GP6: VIEWING EMPLOYER INFORMATION

Viewing employer information

In this guided practice, you will learn how to review the information that MyTRS has on file for
your employer.

Reviewing your employer’s profile
1) Login to MyTRS.

2) Click View Employer Information.

l!!l%! RS‘ 9005 GOTHAM PUBLIC SCHOOLS
MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM [Change Employer]
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PLEASE NOTE: Using the browser's back button within MyTRS may cause your session to become invalid. Please do not
use the browser's back button, delete key or backspace key to view the previous page; instead click on the
breadcrumb links (in white) that will appear in the navigation bar.

Employer Management { News and Alerts

e View Employer Information

e View/Update Payroll Calendar

e Review Employer Deduction Reports, Billing History & Payments
e Process Your Online EFT Payments

Your Members

e View/Update Member Information
e Register Employee

Import/Export Files

e Import MTRS Deduction Report

Administration Functions

e View/Update User Information
e View/Update Your Password and Other Account Settings

The View Employer Information window for the selected employer appears. This window
contains three tabs:

O Demographics
O Additional Information
O Contacts

Note You cannot change any information on this window or any of its tabs. If you need to
update an Employer Information record, please contact your Employer Services
Representative.
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Viewing demographics

3) Click the Demographics tab to view basic employer, address, and contact information.

MARS

Home » Employer Management » View Employer Information

MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM

PV LEIELLITE  Additional Information  Contacts

Employer Information

Employer Code: -

Employer Name: [GOTHAM PUBLIC SCHOOLS
Federal Tax ID No: | ]

Employer Type: 'Mu-»:lpsl

Address Information

Address [ramng -] vaiid: 17
sdares [ T
Address 1: 100 FAKE STREET, SUITE 202
Address 2:
Attention: ]
Country: [[NTep sTATES ] Zip: [02142-0000
City: [CAMBRIDGE ]
Stste: [iig
County: yropiessx
Contact Information
Phone [Primary] (617) 679-6877 UNITED STATES +
Email [Primary] mytrsuser@gmail.com «
Fax [Primary] (617) 679-1661 UNITED STATES +
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Viewing additional information

1) Click the Additional Information tab to display the Additional Information section.

RS

MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM

Home » Employer Management » View Employer Information

BTGl Ts Il Additional Information JeGhIET=S

Employer: 9005 GOTHAM PUBLIC SCHOOLS

Additional Information

Name Value
* GIC Number: [ 123456]
GIC Participant: 2
Website Address: www.mass.gov/mtrs

MTRS Representative: :Robert George
Correspondence By: Email

* Denotes Required Field

The Additional Information tab displays your district’s:

O Group Insurance Commission (GIC) information,
Website Address,

MTRS Employer Services Representative name, and

Oo0oa0

preferred communication method with the MTRS, when available.
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Viewing employer contacts

1) Click the Contacts tab. A list of your employer’s contacts appears. This tab includes other
employer-related contacts, such as attorneys or employer vendor contacts.

Note All MTRS Employer Services Representatives will appear in your Contacts section
because we must have access to your district for MyTRS support purposes. If you see a
name you don’t recognize and that person’s role is MTRS User, that contact works for
the MTRS.

Note This is a long window displaying multiple sections. The Contacts section is the first
section on the screen. Contacts with multiple district roles (e.g., deduction reporting and
service certification) will be listed multiple times.

RS 9005 GOTHAM PUBLIC SCHOOLS
E/{&u MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM [Change Employer]

Home » Employer Management » View Employer Information

Demographics  Additional Information [ehieled

Contacts

Type
Employer Business

Employer Business

Employer Business

fol Wayne, Bruce Employer Business

Role

Contact Role: [Syperintendent

Contact Details

Massachusetts Teachers’ Retirement System 4
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2) Click on the radio button next to the contact you wish to view. The selected contact’s
information will appear below the contact list.

_ Gordon, Sarbara Employer Business

Wayne, Bruce Employer Business

Role

Contact Role: [Deduction Reporting

Contact Details
Tvpe: [Employer Business |
Prefix: First Name: Middle Name: Last Name: Suffix:
[ms. |[Barbara I | |Gordon Il
Title:

|Payroll Officer

Address Information

Add i Valid:
e = .
Address [ an 20,2071 - = Address
Address 1: [100 FAKE STREET, SUITE 202 |
Address 2: [ ]
Attention: | |
Country: [UNITED STATES ] Zip:
Citv: [CAMBRIDGE |
state:
County: |MIDDLESEX |
Contact Information
Phone [Work Phone ] (617) 679-6877 UNITED STATES «
Email [Primary] mytrsuser@gmail.com
Fax [Primary] (617) 679-1661 UNITED STATES «

You have completed this guided practice.
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