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Toll Free (800) 821-2251 
doa.drb.activepayroll@alaska.gov 



Discussion Topics 
 

• New Payroll Contact / LogonID Form 
• My Alaska / Employer Services 
• eReporting / Banking Tab 
• Common Errors in eReporting 
• Retirement & Benefits Forms 
• Processing Staff 

 



Employer Services 



Employer Forms 



Employer Forms 



LogonID Request Form for Users 
• The LogonID form 

must be signed by 
the new payroll 
contact and the 
Employer 
Representative. 



LogonID Request Form for Users 
 

• DO NOT Share your password and username 
with anyone.  
• Criminal Activity: by signing the LogonID 

form you acknowledge that misuse of 
computing resources is a criminal activity  
punishable under Alaska Statute AS 
11.46.484 



User Rights 

Are you adding, deleting or changing a payroll 
contact?  
• Member Accounts:  

• Basic Indicative and Employment 
Information 

• Defined Contribution Account Balances 

What User Rights Are Needed?  



User Rights 

• Web Reports:  
• Member Detail Report 
• Service Detail Report 

• Employer eReporting Tool:  
• Payroll and Employee’s Information 
• Full access rights to include set up for bank 

account access 

What User Rights Are Needed?  



Logon ID Request 



Logon ID Request 
Once your payroll contact has entered you into 

eReporting, an email will be automatically  
generated with your temporary password, 

similar to the email below.     



Questions or comments  
for LogonID?  



Employer Access  



Employer Account Access Logon 



Employer Account Access Logon 



Employer Account Access Logon 
Employer Services 



Employer Services 

Click on this link to view your report 



Employer Services 
• Full name 
• Hire date 
• Date of birth 
• Address 
• Fund 
• Employment status 
• Tier status 
• Last event entered and date 



Questions or comments  
for Employer Services?  



Welcome to eReporting 



Welcome to eReporting 
https://concord.retben.state.ak.us/ers/forms/PayrollControl.html  



Welcome to eReporting 



Welcome to eReporting 

• You will need to log into eReporting with 
your temporary password, then you will 
prompted to enter in a new password.   

• Once you have successfully changed your 
password, you will need to log out of 
eReporting and log back in, using your new 
password. 

NOTE:  



Welcome to eReporting 
Once you have changed your password, 
eReporting will send you an email confirming 
the password has been changed. 



Welcome to eReporting 

• Enter in your pay period ending date 
(example: 11/15/2012) 

• Enter in the issue date (example: 11/19/2012)  
• Select payroll  

cycle:  
Semi-Monthly 

 

Control Tab 



Welcome to eReporting 
This is what you will see after you have created 
a New Payroll, your next step will be to either 
clone a previous payroll, import your payroll, 
or click on the payroll tab to enter in your 
payroll manually.  



Welcome to eReporting 



Welcome to eReporting 



Welcome to eReporting 



Welcome to eReporting 



Payment Options 

• Check: Mailing a check directly to the 
Division of Retirement and Benefits   

• Other ACH (automated clearing house) 
• eReporting electronic payment 
• No Payment:  This should only be used if  

pre-approved by the Division of Retirement 
and Benefits 



Payment Options 
• Dedicated email 

address for scanned 
summary reports:  
doa.drb. 
employerpayroll 
@alaska.gov 

  
• Dedicated fax 

number is:   
(907) 465-3364 



Employer Summary Report 



Employer Summary Report 



Transmittal of Contributions 
• All payrolls and money are due to be 

transmitted to the plan no later than 15 days 
after the payroll issue date. 

• An email reminder will be sent to the payroll 
contact.  

• 30 days late – A certified letter will be mailed 
to the payroll contact with a courtesy copy to 
the Administrator. 

• 60 days late – A certified letter will be mailed 
to the Administrator. 



Questions or comments?   



Common Errors in  
eReporting 

Division of Retirement and Benefits 



Common Errors in eReporting 
 

• Adding a new employee 
• Adjustments 
• Unhandled errors 
• Service ends 45 days or more before PPE 



Common Errors in eReporting 

• Use “New Employee” tab first 
• This will automatically generate a 

personnel record and an event record 
• Then use the “Payroll” tab 
The sequence of how new employees are 
entered is very important. 

 

Things to remember when adding  
a new employee: 



New Employee 



New Employee 



New Employee 



Adjustments 

 
• All contributions associated with the salary 

should be adjusted by pay period end date.  
• Use the calculator button when creating an 

adjustment record. 
• HRA will need to be changed to zero if your 

not adjusting the salary as a whole. 

Things to remember when adding an 
adjustment record: 



Adjustments 

• If you have an employee who has been 
terminated for more than 60 days, please 
contact your payroll technician before 
submitting an adjustment record. 

• If you have multiple adjustment records for 
one individual they must be submitted by pay 
period end date, not submitted as one lump 
sum. 

Things to remember when adding an 
adjustment record: 



Adjustments 



Unhandled Errors 

• When a validation failure occurs an e-mail 
will automatically be generated to both the 
employer and the eReporting administrator. 

• A validation failure could mean several 
different errors. We recommend contacting 
your payroll technician for assistance.      



Service Ends 45 Days or More Before PPE  

• If the employee has had an event stopping 
their service, such as Teacher’s service end 
(TSE) or leave without pay (LWP), our 
system will NOT allow contributions to be 
reported. 

• Possible ways to correct: 
• If the employee worked during this pay 

period, add STAT event returning the 
employee to work. 

• Contact your payroll technician for 
additional assistance. 



Common Errors / Combined Retirement System (CRS) 

• Extra: incoming   
  (Event sequence error ) 
• Contributions 60 days after term 
• No hire event precedes this payroll record 
• Member already hired with employer 
• Status sent (xxx) not = history event status 

(xxx) 
 

Critical 



Common Errors / Combined Retirement System (CRS) 

 
• Hire/stat older than 60 days  
• Voluntary Savings greater than 5% 
• Possible identity conflict with this change 
• Duplicate record found in MEMHIS 

(membership history) 

Warnings 



DB and DCR Employee Forms 
• PERS/TRS Defined Benefit Refund Election 

• (PERS Tiers I, II, III / TRS Tiers I, II) 
• PERS Defined Contribution Retirement Plan 

Distribution/Direct Rollover Request  
• (PERS Tier IV) 

• TRS Defined Contribution Retirement Plan 
Distribution/Direct Rollover Request  
• (TRS Tier III) 



Employee Forms 



Employee Forms 
• PERS/TRS DB  

Refund Election form 
• PERS Tier I, II  

and III 
• TRS Tier I and II 



Employee Forms 
• PERS – DCR Tier IV  

Distribution/  
Direct Rollover 
Request 
401(a) Plan form 



Employee Forms 
• TRS – DCR Tier III 

Distribution/  
Direct Rollover 
Request 
401(a) Plan form 



Finance Section  
 

Kevin Worley, Chief Financial Officer  

 (907) 465-5703 |  kevin.worley@alaska.gov 

   

 

  Christina Maiquis, Accounting Supervisor  

 (907) 465-1845  |  christina.maiquis@alaska.gov    

 

mailto:kevin.worley@alaska.gov
mailto:christina.maiquies@alaska.gov


Active Payroll & Retiree Payroll 
 

Brian Sylvester, Retiree Payroll Supervisor 

(907) 465-5706  |  brian.sylvester@alaska.gov    

 

       Erika Burkhouse, Active Payroll Supervisor  

 (907) 465-5715  |  erika.burkhouse@alaska.gov   

 

 

mailto:brian.sylvester@alaska.gov
mailto:erika.burkhouse@alaska.gov


Active Payroll  
 

    Mandy Ireland, Retirement & Benefits Specialist 
(907) 465-5716  |  amanda.ireland@alaska.gov   

Employer numbers 502 through 524 and 101  

 

      Leighann Rose, Retirement & Benefits Technician 
(907) 465-3862  |  leighann.rose@alaska.gov   

            Employer numbers 102 through 160 and 173  

(excluding 110, 111, 113, 117, and 145)  

 

mailto:amanda.ireland@alaska.gov
mailto:leighann.rose@alaska.gov


Active Payroll  
 

 Linda Zagar, Retirement & Benefits Technician 
(907) 465-3765  |  linda.zagar@alaska.gov   

Employer numbers 101, 501, 601, 901  
(excluding 701, 706, 722, 733, 736, 746) 

 

         Courtney Oliva, Retirement & Benefits Technician  
 (907) 465-5709  |  courtney.oliva@alaska.gov   

        Employer numbers 110, 111, 113, 117, 145, 180, 190,  

701, 706, 722, 733, 736, 746   

          

  

mailto:linda.zagar@alaska.gov
mailto:courtney.oliva@alaska.gov


Active Payroll  
 

   Lyn Fiehler, Retirement & Benefits Technician 
   (907) 465-5713  |  lyn.fiehler@alaska.gov  

Employer numbers 222, 228 through 298 

 

 

    Vacant, Retirement & Benefits Technician      

  (907) 465-5714 |  Vacant  

       Employer numbers 222, 228 through 298 

 

mailto:lyn.fiehler@alaska.gov


Retiree Payroll 
 

         Tushyne Eyre, Retirement & Benefits Technician             
  (907) 465-5702  | tushyne.eyre@alaska.gov               

 Supplemental Benefits System Refunds 

      

        

 Tonia Haggard, Retirement & Benefits Technician  
            (907) 465-5708  |  tonia.haggard@alaska.gov 

      Public Employees’ Retirement System and Teachers’ 
Retirement System Refunds 

mailto:tushyne.eyre@alaska.gov
mailto:tonia.haggard@alaska.gov


Retiree Payroll   
    

      Cynthia Johnson, Retirement & Benefits Technician  
  (907) 465-3366  |  cynthia.johnson@alaska.gov 

    Deferred Compensation Plan Refunds 

 

   

             Robert Riggs Jr, Retirement & Benefits Technician  
  (907) 465-1844  |  robert.riggs@alaska.gov 

 

    

mailto:cynthia.johnson@alaska.gov
mailto:robert.riggs@alaska.gov


Retiree Payroll   
    

      Laurie Helfinstine, Retirement & Benefits Tech I  
  (907) 465-3104  |  laurie.halfinstine@alaska.gov 

  

 

   

                 Lucy Ibesate, Accounting Tech III 
  (907) 465-5988  |  lucy.ibesate@alaska.gov 

 

     

mailto:laurie.halfinstine@alaska.gov
mailto:lucy.ibesate@alaska.gov


Wrap Up 
 

• Questions? 
 

• Comments?  
 

• Suggestions? 
 

• What's new?  
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