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OVERVIEW 
Thank you for using the Teachers’ Retirement System (TRS) On-Line Payroll Insurance 

Reporting.  The TRS respects your time and the competing priorities of your job, and want to 
make the process of entering and updating insurance payments as efficient and easy as 
possible.  For assistance contact the following: 
• IT technical assistance contact: Rick Bush at 406-444-3395 or Rex Merrick at 406-444-

9293. 
• Monthly payroll insurance reporting questions: contact Natalie Chamberlain at 406-444-3185 

or Karla Scharf at 406-444-3135. 
 

GUIDELINES 
Please note the following guidelines that the TRS has for the on-line Payroll Insurance 

Reporting.  These current guidelines allow the TRS to offer this service without increasing its 
cost. 
 

• Please read the manual before you call for help, it addresses many of the questions. 
• Under the statutes governing the retirement system, the TRS only processes payroll 

insurance premiums for TRS employer sponsored insurance plans via the on-line reporting. 
• The benefit recipient and you are required to complete an initial ‘Authorization for Deduction 

of Health Insurance’ form (http://www.trs.mt.gov/Retirees/Forms/Ins.pdf) and submit this 
original form to the TRS.  Upon receipt of the properly completed form, a TRS staff member 
will update the on-line reporting, which will allow you to commence withholding an insurance 
premium on behalf of that benefit recipient.  Again, only benefit recipients receiving a 
monthly check from the TRS are eligible for this optional payroll insurance deduction. 

• As the employer, you are responsible for the timely and accurate entry of payroll insurance 
amounts/adjustments.  The TRS applies your update to the benefit recipient’s monthly 
retirement benefit check.  You are responsible for the correction of mistakes, omissions, 
additions, etc.  Any changes after the 15th of the month can only be adjusted by you on the 
next month’s payroll, or directly by you in consultation with the affected benefit recipient. 

• The TRS payroll insurance reporting system is available from the 1st to the 15th of each 
month, 24/7.  If the 15th falls on a weekend, then it is available until the end of next business 
day.  After the 15th, the TRS closes the on-line payroll insurance reporting to allow time to 
prepare and run payroll services for 12,000 benefit recipients. 

• The TRS completes the payroll process prior to the end of each month.  After the payroll 
process is complete the on-line payroll insurance reporting will be made available to you.  If 
you receive a message saying the insurance reporting is unavailable, please check back in 
three to five working days.  Otherwise, assume the on-line insurance reporting is available 
beginning the 1st of the next month. 

• Please pay close attention to the master deduction codes when creating codes and 
descriptions for your insurance premiums.  By using the master deduction codes you can 
update the insurance premiums for many individuals by changing the amount on one master 
record.  It is important that you name your codes in such a way that they are easily 
manageable now and in the future. 

• The security of the on-line insurance reporting depends on keeping your user name and 
password confidential.  Remember to choose a password that is six to 13 characters long 
and composed of upper and lower case letters and numbers.  Your password is case 
sensitive.  You must change your password every 60 days. 

http://www.trs.mt.gov/Retirees/Forms/Ins.pdf�
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ON-LINE REPORTING STEPS 
 

On-Line Payroll Insurance Reporting allows you to enter, update, correct and review 
insurance premiums withheld by the TRS on behalf of benefit recipients.  The on-line process 
consists of the following steps: 
 

1. Review the deduction codes to make sure the correct amounts appear for each code you 
use or create.  Deduction codes have start and expiration dates that allow you to set the 
codes for a benefit recipient in advance.  Enter the date a code expires.  Unexpired 
codes will have a blank expiration date. 

2. For each benefit recipient for whom you add or adjust, you must update and validate 
their insurance premium deduction record.  Remember, you are responsible for notifying 
the benefit recipient in advance of changes in their insurance premium deductions. 

3. Print your monthly insurance report for your records. 
 

All changes directly affect TRS payroll production.  The only verification the TRS 
performs on insurance premium amounts is to ensure they have a valid master deduction code 
and do not exceed the benefit recipients monthly benefit check after other payroll deductions 
have been applied.  Codes can only be entered from the current date forward.  No back-dating 
of deduction codes is allowed.  Any change in insurance amounts generates a check stub that is 
mailed to the benefit recipient.  The phone number of the employer’s insurance reporting person 
is printed on the check stub so the benefit recipient knows whom to contact in case of questions. 
 

On-line reporting does not allow any sequence of insurance premium deductions that will 
result in a negative amount on a benefit recipient’s check.  It is important for you to know the 
order in which payroll deductions must occur as follows: 
 

1. Federal income tax according to the current tax tables 
2. Additional federal income tax amount being withheld 
3. Internal Revenue Service levies 
4. Montana state income tax according to the current tax tables 
5. Additional Montana state income tax being withheld 
6. Child support by court order 
7. Insurance deductions in order by ‘Begin Date’ 
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GETTING STARTED 
 

In order to use the website you will need: a computer, an internet connection, a web 
browser, and a printer.  No additional software or hardware is necessary.  Additionally, you will 
want to have each benefit recipient’s current insurance premium amounts and deduction code 
plans available for reference.  To begin, go to the TRS website, select the ‘Employers’ menu 
option, and access ‘Payroll Insurance Reporting’. 
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PAYROLL INSURANCE REPORTING 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Log on to 
this link.’ 

Enter your 
‘User Name’ 

and 
‘Password’. 

Updated 
version of 

User’s 
Manual 

Retiree 
Insurance 

Form 

 

Payroll Insurance Reporting 

This is the home page for the Pay roll Insurance Reporting System developed by TRS staff and Alfred 

Munksgard and Associates. The purpose of th is page is to prov ide employers with the resource and contact 

information they need for timely and correct reporting. 

A benefit recipient who is a participant in an employer-sponsored group insurance plan may elect to have 

the monthly premiums withheld from their retirement benefit by contacting the payroll clerk at the place of 

the member's former employment The annual tax Form 1099-R will note the total amount of the insurance 

premiums withheld for that year. This prov ision does not include indiv idual insurance policies. (Ref : §19-20-

1101, MCA) 

The TRS has no connection wit h group insurance plans, but offerst hewithholding of monthly 

insurancepremiumsa.sa servicetoourbenefitrecipients andthemember'sformeremployer. All 

questions concerning coverage must be addressed to t he member's f ormer employer. 

The documentation link below will t ake you to the latest copy of the manual. Please download the manual as 

it is very helpful in guiding you through the new program. If your password does not work, please ca ll Bill 

Hallinan at 406-444- 339 5. 

Payroll Insurance Reporting 

User's Manual (859K, 24 pages) 

Quick Help 

Employer Payroll Insurance Sign-Up Form 
(Form 141) 

Authorization For Insurance Deduction 
(Form 117) 

Click Below t o e-mail for help, or call us directly. 

Natalie Chamberlain 

Karla Scharf RRick Bush

-444- 3395 

406-444- 9293 

Click here to enter the Payroll Insurance Reporting system. 
Your password is six to th irteen characters long and 
composed of upper and lower case letters and numbers. Your 
password is case sensit ive. Please change your password 
every 60 days. 

Print out or save the Payroll Insurance Reporting User's 
Manual (last updated 5/ 3/ 2007). 

Page of quick help information. 

Form employers complete to authorize access and maintain 
payroll insurance records utilizing the Montana Teachers' 
Retirement System (TRS) on-line Payroll Insurance Reporting 
system. 

Form benefit recipients complete for insurance deduction. 

Pay roll Insurance Reporting 

Payroll Insurance Reporting 

Web Access, Pass word, and Computer Help 

Web Access, Password, and Computer Help 

cm1127
Typewritten Text

cm1127
Typewritten Text

cm1127
Typewritten Text

cm1127
Typewritten Text

cm1127
Typewritten Text

cm1127
Typewritten Text

cm1127
Typewritten Text

cm1127
Typewritten Text

cm1127
Typewritten Text

cm1127
Typewritten Text

cm1127
Typewritten Text

cm1127
Typewritten Text

cm1127
Typewritten Text

cm1127
Typewritten Text

cm1127
Typewritten Text

cm1127
Typewritten Text

cm1127
Typewritten Text

cm1127
Typewritten Text



Montana Teachers’ Retirement System 
Employers’ Manual – Section 3 
Revised 02/2010 
 Page 6 

 

GENERAL INFORMATION AND HINTS 
Here are some helpful hints on how to get the most out of the entry screen.  Many of the 

screens contain the same buttons.  Here are the commonly used buttons and their functions: 
 

  If the Search button is present on the screen, you can click the Clear button to clear 
the screen, enter values in the first line of the summary or detail fields and click the Search 
button to look up those records.  If records are not present the resulting screen will be blank.  
Click the Back button on the browser to return to where you started. 
 

  You must click the Save button to save any changes you make on a screen.  The Save 
button will save work entered in entry fields.  An entry field on a screen has a light gray border.  
‘Display only' fields appear grayed out. 
 

  The Clear button clears the contents of the fields, but does not affect saved data.  This 
button is helpful to use when searching to clear the screen, enter the values to be found, and 
click the Search button. 
 

  Click the Reset button to return the screen values to the values that were present 
before any screen information changed was edited or saved.  This is a helpful button when you 
want to return to the original values. 
 

  The Home button takes you to the Payroll Insurance Deductions main menu. 
 

  Click the Cancel button to cancel the present operation and return you to the prior 
screen. 
 

  The Jump button is similar to the Search button, but searches by name.  Entering a 
partial name will find the names beginning with the characters entered. 
 
<< Previous List  Allows you to page forward and backwards through the information.  Click this 
link to move backwards.  If you want to keep any changes on this screen, make sure to first click 
the Save button. 
 
Next List >>  Click this link to move forward.  If you want to keep any changes on this screen, 
make sure to first click the Save button. 
 
<< Previous Page  Same as << Previous List. 
 
Next Page >>  Same as Next List >>. 
 
Back  Go back to the previous screen. 
 
Help ?  Opens help web page in another browser window. 

https://www.trs.mt.gov/cgi-bin/phcgi.exe?PH_HTML=WEBCN01A.htm&PH_QKC=WEBCN01A&PH_APP=Default&PH_SEARCH=ENTRY-NO%3D%3D1*-*-*SCREEN-A-ACCESS%3D%3DU*-*-*PASS-FTE-COMP%3D%3D0*-*-*SIGNON-INITIALS%3D%3DAMA1*-*-*PASS-BATCH-NO%3D%3D1*-*-*PASS-PERIOD%3D�
https://www.trs.mt.gov/cgi-bin/phcgi.exe?PH_HTML=WEBCN01A.htm&PH_QKC=WEBCN01A&PH_APP=Default&PH_SEARCH=ENTRY-NO%3D%3D1*-*-*SCREEN-A-ACCESS%3D%3DU*-*-*PASS-FTE-COMP%3D%3D0*-*-*SIGNON-INITIALS%3D%3DAMA1*-*-*PASS-BATCH-NO%3D%3D1*-*-*PASS-PERIOD%3D�
https://www.trs.mt.gov/cgi-bin/phcgi.exe?PH_HTML=WEBlu07.htm&PH_QKC=WEBlu07&PH_APP=Default&PH_SEARCH=LOOKUP-NAME-LAST%3D%3Dchri*-*-*SCREEN-A-ACCESS%3D%3DU*-*-*PASS-EMPLOYER%3D%3D560021*-*-*SIGNON-INITIALS%3D%3DAMA1*-*-*PASS-KEY%3D%3D20041101560�
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PAYROLL INSURANCE REPORTING ACCESS 
 

Click the link ‘Payroll Insurance Reporting System’ to log on.  At the login screen, enter 
your TRS six-digit employer ID in the ‘Employer’ field.  Your ‘Password’ is the password that the 
TRS sent to you.  If you do not have a password or if entering this information does not allow 
you access, please contact the TRS IT Department: Rick Bush at 406-444-3395, or Rex 
Merrick at 406-444-9293.  When changing your password, remember to choose a password that 
is six to 13 characters long and composed of upper and lower case letters and numbers.  Your 
password is case sensitive.  You are required to change your password every 60 days. 
 

 
 

You may get a message from your web browser software asking if you want to save your 
password; ALWAYS answer NO.  It is more secure for you to enter your password each time 
you access the system.  After a successful login you will have access to the following screen: 
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PAYROLL INSURANCE DEDUCTIONS MENU (Home Page) 

 
 

DEDUCTION MENU OPTIONS 
Deduction Summary Displays all insurance premium deductions for all benefit recipients, 

allowing the beginning and ending insurance premium deductions 
for each benefit recipient to be changed. 

 

Deduction Detail Displays insurance premium deductions for an individual benefit 
recipient, allowing beginning and ending insurance premium 
deductions for each benefit recipient to be changed. 

 

Deduction History Displays insurance premium deduction history by benefit recipient. 
 

Master Deduction Codes Allows you to create deduction codes with effective dates, 
amounts, and descriptions.  A benefit recipient can be assigned 
one or more deduction codes.  Changing the deduction code 
amount on the master deduction code record changes the amount 
for all benefit recipients using that deduction code. 

 

Employer Contact Info  Allows you to update the TRS information relative to the ‘Contact 
Person’ for payroll insurance reporting purposes only.  Please keep 
this information up to date.  The TRS will alert those with current e-
mail addresses regarding the system’s availability. 

 

Deduction Reports  Allows you to print a number of reports to help you manage payroll 
insurance reporting. 

 

Validate Deductions Validates all entries for the current month to ensure benefit 
recipient checks will cover insurance premium deductions.  Checks 
all insurance premium deductions and selects criteria for 
comparison report. 

 

Logout Allows you to logout of the on-line ‘Payroll Insurance Reporting’. 

Page-by-page changes 

Message letting you know 
what payroll is affected by 
your changes. 

Changing single benefit 
recipient only. 

Mass changes through 
changing deduction code 
values. 

Validate your work! 
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HOW DO I? 
 

This section provides screen shots of the steps you will use to perform common tasks.  
This page can be used as a quick start or for a review each month. 

How do I add a new benefit recipient to payroll insurance premium deductions? 

 Please read the section on ‘Master Deduction Codes’ for important suggestions about 
how to add, change, and organize your codes, on Page 19. 
 
On the ‘MASTER DEDUCTION CODES’ screen: 
 
 

 
 

 

1. Look up the ’Deduction Code’ or amount that represents the insurance premium you want 
to apply to the new benefit recipient. 

2. If the code already exists, click the browser back arrow to return to the ‘Payroll Insurance 
Deductions Menu’.  From this menu click the ‘Deduction Detail’ button and follow the 
instructions. 

3. If the code is not available, refer to Page 19 to update the ‘Master Deduction Codes’ 
table. 
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On the ‘DEDUCTION DETAIL’ screen: 

 

 
Enter the ‘Benefit Recipient’s SSN’. 

1. Click the Search button; 
2. Select the ‘Deduction Code’ from the pull down scroll bar. 
3. Enter the ‘Begin Date’ as the first of the month in which the insurance premium deduction 

begins, i.e., 10/1/2006. 
4. Click the Save button.  The rest of the fields will populate automatically when you click 

the Save button. 
 
 

When you are finished with all your entries, click the Validate Deductions button to validate 
your work. 
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How do I cancel a payroll insurance premium deduction for a benefit recipient?  

Use ‘DEDUCTION SUMMARY’ or ‘DEDUCTION DETAIL’ 
 
On the ‘DEDUCTION SUMMARY’ screen: 
 

 
 

1. In the ‘Jump to Last Name’ field enter the benefit recipient’s last name. 
2. Click the Jump button. 
3. Click the ‘Delete? Expire’ check box. 
4. The Save button will present 
5. Click the Save button. 

 
 
 
 

OR 
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On the ‘DEDUCTION DETAIL’ screen: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Enter the ‘Benefit Recipient’s SSN’. 
2. Click the Search button. 
3. Enter the ‘End Date’ as the last day of the month the insurance premium deduction 

ended, i.e., 10/31/2006. 
4. Click the Save button. 

 
 

When you are finished with all your entries, click the Validate Deductions button to validate 
your work. 
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How do I change the deduction code and insurance premium amount for a single benefit 
recipient?  

Use ‘MASTER DEDUCTION CODES’ and  
(‘DEDUCTION SUMMARY’ or ‘DEDUCTION DETAIL’) 

 
On the ‘MASTER DEDUCTION CODES’ screen: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

After entering either the ‘Search by: Deduction Code’ field or ‘Amount’ field, click the 
Search button to look up the appropriate deduction code or amount that represents the 
insurance premium to be applied to the benefit recipient. 
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On the ‘DEDUCTION SUMMARY’ screen: 
 

 
 

1. In the ‘Jump to Last Name’ field enter the benefit recipient’s last name. 
2. Click the Jump button. 
3. Click in the ‘New Code’ field and enter the new deduction code. 
4. Click the Save button. 

 
 

OR 
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On the ‘DEDUCTION DETAIL’ screen: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Enter the ‘Benefit Recipient SSN’. 
2. Click the Search button. 
3. Expire the old deduction code by entering the ‘End Date’ as the last day of the month the 

deduction code ended, i.e., 10/31/2006. 
4. Select the new ‘Deduction Code’ from the pull down. 
5. Enter the ‘Begin Date’ as the first of the month in which the insurance premium deduction 

begins, i.e., 10/1/2006. 
6. Click the Save button. 

 
 

When you are finished with all your entries, click the Validate Deductions button to validate 
your work. 
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How do I make a one-time insurance premium adjustment utilizing the ‘Adjust’ option for 
a single benefit recipient? 
 

On the ‘DEDUCTION DETAIL’ screen: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Enter the ‘Benefit Recipient SSN’ in the box provided, i.e., 111111111. 
2. Click the Search button. 
3. If applicable, expire the current ‘Deduction Code’ by entering an ‘End Date’ as the last 

day of the month this code must end, i.e.,’ 10/31/2006. 
4. On the first blank line available you must select any valid deduction code from the pull 

down scroll bar. 
5. You must select ‘Adjust’ from the ‘Table/Adjust’ pull down scroll bar.  The ‘Adjust’ (fixed) 

amounts are to be used to make one-time only corrections. 
6. You must enter the adjust/fixed amount you wish to have withheld in the ‘Insurance 

Premium’ column, i.e., 55.00. 
7. You must enter a ‘Begin Date’.  The ‘Begin Date’ must be the first day of the month in 

which the insurance premium deduction should begin, i.e., 11/01/2007. 
8. You must enter an ‘End Date’.  The ‘End Date’ must be the last day of the month this 

one-time deduction should end, i.e., 11/30/2006. 
9. Click the Save button. 
 

 

When you are finished with all your entries, click the Validate Deductions button to validate 
your work. 
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How do I change the amount of a payroll insurance premium deduction for multiple 
benefit recipients that share the same deduction code? 
 

Please read the section on the ‘Master Deduction Codes’ for important suggestions about 
how to add, change, and organize your codes, on Page 19. 
 
On the ‘MASTER DEDUCTION CODES’ screen: 
 

 
 
 

1. Enter ‘Deduction Code’ or amount. 
2. Click the Search button. 
3. Change the ‘Effective Date’. 
4. Change the ‘Insurance Premium’ amount. 
5. Click the Save button. 
6. Click the Validate Deductions button. 

 
 

When you are finished with all your entries, click the Validate Deductions button to validate 
your work. 
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How do I compare/verify my changes from last month to this month? 

On the ‘VALIDATE DEDUCTIONS’ screen: 
 

 
 

NOTE:  You may only compare the current month changes to last month’s changes. 
 

• Click the Compare button. 
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MASTER DEDUCTION CODES 
 

The deduction code table is the place to start.  The TRS set up the original deduction 
codes based on chronologically numbering deductions in ascending order and amount groups.  
You can make these codes more meaningful by adding a description.  Or, you may want to 
reassign codes, creating a more meaningful coding scheme based on your policy descriptions.  
You only need to set up the code table once, adjusting as necessary.  You DO NOT have to 
follow these steps every pay period, only as deduction codes change.  Although a deduction 
code currently may not be in use, it was used in the past, and therefore, you are not allowed to 
delete that deduction code. 
 

 
 

FUNCTION KEYS 
 

Save   Save changes to screen.  Remember to save any work before 
 leaving the screen. 

 

Clear    Clears fields for searching.  See Search. 
 

Reset  Reset will return the screen values to the values that were present 
before any screen information changed was edited or saved.  This is 
a helpful button when you want to return to the original values. 

 

Show All Records Brings back all records after a search. 
 

Deduction Summary Takes you to the ‘Deduction Summary Page’. 
 

Validate Deductions Checks insurance premium deductions against retirement checks, 
reporting the differences from any two given periods. 

 

Home  Returns you to the ‘Payroll Insurance Deductions Menu’. 
 

Next List >> Opens the next screen of deduction codes. 
 

Help?  Opens the ‘Help’ web page. 
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Steps for creating an all new set of deduction codes: 
 

1. Click the Clear button if there are no blank entry lines available on the screen. 
2. In each blank line, enter up to four letters or digits for a deduction code, the effective date 

beginning with the first day of the current month, the insurance premium deduction, and a 
meaningful description for reporting. 

3. Click the Add or Save button. 
4. Repeat steps 2 and 3 until all new codes are entered. 
5. Click the Deduction Summary button and reassign the new codes to the existing benefit 

recipients in the new code field. 
 
Steps for updating existing deduction code insurance premium amounts so they affect 
all benefit recipients who currently are assigned that code: 
 

1. On the existing deduction code, overwrite the effective date with the new effective date 
and amount. 

2. Click the Save button. 
3. If there is more than one screen, click ‘Next List >>’ appearing in bottom right of the 

screen, and repeat steps 1 through 3 until all old codes are updated. 
 
Steps for adding a new deduction code: 
 

1. Click the Clear button if there are no blank entry lines available in the screen. 
2. In the blank line, enter up to four letters or digits for a deduction code, the effective date 

beginning with the first day of the month the new code is effective, i.e., 10/01/2006, the 
insurance premium amount, and a meaningful description for reporting. 

3. Click the Add or Save button. 
 

DEDUCTION SUMMARY 
 

The ‘Deduction Summary’ screen is the screen where you will do most of your work.  
From here you can create, update, and end insurance premium deductions.  You can also go to 
the deduction code table, as well as the deduction reports.  The ‘End Date’ should not pre-fill.  If 
it is left blank, it is assumed open-ended.  If this deduction should stop on a certain date, enter 
an ‘End Date’.  The ‘Deduction Summary’ screen shows current active insurance premium 
deductions. 

When is a benefit recipient eligible for on-line payroll insurance deduction? 

1. A benefit recipient arranges for insurance with you. 
2. The benefit recipient and you, as their employer, must complete the TRS ‘Authorization 

for Deduction of Health Insurance’ form and submit this form to the TRS. 
3. A benefit recipient is eligible for payroll insurance deduction after they have been setup 

for on-line reporting by a TRS staff member, utilizing the retirement application process. 
4. The employer must enter the benefit ‘Recipient’s SSN’, ‘Deduction Code’, and ‘Begin 

Date’ and ‘End Date’ on a new line in the ‘Payroll Insurance Deduction Summary’ screen, 
and click the Save button. 
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FUNCTION KEYS 
 

Save   Save changes to screen.  Remember to save any work before 
leaving the screen. 

Clear   Clears fields for data entry. 
Reset   Returns the screen values to the values that were present 

before any screen information changed was edited or saved.  
This is a helpful button when you want to return to the original 
values. 

Show All Records  Brings back all records after a search. 
Master Deduction Codes  Takes you to the deduction code screen. 
Deduction Reports  Takes you to the reports menu. 
Validate Deductions  Checks insurance premium deductions against retirement 

checks, and reports differences from any two given periods. 
Home   Returns you to the ‘Payroll Insurance Deductions Menu’. 
Search by Deduction Code  Performs a search via a deduction code. 
Jump to Last Name  Jump to a name by entering the first few or all of the 

characters of the last name. 
 
 
 
 
 

These are the fields you can change. Check this box to delete a row. 
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Steps for changing insurance premiums amounts based on codes: 
 

1. ‘Search by Deduction Code’ – enter the deduction code and click the Search button 
2. Enter the new code for benefit recipients in the ‘New Code’ field. 
3. Check that ‘Table/Adjust’ field is set to ‘Table’. 
4. Click the Save button when all the changes on the page are complete. 

 
Steps for changing insurance premium amounts that are based on a fixed amount, i.e., a 
one-time adjustment: 
 

You can use a fixed amount to adjust a benefit recipient’s insurance premium.  Fixed 
amounts are usually a one-time adjustment to make a correction. 
 

1. Find the benefit recipients who need their insurance premium amounts changed by 
browsing or ‘Jump to Last Name’. 

2. Select ‘Adjust’ from the ‘Table/Adjust’ pull down. 
3. Enter the fixed amount under ‘Insurance Premium’. 
4. Enter the ‘Begin Date’ as the first of the month in which the insurance premium deduction 

begins, i.e., 11/1/2006. 
5. Enter the ‘End Date’ as the last day of the month the insurance premium should end, i.e., 

11/30/2006. 
6. Click the Save button when all the changes on the page are complete. 

 
Steps for canceling a benefit recipient’s insurance premium deduction: 
 

1. Find the benefit recipient’s who need their insurance premiums cancelled by browsing or 
‘Jump to Last Name’. 

2. Enter the ‘End Date’ as the last day of the month the insurance premium deductions 
ended, i.e., 10/31/2006. 

3. Click the Save button when all the changes on the page are complete. 
 

Steps for adding a new benefit recipient for insurance premium deduction: 
 

1. Lookup the ‘Deduction Code’ you want from the ‘Master Deduction Codes’ screen.  If the 
code is not available, please refer to Page 19 to update the ‘Master Deduction Codes’ 
table. 

2. From the ‘Deduction Summary’ screen click the Clear button if there are no blank entry 
lines available on the screen. 

3. In the blank line, enter the benefit recipient’s SSN with or without dashes.  Enter the 
deduction code with the ‘Table/Adjust’ field set to ‘Table’ and an ‘Insurance Premium’ 
amount.  Finally, set the ‘Begin Date’ to the first of the month the insurance premium 
deduction begins, i.e., 10/1/2006. 

4. Click the Add or Save button. 
5. The insurance premium deduction will be taken from the benefit recipient’s next TRS 

payroll check following the ‘Begin Date’. 
 

The ‘Deduction Summary’ screen allows you to go to the ‘Jump to Last Name’ if you want to 
check the insurance premium deductions for a certain benefit recipient.  Enter the last name or 
first few characters of their last name and click the Jump button. 
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DEDUCTION DETAIL 
 

The ‘Deduction Detail’ screen allows you to search and review what insurance premium 
deductions are currently being withheld on behalf of a benefit recipient.  The benefit recipient is 
the individual being paid a monthly benefit by the TRS.  The benefit recipient can be one of the 
following: the TRS retiree (member), a beneficiary of the TRS retiree, or an alternate payee 
under the terms of a Family Law Order (FLO).  A benefit recipient can be receiving multiple 
monthly benefits from the TRS; their personal retirement benefit, and the benefit on behalf of a 
different member. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

FUNCTION KEYS 
Search To find a benefit recipient, click the Clear button and type the ‘Benefit 

Recipient SSN’ or ‘Member SSN’, Click the Search button to see the 
results. 

Clear  Clears fields for searching.  See Search. 
Reset  Returns the screen values to the values that were present before any 

screen information changed was edited or saved.  This is a helpful 
button when you want to return to the original values. 

Name Lookup Allows you to search by a benefit recipient’s name. 
Deduction Summary Takes you to the ‘Deduction Summary’ screen. 
Deduction History Takes you to the ‘Deduction History’ screen. 
Validate Deductions Checks the insurance premium deduction against the retirement check, 

and reports the differences from any two given periods. 
Home  Returns you to the ‘Payroll Insurance Deductions Menu’. 
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DEDUCTION HISTORY 
 

The ‘Deduction History’ screen can be used to verify that a single benefit recipient’s 
insurance premium deductions were made correctly. 
 

 
FUNCTION KEYS 
Search You can find an individual by clicking the Clear button, then typing the 

‘Payee SSN’, ‘Member SSN’, or Insurance Employer – the employer 
paying the insurance.  Click the Search button to see the results. 

Clear  Clears fields for searching.  See Search. 
Reset  The reset function will return the screen values to the values that were 

present before any screen information changed was edited or saved.  
This is a helpful button when you want to return to the original values. 

Deduction Summary Takes you to the ‘Deduction Summary’ screen. 
Deduction Detail Takes you to the ‘Deduction Detail’ screen. 
Home  Returns you to the ‘Payroll Insurance Deductions Menu’. 
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EMPLOYER CONTACT INFO 
 

You will utilize the ‘Employer Contact Info’ screen to update the ‘Contact Person’ 
information for the TRS.  Please check this contact information and update it as necessary. 

 

 
FUNCTION KEYS 
 
Save  Save changes to screen.  Remember to save any work before 

leaving the screen. 
Reset  Returns the screen values to the values that were present before any 

screen information changed was edited or saved.  This is a helpful 
button when you want to return to the original values. 

Home  Returns you to the ‘Payroll Insurance Deductions Menu’. 
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DEDUCTION REPORTS 
 

The ‘Deduction Reports’ screen allows you to print several types of reports.  These 
reports can be utilized when making changes to the records. 
 
 

 
 

FUNCTION KEYS 
 
Deduction Summary Takes you to the ‘Deduction Summary’ screen. 
Home  Return to the ‘Payroll Insurance Deductions Menu’. 
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MASTER DEDUCTION CODE REPORT 
 

This report contains a complete listing of the current ‘Deduction Codes’ in effect, their 
‘Effective Date’, the ‘Insurance Premium’ amount and any ‘Description’. 
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THIS MONTH’S DEDUCTION REPORT 
 

‘This Month’s Deduction Report’ shows the current or last month’s deduction profile for 
benefit recipients, sorted by: ‘Benefit Recipient SSN’ – ‘Name’, and ‘Deduction Code’. 
 

 

CURRENT MONTH ADJUSTMENTS 
 

This report shows which adjustments are in effect for the current month.  Adjustments 
should be used sparingly to correct insurance premium amounts. 

 

 



Montana Teachers’ Retirement System 
Employers’ Manual – Section 3 
Revised 02/2010 
 Page 29 

 

DEDUCTION CODES NOT IN USE 
 
The ‘Deduction Codes Not in Use’ report shows all the deductions codes that are not 

currently being utilized.  You can reuse codes that are not currently in use. 
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VALIDATE DEDUCTIONS 
 

You must validate your insurance premium deductions at least once each month.  The 
net amount of a benefit recipient’s check can change from month to month depending on their 
circumstances.  Validating the insurance premium deductions makes sure that all deductions 
are still valid as net amounts change, assuring that payroll insurance premium deductions did 
not exceed the benefit recipients available net benefit amount. 
 

Each time you perform the validation process the ‘Validate Deductions’ screen allows you 
to make a comparison between the current month and the prior month, or between other months 
if necessary. 
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