STATE OF NEW JERSEY
DEPARTMENT OF THE TREASURY

DIVISION OF PENSIONS AND BENEFITS

INTERNET-BASED REPORT OF CONTRIBUTIONS

IROC Users Guide

AN IROC HOTLINE 1S: (609) 777-2115
AN EPIC HOTLINE 1S ALSO AVAILABLE: (609) 777-0534

njhome | my new jersey | people | business | government | departments

new jersey division of pensions and benefits

“ employer pensions and benefits information connection

pensions and benefits home Logout

Employer Information: Employer Applications:
Select = location from the dropdowwn menu. Erter the Member Search irfor mation below and click on an application button.
| 010703601 - AMYTOWN BOARD OFED ¥ | Memnther Search:

AMYTOWH BEOARET OF ED

123 MAIN STREET Mimher ID: 1-| SEH: | | |

P.0O. BOXME21

ANV TOWH, HT 02020-0000 Lact Harne: | Firet Hatme: |

JAWE DOE

(6097 123-4567

Fa. o (A0 123-4563

Einail: EMPL OVER @RIATL . C ORI l
i the abowe information is not correct, please
cort=act your ERIC Security Officer

I Search Help ]

Report Of Contributions ]

[ Links & Forms |

December 2009

SP-0734-1209w



The Internet-Based Report of Contributions

[ ) g To [ 'ox ' ] o T 1
TO Begin ProCESSING ..coiiiiiiiiiiii ittt eeeeeees 2
The OpPeNiNg SCIreeN ...t eeeeean 3

Select the Year/Quarter ROC to View

Choose the Specific Bureau Report You Need................... 4

Multiple Bureaus

The Look of the TROC ... e 5
To Search for a Member’s Record.......cccooiiiiiiiiiiiiiiiniinnnnn.. 5
To Modify a Member’'s Record........ oo 6
To Move a Member’s Record to Another Bureau .................. 8
To Update Service Credit, Salary, Etc. .....ccovvvvvveeeiiiiiiiii... 10

If You Make A MIsStake ........cooiiiiii e 14
Whwn Done with Changes to a Member’s Record.............. 14
To Add a Member to the Report......coooiiiiiiiieee 15
To Delete a Member from the Report...........cccoovia... 16
SAVING YOUF SESSION ... eeeeeeeeeeeeeeaeaaaaaaaann 16
Submitting the Completed Report of Contributions .......... 16
When You are Finished with the Report...........cccovviiiieaaa.... 16

If There isa Balance Owed.........cooiiiiiiiiiiiiii i 16

If There is an Equal or Over-Payment Amount .................... 17
Submitting the Report of Contributions — Final Step........ 18
Reporting DUue Dates......coooiiiiiiiiiii e 18

Your Copy of the Completed Report .......cccoeeeiiiiiiiiiiiiiia... 19



INTERNET-BASED REPORT OF CONTRIBUTIONS (IROC)
USERS GUIDE

The Internet-based Report of Contributions (IROC) is accessed through the
Employer Pensions and Benefits Information Connection (EPIC).
For more information about EPIC, see the EPIC Users Information Guide
at: www.state.nj.us/treasury/pensions/epickit.htm

IROC Helpline: (609) 777-2115
EPIC Helpline: (609) 777-0534

Welcome to the Internet-based Report of Contributions! This online report will
help make your quarterly pension reporting task both easy and efficient.

INTRODUCTION
A couple of notes before you begin.

TO GAIN ACCESS:

If you are a new Certifying Officer and you have not yet registered for the EPIC System at
your location, download the registration forms for EPIC from our Web site at:
www.state.nj.us/treasury/pensions/epbam/exhibits/pdf/sp-0548.pdf Adobe PDF (81K).

TO GRANT ACCESS:

If you are the Certifying Officer or Security Officer and you need to grant a staff member
access to the Report of Contributions button, please refer to the EPIC Security Help kit and
follow the instructions to "Add a New User" (an employee who does not yet have access to
EPIC) at: www.state.nj.us/treasury/pensions/epic-security.htm#add or "Search/Modify
Users" (an employee who has access to EPIC but not the Report of Contributions button)
at: www.state.nj.us/treasury/pensions/epic-security.htm#search.

IF THE IROC DOES NOT RESPOND:

Whenever you are working on your report, any inactivity lasting 30 minutes or more will
cause your session in the EPIC system to "time out." You must log back into your
MyNewJersey portal account in order to continue from where you left off. All changes made
in the IROC up to that point will have been automatically saved.

Please remember that this is a secure Web site. This security measure is intended to
protect the employee information you are submitting to the Division of Pensions and
Benefits.

IF YOU NEED HELP:

For help with establishing EPIC access to the IROC, you may call (609) 777-0534, Monday
through Friday, 8:00 a.m. to 4:00 p.m.

For help with completing the IROC, you may call (609) 777-2115, Monday through Friday,
8:00 a.m. to 4:00 p.m.
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TO BEGIN PROCESSING

1. Select the location for which you want to do the Report of Contributions - in the
example below, the employer chose the Police and Firemen's Retirement System

(PFRS) location.

2. To complete the Report of Contributions for another location, you will need to return
here and select the new employing location number before proceeding to the Report
of Contributions application.

3. Click on the "Report of Contributions" button from the list of applications on the
right.

Select location Report of Contributions Button

njhome | mynew jersey | people | business | government | departments

new jersey division of pensions and benefits
e nployer pensions and benefits inforn. ation connection

pensions and benefits home Logout

Eniployer Inforfnation: Employer Applications:
Select a location fram the dropdassn menu. Erter the Member Searkh information below and click on an application button.
| 010703601 - ANYTOWH BOARD OF ED ¥ | Member Search:
AMYTOWH BEOARD OF ED
123 MAIN STREET Meriher ID: 1- SEN: | | |
PO BOX32]
ATV T O, HI 08080-0000 i T Firet Harne: |
JAHE DOE
(6097 125-4567
Fax. : (609) 1234563
Einail: EMPLOYER @RIAT . COI Report Of Contributions ]

f the abowe irformation is not correct, please
contact your ERIC Security Officer

I Search Help ]

[ Links & Forms |
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THE OPENING SCREEN

The opening screen will ask you to identify the year and quarter of the Report of
Contributions you wish to open. To complete the current Report of Contributions, you

would indicate the current year and quarter. (For example: 2006/3" quarter as illustrated
below.)

I Home ” Logout _1

STATE OF NEW JERSEY
DEPARTMENT OF THE TREASURY
DIVISION DOF FERSIDONS AND BENEFITS
F.0. BOX 195
TRENTON, H.J. 08625-0205

IO SELECT A REPORT OF CONTRIBUTIONS
PLEASE ENTER THE YEAR AND QUARTER AND PRESS SUBMIT

YEﬂRJQTRlEUUﬁ 1C 2¢C 38 4C

Once using the Internet-based Report of Contributions (IROC), all reports submitted from

your location will be accessible anytime through EPIC. Past IROCs will always be available
for review should you need them.
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CHOOSE THE SPECIFIC BUREAU REPORT YOU NEED

If your location has multiple bureaus, all bureau numbers will be listed on this page.
Select the location and bureau number for the Report of Contributions that you want to
work on.

njhome | my new jersey | people | business | government | departments

new jersey division of pensions and benefits

" employer pensions and benefits information connection

: Home |
ANTYTOWN BOARD OF ED.
01-07036-00
01-070%26-01
01-07036-02
01-070326-03

If your location has multiple bureaus, for your convenience you may transfer a member
from one bureau to another based upon your payroll reporting needs. This is discussed
fully in this guide under the heading "Move a Member's Record to Another Bureau™.

NOTE: All bureaus must be completed before the Report of Contributions can be
submitted. Once submitted, no further changes, including record modifications
within bureaus, can be made.
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THE LOOK OF THE IROC

The IROC is formatted like a standard spreadsheet with rows and columns of information.
Specific types of information appear in the columns and member account information is
laid out in rows.

Up to 15 members' records appear on a page at a time. The values cannot be altered
when in this view. The sample that appears below shows how the IROC will appear on
your screen.

You can print & copy of the IROC at any time.
T [ () (et

QTR-YEAR: 2006-3 ANYTOWH BOARD OF ED
O1-07036-01

MENNER 102 T naL HORRAL FITEARES T
HAHE HO. CODE RATEY | PEHEIOH FEAZ 0N POR CHANSE

ADAMY TARTEZ LT ] 46,001
AEFETFRH, WILM A | zo5cq 10 12545
ALEFEIC) DAHIE IR 10| fa5a

. (i
3 $6.543 5000 | §337.15 $000 §317.05 §000| $000 §2617
3 H4475 S00% | $21375)  H00 $1373 $000 | $0000 1790
3 5570 5000 | $333.30) W §333:0 §000 | $000 §26.68
ALIIZ FEH 375 10 45330 | 3 35370 500% | 34330 000 34830 $000 | $0u00 e
AMEFEMAN, AWH | 356R 10 | $2EEL04) 3 $A004 5008 SHOTO)  $000 $.T0 $000| 000  §i4TE
AEMITECOWC, IOIE | 34430 10 farad| 3 4094 500% | 2470 $000 20470 000 | 0000 1638
IR 50091 | 3 $T353 500k | $34745 ) H00 347 83 $000 | SO0 124
IS0 $321%6 | 3 4506 |500% | §24030) S0 §240.30 §000 | 000 §192
EAEEVMOEE INEETE 0 $ZETI5| 3 FAZ5 500% | 21425 $000 $21425 $000 | $0u00 41714
97|10 | fEE00S| 3 $4085 (5008 20025 $000 FH0 25 $000| S0 §1474
3
3
3
3
3

ZZEZZZZRFNEFEREZ
HEEEHEEEEEEFEEEE:

EH:ERE, e | 10 | $ERELs o0 500 sz | sweas| som| somo|  $maz
BEWHEIT, FHT ica | 1z | s e [soose | s1a0s | som| siaans| tomo| w0 fzm
EIILLIAM, MAETE @ 10 | $45000 70 50| S35 som0|  $337as| sea3| soo0|  $me7
BEOODTY SRFRH amaE | 10 | $aiies wams o[ sowns| wm|  seas| swsos| somo|[ sma
BULLE, THMA? R 10 | f26Te Gosalsose| sisema| sooo|  sieema|  sooo| sooo|  fisee
GRAND 173 3T §1,065 088 $EIA0 | 000 SRR T04a0 1500007 | akadd | $4630 54 50 5T
TOTALS
Mext Fage sEARCH BY LAZT HAME| '3'D'|

Add Members ROC Complete |

Tao edit or change a member's quarterly pension information, click on the mermber's name on the left.

TO SEARCH FOR A MEMBER'S RECORD

There are two ways to find a specific member record:
1. Click on "Next Page" until the member record you want to find appears; or

2. Enter the member's last name to go to the page that contains that record. Using
partial names will also work (This method is most valuable when searching for a
record that appears earlier in the report).

NOTE: Using the "Back™ button on your browser will also work to proceed to an earlier
page.
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TO MODIFY A MEMBER'S RECORD

To access a member record that does not appear on the current screen, enter the
person's last name in the field at the bottom of the screen, and then click "Go!" The record
you are searching for will appear at the top of the new screen that appears. Please use
this method to access records that appear earlier, as well as later, in the Report of
Contributions.

To edit or change a member’'s quarterly pension information, click on the member's
name on the left. This link will bring you to a screen similar to the one that appears below.

[ Home I[ Logout ]

AMYTOWE BOARD OF ED. o1-o7030-01 QTRE-¥EAR: 2006-3

PROJECTED EMPLOYER CHANGES
Member Mame: ARMSTRONG, LOLY
Member ID: 344325
10/12 Code: 10 [
Accum Base Salary: 50,001
Mos: 3 I_
Base Salary: 2,058 7650

Mormal Pension: 567.65 IW
Back Deduction: 0.00 I—
Total Normal Pen and Bk Ded: S67.65 IW
Loan Deduction: 0.00 I—
Arrears Deduction: 0.00 Ii
Contributory Death Benefit: £0.412 3825

SACT Contrib: o [

TSA Contrib: o I—
Projected Salary For Next Quarter {(Dollars): Ii
Mame Change: MName Wil be Updated Fully But Only 15 Characters Will be Dizsplayed

Last: | First: | liddle: | Title: b
*To Fermowe Iliddle Narme, Type ‘WNOWE" in the Text Box* *Tao Reracwe Title Select *HOWE’ Frora Drop-down *
Effective Date of

Eemarks Therree
Projacted : (MM/DD/TTYYT)
Reported: |  Contractual Salary Increase ~| | o9r01/2006
Additional |

Comments:

Submit | Feturn | Bureau Transfer |
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NOTE 1: If you need to modify a member's record and move the member from one
reporting bureau to another, you must perform the bureau change first, then modify the
member's record. See "Move a Member's Record to Another Bureau".

NOTE 2: If you mistakenly change a member’'s record (e.g., enter an incorrect salary or
deduction amount) and need to remove the change to restore the projected amounts, you
must reopen the "Member Update" screen and manually enter the projected amounts that
appear to the left of the text fields. If you do not, the incorrect amounts entered earlier will
be retained by the IROC.

NOTE 3: To change the amount "reported” in the text fields to "zero": using the "delete
key" will not remove the reported amounts. Only typing a "0" (zero) for service and salary
or "0.00 for deduction amounts will alter the record to reflect the correct information.

NOTE 4: DO NOT use the "delete" key to remove information in the text field to denote
"zero". Enter "0" instead.
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TO MOVE A MEMBER'S RECORD TO ANOTHER BUREAU
(Multiple Bureaus Only)

VERY IMPORTANT: If needed, make changes in salary, service, etc., only after
making a bureau change.

1.

Select a member's record. Notice that this member is included in the Bureau 1
report.

. Click the "Bureau Transfer" button at the bottom of the page. Do not make any

other changes in the record, i.e., salary, service, etc.

Bureau Report Number

(ome ) (tosent )

ANYTOWHN BOARD OF ED. 01-07036-01 QUTR-YEAR: 2006-3

PROJECTED EMPLOYER CHANGES
IMember Name: ARMSTRONG, 1013
Member ID: 344325
1012 Code: 10 |_
Accum Base Salary: 50,091
Mos: g I_
Base Salary: 2,958 |—
Normal Pension: 36265 I—
Back Deduction: 0.00 I—
Total Normal Pen and Bk Ded: 367.65 rw“
Loan Deduction: 0.00 |—
Arrears Deduction: 0.00 Ii
Contributory Death Benefit: 29.41 I—
SACT Contrib: o I
TSA Contrib: o I—
Projected Salary For Next Quarter (Dollars): I—

Mame Change: MName Will be Updated Fully But Only 15 Characters Will he Displayed
Last: I First: I Middle:l Title: 'I
*To Bernove Wliddle Mame, Type "MOME in the Text Box® *To Reraowe Title Select "HONE™ From Drop-down *

Remarks ggﬂe;:itglge Date of
({MM/DD/YYTY)
Projected :
Reported : | 1| [
Additional |
Comments:
Submit | Retum | Bureau Transfer |

/7

Bureau Transfer Button
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3. Using the drop-down box, select the bureau to which you want to move the
member's record. In this example, Bureau 2 is selected.

4. Click the "Bureau Transfer" button. The member's record has been transferred to

Bureau 2.

Employer Mame:

Location M umbet:

Year-CQuarter:

IMember ID:

Please select a hureau:

ANITOWN EOARD OF ED
0I-0707E6-00

200a6-3
I-345670

oz -

Bureau Transfer | Feturn |

5. The member's record will be removed from the bureau you were working on, and
will appear in the destination bureau when you open that part of the Report of
Contributions.

6. A remark will appear in the "Remarks" column showing the change in bureaus.

; FULL
oS RATEY

$0.00 [5.00% |

$4.475 [5.00%

$6,670 |3.00%

HORMAL
PEMEION

$0.00 |
$27375
$333.50 |

ANYTOWN BOARD OF ED

01-07036-01
$0.00 | $0.00 |
$0.00 $23375
$000|  $33330]

$0.00 |
$0.00 |
m.m:

$0.00
$0.00

$0.00

Remarks
BEMARKS /
|REASOH FOR CHANGE
$000] 0% | 0 [Fwem Trmser  [o7in1iz008
$1790 | 0% | o '
$2662| 0% | 0|
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TO UPDATE SERVICE, SALARY, ETC.
MEMBER NAME:

When a member's name changes (marriage, divorce, etc.), you may enter the changed
member name in the appropriate box.

1. When making a name change, it is not necessary to fill in every box provided for
name change. You only need to enter the new information into the box for the
portion of the name to be changed.

2. DO NOT: Please do not make a "name change" in order to add missing letters. The
member’'s last name field in the Division's database is limited to 15 characters.
Additional characters cannot be added, so this type of "change" only creates
needless additional work.

10/12 CODE:

1. DO: If the regular work year for a member changes from 10 months to 12 months,
or 12 months to 10 months, please make this change here.

2. DO: Be sure to explain the change in the "Remarks" field.

REVISED MONTHS:

The expected number of months of service credit for the quarter is pre-printed for each
member.

1. DO: If the member does not work the projected number of months, please be sure
to change the figure in this column accordingly.

2. DO: Remember to report service in whole months only. No partial months can be
reported or credited to a member's account.

3. DO: Enter "0" if the member did not work at all during the quarter.

4. DO: Make a notation in the "Remarks" field when changes are made in months of
service.

BASE SALARY SUBJECT TO CONTRIBUTIONS:
This information is most important for accurately crediting member accounts.
1. DO: Report salary in whole dollars only.

2. DO NOT: Do not put a period or decimal at the end of the whole dollar figure.

The IROC will automatically calculate the regular pension contributions, Contributory
Insurance Premiums (TPAF and PERS only), and Supplemental Annuity Collective
Trust deductions (if any).

3. DO NOT: Do not make corrections or adjustments for errors made in prior
quarters. Salary corrections for prior quarters must be made under separate cover
to the Audit Section at the Division of Pensions and Benefits.

10
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4. DO: (For Part-Time Hourly Employees) When reporting salary for part-time
hourly employees under the PERS, enter the actual salary earned and select "part-
time hourly™” in the "Remarks™ field. It is not necessary to select an effective
date when making this change to a member's record.

NORMAL PENSION CONTRIBUTION:

This amount is calculated automatically based on the amount entered in the "Base Salary”
field.

1. DO: Please pay the exact amount calculated in this field.

BACK DEDUCTION AMOUNT:

This figure represents the actual dollar amount due for scheduled Back Deductions for the
quarter.

1. DO: Pay the exact amount printed here.

This figure can be changed if necessary.
2. DO: If changing this value to "zero", you must type "0.00".
3. DO NOT: Do not use the delete key.

Extra payments beyond those certified may be made if desired, but the amount paid
and reported must be in even multiples of the certified monthly payment.

For example, if the monthly deduction amount is $30, the employee can make extra
payments in multiples of $30.00 ($30.00, $60.00, $90.00, etc.)

Important!

= Additional payments that are not precise multiples of the certified monthly payment
will be rejected.

= Amounts you enter in this field must be in dollars and cents, hence: $45.34, or
$60.00, etc.

= To change the projected amount, simply click in the "Back Deduction” field and type
in the new figure.

TOTAL NORMAL PENSION CONTRIBUTION AND BACK DEDUCTION:

The information in this field is automatically calculated based on the information entered
for Normal Pension Contributions and Back Deductions (see above). This amount
represents the total quarterly tax-deferred (IRC 414(h)) pension liability for the member.

This amount is automatically calculated based upon reported Base Salary and Back
Deduction amounts and cannot be overridden or changed.

11
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LOAN AMOUNT:

This figure represents the actual dollar amount due for scheduled Loan Payments for the
quarter.

This figure can be changed if necessary.

Extra payments beyond those certified may be made if desired, but the amount paid and
reported must be in even multiples of the certified monthly payment.

ARREARS DEDUCTION:

This figure represents the actual dollar amount due for scheduled Arrears or Purchase
Payments for the quarter.

This figure can be changed if necessary.

Extra payments beyond those certified may be made if desired, but the amount paid and
reported must be in even multiples of the certified monthly payment.
CONTRIBUTORY DEATH BENEFIT:

The amount preprinted on the Report of Contributions is calculated by the Division of
Pensions and Benefits based on the salary that the member was projected to earn during
the quarter. The premium for Contributory Death Benefit is assessed for participating
members of the PERS and TPAF as a percentage of base salary.

» For PERS members, the premium is .005 times the base salary.
= For TPAF members, the premium is .004 times the base salary.
The amount is automatically calculated when changes in base salary are made.
Back Contributory Insurance amounts owed (certified for new enrollees and
transfers) are added to the figure automatically.
1. DO: Always pay the precise amount specified in this field.
2. DO NOT: Do not, under any circumstance, make changes in this amount for a few

pennies. The calculated amount is the exact amount due for this benefit.

SACT CONTRIBUTIONS:

The number in this field represents the after-tax dollar amount the member has designated
as a SACT-Regular contribution. This amount is automatically calculated from the amount
entered in "Base Salary".

TSA CONTRIBUTIONS (Tax Shelter Annuity):

The number in this column represents the dollar amount - before tax - the member has
designated as a SACT-Tax-Sheltered contribution. This amount must be changed when
base salary changes or there is a gap in service. This amount is not automatically
calculated by the spreadsheet, but must be manually calculated and entered when a
change is necessary.
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PROJECTED SALARY FOR NEXT QUARTER (Dollars):

To save time next quarter, you can inform the Division of Pensions and Benefits of up-
coming salary changes by completing this information. The Division will use this projection
to produce the next Report of Contributions.

This information can be particularly helpful when significant numbers of employees will
receive contractually established increases. For school boards this might happen at the
beginning of the third quarter (July 1), or for municipalities, this might happen at the
beginning of the calendar year.

1.
2.
3.

DO: Enter the new quarterly salary amount in whole dollars only.
DO NOT: Enter full year salary information.

DO: All other projections of salary changes should show the anticipated salary for 3
months in the quarter.

DO: If the employee works a 10-month year, salary changes made in anticipation of
the 3™ quarter would be for one month only (September).

DO NOT: Never project less than 3 months' salary for the coming quarter. If you
anticipate a member will return from a leave of absence part way through the next
quarter, do not project this person’s salary at all, but write the member on the next
Report of Contributions.

DO NOT: If you enter a projected quarterly salary for an employee in this field, do
not add a comment in the "Remarks" field if there are no other changes in
member information. This is the only change you can make without including a
remark.

DO NOT: If the salary for the following quarter will be the same as reported in the
current quarter, it is not necessary to complete the "Projected Salary" field.

FOR 10-MONTH EMPLOYEES Reported in the 3rd Quarter: Since one month's
salary is reported in the 3rd quarter, it is not necessary to project a full 3 months
salary for the 4th quarter. Since it is expected that these employees will have 3
months of service in the 4th quarter, the full 3 months salary will automatically be
projected.

REPORTED REMARKS:

NOTE 1: Complete for add-ons or if any changes are made to a member's record.

This field must be completed whenever there is a change to the member's record.

When you click on this field, a drop-down box becomes available. Click the "down-arrow"
and make a selection from the available "remarks" in the list.

1.

DO NOT: Do not add a remark for a change that will occur during a future quarter.
This entire report is used to communicate member pension information for the
months covered by this quarter only.

13
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EFFECTIVE DATE OF REMARK:

Whenever member service or salary information changes, be sure to include the effective
date of the change to enable the Division of Pensions and Benefits to accurately adjust the
member's account information. This field must be completed for all changes, except for
part-time hourly employees.

ADDITIONAL COMMENTS:

You should include additional comments if necessary - for example, describing a retroactive
salary payment entered in Base Salary.

1. DO: In the case of a retroactive salary payment, be sure to include the effective
date for the new salary, contract period(s) covered by the new salary, and the new
base salary(ies) the payment represents.

2. DO NOT: When only projected salary changes are reported with no other
changes in member information, do not add a remark in this field. This is the
only change you can make without a remark.

3. DO NOT: Do not add a remark for a change that will occur during a future quarter.
This entire report is used to communicate member pension information for the
months covered by this quarter only.

IF YOU MAKE A MISTAKE:

NOTE 2: If you mistakenly change a member's record (e.g., enter an incorrect salary or
deduction amount) and need to remove the change to restore the projected amounts, you
must reopen the "Member Update" screen and manually enter the projected amounts that
appear to the left of the text fields. If you do not, the incorrect amounts entered earlier will
be retained by the IROC.

NOTE 3: To change the amount "reported" in the text fields to "zero™: using the "delete
key" will not remove the reported amounts. Only typing a "0" (zero) for service and salary
or "0.00 for deduction amounts will alter the record to reflect the correct information.

NOTE 4: DO NOT use the "delete" key to remove information in the text field to denote
"zero". Enter "0" instead.

WHEN DONE WITH CHANGES TO A MEMBER'S RECORD

All records that you change will appear in blue on the report. This makes it easy to
check your work and review changes later.

When you have entered all necessary information about this member, click the
"Submit” button. The data will be added to the report and you will return to the
main member screen.

If you open this screen by mistake, click the "Return” button and you will return to the
main member screen.

A Hotline is available for help completing the IROC: (609) 777-2115

A Hotline is also available with EPIC,
e.g. obtaining the ROC button: (609) 777-0534

14
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TO ADD A MEMBER TO THE REPORT

1. DO NOT: Do not add a member to the Report of Contributions if it is prior to the
date deductions are certified. In other words, do not add a member to the report if
the current quarter is prior to the date deductions are scheduled to begin.

2. Click the "Add Members™ button, which will bring you to this screen.

[ Home ” Logout I

Year/Qtr: 2006-73  Location Mumber: 01-07036-02 Location Mame: ANITTOWN BCARD OF ED

Member ID |gs7ﬁs4 10/ 12 Code: 12

Service Months: [3 Base Salary: [ 4484
Mormal Pension: [224.20 Back Deduction: [
Arrears Deduction: [ Loan Deduetion: [225 56
SACT Contrib: [ 22 TSA Contrib: [
Contributory Death Benefit: [

Remarks: |2etasn fom feave = Effective Date: (07/01/2006 (MM/DD/YYYY)

Reason: |

Submit Eeturn ]

3. Enter all information applicable, including previously certified deductions and SACT
payments.

4. When you have entered all necessary information about this member, click the
"Submit" button. The data will be added to the Report of contributions and you will
return to the main member screen.

5. If you open this screen by mistake, click the "Return” button and you will return to
the main member screen.

6. Notice that no space is set aside for the member's name. The Member ID number
will be used to pull that information from the Division of Pensions and Benefits'
records. When a member is successfully added to the report, all information,
including the member's name will appear on your screen.
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TO DELETE A MEMBER FROM THE REPORT

This will be important if an employee ceased working at your location before or during the
quarter (due to termination, resignation, suspension or leave of absence) and has not
returned to payroll by the close of the quarter.

To delete an employee from the Report of Contributions who has not worked at all during
the current quarter, begin by clicking on the member's name. Place a "0" in the box
reporting "Months of Service” and a "0" in the box reporting "Base Salary." Then under
"Remarks" click on the drop-down box and scroll until you find the comment you need —
for example, "Resigned/Terminated” — and click on that comment. The comment you have
chosen will appear in the "Remarks" field. Click in the "Effective Date" field and enter the
effective date of this action. Once completed, hit the "Submit" button and you will see the
employee's information change in the report.

If the member worked only the first or second month of the quarter but is not on payroll as
of the end of the quarter, place a "1" or "2" in the "Months of Service" field, one or two
months' salary in the "Base Salary" field, add the appropriate comment under "Remarks"
and the effective date.

SAVING YOUR SESSION

The IROC allows you to work part way through the Report of Contributions and then log-
off. Changes will be saved so that you can continue your work from where you left off. You
may work on the IROC through as many sessions as you need to.

SUBMITTING THE COMPLETED REPORT OF CONTRIBUTIONS

WHEN YOU ARE FINISHED WITH THE REPORT:

When all changes have been made and the Report of Contributions has been checked for
accuracy, you will submit the report by clicking on the "ROC Complete" button at the
bottom of the main screen.

REMEMBER: All bureaus must be completed before the Report of Contributions
can be submitted. Once submitted, no further changes, including record
modifications within bureaus, can be made.

VERY IMPORTANT: Please make sure you complete the Report of Contributions
before making your final payments through TEPS. Changes you make to the
Report will change the amount owed. Do not run the risk of paying more than is
owed. Complete the Report of Contributions first.

IF THERE 1S A BALANCE OWED:

The following screen will appear that shows a comparison between the amounts owed on
the Report of Contributions to your Transmittal Electronic Payment System (TEPS)
payments for the quarter so far.

A balance owed will be clearly displayed in red.

The Report of Contributions will not be accepted if there is an outstanding
balance owed.
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If your TEPS payments made for the quarter are for less than what is owed (as in the
example below), then you will not be allowed to submit the Report of Contributions until
you make up the difference.

STATE OF NEW JERSEY
DEFPARTMENT OF THE TREASURY
DIVISION DF PENSIONS AND BENEFITS
F.0. BOX 195
TRENTON, H.J. 08625-0195

Year/Qtr: 2006-3  LOCATION: 01-07036-01 ANTTOWN EOARD OF ED

TYFPE: PENSION INSTUEANCE S ACT TSA
DUE: $23,051.31 §2,721.4% $0.00 F833.00
PAYMEINT: F23,00973 $2,535.52 $0.00 F833.00
DIFFEREMNCE: -§41.52 -$185.97 F0.00 F0.00

Are Tou Zure That You Have Completed Your Eeport OF Contributions®?

YEZ, Flease process the Eeport Of Contnibutions

Mo, Please return me to the Eeport Of Contnibutions

You will need to quit your session of the IROC and submit the balance owed through TEPS.
Wait 24 hours for TEPS money to be posted to your location's account before attempting to
submit the Report of Contributions again. When the posted TEPS payments report
matches the reported obligations, your Report of Contributions can be submitted
successfully.

IF THERE 1S AN EQUAL OR OVERPAYMENT AMOUNT:

The goal, of course, is to transmit the exact amount reported as being due for the quarter.
When the Report of Contributions amounts due balance with your TEPS payments, you
may submit the report successfully by clicking, "Yes, please process the Report of
Contributions.”

Overpayments will not prevent you from submitting the Report of Contributions.

If the reconciliation page shows that you have already paid more through TEPS than the
reported "balance due", you have the opportunity at this point to return to the Report of
Contributions to make any corrections you may have missed. To return to the Report, click
"No, please return me to the Report of Contributions."

If the calculated amount owed is still less than the amount you have submitted by TEPS,
the surplus money will be refunded after the quarter is posted.
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SUBMITTING THE REPORT OF CONTRIBUTIONS — FINAL STEP

Once done, you will see a confirmation similar to the one that appears below. You are
finished with this Report of Contributions!

ETATE OF NEW JERSEY
DEPARTMENT OF THE TREASURY
DIVISION OF FENSIONS AND BENEFITS
P.O.BOX 125
TRENTOHN, H.J. 0E625-0295

01-07036-01

Tour Eeport OF Contributions has been accepted.

Return I

Once you have submitted the Report of Contributions, you may view it at any time through
EPIC (once the quarter is updated) but you will not be able to make any further
modifications. If you discover that there is a mistake in your submitted report, you will
need to send your corrections in writing to the Audit/Billing Section, Division of Pensions
and Benefits, PO Box 295, Trenton, NJ 08625-0295.

REPORTING DUE DATES

All quarterly Reports of Contributions are due on the 10th of the month following the close
of the quarter.

= The first quarter (January to March) IROC is due April 7.

= The second quarter (April to June) IROC is due July 7.

= The third quarter (July to September) IROC is due October 7.

= The fourth quarter (October to December) IROC is due January 7.
There are penalties levied if reports and transmitted money are submitted late.
From the Administrative Code: 17:1-1.5 "Interest charges: delinquent transmittals:"

(a) If payment in full, representing the monthly transmittal and report of
contributions or charges is not made within 15 days of the due dates for such
transmittals and reports, interest at the rate of six percent per annum shall
commence to run against the total transmittal of contributions or charges for
the period on the first day after such 15th day.

(b) The penalty will apply where the moneys have been forwarded but without
the report necessary to distribute such moneys to the proper accounts.
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YOUR COPY OF THE COMPLETED REPORT

It is highly recommended that once your Report of Contributions is accepted by the
Division of Pensions and Benefits, you generate an Adobe Acrobat™ PDF of your submitted
report for your records. Simply click the "Print” button on the top of the IROC. (See the

example)

In addition, you can print a copy of the ROC at any time that you find it helpful during the
completion process. Just be sure to save a copy of the IROC after it is accepted by the
Division.

The Report of Contributions will also be available indefinitely through EPIC should you need
to refer to it in the future.

The latest version of Adobe Acrobat Reader can be download for free at:
www.state.nj.us/acrobat.htm

If your computer system is not compatible with Adobe Acrobat™, please see your System
Administrator or contact Adobe, Inc.

A Hotline is available for help completing the IROC: (609) 777-2115

A Hotline is also available with EPIC,
e.g. obtaining the ROC button: (609) 777-0534
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