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Payment Remittance

To make a payment on one or more liabilities, go to the Payment Remittance menu item.

Bank Account Maintenance 1. Click on the Payment Remittance menu item.
1. | Payment Remittance 2. Click New Payment Remittance.
Employer Statement

Financial Status

New Payment Remittance v Advanced Search v

To create a new Payment Remittance or Payment, click the New Payment Remittance button. Click this button to search all Payment Remittance details

2.
Payment Remittance History v

Following are your submitted payment remittances.

2 3|/ 4| 5| MNext| Last Results1-100f50

(] ittance 1D i Amount  Remi Status Created By Created Date
] 325456 $1,265.42  Pending BKern25124 05/18/2021
O 325454 §1291242 Processed BKemn25124 05/18/2021
O 325098 $1,498.10 Processed BKern25124 05/14/2021
O 324923 §2798.59 Processed BKern25124 05/13/2021

Please Note:

Payment Remittance History: This panel shows the historical records of payments
that have been submitted to SERS.

Advanced Search: This allows you to search for specific liabilities and payments made
to SERS.
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The first step in making a new payment is to select what unpaid liabilities you wish to pay
from the list in the Unpaid Liabilities panel. This panel displays unpaid liabilities in order of
oldest to newest.

Steps (continued):

3. Select the liabilities you want to pay by checking the box next to them.
= Reminder: You can pay multiple liabilities with one Payment Remittance.

4. Click Add Selected To Pay.

— Finish & Submi

Remittance ID : Payment Remittance Status: Pending

Total Liability Amount Selected : $0 00 Total Payment Amount : $0.00

Available Credit Memo

|

Following Credit Memo is available to apply. Enter the amount in the 'Credit Amount To Use'
Employee Credit Memo

Credit Memo ID  Available Credit Amount ~ Credit Amount To Use  PayDate  Contribution Cycle Code  Contractor Name

No records to display.
Employer Credit Memo

CreditMemoID  Available Credit Amount ~ Credit Amount ToUse  PayDate  Contribution Cycle Code  Contractor Name

No records to display.

Unpaid Liabilities v

Select the Liabilities to pay and click 'Add Selected To Pay. To pay all Liabilities, click Add All To Pay'.

4 . Add Selected To Pay Add All To Pay
O

Liability ID  Linked to Remittance Liability Type Liability Amount  Remaining Balance Pay Date ibution Cycle Code Name SSN Name Invoice
(] 378219 No Employer Contributions ~ $40,006.48 $1,821.96 03/30/2021  SMO0003
O 3811 No Employer Contributions ~ $41,448.86 $41,448.86 04/15/2021  SMO0003
(] 386055 No Employer Contributions ~ $38,058.52 $38,058.52 04/30/2021  SMO0003
O 380822 No Employer Contributions ~ $38,788.34 $38,788.34 05/14/2021  SMO0003
3 L} 391830 No Employse Contributions ~ $250.00 $250.00 06/28/2023  BWKD0O1
0O jansean No Employer Contributions ~ $350.00 $350.00 06/28/2023  BWKDOO1
] 391832 No Employee Contributions ~ $500.00 $500.00 07/12/2023  BWKD001
O 391833 No Employer Contributions ~ $700.00 $700.00 07/12/2023  BWKD0O1

Please Note: If your district is a Foundation-participating district, your employer liabilities
will be paid with Foundation funds.
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The liabilities selected in the prior step have moved down to the Liabilities to Pay panel.

Steps (continued):

5. Enter in the amounts you intend to pay for each liability in the Payment Amount field.

6. Click Next.

Available Credit Memo

Unpaid Liabilities

Liability I~ Linked to Remittance
378219 No
382511 No

No

389822 No

391831 No

O o 0O 0o o o o

301833 No

Remittance ID :

Liability Type
Employer Contributions
Employer Contributions
Employer Coniributions
Employer Contributions
Employer Coniributions

Employer Confributions

Total Liability Amount Selected : $0.00

Select the Liabilities o pay and click ‘Add Selected To Pay. To pay all Liabilities, click ‘Add All To Pay.

Add Selected To Pay Add All To Pay

Liability Amount Remaining Balance

$40,006.48 §1821.96
54144885 541,448 86
538,056.52 538,058.52
53878834 538788 34
5350.00 5350.00
$700.00 5700.00

Pay Date

03/30/2021

04/15/2021

04/30/2021

05/14/2021

06/28/2023

07/12/2023

Payment Remittance Status: Pending

= - =
6.

Total Payment Amount :  $0.00

Contribution Cycle Code  Contractor Name  SSN  Name
SMO00003
SMO00003
SMO0003
SMO00003
BWEKD001

BWK0001

Invoice

Liabilities to Pay v

To pay other than the listed Liabilities, select the Liability Type and click Add Expected Liability button.

Expected Liability Type: v Pay Date: [l 7ac Expected Liasiity
Remove Selected Remove All
S.
[ Liability ID Liability Type Remaining Balance Payment Amount PayDate  Contribution Cycle Code SSN  Name Invoice Remittance ltem ID  Remittance Item Type
O 391830 Employee Contributions ~ $250.00 $250.00 06/28/2023  BWK0O001
a 391832 Employee Contributions ~ $500.00 8500.00} 07/12/2023  BWKO0001
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Steps (continued):

7. Select the Payment Type from the drop-down menu (i.e. ACH Debit, Checks, Other
EFT).

8. Click Add New Payment.

= You can add more than one payment if the total liability amount selected needs
to be paid from multiple accounts.

9. Enter the required information for your payment type.

10. Click Next.

10.
B

Remittance ID

Total Liability Amount Selected : 575000 ACH Debit:

You will pick the ACH Debit account,
the payment amount, and the date you
= want SERS to pull the money from the

7 8 account. eSERS automatically defaults

to the next business day.

Payment Information

9 o o Sei—m—" i P Fom—e Depending on the time of day the

"l e v) (o — = payment is submitted, all payments will

take one to two business days to post.

OR
Remittance ID : Payment Remittance Status : Pending
Total Liability Amount Selected : $750.00 Total Payment Amount : $0.00 1 0.
[ e |
Payment Information

Checks:
Enter the check number(s) and the

To create new payment item, Select the payment type and click 'Add New Payment.

7 * New Payment Type: [  Add New Payment 8
] [

payment amount.
)  PaymentType Check/Reference Number  Bank Account Payment Amount Payment Date
9- O checks $000
OR
Remittance ID : Payment Remittance Status: Pending 1 o
Total Liability Amount Selected : $750.00 Total Payment Amount: 3000 -

Payment Information

.
Other EFT:
To create new payment item, select the payment type and click ‘Add New Payment'

- 8 This payment type is to be used when

a district wants to send an ACH Credit.

You will need to enter the payment
) PaymentType Check/Reference Number  Bank Account Payment Amount Payment Date amount
9. (m] Other EFT $0.00 - I
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In the final screen of the payment process, review everything you have selected in terms
of liabilities to be paid and the payment method.

Steps (continued):

11. Click Finish & Submit.

Please Note: Corrections that need to be made prior to submission can be
A done by clicking the Previous button on this screen. Clicking Cancel will end

the process completely, and it will need to be done again from the start. If you
notice that your payment amount does not match what your system shows you owe,
there may be a Credit Memo that needs to be applied or an adjustment that has not
been posted. To prevent penalties, please review this prior to clicking Finish & Submit.

et m

Remittance 1D : Payment Remittance Status : Pending

Total Liability Amount Selected : $750.00 Total Payment Amount : $750.00

Confirm Payment Remittance Details

Following Liabilities are selected for payment
O Liability ID LiabilityType Remittance ltemID  Remittance ltem Type  Payment Amount Pay Date Contribution Cycle Code SSN  Name
O 391830 Employee Contributions $250.00 06/28/2023 BWKO0001
] 391832 Employee Contributions $500.00 07/12/2023 BWKO0001

Following Credit Memo will be applied against Liabilities.
Employee Credit Memo

Credit Memo ID  Available Credit Amount ~ Credit Amount ToUse  PayDate  Contribution Cycle Code  Contractor Name

No records to display.

Employer Credit Memo
Credit Memo ID  Available Credit Amount  Credit Amount ToUse  PayDate  Contribution Cycle Code  Contractor Name

No records to display.

Following payments will be applied against the Liabilities

[J  PaymentType Check/Reference Number Bank Account Payment Amount Payment Date

O ACH Debit SERS Payroll $750.00 07/01/2023

Reminder:

Please do not mail checks to the SERS office. Send checks to the lockbox at:
SERS
L-1617
Columbus, Ohio 43260-1617
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Once submitted, the system returns back to the first Payment Remittance screen with a
message that the data has been saved and the payment process is complete.

In the Payment Remittance History panel, the payment is reflected in a Pending status.
It will update to a Processed status once the payment has been received and processed.

This completes the payment process.

New Payment Remittance v Advanced Search ~

To create a new Payment Remittance or Payment, click the New Payment Remittance button. Click this button to search all Payment Remittance details

Payment Remittance History v

Following are your submitted payment remittances.

m 2 34 9 Next Last Results 1-10 of 50

O ittance ID  Remi Amount  Remi Status Created By Created Date

O 326506 §750.00  Pending KRabe01009 06/30/2023

Please Note:

To Void: While a remittance is in a Pending status, you can still void the payment by
checking the box next to the Remittance ID and clicking Void.
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Correcting a Payment Remittance

In the Payment Remittance History panel, you see the payment history and status of each
payment. Any remittance that is still in a Pending status can be altered or corrected if
needed.

Steps:

1. Click the Remittance ID of the record that is to be corrected.

New Payment Remittance v Advanced Search v

To create a new Payment Remittance or Payment, click the New Payment Remittance button Click this button to search all Payment Remittance details

New Payment Remittance Advanced Search

Payment Remittance History

‘

Following are your submitted payment remittances.

m 2 3 4 5 Next Last Results 1-10 of 50

O i [+] i Amount i Status Created By Created Date
326506 §750.00 Pending KRabe01009 06/30/2023
O 324870 §27,70591 Processed 5S5penc01009 05/13/2021

2. Click Correct Payment Remittance.

Remittance Details

Remittance ID: 326506 Remittance Status : Pending

Total Liability Amount Selected :  $750.00 Total Payment Amount :  $750.00

To correct the payment remittance click Correct Payment Remittance button.
Correct Payment Remittance

Payment Remittance Details

Liabilities selected in the payment remittance

Liability ID Liability Type Remittance ltem ID  Remittance tem Type  Payment Amount Pay Date Contribution Cycle Code SSN  Name
391830 Employee Contributions 422239 Employee Contributions $250.00 06/28/2023 BWKO001
391832 Employee Contributions 422240 Employee Contributions $500.00 07/12/2023 BWKO0001

Credit Memo applied against the Liabilities.

Employee Credit Memo

Credit Memo ID  Available Credit Amount  Credit Amount To Use  Reporting Period  Contribution Cycle Code  Contractor Name

No records to display.

Employer Credit Memo

Credit Memo ID  Available Credit Amount  Credit Amount To Use  Reporting Period  Contribution Cycle Code  Contractor Name

No records to display.

Payments applied against the Liabilities

Payment Type  Check/Reference Number  Bank Account Payment Amount  Payment Date

ACH Debit SERS Payroll $750.00 07/01/2023
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3. This opens the Payment Remittance screen where you can adjust the payment
amount in the Liabilities to Pay panel.

Cancel

Available Credit Memo

||

Unpaid Liabilities

Select the Liabilities to pay and click ‘Add Selected To Pay’. To pay all Liabilities, click 'Add All To Pay'.

Add Selected To Pay Add All To Pay

(] LiabilityID Linked to Remittance Liability Type Liability Amount ~ Remaining Balance ~ PayDate  Contribution Cycle Code  Contractor Name SSN  Name Invoice
O 278219 No Employer Contributions  $40,006.48 $1,821.96 03/30/2021  SMO0003
O 382511 No Employer Contributions  $41,448.86 $41,448 86 04/15/2021 SM00003
O 386055 No Employer Contributions ~ $38,058.52 $38,058.52 04/30/2021  SM00003
O 380822 No Employer Contributions ~ $38,788.34 3878834 05/14/2021 SM00003
O 391830 Yes Employee Contributions ~ $250.00 $250.00 06/28/2023  BWKOOO1
O 291831 No Employer Contributions ~ $350.00 $350.00 06/28/2023  BWKDOO1
O 391832 Yes Employee Contributions ~ $500.00 $500.00 07/12/2023  BWKOOO1
O 291833 No Employer Contributions ~ $700.00 $700.00 07/12/2023  BWKOOO1

Liabilities to Pay

|

To pay other than the listed Liabilities, select the Liability Type and click Add Expected Liability button,

Expected Liability Type: v Pay Date: (] Add Expected Liability

[ Liability ID Liability Type Remaining Balance Payment Amount PayDate  Contribution Cycle Code SSN  Name Invoice Remittance ltemID  Remittance Item Type
0O 391830 Employee Contributions ~ $250.00 ‘ $250.00 | 06/28/2023  BWK00O1 422239 Employee Contributions
0O 391832 Employee Contributions  $500.00 ‘ $500.00 | 07/12/2023  BWKO0001 422240 Employee Contributions

Follow the steps in previous sections to submit the payment. When submitting the
payment, you also can change the payment type or check number, if necessary.
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Credit Memos

When a school district uploads a separate adjustment file or manually enters an
adjustment, a Credit Memo will appear in the Payment Remittance application.

Before the liability is paid, the Credit Memo will need to be applied.

In order to apply the Credit Memo for your district, it will need to be used in a new and
separate payment remittance.

Bank Account Maintenance 1. Click on the Payment Remittance menu item.

Payment Remittance 1.

2. Click New Payment Remittance.

Employer Statement

Financial Status

New Payment Remittance ~ Advanced Search v

To create a new Payment Remittance or Payment, click the New Payment Remittance button. Click this button to search all Payment Remittance details

New Payment Remittance 2 - Advanced Search
Payment Remittance History v

Following are your submitted payment remittances.

mn 2| 3|4 5|[ next | Last| Resuts1-100f50

[]  RemittancelD Remittance Amount Remittance Status Created By Created Date
m] 325456 $1,26542 Pending BKem25124 05/18/2021
O 325454 $1291242  Processed BKemn25124 05/18/2021
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eSERS will show only the amount(s) available in the Credit Memo fields.
Steps (continued):

3. Enter the Credit Memo amount that you would like to apply to the unpaid liability.
= Auser can apply the amount to multiple liabilities at once if needed.

= Employee Contribution Credit Memos must be applied on a different Payment
Remittance than Employer Contribution Credit Memos.

4. Select the unpaid liability to which you want to apply the Credit Memo.
5. Click Add Selected to Pay.

e Finsh & Submit

Remittance ID : Payment Remittance Status: Pending

Total Liability Amount Selected: 30.00 Total Payment Amount : 5000

Cancel
Available Credit Memo v

Following Credit Memo is available to apply. Enter the amount in the ‘Credit Amount To Use’

Employee Credit Memo

Credit Memo ID  Available Credit Amount Credit Amount To Use PayDate  Contribution Cycle Code  Contractor Name 3 -

25186 510,00 $10.00 07/12/2023  BWK000S

Employer Credit Memo
CreditMemo 1D~ Available Credit Amount  Credit Amount To Use PayDate  Contribution Cycle Code  Contractor Name
25187 $14.00 50.00 07/12/2023  BWK000S

Unpaid Liabilities

|

Select the Liabilities to pay and click 'Add Selected To Pay. To pay all Liabilities, click Add All To Pay’

5 n Add Selected To Pay Add All To Pay
First || Prev || 1 Results 11-120f 12

[ Liability ID  Linked to Remittance Liability Type Liability Amount  Remaining Balance ~ Pay Date  Contribution Cycle Code Name SSN Name Invoice
4 - I 391834 No Employee Contributions ~ $1,288.72 $1,288.72 06/28/2023  BWKOD006 I
0O 391835 No Employer Contributions ~ $1,804.21 §1,80421 06/28/2023  BWKO0006
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6. Enter the Credit Memo amount in the Payment Amount box.

= Remember: Only the credit memo is being applied to the liability, not the
payment

7. Click Next.

rrnn “ —
Remittance ID : Payment Remittance Status : Pending 7
L]

Total Liability Amount Selected : $0.00 Total Payment Amount : $0.00

Cancel

Available Credit Memo

|

Following Credit Mema is available to apply. Enter the amount in the-‘Credit Amount To Use’
Employee Credit Memo

CreditMemo D Available Credit Amount  Crediit Amount To Use PayDate  Contribution Cycle Code  Contractor Name
25186 510,00 07/12/2023  BWK0O006
Employer Credit Memo

CreditMemo ID  Available Credit Amount Credit Amount To Use PayDale  Contribution Cycle Code  Contractor Name

25187 $14.00 $0.00 07/12/2023  BWK0006
Unpaid Liabilities ~

Liabilities to Pay

|

To pay other than the listed Liabiities, select the Liability Type and click Add Expected Liability button.

Expected Liability Type: v Pay Date: [0 7ad Expectediabittty
Remove Selected Remove Al 6
u

O LiabilityID Liability Type Remaining Balance| Payment Amount PayDate  Contribution CycleCode SSN Name Invoice Remittance ltem 1D Remittance ltem Type

0O 391834 Employee Contributions ~ $1,28872 $1000 06/28/2023  BWK0006

Remittance




The user will need to verify that the payment information for the credit memo is correct.

8. Click Finish & Submit.

mm

Remittance ID : Payment Remittance Status : Pending

Total Liability Amount Selected : $10.00 Total Payment Amount: $10.00

Confirm Payment Remittance Details

Following Liabilities are selected for payment

[J  Liability ID Liability Type Remittance Item ID  Remittance Item Type  Payment Amount Pay Date Contribution Cycle Code SSN  Name

O 391834 Employee Contributions $10.00 06/28/2023 BWKODD0S @

Following Credit Memo will be applied against Liabilities.
Employee Credit Memo

CreditMemo ID  Available Credit Amount  Credit Amount To Use Pay Date Contribution Cycle Code  Contractor Name
25186 $10.00 $10.00 07/12/2023 BWKO006

Employer Credit Memo

CreditMemo ID  Available Credit Amount  Credit Amount To Use Pay Date Contribution Cycle Code  Contractor Name
25187 $14.00 $0.00 07/12/2023  BWK0006

Following payments will be applied against the Liabilities

[J PaymentType Check/Reference Number Bank Account Payment Amount Payment Date

No records to display.

Tip: When you click Finish & Submit, you are confirming the credit memo
information in the Confirm Payment Remittance Details Panel.

The credit memo will automatically show a Processed status on the main Payment
Remittance page under the Payment Remittance History panel.

This means it has been applied to the liability.

New Payment Remittance v Advanced Search v

Click this button to search all Payment Remittance details

To create a new Payment Remittance or Payment, click the New Payment Remittance button.

New Payment Remittance Advanced Search

Payment Remittance History

Following are your submitted payment remittances.

i Y
2 3 | 4| 5 | MNext Last Results1-100f50

[J] RemittanceID Remittance Amount Remittance Status Created By Created Date

] 326507 $10.00§ Processed KDougl25124 06/30/2023
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Payment Remittance History

On the Payment Remittance screen, the Payment Remittance History panel allows a user
to get more details on payments.

Steps:
1. Click the hyperlinked Remittance ID.

New Payment Remittance ~ Advanced Search i

To create a new Payment Remittance or Payment, click the New Payment Remittance button. Click this button to search all Payment Remittance details

Payment Remittance History ~

Following are your submitted payment remittances.

2 3| 4|/ 5 | Next  Last | Results1-100fs0

[J  Remittance ID i Amount i Status Created By Created Date
[m] $1000 Processed KDougl25124 06/30/2023
O 325456 $1,26542  Pending Biern25124 05/18/2021
O 325454 $12912.42 Processed BKern25124 05/18/2021

This opens the Payment Remittance Maintenance screen for the user to view the details
of the payment.

Remittance Details

Remittance ID: 325454 Remittance Status : Processed

Total Liability Amount Selected : $12,912 42 Total Payment Amount : $12,912.42

Payment Remittance Details

Liabilities selected in the payment remittance

Liability ID Liability Type Remittance ltem ID  Remittance ltem Type ~ Payment Amount ~ PayDate  Contribution Cycle Code SSN  Name
390858 Employee Contributions 420964 Employee Contributions $5380.19  05/14/2021 BWKO0001
390859 Employer Contributions 420965 Employer Contributions $7,532.23  05/14/2021 BWKO0001

Credit Memo applied against the Liabilities

Employee Credit Mema

CreditMemo ID  Available Credit Amount  Credit Amount To Use  Reporting Period  Contribution Cycle Code  Contractor Name

No records to display.

Employer Credit Memo

CreditMemo ID  Available Credit Amount  Credit Amount To Use  Reporting Period  Contribution Cycle Code  Contractor Name

No records to display.

Payments applied against the Liabilities

PaymentType Check/Reference Number  Bank Account  Payment Amount  Payment Date

ACH Debit §12,912.42 05/21/2021
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Advanced Search

The Advanced Search option in the Payment Remittance application can be used to
search for older payments.

Steps:
1. Click Advanced Search.

New Payment Remittance ~ Advanced Search v

To create a new Payment Remittance or Payment, click the New Payment Remittance button. Click this button to search all Payment Remittance details

New Payment Remittance Advanced Search 1 -

Payment Remittance History

|

Following are your submitted payment remittances.

st h m
WZ 3| 4 || 5| Next || Last | Results1-100f50

(] Remittance ID  Remittance Amount  Remittance Status Created By Created Date

[m] 326507 $10.00 Processed KDougl25124 06/30/2023

This opens the advanced search screen for payment remittance.
2. Enter the search criteria.

3. Click Search.

|‘|

Criteria
2 Remittance ID : Payment Remittance Amount : Payment Remittance Status : | 4|l ~
L]
Liability Type : | Emplayee Contributions v Liability Amount :
Check/Reference Number : Credit Memo ID :

Search Results

Export To Excel

2|3 36 || 37 || Next || Last | Results1-100f362

[J RemittanceID, Payment Amount ~Created Date

|

O 326507 $0.00 06/30/2023
0O 325456 $1,265.42 05/18/2021
O  3e5454 §12912.42 05/18/2021

The system will display the results based off your search criteria.

To get more information on the payment, click the Remittance ID. This opens the
Payment Remittance maintenance screen where you will see a breakdown of the
payments made to SERS.

information pulled from eSERS. Check the box next to the Remittance ID and

@ Tip: The Export to Excel function can be used to help create a report on the
click Export to Excel.
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