Retirement Services Division Job Aid
Defined Contribution Retirement Plan Enrollment, Termination, and Waiver

This job aid illustrates the steps taken to enter enrollments, waivers, and terminations of defined contribution plans using
the Core-CT Savings Plans Page.

For further information regarding this enrollment process, please review the DC Enrollment Training on our website. !
L. Entering New Enrollments
Navigate to the Savings Plans Page

Begin by navigating to the Savings Plans page at: NavBar: Menu — Benefits — Enroll in Benefits — Savings
Plans

MavBar: Menu ‘B
Menu *» Benefits
Recently Visited Enroll In Benefits
E Health Plan Enrallment
Favorites
L0 E |

! osc.ct.gov/retirement/sers/employers/defined-contribution-enrollments/
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Search for the Employee

Once on the Savings Plans page, enter the employee ID and click the Search button.

< |0 Q
Savings Plans

Help
Find an Existing Value

 Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

£T) Recent

D) Recent | Choose from recent searches ] # 1 Savea “hoose from saved searches o|#

Empl ID ‘m‘
Benefit Record Number | = v
Nome [begnswin v [ |

Last Name | begins with v |

Business Unit | begins wih ~|
Department Set D | begins wih v | Q
Department | bogins with | Q

Organizational Relationship ‘ v M

Alternate Character Mame | begins with v

A Show fewer options

(O Case Sensitive () Include History (] Correct History

Clear

Next, select the employee record you wish to enroll by clicking on the respective row.?

| View All

Benefit

EmplID Record Name Name

Last Business Organizational Rrimasy Aitemate
Number Name Unit

Department Relationship ET::':lrd ﬁ:fnr:cier

fo (n) fUNIVS | BORS5000 fEmp fo { (blank) P

2 Note for dually employed members, you will need to ensure every retirement eligible job record has been enrolled in ARP or SERS
Tier IV DC.
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Enter the Plan Type

Begin enrollment by entering the Plan Type. You may type the code directly into the Plan Type field or you may
select from the entire list by clicking the magnifying glass icon in that field.

‘ Employee D Benefit Record Number 0
| Highly Compensated

Plan Type @| 1K < [dof1v] > 3 1 Viewan
e m—E =)

If selecting from the list, click on the respective plan to populate the field.

Look Up Plan Type

Cancel

Search Results

View100 [< < | 1T7of7 v >

Translate Long Name

403(b) Pre-Tax

Section 457 Pre-Tax

ARP Fringe

403(b) Roth

Section 457 Rath

SERS DC Tier IV

mate Retirement Savings

Plan Type @\ K < [1or1v] > > 1 Viewal

i e =)
SERS DC Tier IV
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Verify Coverage Begin Date and Deduction Begin Date

The Coverage Begin Date and Deduction Begin Date will automatically fill with the first day of the current pay
period.

Savings Plans

Employee ID Benefit Record Number 0

| |Highly Compensated
Plan Type @ Ik < (1ot > 3 1 viewa
"Pian Type F[E
SERS DC Tier IV
Coverage @I [« < Meft~ > >3 | ViewAl
*Coverage Begin Date |09/20/2024 “Deduction Begin Date |09/20/2024 E
Coverage Election
@Elect 0 Waive OTerminate ¥ “Election Date
Select the Benefit Plan

Next, type the Benefit Plan into the corresponding field or click the magnifying glass icon to select from the entire
Benefit Plan list.

Look Up Benefit Plan  x

Help

‘Search Results

View100 [< < 12of2~ > 3|

Benefit Plan Description

4SERDC Tier VDC

4SUBDC ier 45 DC
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This will automatically fill the Percentage of Earnings field with the appropriate employee deduction. The
employer deduction is not visible on this screen but will automatically process based on this enrollment.

Savings Plans

Employee

ID Benefit Record Number 0
Highly Compensated
Plan Type | Q | I 1of1 v | ViewAll
*Plan Type |4Y ‘ + H _ |
SERS DC Tier IV
Coverage | Q ‘ | 1of1 v | ViewAll
Pe——n ———
“Coverage Begin Date [09/20/2024 [ * "Deduction Begin Date 091202024 []| ™ | + H - |
Coverage Election
. . B . |
@ Elect OWaive O Terminate b “Election Date |11/20/2024 |
Benefit Program LPQO Leave Plan Only Program
BenefitPlan |4SERDC Q| 1\ 1.
Option Code 4
Before Tax Investment After Tax Investment
Flat Amount = Flat Amount =
Percent of Earnings 1.000 Percent of Earnings
Annual Excess Credits
Payroll Status  Terminated
Previous in List Next in List I [ Notify I l Refresh l Update/Display Include History I [ Correct History

Save the Changes

Lastly, click the Save button at the bottom left of the page to effectuate your changes.

Benefit Program LPQ

Leave Plan Only Program

BenefitPlan |4SERDC Q| 1 \ne
Option Code 4
Before Tax Investment After Tax Investment
Flat Amount = Flat Amount =
Percent of Earnings 1.000

Percent of Earnings
Annual Excess Credits

Payroll Status  Terminated

Return to Search Previous in List Next in List l I Notify I I Refresh ]

Update/Display

Include History H Correct History

Congratulations! You have successfully enrolled the employee! Contributions will be deducted automatically by Core-
CT in accordance with plan enrollment.
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IIL. Terminating Enrollment

Add a New Row

Under the section marked Coverage, click the “+” button to add a new row.

Savings Plans

Employee ID Benefit Record Number 0
Highly Compensated
Plan Type | Q | | 1of1 ~ | ViewAll
Plan Type 4Y SERS DG Tier IV ‘ + H - |
Coverage | Q | | 1of1 v | ViewAll
) “ : ) P ww—— =\
“Coverage Begin Date [09/20/2024 *Deduction Begin Date ‘0912012024 | |~r[v
e ]
Coverage Election
o
@ Elect O Waive O Terminate “

*Election Date |‘

Benefit Program LPO

PO~ Leave Plan Only Program
Benefit Plan w

Tier IVDC
Option Code 4
Before Tax Investment After Tax Investment
Flat Amount =) Flat Amount =
Percent of Earnings 1.000 Percent of Earnings
Annual Excess Credits

Payroell Status  Terminated

Previous in List I Next in List H Notify H Refresh ] Update/Display

Include History H Correct History

Verify Coverage Begin Date and Deduction Begin Date

The Coverage Begin Date and Deduction Begin Date will automatically fill with the first day of the current pay
period. These dates should reflect the first day of the pay period in which the enrollment is to cease.

Savings Plans

Employee 1D Benefit Record Number 0
Highly Compensated
Plan Type | Q | I 10f1 v I View All
Plan Type 4Y SERS DC Tier IV ‘ + || - ‘
Coverage |Q| | 1of2 ..|| > [[o1] 1 viewa

o
*Coverage Begin Date |10/04/2024 ‘ ¢

X —
“Deduction Begin Date | 10/04/2024 v | + H - |
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Enter the Coverage Election

Click the Terminate radio button.

Savings Plans

Employee 1D Benefit Record Number 0
Highly Compensated
Plan Type Qi Tof1 v | ViewAl
Plan Type 4Y SERS DC Tier IV | + H - |
Coverage |Q‘I ‘1nf2 VH >||>I|I View All
r |
~Coverage Begin Date [10/04r2024 [E]| “ “Deduction Begin Date |10/04/2024 []| ‘ + || — ‘
Coverage Election
.
O Elect O Waive rminate ke

“Election Date |‘

Benefit Program LPO Plan Only Program
Benefit Plan | Q
Option Code
Before Tax Investment After Tax Investment
Flat Amount = Flat Amount =
Percent of Earnings Percent of Earnings

Annual Excess Credits

Payroll Status  Terminated

Previous in List Next in List H Notify H Refresh l Update/Display Include History H Correct History

Save the Changes

Lastly, click the Save button at the bottom left of the page to effectuate your changes.

Coverage ‘E‘ | | 1of2 V‘ |Z| |E‘ I ViewAll

*Coverage Begin Date |10/04/2024

Coverage Election

P

) —
“Deduction Begin Date | 10/04/2024 [5]| “ |+ -]

- I
. . ]
OElect O Waive @ Terminate ~Election Date ‘ 112002024 |
Benefit Program PO Leave Plan Only Program
Benefit Plan Q
Option Code

Before Tax Investment After Tax Investment

Flat Amount = Flat Amount =

Percent of Earnings Percent of Earnings

Annual Excess Credits

Payrell Status  Terminated

Return to Search Previous in List Next in List I l Notify I l Refresh l Update/Display Include History ] { Correct History

Page 7 of 9
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I1I. Waiving Retirement Plan Membership

Employees that waive retirement plan membership must have the appropriate waiver deduction code entered into the
Create General Deductions page.?

Employees eligible for both SERS and ARP who choose to waive retirement plan membership should be entered into
Create General Deductions with the deduction code RWAIVE. This code must be entered on each waived record.

Deduction Code RWAIVE RETIREMENT WAIVER
Deduction Details | Q | | {of1 v | ViewAl
Effective Date  11/15/2024 Take on all Paygroups

. . Ded stopped by Self Serv User
Calculation Routine  Default to Deduction Table

Deduction End Date Deduction Rate or %
Loan Interest % Flat/Addl Amount
Goal Amount Current Goal Balance
This data was last updated by Online User Data last updated on  12/04/2024

When this code is entered into Create General Deductions, the Savings Plans page will open a waiver entry for both
Tier IV DC and ARP on each record with the RWAIVE code. You do not need to enter the waiver on the Savings Plans
page directly.

Plan Type lal Dotz v [ |[D1] 1 Viewa
Plan Type 4Y SERS DC Tier IV | + H - |
Coverage | Q | 1of1 v View All
T R | T em |
*Coverage Begin Date |10/042024  []| ™ “Deduction Begin Date | 1000422024 []] ¥ | + H - |
Coverage Election
- . . — . [ ———
O Elect ® Waive O Terminate he *Election Date |12r04/2024 |
Plan Type |Q‘ P ]] < || 202 v| I ViewAl
“Plan Type |47 Q ‘ + H — |
~ Alternate Retirement Savings
Coverage | Q ‘ 1of 1 v View Al
. T
"Coverage Begin Date | 101042024 ]| ¥ “Deduction Begin Date | 100412024 [] ™ ‘ + || - ‘

Coverage Election

N ) o —
OElect ® Waive O Terminate ¢ *Election Date |12,r19;2024 |

3 CORE-CT HRMS — Payroll for North America — Employee Pay Data USA — Create General Deductions
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Employees who are eligible for ARP only and choose to waive, such as UConn Adjuncts, should have their waiver
entered in Create General Deductions with the code ARWAVE. This code must be entered on each waived record.

General Deduction | Q ‘ | | 10f4 V| ‘ > || >l | View All
Deduction Code ARWAVE ARP WAIVER
Deduction Details | Q, | v View All
Effective Date  08/25/2023 Take on all Paygroups

. " . Ded stopped by Self Serv User
Calculation Routine Default to Deduction Table

Deduction End Date Deduction Rate or %
Loan Interest % Flat/Addl Amount
Goal Amount Current Goal Balance
This data was last updated by Online User Data last updated on  09/10/2023

When ARWAVE is entered, the Savings Plans page will open a waiver entry for ARP only since the employee did not
have the option to elect or waive SERS. As with RWAIVE, there is no direct waiver entry required on the Savings Plans
page.

Plan Type |§| | of 1 v I View All
Plan Type 4Z Alternate Retirement Savings |E| |E|
Coverage |§| of 1 v View All
“overage Begin Date | 1010422024 []| ¥ “Deduction Begin Date 101042024 []| ¥ ‘E| |E|

Coverage Election

~ - ” —_——
® Wai o . t
O Elect ® Waive O Terminate “Election Date |12xo4;2024 |
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