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Introduction

The contributions, both those paid by the member and the employer-share (paid by the government
or the employer), are not directly related to the future pension that will be paid. The contributions paid
by both the member and the employer are determined by the ATRF Board. Contribution rates are
based on the expected total funds necessary to pay all members their future defined benefits.

The salary details you report to ATRF directly impacts the pension calculation because the pension
formula considers the member’s highest five-year average earnings and also uses the member’s total
service in the plan. The service is derived from the pensionable salary paid divided by the annual rate
of salary that you report to ATRF.

If the data is not timely and accurate, members will be at risk of having late and/or inaccurate pension
payments.

The Teachers’ Pension Plans (Legislative Provisions) Regulation, section 9:

Collection and provision of information
9(1) In this section, “employment information” has the meaning assigned to it in section
25(1)(c) of the Act.
(2) The Board may by written notice require any employer to provide employment information
to it, within the time and in the manner specified in the notice.

The legislation describes that the employer has a responsibility to provide information needed for the
administration of the pension benefit within the timelines set by ATRF.

The plan rules describe that participating employers must report a member’s salary in the month in
which it is earned, with the exception of year-end payout amounts as those are considered earnings
for July and August The plan rules require that plan members be paid 1/12 of the pay associated with
their role on a monthly basis, prorated based on their full-time equivalent or, in the case of acting pay,
the time they spent in that role.

Legislation

It is a requirement that data is reported in accordance with the following legislation:

e Income Tax Act
o Allows registered pension plans (like the plans administered by ATRF) and RRSP
contributions to be tax-exempt and the contributions paid to these plans to be tax
deductible.
o Sets maximum limits for pensions.
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e Teachers’ Pension Plans Act
o Sets up the plans and their governance structure.

e Teachers’ Pension Plans (Legislative Provisions) Regulation

o Outlines the ATRF Board’s authority, privacy/disclosure requirements, and relationship
breakdown provisions, to name a few.

o Teachers’ and Private School Teachers’ Pension Plans regulation

o Outlines the plan rules for both the Teachers’ Pension Plan and the Private School
Teachers’ Pension Plan.

e Education Act
o Establishes the school boards and sets out the requirements for the establishment of

charter schools. It also outlines how teachers are to be paid, including the holding back
of pay from work done during the school year to be paid during the summer months.

The employer reporting portal validates data to be compliant with all applicable legislation. Non-
compliance risks the plans becoming de-registered with the Canada Revenue Agency.
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Registration

When an employer first joins ATRF, they will be required to provide ATRF with at least one staff
member that will be designated as the “administrator” of their monthly reporting to ATRF. Once ATRF
has received this information, ATRF will complete the registration and invite the administrator to join
TPRO.

Once the administrator has joined, they are responsible for adding and deleting users as required to
complete their reporting requirements to ATRF. If the payroll staff designated as the administrator
leaves employment and no other payroll employee is identified as an administrator in TPRO, the new
payroll staff can reach out to ATRF to complete a new registration. It is possible for an employer to
have more than one staff member designated as an administrator in TPRO.

Initial Registration

The user will receive an email confirming that they have been invited to register for access to TPRO.
The invitation will include a link to follow to complete the registration process.

You're Invited to Register for TPRO - ATRF's Employer Portal e«

ALBERTA TEACHERS' RETIREMENT FUND (ATRF) <

You hawe been invited to register an account on ATRF's Employer Partal: Teacher Pensicn Reperting Online (TPRO) by ABC Schaol Divisian

To acoept the invitation, please click the following link. The link will open a webpage where you will sef your passwond

Accept invite

H Alberla Teachers’
ATRF Retirement Fund

com | My Pension | Linkedin | Facebogi | X (formarhy Twitter

Once the user has clicked on the link to accept the invitation, they will be directed to the Reset
Password page.

Reset Password

Please verify the email address associated with your Employer Portal account.
If you are setting up your account for the first time, this is the email where you received your invitation
After verifying your email, you will be required to authenticate using MFA

Email Address

Send verification code
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The user will input their email address. This should be the same email address where they received
their invitation.

Once the email address in input, the user will select Send Verification Code. A verification code will
be sent to the email indicated.

Verify your email address

Thanks for verifying your payrollmandy@gmail.com account!

Your code is: 413377

sincerely,
Alberta Teachers’ Retirement Fund

This message was sent f

an unmanitored email address.

Please do not reply to this message — Alberta Teachers'
ATRF Retirement Fund

The user will input the verification code in the Verification Code field (Important: Do NOT use the
“enter” key after entering the Verification Code).

Reset Password

Please verify the email address associated with your Employer Portal account.
If you are setting up your account for the first time, this is the email where you received your invitation.
After verifying your email, you will be required to authenticate using MFA

payrollmandy@gmail.com

413377

Once the verification code is entered, select Verify code.

12
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Reset Password

Please verify the email address associated with your Employer Portal account.
If you are setting up your account for the first time, this is the email where you received your invitation
After verifying your email, you will be required to authenticate using MFA

payrollmandy@gmail com

The user will select Continue to reset their password. NOTE: If you select Change, you will be
required to input your email address again and get a new verification code.

Reset Password

Please verify the email address associated with your Employer Portal account.
If you are setting up your account for the first time, this is the email where you received your invitation
After verifying your email, you will be required to authenticate using MFA

New Password

Re-Enter Password

The user will create a password following the set criteria.

e The password must be between 12 and 64 characters.
[ ]

e The password must have at least 4 of the following:

A lowercase letter

An uppercase letter

A digit

A symbol

O O O O

Once the passwords have been entered the user will select Continue.

The user will then be redirected to the Sign in page to officially login to TPRO.
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Login

Open TPRO web application in a web browser: https://ep.atrf.com.

Enter your login credentials.
Multi-factor Authentication (MFA)

When logging in for the first time, the user will be prompted to complete the multi-factor
authentication.

Multifactor Authentication

se verify the email address associated with your Employer Portal account by clicking the 'Send Verification Code’ button.

someemail@email.com

Enter the verification code that was sent to the registered email address and select Verify
code(Important: Do NOT use the “enter” key after entering the Verification Code.)

14
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Once the code is verified, the user will have access to TPRO.
User Agreement

The first time a user logs into TPRO, they will be presented with the user agreement and must accept
the agreement before continuing.

Ko

Employer
PORTAL

User Agreement

Annual Acknowledgment for Employer Portal Access and Data Submission

As a user of the ATRF Employer Portal, | hereby acknowledge and confirm the following on behalf of Public School Board (the “Employer”):

1. Authorized User: | have the necessary authority to perform tasks related to pension data submission,

2. Data Accuracy and Responsibility: | confirm that the data provided through the Employer Portal is accurate, complete, and reflective of the information held by the Employer who
accepts responsibility for the accuracy and integrity of all data submitted.

3. Confidentiality: | will not share my login credentials or any other access information with unauthorized individuals. The security of the Employer Portal access is a priority, and | am
committed to maintaining its confidentiality.

By acknowledging this statement, | confirm that | have reviewed and understand these responsibilities and agree to comply with the outlined terms.

Yes, | acknowledge

This agreement will be required for each initial login for each individual user, and then will only be
required to acknowledge once every new school year. The user may choose to review the User
Agreement at any time by selecting the User Agreement menu option.
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&  Administration

2z Contracts
B Employer Ref
2 Users

@ Rates

|_' User Agreament

= Logout
Gaorge Payroll
Paiblic School Baand
Last Logr
2025-02-12 DB-34

ol |

Once the user is logged in, the Dashboard page will be displayed.

-
Employer Dashboard
PORTAL
Select School Year
= Dashboard Sep. 2023 - Aug. 2024 -
] Schedules
ERERVEES August 2024 Upload
(0] Reports A No Records Found Employees: 0 PSP:$0.00 Contributions: $0.00  ATA Fees: $0.00
@ ERTN
July 2024 Upload
* Administration sully <es
A NoRecords Found Employees: 0 PSP: $0.00  Contributions: $0.00  ATA Fees: $0.00
4. Contracts
B Employer Ref June 2024 Upload
S Rates A No Records Found Employees: 0 PSP:SD.00  Contributions: S0.00  ATA Fees: S0.00
. User Agreement May 2024 Upload
E_> Logout A NoRecords Found Employees: 0 PSP: $0.00  Contributions: $0.00  ATA Fees: $0.00
April 2024 Upload
George Payroll - ) -
e e A No Records Found Employees: 0 PSP:SD.00  Contributions: $0.00  ATA Fees: S0.00 .
Last Login:
202 1 - B vrsubmites [ Velidated Warnings ([l Erors ([ Bypassed Erors ([ Accepted

Reset Password

If a user has forgotten their password, the user will select the “forgot password” option on the login
screen.

16
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Reset Password

Enter the email address and select Send verification code.

Retrieve verification code from the email indicated. Enter the code and select verify code.

======

The user will be prompted to complete the Multi-factor Authentication. Once the authentication is
completed, the user will be prompted to create a new password and select continue.
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Ix
Employer
nnnnnn

Reset Password

Please provide the following details.

New Password

Confirm New

New Password

Once the password has been updated, the login page will appear.

S. i
Sign in with your email address

someemail@email.com

Depending on the user’s settings, the old password may automatically populate in the login page. The
password should be re-entered. If passwords are saved, the user may be prompted to update the
saved password. For security reasons we recommend not saving the password in your browser.

It is important to note the TPRO is only available for access from within Canada. Any IP addresses
trying to access TPRO from outside of Canada will be denied access.

18
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Navigating in TPRO

When a user logs into TPRO, the Dashboard is the central area of TPRO where other functions are
accessed, and navigation is provided to drill down into the payroll details of the period, employee, and
contribution records.

o
Employer  Dashboard
o omTAL asnpoar
Select School Year
= Dashboard Sep. 2023 - Aug. 2024 -
ﬁ Schedules
-
m Employees
o s March 2024 Upload
eports
& No Recerds Found Employees: 0 PSP: $0.00 Contributions: $0.00  ATA Fees: $0.00
@ ERTN
2 Administration February 2024 Upload

2 Contracts A\ Mo Records Found Employees: 0 PSP:$0.00  Contributions: $0.00  ATA Fees: $0.00

&  Employer Ref
January 2024 Upload

22 Users

A No Records Found Employees: 0 PSP: $0.00 Contributions: $0.00  ATA Fees: $0.00
@ Rates

December 2023

A Mo Records Found Employees: 0 PSP: $0.00 Contributions: $0.00  ATA Fees: $0.00

November 2023

A\ No Records Found Employees: 0 PSP: $0.00 Contributions: $0.00  ATA Fees: $0.00

. User Agreement

B  Logout October 2023

A No Records Found Employees: 0 PSP:$0.00  Contributions: S0.00  ATA Fees: $0.00

George Payroll

Public School Board " P
© —— -

= ttention Require: mployees: : $491,20010  Contributions: $43; ees: $7,719
2025-01-08 11:28 At R d Empl 90 PSP: $491,20010 C ions: $4310750  ATA Fees: $7,719.26 -

< B Ursucrited [ Velidated Warnings ([ Errors Bypassed Errors () Accepted

The Dashboard also functions as a graphical display of the payroll reporting. The progress of the
payroll reporting follows these colour bands:

Colour Description
Dark Blue Payroll entry is in progress for the period.
Light Blue The payroll period has been validated; there are no errors and is ready for submission.

The payroll period contains warnings. The period can be submitted if there are no
errors.

Red The payroll period contains critical or non-critical errors that must be addressed prior
to submitting the period.

Amber A validation bypass has been approved for all non-critical errors in the period.
Submission of the payroll period can be performed.

Green The payroll period was submitted and accepted.
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The navigation options are located on the left side of the Dashboard payroll period details. The
following navigation options are available:

Dashboard: Selecting the Dashboard option will navigate to the Dashboard page which outlines all
the payroll periods for a particular year. The default option is the current school year but there is the
option to filter to prior school years. The navigation menu is on the left side of the dashboard.

Schedules: Selecting the Schedules option will navigate to the Schedules page. From here the user
has the option to view schedules, add new schedules, or delete unused schedules. Filter options are
available to allow the user to view all schedules or schedules for a particular school year.

Employees: Selecting the Employees option will navigate to the Employee page. From here the user
has the option to view or manually add new employees. There are also various filters to allow the
user to search for specific employees or a specific set of employees matching the filter criteria.

Reports: Selecting the Reports option will navigate to the Reports page. From this page the user has
the option to select from a variety of reports. Each report may have specific criteria the user must
complete prior to generating the report. All reports are created in an excel format and can be saved
on the users own computer.

ERTN (Employer Termination Notice): Selecting the ERTN option will navigate to the ERTN page.
From this page the user will be able to create new ERTN batches or view prior submitted ERTN
batches. Filter options are available to allow the user to view ERTN batches created by school year.

Contracts: Selecting the Contracts option will navigate to the Contracts page. From this page the
user will be able to add specific contracts, view any existing contracts and delete contracts unused
contracts. Filter options are available to allow the user to view all, active, expired or future contracts.

Employer Ref: Selecting the Employer Ref option will navigate to the Employer details page. From
this page, the user is able to add or update contact information.

Users: Selecting the Users option will navigate to the User page. From this page the user can view
all active users accepted or who have pending invitations to use TPRO. Users with the
Employer/Admin access can also invite or delete users from this page.

Rates: Selecting the Rates option will navigate to the Rates page. From this page the user will be
able to view the various rates related to the reporting of members service and salary details. These
rates include the contributions rates, salary cap and Yearly Maximum Pension Earnings (YMPE)
values. If the employer is part of the ATA there is also the option to view the ATA local and provincial
rates.

User Agreement: Selecting the User Agreement option will display the User Agreement that each
user will acknowledge on their first initial login and on a yearly basis at the beginning of each school
year.
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Logout: Selecting the Logout option will allow the user to safely logout of TPRO.

Login Information: At the bottom of the navigation menu the current login details are displayed. The
details will display the user’'s name, school board and the last login date and time.

The navigation menu can be collapsed to view more of the active window. The individual menu icons
are still available to utilize even if the menu is collapsed.
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User Management

Roles

There are two roles available to assign when using TPRO.

o Employer/Admin — users assigned with the Employer/Admin access have full control over the
management of their reporting. This includes adding or deleting users as required.

e Employer/User — users assigned with the Employer/User access have the access to upload
payroll files, manage corrections, submit data to ATRF, and run reports. Employer/User access
does not allow users to add or delete users.

View Users

From the left menu, select Users.

Employer D h b d
PORTAL a S Oa r
= Dashboard Sep. 2023 - Aug. 2024
M  Schedules
B  Employees Aug
@ ERTN
I load
Q Administration b 21
A No Records Found Employees: 0 PSP: 80 0.00
= Contracts
@ Rates
= Logout A N fec Employees: 0 PSP: 50
weit a0 e
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The user page will open.

-
Employer Users

PORTAL

= Dashboard
ﬁ Schedules Last Name First Name Job Title Email Role Invitation Status Resend Change De
Employees
@  Reports Payroll Patty Payroll ertester820@gm...  EmployerAdmin  Accepted 7
® ERTN ) R
Payroll George Payroll ertester161@gma.. EmployerAdmin  Accepted P4
& Administration

o Contracts
&  Employer Ref
Users

Sa
@ Rates

. User Agreement

=3 Logout

George Payroll

Public Sehool Board
Last Login:

2025-01-03 08:57

The page will show all users that are currently active to access TPRO on behalf of the employer.
This page shows all active users who have permission to access TPRO for an employer.
o Each user has one role, assigned when their account is created or when an employer admin

invites them.
e Every user must have a unique email address.

Adding Users

In the User menu option, select the Invite User option.

cmpoyer |
PORTAL Sers

=3 Dashboard

B  schedules Last Name First Name Job Title Email Role invitation Status  Resend  Change  De
m Employees

IB  Reports Payrc ortesteriGiGgma EmployerAde AECIpING 4

® eRrRIN

£  Administration
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X Invite User Cancel

Please fill out the following user details to invite an employee to
access the ATRF portal. Press Submit to complete the request.

0900 - Public School Board

First Name * Last Name *
Email Address *
Job Title * Role *
EmployerUser v

The Employer/Admin user would enter the following new user details as follows:
First name

Last name

Email

Job title

Role: Employer/User or Employer/Admin

Once the details are completed, select Submit.

X Invite User Cancel

Please fill out the following user details to invite an employee to
access the ATRF portal. Press Submit to complete the request.

Bo lu
0900 - Public School Board

First Name * Last Name *

Patty Payroll

Email Address *
ertester820@gmail.com

Job Title* Role *
Payroll EmployerUser v

TPRO will confirm that the user was successfully invited, and the user will show as a pending
invitation status until their registration is completed.
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& User was successfully invited.

X
a
"
empioyer | U
PORTAL Se rS
= Dashboard
EI Schedules Last Name First Name Job Title Email Role Invitation Status ~ Resend Change Delete
Employees
Payroll George Payroll ertester181@gma...  EmployerAdmin  Accepted 4 [u]
IE  Reports Y 9 Y @9 pioy ‘ P d o
® ERIN Payroll Patty Payroll ertester820@gm...  EmployerAdmin  Pending > Vs )
@ Administration
75 Contracts

TPRO and PENSION REPORTING BASICS MANUAL
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The invited user will receive an email indicating that they have been invited to the ATRF Portal.

You're invited to the ATRF Employer Portal

ATRF <noreply@atrf.com:

tome -

You have been invited to the ATRF Employer Portal by the Public School Board school board.

To accept the invitation please click the following link. The link will open a webpage where you will set your password.

Accept invite

Alberta Teachers' Retirement Fund

https:/iwww.atrf.com

M. Alberta Teachers’
ATREF Retirement Fund

o .

i’ A\ F"- -H\\ ("-_k\\
L 4+ Reply JAS ~ Forward ) |\\@}|

Inbox x

The invited user will then be required to click on the Accept Invite link in the email.
Once the invited user has accepted the invitation, they will be prompted to reset their password which
will also include completing the Multi-factor Authentication process.

Upon completing the registration process, the invitation status will update from pending to accepted.

27
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Jutat
E | nvite User
-mployer Users

= Dashboard

ﬁ Schedules Last Name First Name Job Title Email Role Invitation Status Resend Change Delete
Employees

IQ Reports Payroll George Payroll ertesterl61@gma...  EmployerAdmin  Accepted Vi o
@ ERTN Payroll Patty Payroll ertester820@gm... EmployerAdmin  Accepted Va [x]
2 Administration

2 Contracts

@  Employer Ref

Deleting Users

Deleting Users

Once an employee leaves an employer, it is the employer’s responsibility to
ensure they have deleted the former employees’ access from TPRO.

it
E I nvite User
mployer Users

= Dashboard
a Schedules Last Name First Name Job Title Email Role Invitation Status Resend Change Delet¢
B Employees

Payroll Patt Payroll Tt ... loyerAdmin A 3
B Reports ayrol atty ayrol ertester820@g EmployerAdmi ceepted Vi g
® ERTN Payroll George Payroll ertesterl61@gma... EmployerAdmin  Accepted 7 ]
&  Administration

P Contracts

[==] Employer Ref

22 Users

From the User menu, find the user to be deleted and select the delete icon. The Employer/Admin
user will be prompted to confirm that they wish to delete the selected user.

Delete user

Are you sure you want to delete this user?

-

28
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Once the confirmation is completed, the user’s profile and access are removed from TPRO.

& User was successfully deleted. X

tobed

-

Employer

PORTAL

Dashboard
Schedules
Employees
Reports

ERTN
Administration
2 Contracts

[===] Employer Ref

PS

Users

Last Name

Payroll

First Name

George

TPRO and PENSION REPORTING BASICS MANUAL
TPRO USER MANUAL

Job Title

Payroll

Email

ertesteri61@gma...

Role Invitation Status

EmployerAdmin  Accepted

Resend

+ Invite User

Change

Ve

Delet¢

g

29
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Getting Started

Employer Reference

TPRO USER MANUAL

There are two types of Employer information in the system with different behaviours: Employer
Reference settings (“‘Employer Ref’) and the Employer record.

Each employer has a single Employer Ref containing the settings and reference information for
the employer including the:

e Pension Plan Type (public or private),
ATA Local Number (if applicable),

[ ]
e Payout Allocation (for year-end payout reporting), and
e contact information.

When a schedule for a new school year is created, the Employer record for each payroll period in
that school year is automatically created. The Employer record is filled with a copy of some of the
information stored in the Employer Ref such as contact information, mailing address, phone number
and ATA local number. This Employer record will be included as part of the monthly file the user will

submit to ATRF.

Payroll Periods

Select School Year

N\ Reset Batch

Test Board - Board Number 0900

Contact Name
A Contact Person

Address
1221 8 Street S.W.

Province
AB

Fax
(403) 548-8248

Employment Month

Sep. 2023 - Aug. 2024 - September

[ Copy Batch Forward

Total PSP: $491,20010

Contact Phone

(403) 170-6956

Postal Code
TAA 2R4

Default ATA Local Number
8

& Hide Details v

Contact Email
City
Calgary

Phone

(403) 326-1030

Pension Plan
PR

Error Type

Total Contributions: $43,107.50

Mailing Address
PO BOX 111

Mailing Province
AB

Mailing Fax

- m

Total ATA Fees: $7,719.26

Mailing Postal Code
TAA 2R5

Mailing Email

+ Employee

Showing 1 - 50 of 90 Employees

Mailing City
Calgary

Mailing Phone
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Altering the Employer Ref Information

Yo
St Dashboard
Dashboard SI;- 2‘5: 'I.uJ 2024

Schadulas

Employaes A

[ Feard S B one: S000 &TA v
Haports
ERTN March 2024

A S0 Rl Fowa F ] [ H] - I

dceogBEOdnN

Administration
e February 2024
I &  Erployer Red I A W Ptirsis Pl

a2 Ukers
B Rates danuary 2024

FEP 3000 Costritations: 3000 &Td Feaic 3000

A mo fecords Fowsd
. L ar Agresenent

m m - - - "
7 i i i 7 i
- - ¥ J - -
£ - | 3 ] % i
3 | i ;
- 4 ..

B Logau October 2023
A Ko Reoeds Fowrd Emcipyess: 3 FER-S000 Coroipedons: B0O0 AT Feec E0.00
Crevr e Preryrol

- #g Rty Fowitd

Select the Employer Ref link on the left navigation.
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Employer Reference : Board Number 0200 - I

Cuees

The Employer Ref page will open. Edit any fields require updating and select Save.

Changing the Employer Ref record will not change the Employer records in a specific payroll period
because they have been automatically created when the schedule was created. The Employer record

may only be altered within a specific unsubmitted payroll period. The Employer record can be
changed by:

e uploading a payroll file into a payroll period, the employer information contained in the file will
replace the information in the Employer record for the payroll period.

e The Employer record can be altered manually through the Edit Employer screen.
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Alter the Employer record for a Payroll Period

1}

Employer
PORTAL

ce@EEO "

October 2023

Dashboard
February 2024 m AT
23
lti-o.wemban.z‘lﬂ m
=

Since the Employer record can only be altered in unsubmitted payroll periods, the user will select an
unsubmitted Payroll Period on the dashboard page.

alal

Employer
PORTAL
Deshopar
Emgiloyees

Raport

ERTH

ce@EO™

BrEBM:

Payroll Periods

"]
Tote PSP S49L20000 Tomal Conriwtions: 4300750 Toini ATA Foes STTI8E6  Showeng 1 - 50 of B0 Emplayees
----- o o
/s 0 '
/0
L F "
5w
== 2] L]

Once the payroll period page opens, click on the pencil button on the Employer record to open the

Employer Details page.

Disclaimer: Names and SIN numbers listed in all samples are fictious and are not

representative of any members contributing to ATRF.
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Edit the applicable details and select Save.

Schedule Management

The schedules ensure service from an employee’s contributions are reported correctly to ATRF.

At the beginning of each school year, you create new schedules for administration staff, teachers,
and substitute teachers that outline the days in each month and days in your school year.

Schedules can be created by adding a new schedule using the add schedule feature or can be
copied forward from an existing schedule and modifying the days per month as required.

When you import data from your payroll file into TPRO it will compare the schedule information you
created at the beginning of the school year to the payroll information you are importing for that month.

If the data matches, the payroll data can be imported into TPRO and then exported from TPRO to
ATRF.

If the data does not match, you will receive an import error for that record.

When TPRO was launched in 2025 the database contained data for the current school year along
with the prior seven years. Schedules were built for the past data based on the past monthly
submissions. Users will see the historical schedules when they access the schedule option from the
menu. Schedules are identified by school year and listed by either administration, substitute teachers
and regular teachers.
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Users can name the new schedules they create with any name that helps easily identify their different
schedules.

Entering Schedules

Jul
Employer
mploy Schedules
F Dast | 4+ Sohadul
M sche
m ; SHTH Cays o L
& fooo
® EETH
- B
£
=
Select the “+ Add Schedule” button to create a new row in the table.
Select School Year
All Years - 3 Schedules
School Year Name Days In Year Sep Oct MNov Dec Jan Feb Mar Apr May Jun Jul Au
2029 0 0 0 0 0 0 0 0 0 0 0 0 0
2023 Admin 262 22 22 22 bl 23 21 21 22 23 20 23 22
2023 Substitute 0 0 [} 0 1] 0 0 [4] [} 0 0 0 (
2023 Teacher 196 22 21 21 18 18 20 16 20 22 20 0 0

Enter the desired school year. For example, 2025 would be entered for the school year starting in
September 2025. This is a required field.

Give the schedule a name that will be used to reference the schedule. This is a required field.
a. Suggested schedule names:
i. “Regular” — regular teachers who work September until June.
ii. “Substitute” — 0 days per month for substitute and occasional teachers.
iii. “Admin” — administrative staff who work September until August.
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If there are multiple iterations of a schedule, it may be helpful to create a name more specific to
properly identify what the schedule is referencing.

Schedules

Select School Year

All Years - 3 Schedules

School Year Name Days In Year Sep Oct MNov Dec Jan Feb Mar Apr May Jun Jul Au

2025 Teacher 0 0 0 0 0 0 a 0 0 0 0 a "]

With the cursor in September (skip over the Days In Year), enter the desired days in the months of
the school year. The total days in the year will automatically add up to the days entered in the
months.

Schedules

When all the data is entered, click the save icon. The schedule record is saved. Scrolling to the right
may be required to access the save icon.

If there are multiple schedules with the same days in the year but with different allocations for the
individual months, you will create separate schedules for each iteration by repeating the steps above.

Schedules can be deleted if there is no data in the payroll periods in the school year.
1k

If there is data attached to a schedule, deleting will not be allowed and the delete icon will be disabled
if the schedule cannot be removed.
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Schedules can be altered if there is no payroll data in the school year.

The edit icon will be disabled if the schedule cannot be altered.

Contribution records are not automatically altered when the schedule is changed. For example, if the
scheduled days in September are changed from 19 days in the month to 20 days in the month, then
the contribution record will need to be manually updated with the new 20-day schedule.

Running validation again would detect whether changes to a schedule are inconsistent with pre-
existing payroll data

Copying Schedules

]

Locate an existing schedule to be copied and click the copy icon. This creates a new row in the table
with an identical copy of the data.

Scho... Name DaysInYear = Sep Oct Nov Dec Jan Feb Mar Apr May Jun Jul Aug
2UZ'_2| Admin 262 22 22 22, 21 23 21 21 22 23 20 23 22 B x
2023 Admin 262 22 22 22 21 23 pal 21 22 23 20 23 22

Change the school year, schedule name, and the desired days per month.

Scho... Name Days In Year | Sep Oct Mov Dec Jan Feb Mar Apr May Jun Jul Aug
Admin 260 22 22 22 20 22 20 22 22 22 22 22 22 B x
2023 Admin 262 22 22 22 21 23 21 21 22 23 20 23

When the data has been updated, select the save icon. The new schedule record is saved.
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Scho Kama Cays In Yoar  Sep | Moy Dec Jan Fob War Bpr May Jun A Aug
Agmin 260 F 22 2 [ b
View Schedules
Xk
ol 5t Dashboard

F  Cashboard hzd
i February 2024
@ oo & oo waid o
@ ErTN
Aanyary 2024
g admin " & ey . e 80
Fa 8ol
B Employer Red e
PR e
2 L
& m November 2023
A K Spcorss T ——
W Ui Agresnie
B Lo Dctober 2023 E3
AL g ioon Fane tanen 0 e . ' T G B
S— —
P o 0 P B i AN i o i
¢ - - B e N et (] Aecestas
Employer S h d |
PoRTAL cnedules
Select School Year
¥  Dashboard All Years o 3 Schedules
B Schedules
m ELTipio feRE School Year  Name Days In Year  Sep Oct Nov Dec Jan Feb Mar Apr May Jun Jul Al
B Reports
® 2023 Admin 262 22 2 2 2 23 2 2 22 3 20 23 22
£ Administration 2023 Substitute 0 0 0 0 0 0 0 0 0 0 0 0 0
4. Contracts
2023 Teacher 196 22 2 21 16 18 20 3 20 22 20 o o

= Employer Ref

22 Users
s

To display the schedules for a specific school year, choose a school year in the “Select School Year”
filter. The list will automatically refresh.

The list of schedules can be sorted by clicking the column header. The list will automatically refresh.
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Contracts

Some employers will offer their employees multiple contracts that run for concurrent periods and treat
each contract separately for payroll purposes. Contracts are a function that will allow an employer to
identify contracts separately and group the employee’s contract records in TPRO so that validations
and calculations will look at a specific set of the payroll records in that month for a specific contract ID
and ignore records identified with a different contract ID number.

View Contracts

Y
Employer Dashboard
= Sep. 2023 - Aug. 2024
B
® Eebruary 2024 [ tpiosa |
- Rp— -
® January 2024
o A MaRooeds Faund P—
D 2023 =3
e o Empioye P56 5
L ] !
o October 2023 =
L) September 2023 L ]
T S ey N et
< - (=] - -

Select the Contracts link on the left navigation.

-
Employer Contracts

st
: -
] Schedules
@ vy e
B Report:
® ERIN ' Contract 4
& Administration 5 oo ¢ B
ZA  Contracts
@  Employer Ref

22 Users

& Rates

To display the active contracts, choose the “All” state filter. The list will automatically refresh.
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Entering Contracts

Kk
Ll Dashboard

PORTAL

Sep. 2023 - Aug. 2024

F  Dashboard
B Sschedules
B empioyees Eebruary 2024
& NoRscords Found [mployeos: § PSP-$000  Contriutions $000  ATA Foos: $000
B Reports
[
January 2024 =
£ Aoministration A Mo Rscords Found Empioyees: 0 PSP SO0 Conmibutions: S0.00  ATA Foos: $0.00

&£ Contracts

&  Employer Ref
i3 Users
& A November 2023 Uplosd

@ User Agreement

g
B Logout October 2023 m
Mo Rocords Found on: 0 P

F-Y ond [rmpioy PSP 3000  Contriutions: $000  ATA Foes: $0.00
A Anomicn Requised Employees: 50 PSP $45120010 Comtributions: $43107.50  ATA Foes: $7,719.26
i [ Ry — womigs [ Bros [ BvassedErors [ Accepted

Select the Contracts link on the left navigation.

o
Contracts
¥ a
n
4 - -
[ =
@ s
8 mgminbtation 5 cpugag /0
Select the “+ Contract” button.
Contract ID Description Effective Date Expiry Date
2025-01-08 [3) 9999-12-31 ) B X

Enter the Contract ID, Description, Effective Date and Expiry Date. If the contract does not expire, set
the expiry date for 9999-12-31.
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Contract ID Description Effective Date Expiry Date

3 Contract 3 2025-09-01 (3 999%-12-11 | X

Select the Save button to save the entry.

Altering and Deleting Contracts

i
FUL Dashboard

Sep. 2023 - Aug. 2024

)

i

o February 2024 [ tpios |

§ AR Toam AT IS0 CHMAEIN RS
© January 2024

o & Mo Fecards Founa

=4 October 2023
September 2023
< -
Select the Contracts link on the left navigation.
Contract ID Description Effective Date Expiry Date
1 Contract 1 2023-09-M 9999-12-31 &
2 Contract 2 2023-09-01 9999-12-31 &

3 Contract 3 2025-09-01 9999-12-31 o

Click on the Pencil button to edit the contract information.

3 Contract 3 2025-09-01 (3 9999-12-31 = ><

Make edits to the appropriate fields and select the Save icon.

The Delete button will be enabled if there are no contribution records referencing the Contract ID.
Select the Delete button to remove the contract.
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Z Contract 2 2023-09-01 9999-12-31 &

3 Contract 3 2025-09-01 9999-12-31 pd

Please confirm that you wish to delete this Contract Definition.
Contract ID:: 3

Description: Contract 3

Select Remove to delete the Contract.

The list of Contracts can be sorted by clicking the various column headers. The list will automatically
refresh.

Rates

Unlike the standalone ATRF-CS program, TPRO is a web-based platform. One of the key advantages
of TPRO is that it automatically incorporates updates to ATRF contribution rates, ATA fees, and
YMPE changes as they are released. This means employers will no longer need to manually update
these values twice a year.

The rates feature in TPRO is a viewing function. The user can view the various rates related to the
reporting of members service and salary details. These rates include the contributions rates, salary
cap and Yearly Maximum Pension Earnings (YMPE) values. If the employer is part of the ATA there
is also the option to view the ATA local and provincial rates.

Rates

I Only Show Current Effective Rates I

The user additionally can use the filter to view historical rates or just the current rates.
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Entering Payroll Data

Employers are able to add payroll data into TPRO two ways by:
e uploading a payroll file from the payroll software (see payroll extract specifications below)
e manually entering payroll data

Payroll Import Specifications

There are import specifications that must be met to have your payroll data be compatible with TPRO.

Import specifications will be of interest and benefit to the user’s on-site technical staff who are
responsible for their computer hardware and software.

TPRO requires that data imported into the database be in a specific file format. This file layout is
identical for all payroll software vendors and is described in Addendum A.

Some fields are optional. If they are not needed, they do not have to be added to the file at all. If any
optional fields are to be added to the payroll data extract file record, then they must all be added for
that record type. In short, each record layout must contain either all or none of the new fields outlined
below.

Preparation

Before a user imports their payroll data into TPRO, they must prepare their payroll within their payroll
software and then extract it to a file. If an employer manually enters the data, this data can be input
directly into TPRO.

Below are additional guidelines to consider when preparing data for TPRO.

e An Employer record must be created before employee records are created -- school board
name, address, phone numbers, contact names and ATA information.

e The schedule must be entered for the applicable school year.

e For employers importing their payroll data, each employer must have a unique employer
import and export file.

e For manual entry, the employee’s record must exist in the payroll period before the contribution
records are created.

e Each employee must have a unique Personal Data Record (identified by SIN number, NOT by
name).

e If using the payroll import function, the payroll software must have an extract function to create
the file that the user will be uploading into TPRO.

o Any questions about payroll software should be directed to your payroll vendor.
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e There can be only one employee record for each unique employee (identified by SIN number,
NOT by name) within a given board number.

e Employees may have multiple contribution records for each employment month.
Uploading a Payroll File

Before uploading payroll data to TPRO, the user must ensure that all applicable schedules have
been entered for the school year.

After logging into TPRO, navigate to the Dashboard page.

bt
Employer Dashboard
F
a DUy UL “
[ I
® i January 2024
~ December 2023 m
& P
52U
@ November 2023 =
. User Ag
October 2023
@ Gacey September 2023
y A Mok i F $

Select Upload on the month that will be imported.

Upload Payroll File

September 2023

B

Click to upload or drag and drop file here.
The payroll file must be plain text and the maximum file size is 10 MB.

The user can select Click to upload or drag and drop a file in the window to begin the upload.
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Upload Payroll File

September 2023

@ Boad.0900.Sep.20231x1

The upload status bar will be displayed. Once the upload is completed, the Review Uploaded Payroll
File page will display.

There may be instances where a payroll file may be identified with errors such as, schedule data in
the payroll file does not match a schedule within TPRO, or the wrong month was selected for
importing. In these cases, TPRO will identify the issue and will not allow the user to accept the payroll
file. In the case of a schedule matching error, the user must either correct the schedule in their payroll
software or TPRO and recreate their import file.

 Success

‘You have uploaded payrol for 1 pericd and your data has been saved.

Review Uploaded Payroll File S

| PSP $491,200.00  Total Contributions: $43107.50  Tatal ATA Fees: $7,719.26

PSR S40120010  Contributions: $4300750  ATA Fees: ST.719.206

The Review Uploaded Payroll File page provides the following information so that the user can
determine if the file uploaded appears ready to accept into TPRO:

Total Employee Count

Total Pensionable Salary Paid (PSP)
Total Contributions

Total ATA fees

Once the review has confirmed this data appears correct the user will select Accept.
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If the user does not wish to continue with the import, they will select Discard and begin the import
process again.

Once the file has been accepted, the Dashboard page will display. The imported month will display
the status bar in the dark blue unsubmitted status.

L3 NO Kecoras rouna EMPIOYees: U PS5 BUUU  LONTIIDUTIONS: $ULUU  AIA Fees: SUUU

September 2023 i _ Validate I

A Attention Required Employees: 90 PSP: $491,20010 Contributions: $43,107.50  ATA Fees: $7,719.26 hd
@B Unsuomitted ([l Validated Warnings  (l] Errors Bypassed Errors  ([l} Accepted

The user will now select Validate to validate the payroll data to determine if there are any errors. If
errors are found TPRO will indicate that errors were found and instruct the user to click on the payroll
period to review the errors.

@ Validation of the batch was completed and errors were found on the contribution records. To review the errors in the batch, click on the payroll period.

The status bar on the payroll period will also update to show the number of errors highlighted in red.

/A Attention Required Employees: 90  PSP: $491,200.10 Contributions: $43,107.50  ATA Fees: $7,719.26

Note that the number of errors does not indicate the number of employees with errors, rather it
indicates the number of errors in total keeping in mind that some employees may have multiple errors
within the record. In some instances, only one data element requires an update potentially clearing up
multiple errors within an employee record.

If a payroll file has been accepted and validated but not submitted, the user also has the option to
delete the payroll batch using the Reset Batch option on the payroll period page.

Payroll Periods

Sep. 2023 - Aug. 2024 - September - - m A\ Reset Batch

Information on how to update individual records can be found in the Manually Entering Payroll Data
section.
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Manually Entering Payroll Data

TPRO USER MANUAL

Before adding contribution records, a user must input the employee records first. There are two ways

that an employee record can be added into TPRO:

¢ via the Payroll Period page
e via the Employee page

Adding an Employee in a Payroll Period

ceoemBEBE ™M

g5 @QuBdrogpg

.7
Employer

aaaaaa

Dashboard

September 2023
& ton

|
:
oogonoam

From the Dashboard page, select the payroll period to be reported.

cemeEO™

Fs @EBM:g

o

Yok

Employer
PORTAL

Payroll Periods

Select +Employee.

The Add Employee panel will open. The user will be notified which batch the employee record will be

added to.
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*  Add Employee

Mailing Address

Update the data as required for the employee. Once the data is complete, select Save. The user will
be notified that the employee record was successfully created.

& Employee created successfully.

X  Add Employee

Once the employee record is saved, select Close to return to the payroll period page.

Payroll Periods
Sep. 2023 - Aug. 2024 - Saptember d - Filner A\ Reset Batch [} Copy Batch Forward
Total PSP: S0.00 Tofal Contributions: $0.00 Total ATA Fees: $0.00 Showing 1-10f 1 Emplaye
Test Board - Board Number 0900 @ Show Datals &
I Employae, Mew IN: 999 999 683 — iibetion: 8 0 @ =

The new employee will now display. If an error was made in the employee details, the user can select
the edit option to update the details.

If an employee record was added in error and there are no contribution record details attached to the
employee, it can be removed by selecting the remove option.
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Payroll Periods

Select School ear Emgdoyment Manth Erex Type
Sep. 2023 - Aug. 2024 - September b - m M Reset Batch [ Copy Batch Forward

Totsl PSP SO00  Total Convibutions: $0.00  Tolal ATA Fees: 000 Shawing 1+ 1ol 1 Employee

Test Board - Board Number 0900 @ Show Details &

I Employes, New SIN: 000 900 683 Erpleye ¥ Canributicn: $0.00 Vi E & o Reeor
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Adding an Employee in the Employee Page

K

Emptover Employees

PORTAL

Dashboard
Schaedules
Employess
Reports

ERTM

temEO ™

Administration Empiayes Mumbar Ll
L

£  Coniracis

&  Emploger Ret

2 Users O Has vabastion errors
& Raes Soeivt Coc Satws Coc
o G tie i A x m

@ UserAgreemem

FILTER BY CONTRIBUTION DATA

G+ Logout Use the search [ier to find employess.

From the dashboard, select the Employee option. The Employees page will display. Select +
Employee.

The Add Employee panel will open. The user will be notified which batch the employee record will be

added to.

Important
This employee will be added to the Sep. 2023 batch. Any existing records for this employee will not be updated with these new details.
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*  Add Employee

Mailing Address

Update the data as required for the employee. Required fields show an asterisk * beside the field
name. Once the data is complete, select Save. The user will be notified that the employee record was

successfully created.

& Employee created successfully.

X  Add Employee

Once the employee record is saved, select Close and the employee’s contribution page will display.

New Employee o
Employee Number: -- @ © snowDensis | & Employment Month: 2023-08 {unsubmitted)
Contributions Sep. 2023 - Aug, 2024 - Show Only Payrall =

If the user would like to view the employee details, they can select Show Details.

52
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New Employee ©

Contributions Sep. 2023 - Aug. 2024 - Show Omly Payroll =

If the details require updating, select the Edit icon.

If the employee record was added in error, the user will need to navigate to the dashboard, select the
payroll period, search for the employee and delete the employee record using the delete icon. It
cannot be deleted from the Employee page.

Payroll Periods

2023 - Aug. 2024 - September - - m A Foses Basch B} Copy Batch Forward

51 Boarg oard Number 020! w [ 1 4
l 4 @

Changing and Employee’s SIN

If a plan member’s SIN has changed, then the SIN on the employee record in an unsubmitted batch
must be changed. Any subsequent submission of the Employee records with current or past payroll
data or searches by SIN will be done with the new SIN. In other words, searching by the old SIN will
not locate the employee. The system will track the mapping of the old SIN to the new SIN. But the
system will not resubmit any previous employee records submitted with the old SIN.
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Entering Contribution Records

Once a schedule has been set up and an employee record has been created, the user can add the
contribution records. Contribution records can be added two ways:

¢ via the Payroll Period page

¢ via the Employee Details page

An employee may have multiple contribution records in an employment month. The contribution
records must be created under the same employee record.

After the user has entered the contribution details, they will have the option to Save, Close, or Cancel.
These functions behave as follows:

X  Edit Contribution - Dantaljolor, Bresolel

Effective Date*
hd 2025-05-01

Save — The Save button performs a “Save and Validate” action.

This action stores the contribution information into the database and performs the re-calculation and
business validations (business validations implemented in the Validations service) on the contribution
information. The contribution details page will remain open and display any errors messages. If the
calculations side bar is open, then the calculations will be refreshed.

Close — The close button will close the window that you are working in. If you have unsaved changes,
the Close button performs a “Save, Validation and Close” action.

This action stores the contribution information into the database, runs the business validation rules
and closes the Contribution details window. The user will have the option to select Yes to save and
close or No to continue editing.

Cancel — The Cancel button discards changes made since the last Save and closes the window.
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Entering Contributions through the Payroll Period Page

falal

Employer Dashboard

June 2024

c@mEDO

QBN

May 2024
Apeil 2024
March 2024

Esbruary 2024

Hovember 2023

=

Cctober 2023

September 2023

s - - - - : -

i A A A A A 5 i

(<]

Select the Dashboard option on the left navigation. A list of employment months will be displayed for
the selected school year.

Note, the school year will not appear if there are no schedules entered for the school year. In this
case, the schedules must be created before adding contribution records.

Select the employment month where the contribution records will be added. The Payroll Periods page
will display.

Payroll Periods

I Empioryen, Now : 4 # 0 R

Locate the employee record and select the “Add Contribution” icon to create the contribution record.
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Batch | Period * Contribution Schodl Yaar * Effectivs Data *
v 2023-09-01 a
Selegl;: a .sn:-t;e.d-L;I;e o - Refresh Days Days/Wear: 0 Days/Month: O
;&é--dﬁé‘-;:-ular -
N;né
C h--c.sjﬁlccml codes apply -
Mis
A Fa
:rl\l:-r:l.ne” -
J Alowanco Pay
None -

Note the Batch/Period and Contribution School Year will be defaulted and read only to the
employment month.

If different from the default, enter the effective date for the contribution record.
Once the effective date is entered, select the schedule data. Select the “Refresh Days” button.

X  Add Contribution - September 2023

Batch f Period * Contribution School Year * Effective Date *

ap 2023 Sep. 2023 - Aug. 2024 - 2023-08-01
Fill days from schedule %
Teacher - Refresh Days Days/Year: 196 Days/Month: 22

The Record Type will always be “RG — Regular” for new contribution records.
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Enter the all the mandatory fields.

e Days paid and days missed. The days paid and days missed must equal the “days/month”.

e Full time equivalent (FTE)

e Full-Time Monthly Rate of Salary (FT-MRS), Part-Time Monthly Rate of Salary (PT-MRS),
Pensionable Salary Paid (PSP), Contribution Payable (CP) and ATA Fees.

Depending on the reporting requirement for the employee, data may be required for these optional
fields.

e Status code and special codes.
o See Addendum B for listing of codes.
e Contract ID
o used if the teacher has concurrent contracts that will be tracked and paid separately.
e Contribution payout type
o an override field where the user can select a different payout type than the standard
programming payout type.
e Signing bonus
o Amount of signing bonus paid to the employee to track separately.
e Allowance amount
o Amount of allowance salary paid to the employee to track separately.
¢ Allowance payout type
o The payout type that the payout for the allowance pay will be calculated.

Once all the fields have been completed, select the “Save” button. If all the required fields, denoted
by an asterisk, are completed, the system will save the contribution record and perform the business
validations. Otherwise, if there are missing mandatory fields (denoted by asterisk *), the Save
operation will not save the contribution record to the system.
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Entering Contributions through the Employee Details Page

il

fmperer Employees

PORTAL

cemER™N

Greédiszarg

Select Employees option on the left navigation. The Employees search page will appear.

Search for the employee record. The user can select the Search button to display all employees, or
they can search by entering specific criteria such as the SIN, Last Name or First Name.

Select the employee record by clicking on the Last Name. The Employee Details page will appear.

New Employee ©

ATA Lsenl Mumtar T.Cort Rumsar Sehast Coste PreefTE Teewsns i Duste Femanatizn St

Contributions Sep. 2023 - Aug, 2024 = | Show Only Payiol
No payroll contributions found,

Select the School Year where the contribution record will be added.

Note: only school years with schedules will appear. If you don't see the school year, then schedules
for that school year must be created before adding any contribution records.

Select the “+ Contribution” button to create the contribution record.
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t Period * fribat h ¥ . ) .II....,I-‘;] -
Selecta ::chlﬂdulc - Refresh Days DaysiYear: 0 Days/Month: 0
G R.‘:C_I-;J-ld b

0 - No special codes apply -

Select the Batch/Period and Contribution School Year.

Note, the Contribution School Year can be for a previous school year. Contribution records for earlier
school years may be submitted within the selected batch. For example, if the batch is “October 2023,
meaning the contribution record will be submitted to ATRF in the October 2023 batch, this batch may
contain contribution records for the same month or earlier months.

Enter the effective date for the contribution record.

Once the effective date is entered, select the schedule. Click on the “Refresh Days” button.

X  Add Contribution - September 2023

Batch f Period * Contribution School Year * Effective Date *

2023 < 2023 - Aug. 2024 - 2023-09-01
Fill days from schedula
Teacher - Refresh Days Days/Year: 196 Days/Month: 22
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The Record Type will always be “RG — Regular” for new unsubmitted contribution records.
Enter all the mandatory fields.

e Days paid and days missed. The days paid and days missed must equal the “days/month”.

e FTE.

e Full-Time Monthly Rate of Salary (FT-MRS), Part-Time Monthly Rate of Salary (PT-MRS),
Pensionable Salary Paid (PSP), Contribution Payable (CP) and ATA Fees.

Depending on the reporting requirement for the employee, data may be required for these optional
fields.

e Status code and special codes (See here for a listing of codes)
e Contract ID

e Contribution payout type

e Signing bonus

e Allowance amount

¢ Allowance payout type

& Comirtution wxisied wcceashily.

*  Exit Contribution - Employes, New

Once all the fields have been completed, select the “Save” button. If all the required fields, denoted
by an asterisk, are completed, the system will save the contribution record and perform the business
validations. Otherwise, if there are missing mandatory fields (denoted by asterisks *), the Save
operation will not save the contribution record to the system.

Copying Contributions

Once the user has entered at least one contribution record, additional records may be copied forward
by using the copy feature.

To access the copy feature, click on the kebab menu (three vertical dots) at the end of an existing
contribution record and select Copy.




ATRF
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PSP cP ATA Fees s
1500.00 878.87 124,35 | ;
4 Edit
i0 copy
O Delets

The Copy Forward Employee Contribution panel will appear.

X Copy Forward Employee Contribution

This feature will copy existing employee and contribution records into
one or more target payroll periods in the future.

Copy the selected Contribution record for September 2023 to:

School Year

Sep. 2023 - Aug. 2024 -

Start Employment Month End Employment Month

2023-09 - 2023-09 -

Enter the start month and end month that you wish to copy forward.

X Copy Forward Employee Contribution Cancel

This feature will copy existing employee and contribution records into
one or more target payroll periods in the future.

Copy the selected Contribution record for September 2023 to:

School Year

Sep. 2023 - Aug. 2024 -

Start Emphoyment Month End Employment Month
2023-10 - (2024-[}1 -

61



Jalad

ATRF

Select Copy.

TPRO and PENSION REPORTING BASICS MANUAL

The records will populate in the contribution panel.

Contributions

B‘mﬂ\\.l

2024-01

02312

083N

02310

R}

2
Eftective.. L

2024-01400

1023120

2023-11-0

20231001

2230800

Duys/vr. DaysfMtn  Record Typs  Status Code  Special Code  Days Pasd

186

]

3 8 8 B8 B

o0

=41

o0

o0

=]

Sop. 2023 - Aug. 2024

18,0000

160000

210000

21,0000

220000

AT
= | Full Detall

Days Miszad FTE

Q.0000

Q0000

00000

00000

0.0600

FT-MRS.

0 850000

850000

8,500.00

50000

0 850000

= | Show Oniy Payroll =

(=

8.500.00

0 BS0000

BS0A00  ETEAT

50000

8.500.00

TPRO USER MANUAL

ATA Fess Saatus

12425

12435

12425

12425

12425

The records will need to be validated to check for any errors. The user would select the Validate
Unsubmitted button to quickly validate all the unsubmitted records. The user will need to manually
correct errors by access the edit feature.

When copying forward records into a new calendar year (i.e. from December to
January), it is important to note that the contributions will not automatically adjust
for the new YMPE. The user will manually need to update the contributions,
therefore if the user wants to copy records forward for the entire year it would be

recommended to perform the copy twice. First copy the records up to January.
Next, copy the January record forward after the contributions have been
corrected. This will avoid the user having to manually correct the contributions on
each record individually.

It is important to note that contribution records can only be copied forward. They cannot be copied to
go backwards in time from the current batch. If the user needs to create records prior to the current
reporting month, they must use the “+Contribution” button for EACH month required up to the current
month of reporting.

Modifying Unsubmitted Contribution Records

Unsubmitted contributions records can be modified using the edit button on the contribution record.

The edit button can be accessed from two locations:

o the Payroll Period Page

o the Employee Details page
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Modifying Unsubmitted Contribution Records from the Payroll Period Page

TPRO USER MANUAL

Dashboard

May 2024 g
P

April 2024
PR ——

March 2024
February 2024

January 2024
Y e

December 2023
A W Bacores Fourct

November 2023

L ———

Qclober 2023

LR R

From the Dashboard page, select the month requiring the modification. The Payroll Period page will
display.

Payroll Periods

23 - Aug. 2024 ~ | September - - Filtir

+ Emplys A Rt Batzh [ Copy Bateh Forwa

Ters PSP $8,50000  Totw Contrins

Test Board - Board Humber 0800 @ Show Detalls F

ILJI._:L.'!M 0 24, g 0O @ 'IL'.'.J

The user can scroll to find the employee they wish to modify. They will then expose the contribution
record for the member by clicking on the chevron near the record count.

B o3 &
Emg w F 0 ©
IOV 24T EBT ey B 33 a
196 0
22 1 $0:00
o108/2023 £8.500.00 $0.00
£8.500.00
oo 58 500.00
08/2023 sa7RET
Fi3 50.00
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To edit the record, select the edit icon on the contribution record (highlighted above). NOTE: the edit
icon also appears to edit the Employer information and the Employee Details. To edit the contribution
record, the user MUST select the edit icon attached to the contribution record.

¥  Edit Contribution - Employes, New

The edit contribution panel will appear. Once the changes have been complete, select save and the
contribution record will be updated.




R0 TPRO and PENSION REPORTING BASICS MANUAL

Jalad

ATRFE TPRO USER MANUAL

Modifying Unsubmitted Records from the Employee Page

Navigate to the Employee page by selecting the Employee option on the menu. Search for the
employee by using the filters or listing all employees by selecting Search.

Once the employee is found, click on the last name.

-
Empioiee . Employees

PORTAL

B Dastosd Sop. 2023 - Aug, 2024

|l Schedules

T Soarch & Fifter X Clear Filtors Showing 1 - 1 of 1 Emplayee
B Employees
B Reports
@ ERTH
£ Administration Tisminatia
All
A Contracts
g Emplayer Ref FILTER BY CONTRIBUTION DATA
5 Users O Has validation emors
& Rates Sidal e Fr e
£ = i B & B m
Last Name First Name SN Date of Birth Employes Status Employee Number Work Phone

Rioyes New 300 242 582 1995/02/07 Active (7800 903-0D90

New Employee ©

Empioyee Number; -- B Hide Detsis & Employment Month: 2023-09 (unsubmitied)

SIH Diata of Brth Wark Phane Email Phane Fan

3001 242 s82 10a5-02-07 (redl 99%-9999 (7800 429-6595

Srrea Aaess City Prorince Provstal Cosl

123 Somawhire Street Somewhans TSN 2R

ATA Lwsal Mo T.Coor Mot Sehool Code Priee FTE Terminaton Dute Termsination SLLS
™

Contributions Sep. 2023 - Aug. 2024 - Full Datail - Show Only Payrol - Validate Unsubmitted

Blaich & Effective Daté & Days/Y, Days/Mn.  Record Typd  Status Cods  Spocisl Code  Days Pasd  Days Missad FTE FT-h

2023-00 196 22 ]
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The Employee details page will display. Find the contribution record that requires the change and
click on the ellipses to open the editing menu. Select Edit.

X Edit Contribution - Employee, New

- 2023-08-01 B
days From schedul 2L S e
Select a schedule... Refresh Days i
- . i u Days/onth: 22
Racard Typa®
Mone -

Special Code
0 - No special codes apply

2ys Paid * Days Missod* FTE®

22 o 1
8,500.00 8,500.00 8,500.00
878.87 0.00
Mone -
1]
Allowance Amount Allowance Payout Type
1] Mone -

@ Show Calculations

The Edit Contribution panel will appear. Once the changes have been complete, select Save and the
contribution record will be updated.
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Deleting an Unsubmitted Contribution Record

If a contribution record has been entered in error and the record has NOT be submitted to ATRF it
can be physically deleted from TPRO. Steps for deleting submitted records can be found here.

The delete function can be accessed two ways:
o from within the specific payroll period
¢ from within the Employee Details

Deleting an Unsubmitted Contribution from the Payroll Period

Dashboard

May 2024

A %o Bmooes F

April 2024

March 2024
Fabruary 2024
A Ve Recos Fox
January 2024
December 2023
November 2023
A womr —

Oetobaer 2023
A W Sooons i

IR EE

September 2033

From the Dashboard page, select the month requiring the modification. The Payroll Periods page will
display.

Payroll Periods

A, 2024 ~ | September - - Filter + Employss A Repat Batzh 4 Copy Buten Forwarna

Totsl PSP $8,500.00  Tots Contiiasons: SETRAT  Tots ATA Faes: S000  Showving 1 -1 of 1 Esployes

I Emplgrees, Maw * 1 g 0O @ Rscoed

The user can scroll to find the employee they wish to modify. They will then expose the contribution
record for the member by clicking on the chevron near the record count.




Days [ Year
Days | Month
Effective Date
Status Code
Special Code
School Year

Record Type

SIN: 301 242 582

301 242 582
196

22
01/08/2023

00
09/2023
RG

Employee &:

Days Paid
Days Missed
FTE

FT-MRS
PT-MRS
PSP

(od]

ATA Feas

Contribution:

387887

22
0

1
$8,500.00
$8,500.00
$8,500.00
$878.87
$0.00

Contract ID

Contribution Payout Type
Signing Bonus Amount
Allowance Amount

Allowance Payout Type

TPRO and PENSION REPORTING BASICS MANUAL
e ——————

TPRO USER MANUAL

[n} @ 1 Record »~
d O

$0.00

$0.00

Since the record is unsubmitted, the delete icon is active. Select Delete.

The user will be prompted to confirm if they wish to delete the contribution from the batch.

Are you sure you want to delete this contribution from

the batch?

Cancel

Yes, Delete

Select Yes, Delete to complete the deletion. If the deletion was selected in error, select Cancel.

(=% Contribution was successfully deleted

S enDEBEDN

R

Employer
PORTAL

Dashboard
Schedules
Employaas
Reports
ERTM
Adminisiration
&£  Coniracts
& Employer Ref

fL Users
—~

Payroll Periods

Select School Year

Sep. 2023 - Aug. 2024

A Resat Batch

Tast Board - Board Mumbar 0900

Empioyment Meonth

September

[3 Copy Batch Forward

Total PSP $0.00

& Show Details

Total Conributions: $0.00

I Emploves, Naw SIN: 301 242 582 Employes & $0.00

Total ATA Fees: $0.00

- 3 =3

Shawing 1= 1 of 1 Employes

@& 0 Record
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Once the delete is completed, TPRO will confirm the deletion was successfully completed and the
record count will update.

Deleting an Unsubmitted Contribution from the Employee Page

Navigate to the Employee page by selecting the Employee option on the menu. Search for the
employee by using the filters or listing all employees by selecting Search.

Once the employee is found, click on the Last Name.

-
Employer  Employees

PORTAL

&  Dashbomd Sep. 2023 - Aug. 2024 B

|I Schedules

F Search & Filler % Ciear Filters Showing 1- 10f 1 Emplayes
B Employees

B Reports
® RN
£ Administration Tenmination Satus
All -

& Contracts

=] Employer Ref FILTER BY CONTRIBUTION DATA

JL  Users [ Has validation errors

& Raes Sprctal Cade Fre

Al - All - All - m
Last Name First Name SIN Date of Birth Employee Status Empioyes Number Work Phone

HNew 301 242 582 189S/02/07 Active (780) 9990090

B iser Aneeemant

Employes Mumber: —- m & Hide Details f Employment Menth: Z023-09 (unsubmitted)

SIN Dt of Birth Wiork Phoee Email Phone Fax
301 242 582 1995-02-07 (780} 999-5999 (7800 425-8555
Sareet Address City Provinee: Postal Code
123 Somewhere Street Somawhare - TSN 2R1
ATA Local Number T.Cort Humbser School Code Prior FTE Termination Cate Termination Status
- Ma !
Sep. 2023 - Aug. 2024 - Full Detail - Show Only Payrall -
Contributions
Valldate Unsubmitted + Contribution
1 2
Bateh 4 Effective... Days/¥r. Days/Min. Record Type StatusCode SpeciasiCode DaysPaid  Days Missed

202308 2023-08-01 196 RG 00 22,0000 0.0000 1 E
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The Employee details page will display. Find the contribution record that requires the deletion and
click on the ellipses to open the editing menu. Select Delete.

The user will be prompted to confirm if they wish to delete the contribution from the batch:

Are you sure you want to delete this contribution from
the batch?

Cancel Yes, Delete

Select Yes, Delete to complete the deletion. If the deletion was selected in error, select Cancel.

(% Contribution delsted successfuly,
H i Mew Employes
Employer N E | ®
PORTAL ew cempioyee
E Dashboard Employes Humbear: -- E- Hide Detads y" Employmeant Month: 2023-08 (unsulbmitted)
™M  Schedules
=N Data of Birth Wik Phons Cmad Phone Fa
@ Employees 301 242 582 19050207 (780} 999-2009 (780} 4208605
g Raports Siren! Addrass City Pressnee Postal Code
o ERTH 123 Somewhere Street Someratiang TEM 2R
ATA Local Mumber T.Cern Musrizer Sehool Code Prios FTE Termination Dale Termination Stalus
B Administration o
£ Contracts
=] Employar Ref
& . ) - o1 s .- ¥ ~ ¥ ERATH ) )
=k  Lsars Contributions Sep. 2023 - Aug. 2024 = Show Only Payroll =
5} Rates
Mo payroll contributions Tound

Once the delete is completed, TPRO will confirm the deletion was successfully completed and the
contribution panel will update accordingly.
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Each contribution record page allows the user to hide or show the calculations that TPRO is
validating. The intent of this feature is to allow the user to understand what TPRO is doing to
calculate the Pensionable Salary Paid, Contributions payable and the ATA fees (if applicable). The
user should compare TPRO calculations to the calculation they have performed.

X Edit Contribution - Employee, New

®

Portal Validation Errors in Record

Contribution is incorrect.

ATA fees are incorrect.

Teacher

Record Type*

MNone

0 - Mo special codes
Days Paid

22

8,500.00

Contribution Payable *
850.00

- Refresh Days

apply

Days Misse
0

PT-MRS *
8,500.00

ATA Fees*
80

None

None

® Show Calculations

23-08-01 @

Days/Year: 196
Days/Month: 22

1.0

8,500.00

In the contribution record, the user would select Show Calculation (if the default option is to Hide

Calculations).



Edit Contribution - Employee, New

(D) Portal Validation Errors in Record
Contribution is incorrect.

ATA fees are incormect

Teacher - Refresh Days

Nane

0 - Mo special codes apply

TPRO and PENSION REPORTING BASICS MANUAL

Days/Year: 186
Days/Month: 22

Drarys: Paid Duarys: M TE
22 0 1.0
FT-MRS* PT-MRS* PSP
8,500.00 £,500.00 8.500.00
830,00 B0
Mona
ang

& Hide Calculations

Calculations

PSP

Formula

PSP = (FTMRS * FTE) -
[DaysMissed [ 200 * FTMRS * 12)

Result

CONTRIBUTION

Formula

FTMRS

MMPE = YMPE [ 12
MonthlySalaryCap = SalaryCap /12
RatealowhabE

RatesoveMMPE

FTMC = MIBIMINDFTMRS
ManthlySalaryCap), MMPE) *
RateBelwhAPE + MAXID,
MINIFTMRS, MomhlySalaryCap)
MMPE) * RalaAboveMMPE

CP = PSP | FTMRS * FTMC

TPRO USER MANUAL

Accept Calculationg

Value

8500 = {8,500.00 = L0000} - (0.00 §

200 = 850000 = 12)
B500

Value

8500

5550 = 66,600.00 /12
1627613 = 195,313.50/ 12
9 = 8.00%

12,86 = 12.86%

878.87 = 495,50 + 379.37

£76.87 = 8,500.00 / 8,500.00 *

&78.47
I Result e7Ra7 I
ATA FEES
Formula Value
ATA Fees = ATA fees do not apply to (e}
this employes.
Ihoq.ull o I

The calculation is now displayed. If the user should now review the calculation and the data used for

the calculation to understand what values TPRO is expecting. This will give the user the opportunity
to correct any data errors that may have affected the calculation or, if the user agrees with the
calculation, they have the option to select Accept Calculations which will automatically populate the

values in the contribution records.
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| (& Contribution updated successhully.
Edit Contribution - Employee, New
18
'T“:' ki Firech D Days/vear: 196 :
b e il Calculations Accept Calculations
- PSP
R Formula Value
None &
PSP = (FTMRS * FTE) 8500 = (3,500.00 ~ 10000} - (0.00/
Special Cod (DaysMissed [ 200 * FTMRS *12) 200 « B500.00 + 12)
-N pecial cod i -
0 - Mo special codes apply Result 500
22 o 1.0
CONTRIBUTION
FT-MRS ™ BT-MRE* EER*
8,500.00 8,500.00 8,500.00 Formsa Volue
FTMES 8500
Lotk Th Foos*
878,87 MMPE = YMPE | 12 5550 = £6,500.00 /12
MenthiySalaryCap = SalaryCap | 12 1627613 = 195.313.50 /12
RateBelowMMPE
Mone ¥ RateAboveMMPE 1286 = 12.66%
FTRAC = MINIMINIFTMRS, A78.87 = 499.50 + 379.37
MenthiySalaryCap), MMPE] *
RateBelowhiMPE + MAXIO
Afowance Payo MINIFTMRS, MonihlySalaryCag) -
Mo g MMPE] * RateAbovelMIPE
CF = PSP | FTMRS = FTMC E78.87 = 8,500.00 / 8,500.00 *
B78.87
& Hide Calculations Result a70.87
ATA FEES
Formula Value
ATA Fees = ATA fees do not apply to o
this employes

Once the records have been updated, the user must select Save to save and validate the data
changes. Once the save is completed, TPRO will confirm the contribution record was updated
successfully.

The Show Calculation feature is a tool designed to assist the user in understanding what/how TPRO
is calculating. It is only as accurate as the data entered into the contribution records. If there is an
error in the contribution records, the Show Calculation feature may not be accurate. It is important
that the user reviews all the data to ensure accuracy.
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Copy Batch Feature

(recommended for manual boards only)

Payroll Periods
‘3.4':. 2023 - Aug. 2024 - x“p‘..r-bcr. - i - H - 5 oy Batch Ferwaes

ctwl PP BLAZ APREE  Tomsd Contibutions: SIUSTIAT  Totsl ATA Fess STORMTIT  Showwg |- 50 of B Employsss

Enef Based - Anaed Kosmifwer (OO & Show Dwisin

TPRO has been designed to allow for an employer to copy and existing batch forward into future
payroll periods.

It is recommended that when copying a batch forward for the entire year the user should only copy
forward to January to make the necessary update to contributions for the YMPE change and then
copy the updated January batch to the end of the school year.

To copy a batch forward, the user will select the month to copy from the dashboard page.

Employer D h b d
TRpO¥E asnpoar
F  Dashboed Sap. 2023 - Aug. 2024
B Schedules ) ‘ : SR =
1] Ermpba yees
B Recons Eebruary 2024
® eamn T —— Frgizpees 0 FEFB008 Dorert 200
0  Administration
danuary 2024 m
A Cenwracts A F=— i -
(] Emplayar Bof
22 users December 2023
E Ratos A b Becoeds Found Enmplopsss 0 P9 8000 Conrbuions S000  ATA Fess 3000
Novembar 2023 |
™ i et Implopess: 55 AP 824004008  Convibuore S04 THAE  ATA Femi 84408 58 |
S Octaber 2023 |
Erplgess. 1] I ST Costibesons DXL EELEY  ATA Feap BASM730

GeEangs Payiol |
- T isnlember 2023 |
z BIRE £ L Englppass B} P AT 00N Cormibasiors BIT.EITEY  ATA Fesp $TIFR |
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Payroll Periods

e . TR i
S, 3073 - . 2074 - [ ) . . u B Cooy Baick Borwwrs

tal PO B340 0BT  Toisl Contnbusiors B24N0L3E  Totsl AT fomn BABMIZIE  Showrg N 33 of 33 Enpiopess

Select the Copy Batch Forward button.

X  Copy Forward Payroll Period Cancel

This feature will copy existing employee and RG contribution records
into the selected future payroll period.

Copy the selected Payroll Period November 2023 to:

School Year: 2023

Employment Month
2023-12 -

Indicate the future dated employment month to be created and select Copy. TPRO will confirm the
batch was copies successfully and Dashboard will be updated with the new batch.

({/, The batch was copied successfully to December 2023. Navigate to the target employment month to see the records.

A Attention Required Employees: 33 PSP: $243,08796 Contributions: $24119.58  ATA Fees: $4,502.36

@ Accepted Employees: 33  PSP: $243,067.96 Contributions: $24,119.58  ATA Fees: $4,502.36

The user will then validate the batch and make any adjustments as required.
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Validating Errors

Before viewing the validation errors, the payroll period must be validated.

There are three ways that the user can identify the list of validation errors that require review:
o filtering records with errors via the Payroll Period page
¢ filtering records with errors via the Employee page
e generating the Validation Errors report

Filtering Errors via the Payroll Period Page

it
!

emoyer | Dashboard
¥ Dashocard 0. 2023 - Aug. 2024
M Schedules
U Emgloyees Dec 2023 s

-

@ R ¥ :
& Ao Movember 2023

B Sk o October 2023

A e M RIS Fvaa T Pk B Coniterioes: SO0 AT e

3 Aates

ez | T £

®  ner Agrasmens Empkraes B FERCBNBAO0ID  Coettemore MR ERR T ATA Fes FTTIREE
s Logow = LT — ST e —

Navigate to the Dashboard page.

On the Dashboard page, select a month where a payroll period has a red bar indicating a validation
error. The Payroll Period page will open.

atal
Employer P Il Period
DN ayroll Feriods
Selact School Year Employment Month Error Type
= Dashboard Sep. 2023 - Aug. 2024 - September - - + Employee /\ ResetBatch [} Copy Batch Forward
l  Schedules
B  Employees Total PSP: $498,700.10  Total Contributions: $43,986.37  Total ATA Fees: $7719.26  Showing 1- 50 of 91 Employees
I Reports
Test Board - Board Number 0900 @ Show Details Va
@® ERIN
& Administration N
N Chan, Adriana SIN: 573 910 882 Employee #: 2744554721 Contribution: $750.27 ATA Fees: $124.25 s 0 & 1 Record W
#.  Contracts (]
&  Employer Ref I Wolf,_Logan SIN: 391 894 631 Employee #: 2132417180 Contribution: $878.87 ATA Fees: $124.25 s 0 & 1 Record W
22 Users R
Mahoney, Augustine SIN: 109 260 810 Employee #: 9912147071 Contribution: $788.85 ATA Fees: $124.25 s 0 & 1 Record W
@ Rates - .
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Payroll Periods

Setect Schoot Year

Sep. 2023 - Aug. 2024

Test Board - Board Number 0200

Chan, Adriana

Walf, Logan

Empioyment Montn
> September b

® Show Details

s

SIN: 573

SIN: 391 894 631

ATA Foes: §124.28

Total Con

Any Error

Wamings

Ermors

Critical

v tion: $750.4

Post Submit Errors

R . o

ATA Fees: §124.25

A Reset Batch [& Copy Batch Forward
ibutions: $43,886.37  Total ATA Fees: §7718.26  Showing 1 - 50 of 81 Employee:
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1 Record

s 0 &
S 0 &

v
]

1 Record

Select the Error Type from the drop-down and click on the Filter button.

Yo

Employer

FORTAL

Dash bosed
Sehadubes
Employess
Reparts
ERTN

seoeEBOM™

Agministration
“
=
S
=

Contracts
Emgloyer Ref
Users

Rates

Usar Ageeament

Payroll Periods

Ersrrer Uzeih
Septamber

Eatact Setond e

Sep. 2033 « Aug, 2004 .

Test Bosed - Board Number 0800 @ Snow Detalls

Ealacizs. Makeah S T T28 450
Johnson. Ahea Soe 158 750 030
Burch, Mykes B 252 037 59
Bloke, Yoss! L]

*  Emon

Tois! FSF: $498,7000

Empioyme i 530001

Empicyme & 204ETTR0ET

Emproyme & 3375 TEIG)

Emproyen & ZWTIAI00

Coirition: $360.00

Comtriwtion: $1.00

Total Contrbutions: $43, 86837

ATA Frer: $6200

Contriation: $200

ATA Fees S124.7

Contribution: $106748

[ ooy Batch Ferward

Toinl ATA Feex ST71838  Showing 1 -8 of B Employess

s 0 @ (e
s 0 @ Bucord
5 s 0 & Bucord
/0 @ s -
PP SO

View the errors on the contribution records by expanding the employee with a red background.

%

Employer
PORTAL

Dashboard
Schedules
Empicress
Reports

ERTH

cegBON

Administration

rs
-
£
]

Conbiacts
Dmpioyer Ref
Usars

Ratas

Payroll Periods

Sap. 7073 - Aug. I074 = | Sapembar

Tast Beard - Baard Number 0900 @ Show Detals
Bstacios, Malivat S FI0 TI8AS0
(@ Portal Vialidatsen Ermos in hecard
Y Sp—
an 0 T3 450 s P
= ™ Doy wnwsas
n Pt
oo OWDS2023 FT-ias3
o0 pen
BO30ES r
™ T T

—

o Tyl
- | Emors

Tons PAP $400. 700,00

Ergioyus & AETTFII001

4,000.00
#2,00000
$2.00000

#iB060

Tt Contribusons: S43,000

oty i SBE000

T8 Fass: 85300

A Pac Batch [ Copy Batoh Forwand

T Totsl ATA fesk $171038 Showing 1= 0 § Emplupess
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Review the errors in the contribution records.

uTad
Employe P Il Period
el ayroll Ferioas
F  oashboard Sap. 2023 - Aug. 2024 - | Septembar - | Emus - + Empioyes
m, s =3
B o af PO $49070000 o Conribetions: SAL0ARYT  Toe ATA Fuss T8  Seaweg 1- ol #Emphaywes
B Ao
® P4
® n
& Aomir
2 Baacios Matam - i £ 0 P
]
et
B Portal Validation £ =
&=
™ ]
n 4 3000
° a0z $4,000.00 s0.00
& 32,0001
0 $2,000.00
10 S180.00
Goorg . 00

Click on the Pencil button for the contribution record to access the Edit Contribution, which can be
used to fix the errors and calculate the payment details. Depending on the error, sometimes only one
field will require a fix to remove all errors, sometimes multiple fields may require an adjustment.

Filtering Errors via the Employee Page

alal

navre Employees

ATAL

Navigate to the Employee page.

Select the Has validation errors check box and select Search.
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Employees + Eroione

Sep. 2023 = Aug. 2024

T Search & Fier X Cwar Fitars Shawinng 1 - 9 of B Empidyeed

Al -
FILTER BY CONTRIBUTION DATA
B Has validstion erors
All - AR - Al - Search

Last Namra 4 First Mame SiM Date of Birth Empiloyoe Status Employee humbes o Prong i
sl 450 9N 054 12804 Active PION24ZE {803} ¥30-5410

Bush Meyien 53037 551 WTSOS02 At SOTSI9TH3 {403 ¥E9-4810

The list of employees with errors will populate in the Employee page.

Select the Employee last name to view the errors on the contribution records.

Yosef Blake ®

Employes Mumber: 2100124299 m A Hide Detais F Employment Month: 2023-08 (unsubmitted)

SN Duate of Dirsh \Work Phona Emait Fhone Fax

483911 054 1982-08-04 (4031 130-5410 o (403) 172-2424

Saret Addeess City Province Posial Code

18 arbantio Strogt Calgary AH T4A 2RO

ATA Local Humber T.Cart Nusbsr Schoal Cate Prias FTE Tormination Date Tarmmation Slatus
8 TCN2008 430 Mo

Contributions Sep. 2023 - Aug. 2024 - Full Detai - Show Only Payroll = Vakdate Unsubmitied 4 Confribution

] 2
Batch & Effective Date 4 DraryslYr Days/Mth. Recond Type Status Code Special Code DaysPald Days Missed FTE FT-MRS PT-MRS PSP

2023-09 2023-09-01 282 22 RG = a7 22,0000 0.0000 1.0000 10,2000 1020000 10,2000

To review the error and edit the contribution record, click on the ellipses (...) at the end of the
contribution record that is highlighted in red, indicating a record with a validation error.
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Contributions Sep. 2023 - Aug. 2024 - Full Diatail
1 2
Baich 4 Effective Date &  Days/¥r. Days/Mth. RecordType Stitus Code Specisl Code  Days Paid  Days Missed FTE FT-MRS
202309 2023-08-01 262 2 RG o7 220000 0.0000 10000
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PT-MRS

PSP

1020000 1020000 10,2004

& Edit
D copy

O Delete

Show Only Payroll - Validate Unsubmitted

Select Edit to review the errors in the contribution records and make the necessary edits to correct

the errors.

Creating the Validation Error Report

v 61 [ = Repors| Employer Portal x4+
“ O M e e petaging staticapp.atrleom repodt
Employer
Reports
F  Dashboard Employes and Salary D
m Schedubes
"]

Employesas

® ErTN

] Administration

Choose a range of employment months:

2025-01 | 2025-01 =

&£  Contracts

@  Employer Rel m
J2 Users

&  Rotes

. User Agresment

[+ Logout

O incluge DR Records

¢ | m

P

X

Access the Reports menu.

Select the Validation Errors report from the Report Name drop down menu.
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Eiploy Reports
PORTAL
¥ Dashboard Accapt Calcidlatian
5 Sehadules ATA Summady
n Empiloyeas Comribuian And Sarnice Summany
: Reports Conrtribution Summary Y TD iy
b EatM Emplayes amd Salary
: LT AT Employes Contributions
F 4 Contracis Empilayes Prie
=] Emiplayer Ref Emplayes Sarvice
& Users Minimum Employen Age
& Rates Menthly Tatals
Service Expapticn
. LM i Submissicn Summary
* Ligout
e Walidation Eners
a
.0
Employer R t
bR eporits
Report Name
Dashboard Validation Errors -
Schedules
Employees
Reports Choose one employment month, or a range of employment months.
ERTN Employment Month
2025-01
Administration
£ Contracts 501
@  Employer Ref
-3
= B [J include DR Records
@ Rates

User Agreement

Logout

ExcelCSV ¥

TPRO USER MANUAL

The user will be prompted to enter the criteria for month or range of months they wish to add to the

report.

Once the criteria are entered, the user will select the Excel CSV button.
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PORTAL

Cashboard \:fanaatl;c:" Errors
Schedulas
Employeas
Reports
ERTN

®

Adminisiration

e oeETM

& Cantracie s

Reports

2023-09
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o

Cipen S

Downloads

0500 Valkdatson_Errars_1-30-2025_11-42-13 AMLcov

jim e Box

Choase one employment month, or a range of employmant months,

=

TPRO will confirm that the report was exported successfully and the download option will appear. The
file will download into the excel format and the user can modify the report to meet their needs.

A B C D E F G H ] K L

1 [Last Name_lFirst Name SIM# Effective Date Severity Error

2 |Blake Yosef 489911054 20230901 Error Saocial Insurance Number is invalid.

3 |Burch Myles 252037551 20230901 Error Days Missed must be >0 and <= DaysMth x FTE for Leave/Strike status.
4 |Burch Myles 252037551 20230901 Error Days Missed is invalid.

5 |Burch Myles 252037551 20230901 Error FTE must be > 0.

& |Burch Myles 252037551 20230901 Error PTMRS should equal FTMRS x FTE.

7 |Burch Myles 252037551 20230901 Error ATA fees are incorrect.

8 |Clay Emmie 673072799 20230901 Error FTE must be > 0.

9 |Clay Emmie 673072799 20230901 Error PTMRS should equal FTMRS x FTE.

10 |Clay Emmie 673072799 20230901 Error ATA fees are incorrect.

11 Johnston  Rhea 155293038 20230901 Error Fewer days reported than days in the month.
12 |Johnston Rhea 155293038 20230901 Error Days Missed is invalid.

13 |Lawson Ari 205563919 20230901 Error ATA fees are incorrect.

14 |Palacios  Maliyah 720728450 20230901 Error ATA fees are incorrect.

15 |Palacios  Maliyah 720728450 20230901 Error ATA fees are incorrect.

16 |Riley Khalil 206959132 20230901 Error More days reported than days in the month.
17 |Riley Khalil 206959132 20230901 Error More days reported than days in the month.
18_Ve|ez Rowan 620535364 20230901 Error Days/Year must be between 180 and 200.

19 |Velez Rowan 620585364 20230901 Error Invalid value for PSP.

20 |Velez Rowan 620585364 20230901 Error Contribution is incorrect.

21 |Velez Rowan 620585364 20230901 Error ATA fees are incorrect.

22 |Wilson Kingsley 162282313 20230901 Error Fewer days reported than days in the month.
23 |
E_

0900_Validation_Errors_1-20-202 | @

The user may then search for each employee by using the Payroll Period page or Employee page to
review and correct errors as noted above.
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Common Validation Errors

Days Reported

e Check the FTE, days missed, days paid. Ensure the proper schedule is being utilized for
days/month field.

e Check the chosen schedule data i.e. days/month, days/year

ATA Fees

e No more than 2 ATA Local Levies per payout period can be charged.
e No more than 12 ATA Local Levies per school year.

e Contact the ATA directly if you are unsure of your local number.

Invalid value for PSP
e Check the days paid, FTE, and days missed fields. Ensure the proper schedule is being utilized.

Invalid Payout

Ensure the correct overall scenario is used.

Ensure the correct payout status code is used (i.e. TT/DE/PO)

Select the correct payout type or confirm total with show calculation feature.

Year-end payouts will be enforced using any payout scenarios setup in the system i.e. July=50%,

August=50%.

e Each contribution can be tagged to perform a specific type of payout i.e. Deduct 1/200, Pay
1/200, etc. An additional payout type has been added called “Average FTE”, which is a Pay
1/xxxx, where xxxx = operational days/year.

e Make sure NT code has been entered correctly (when an employee has consecutive contracts in
a year.

e Make sure Total Days for the year have been accounted for.

¢ Make sure Allowance Fields have been populated correctly.

Invalid Contribution

e When validating any given contribution record, the validation process will look at ALL records in
that month, for that Contract ID.

e The sum of the FTE equivalent days paid + days missed must equal the operational days in the
MONTH, as specified by the schedule record.

e The sum of the FTE equivalent days paid + days missed must not be greater than the operational
days in the YEAR, as specified by the schedule record.

e Submit Allowance/Acting Pay in the Allowance Miscellaneous field (if applicable).

e Specify what type of payout to perform on the allowance portion (if applicable).

e Invalid code combinations will be enforced. Errors would be noted when validating your records.

Termination/Deceased Date is required for TT/DE code
e Ensure the termination status and date fields in the employee data are completed.
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Critical Error

e Reporting a record with zero for PSP or FTMRS will give a Critical Error message. This type of
record creates a zero-service record at ATRF causing service and calculation issues for the
teacher. This error cannot be accepted and must be fixed prior to submission.
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Submitting a Payroll Period to ATRF

Before submitting a payroll period, you need to validate your payroll data and there must be:

e no critical errors
e an approved bypass for non-critical errors

Warnings do not prevent submission of the payroll data.

empioyer  Dashboard
AL asnpoar:
F Dashiboad Sep. 2023 - Aug. 2024
M Schedules
S Eoas Eebruary 2024 Ulosd
B Repons A Ma Rincerss Fourcd Erployodi: @ PSP S000  Contsbusons: S800 s
® ERTN
Upload
u Administration my‘m
A Mo Recorss Poura [E—— 3 oo $0.00 $000
o~ Contracts
@ empoyerfel  December 2023 =3
L] Users A Mo Recongs Found Employees: 0 FSF 80000 Conibusions: S000  ATA Fees: 50,00
A Mo Recores Found Employets: 0 PSP 9000 Contbusons: 000  ATA Fees: 5000
. Uiser Agreemant
= Logout
B Le October 2023 2=
A Mo Reconds Fownd Employess: 0 PSP 5000 Contiausons: SO00  ATA Feos: 5000
George Payrod
Pratiic Sctoal Board
© = September 2023 2 I (=23
0250820 1815 & amerson Regured Empiyees: 52 FIF S45007688  Convbusons: S38.45004  ATA Feos: STOTZ
T < W esemnes ([ vesaates viarngs [l tee [ Seeassesirors [ Accested

Navigate to the Dashboard page.

If the payroll month to be submitted is in the dark blue unsubmitted state, the user must select
Validate.
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Employer
PORTAL

Dashboard
Schedulas
Ernployees
Rapafls

ERTH

temBO "

Adminisiration
&£  Contracts

=] Employer Ral

) Users
@ Rates

' User Agreement

B Logow

Dashboard

Sebect Sohil Yad
Sep. 2023 - Aug. 2024
& Mo Recarss Fousd

January 2024

A Mo Recorss Fousd

& e Recorss Fousd

October 2023

&y Mo Recorss Found

September 2023

2,

Empioysts 0 PSP 30,00

Empiysss 0 PSP 5000

[— T

Empioyess: 0 P3P 30.00

Empoyos: & PEP. $0.00

Contitationt: $0.00  ATA Fees: S000

Conisamions: S000  ATA Fees: S0.00

Contitationi: $0.00  ATA Feod: 3000

Comizutons: S000  ATA Fees: S0.00

Comrutmn: $000  ATA Feos: $0.00

Emphoyosy 82 PO SASOSPEEE  Conlitations: $30.45084  ATA Fees: $TO24 72

Bl vnsemnes [ Vaidaes

worergs [ Eres @ BveessedEmers [ Acceptea

If there are no errors, TPRO will confirm that the validation was successful, the payroll status bar will

update to the light blue validated status, and the Submit button will become enabled.

Once Submit is selected TPRO will prompt the user to confirm if they wish to proceed.

Are you sure you want to submit September 20237

Cancel

Yes, Submit

Select Yes, Submit.
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@ Batch for September 2023 was accepted. X
-
Ernioyer Dashboard
e asnpoar
Select School Year
= Dashboard Sep. 2023 - Aug. 2024 -
) Schedules
—
] Employees A No Records Found Employses: 0 PSP:$0.00 Contributions: S0.00  ATA Feas: $0.00
B Reports
January 2024 Upload
® RN A No Records Found Employees: 0 PSP:$0.00 Contributions: $0.00  ATA Fees: $0.00
@ Administration
2 Contracts December 2023 Upload
A No Records Found Employses: 0 PSP:$0.00 Contributions: $0.00  ATA Feas: $0.00
&  Employer Ref
22 Users
November 2023 Upload
& Rates £ NoRecords Found Employees: 0 PSP:S000  Contibutions: S0.00. ATA Fees: S000
. User Agreement October 2023 Upload
A No Records Found Employses: 0 PSP:$0.00 Contributions: $0.00  ATA Feas: $0.00
- Logout
N paviol September 2023
eorge Payrol
public School Board @® Accepted Employees: B2 PSP: $450,07688  Contributions: $39,45014  ATA Fees: $7024.72 -
Last Login:
2025-01-20 14115 - W vnsuormitted ([l valicated warnings (il Errors Bypassed Errors ([l Accepted

The Dashboard will refresh confirming that the batch was accepted. The payroll status bar will update
to the green Accepted status.

The data submitted to ATRF is subject to additional validations that can only be performed by ATRF.
If there are additional errors present, TPRO will return confirmation of errors that will require
additional attention. For example, if an employer submits contributions for a member who is receiving
pension payments from ATRF, TPRO will return that error confirming that the member is receiving a
pension and that the contributions will be required to be refunded to the member and the data
resubmitted with the appropriate Special Code (i.e. 55) and no contributions deducted.

Note: If the validation routine found errors, TPRO will confirm that errors are present and must be
correct prior to submitting the payroll data. The Submit button will not be enabled.

A Attention Required Employees: 32 PSP: $216,98714 Contributions: $21,662.66 ATA Fees: $3,973.99

If TPRO has detected warnings, the Submit button will be enabled and the user can proceed with
submitting their data.

~ Validated Employees: 1 PSP: $8,500.00 Contributions: $0.00  ATA Fees: $0.00
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Changes to Submitted Records

Changes to past submitted contributions must be made by creating a “Change Record” (CR). A CR
can be created in a current unaccepted batch/period that adjusts a past accepted record. A new CR
can adjust a past “Regular’ (RG) or “Change” (CR) record.

Change records can be manually entered or can be imported as part of the import payroll process.

NOTE: Retroactive salary changes are no longer being tagged as a
Retroactive (RA) record. Instead they will be displayed as a Change Record

(CR).

Manually Entering Change Records

ok
Lok Employees

Select School Year
D Sep. 2023 - Aug. 2024

= Searchfiter | | X ClearFiliers

rrrrrrrrr

\\\\\\\\\\\\\\\\\

[-MCH TN Mol
]

22 rs
& Rates SpeciaiCode —_StawsCode FTE
All - | A - | A - w
IS¢ ent

Locate the past accepted RG/CR record that needs to be revised by performing an Employee Search,
and navigating into the Employee Details page.

H ™
Adriana Chan ®
Employes Number: 2744558728 W s Dot Empioyment Manth: 202309 (Accegted

Bus s — Ene - -
r a3 ]
et sy oy Bt gt e
19 maea Soan Sy I A 203
- [ — [ra—=—, P T [Re—— [e——
. 1 -
Contributions Sep. 2023 - Aug. 2024 - Full Datal - Show Only Fayrell - m
e Eftactve. 4 Doyive  DayuSen  RecosaTyps  Sibes Cooé  Specii Ceos DaysPud  Daysidssed  FTE FlailE  PTamS #aP -] ATA P M
e E E . D 0
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On the Employee Details page, all the contributions are listed for a given school year in the

Contribution panel below the Employee demographics panel.

At the far right of the Contributions panel, there is a kebab menu (three vertical dots), that allows
access to actions that can be performed on the contribution. Choose Change Record to begin the
process of creating a change record:

ATA Fons

Status

o D

@ View

l D Change Record I

i cCopy

X  Chan, Adriana - Contribution

Cancel Close

Important

This Contribution has already been submitted. Any changes will be saved as a new Change Record (CR) in the 2023-10 batch

Batch [ Period *

-

Fill days from schedule

Select a schedule...

Record Type*

Status Code
None

Special Code

Contribution School Year *

- Refresh Days

0 - No special codes apply

Days Paid *

27

FT-MRS *
7,500.00
Contribution Payable *

750.27

Contract ID

Signing Bonus

0

Allowance Amount

0

Days Missed *
0

PT-MRS *
7,500.00

ATA Fees*
124.25

Contribution Payout Type
None

Allowance Payout Type
None

Effectiva Date *

Days/Year: 196
Days/Month: 22

FTE*
1
PSP *

7,500.00

&
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The system will display the Contribution page with a few of the fields that will be disabled:
e Batch / Period field will be confined to the oldest unaccepted batch that exists.

¢ Contribution School Year will be confined to the school year of the unaccepted batch/period
that will hold the new CR record.

o The Effective Date is disabled because the period of the effective date must reference
the original RG/CR that this new CR refers to.
o Record Type is confined to be only “Change Record”.

Many of the fields of the accepted contribution of the past will be pre-filled into the fields of the
new CR being created. The user will make the necessary adjustments to the data to reflect the
change that is needed to this record. Once changes are completed, select Save.

Select School Year ‘Aggregation Payroll f ERTN —_—
Contributions Sep. 2023 - Aug. 2024 ~ || Full Detail ~ || Show Only Payroll ~ || Validate Unsubmitted ‘ + Contribution
s

1 2
Batch & Effective.. .  Days/Yr. Days/Mth. Record Type StatusCode Special Code DaysPaid Days Missed FTE FT-MRS PT-MRS PSP cP ATA Fees Statu:

202310 2023-10-01 196 21 RG - 00 21,0000 00000 10000 800000 800000 800000 81457 12425

2023-10 2023-09-01 196 22 CR - 00 22.0000 0.0000 10000 800000 800000  8000.00 814.57 12425

2023-09 2023-09-01 196 22 RG - 00 22.0000 00000 10000 750000 750000 750000 75027 12425

The system will create the new CR in the next batch/period to be submitted. TPRO will keep an
audit trail for the user so they will be able to see the original record submission and be able to
compare and/or reconcile against previous submissions.

IMPORTANT: If the employee has more than one record in a month, ALL records
will be copied and coded as a CR record even if changes are only required on one
record. It is important that all records for a period remain together, otherwise if only

one record is submitted to ATRF, that one record will REPLACE all records in that
period causing reconciliation issues.

The user has the option use filters to manage how they would like to see the contribution details
on the employee’s records.
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Select School Year Aggregation Payroll | ERTN

Contributions Sep. 2023 - Aug. 2024 ~ || Full Detail ~ | ShowOnly Payroll = Validate Unsubmitted
Batch v1 Effective... \LZ Days/Yr. Days/Mth. Record Type Status Code SpecialCode DaysPaid Days Missed FTE FT-MRS PT-MRS PSP cp ATA Fees Status
2023-10 2023-10-01 196 21 RG ot oo 21.0000 0.0000 1.0000 8,000.00 8,000.00 8,000.00 814.57 12425
202310 2023-09-01 196 22 €R - 00 22,0000 00000 10000 800000  8000.00 800000 81457 124.25 [ unsubmitted ]
2023-09 2023-09-01 196 22 RG - oo 22,0000 00000 10000 750000 750000 750000  750.27 124.25
Select School Year Aggregation Payroll f ERTM
Sep. 2023 - Aug. 2024 - Full Detail - Show Only Payroll  «

The Select School Year field defaults to the most current school year based on the schedule
entries in the Schedule menu.

The Aggregation field allows the user to see the full detail or a consolidated view.

Aggregation
(Full Detail -

Full Detail

Consolidated View

The full detail will show ALL records (regular, change, deleted) using the DR (Delete Record) status
code in the contribution grid.

‘Select Schoal Year

Aggregation Payroll | ERTN
Contributions Sep. 2023 - Aug. 2024 ~ || Full Detail ~ || Show Only Payroll  ~ Validate Unsubmitted

Batch v1 Effective... ¢2 Days/Yr. Days/Mth. Record Type StatusCode SpecialCode DaysPaid Days Missed FTE FT-MRS PT-MRS PSP cp ATA Fees Status
2023-10 2023-10-01 196 21 RG - 00 21,0000 0.0000 10000 800000 800000 800000 1457 12425
2023-10 2023-09-01 196 22 CR - 00 22,0000 0.0000 10000 800000 800000 800000 81457 124.25
2023-09 2023-09-01 196 22 RG - 00 22.0000 0.0000 1.0000 7,500.00 7,500.00 7,500.00 750.27 124.25 Accepted

The consolidated view will show ONLY the last most recent records submitted or being prepared to
submit to ATRF.
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Select School Year Payroll | ERTN

Agoregation
Contributions Sep. 2023 - Aug. 2024 + || Consolidated View ~ Show Only Payroll  ~ Validate Unsubmitted

1 2
Batch Effective... | Days/Yr. Days/Mth. Record Type Status Code Special Code DaysPaid Days Missed FTE FT-MRS PT-MRS PSP CcP ATA Fees Status
2023-10 2023-10-01 196 21 RG - 00 21.0000 0.0000 10000 800000 800000 800000 81457 12425 [ unsubmitte ]
2023-10 2023-08-01 196 22 CR - 00 22,0000 0.0000 10000 800000 800000 800000 81457 12425 Unsubmitted

The Payroll/ERTN filter is covered in the ERTN section.

Importing Change Records

Change records can be imported into TPRO and when an employee has a single record in a period,
the CR record is accepted and will be submitted with the next batch submission.

Select School Year Aggregation Payroll | ERTN

Contributions Sep. 2022 - Aug. 2023 v Full Detail - Show énly Payroll = Validate Unsubmitted
1 2
Batch . Effective.. \  Days/Yr. Days/Mth. RecordType StatusCode SpecialCode DaysPaid Days Missed FTE FT-MRS  PT-MRS PSP cP ATA Fees Status
2022-10 2022-10-01 197 20 RG - 00 20,0000 0.0000 10000 237372 237372 237372z 21363 0.00
2022-10 2022-09-01 197 19 CcR - 00 19.0000 00000 10000 257372 257372 257372 23163 0.00 Unsubmitted
2022-08 2022-08-01 187 i} RG - 00 19.0000 0.0000 10000 237372 2,37372 23737z 21363 0.00 Accepted

When an employee has multiple records in a period, TPRO will not be able to determine which
submitted record will be replaced by the CR record, therefore, when the CR record is imported TPRO
will not be able to “link” the CR record to the previously submitted record. The user will be able to tell
that a record is not linked by opening the newly imported record and see the unlinked symbol beside
the record type:

This is called an orphaned record. Orphaned CRs may cause validation on the contribution records to
fail. For example, there would be double the number of days paid or pay amounts for the employee in
the payroll period.

Select School Yea: Agaregation Payroll { ERTN
Contributions Sep. 2022 - Aug. 2023 - Full Detail - Show Only Payroll e Validate Unsubmitted

Batch | Bffective. 4 Days/Vi DaysMih RecodType StatusCode SpecialCode DaysPaid DaysMissed  FTE FT-MRS  PT-MRS =3 cp ATA Fees Status
202210 2022-10-01 197 20 RG = 00 200000 00000 10000 237372 237372 237372 21383 200
202210 2022-08-01 197 18 R = 00 190000 00000 10000 257372 257372 257372 21383 Q00
2022-09 2022-09-01 0 0 RG - 33 40000 0.0000 00000 000 000 440,00 000 0.00
2022:09 2022-09-01 157 18 RG - 00 190000 00000 10000 237372 237372 237372 21363 0.00 Accepted
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% Edit Contribution - Atkins, Tatum

(1)  Portal Validation Errors in Record
More days reported than days in the month.

Contribution is incorrect
Effective Data®
2022-09-01 &=

Fill days from schadule Refresh
Select a schedule... - e Days/Year: 197 Days/Month: 19
ays

2ecord Type ™

a0

To resolve an orphaned CR record, the user will need to delete the imported CR record and manually
create a CR from the original RG or CR record. This will also ensure all other records in the period
will be created as CR records for the current batch.

What if a Record was Missed in a Batch Submission?

If the user determines that there are records that were missed in the original monthly submission, the
user can add the new regular record data in the current batch they are preparing to submit to ATRF.

This is accomplished in the usual way that the user creates RG records: by payroll file upload, or by
manually creating the contribution. However, the effective date of the contribution can be entered so
that it refers to a past (accepted) period.

In this scenario, if there are already existing contributions in the prior period that don’t require
changes, they will still be required to be resubmitted to ATRF along with the new record. TPRO will
automatically “clone” the existing contribution records as CRs, into the same batch/period as the
‘missing” RG record. These cloned records override (and are linked to) the original.

Deleting Submitted Records

Only records that have NOT been submitted to ATRF can be deleted with TPRO’s delete function as
described above.

The Delete function on a record will be disabled on any contribution record that has been submitted
to ATRF, therefore any data requiring deletion must be submitted through TPRO as a change record
using the delete record (DR) status code. The DR status code ensures the data is deleted from the
ATRF system and allows you to keep an accurate record of submitted data.

To modify the submitted record requiring the deletion the user would follow these steps:

1. Perform an Employee Search
2. Navigate to the Employee Details page
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Anaya Barr ©
Empiloyen Mumibar: 3737200262 & Fge Doty Employmant Month: 2023-09 (Accapled)
N Outa of mirtn Wiark Prons Erail Phons Fan

341 D67 403 1865-03-04 03] 412-0283 (403) I58-5303

Sireet Asdress City Provinee Postsl Code

84 reniestl Sireet Calgary AB T4A 2R

ATA Liscl Fusmalesd . G| Ml Beho Code Prier FTE Termination Db T minalion SLatus

a TCHzA14 430 Ha -

Contributions Sep. 2023 - Aug. 2024 « Full Delsd e Shaw Only Payrol . m

1 2
Batch 4 Effactiv... & Caysvr. Days/Min  Recond Typs  Stalus Cods  Spidial Code  Days Paid  Dans Missod FTE FT-MRAS: PT-MRS PSP cP ATA Faas

2023-05 H0EI-08-01 262 2z RiG 95 20000 BuOD0% plewe ] NZ5000 1, 2 3000 N,25000 1232852 000 D

On the Employee Details page, all the contributions are listed for a given school year in the
Contribution panel below the Employee demographics panel.

At the far right of the Contributions panel, there is a kebab menu (three vertical dots), that allows
access to actions that can be performed on the contribution. Choose Change Record to begin the
process of creating a change record:

ATA Fons Status

@ View

| D Change Record I

i copy
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Barr, Anaya - Contribution

Impertant
This Contribution has already been submitted, Any changes will be saved as a new Change Record (CR) in the 2023-10 batch

Batch | Posiod * Contribution School Yoar * Effective Date*

- p. 2023 - Aug. 2024 2~

Fill days from schadule

DaysiYear: 262
Select a schedule... - Refresh Days ¥

Days/Month: 22

Recond Type ®

Status Code
i D

Special Code

99 - Superintendent -
Days Paid® Days Missed* FTE*
22 4} 1
FT-MRS* PT-MRS * PSP*
11,250.00 11,250.00 11,250.00
Contribution Payable * ATA Fees *
1.232.52 0.00
Coniract ID Coniribution Payout Type
None -

Signing Bonus

Update the Status Code field with the DR status code by selecting the drop-down button. Once the
status code is updated, select Save.
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Edit Contribution - Barr, Anaya

Salect a schedula... - Refresh Days

2023-02-01 @

Days/Year: 262
Days/blanth: 22

|> MNone

Mone

DE - Death in Service

| or-

Drelate recond I

DT = Disabled Tedcher

LK - Lock-out record

LM - Maternity Leave

LO = Other Leave

LP - Parental Leava

LS - Sabbatical Leave
MNP - Negative Payout
MT - New Teacher
PO - Payout Record
RP - Rehabilitation Program
RT - Early Retireas
SE - ATA Secondment

SR - Strike Recorg

TT - Terminated Teacher

Cancel

TPRO USER MANUAL

Save Closa

The record will be saved in TPRO and will send ATRF a Delete Record command with the next
monthly submission. The result will be the record being deleted from ATRF’s benefit administration

system.

Contributions

.
Batch

2
Effective... &
2023-09-01

2023-09-01

Select School Year

Sep. 2023 - Aug. 2024

Days/Yr. = Days/Mth.
262 22 CR DR
262 22 RG

29

29

Aggregation
Full Detail

22.0000

22.0000

Record Type = Status Code  Special Code DaysPaid Days Missed

0.0000

0.0000

Payroll | ERTN

Show Only Payroll =

FTE

1.0000

1.0000

FT-MRS

11,250.00

11,250.00

Validate Unsubmitted

+ Contribution

PT-MRS PSP cp Al
11,250.00 11,250.00 1,232.52
11,250.00 1M,250.00 1,232.52

As TPRO creates an audit trail for the user, the original submission record will still be available for
reviewing and the DR record is visible as a CR record. The user can customize the view of the
member’s contributions as outlined here.
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Employer Termination Notice (ERTN)

Employers may be requested to provide information regarding an employee's service, salary, and
contributions on an ad hoc basis. This information is required to calculate benefits for plan members
and should be provided through the ERTN feature in TPRO.

An ERTN may be requested by ATRF for an employee who has died, when a retired teacher is on a
teaching contract after their retirement date, or when an application has been made for any of the
following:

transfer of benefits to or from a pension plan with which ATRF has a reciprocal agreement,
service purchase

disability accrual

termination benefit

pension benefit

NOTE: The information provided on ERTNSs is considered accurate and official. At any
subsequent date, if the information changes, employers are responsible for ensuring that the
revised information is provided to ATRF.

Creating an ERTN Batch

ERTNs are fulfilled by bundling a school year of payroll contributions (past and future projected) for
an employee into a batch. More than one employee’s contributions can be bundled into an ERTN
batch. ERTN batches are modeled in a similar manner as payroll batches. The ERTN batch is the
“‘envelope” that contains Employer, Employee, and Contribution records, just like payroll data. In this
case, the data is isolated to specific employees (only those included in the ERTN batch), and their
contributions.

3

K
Employer ERTN Batches

PORTAL

Select School Year

Dashboard Sep. 2023 - Aug. 2024 -

Schedules
Employees
[pieh Created Date School Year Batch Name Submit Date Employees  Status Edit Submit
Reports

ERTN

¢ Q0 B0 ™

Administration
o Contracts
8  Employer Ref

h Users
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To create an ERTN batch, navigate to the ERTN page using the left-side navigation. The ERTN
Batches page will display.

Click on the “+ ERTN Batch” button.

elect School Year

Sep. 2023 - Aug. 2024 -

Created Date School Year Batch Mame Submit Date Employees  Status Edit Submit

| 0 ]

In the table grid, enter the school year and a batch name. Choose a meaningful name that will help
later identify the purpose of the ERTN batch.

Created Date School Year  Batch Mame Submit Date Employees  Status Edit Submit  Delete

2023 ERTH Batch for September Terminations 0 | b4

Press the save icon to create the ERTN batch definition.

Created Date School Year Batch Name Submit Date Employees  Status Edit Submit  Delete

2025-01-22 14:31 2023 ERTN Batch for September Terminations 0 & o

Once saved, the employee’s contribution records can be added to the batch.

Adding an Employee to an ERTN Batch

An employee’s contributions for the school year are added to an ERTN batch simply by pressing the
Add to ERTN button on the Employee Details page.
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i [ Zmyiee Branch

Zaylee Branch ©
Employea Numbar: 141857711 @ 9 Haoe Datais Emplayimant Menin: 2023-09 [Ascaptod)

i Dt of Brth W Proaa Fmad Prana Fax

203 143 497 18850505 1403 245-3M5 (403 g3g-1282

STeEt AL cmy Provincs Postal Coxta

19 awnsva Steeet Calgary hE T4A 2/

ATA Lacsl Mumser T Cawrt Mot Schond Coda Priar FTE Tarmururtaon Dats Termrananon St

8 TCHN30TS 430 B
Contributions Sop. 2023 - Aug. 2024 - Fudll Detail - Show Only Payrol = E

1 2
Baich Effective... =0 Days/WMih, Record Type Status Code SpecalCode Days Paid  Days Missad FTE FT-MRS PT-MRS L = ATA Foas
Funra e ] Frara Mo 01 e a2 = - =] FLO000 0000 16000 400000 400000 400000 35,00 12455

Navigate to the Employee Details page, either through the Payroll Period or Employee Search.
The user will manually add the future-dated contribution records ATRF requested, or manually create
a CR record for a past contribution record that ATRF requires more urgently. The user can do this by

selecting the + Contribution button or select the Copy Record option from the kebab menu (three
vertical dots).

+ | validate Unsubmitted + Contribution

‘ees Status

25 Z Edit

0 cCopy
25 Accep -
O Delete
Contributions Sap, .'r.":. Aug. 034 - Foll Benat = show r.a-.lfa.-xl
[ T [ tayaiie Doyain,  Secord Type  Stos Cooe  Specal Comse Doy Pea  Dops Wises FIE P PT-uiRg L (=4 Ata bees Honat
i 0 o ] = U000 BEO8 400000 0 40000 [ Lrmteriro: |
22308 0 o o o a0 0 0 000X D
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Once the data is entered and the records are complete, the user will select the Validate Unsubmitted
button.

Zaylee Branch oot | ©
e Mumbier: 18B1B57711 ATy — Emjriayterd Monl
L} Gt of B i Pramy L
P43 ¥ eerl
T Ao i " Pt Conbe
LT o Hi BEEEE R
Lsb )
Contributions Sep 2073 - S, TO24 = | Full Desail - Shirw Oaly Payroll = L
Waskch & EMocive., & Dispal¥r. Doyeih,  Recerd Type Sishs Code Spocil Codo  Duoys Pald  Oaye Wissod e FT-MES PTARS L o &TA Focn sk
can AT : i L] 30 eom0 3,000 e y [ st ]
“ g n
ERE o o = Lo

Select the “Add to ERTN” button. This step will make copies of Employer, Employee, and all
Contribution records for a school year that, the currently exist for the Employee being added to the
ERTN batch. This includes any future-dated (in future months batches) contribution records.

Add to ERTN Batch: Zaylee Branch

Please confirm that you wish to add this employee and their contributions for
the school year to this ERTM batch

ERTM Batch Mame: ERTN Batch for September Terminations

School Year: 2023

Effective Month Range: September to Movember

The user will be prompted to confirm that they wish to add the data to the ERTN Batch.
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Select School Year ‘Aggregation Payroll/ ERTN
Contributions Sep. 2023 - Aug. 2024 ~ || Full Detail + || Show ERTN & Payroll ~
1 z
Batch Effective... Days/Yr. Days/Mth. Record Type Status Code Special Code DaysPaid Days Missed FTE FT-MRS PT-MRS PSP cpP ATA Fees Status
ERTN Batch for Septe. 2023-11-01 196 7 ™ - 00 21,0000 0.0000 10000 400000 400000 400000  360.00 124.25
ERTN Batch for Septe. 2023-10-01 196 7 ™ - 0 210000 0.0000 10000 400000 400000 400000  360.00 12825
ERTN Batch for Septe..  2023-09-01 196 22 RG - [ 220000 0.0000 10000 400000 400000 400000 36000 12425
2023-11 2023-11-01 196 2 RG - [ 210000 0.0000 10000 400000 400000 400000  360.00 12425
2023-10 2023-10-01 196 21 RG - [ 210000 00000 10000 400000 400000 400000  360.00 12425
2023-09 2023-09-01 196 22 RG - [ 220000 0.0000 10000 400000 400000 400000  360.00 12425

Depending on the view filters the user has saved, the contribution records keep an audit trail of the
data submitted to ATRF with a regular batch submission or with the ERTN batch submission.

Payroll f ERTM
( show ERTN & Payroll =

Show ERTN & Payroll

<
e

Show Only ERTM

K Show Only Payroll

The user can change the Payroll / ERTN filter to reveal the records within the ERTN batch for the
employee. The list of contribution records will automatically refresh when the filter is changed.

If the user prefers, they can also filter to show only the ERTN data, or only the actual monthly payroll
data that they submitted or will submit to ATRF.

The user may also view the ERTN batch data by returning to the ERTN batch definition page and
locate the “current” ERTN batch that we'’ve just added the employee to.

There needs to be at least one employee listed in the ERTN batch for submission, however, the user
can continue to add as many employees as required.
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ERTN Batches

Select School Year
Sep. 2023 - Aug. 2024 v 1ERTHN
Created Date School Year Batch Mame Submit Date Employees  Status Edit Submit  Delete

2025-01-22 14:31 2023 ERTN Batch for Sept.. 1 % Vi > [n}

Expand the ERTN definition line to reveal each employee contained within the ERTN batch.

Created Date School Year  Batch Name Submit Date Employees  Status Edit Submit  Delete
~ 2025-01-22 14:31 2023 ERTN Batch for September Terminatio... 1 & > o
Branch, Zaylee SIN: 203 743 497 Status: Active Termination Date: None Contributions: 3 [u]

NOTE: When the TT or DE Status Code is used for a terminated or deceased teacher, TPRO will
prompt the user to input a termination status and date. This data is updated by editing the Employee
details.

D) Portal Validation Error in Record

Termination/Deceased Date is required for TT/DE code.

Batch / Period * Conftribution School Year * Effective Date *

024 - || 2023-10-01 @

Fill days from schedula

' Days/Year: 196
Select a schedule... ~ ~ | | RefreshDays ’

Days/Month: 21

Record Type *

RG

Status Code
TT - Terminated Teacher il

The user will navigate to the Employee page and search for the employee record.
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Rowan Blake ©

Employee Number: 3383301172 & Hido Dutaits Employment Manth: 2023-10 [unsubmittad)

N Dt of Birth Work Phone Emad Fihona Fax

693 743 BT7 1574-07-04 {403 279-BE94 {4031 304-3011

Strval Addeean ey Province Pastsl Code

15 ismomaon Sloeet Cigary AR T4A 2Rt

AT Locad Humber T.Cert Numbas Sohool Code. Prior FTE Terminatkon Dase Termenasan Status
a TCNO538 430 L] - .

Select the Edit icon to open the Edit Employee page.

X  Edit Employee Cancel E Close

Important

A Youare changing the employee details for the October 2023 batch. The changes to the employee details will only be saved to this batch. Future
dated payroll data currently saved in the portal will not be updated.

Last Name * First Name *
Blake Rowan
SiN* Date of Birth *
693 743 817 1974-07-04
Email Address
Work Phone Phona
(403) 229-8894 (403) 304-3011
Mailing Address
Address *

15 ismomson Street

Adidress (Line 2
City* Province *

Calgary Alberta

Postal Code *

T4A 2R1

Status Termination Date

Active - yyyy-mm-dd &
m——— —

398330M72 No -

ATA Local Number School Code T. Cert No,

8 430 TCNO598

Update the Status to Terminated or Deceased and enter the contract termination date or the date of
death depending on the termination reason.
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Important

A Youare changing the employee details for the October 2023 batch. The changes to the employee details will only be saved to this batch. Future
dated payroll data currently saved in the portal will not be updated.

Last Name * First Name *
Blake Rowan

SIN® Date of Birth *

693743 817 1974-07-04

Email Address

Work Phone Phone
(403) 229-8894 (403) 304-301

Mailing Address
Address *
15 ismomson Street

Address (Line 2)

City * Province *
Calgary Alberta -
Postal Code *

T4A ZR1

Status Termination Date

Terminated ~ 2023-10-15
Employee Number Prior FTE

398330M72 No b

ATA Local Number School Cade T. Cert No

8 430 TCN9598

Return to the contribution page and revalidate the termination record by selecting Edit and Save.

Close

X  Edit Contribution - Blake, Rowan Cancel -

(D Portal Validation Error in Record
Termination/Deceased Date is required for TT/DE code.

Bat Effective Date*

Period*
3 v 2023-10-01

Fill days from schedule —
Select a schedule... - Refresh Days Days/Year: 196 Days/Month: 21

Record Type *

(% Contribution updated successfully.

X  Edit Contribution - Blake, Rowan

Eatch / Period * Contribution Schoaol Year * Effactive Date *

0 Sep. 2023 - Aug. 2024 ~ 2023-10-01 =

Fill days from schedule -
Select a schedule... - Refresh Days Days/Year: 196 Days/Month: 21

Record Type*

RG-R lar -

Status Code
TT - Terminated Teacher b

Special Code
11 - Associate Bargaining d

The record is now validated and can be added to the ERTN batch.
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While the user can create a different ERTN batch for each employee, the user may wish to report
several employees in an ERTN batches. Additional employees can be added to an ERTN batch as
long as the ERTN batch has not been submitted.

Submitting an ERTN Batch

Once the ERTN batch is ready, the final step is to submit the ERTN batch to ATRF.

e Al

F ERTN Batches

Dashboard Sap. 2023 - Aug. 2024 - 1ERTN
Schedules

Employees
plog Created Date Sehool Yesr  Bateh Name Subeit Date Employees  Stius  Edit  Submil  Delete

2025-01:22 1431 2023 ERTN Bteh far Saptem 3 i a

BEG™

Reports

o

Qr ez
¢
=
F

o
ol =
21 3
E
g =
g
D 3

Navigate to the ERTN page using the left-side navigation.
Locate the ERTN batch to be submitted (only one ERTN batch is eligible for submission at a time).

Click the submit icon.

@ ERTN batch 'ERTN Batch for September Terminations' submitted successfully

‘o
Employer ERTN B t h + ERTN Balch
PORTAL a C eS
Select Schaol Year
== Dashboard Sep. 2023 - Aug. 2024 - 1ERTN
B Schedules
Employees
m ploy Created Date School Year  Batch Name Submit Date Employees  Status Edit Submit  Delete
|g Reports
® ERIN > 2025-01-22 14:31 2023 ERTN Batch for Septem...  2025-01-22 15:29 1@
r Adminicteation

TPRO will confirm that the ERTN batch was submitted successfully. The user will no longer be able
to edit, or delete the ERTN batch. If more ERTNSs are required, the user will create a new ERTN
batch. Changes, additions, or deletions to records submitted by ERTN batch can be performed by
creating and submitting a new ERTN batch.
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Reports

The user can generate many reports from within TPRO. These reports summarize the data that has
been sent to ATRF.

If there are any questions about the data sent to ATRF or there is a need for a permanent record of
data, reports can be generated easily from within TPRO. All reports are generated in an Excel format,
with the exception of the Employee Print report. The reports can then be sorted or filtered within Excel
to meet the user’s individual needs. Reports may also be saved, but it is important to note that saving
the reports happens outside of TPRO on the user’s individual computer so proper precautions should
be taken to secure the reports as they usually contain confidential employee data.

When the report generates, it will be accessible from wherever downloaded files are saved. The
report can then be opened from there and will open in the excel format.

This section gives a list of the reports that can be generated and gives a description of each report.

What Reports can | Generate?

Accept Calculation: Provides a summary of each time a user accepts TPRO’s calculation from the
Show Calculation feature listed by employee.

ATA Summary: This report summarizes the ATA fees that were deducted and reported for a given
month. The report is helpful in reconciling the fees deducted to the fees that were paid and reported
to ATA.

Contribution and Service Summary: This report shows the contributions reported during a specified
month, and all the following months. This report is helpful when a complete history is required for
reconciliation purposes.

Contribution Summary YTD: This report shows the salary contributions and ATA fees reported to a
current date. This report is helpful when reconciling.

Employee and Salary: This report lists the service and salary data in a school year that was reported
for each employee. This report could be useful as a double check for a user’'s own records. or if an
employee requests information about their service and salaries.

Employee Contributions: This report shows an employee’s contribution summary for a school year.
The user will enter a SIN and a school year, and the report summarizes contributions for that person
and that year. This report is helpful when the user needs a history for a particular school year.

Employee Print: The Employee Print is a web-based report. The report is generated in HTML and
opens in a new browser tab. When the user is finished viewing the Employee Print report close the
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browser tab to return to the main application.

Employee Service: Similar to the Employee and salary report, this report lists the service and salary
data in a school year or date range for an individual employee. This could be useful if an employee
requests information about their service and salaries.

Minimum Employee Age: The age of the employee is calculated as the year of the employment
month (as selected for the report) minus the year of the employee’s birth.
e For example, Jim retired in Nov 2022 at age 65. Running the minimum age report for the
employment month “Nov 2022” in November 2024 will show Jim as 65 (not 67).

Monthly Totals: This report breaks down the number of employees paid by FTE totaling the total
salary, contributions and ATA fees paid.

Service Exception: This report shows those employees that have service within two service ranges -
between .9975 and 1.0000 and those employees reported with over a year of service in a school
year.

Submission Summary: This reports the actual monthly totals of pensionable salary paid,
contributions paid and ATA fees for the month being exported. The monthly totals may include data
for other months (corrections or adjustments to previous months).

Validation Errors: This report shows all of the errors that need to be corrected before TPRO will
accept the data. This report is helpful because it shows the name and SIN for each error and shows
the type of error that needs to be corrected.
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How to Generate a Report

O eIElE T

L
[+

a1
Employer

PORTAL

Dashboard
Schedules

Employees

Reports
ERTH
Administration
Contracts
Employer Ret

Users

@B

Rates

User Agreement

Logout

Reports

Accept Calculation

ATA Sumimary

Contribution And Service Summary
Contribution Summary ¥TD

Employes and Salary

Employes Contributions G
Employee Print

Employee Service

Minimum Employes Age and i

Monthly Totals
Service Exception
Submission Summany

Validation Errors

Click on the Reports link from the left navigation. The Reports page will open.

Select the type of report from the drop down.

Reports

Report Name
Monthly Totals

Choose a range of employment months:

From Year/Month To Year/Month

2023-09 o] 2023-11

o] [ Include DR Records

Excel CSV # I

The report criteria will change based on the type of report selected.
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Click on Excel CSV. The report will be run on the backend of the system. When the report is ready,
the file will automatically start to download.

Downloads B a - ¥ X

0900_Monthly_Totals_1-22-2025_4-55-14 PM.csv

Open file
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Who Should Contribute to the Plan?

ATRF contributions must be deducted and remitted for all employees:

who are required to have a valid Alberta teaching certificate for the position they hold, and
who are employed on a full or part-time basis under a temporary or permanent contract
who are on sick/disability leave and are being paid by the employer

who are currently on the "health related portion" of a maternity leave (female employees)
(contributions should be made on the basis of full salary)

e who have received retroactive pay for the previous school year (including all former
employees)

Who Cannot Contribute to the Plan?

Substitute teachers e under no circumstances may contributions be
deducted

Employees who are on strike (duration of the strike only)

paid sabbatical leave

educational leave

a non-health-related maternity leave of absence
general leave of absence

deferred salary leaves of absence

disability leave (after the employer's salary
obligations are completed)

Employees who e turn age 71 during a calendar year do not contribute
after December 31 of that year

are receiving an ATRF pension for their own service
are providing Continuing Education service

are locked out (duration of the lock out only)

are teaching summer school
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Salaries and Payout Calculations

Salary is defined in Section 1(1)(vv) of the Teachers’ and Private School Teachers’
Pension Plans Alberta Regulation. It states, in part:

in the case of a contributing active member, the remuneration, including any
isolation, living and location allowances that are fixed by that member’s
employer, that relates to the member’s performance of the duties of the
employment.

Remunerations that are not considered pensionable include:

e any automobile or expense allowances related to the employment

e any payment made in lieu of vacation leave not taken

« bonuses (other than signing bonuses under a collective agreement)
e summer school

Administrative Allowances

Administrative allowances or acting pay that are paid to a plan member in addition to their
base salary is pensionable, and therefore, contributions must be remitted and reported to
ATRF. The allowance or acting pay may be paid at a daily, monthly, or annual rate. It can
be granted for the entire year or for any fraction of the school year.

To calculate the contributions correctly, the Full Time Monthly Rate of Salary (FTMRS)
must include both the base salary and the administrative allowance salary. The
contributions will be payable based on this combined FTMRS salary. If they are full-time,
the Part-Time Monthly Rate of Salary (PTMRS) will be the same as the FTMRS. If they are
part-time, the PTMRS will be calculated by multiplying the FTMRS by the full-time
equivalent (FTE).

Example:
Annual FTMRS PTMRS (1.0 PTMRS
FTE) (0.5 FTE)
Base Salary: $101,162.00 5 8,43017 b 8,43017 5421509
Administrative B 25078.87 5 2,089.91 b5 2,089.91 51,044.96
Allowance:
Total Salary: $126,240.87 $10,520.08 510,520.08 5 5,260.05
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The Payout Concept and the Math Behind the
Payout Concept
Plan members who work under contract for an ATRF employer must contribute

to ATRF. They are classified into two categories:

o 260-day teachers (administrators working in central office), or
« 200-day teachers (regular classroom teachers, principals, vice principals, etc.)

Note: “teachers” referenced in this workbook include 260-day
administrators and 200-day classroom teachers, principals, vice
principals, etc. Therefore, these two categories are considered plan
members subject to the same provisions outlined in this manual.

Since 200-day teachers work over a period of 10 months in a school year, but are paid over 12
months, each month, some salary is “held back” and must be paid to the teacher for the summer
months or at the start of a leave or termination of a contract. ATRF refers to this as a “payout”.

e 260-day teachers work year-round and do not require a payout to be
calculated.

Here is the math behind the payout concept:
« Each month worked = 1/10" which equals = 0.100000 service
« Each pay period = 1/12 which equals = 0.083333 service
o The difference between 0.1 and 0.083333 = 0.016667
e 0.016667 is held back for 10 months, therefore:
o 0.016667 x 10 = 0.166667
« Since this service represents two months of payments:
o 0.166667/2 = 0.083333**

**which equals the service in each of July and August.

Do | Calculate a Pay 1/200 or a Deduct 1/200?

If a teacher works the full year and does not miss any days, the “payout” is simply 1/12%" of
the annual salary, reported as 1/12"™ in both July and August of each year.

If a teacher starts after the first day of the school year, takes a leave during the year, or
ends their contract early, a payout must be calculated using the rules outlined in the
Education Act and reported to ATRF accordingly. These payout calculations are referred
to as either a Pay 1/200 or Deduct 1/200 method for calculating the payout. Which
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calculation to be used depends on a few factors:

o Was the teacher under contract all of the days of the school year?
e Did they teach less than 100 days?
o Did they teach more than 100 days?

The Education Act
Section 220(1) states (in part):
220(1)(...), a board

(a) shall pay the annual salary of every teacher who teaches on all the teaching
days of a school year on which the school at which the teacher is employed is in
operation,

(b) shall, except as provided in clause (c), pay to every teacher who

i. is under a contract of employment for a period that includes all the
teaching days of a school year, and

i. does not teach on all the teaching days on which the school at which
the teacher employed is in operation,

that teacher’s full annual salary less 0.5% of the salary for each teaching day on which
the teacher does not teach,

(c) shall pay
i. to every teacher who is under a contract of employment for a period
that does not include all the teaching days of a school year, and
i. to every teacher who is under a contract of employment for a
period that includes all the teaching days of a school year but
who during that year teaches on fewer than 100 teaching days,

0.5% of the teacher’s annual salary for each day on which the teacher teaches,
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What the £Education Act Means

Teacher under
contract all the days
of the school year
and either go on
leave or return from
leave during the
school year and
days paid is more
than 100 days:

Deduct 1/200

PENSION REPORTING BASICS MANUAL

Teacher under
contract all the days
of the school year
and either go on
leave or return from
leave during the
school year and
days paid is less
than 100 days:

Pay 1/200

Teacher starts afier
the first day of the
school year or
terminate their
contract before the
end of the school
year (regardless of
the total days
worked):

Pay 1/200

How to Report Your Payout Record: Status Code PO
vs TT vs DE

PO Y Total Days Paid less than 100 Pay 1/200
PO Y Total Days Paid more than 100 | Deduct 1/200
T N Any number of days paid Pay 1/200
DE N Any number of days paid Pay 1/200

When you use a status code of TT or DE, TPRO will expect you to enter a termination status
(Terminated or Deceased) and date. For terminations, the termination date is the last day worked. For
death, the date will be the date the member passed away.

Status Termination Date

Active v yyyy-mm-dd

Overriding a Payout Calculation

There may be a situation where you may choose to calculate a payout based on Deduct
1/200 rather than the expected Pay 1/200. The most common scenario is in the case
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where a teacher works more than 100 days (regardless of when the contract starts or
ends).

« TPRO expects a Pay 1/200 calculation.

« The employer bases their calculation on a deduct 1/200 calculation.

« TPRO allows for an override on the payout records to validate based on the
calculation you are performing.

« The override application is in the Payout Override field in the Employee record

Contribution Payout Type
" None -

None
Pay 1/200
Deduct 1/200

Average FTE

If you choose to calculate a payout on the alternative calculation, you should still be using the
appropriate payout status code. Once the record is entered, you will select appropriate override in the
Employee record.

Under the “Contribution Payout Type”, you would select the appropriate payout calculation type you
are performing. In the example above where a teacher terminated and worked more than 100 days,
you should be entering a TT status code. Since you are performing a deduct 1/200 calculation, you
would need to select “deduct 1/200” for the contribution payout type.

The validation calculation will now validate the record based on a deduct 1/200 calculation.

Payout Type Override Codes

There are three payout type overrides:

. Pay 1/200
« Deduct 1/200
. AvgFTE
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Regardless of what data is reported:

« using the Pay 1/200 override will calculate a pay 1/200 calculation for the payout validation.
« using the Deduct 1/200 override will calculate a pay 1/200 calculation for the payout validation.
« using the Avg FTE override calculates a Pay 1/XXX calculation where XXX = the

days in your school year.

(NOTE: you should never need to change the FTE in a PO record)

When are Payout Records Reported for 200-day
Teachers?

When a teacher terminates their contract before June 30, the payout MUST be reported in
the month their contract ends.

When they go on leave, the payout can be reported in different months.

¢ In the month the employee starts their leave.
¢ In the summer months regardless of when the leave starts.
¢ In the case of maternity leaves, when their leave starts. Then you will report the health-

related portion of their maternity leave and report another payout when the health-related
portion of their maternity leave ends.

Service Limits and the Income Tax Act

The Income Tax Regulations stipulate that a pension plan member cannot have more than one year
of pensionable service in a calendar year.

If reporting the payout record results in service being greater than 1.0 in a calendar year, we will
request that the payout record be reported in the next calendar year so that the member gets full
credit for the service, like they would experience had they not gone on leave.

Negative Payout Records

When a member has a very short contract, the payout calculation can sometimes be a negative value.
This is most common when a member works all of December and ends their contract in January. Since
the month of December typically has the least number of operational days due to the holiday closure,
but the teacher is still paid a full 1/12th of salary, they are “overpaid”. If they subsequently end their
contract in early January, the calculated pay 1/200 payout results in a negative value because the
salary for the number of days they worked is less than 1/12th of the operational days they have already
been paid.
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We are not able to accept negative salary values. Therefore, when reporting records where the payout
value is negative, rather than reporting a negative pensionable salary paid, you will adjust the regular
pay record for December and use the NP Status Code in the contribution record.

Using the NP Status Code to Report a Negative Payout Value

In the following example, the 200-day teacher started their contract in December and ended in
January. They worked a total of 20 days. You may be tempted to enter two service records.

Record 1 Record 2

Prartsl Waldatices Erros in Ry ®  Edit Contributian - James, Kenslay

Negative salary records will not validate TPRO. The correct way to enter the negative pay

record is by reducing the PSP by the negative payout for the last month worked as one
record as follows:
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X  Edit Contribution - James, Kensley

Batch / Period * Coni

Fill days from schedule
Select a schedule... b

Record Type*
RG - Regula

Status Code
NP - Negative Payout

Special Code
0 - No special codes apply

Days Paid*
5

FT-MRS*
4,000.00

Contribution Payable *

93.60

Contract ID

Signing Bonus

0

Allowance Amount

0

tribution School Year*

‘ Refresh Days

Days Missed*
0

PT-MRS*
4,000.00

ATA Fees*
32.31

Contribution Payout Type
None

Allowance Payout Type
None

23 - Auqg. 2024

Effective Date*

2024-01-01

‘ Days/Year: 196
Days/Month: 18

FTE®
]

PSP*
1,040.00
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Calculating Contributions

While employers are entitled to pay their employees in any manner allowed by statute (daily, bi-
weekly, monthly, etc.) contributions to ATRF must be calculated on the full-time monthly rate of salary
(FTMRS) or 1/12t of the annual rate of salary.

The Full-Time Monthly Contribution (FTMC) is determined by using a lower rate up to the Monthly
Maximum Pensionable Earnings (MMPE) and then a higher rate for monthly earnings above the
MMPE. The MMPE is the Yearly Maximum Pensionable Earnings (YMPE) divided by 12.

The YMPE is available from the Canada Revenue Agency's website at
https://www.canada.ca/en/revenue-agency/services/tax/reqgistered-plans-administrators/pspa/mp-
rrsp-dpsp-tfsa-limits-ympe.html. ATRF will also notify you of the new YMPE at approximately the
same time.

The formula for calculating the Full-Time Monthly Contribution is:

FTMC = [MMPE x the lower contribution rate for earnings up to the MMPE] + [(FTMRS — MMPE) x
the higher contribution rate for earnings above the MMPE]

The formula for calculating the Contributions Payable (CP) when the salary paid is less than or
greater than the FTMRS is:

CP =PSP + FTMRS x FTMC
ATRF contribution rates may be subject to change each September and/or January.
EMPLOYEES: Contribution rates are found in the Rates menu in TPRO.

EMPLOYERS: The Alberta Government pays an employer contribution on behalf of each active
contributing Plan Member. For Colleges, Private Schools, and Locals, the employers pay the
employer contribution.

Contributions Payable on Retroactive Pay for the previous school year only must be calculated by
revising the annual rates and salaries paid in that year to determine new annual rates and new
salaries paid. Using the previous year’s contribution rates, determine the (FTMC) for each month
using the new salaries, then calculate the new contributions payable using the formula shown above.
Subtract the monthly contributions paid in each month from the newly calculated contributions
payable to determine the additional contributions to remit to ATRF.

If there is a pay increase in any month retroactive to a previous month in the same school year,
Contributions Payable must be calculated on the revised monthly salary. This means submitting a
revised record for that month and all subsequent months to the present month using the revised
pensionable salary paid.
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The date that an employee terminates determines what month is used for applying the contribution
calculation on final salary, except that "200-day” personnel terminating on the last school day of the
year (usually June 30) are assumed to get the usual monthly salary rate and make contributions for
each of June, July and August even though they may receive the three amounts together.

Employer contributions are calculated at a prescribed percentage rate of the pensionable salary.
Publicly-funded employers do not pay the employer portion — rather it is paid for by the Alberta
Government. The employers of all Private Schools, Colleges, and ATA Locals are responsible for
calculating and remitting employer contributions to ATRF on a monthly basis.
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Calculating Pension Adjustments (PAs)

This section will tell you how to calculate a Pension Adjustment (PA) for employees who contribute to
the Teachers’ Pension Plan or the Private School Teachers’ Pension Plan.

For a complete guide to PA calculations, a Pension Adjustment Guide is available from the Canada
Revenue Agency (CRA).

What is a Pension Adjustment?

A PA represents the value of the benefit earned in the calendar year under a registered defined-
benefit pension plan. A PA reduces RRSP room for the following taxation year for the plan member to
consider the overall value of the benefit earned from contributions to the pension plan.

ATREF is a registered defined-benefit pension plan, therefore CRA requires that a PA be calculated

and reported for the approximate value of the accrued pension earned each year. The PA is
calculated based on a formula and does not represent the member’s contributions for the year.

Who Calculates the PA?
The employer calculates the PA for current service during a taxation year.

ATREF calculates the PA if the plan member purchased pensionable service or accrued pensionable
service while disabled during a taxation year.

Who Reports the PA to CRA?

The employer reports the PA for current service during a taxation year, or changes in PA amounts if
there are corrections to service or salary.

ATRF reports the PA for pensionable service that is purchased or accrued during a taxation year.
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Definition of Terms

Annualized Salary All salaries used to calculate the PA must be annualized and
cannot exceed the salary cap for each year.

Information about annualizing salary can be found in the
Pension Adjustment Guide that is available from CRA.
Benefit Earned Represents the value of a member's ATRF Pension that is
earned during the taxation year. It is calculated by
multiplying ATRF's pension formula by the member's
annualized salary.

Pension Adjustment | The amount to be reported to CRA on the T4 (to be rounded
to nearest dollar).

Pension Formula (1.4% x Annualized Salary up to YMPE) +

(2% x Annualized Salary over YMPE)

Pensionable Service | Pensionable service acquired in the reporting year (e.g.
1.0000 year, 0.5000 vear).

Salary Cap The maximum salary that is permitted for calculating and
reporting ATRF contributions. ATRF calculates this salary
each year (based on the maximum benefit that can be earned
under the tax rules), and reporis it to all ATRF employers.

YMPE - Year’s The maximum salary to which contributions are made to the
Maximum base Canada Pension Plan (CPP).

Pensionable

Earnings

How is a PA calculated?

There are two steps:

1. Calculate the Benefit Earned
[(1.4% x Annualized Salary to YMPE) + (2% x Annualized Salary over YMPE)] x Pensionable
Service)

2. Calculate the Pension Adjustment
(9 x Benefit Earned) — $600*

*N.B. If the employee participates in the plans with more than one employer, the $600

offset must be shared to not exceed $600 cumulatively by the employee.

SAMPLE PA CALCULATIONS (based on 2024 values)

EXAMPLE 1 — Employee with Annualized Salary above the YMPE.
Annualized Salary: $104,000
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YMPE: $68,500
Pensionable Service: 1.0000

Step 1: Calculate Benefit Earned

= [(1.4% x Annualized Salary to YMPE) + (2% x Annualized Salary over YMPE)] x Pensionable
Service

=[(0.014 x $68,500) + 0.02($104,000 — $68,500)] x 1.0000

= ($959.00 + $710.00) x 1.0000

= $1,669.00 x 1.0000

= $1,669.00

Step 2: Calculate Pension Adjustment
= (9 x Benefit Earned) — $600

= (9 x $1,669.00) — $600

= $15,021.00 — $600

=$14,421.00

= $14,421 (rounded to nearest dollar)

EXAMPLE 2 - Employee with a partial year of pensionable service.
Annualized Salary: $96,000

YMPE: $68,500

Pensionable Service: 0.5000

Step 1: Calculate Benefit Earned

= [(1.4% x Annualized Salary to YMPE) + (2% x Annualized Salary over YMPE)] x Pensionable
Service

=[(0.014 x $68,500) + 0.02($96,000 — $68,500.00)] x 0.5000

[$959.00 + $550.00] x 0.5000

$1,509.00 x 0.5000

$754.50

Step 2: Calculate Pension Adjustment
= (9 x Benefit Earned) — $600

= (9 x $754.50) —$600

= $6,790.50 — $600

= $6,190.50

= $6,191 (rounded to nearest dollar)
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EXAMPLE 3 — Employee with Annualized Salary below the YMPE.
Annualized Salary: $67,300
YMPE: $68,500

Pensionable Service: 1.0000

Step 1: Calculate Benefit Earned
» Determine the lesser of the YMPE or Annualized Salary
= [(1.4% x Annualized Salary to YMPE) + (2% x Annualized Salary over YMPE)] x Pensionable
Service
=[(0.014 x $67,300) + (0.02 x $0.00)] x 1.0000
= ($942.20 + $0.00) x 1.0000
= $942.20 x 1.0000
= $942.20

Step 2: Calculate Pension Adjustment
= (9 x Benefit Earned) — $600

= (9 x $942.20) -$600

= $8,479.80 — $600

= $7,879.80

= $7,880 (rounded to nearest dollar)

EXAMPLE 4 - Employee with Annualized Salary above the Salary Cap.
Annualized Salary: $264,900
Salary Cap: $201,050
YMPE: $68,500
Pensionable Service:  1.0000

Step 1: Calculate Benefit Earned
» Determine the lesser of the Salary Cap or Annualized Salary
[(1.4% x Salary Cap to YMPE) + (2% x Salary Cap over YMPE)] x Pensionable Service
[(0.014 x $68,500) + 0.02($201,050 — $68,500)] x 1.0000
($959.00 + $2,651.00) x 1.0000
$3,610.00 x 1.0000
$3,610.00

Step 2: Calculate Pension Adjustment
= (9 x Benefit Earned) — $600

(9 x $3,610.00) — $600

$32,490.00 — $600

$31,890.00

$31,890 (rounded to nearest dollar)
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ATA Fee Reporting

The Alberta
Teachers’ Association

ATA fees and monthly records are reported to ATA through TPRO, however you need to remit your
ATA fees directly to ATA using the Remittance Statement. The Remittance Statement can be found
on ATRF’s home page under “Forms” in the Employer Group.

Information on ATA Fees Reporting and Remittances in this section has been provided by the ATA.
Please contact ATA directly for any questions you may have on ATA fees. The contact information for

ATA is:

Caroline Inacio, Deputy Financial Officer
Direct Line: (780) 447-9459 Toll Free: 1-800-
232-7208 Fax: (780) 455-6481

E-Mail: caroline.inacio@ata.ab.ca

I GENERAL

This manual has been provided by the ATA. Please contact ATA directly for any questions you
may have. The contact information has been listed at the end of the section.

A. What is the ATA?

The Alberta Teachers' Association (ATA) is the professional body incorporated under the
Teaching Profession Act to safeguard the standards of professional practice and to advocate
for its members. While the Association and the Alberta Teachers’ Retirement Fund Board
work together on many programs, they are separate organizations.

B. How are ATA Fees Established?

The provincial fees paid by members are established each year at the Association’s Annual
Representative Assembly, the body responsible for the governance of the Association. A local
association may also establish, subject to approval by the provincial Association, a separate
fee (supplementary levy) for its members which then becomes part of the total annual fee
amount.
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C. How are School Boards Notified of Fee Changes?

School board secretary treasurers are notified in July or August of each year about
the fees for the upcoming school year. Should a fee change be implemented at a
time other than the beginning of a school year, affected school boards will receive an
amended fee notification letter.

Fees should only be changed based on written direction from the provincial
Association.

Il. PROCEDURES

The fees used as examples in this manual are the provincial fees which were set for the
2010/11 school year. Please refer to the fee notification letter for the fees that are in effect
for teachers employed by your jurisdiction.

A. Who Should Pay Fees?

(1) Full-time Teachers Special Code 00

Definition: Teachers who are under contract to teach full days and full weeks for
the entire school year.
Fee: $103.50 per month ($1,242.00 per year based on 2017/18

fees) plus supplementary levy

FTE =1.000 Formula PS x Monthly Fee
FTMRS (Provincial & Local Levies)

(2) Temporary Teachers Special Code 20

Definition: ~ Teachers who have been hired to teach under a

full-time contract but who will teach less than the total number

of school days in a year because they:

(a) leave before the end of the term,

(b) commence after the beginning of the term,

(c) have an extended period of leave without pay during the
year provided this leave is not due to a legal strike or

lockout.
Fee: Formula - See below
FTE =1.000 Formula PS "1 Monthly Fee

FTMRS (Provincial & Local Levies)
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*Monthly Salary Rate: One twelfth of grid position plus allowances.

** PS = Pensionable Salary
** FTMSR = Full Time Monthly Salary Rate

(3)

Part-time Teachers Special Code 00

FTE = 0.001 to 0.999 (Percentile)

Definition: Teachers who are employed to teach under a contract for a part day or a
part week for the entire school year or a portion thereof.

Fee: 1.25 per cent of gross monthly salary, plus the local levy, if applicable.
Local supplementary levies are not pro-rated for part-time teachers. If a
teacher teaches for even one day in a month under a part-time contract,
the full supplementary levy for that month is to be deducted.

Part-time teachers who leave before the end of the school year and receive a payout
are subject to ATA fees on the total salary paid. If the payout provides for additional
salary beyond the normal monthly payment, the fee is 1.25 per cent plus the
supplementary levy for each additional month or portion of a month. ATA fees are
applicable on salary for July and August.

(4) Substitute Teachers Special Code 33

FTE = 0.0000

Definition: ~ Teachers who teach as needed on a day-to-day basis and whose salary
is determined by the rate designated for substitutes in the collective
agreement.

Fee: One percent (1%) of gross monthly salary, plus the local levy, if
applicable. Local supplementary levies are not pro-rated for substitute
teachers. If a substitute teacher teaches for even one day in a month, the
full supplementary levy for the month must be deducted.

All substitute teacher records are to be Included in the ATRF monthly transmission.
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B. Combinations of Employment
(1) Two Part-time Contracts

A teacher who is employed under two part-time contracts pays a fee of 1.25 per cent
of gross salary for each part-time position, plus one supplementary levy for each
month or portion thereof. Data related to each part-time contract must be reported as a
separate record in TPRO.

(2) Part-time and Substitute

A teacher who is employed as a part-time teacher and as a substitute teacher will pay
a fee of 1.25 per cent of salary for the part-time employment plus the supplementary
levy applicable to part-time teachers and 1 per cent of salary for the substitute
employment plus the supplementary levy applicable to substitute teachers.

(3) Continuing Education

Full-time teachers who, in addition to their full-time employment, also teach continuing
educations classes pay only the full-time fee

Part-time teachers who, in addition to their part-time employment, teach continuing
education classes will pay a fee of 1.25 per cent of gross salary plus the
supplementary levy where applicable.

Substitute teachers who, in addition to their substitute employment, teach continuing
education classes will pay a fee of 1 per cent of gross salary plus the supplementary
levy where applicable.

Teachers employed by another jurisdiction who teach continuing education classes will
pay a fee of 1 per cent of salary.

All continuing education teaching records are to be submitted with a code 80 in TPRO.

(4) Payouts

When calculating ATA fees on salary payouts which involve changes in contractual
status throughout the year, use the last contractual status to calculate ATA fees.

C. Changes in Contractual Status, Midmonth

If a teacher moves from a full-time position to a part-time position midmonth or vice versa, split
the earnings under each contract and calculate ATA fees based on the salary earned in each.
Display two records for this month, one for each contractual arrangement, within TPRO.
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Exchange Teachers

Teachers participating in an exchange program are still under contract to their board and are
subject to ATA fees applicable to that contract.

Seconded Teachers

If the teacher is continuing to be paid by the board the teacher is subject to ATA fees
applicable to that contract. Those teachers whose salary is paid to them directly by the body
that seconded them are not subject to ATA fees unless the seconding body is another school
board. However, if a superintendent or the chief deputy superintendent is the one being
seconded and a replacement is hired for their previously exempt position, they are no longer
eligible for continued exemption. They are deemed to have left the position. Only two
individuals actively employed are exempt from ATA fees pursuant to the Teaching Profession
Act.

Continuing Education Teachers

Teachers who teach courses that meet both of the following criteria are subject to ATA fees
at one percent (1%) of gross monthly salary plus local supplementary levies (where
applicable):

(@)  ateaching certificate is required to teach the course,
(b)  the course is a "credit" course.

Code 80 must be used when reporting fees for this type of contract within the ATRF Employer
Portal.

Kindergarten Teachers

Teachers employed at kindergartens that are publicly funded and that operate through a
school board are subject to ATA fees at the full-time or part-time rates applicable to the
employment contract. If the kindergarten is privately funded and administered outside of a
school board, these teachers are not subject to fees.

Health Related Maternity Leaves
Salary paid during the health-related portion of a maternity leave (or the sick days being used
as a result of a medical request) is subject to full ATA fees based on the contractual status of

the teacher.

This portion of a teacher's "maternity leave" salary must be entered in TPRO in the month in
which it was paid.
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Should Fees be Deducted?

Contributors to ATRF who are employed by private schools, colleges, universities, the ATA or
its locals, and ATRF do not pay regular ATA fees and should not have fees reported on the
ATRF CS. The following categories of employees are exempt from paying fees under certain
circumstances. Please refer to the information following each category to determine whether
or not these employees pay fees.

(1)  Superintendent and Chief Deputy Superintendent
A superintendent appointed by a school board pursuant to the School Act and the

teacher, if any, who is appointed by the school board to be the chief deputy, are
exempt from regular ATA fees.

Code 99 must be entered on your monthly ATRF transmission to indicate only the
superintendent and chief deputy.

(2) Associate Membership
Superintendents and chief deputy superintendents are eligible to become associate
members on a voluntary basis. These persons should remit the associate member fee
directly to the Association along with the appropriate application.
Other central office administrators who have complied with the provisions of the
Teacher Membership Status Election Regulation and who have elected associate
membership will pay the annual associate membership fee. That fee is to be deducted
from the salary paid to these persons in September of each year.

(3) Life Members

Life members who return to teaching must maintain active member status. Fees must
be deducted according to contractual status.

(4) Retired Teachers

Retired teachers are not exempt from paying ATA fees. As a condition of employment,
fees must be deducted according to contractual status.

(5) Age65
Attaining age 65 does not exempt an individual from paying ATA fees.
(6) Certificated Personnel Working Under Contract

A person who holds a valid Alberta Teaching Certificate who is employed in a position
that does not require a teaching certificate does not pay Association fees.
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Special Conditions

The following situations warrant attention should any of your teacher employees be affected
by them.

(1)

(2)

(3)

(4)

()

Retroactive Pay

Teachers who receive retroactive pay under a part-time contract are subject to fees at
1.25 per cent of salary. Teachers who receive retroactive salary as substitute teacher’s
fees at 1 per cent of salary.

Full-time and temporary teachers are not subject to further fees on retroactive pay
unless there has been a grid position change.

Sick Leave

Teachers who are on sick leave and are still being paid by their board subject to ATA
fees on salary paid.

Leave of Absence

Teachers on sabbatical or extended unpaid leave qualify for leave of absence
membership in the Association. These teachers are still under contract and are active
members of The Alberta Teachers' Association. The annual fee is $96.00. Members
who qualify for leave of absence membership will be contacted directly by the
Association.

Strike

In the case of a strike, teachers are still under contract to the employing board and are
subject to ATA fees during the strike period. ATA fees should be deducted for full-time
teachers as though there was no strike.

Maternity Leaves

For teachers on the health-related portion of maternity leave, full fees will be
collected regardless of the source of income during this period. Fees are determined
by the contractual status of the teacher immediately prior to the leave.

Once the teacher has completed the health-related portion, no further fees are
collected. No further reporting of salary paid under a SUB maternity plan is required.

All current year maternity health related salaries are to be reported on the
monthly transmission using the ATRF Employer Portal.
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(6) Rehabilitation Employment

Teachers on a sick leave who are returning to work under the rehabilitation or
accommodation program are subject to ATA fees according to their contractual status
immediately preceding the sick leave. Full-time teacher status will warrant using the
temporary formula which pro-rates the monthly ATA fee. Part-time teacher status will
be 1.25 per cent of gross salary plus the applicable supplementary levy.

Electronic Funds Transfer (EFT)

School boards may make monthly remittances through EFT. To implement this option, please
contact the Association’s senior accountant

School boards may also deposit fees at a local branch of the Bank of Nova Scotia. Please
contact the Association’s senior accountant to complete these arrangements.

Remittances

All ATA fees must currently be received at Barnett House by the fifth banking day following
the month of deduction.

It is imperative that the teacher numbers, gross salary and ATA fees for each category of
teacher be accurately recorded on your monthly remittance statement.

Within the ATRF Employer Portal there is a reporting feature available to balance your ATA
fees and ATRF contributions based on FTE subsets. We encourage you to use this feature to
enable you to balance your remittances with your GL on a monthly basis. This will enable all
three parties to a timelier method of reconciliation.

A E C D E
1 |Category #Employees Total PSP Total Contributions Total ATA Fees
2 |FTE=1.0{not 10,11,93) 67 $410,660.56 537,763.82 56,971.41
3 [FTE=0.0 and <1.0 B $22,734.54 52,046.11 5369.30
4 |FTE=0.0 (not 80) 9 $22,430.00 50.00 £288.55
5 |FTE=0.0 & Code 80 1 54,000.00 50.00 540.00
& |Code 10 1  $4,000.00 $360.00 £50.00
7 |Code 11 1 54,000.00 5360.00 50.00
8 |Code?99 2 $23,375.00 §2,577.57 50.00
8 Total: 89 $491,200.10 543,107.50 57,719.26

-
L}
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A B C D
1 |YTD Contributions Summary
2
3 |EmploymeSalary Paid Contributions ATA Fees
4 | Sep-23  $491,200.10  $43,107.50 57,719.26
5 Oct-23  $216,987.14 $21,662.66 $3,973.99
) Mov-23  $234,171.77 $23,205.05 $4,496.05
7 Dec-23  $172,825.00 $17,348.16  $3,044.00
8 Jan-24  5162,582.23 516,238.61 $2,832.21
g Feb-24  $158,470.00 $15,940.75 $2,837.56
10 Mar-24  $185,878.88 $18,440.47 $3,445.94
11| Apr-24  $68,190.00 $6,907.55 $1,043.90
12| May-24  $72,700.00 $7,366.36  51,112.24
13| Jun-24  $72,700.00 $7,366.36  $1,112.24

14| Jul-24  $90,486.49 $9,199.51 $1,373.61
15| Aug-24  $91,486.49 $9,322.00 51,361.61
16 |Totals:  $2,017,678.10  $196,104.98 $34,352.61
17

Prior Year Remittance Adjustment

Remittances related to a previous school year other than retro adjustments are to be made
separately from the normal monthly remittance. Please enclose a remittance form which is
clearly marked to indicate a prior year adjustment.

M. The ATRF Employer Portal
Information for each teacher who has had ATA fees deducted each month must be reported
through the monthly ATRF Employer Portal. Please ensure that all addresses are current, and
all school codes where possible are filled in. Each data element is important and valuable
information for those of us who are relying on your accuracy to ensure data integrity.

N. The ATRF Employer Portal Effective Date Field
(For Full-time and Part-time Records)

It is imperative that the effective date be correct for each record each month.

If there is only one record for the entire month, then the effective date should be 01 Month
Year.

If the individual commenced employment mid-month, the date should reflect the actual start
date for that FTE.

If there are two or more records for combinations of full time and part-time employment, then
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each actual effective date must be entered so that one contract ends and another starts.

Monthly Transmission of Payroll Files

Since September 1, 1997 all school boards will have migrated to monthly reporting. This
means that each month your board will be required to merge your teacher payrolls into the
ATRF Employer Portal. Once the data is there you will have to review the file for any errors
found by TPRO.

Each record will have to be corrected before you will be allowed to transmit your monthly
data. The explanations provided in this manual for ATA fee purposes, as well as the on-line
help, should enable you to make the appropriate corrections.

ATA Rate Tables

Each school board may view the ATA Rate Table within the ATRF Employer Portal. Each
board has at least one ATA local attached to it. The following screens are available for your

reference.
Only Show Current
N 1 Rates
& Effective Rates
Local # Local Mame Effective Date Full-Time $ Full-Time % Part-Time § Part-Time %
B Public School Board...  2025-02-01 12.00 0.00 B.00 000
ATA Local Rates ATA Provincial Rates Miscellaneous Rates
Filter by Type
Only Show Current Effective Rates 1 Rates
Type Effective Date Full-Time $ Full-Time % Part-Time % Substitute % Continu

ATA 2025-02-01 121.00 0.00 125 1.00 1.00
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Q. Questions

Should you have questions or concerns regarding ATA fees, please contact the ATA Finance
Department (not ATRF).

Caroline Inacio, Deputy Chief Financial Officer
Direct line (780) 447-9459

Toll Free 1-800-232-7208

Fax (780) 455-6481

E-mail caroline.inacio@ata.ab.ca

The Alberta Teachers' Association
11010 142 Street NW
Edmonton AB T5N 2R1


mailto:caroline.inacio@ata.ab.ca

WHAT TO REPORT
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What to Report

All 200-day teachers (full-time/part-time) and 260-day central office teachers (e.g. administrators) who
are under contract are eligible to contribute to the plans and must be reported to ATRF.

In cases where their salary is above the capped salary rate, the full salary is still reported, but the
contributions are calculated and reported based on the capped salary.

You can use various Special Codes to identify certain contracts. ATRF Contributions and ATA fees
will validate differently depending on the Special Code used.

Try to be as accurate as possible when you are using the various special codes.

The ATA has confirmed that when reporting Superintendents to be sure to use Special Code 99 and
not Special Code 97.

Teachers with Multiple Contracts

To allow for multiple contracts that are treated independently of each other to validate in TPRO, an
option to manage contracts is included. This option is located in the Contract menu of TPRO.

The Contract ID # would be used where an employee receives salary from more than one contract for
the same month, for the same ATRF employer.

« Another example is when a teacher is granted two part-time contracts with the same ATRF
employer which run concurrently over the same months.

o In this situation, the teacher is paid as two separate contracts. Therefore, you will
have two entries per month, one for each contract. Each entry should have the
appropriate Contract ID attached.

o When the contracts end, the payout records will also have the appropriate Contract
ID attached TPRO will group each entry with matching Contract IDs and only use
matching records to calculate and validate the payout record for each contract
independently of each other.

Aggregation

Select Schoal Year ayrol [ ERTN
Contributions Sep. 2023 - Aug. 2024 - Full Detall - Show Only Payroll = Validate Unsubmitted + Contribution

1 2
Batch | Effective... Days/Yr. Days/Mth. Record Type StatusCode Special Code DaysPaid Days Missed FTE FT-MRS PT-MRS PSP CcP ATA Fees Status
2023-09 2023-09-01 196 22 RG - 00 11.0000 0.0000 0.5000 4,000.00 2,000.00 2,000.00 180.00 31.00 Unsubmitted

2023-09 2023-09-01 196 22 RG - 00 11.0000 0.0000 0.5000 4,000.00 2,000.00 2,000.00 180.00 31.00 Unsubmitted




R0 TPRO and PENSION REPORTING BASICS MANUAL
ATRE PENSION REPORTING BASICS MANUAL

X Edit Contribution - Palacios, Maliyah o [ X Edit Contribution - Palacios, Mallyah Cancal “ Closs
a 3-01
: -
che 22
,,,,, . or
B Mo el oo 0 - No specal cad
o Q.
000.00 000. R
4,000, 100.00 0.00
180.00 30 S .
180.00 310
[~ =
o
o
o
o None
@ 5
P

Substitute Teachers

All teachers who have rendered substitute service must have this service reported to ATRF because
they are subject to ATA fees.

Substitute service is not pensionable service; however, the teacher has the option to purchase it
directly from ATRF. Therefore, it is important to report the days paid and pensionable salary paid
(PSP) to ATRF in addition to the ATA fees.

There are a few different Special Codes for substitute teaching that must be used depending on the
status of the teacher. The most common codes you will use are:

e Special Code 33 —regular substitute teacher
e Special Code 53 — substitute and pensioner

Substitute teachers are not required to pay ATRF contributions.

Select School Year Aggregation Payroll/ ERTN
Contributions Sep. 2023 - Aug. 2024 ~ | Full Detail ~ | Show Only Payroll  ~ Validate Unsubmitted

1
Batch Effective.. +  Days/Yr. Days/Mth. RecordType StatusCode SpecialCode DaysPaid DaysMissed  FTE FT-MRS  PT-MRS psp cp ATA Fees status
2023-09 2023-09-01 0 0 RG . 33 15.0000 0.0000 0.0000 0.00 0.00 3,930.00 0.00 39.30
Select School Year Aggregation Payroll/ ERTN
Contributions Sep. 2023 - Aug. 2024 - Full Detail - Show Only Payroll ~ ~ Validate Unsubmitted + Contribution
1
Batch Effective... 4" Days/¥r. DaysMth. RecordType StatusCode Special Code DaysPaid DaysMissed  FTE FT-MRS  PT-MRS psp cp ATA Fees Status

2023-09 2023-09-01 o 0 RG - 53 20.0000 0.0000 0.0000 000 000 2,500.00 000 2500
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Continuing Education vs. Summer School
All teachers rendering continuing education must be reported.

e This service is not pensionable and cannot be purchased by the plan member.
e This information is only required for reporting ATA fees. Continuing Education records will be
identified by using Special Code 80.

Select School Year Aggregation Payroll | ERTN
Contributions Sep. 2023 - Aug. 2024 - Full Detail - Show Only Payroll ~ ~ Validate Unsubmitted

1 2
Batch Effective... ¥ Days/Yr. Days/Mth. RecordType StatusCode Special Code DaysPaid Days Missed FTE FT-MRS ~ PT-MRS PSP cP ATA Fees Status.

202309 2023-08-01 0 0 RG - 80 00000 0.0000 00000 000 0.00 400000 000 4000 [[Unsubmitted ]

Summer school will never be reported to ATRF. ATA fees are not required.
Why is Summer School not Pensionable?

The key to answering this issue is based on whether the teachers’ employment falls under the
definition of “employee” in section 1(1)(p) of Schedule 1 of The Teachers’ and Private School
Teachers’ Pension Plans regulation. With respect to school jurisdictions and charter schools,
‘employee” means that employment is under a contract in accordance with section 199, 205, or
223(1) of the Education Act.

These sections of the Education Act do not cover teaching adult evening programs or summer break
programs. Consequently, such employment is not recognized as pensionable service.

Working Retired Members

All retired members working for an ATRF employer who are in receipt of regular monthly ATRF
pension payments must be reported to ATRF — even though this service is not subject to ATRF
contributions. This information is used to monitor the total amount of service rendered in a school
year by ATRF retired members and for the reporting of ATA fees.

NOTE: Teachers who are receiving regular monthly pension payments as the surviving nominee or
beneficiary due to the death of another plan member are not considered retired members. Therefore,
they should be reported as regular teachers with both ATRF contributions and ATA fee deductions.

Under current legislation, ATRF retired members are allowed to teach on contract to a maximum of
0.6000 of a school year, resetting at the start of each school year, without affecting their pension.
ATRF will deduct their pension dollar-for-dollar for any salary earned over their 0.6000 service limit in
a school year, without creating a negative balance on the pension.
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If you have reported records and contributions for a retired member who is in receipt of regular
monthly ATRF pension payments and later discover there was an error in your submission, it is
imperative that the appropriate changes be made in TPRO and resubmitted to ATRF. You will be
responsible for returning the contributions to the teacher.

If a teacher is 55 years of age or older and you do not know if they are receiving an ATRF pension, be
sure to ask them and verify it by contacting ATRF for confirmation.

Special Code 52 or 55 should be used when reporting after-pension contract time to ATRF. ATA fees
are the only deduction required.

Select School Year Aggregation Payroll | ERTN
Contributions Sep. 2023 - Aug. 2024 - Full Detail - Show Only Payroll ~ ~ Validate Unsubmitted

1 2
Batch - Effective.. +  Days/Yr. Days/Mth. RecordType StatusCode SpecialCode DaysPaid DaysMissed  FTE FT-MRS  PT-MRS PSP cp ATA Fees Status
2023-09 2023-00-01 196 2 RG - 52 22.0000 0.0000 10000 400000 400000  4000.00 0.00 12425

Select School Year Aggregation Payroll | ERTN
Contributions Sep. 2023 - Aug. 2024 ~ | Full Detail ~ | Show Only Payroll ~ ~ Validate Unsubmitted

1 2
Batch Effective.. +  Days/¥r. Days/Mth. RecordType StatusCode Special Code DaysPaid DaysMissed  FTE FT-MRS  PT-MRS psp cp ATA Fees Status
2023-09 2023-09-01 196 22 RG - 55 22.0000 00000 10000 400000 400000  4000.00 0.00 124.25

If a retired member is working as a superintendent you must report their income using Special Code
50.

Select School Year Aggregation Payroll | ERTN
Contributions Sep. 2023 - Aug. 2024 - Full Detail - Show Only Payroll ~ ~ Validate Unsubmitted

1 2
Batch 4 Effective... V" Days/Yr. Days/Mth. RecordType StatusCode Special Code DaysPaid Days Missed FTE FT-MRS  PT-MRS psp cp ATA Fees Status
202309 2023-09-01 262 22 RG - 50 22.0000 0.0000 10000 850000 850000  8500.00 0.00 0.00

Similarly, if a retired member is working in a central office role, their income must be
reported using Special Code 59.

Select School Year Aggregation Payroll/ ERTN
Contributions Sep. 2023 - Aug. 2024 ~ | Full Detail ~ | ShowOnly Payroll Validate Unsubmitted + Contribution
1 2
Batch & Effective.. L  Days/¥r. Days/Mth. RecordType StatusCode SpecialCode DaysPaid DaysMissed  FTE FT-MRS  PT-MRS psp cp ATA Fees status
2023-09 2023-09-01 262 22 RG - 59 22.0000 0.0000 00000 400000 400000  4,00000 0.00 0.00

Prior to September 2011, substitute teaching counted towards a retired member’s 0.6000 service
limit. After September 2011, only contract teaching is tracked towards the 0.6000 service limit.

Retired teachers may substitute teach with an ATRF employer without limits, and this substitute
teaching never affects their pension but is still required to be reported to ATRF as ATA deductions will

apply.
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Special Code 53 should be used when reporting after-pension substitute teaching.

Active Members over the Age of 71

The Income Tax Act and the Income Tax Regulations mandate that a person cannot contribute to a
Registered Pension Plan, such as ATRF, later than December 31 of the year in which that person
attained age 71.

If the member is working up to December 31 of the year they turn age 71, contributions and active
membership in ATRF ceases as of December 31.

While the teacher’'s employment contract with the ATRF employer is not impacted, the teacher is
considered a retired member in receipt of an ATRF pension. You must switch to reporting their
contract teaching to Special Code 71 and no longer deduct or remit contributions to ATRF for the
teacher.

Select School Year Aggregation Payroll | ERTN
Contributions Sep. 2023 - Aug. 2024 ~ | Full Detail - Show Only Payroll  ~ Validate Unsubmitted

1 2
Batch Effective... ' Days/¥r. Days/Mth. RecordType StatusCode Special Code DaysPaid Days Missed FTE FT-MRS PT-MRS PSP cp ATA Fees Status

2023:09 2023-09-01 196 22 RG - 7 220000  0.0000 10000 400000 400000  4,000.00 0.00 124.25
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The plan rule definition of a leave of absence is clear: for a period to be considered a leave of
absence and represent a break in the plan member’s service and deemed purchasable, the leave
period must be unpaid — no remuneration is paid — and approved by the employer.

The only exceptions are when a plan member is on a paid paternity, adoption, or sabbatical leave or
when the plan member is on a paid non-health-related portion of a maternity leave. These are
considered leaves of absence even if paid (either fully or partially). As such, a period where a plan
member is in receipt of short-term disability benefits is not considered to be a leave of absence;
rather, it is considered current service.

Leave of Absence Type Pay Status Service Status

Any Leave of Absence Unpaid Purchasable Leave — only leave records are
reported.

Adaption Leave Paid Purchasable Leave — only leave records are
reported.

Sabbatical Leave Paid Purchasable Leave — only leave records are
reported.

Paternity Leave Paid Purchasable Leave — only leave records are
reported.

Short-Term Disability Leave Paid Current Service — reported as full salary and full
contributions

Health-Related Matemity Leave | Paid Current Service — reported as full salary and full

contributions

When a plan member is on a leave of absence, a leave is to be reported in alignment with the
reporting Status Codes (such as LO, LM, LS, LP). The plan member can purchase the leave of
absence at a later date, subject to purchase eligibility requirements.
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How to Report Leave Records

Prior to September 1997, if a plan member wanted to purchase leave time, they had to reach out to
their employer to obtain a letter confirming their leave time because ATRF did not record leaves.

Since September 1997, ATRF employers have been reporting leave records through monthly
reporting. That means that employers no longer need to dig through past records to provide letters
confirming the leave.

There are two ways that leave records can be reported:

o Days Paid and Days Missed in a single record (no leave Status Code required)
o Days Paid in one record and Days Missed in another record (with a leave Status Code).

Reporting a Leave in One Record
Full-time Employee.

Select School Yeas Aggregation ayroll [ ERTN
Contributions Sep. 2023 - Aug. 2024 - Full Detall v Show Only Payrall = Validate Unsubmitted

1 2
Batch Effective.. .~ Days/¥r Days/Mth. RecordType StatusCode Special Code DaysPaid Days Missed FTE FT-MRS  PT-MRS PSP cp ATA Fees Status

2023-08 2023-08-01 198 22 RG - 00 200000 20000 10000 400000 400000 352000 31680 109.34 [ Unsubmitied ]

« Note that the days paid and day missed fields are both completed.
o No Status Code is required.
« The Pensionable Salary Paid (PSP) field is calculated based on a deduct
1/200 calculation: FTMRS — (days missed * daily rate)
o $4000.00 — (2 * $240.00) = $3520.00
o Performing the deduct 1/200 calculation in the month the days are missed means you do not
have to calculate a deduct 1/200 for the year end payout records.

Part-time Employee (where days paid + day missed = days per month).

Select Schodl Year Aggregation Payroll ERTN
Contributions Sep. 2023 - Aug. 2024 ~ Full Detail - Show Only Payroll = Validate Unsubmitted

1 2
Batch J, Effective.. &  Days/Yr. Days/Mth. Record Type StatusCode Special Code DaysPaid DaysMissed  FTE FT-MRS  PT-MRS PSP cP ATA Fees Status

2024-02 2024-02-01 1% 20 RG - 00 60000 40000 05000 508967 254484 132331 11910 2254 [ Unsibmitte ]

« Note that the days paid and day missed fields are both completed.
« No Status Code is required.
o The Pensionable Salary Paid (PSP) field is calculated based on a deduct
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1/200 calculation: PTMRS — (days missed * daily rate)
o $2544.84 — (4 * $305.38) = $1323.32
o Performing the deduct 1/200 calculation in the month the days are missed means you do not
have to calculate a deduct 1/200 for the year end payout records.

Part-time Employee (where days paid + day missed # days per month).

Selact School Year Aggregation ayral | ERTH
Contributions Sep. 2023 - Aug. 2024 M Full Detall - Show Only Payroll = Validate Unsubmitted + Contribution

1 2
Batch Effective.. '  Days/¥r. Days/Mth. Record Type StatusCode Special Code DaysPaid DaysMissed FTE F-MRS  PT-MRS PSP cP ATA Fees Status

2024-02 2024-02-01 198 20 RG NT 00 2.5000 25000 05000 508857 254484 50897 45581 1238

« Note that the days paid and day missed fields are both completed.
« The New Teacher (NT) status code is used as the member started late in the month
o The Pensionable Salary Paid (PSP) field is calculated based on a deduct
1/200 calculation: [(Days Paid + Days Miss)/Days Per Month x FTMRS] -
(days missed * daily rate)
o 5/20 x $5089.67 — (2.5 x $305.38)
o $1272.42 - $763.45 = $508.97
o Performing the deduct 1/200 calculation in the month the days are missed means you do not
have to calculate a deduct 1/200 for the year end payout records.

Reporting a Leave in Two Records

Select School Year Agaregation ayrol [ ERTN
Contributions Sep. 2023 - Aug. 2024 * || Full Detail = || Show Only Payroll Validate Unsubmitted + Contribution

1 2
nnnnn v Effective.. \  Days/¥r Days/Mth. Record Type StatusCode Special Code DaysPaid DaysMissed FTE FT-MRS  PT-MRS PSP cp ATA Fees Status

2023-08 2023-09-01 196 2 RG Lo 00 0.0000 20000 10000 400000 400000 000 0.00 000 [ Unsubminied ]

« Note that the days paid and days missed fields are completed as separate records.
o The appropriate leave Status Code (LO, LM, LP or LS) is required.
o The Pensionable Salary Paid (PSP) field is calculated based on a fraction

of the month calculation: (Days Paid/Days Month) * FTMRS

o 20/22 * $4000.00 = $3636.36.
e You will need to calculate a deduct 1/200 for the year end or end of contract payout record.

While the plan member is in receipt of extended disability benefits, ATRF will credit the service and
salary details for the member based on the FTE and rate of salary in effect immediately prior to their
disability. This service does not require any contributions to be made by the plan member.
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Short-Term Disability

Short-term disability is a period of paid leave that is not a leave of absence as defined in the plan
rules. Below are some examples of a period of short-term disability (paid leave):

« A waiting period prior to being eligible for extended disability benefits where
the teacher is receiving remuneration from a thirty-party provider (insurance
provider).

« Atemporary period where the teacher is not working but receiving remuneration
from a third-party provider such as ASEBP, Sunlife, Great West Life, etc.

« A period where the teacher is receiving remuneration that is not a leave of
absence as defined above.

If a plan member is in receipt of short-term disability benefits from their ATRF employer or a third-
party provider, their full salary and full contributions must be reported and remitted to ATRF based on
their FTE and rate of salary in effect immediately preceding the period of disability.

This reporting is required regardless of what amount the plan member is being paid from the employer
or the insurance company.

Any payout records reported to ATRF must include all of the days and salary paid for the period of the
short-term disability.

Once the approved extended disability benefit is reported, ATRF will credit disability service to the
plan member’s file from the approved start date of the extended disability benefits. Reporting the full
service during the short-term disability period ensures the plan member will remain “whole” for the
time they are disabled from working.

Short-Term Disability Reporting Sample 1

A teacher worked full-time from September 1, 2023 — January 31, 2024.

Select School Year Aggregation ayrol f ERT
Contributions Sep. 2023 - Aug. 2024 - Full Detail - Show Only Payroll = Validate Unsubmitted + Contribution
1 2
Batch Effective 4" Daysi¥r. Days/Mth. RecordType StatusCode Special Code DaysPaid DaysMissed  FTE FT-MRS  PT-MRS psp cp ATA Fees Status.

202601 2024-01-01 196 18 RG - 00 180000 00000 10000 750000 750000 750000 74416 12425

202312 2023-12-01 196 16 RG - 00 160000 00000 10000 750000 750000 750000 75027 12425

2003-11 2023-11-01 196 7 RG s 00 21.0000 0.0000 10000 750000 750000 750000 750.27 12425
2023-10 2023-10-01 196 27 RG - 00 21,0000 0.0000 10000 750000 750000 750000 750.27 12425

2023-09 2023-08-01 196 22 RG - 00 22,0000 0.0000 10000 750000 750000 750000  750.27 124.25
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Effective February 1, 2024 the plan member went on short term disability. They were paid a
percentage of their salary through an insurance company until April 30, 2024. Full salary and full
contributions must be reported and full contributions must be remitted to ATRF up to the end of April
2024.

Select Schoel Year Aggregation Payroll { ERTN
Contributions Sep. 2023 - Aug. 2024 ~ || Full Detail ~ || ShowOnly Payroll ~ || Validate Unsubmitted

Batch 4/1 Effective... ¢z2 Days/Yr. Days/Mth. RecordType StatusCode Special Code DaysPaid Days Missed FTE FT-MRS PT-MRS PSP cP ATA Fees Status
2024-04 2024-04-01 196 20 RG e 00 20.0000 0.0000 1.0000 7500.00 7,500.00 75500.00 74418 124.25 Unsubmitted
2024-03 2024-03-01 196 16 RG - 00 16.0000 0.0000 1.0000 750000 750000 750000 74416 124.25
2024-02 2024-02-01 196 20 RG - 00 20.0000 0.0000 1.0000 7.500.00 7.500.00 7.500.00 74416 124.25
2024-01 2024-01-01 196 18 RG Ak 00 18.0000 0.0000 1.0000 7500.00 7,500.00 7500.00 74418 124.25
2023-12 2023-12-01 196 16 RG - 00 16.0000 0.0000 1.0000 750000 750000 750000 750.27 124.25 Unsubmitted
2023-11 2023-11-01 196 n RG - 00 210000 0.0000 10000 750000 750000  7500.00 750.27 12425
2023-10 2023-10-01 196 2 RG 4 00 21.0000 0.0000 1.0000 7500.00 7,500.00 7500.00 750.27 124.25
2023-03 2023-09-01 196 22 RG - 00 22.0000 0.0000 1.0000 750000 750000 750000 750.27 12425 Unsubmitted

Effective May 1, 2024 the plan member was approved for extended disability benefits. A payout record must be
reported in the same month that the short-term disability ended. The payout record must also reflect the short-
term disability service added from February 2024 — April 2024.

Tip: These records may not match your payroll. If so, we recommend that you keep your own
annotated records to easily identify them when performing your reconciliations. You may not
necessarily reconcile the salary paid but since the full contributions must be paid to ATRF you will
likely need to account for any discrepancy.

DT records are reported going forward.

Contributions Sep. 2023 - Aug. 2024 « | | Full Detai « || Show Only Payroll  ~ || Validate Unsubmitied

Batch ' Effective.. &' Days/Yr DaysiMih RecordType StatusCode SpecialCode DaysPaid DaysMissed  FIE FI-MRS  PT-MRS =] cp ATA Fees Status
2024-05 2024-05-01 196 2 RG 00 00000 220000 10000  7SO000 750000 000 000 000
2024-04 2024-04-01 128 20 RG 00 0:0000 00000 10000 750000 750000 TI0000 110135 18389
2024-04 2024-04-01 186 20 RG - 00 200000 00000 10000 750000 750000 750000 74416 12425
2024-03 2024-03-01 106 ® RG - 00 160000 00000 10000 750000 750000 750000 74418 124.25
2024-02 2024-02-01 196 20 RG - 0 200000 00000 10000 750000 750000 750000 74416 12425
202401 2024-01-01 196 18 RG - 00 180000 00000 10000 750000 750000 750000 74416 12425 [ Unsutmitied ]
2023-12 2023-12-01 186 16 RG - 00 160000 00000 10000  7SO000 750000  7SO000 75027 12425 Unsubmitted
202311 2023-11-01 196 7 RG - 00 210000 00000 10000 750000 750000 750000  750.27 12425
202370 2023-10-01 16 n RG - 00 710000 00000 10000 750000 750000 750000 75027 12425
2023-09 2023-09-01 16 rrl RG - 00 220000 00000 10000 750000 750000 750000 75027 12425 [ Unsuomitied ]
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Short-Term Disability Reporting Sample 2

A plan member worked full-time from September 1, 2023 — April 30, 2024.

Select Schoal Year Aggregation Sayral | ERTN
Contributions Sep. 2023 - Aug. 2024 v Full Detail v Show Only Payroll  ~ Validate Unsubmitted

+ Contribution
1 2

Batch 4, Effective.. ..~ Days/Yr. DaysiMth. RecordType StatusCode SpecialCode DaysPaid DaysMissed  FTE FT-MRS  PT-MRS PSP cp ATA Fees Status
2024-06 2024-06-01 196 20 RG o7 00 0.0000 200000 10000 750000 750000 0.00 000 000
2024-05 2024-05-01 196 22 RG o7 00 0.0000 11,0000 10000 750000 750000 000 000 0.00
2024-05 2024-05-01 196 22 RG PO 00 0.0000 00000 10000 750000 750000 1230000 122042 20377
2024-05 2024-05-01 196 2 RG - 00 11.0000 00000 10000 750000 750000 375000 37208 6213
2024-04 2024-04-01 196 20 RG - 00 20,0000 0.0000 10000 750000 750000 750000 74416 12425
2024-03 2024-03-01 196 6 RG - 00 16,0000 00000 10000 750000 750000 750000 74416 12425
2024-02 2024-02-01 196 20 RG - 00 20,0000 00000 10000 750000 750000 750000 74416 12425
2024-01 2024-01-01 196 8 RG - 00 18.0000 00000 10000 750000 750000 750000 74416 12425
2023-12 2023-12-01 196 8 RG - 00 16.0000 0.0000 10000 750000 750000 750000 75027 12425 Unsubmitted
2023-11 2023-11-01 196 2 RG - 00 210000 0.0000 10000 750000 750000 750000 75027 12425
202310 2023-10-01 196 2 RG - 00 210000 00000 10000 750000 750000 750000  750.27 12425
2023-09 2023-08-01 196 22 RG - 00 22,0000 00000 10000 750000 750000 750000  750.27 12425

Effective February 1, 2024, the plan member went on short-term disability. They were paid short-term
disability by the employer from February 1 to May 15, 2024, and then were approved for extended
disability benefits.

A payout record was reported at the end of the short-term disability benefit period, and then DT
records were reported for the remainder of the year.

Short-Term Disability Reporting Sample 3
A plan member worked full-time from September 1, 2023 — September 30, 2023.

Select School Year Aggregation Payroll | ERTN
Contributions Sep. 2023 - Aug. 2024 - Full Detail - Show Only Payroll = Validate Unsubmitted

1 2
Batch Effective.. . Days/Yr. Days/Mth. RecordType StatusCode SpecialCode DaysPaid DaysMissed  FTE FT-MRS  PT-MRS psp cp ATA Fees Status.

2023-09 2023-09-01 196 2 RG - 0o 22.0000 0.0000 1.0000 7.500.00 7,500.00 7.500.00 750.27 12425 Unsubmitted

Effective October 1, 2023, the plan member went on short-term disability. They were paid short-term
disability by the employer until November 30, 2023. On December 1, 2023, the plan member returned
fully to their position. The plan member worked the remainder of the school year with no days missed.
The July and August payout records would be reported full as no days were missed.
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Select Schoal Year Aaggragation ayral [ ERTN
Contributions Sep. 2023 - Aug. 2024 - Full Detail = || Show Only Payroll  ~ Validate Unsubmitted + Contribution

Batch | Effective.. 4" | Days/¥r | Days/Mth | Record Type | Status Code | Special Code | DoysPaid | DaysMissed | FTE FT-MRS  PT-MRS psp cp ATA Fees Status
2024-08 2024-08-01 196 0 RG PO 0w 00000 0.0000 10000 750000 750000 750000 74416 12425
202407 2024-07-01 196 0 RG 0 00 0.0000 0.0000 10000 750000 750000 750000 74416 124.25
2024-06 2024-06-01 196 20 RG - 00 20,0000 0.0000 10000 750000 750000 750000 74416 12425
2024-05 2024-05-01 196 2 RG - 00 22.0000 0.0000 10000 750000 750000 750000 74416 12425
2024-04 2024-04-01 196 20 RG - 00 200000 0.0000 10000 750000 750000 750000 74416 12425
2024-03 2024-03-01 196 15 Re & 00 16.0000 0.0000 10000 750000 750000 750000 74416 12425
2024-02 2024-02-01 196 20 RG S 00 20,0000 0.0000 10000 750000 750000 750000 74416 124.25
202401 2024-01-01 196 18 RG - 00 18.0000 00000 10000 750000 750000 750000 74416 12425
202312 202312-01 196 16 RG - 0w 16.0000 00000 10000 750000 750000 750000  750.27 12425
2023-11 2023-11-01 196 2 RG - 00 210000 0.0000 10000 750000 750000 750000  750.27 12425 [ unsuomitted ]
202310 2023-10-01 196 21 RG - 0w 210000 0.0000 10000 750000 750000 750000 75027 12425
2023-09 2023-09-01 196 22 RG - 00 22.0000 0.0000 10000 750000 750000 750000  750.27 124.25 Unsubmitted

Maternity Leave Top-up

The health-related portion of maternity leave is treated in a very similar way to a period of short-term
disability. It is considered to be a period of current service (regular record), i.e. full service (up to their
FTE prior to their leave), salary and contributions are reported and deducted. This is regardless of
how much they are receiving from the third-party provider or employer.

A payout is required at the end of the health-related portion of the maternity leave and must reflect the
top-up reported and can be reported at the start of the leave or over the July and August period.
Maternity Leave Top-Up Sample

A teacher worked full-time from September 2023 — February 16, 2024.

Contributions 5::l 2‘({23 tE;ug 2024 v Fu?\rSe(arwl - S’r;ucw 6my Payroll  ~ Validate Unsubmitted
1 2

Bateh 4 Effective.. \  Days/¥r Days/Mth. RecordType StatusCode SpecialCode DaysPaid DaysMissed  FTE FT-MRS  PT-MRS =3 cp ATA Fees Status

2024-02 2024-02-01 196 20 RG = 0o 200000 0.0000 10000 750000 750000 750000 74416 12425
2024-01 2024-01-01 196 18 RG - 00 180000 00000 10000 750000 750000 750000 74416 12425
202312 2023-12-01 196 5 re & 0o 160000 0.0000 10000 750000 750000 750000 75027 12425
202311 2023-11-01 196 2 "G - 00 210000 00000 10000 750000 750000 750000 75027 12425
202310 20231001 196 E] RG = 00 210000 0.0000 10000 750000 750000 750000 75027 12425
2023-08 2023-08-01 106 22 RG = 00 220000 00000 10000 750000 750000 750000 75027 12425

The plan member received six weeks of the health-related top-up from February 17, 2024 — March 29,
2024. Full service, salary and contributions MUST be reported and deducted up to the end of March
2024. This is regardless of how much the plan member received from the insurance company or
employer. Employment insurance earnings are not used in the calculation. The reported records likely
won’t match your payroll records.




e TPRO and PENSION REPORTING BASICS MANUAL
ATRE PENSION REPORTING BASICS MANUAL

Aggregation Payrol | ERTN
Full Detail - Show Only Payroll  ~ Validate Unsubmitted

Contributions

Barch | Eitacibvac. Days/Yr. Days/Mth. Record Type StatusCode Special Code DaysPaid Days Missed FTE FT-MRS PT-MRS PSP cP ATA Fees Status
2024-03 2024-03-01 196 16 RG - 00 16.0000 0.0000 10000 750000 750000 750000 74416 12425
2024-02 2024-02-01 196 20 RG - 00 20.0000 0.0000 10000 750000 750000 750000 74416 12425
2024-01 2024-01-01 196 8 RG - 00 18.0000 0.0000 10000 750000 750000 750000 74416 12425
202312 2023-12-01 196 16 RG e 00 16.0000 0.0000 1.0000 7.500.00 7,500.00 7.500.00 750.27 12425 Unsubmitted
2023-11 2023-11-01 196 21 RG - 00 210000 0.0000 10000 750000 750000 750000 75027 12425
2023-10 2023-10-01 196 Fral RG = 00 21.0000 0.0000 1.0000 7.500.00 7.500.00 7.500.00 75027 12425 Unsubmitted
2023-09 2023-09-01 196 22 RG - 00 22.0000 0.0000 10000 750000 750000  7500.00 75027 12425 Unsubmitted

A payout record must be reported by the end of the school year. It can be reported in March 2024 as
it was the plan member’s last day or regular earnings prior to the commencement of their maternity
leave, or you can report it over July and August. The payout record would include earnings from their
maternity top-up. The LM (maternity leave) status code would be used going forward.

Contributions ;;r;ﬂrﬁw -’E:\Vug 2024 - ;?IIED];; ~ .S:u;w amy Payroll = Validate Unsubmitted

pach o' Efective. L' Days’V  DaysMin RecordType StusCode SpecialCode DaysPaid DaysMisssd  FTE FT-MRS  PT-MRS PSP cp ATA Fees Status
2024-04 2024-04-01 186 20 RG M 00 0.0000 20,0000 10000 750000 750000 0.00 000 000
2024-03 2024-03-01 186 16 RG PO 00 0.0000 00000 10000 750000 750000 960000 95252 150.04
2024-03 2024-03-01 186 16 RG - 00 16.0000 00000 10000 750000 750000 750000 74416 12425 Unsubmitted
2024-02 2024-02-01 186 20 RG - 00 20,0000 0.0000 10000 750000 750000 750000 74416 12425
2024-01 2024-01-01 186 18 RG - 00 18.0000 0.0000 10000 750000 750000 750000 74416 12425 Unsubmitted
2023-12 2023-12-01 186 16 RG - 00 16.0000 0.0000 10000 750000 750000 750000  750.27 12425
202311 2023-11-01 186 7 RG - 00 210000 0.0000 10000 750000 750000 750000  750.27 12425
2023-10 2023-10-01 186 2 RG - 00 210000 00000 10000 750000 750000 750000 75027 12425
2023-08 2023-08-01 186 22 RG - 00 22,0000 00000 10000 750000 750000 750000  750.27 12425 Unsubmitted

ATRF will use the LM records to determine their purchasable service should they choose to apply to
purchase it when they return from their leave and resume contributing to the plans.

Extended Disability

Once the teacher has been approved for extended disability coverage through the insurance
company, you must start reporting the disability records to ATRF. For coverage provided by any
insurance company other than ASEBP, please forward a copy of the insurance company’s extended
disability confirmation letter to ATRF for processing.

If the disability leave occurs during the school year, the employer must calculate a payout after the
last day of employment and/or sick leave. Since a disability leave is an approved leave, the payout
'PO' record can be reported in the last month of pay prior to the leave or any subsequent month prior
to the end of the school year.
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Should the teacher’s last day prior to the start of the extended disability occur in the month of
December, the payout must be reported in any following month prior to the end of the school year. It
cannot be reported in December as this could result in the plan member’s service being >1.0 year in a
calendar year.

For each whole or partial month that the teacher is on extended disability, a separate record should be
reported using a DT status code. The DT code is to be used only if a teacher misses days. This would
mean either a full disability or days missed while on rehabilitation or if there is a gap between teaching
and going on extended disability benefits (i.e. the employee does not have 90 sick days accumulated).

Select Schoal Year Aggregation ayrall f ERTN
Contributions Sep. 2023 - Aug. 2024 - Full Detail - Show Only Payroll = validate Unsubmitted + Contribution

1 2
Batch Effective... \,  Days/Yr. Days/Mth. Record Type StatusCode SpecialCode DaysPaid Days Missed FTE FT-MRS  PT-MRS PSP cP ATA Fees Status

2023-03 2023-08-01 198 22 RG ot 00 0.0000 22,0000 10000 400000 400000 000 0.00 000 [ Unsubmined ]

Strikes and Lockouts

All teachers on strike or in a lockout must be reported to ATRF. Although this time is not subject to
ATREF contributions, they are subject to ATA fees. Further, while strike time cannot be purchased,
lockout time can be purchased.

There are two ways to report the salary for a month affected by a strike or lockout.

1.

Report the days paid and days missed in one record (Strike Records only). TPRO
validates the pensionable salary paid (PSP) based on a deduct 1/200 calculation. The status
code of ‘SR’ for strike or ‘LK’ for lockout must be used. Full ATA fees should be deducted from
the teacher based on their FTE. No payout adjustment will be required at the end of the
year when using this methodology (the regular 1/12t of salary would be reported for
July and August).

Report the days paid in one record and the days missed in a separate record (Strike or
Lockout Records). For the days paid record, TPRO validates the PSP based on a calculation
of days paid divided by scheduled days per month multiplied by the FTMRS. ATA fees are a
proration of the days paid on this record. No status code is required for this record. For the
days missed record, a status code of ‘SR’ for strike or ‘LK’ for lockout must be used. The PSP
would be $0.00 and the ATA fees will be the balance of the full ATA fees required for the
month based on the teacher’s FTE. A payout calculation of either a pay 1/200 or deduct 1/200
will be required for the end of the year, or the end of the teacher’s contract.
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Reporting Sample of a Strike Record (One Record)

Select School Year

Full Detail

Payroll | ERTN

- Validate Unsubmitted + Contribution

Contributions Sep. 2023 - Aug. 2024 ~ - Show Only Payroll
1 2
Batch Effective.. .  Days/Yr. Days/Mth Record Type StatusCode Special Code DaysPaid Days Missed FTE FT-MRS  PT-MRS PSP cP ATA Fees Status
2023-09 2023-08-01 196 22 "G El o 15,0000 70000 10000 400000 400000 232000 20880 12425 [ uncubmittea ]
Reporting Sample of a Strike Record (Two Records)
Select School Year Agagregation Payroll { ERTN
Contributions Sep. 2023 - Aug. 2024 - Full Detail - Show Only Payrell  ~ Validate Unsubmitted + Con
2
Batch '  Effective.. 4 = Days/¥r. Days/Mth. RecordType = StatusCode = Special Code ~DaysPaid | DaysMissed = FTE FI-MRS  PT-MRS psp cp ATA Fees Status
202308 2023-03-01 196 22 "G E o0 0.0000 70000 10000 400000 400000 000 000 3953 [ unsubmitted ]
2023-09 2023-09-01 198 22 RG - oo 15.0000 0.0000 10000 400000 400000 272727 245.45 8472 D
Reporting Sample of a Lockout Record
Selact School Year Aaregation Payrall [ ERTN
Contributions Sep. 2023 - Aug. 2024 = || Full Detail ~ || Show Only Payroll = Validate Unsubmitted + Contribution
1 2
Batch 4. Effective.. | Days/¥r. Days/Mth. RecoraType StatusCode SpecialCode DaysPaid DaysMissed  FTE FI-MRS  PT-MRS PSP cp ATA Fees Status
2023-09 2023-09-01 196 22 RG - 00 15.0000 0.0000 10000 400000 400000 272727 245.45 8472
2023-09 2023-09-01 196 22 RG LK 00 0.0000 7.0000 10000 400000  4,000.00 0.00 0.00 3953 [ Unsubmitted ]
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Reporting a Reduced FTE

Teachers who have a full-time contract will sometimes be approved to temporarily work a reduced
FTE for a period of time within their full-time contract.

There are two ways that a teacher can have service less than 1.0:

e where a teacher has a period of leave
o where they have reduced their FTE.

The Teacher is Granted a Leave (Example)

Aggregation

Select School Yea regatior Payroll J ERTN
Contributions Sep. 2023 - Aug. 2024 - Full Detail - Show Only Payroll = Validate Unsubmitted

1 2
Batch Effective.. &  Days/Vr. DaysiMth. RecordType StatusCode SpecialCode DaysPaid DaysMissed  FTE FT-MRS  PT-MRS PSP cP ATA Fees

)
2 0
g 8
z I
2

2023-10 2023-10-01 196 21 RG Lo 00 0.0000 10,5000 10000 750000 750000 000 0.00 0.00

%

2023-10 2023-10-01 196 Fral RG e 00 10.5000 0.0000 1.0000 7.500.00 7.500.00 3,750.00 37504 6213

c <
2
:
2

2023-09 2023-08-01 196 22 RG Lo 00 0.0000 11.0000 10000 750000 750000 000 0.00 0.00

2023-09 2023-09-01 19 22 RG = 00 11.0000 0.0000 1.0000 7.500.00 7,500.00 3,750.00 37504 6213 Unsubmitt

g

« Two records are required. One with the actual days worked and one with the LO
(other leave status code) record for the days missed between the regular
schedule and the days worked.

« When a leave is reported, the member MUST purchase the “missed” days to obtain
their full year of service.

« If they choose not to purchase their “leave” time, their salary for the reduced FTE
year(s) will not be annualized and could impact their 5-year average salary if their
reduced years fall within their highest five years.
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Reporting the Payout

If the teacher does not miss any days and works their full reduced FTE, the PO records will be based
on a 1/12%,

Select School Year Aggregation Payron fERTN
Contributions Sep. 2023 - Aug. 2024 v Full Detail M Show Only Payroll = Validate Unsubmitted + Contribution
1 2
Batch Effecti ive.. &~  Days/Yr. Days/Mth. RecordType StatusCode SpecialCode DaysPaid Days Missed FTE FT-MRS PT-MRS PSP cP

zzzz

zzzzzz

. A
ooooo 501 submitted I

e You will need to override the PO contribution type to “AVG FTE” for it to validate properly.

« If they miss any other days, the PO will be based on a deduct 1/200 for ALL
the days they “missed”. No override would be needed for the PO records.

o If they miss days in a month, the additional missed days must be added to the LO
record and the pay record will still be based on a fraction of the month. You cannot
perform deduct 1/200 for the month. It will not validate.
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Reporting Based on the Teacher Working their Full
Reduced FTE (No Leave Record)

Reporting based on the teacher’s full reduced FTE is the same as reporting any other part-time
teacher.

Select School Year Aggregation Payrofl | ERTN
Contributions Sep. 2023 - Aug, 2024 ~ | Full Detail ~ || Show Only Payroll ~ || Validate Unsubmitted + Contribution

1 2
Batch ., Effective.. 4 Days/¥Yr Days/Mth. Record Type StatusCode SpecialCode DaysPaid DaysMissed  FTE FT-MRS  FT-MRS PSP cp ATA Fees Status
202310 2023-10-01 196 21 RG - 00 10,5000 0.0000 05000 400000 200000 200000  180.00 3100 Unsubmitted

2023-09 2023-09-01 196 22 RG - 00 11.0000 0.0000 0.5000 4,000.00 2,000.00 2,000.00 180.00 31.00 Unsubmitted

o If the teacher does not miss any days, the PO records for July and August will be equal to
1/12"™ of the salary. No override is required.

« If the teacher does miss days, a deduct 1/200 calculation will be required accounting for ALL
the days “missed” (i.e. Days Year — Days Paid).

Full-Time Teacher Working Part-Time -
Rehab/Accommodation

When a full-time FTE teacher is working a part-time FTE as part of a rehabilitation/accommodation,
you can report the service and salary details in two ways:

o One record:
o using the reduced FTE details and the Rehabilitation Program (RP) status code.
o« Two records:
o using the 1.0 FTE details for the days worked and,
o create a second record for the days missed using the Disabled Teacher (DT) status
code.

One Record Reporting with RP Status Code

When using the RP status code reporting, you only need to report one record per month, unless the
teacher misses additional days unrelated to their disability.

One important thing to remember is that when a 1.0 FTE teacher is working a reduced FTE for a
rehabilitation/accommodation arrangement, the ATA fees MUST be calculated based on a proration of
the full-time ATA fee rate and NOT based on the part-time percentage rate.
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You will need to check off the “Prior FTE” flag in the teacher’s record. Teachers already part-time prior
to their rehabilitation/accommodation assignment will continue to pay ATA fees based on the part-
time percentage. There is no need to check off the “Prior FTE” flag in the teacher’s record.

Regular Part-Time FTE RP Sample (incorrect method)

Last Name* First Mamn * (& Contribution updated successhully.
Ochoa Isabel
Fe o X Edit Contribution - Ochoa, Isabel
224 558 908 1988-09-28 B
08
;;3.‘)::;-5521 (;ual 237-7623 ey ot 2 Refresh Dayzifoer: 196
Days DaysiMontn: a2z
Mailing Address
;I;';s‘lad\e Street b= Fahats Prag
o S0 oo Sy
City* Province * 1 o i o
Calgary Alberta > . P o
Postal Code ™ adanco 2,000.00 2,000.00
Active 2 [viaraieed B ' i
3273220133 Mo o
ATA Local Number Scnool Code . Cert Mo o fane
8 430 TCN3172
@ Show o
e Prior FTE Flag is NOT checked.
« ATA fees are calculated/validated as follows:
ATA FEES
Formula Value
ATA Fees (Parl-lime) = ([ProvLevyPT% + LocallevyPTH%) * 31 = ((1.25% + 0.00%) * 2,000.00) + (600 =1)

PSP + [LocalLlevyPT$ * ChargedLevies)

Result 3N
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Full-Time RP Prior FTE Flag Sample (correct method)

&lm-:; N \;;;I‘ - & Contribution upiated successhuly.
_zé‘; 558 908 ];éé __0-;._-23 a e
.Nl;| [ ]
— — Sitastiie,, v | | e 2 w";
(403) 121-6521 (403} 237-7623
Mailing Address
24 obstedle Street
oh
n U. 0.
é;l-gary Albert-a ¥ 400000 200000 200000
T4A 2R1
Lat Tart cass o : i None ; i
Aétju\}e - Wyy:mmr—rﬂrd 8 o
s273226133 ves - o
g e kg ® Siox Cuimsins
o Prior FTE flag is checked.
o ATAfees are calculated/validated as follows:
ATA FEES
Formula Value

ATA Fees (Full-time) = (PSP / FTMRS * (PSP * LocallLevyFT%) + 6213 = (2,000.00 / 4,000.00 = {(2,000.00 » 0.00%) + 112.25 +
ProvlevyF TS + LocalLevyFTE) - OtherATAFeesThisMonth 12.000) -0

Rasult 6213

Two Record Reporting with DT Status Code

Selzct Schonl Vear Angregation Payroll | ERTN
Contributions Sep. 2023 - Aug. 2024 - Full Detail - Show Only Payrell  ~ Validate Unsubmitted + Contribution
1 2
Batch Effective.. 4  Days/¥r Days/Mth. RecordType StatusCode Special Code DaysPaid DaysMissed  FTE FT-MRS  PT-MRS psp cp ATA Fees Status
2023-09 2023-08-01 196 22 RG DT 00 0.0000 11,0000 10000 400000  4,000.00 0.00 0.00 0.00
2023-09 2023-09-01 196 22 RG - 00 11.0000 00000 10000 400000 400000 200000  180.00 6212 Unsubmitied

o This teacher is working 0.5 FTE accommodation employment.

« FTEisreporteda 1.0.

o« FTMRS/PTMRS reporting using their full-time salary details.

e Days paid are based on the 0.5 FTE days.

o Days missed entered for the balance of the 0.5 FTE days using the DT status code.
« PSP is based on the days paid divided by days per month calculation.
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NOTE: If the teacher misses additional days not related to the disability, you will need to enter a third
record with a status code of LO. You cannot report the days missed with the regular record to perform

a deduct 1/200 calculation for the PSP.

Select School Year Aggregation Payroll | ERTN
Contributions Sep. 2023 - Aug. 2024 - Full Detail - Show Only Payrell = Validate Unsubmitted + Contribution
1 2
Batch Effective.. &  Days/Yr. Days/Mth. RecordType StatusCode SpecialCode DaysPaid DaysMissed  FTE FT-MRS  PT-MRS PSP o ATA Fees Statu
2023-08 2023-08-01 196 22 RG Lo 00 0.0000 1.0000 10000 400000  4,000.00 0.00 0.00 0.00
2023-09 2023-09-01 196 22 RG oT 00 0.0000 110000 10000 400000  4,000.00 0.00 0.00 0.00
2023-09 2023-09-01 196 2 RG = 00 10.0000 00000 10000 400000 400000 181818 16364 56.48 Unsubmitted

The end of the year payout will require the deduct 1/200 calculation to be performed then.
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Remittances

Employee contributions must be reported and remitted to ATRF monthly.

Employer contributions are required from ATA Locals, Colleges, and Private Schools. If you are
required to submit employer contributions, these contributions must also be sent and reported to
ATRF monthly.

ATA fees must be sent and reported to ATA monthly.

ATRF must receive contributions by the 5™ business day of the month following the date they were
deducted. For example, if the contribution was deducted from a June 30" salary payment, payment
is due at ATRF by July 5.

Interest will be charged on the overdue amount — at prime plus 2% -- if you do not remit by 5t
business day. Interest will be charged from the date payment is due to the date payment is received
by ATRF.

Contributions can be remitted electronically in several different ways. ATRF will accept any of the
following payment methods:

e direct deposit / Automated Clearing House (ACH)

e online bill payment (ATB, BMO, Canadian credit unions, CIBC / Simplii Financial, National
Bank, RBC, Scotiabank / Tangerine, and TD Canada Trust)

e Canadian dollar wire via SWIFT

Our website has an Electronic Bill Payments FAQ page if you have questions about how to set up
your electronic bill payments.

If you have any other inquiries related to making or receiving payment of funds, including ATRF’s
complete direct deposit information, you may contact ATRF’s Financial Services department.



https://www.atrf.com/electronic-bill-payments-faq/
mailto:FinancialServices@atrf.com
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Reconciliation

Reconciliation is balancing - or matching - the contributions that should have been deducted from
your teachers’ salaries, the contributions that were actually deducted, and the contributions that you
sent to ATRF during the year.

Reconciliation officially happens at ATRF at the end of the reporting of a school year. ATRF will
compare the data you submitted to the contributions you remitted each month.

This section gives you step-by-step instructions, a list of reports that you can print, and ideas that
may help when you are completing the reconciliation process.

After you have sent all of your data for a school year, ATRF will review your data and compare the
contributions that you reported as being deducted from your teachers’ salaries to the contributions
you remitted to ATRF.

e ATRF will send you a Remittance Statement Summary.
o The Remittance Statement Summary adds the contributions you reported each month
and deducts the contributions you remitted for each month.

e |If the contributions you deducted and remitted match the contributions that have been
deducted from the salaries you reported the reconciliation is complete.

e If you remitted more than what was required, ATRF will send you a cheque or EFT for the
difference or you can reduce future remittances to ATRF by the credit amount.

e If you remitted less than what was required, the balance owing to ATRF is due upon receipt.
Please ensure that you show the payment separately on your remittance statement.

If you do not balance, you can use the Remittance Statement Summary to reconcile your
payroll data to TPRO.

e Compare the amounts reported in the Remittance Statement Summary to your payroll data to
identify differences.

e Print the Contributions Summary YTD Report for the school year. This report totals the
contributions you reported through TPRO for each month.
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¥TD Contributions Summary

Employmen Salary Paid Contributions ATA Fees
Sep-23  $493,672.82 243 330.04  $7,692.70
Oct-23  $216,987.14 521,662.66 5$3,973.99
Mov-23  $234,171.77 423,205.05  54,496.05
Dec-23  $172,825.00 $17,348.16  53,044.00
Jan-24  $162,582.23 %16,238.61 $2,832.21
Feb-24  5158,470.00 515,940.75 52,837.56
Mar-24  $185,878.88 $18,440.47  $3,445.94
Apr-24 S68,190.00 56,907.55  51,043.90
May-24  $72,700.00 %7,366.36 $1,112.24
Jun-24 $72,700.00 57,366.36  51,112.24

Jul-24  $90,486.49 49,199.51 $1,373.61
Aug-24  591,486.49 $9,322.00 $1,36L.61
Totals: $2,020,150.82  $196,327.52  $34,326.05

Compare the Contributions Summary YTD (contributions you reported through TPRO) to the
Remittance Statement Summary (contributions you sent to ATRF) to find the month(s) that do not
match.

For each month that does not match print one or all of the following reports:

e Contributions and Service Summary lists all employees’ contributions for one or more months.

Contribution and Service Summary
Employment Month Last Name First Name SIN Days Paid Days Miss FTE Service Salary Paid Contributions ATA Fees
01-5ep-23 Baldwin  Jayla 370594103 20 2 1 0.073333  $3,520.00 $316.85 $109.34
01-Sep-23 Barr Anaya 341067402 22 0 1 0.083333 $11,250.00 $1,232.52 $0.00
01-Sep-23 Bell Laney 735729527 22 0 1 0.083333 $4,000.00 $0.00 $124.25
01-Sep-23 Blake Rowan 693743817 22 0 1 0.083333 $4,000.00 $360.00 $0.00
01-5ep-23 Blake Yosef 489911054 22 0 1 0.083333 $10,200.00 $1,097.49 $0.00
01-5ep-23 Boyer Persephone 512161183 10 0 1 0.037879 $1,818.18 $163.64  $56.48
01-Sep-23 Boyer Persephone 512161183 o 11 1 1] 50.00 $0.00 $0.00
01-Sep-23 Boyer Persephone 512161183 0 1 1 0 $0.00 $0.00 $0.00
01-Sep-23 Branch Landyn 715185146 22 0 1 0.083333 $12,125.00 $1,345.05 $0.00
01-Sep-23 Branch Zaylee 203743497 22 0 1 0.083333 $4,000.00 $360.00 $5124.25
01-Sep-23 Brown Allison 408386787 o o o 0 $2,500.00 $0.00 $25.00
01-5ep-23 Bryant Magdalena 372917047 20 0 1 0.075758 $3,636.36 $327.27 $112.95
01-5ep-23 Bryant Magdalena 372917047 0 2 1 0 $0.00 $0.00 $0.00
01-Sep-23 Burch Myles 252037551 0 7 1 0 $0.00 $0.00  $39.53
01-Sep-23 Burch Myles 252037551 15 0 1 0.056818 $2,727.27 $245.45 $34.72
01-Sep-23 Cannon Andy 480960467 15 0 o 0 $3,930.00 $0.00 $39.30
01-Sep-23 Cantrell  Eduardo 323156652 22 0 1 0.083333 $4,000.00 $360.00 $50.00
01-5ep-23 Chan Adriana 573910882 22 0 1 0.083333 $7,500.00 $750.27 $124.25
01-5ep-23 Clark Ahmir 130999212 22 0 1 0.083333  $4,000.00 $360.00 $124.24
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e Employee Contributions lists all contribution data for all months for one employee, then all months
for the next employee, etc.

Employee Contributions

Last Name  First Name SIN Employee # Employer Empl. Mnth. Service Days Paid)aysMisse  FTE FT-MRS  PT-MRS PSP CP ATAFees
Baldwin  Jayla 370594103 1292128763 Test Board 23-Sep| 0.073333 20 2 1 $4,00000 $4,000.00 $3,520.00 $316.85 $109.34
Barr Anaya 341067403 3737300292 Test Board 23-Sep 0.082332 2 0 1$11,250.00 $11,250.00 $11,250.00 $1,23252  $0.00
Bell Laney 735729527 1225360392 Test Board 23-Sep| 0.083333 n 0 1 $4,000.00 $4,000.00 $4,000.00 S0.00 $124.25
Blake Rowan 693743817 3983301172 Test Board 23-Sep 0.083333 22 0 1 $4,00000 $4,000.00 $4,000.00  $360.00 $0.00
Blake Yosef 489511054 2100124299 Test Board 23-Sep| 0.083333 2 0 1 $10,200.00 $10,200.00 $10,200.00 $1,097.49  $0.00
Boyer Persephone 512161183 1453047195 Test Board 23-Sep 0 0 1 1 $4,000.00 $4,000.00 $0.00 $0.00 $0.00
Boyer Persephone 512161183 1453047195 Test Board 23-Sep| 0.037879 10 0 1 $4,00000 $4,000.00 $1,818.18 $163.64  $56.48
Boyer Persephone 512161183 1453047195 Test Board 23-Sep 0 o 1 1 $4,000.00  $4,000.00 50.00 5000  $0.00
Branch Landyn 715185146 2080520217 Test Board 23-Sep 0.083333 22 0 1$12,12500 $12,125.00 $12,125.00 $1,345.05 $0.00
Branch Zaylee 203743497 1481657711 Test Board 23-Sep| 0.083333 2 0 1 $4,000.00 $4,000.00 $4,000.00 $360.00 $124.25
Branch Zaylee 203743497 2465011151 Test Board 23-Oct 0.083333 21 0 1 $4,00000 $4,000.00 $4,000.00 $360.00 $124.25
Branch Zaylee 203743497 1092844632 Test Board 23-Nov, 0075387 19 0 1 $4,00000 $4,000.00 $3,619.05 $325.71 $112.42
Branch zaylee 203743497 1092844632 Test Board 23-Nov, 0.087936 o 0 1 $4,00000 $4,000.00 $4,220.95 $379.89 S131.11
Brown Allison 408386787 6192894197 Test Board 23-Sep 0 0 0 0 $0.00 $0.00  $2,500.00 $0.00  $25.00
Bryant Magdalena 372917047 2651426724 TestBoard 23-Sep 0 o 2 1 $4,000.00  $4,000.00 50.00 5000 $0.00
Bryant Magdalena 372917047 2651426724 Test Board 23-Sep 0.075758 20 0 1 $400000 $4,000.00 $3,636.36 $327.27 $112.95
Burch Myles 252037551 5975197103 Test Board 23-Sep o [ 7 1 $4,00000  $4,000.00 $0.00 3000  $39.33
15 0 1

Burch Myles 252037551 5975197103 Test Board 23-Sep 0.056818

$4,000.00 $4,000.00 $2,727.27 $24545  $84.72

e Employee and Salary totals all contribution data from all months for one employee, then all
months for the next employee, etc. This report is similar to the Contributions and Service
Summary, but is in summary format.

Did You Know?

Empoloyee and Salary

Last Name FirstName Empl. Month Days Paid Days Miss FTE FTMRS PTMRS PSP cp ATA Fees
Baldwin Jayla 20230301 20 2 1 $4,000.00 $4,000.00 $3,520.00 5316.85 $103.34
Barr Anaya 20230901 22 0 1 $11,250.00 $11,250.00 $11,250.00 $1,232.52 $0.00
Bell Laney 20230901 22 0 1 $4,000.00 $4,000.00 $4,000.00 $0.00  5124.25
Blake Rowan 20230901 22 0 1 $4,000.00 $4,000.00 $4,000.00  $360.00 $0.00
Blake Yosef 20230901 22 0 1 $10,200.00 $10,200.00 $10,200.00 $51,097.49 $0.00
Boyer Persephone 20230501 10 0 1 54,000.00 $4,000.00 51,818.18 $163.64  $56.48
Boyer Persephone 20230901 0 11 1 $4,000.00 $4,000.00 $0.00 50.00 $0.00
Boyer Persephone 20230901 0 1 1 $4,000.00 54,000.00 $0.00 $0.00 $0.00
Branch Zaylee 20230901 22 0 1 $4,000.00 $4,000.00 $4,000.00 $360.00 $124.25
Branch Landyn 20230901 22 0 1 512,125.00 $12,125.00 $12,125.00 $1,345.05 $0.00
Branch Zaylee 20231001 21 0 1 $4,000.00 $4,000.00 $4,000.00 $360.00 $124.25
Branch Zaylee 20231101 19 0 1 54,000.00 $4,000.00 $3,619.05 $325.71 $112.42
Branch Zaylee 20231101 0 0 1 $4,000.00 $4,000.00 34,220.95 5379.89 513111
Brown Allison 20230901 1] 0 0 $0.00 $0.00  $2,500.00 $0.00  $25.00
Bryant Magdalena 20230901 20 0 1 $4,000.00 3$4,000.00 $3,636.36  $327.27 $112.95
Bryant Magdalena 20230901 0 2 1 $4,000.00 $4,000.00 $0.00 $0.00 $0.00
Burch Myles 20230501 0 7 1 $4,000.00 $4,000.00 $0.00 50.00  $39.53
Burch Myles 20230301 15 0 1 54,000.00 54,000.00 $2,727.27 524545  5$84.72

Your ATRF Analyst can generate a Plan Member Service Details by Employer Report (690 Report) to
facilitate your reconciliation process. This Excel-formatted report is designed to display submitted
records for each teacher by month and includes, FTMRS/PTMRS, PSP, and Contributions reported to
ATRF. You can specify the desired date range for the report.

Many employers request this report monthly to ensure that the records reported to ATRF align with
payroll deductions and remittances. Please note that the report is password protected due to the

inclusion of SINs.
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Additional Tips:

Print one or all of your payroll software-generated reports that show a summary for each employee
for the month(s) in question.

e Tip: Print data in alphabetical order by last name to compare ATRF’s reports and your
payroll reports.
e Tip: Experience and personal preference will determine which report is best for you.

Compare each employee in TPRO report with the same employee in your payroll report. Note all
discrepancies for each employee.

Once all employee records have been checked, the total of any differences should equal the
difference between the Contributions Summary YTD report and the Remittance Statement Summary.

If the totals do not match:

e contact your ATRF Analyst if you think it is an ATRF error.
e correct your data by creating change records in TPRO.

If you are changing your records for a previous school year, ATRF must know - in advance - in which
month the corrected data will be submitted. You can notify your ATRF Analyst.

Be sure you also include the changes on the Remittance Statement.

For example, if you are making changes to March and April 2022, and your next regular submission
will be for December 2024, let ATRF know that you will be sending Change Records (CR) for March
and April 2022 with the December 2024 submission.

If you are unable to reconcile:

e contact your ATRF Analyst for assistance.
e ask your payroll vender for assistance.
e Your payroll vendor may be able to write a program to compare Payroll to TPRO files and
print a report showing only the differences.
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Getting Help

There may be times when you have questions or technical issues with reporting. Depending on the
nature of the issue, you may need to:

contact your own technical support.
email your ATRF analyst

call your ATRF analyst

request additional training from ATRF

Technical Support

Questions can be answered and problems can be resolved by a technical advisor or a payroll vendor.

e Contact your own technical advisor. They will be able to tell you whether the problem can be fixed
at source (internet settings, PC security issues, etc.).

e Contact your payroll vendor. The vendor may be familiar with certain errors, and will be able to
answer questions.

Help Desk

Employers can email their questions to ATRF. The ATRF analysts reviews the inbox each day, and
will respond promptly.

Email
E-mail a detailed description of your issue or question to ATRF at helpdesk@atrf.com. Please
provide as much detail as possible.

Call ATRF
There may be times when you need to call ATRF directly and speak to your ATRF Analyst
about an issue or to ask a question.

One on One Training
If you need one-on-one training for your staff, you can come to ATRF. There is no charge for
this service.

In special situations you can arrange for an ATRF Analyst to provide detailed one on one training via
Teams, and in certain circumstances in person at your location.



mailto:helpdesk@atrf.com

ADDENDUM A -
PAYROLL FILE
SPECIFICATIONS
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Addendum A

Payroll File Specifications

HEADER
Section Ref Description Precision Start End Edit Mask Mandatory/
Mo. Scale Position Position Optional/
Dependent
Header Record Code CHAR M
Header H2 Board Number NUMBER 4 2 5 jeisiele] M
Header H3 Employment DATE 3] [i] 11 CCYYMM I
Month
EMPLOYER
Precision Start End Edit Mask Mandatory/
Scale Position Position Optional/
Dependent
Employer R1 Record Code CHAR 1 1 1 R ]
Employer R2 Employer CHAR 100 2 1m ]
MName
Employer R3 Board Number MUMBER 4 102 105 9909 1]
Emplaoyer R4 Street Address CHAR 30 106 135 I
Employer R5 City CHAR 30 136 165 M
Employer R FProvince CHAR 2 166 167 ]
Employer RY Postal Code CHAR ] 168 173 XOX9X9 M
Employer RE Mailing Sireet CHAR 30 174 203 8]
Address
Employer R9 Mailing City CHAR 30 204 233 0
Emplayer R10 Mailing CHAR 2 234 235 (8]
Province
Employer R11 Mailing Postal CHAR [ 236 241 XOX9XD o]
Code
Employer R12 Phone Number CHAR 10 242 281 8]
Emplayer R13 Fax Number CHAR 10 252 261 (8]
Employer R14 Contact Name CHAR 30 262 201 (8]
Employer R15 Contact Phone CHAR 14 2492 305 8]
Employer R1G Employment DATE [i] 306 N CCYYNM I
Month
Emplayer R17 Taotal Employer DATE 10 2 32 vl (8]
Contributions
Employer R18 Employer CHAR 1 322 322 (8]
Payout Type
Employer R19 Pension FPlan CHAR 2 323 324 (8]
Employer R20 Default ATA NUMBER 4 325 328
Local Number
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EMPLOYEE
Ref Descripfion Type Length Precision Start End
No. Scale Position Position
Employee | E1 Record Code CHAR 1 1 1 E M
Employee | E2 Board Mumber NMUMBER 4 2 & 2999 M
Employee | E3 Last Mame CHAR 30 G 35 M
Employvee | E4 First Mame CHAR 30 36 65 M
Employee | E5 SIN NUMBER 9 [15] 74 M
Employvee | E6 School Code CHAR 4 75 Ta 0]
Employee | E7 Date of Birth DATE ] 79 86 CCYYMMDD M
Employee | ES Street Address CHAR 30 ar 116 M
Employee | ES City CHAR 30 17 146 M
Employee | E10 Province CHAR 2 147 148 M
Employee | E11 Postal Code CHAR 7] 149 154 XOX9X9 M
Employee | E12 Teaching CHAR T 155 161 999999 Q
Cerificate
Number
Employee E13 Phone Number CHAR 14 162 175 Q
Employee | E14 Total NUMBER T 4 176 182 M
Operational
Days Year
Employee | E15 Employer CHAR 10 183 1482 0]
Employee
Number
Employee | E16 Total NUMBER ] 4 193 1938 M
Operational
Days Month
Employee | E17 Payroll System CHAR 100 199 208 0]
Update
Comment
Employee E18 Work Phone CHAR 14 299 312 Q
Employee | E19 ATA Local CHAR 4 3 316 D
Employee E20 Prior Status CHAR 1 M7 7 Q
Full Time
Employee E21 Termmination CHAR 1 38 318 Q
Status
Employee | E22 Termination DATE 2 319 326 Q
Date
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CONTRIBUTION
Ref No. i Type Length Precision Start End Edit Mask Mandatory/
Scale Position Position Optional/
Dependent
Confribution Record Code CHAR 1 M
Confribution | C2 Board Number NUMBER 4 2 5 9999 M
Confribution | C3 SIN NUMBER 9 6 14 M
Confribution | C4 FTE Days Faid | MUMBER 6 4 15 20 M
Confribution | C5 FTE NUMBER 5 4 21 25 M
Confribution | C6 FT Monthly NUMBER 9 2 26 34 M
Rate of Salary
(FT-MRS)
Confribution | C7 PT Monthly NUMBER 2] 2 35 43 M
Rate of Salary
(FT-MRS)
Confribution | C8 Pensionable NUMBER 9 2 44 52 M
Salary Paid
Confribution | C9 Confributions NUMBER 7 2 53 59 M
(Employes)
Confribution | C10 Special Code CHAR 2 60 61 M
Confribution | C11 Status Code CHAR 2 62 63 M
Confribution | C12 Record Type CHAR 2 64 65 M
Confribution | C13 Effective Date DATE 8 (i3] 73 CCYYNMMDD M
of Record
Confribution | C14 Total Operation | MUMBER 7 4 T4 80 0]
Days Year
Confribution | C15 Total NUMBER 3] 4 81 86 0]
Operational
Days Month
Confribution | C20 Potential CHAR 1 87 &7 8]
Record
Identification
Confribution | C16 ATA Fees NUMBER 7 2 88 94 M
Confribution | C17 Start of School DATE 6 95 100 CCYYMMDD M
Year
Confribution | C18 FTE Days NUMBER 3] 4 101 106 M
Missed
Confribution | C19 Gross Pay NUMBER g 2 107 115 8]
Confribution | C20 Confribution CHAR 1 116 116 8]
Payout Type
Confribution | C21 Allowance NUMBER 8 2 117 124 8]
Amount
Confribution | C22 Allowance CHAR 1 125 125
Payout Type
Confribution | C23 Signing Bonus MUMEER 8 2 126 133
Amount
Confribution | C24 Multiple CHAR 1 134 134 8]
Coniract ID
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FOOTER
Ref No. Type Length Precision Start End Edit Mask Mandatory/
Scale Position Position Optional/
Dependent
Footer Record Code CHAR 1 M
Footer F2 Board Number MUMBER 4 2 5 9599 M
Footer Employment DATE 3] [i] 1" M
Month
Footer F3 Total Employer | NUMBER 5 12 16 M
Records
Footer F4 Total Employee | NUMBER 5 17 21 M
Records
Footer F5 Total NUMBER 5 22 26 M
Contribution
Records
Footer F& Total NUMBER 12 2 27 38
Contfributions

183
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Status and Special Codes

DE Deceased Teacher
DR Delete Record

DT Disabled Teacher
LK Lock Out

LM Leave Maternity

LO Leave Other

LP Leave Parental

LS Leave Sabbatical
NP Negative Payout

NT New Teacher

PO Payout

RP Rehabilitation Program
RT Early Retirees

SE ATA Secondment
5R Strike Record

1T Terminated Teacher

More detailed information about status codes can be found in the glossary.

Special Code Description
00 No special codes apply

10 Intern Teacher

1 Associate Bargaining

20 Temporary or Probationary Coniract
21 Temporary year round

22 Full time year-round

33 Substitute Teacher

37 Substitute Teacher Central office ATA opt out
39 Substitute Central Office Staff

40 Resigned Teachers (Payout Only)

43 Lump Sum retro for subs- current year
50 Superintendent and Pensioner

52 Pensioner Temporary

93 Pensioner Substitute

95 Pensioner

o7 Pensioner Central Office ATA opt out
58 Pensioner Continuing Education

o9 Central Office Staff and Pensioner
71 Person over age 71

80 Continuing Education

94 Vice Principle

95 Principle

96 Central Office ATA staff

a7 Central Office Staff ATA Fee QOpt out.
98 Central Office Staff

99 Superintendent
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Glossary of Terms

Alberta Teachers’ Association (ATA)
The professional association of teachers in Alberta.

Alberta Teachers’ Retirement Fund (ATRF)
ATREF is the trustee, administrator, and custodian of the pension assets of the Teachers’
Pension Plan (TPP) as well as the Private School Teachers’ Pension Plan (PSTPP).

ATA Secondment (SE)
This status code is used when reporting service and salary details for a member working under
an ATA secondment position.

Canada Revenue Agency (CRA)
The federal government department that is responsible for administering the tax rules.

Contributions Payable (CP)
Represents the payments made by an employee to the pension plans.

Defined Benefit Plan
A pension plan that provides a pension based on a predetermined formula tied to a plan
member’s salaries and years of service. The pension is payable for the plan member’s lifetime,
and is not impacted by market fluctuations. The plans administered by ATRF are both defined
benefit plans.

Deceased Teacher (DE)
This status code is used in the payout record when reporting a payout for deceased teacher.

Delete Record (DR)
This status code is used when a record that has been submitted to ATRF is not valid and
needs to be removed.

Disabled Teacher (DT)
This status code is used to report an employee that is currently not working due to a disability
status.

Early Retirees (RT)
This status code is used to report the service and salary details related to the payout at the
end of a contract for an employee who is working while in receipt of a pension from ATRF.

Employer Termination Notice (ERTN)
An adhoc data submission of an employee’s future data with confirmation of the termination
date, or past service for a data correction.
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Full-Time Equivalent (FTE)
The FTE is a unit of measurement that indicates the workload of an employee.

Full-Time Monthly Rate of Salary (FT-MRS)
The FT-MRS represents an employee’s annual salary divided by 12.

Kebab Menu
The kebab menu, also known as the three dots menu, and the three vertical dots menu, is
an icon used to open a menu with additional options.

Leave Maternity (LM)
This status code is used to report days missed due to a maternity leave. Maternity leave time
may be purchased by plan members if they meet the eligibility criteria.

Leave Other (LO)
This status code is used to report days missed due to an employer approved general leave.
Employer Approved leave time may be purchased by plan members if they meet the eligibility
criteria.

Leave Parental (LP)
This status code is used to report days missed due to a parental leave. Parental leave time
may be purchased by plan members if they meet the eligibility criteria.

Leave Sabbatical (LS)
This status code is used to report days missed due to a sabbatical leave. Sabbatical leave time
may be purchase by plan member if they meet the eligibility criteria.

Lock Out (LK)
This status code is used to report days that were part of a lock out. Employees may reach out
to ATRF to purchase any service related to a period of a lock out.

Maximum Pensionable Salary
The highest possible pensionable salary in a given year to ensure that the accrued
pensionable benefit does not exceed the maximum benefit allowed by the tax rules. Also
referred to as the Pensionable Salary Cap. Employees who have earnings that are higher than
this maximum do not pay contributions on their salary earned above this maximum salary, nor
do they earn a pension on this portion of their earnings.

New Teacher (NT)
This status code is used when reporting a new teacher to ATRF. This status code may also be
used to distinguish when a new contract starts after the ending of a different contract,
especially if the new contract starts in the same month the old contract ends.

Part-Time Monthly Rate of Salary (PT-MRS)
The PT-MRS represents an employee’s annual salary divided by 12 and multiplied by their full-
time equivalent (FTE).
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Payout (PO)
This status code is used when reporting the service and salary details at the end of a contract
or for reporting the service and salary details for the end of a school year.

Pension Adjustment (PA)
The pension adjustment (PA) amount is the value of the benefits earned in a calendar year in
the pension plan, as defined by Canada Revenue Agency (CRA). Generally, the PA reduces
the employee’s registered retirement savings plan (RRSP) deduction limit for the following
year. In a defined benefit plan, a PA for a given year is calculated using a fixed formula tied to
the employee’s accrued benefit for that year. The pension adjustment is used to ensure that
there is fairness for those who contribute to RRSPs and those who participate in registered
pension plans. It accounts for the benefit savings and is reported on the employee’s T4.

Pensionable Salary
The salary used to determine your five-year average pensionable salary. The pensionable
salary for a given year is limited to ensure that your benefit does not exceed the maximum
benefit allowed by the tax rules.

Pensionable Salary Paid (PSP)
Pensionable salary paid is the portion of an employee’s salary that is subject to pension
contributions.

Rehabilitation Program (RP)
This status code is used when reporting service and salary for an employee who is working on
a rehabilitation or accommodation program agreed upon between the employee, employer and
the disability benefits provider.

Salary
Salary is compensation for regular service, and includes administrative allowances, isolation
pay, retroactive salary, and administrative vacation pay. It does not include car allowances,
salary earned teaching night or summer school classes, early retirement incentives, or
vacation payouts for administrative positions.

Strike Record (SR)
This status code is used when reporting days missed due to a strike. Strike time may not be
purchased by plan members.

Terminated Teacher (TT)
This status code is used when reporting the payout record of the final service and salary
details for an employee whose contract has ended.

YMPE (Year’s Maximum Pensionable Earnings)
An amount that is set annually by the federal government to establish the maximum earnings
that participants of the Canada Pension Plan or Quebec Pension Plan must contribute
towards.
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