employer Contribution Account information until all rows are populated with the four providers and their account code information.

· Note: Do not delete any pages.  Do not save the pages until after all pages are populated.

· Plan Number: Populate this field on the current row with your institution specific TIAA-CREF plan number for ORP.

· Save the page.

· Repeat Step 4 for Benefit Plan ORPLMT.

	creatE the orp file

	Path
	Board of Regents, BOR Benefits, Retirement/Savings, TIAA-CREF Reporting, Create ORP File

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

	Step 5
	Page: Create ORP File

· Report Request Parameters group box
· Company: Institution number

· Balance ID: CY

· Balances for Year: Enter or select Calendar Year of month being reported.

· Balances for Period: Enter or select Month to be reported.

· 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 ORP 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.  

· Validate the employee count (Employees Read) and the total contribution.

· The Create ORP File process produces the following files:

· TCORPYYMM.dat and TCNORPYYMM.dat, where YY is the last two digits of the calendar year in the report parameters and MM is the month of the report parameters.

· Click on the TCORPYYMM.dat and TCNORPYYMM.dat links to display and review the contents of these files.

· Save the file(s) as text files (.txt) to a directory on your workstation.

· The file(s) will save as TCORPYYMM_dat.txt and TCNORPYYMM_dat.txt.  

· Rename the file(s) TCORPYYMM.dat and TCNORPYYMM.dat. 

· NOTE: A negative file totaling zero should not be submitted.  A file containing negative amounts is submitted along with the positive file.  Do NOT deduct negative file amounts from the positive amount remittance.  Additional TIAA-CREF documentation must be completed to request a return of the contributions.  This can be done by phone call, fax, e-mail, or letter.  Contact TIAA-CREF directly for specific instructions.

	SUBMIT FILE(S) TO TIAA-CREF

	General Information
	· On line instructions and information for the TIAA-Cref File Exchange may be found at the TIAA CREF website http://tiaa-cref.org.  Select Plan Administrators, How Do I, Remit Premium Data.

· To speak with a TIAA-CREF representative for help using online services, contact TIAA-CREF’s Administrator Telephone Center at 1-888-842-7782.  An automated menu will route you directly to a consultant with specific expertise on key topics.

	Known Issues
	If you are using Internet Explorer as your web browser and you are unable to upload your file on the TIAA-CREF web site, please try the following to correct:

· Correction #1

· Start Internet Explorer.

· Select Internet Options from the Tools menu.  An Internet Options dialog box displays.

· Click on the Advanced tab.

· Click the Show friendly HTTP error messages check box OFF.

· Click on OK.

· Correction #2

· Start Internet Explorer.

· Select Internet Options from the Tools menu.  An Internet Options dialog box displays.

· Click on the Settings button in the Temporary Internet files group box.  A Settings dialog box displays.

· Select the Every visit to the page radio button.

· Click on OK.  This brings you back to the Internet Options dialog box.

· Click on OK.
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