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Centralized Enrollment Clearinghours System (CLER) for
Combination

Introduction

This procedure provides instructions for accessing and operating the Office of Personnel
Management (OPM), Federal Employees Health Benefits (FEHB), Centralized Enroliment
Clearinghouse Syster®(ER). The following information will help you use the proceslmore
effectively and locate further assistance if needed:

This section includes the following topics:

OVEBIVIBW ..ottt ettt et e et e et e e et e e et e e s ne e e e s s e et e e e b e e e s annn e e e nnnees 29

System Capabilities and INtErface ........coooiiiiiiiieie e 29

REPOIS . e et a e e e a e e e 30

FOMMS . e 30

RESPONSIDINILIES ...t e et e e e e e 31

WhO to Contact fOr HEIP  ...eeeeeieeee e e e 33
Overview

CLERreceives electroniEEHB enrollment data from health insurance carriers and Federal

payroll offices on a quarterly basis. TGEER databas stores, maintains, processes, edits, and
combines the data from the carriers and compares it to the data from the payroll offices. The
National Finance Center (NFC) takes a proactive approach to resolve any discrepancies between
the carrier data and tipayroll office data identified during the operationGifER by working

with Federal Agencies (payroll offices and personnel offices) and carriers as needed.

Authorized users o€LER can access data when security access is requested by the security
officer and clearance is provided by tREC's Operations and Security Center (OSC).

System Capabilities and Interface

Payroll offices electronically submit quarteE¥EHB enrollment data directlyotNFC. Carriers

submit their-EHB enroliment data quarterly to ti@PM data hub which in turn submits the data

to NFC. Upon receipt, the enrolliment data is processedNRG0 s Mai nf rame. The
database stores, m#ins, processes, edits, matches, combines, and compares the enrollment
data from the payroll offices to the data from the carriers using edit tables.

After the data is loaded into the Mainframe, the data is sent OLER Web server where the
Agenciescarriers OPM, andNFC access the data for inquiries, contact information updates,
discrepancy corrections, and report generation.
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Using the Web server, an Agency may query on its data. To assist the Agency with the
reconciliation process, reports are deped using the report generation capabilities that are
modeledoMNFCo s Reporting Cent er . CLERiusers cantaiorthebiat a t
reports to meet their specifications. Based on the Agency analysis, a discrepancy with the carrier
data nay be encountered. The Agency may submit forms requesting corrective action from the
carrier electronically using tHeLER Web server. The corrective action request file is forwarded
from the Web server through th#=-C Mainframe, where it is processed armhsmitted to the

carrier througlfOPM6 s dat a hub.

Carriers respond to the corrective action request directly through the Web server. The carrier
response and update are maintained on the database and are available for inquiry by the
Agencies. To furtherssist the carrier in the response, the carrier may develop customized
reports inCLER.

Agencies and carriers have primary contacts in each of their organizations and must maintain the
contact information IfCLER.

OPM oversees the operation GLER. To perbrm this role OPM has inquiry and report

capabilities for all carriers and Agency participants. The system provides statistical information
relative to the number of discrepancies, occurrence rates, corrective actions, enroliment changes,
etc. This infornation provideSOPMwith data needed to effectively manage and oversee the

FEHB reconciliation process.

NFC maintains the system, updates all tables and edits as necessary, and maintains system
security.

Reports

CLER supports and facilitates report creati@i.ER report creation is modeled &NFC0O s
Reporting Center, which is an integral part of several o€ applications.

Selection criteria, sorts, and formats are built intoGh&R reporting database. With the
flexibility of the reporting options offered, users are able to design custom reports from the
options displayed on the Reports Selection page.

Forms
Forms associated with CLER activitiae described below.

Standard Form (SF) 2809, Health Benefits Election Form. This form is used by Federal
employees eligible to enroll in or currently enrolled in FEHB; and/or former spouses of Federal
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employees eligible to enroll in or currently enrolledFEHB under the Spouse Equity law,
and/or individuals eligible for temporary continuation of coverage under FEHB to:

1 Enroll eligible persons in FEHB.
1 Elect not to enroll in FEHB.

T Change an enroll eeds pl an.
1 Change coverage within a plan.
1

Cancel FEHB enibment of an enrollee who elected to end his/her coverage though
he/she continues to be eligible for it, and no extension of coverage is granted.

SF 2810, Notice of Change in Health Benefits Enrollment. This form is used to:

1 Terminate the enroliment of @mrollee employed by the Federal Government who
leaves Government service, or an enrollee employed by the Federal Government who
exceeds 365 days in ngay status and is eligible for a-84ay extension of coverage.

Reinstate enroliment.
1 Change the namd an enrollee.

Change the enrollment to a survivor annuitant.

Note: The 2809 and 2810 options in CLER are formatted to include data elements from the forms listed
above, as well as the data elements from the 2809 and 2810 options on the Employee Personal
Page(EPP).

CLERP, Security Access Form, Health Benefit Agencies. This form is completed by the
Agency's security officer and submitted to
personnel.

Responsibilities

Following are the general responsibilities of the primary organizations involved in the operation
of CLER.

Agency:

1 Appoints a primary and an alternate security officer who coordinates all requests with
NFC for CLER access authorization

TransmitsFEHB enrollment data tdlFC
1 Establishes and maintains payroll and personnel office contact informa@tiR

Reviews and researches current and/or prior quarter enrollee transmission records
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1 Reviews and researches current and/or prior quarteliee discrepancy records
1 Enters reconciliation action codes to record corrective actions

1 Enters reconciliation reason codes for discrepancies

1 Views responses from the carrier on corrective action taken

1 Inputs, faxes, or mails 2809 and 2810 data foriexacorrective action/corrections
1

Verifies that corrective actions/corrections have resolved discrepancies

Carrier:

1 Appoints a primary and an alternate security officer, who coordinate all requests with
NFC for CLER access authorization

TransmitsFEHB enwoliment data to th©PM data hub

Establishes and maintains carrier and carrier plan contact informat@iEiR

1
1
1 Reviews and researches current and/or prior quarter enrollee transmission records
1 Reviews and researches current and/or prior quarter enr@emhncy records

1

Enters response codes to respond to the corrective action requests from Agencies

Note: The carrier takes no action unless authorized by the responsible Agency.

OPM:

Oversees and manages the reconciliation process
Views all carrier and Agency enrollment records
Views all contact information

Views all table information

= =2 2 4 -

Takes action to ensure user compliance

NFC:

Operates th€LER system

Provides operational support to resolve reconciliation problems
Researches andgolves system inquiries

Provides subject matter expertise

Provides training t€LER users

= =2 4 A4 A -

Coordinates system/user compliance issues @itW
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1 Maintains security over all data residingGhER

Who to Contact for Help

For questions about requesting accesSltBR, contact theCLER Operations and
Reconciliation Unit al-85563244680r NFC.CLER@usda.gov

For questions abo@LER processing (including help with unusual conditions), contact the
CLER Operations and Reconciliation UnitlaB556324468or NFC.CLER@usda.gov

For questions about access authority, contac
necessary, your security officer may contdElC6 ©SCat 1-800-767-9641or via email
osc.etix@usda.gov
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System Access

At the request 0OPMorOPM6 s d e | e g a tNEGhramtswsebhs the authority to access
CLER. Users request access through thesuggy officer. Each user (Agencies and carriers) is
required to establish a primary and an alternate security officer, who coordinate all requests with
NFC for CLER access authorization. Users, with approval from their organizations, are allowed
to have acess to appropriate resources, @RM may grant access permission to other users or
groups of users. Resource access permission is limited to the extent deterntidd, INFC,

and the approved user organizations (e.g., participating Agencies, carrgugjtors).

This section includes the following topics:

Requesting ACCESS t0 CLER ...t 35
Viewing the Online APPlICAtION  ......eeiiiiiii et 35
Browser INfOrmMation  .......coocueiiiiiiieeiee e 36
Security Officer ResponsibilitieS ..o 36
Change YOoUr PASSWOIT  ...cocuiiiiiiiiieiiiiee ettt e 37
LOG ON 10 CLER ..ottt e e e e e e et e e e e e e 39
Logging Off of CLER ... e e e enees 42

Requesting Access to CLER

NFC will grant authority to use/accets facilities to individual users at the requesO#tM and

the userds security officer. Every wuser is
information a user has access to based on |
Communications related to gaining acces€i&ERmu st go t hrough the us
NFC. Togainaccess®ER, t he useré6s security officer m
CLERSecurity Access For m, Payr ol ICLERfOperattors Per s
and Reconciliation Unit via email addrd$6C.CLER@usda.gov

a
0
€

L

For an electronic and/or paper copy of Form CLEREER Security Access Form, Payroll

Of fice Personnel , ask your or QLEROperatibnsand 6 s S €
Reconciliation Unit al-855632-4468 For questions about access authority, contact your

security officer. When necessary, your security officer may coNta€d ©SCat

1-800-767-96410r via emailat osc.etix@usda.gov

Viewing the Online Application

CLER was designed to use a screen resolution of 1024 X 768 dpi. The resolution you see is
controlled by your personal computer d6be moni't
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used; however, lower resolutions may force you to scroll the screen to view all data on the
screen.

The appearance of the page is also controlle
screen appear too large or too small, you can adjest ylourself by using the browser font
adjustments.

Browser Information

This application is currently compatible with current versions of Microsoft Internet Explorer
(IE), Microsoft Edge, Google Chrome,caMozilla Firefox. Some successful testing has been
done with Opera Version 6; however, CLER may not be completely compatible with this
browser.

This application performs best when using IE because the type of tabular data displayed on most
CLER pages uslig appears twice as fast in an IE browser than in other browsers. Other
browsers can be used; however, IE should provide better performance.

The CLER application requires that your browser settings allow the use of JavaScript and
cookies. These tools aused to perform local entry edits on the input screens and to ensure that
NFC sends the correct data to the correct user each time you click an option in the application.
Some browsers may show the JavaScript option as Jscript or Active Scripting.

For bestesults, the browser cache settings should never be zgbto This option may be
listed as amount of disk space in some browsers.

Some browsers may also perform poorly if the document in cache should be compared to the
document on the server.

or

Check for newer versions of stored pages option is set to Never. Any other setting will provide
better performance.

Security Officer Responsibilities
The Userdos Security Officer wildl

1 Obtan organization and/or owner authorization approval(s) and request user
identifications (I Ds) according to the us

1 Submit the request for acces<dbER according tdNFC6 ©SC
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Suspend user | Dstennmaiion ortabsignmennghdngey e e 6

1 Notify NFC of any changes in the authority or of the termination of an employee in their
organization.

1 Consult withNFC6 ©SCon security matters relatedtotheus®&lBC6 s f aci | i t i e

f Monitor wuser soOvioatonsi vity for access
NFCbs Security Officer wildl

1 Grant authority to use/access the computer facilities bas@Pdid s aut hori ty a
userd6s requirements.

Establish, control, and maintain user ID.

Log all unauthorized access attempts and furnish reports to the respective user security
officer for appropriate action.

1 Monitor security concerns @PM and the user security officer relatedNBCo6 s
facilities and resources.
Change Your Password
To change your password:
1. Access the Internet and go to tREC Home pagéhttps://www.nfc.usda.gov/

2. Select thecLER icon on the Application Launchpad. TB&ER Logon page is displayed.
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Note: To display information about i@ ERa pp |l i cati onés accessibility
Accessibility or Security, as applicable.

CLEK Office of Personnel Management
ﬁf Federal Employees Health Benefits

Centralized Enroliment
Clearinghouse

l:l Important Message: May 29, 2014
CLER has completed processing of the third quarter data.

If you have any questions or concerns, please contact the CLER Operations and Reconciliation

Unit at nfc.cler@usda.gov or you may call 504-426-6110
between the hours of 7:45 a.m. through 4:00 p.m. CST Monday through Friday.

D Change Password Version 2.0 of the CLER for Agencies, CLER for Carriers, and CLER for OPM procedure manuals
HAVE BEEN REPLACED with Version 3.0 of these procedures. They are available on the NFC Web
. sites Publications page. On the Publications pages right-hand menu, select Procedures by
Title/Chapter and locate the manual that applies to your organization under Title 10.

Please sand The National Finance Center (NFC), designed, developed, implemented, and operates this Fadaral Employees

g::::‘nf!"é Health Benefits (FEHB) Centralized Enrollment Clearinghouse System, called CLER, for the Office of Personnel
Managament (OPM).

nfc.cler@nfc.usda.gov

5 This system receives electronic FEHB enroliment data from health insurance carriers and Federal Government

OPM :2 payroll offices on a quarterly basis for approximately four million health benefits enrollees.

Accessibility The system provides an efficient and cost effective way for both health insurance carriers and Federal
Government payroll offices to conduct their quarterly reconciliation of FEHE enroliment data records as required

Security by OPM. The CLER database stores, maintains, processes, edits, combines, and compares the FEHB enrollment
data receved from the Payroll Offices and participating Carmers. NFC takes a proactive approach to resolve any

Escalation Process discrepancies between the payroll data and the carrier enroliment data identified during the operation of CLER
by working with payroll and personnel offices, health insurance carriers, and individual enrollees, as needed.

Office File Layout CLER was designed and developed with the potential for future improvements and expansion beyond basic

reconciliabion in the event OPM should desire such enhancements.

Figure 1: CLER Logon Page
3. Complete the following fields and select themit button:
User ID (on page475
Passwordsee Change PasswordField Instruction” on page366)

Change Passwor(see Change PasswordField Instruction" on page366)
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A popup appears for the user to enter a new password.

Change Your Password

Enter New Password |:|
Confirm New Password |:|

Submit

Figure 2: Change Your Password

4. Type the new password in the Enter New Password and Confirm New Passtdsrd f
and select theubmit button.

Log On to CLER
To log on:
1. Access the Internet and go to tREC Home pagéehttps://www.nfc.usda.gov/

2. Select thecLER icon on the Application Launchpad. TB&ER Logon page is displayed.
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Note: To display information about i@ ERa pp |l i cati onés accessibility
Accessibility or Security, as applicable.

CLEK Office of Personnel Management
ﬁf Federal Employees Health Benefits

Centralized Enroliment
Clearinghouse

l:l Important Message: May 29, 2014
CLER has completed processing of the third quarter data.

If you have any questions or concerns, please contact the CLER Operations and Reconciliation

Unit at nfc.cler@usda.gov or you may call 504-426-6110
between the hours of 7:45 a.m. through 4:00 p.m. CST Monday through Friday.

D Change Password Version 2.0 of the CLER for Agencies, CLER for Carriers, and CLER for OPM procedure manuals
HAVE BEEN REPLACED with Version 3.0 of these procedures. They are available on the NFC Web
. sites Publications page. On the Publications pages right-hand menu, select Procedures by
Title/Chapter and locate the manual that applies to your organization under Title 10.

Please sand The National Finance Center (NFC), designed, developed, implemented, and operates this Fadaral Employees

g::::‘nf!"é Health Benefits (FEHB) Centralized Enrollment Clearinghouse System, called CLER, for the Office of Personnel
Managament (OPM).

nfc.cler@nfc.usda.gov

5 This system receives electronic FEHB enroliment data from health insurance carriers and Federal Government

OPM :2 payroll offices on a quarterly basis for approximately four million health benefits enrollees.

Accessibility The system provides an efficient and cost effective way for both health insurance carriers and Federal
Government payroll offices to conduct their quarterly reconciliation of FEHE enroliment data records as required

Security by OPM. The CLER database stores, maintains, processes, edits, combines, and compares the FEHB enrollment
data receved from the Payroll Offices and participating Carmers. NFC takes a proactive approach to resolve any

Escalation Process discrepancies between the payroll data and the carrier enroliment data identified during the operation of CLER
by working with payroll and personnel offices, health insurance carriers, and individual enrollees, as needed.

Office File Layout CLER was designed and developed with the potential for future improvements and expansion beyond basic

reconciliabion in the event OPM should desire such enhancements.

Figure 3: CLER Logon Page
3. Complete the following fields and select themit button:
User ID (on page475

Passwordsee Password Field Instruction” on page437)
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If the proper User ID and password are enteredCtleR Main Menu is displayed.

X CLER =l o1 w |vws] o~ Lo

CLER Main Menu

a
Welcome to the OPM Federal Employees Health Benefits Centralized Enrollment Clearinghouse or CLER. From this screen you can
access the various functional areas of CLER based upon the level of security access you have been granted. Click the tabs at the top
of the screen to access the different areas of CLER. Sections that you are not authorized to access will have the tabs "grayed out”
and they will not function, if selected.

To learn about the various functional areas of CLER, click on the following links that correspond to the tabs and options above.

3. Forms
1. Payroll Offi e 2809

. . 2810
« Contacts 4. Transmission

= Payroll Office Contacts ® File Transfer

- N - (I
» Error 5. r
® Transmissions - 1l Di n: istin
* Enrolleas « Discrepancy Summary

2. Carrier » Payroll Office Reconciliation

« Info « Camer Validation
» Enrollment Codes  Payroll Office Enrollment Transmission
e IDs » Camer Enrgliment Transmission
. n . « Enrollment Change Summary

- mer - g;_@mgr !}ang“&ﬁ Sggmma !

" i ® Reconciliation Reason Summary
» Errors « Reconciliation Action Summary
* Transmissions # Reconciliation Summ.
» Enrollees « Camer Discrepancy Listing

» Pay Period Transmissions Payment Amounts

Please send questions or comments to i;
nfc.cler@nfc. -gov opu

Figure 4: CLER Main Menu
A brief description of each option displayed on the CLER Main Mgtigted as follows:

Payroll Office - Used to view and maintapayroll office FEHB enrollrant information.
carrier - Used to view and maintain carrier FEHB enrollment information.

Forms - Used to view/enter 2809 and 2810 information.

Transmission - Used to view/enter transmission information.

Reports - Used to produce reports.

= =/ =2 =2 A
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Logging Off of CLER

To exitCLER, selectog off on anyCLER page. TheCLER Log Off page is displayed, and the
current session is terminated. For the highest security when logging off, close the browser to
keep another user from accessing pages in the browser memory.

The National Finance Center's
OPM/FEHB Clearinghouse

You have successfully logged off of the OPM/FEHB
Clearinghouse. To sign on again, click here.

Figure 5: CLER Log off
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Operating Features

CLER is designed in a Web format providing medseen pointand-click functiorality,
command buttons, and other Web features. This section reviews these basic features and
describes other features that are specific to CLER.

This section includes the following topics:

Drop -DOWN MENU ... s

[ =T [[o 3 101 (o] 1 TR

Command Buttons

CLER command buttons carry out
command buttons are used throughout CLER:

= =/ =2 A A A A A

Add - Opens a page to add records

view - Opens a page to view data on existing records
Update - Opens a page to update data on existing records
Delete - Deletes an existing record

Release - Releases a record for processing

Add Record - Adds data entered on a page

Update Record - Updates an existing record

Clear Data - Refreshes a page

Submit - Submits criteria to search for records

1 If the fields for all search criteria are optional, the user may leave those fields empty

and submit to display all records

Reset - Refreshes search criteria pages forms

t

he

acti

1 Used to view and transmit Forms SF 2809 and SF 2810 information

Save Form - Saves data entered on Forms SF 2809 and SF 2810 pages

Update Form - Updates data on existing Forms SF 2809 and SF 2810 pages

on
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1 cancel - Returnsto the previous page or to refresh payroll and personnel office contact
data entry pages

1 Reconcile - Allows Agencies to open a page to reconcile FEHB enrollee records

Reconcile Record - Allows Agencies to save information entered on the Payroll Office
Enrollees Reconcile page

Popups

Throughout CLER, popupppear when certain actions are performed. These popups notify the
user of an action that mtibe taken and/or an error condition that must be corrected. Command
buttons are used on these popups to accept or cancel the message. You must select a command

button for the popup to disappear and to be returned to the active page. The followinig figure
an example of a popup.

" CLEE NS cme | e [veson] wee | 90 5

Info  Comtacts  Errors  Transmissions  Enrollees

Message from webpage x |

! Record successfully updated.

Figure 6: Payroll Office Contacts Update Popup Page

Search Criteria

There are certain CLER pages that asedito search for and display data records. The search
criteria data entry fields displayed on these pages are completed to display records that contain
data related to the search criteria entries. Also, the search criteria data entry fields on these pages
may be partially completed to display a wider range of data records. For example, if you are
searching for all data records that contain a payroll office ID number that begins with the number
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2, enter2 in the Payroll Office ID field to display data redsrthat contain a payroll office 1D
number that begins with the numizer

Note: To display all data records for a search criteria page that has no required fields, sel@eatithe
button without completing any of the fields.

Drop -Down Menu

Many CLER pages have dralown menu data entry fields that allow you to select the correct
entry value from a list of valid values for that field.

S CLER N oe | ~= o] e L8 i
W ke Errar

e e el

Paygrall OFNce Tean dneid it

Entar pelecikn criiecis in the dofleaing fiede and dick the SURMIT Suticn to ssarch dor recorde bared on youw SnEre

Fayradl
Offica LD Vemr Fn_:_-_-h.- Tremarmann Type Pay Dycle

jelaln kL Az of Dats S
ay Fariod 5] | = peome [TEE( =l
B
Wit
GrderByr 10 F Yeso'Querter T Transmizzion Tvze 17 Pay Cyda | g

[Ceumwrr] -neser|

To Complete a Drop -down Menu Data Entry Field:

Select the drogglown menu data entry field and the cheigppvn menu of valid values for that field
is displayed.

1. Select the arrows that are displayed at the top and bottom of thearopmenu to
scroll through the menu and locate the appropriate value.

2. Select the appropriate value and that value is entered into the field.

Note: The values displayed in the didpwn menus are listed in numeric/alphabetical order. You may

enter the first character of a value in the field displayed next to the arrow in order to display the first value
that begins with that character. For example, if you are searching for a payecelllbfhnumber that

begins with the number 2, ent2iin the field displayed next to the arrow and the first payroll office ID
number from the drepgown menu that begins with the number 2 is displayed. If you select the arrow

after typing2 in the field, tke payroll office ID numbers that begin with the number 2 will be displayed in
numerical order.
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Radio Buttons
Round buttons, called radio buttons, are used throughout CLER.
Radio buttons are used to:

1 Select the data that will be placed in a field.
1 Select options such as a data category.

1 Specify selection criteria such as display and sort criteria for a particular search.

To select a radio button, point and select the applicable radio button.

ECLER B o e

Payroll Office Tramsmissioas

@

Enter sulaction critena in the followng felds and dick the SUBMIT butten to search for records based on your entrie

Pay Cycle As of Date
D e = | e | =
wl "l "l =

Orderfly: 10 Year/Quarter ©  Tranamizsion Type & Say Cycle

Figure 7: Radio Buttons Example Page
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Maintaining Payroll Office Information Records

Theinfo option on the Payroll Office Main page allows users to view information about each
payroll office.

This section includes the following topics:

Viewing Payroll Office Information ReCOrds — ......ccoooviiiiiiiiee e 47
Adding a Personnel Office Contact RECOId  ......cviveiiiiiiiiiiee e 50
Viewing a Payroll Office Contact RECOrd  .....cooiiiiiiiiiien e 53
Viewing a Personnel Office Contact RECOrd  .........occoiiiiiieiiiiiiiieee e 57
Activating or Inactivating a Payroll Office Contact Record = .......ccceeiiiiiiiiiineiinins 61
Updating a Payroll Office ContaCt REC  OFd .......coieiiiiiiiiiiiie e 64
Activating or Inactivating a Personnel Office Contact Record ... 69
Updating a Personnel Office Contact Record  .........cccocvviiiiiiieiiiec e 71

Viewing Payroll Office Information Records

To view a payroll office's information record:

1. Select the Payroll Office tab on tlh&ER Main Menu. The Payroll Office Main page is
displayed.

A CLER N e = &5

Payroll Office Main Page

In this section, the following options may be selected above:

Info - View and maintain information about each Payroll Office including name, address and system processing values. With the
proper access authority you may add new records, delete records and update existing information.
Contacts -

payroll Office Contacts - View and maintain information about subject matter and technical contacts for each Payroll
Office including name, address, phone numbers and email address. With proper access authonty you may add new
records, delete records and update existing information.

Personnel Office Contacts - View and maintain information about subject matter and technical contacts for each
Personnel Office including name, address, phone numbers and email address. With proper access authority you may
add new records, delete records and update existing information.

Errors - View error counts by type for each Payroll Office by processing year and quarter.

Transmissions - View informatien about each transmission file submitted by a Payroll Office by processing year and quarter including
file header information, date and time processed and number or records sent, received and processed.

Enrollees - View and reconcile Payroll Office enrollee records by processing year and quarter, name, and key fields. With the proper
access authority you may enter reconciliation reason and action codes.

Figure 8: Payroll Office Main Page

47



% L @ Centralized Enrollment Clearinghours System (CLER) for

Combination

2. Select the Info icon on the Payroll Office tab. The Payroll Office Information page is
displayed.

¥ CLER. S0 o | o || e | &0 35

Payroll Office Information

Click the BEEEENN button to add a new Payroll Office Information record. Enter selection criteria in the following fields and click the
SUBMIT button to search for records based on your entries.

Payroll
_Dfﬁce I
Name City State
l I [ V]
Order By: ID (@ Pay Cycle Name City

SUBMIT || RESET

Figure 9: Payroll Office Information Page

3. Complete the following fielden the Payroll Office Information page as indicated and
select thesubmit button to confirm the data entered:

OR
Select thereset button to clear all data entered.
Payroll Office ID (see Payroll Office ID - (Optional) Field Instruction' on page440)
Name(see Name- (Payroll Office) Field Descriptiofi on paget09)
City (see City - Payroll Office Field Instructior' on page370)
State(see State- (Payroll Office) Field Instructiorn’ on page463)
Order By(see Order By- (Payroll Office Information) Field Instruction' on page416)
The Payroll Office Information search results page is displayed.

T CLEK

Payroll Office Information

Payroll Office . Carrier [ Forms ]'r:ansm:im[ Reports | Log
. i I8 - ,, . : .

ID MName Address City State Zip

Records Found: 1

Figure 10: Payroll Office Information Search Results Page
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The data on the Payroll Office Information search results page is categorized into the
following fields:

ID (see 1D - Field Descriptiori on page399

Name(see Name- (Payroll Office) Field Descriptiofi on paget09)
Addresg(see ‘Address- Payroll Office Field Descriptiofi on page349)

City (see City - Payroll Office Field Descriptiofi on page369)

State(see ‘State- Payroll Office Field Descriptiofi on paget63

Zip (see ZIP - Payroll Office Field Descriptiori on page480

Pay Cycleg(see Pay Cycle Field Descriptiori' on page439

Options(see Options- (View, Update, Delete) Field Descriptibion pagetl4)

4. Select theview button next to the applicable record. The Payroll Office Information View
page is displayed.

LR I e e & =

Payroll Office Information View

Use the browser Back armow to select another record 1o view,
Payroll Pay
ce ID Cycle
Monthly
Name
Address
Ciky State Zip Foreign Country
o i
Start Date End Date

01 % 01w | 2001 01 % {01 9099 W
Error Threshold 100 Threshold Type (percent or number) (P

Transmission File Name

ID Date Time
Last Changed: 07 |27 2013 19:07:03

Figure 11: Payroll Office Information View Page

The data on the Payroll Office Information View page is categorized into the following
fields:

Payroll Office ID (see Payroll Office ID - Field Descriptiort' on page440)
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Pay Cycleg(see Pay Cycle Field Descriptiort' on page438

Name(see Name- (Payroll Office) Field Descriptiofi on paget09)

Address Line X(see ‘Address Line 1 Payroll Office Field DescriptioXi on page351)
Address Line qsee Address Line 2 Payroll Office FieldDescriptior' on page354)
Address Line Jsee ‘Address Line 3 Payroll Office Field DescriptioXi on page356)
City (see City - Payroll Office Field Descriptiofi on page369)

State(see ‘State- Payroll Office Field Descriptioti on paget63

Zip (see ZIP - Payroll Office Field Descriptiori on page480

Foreign Country(see Foreign Country- (Payroll Office) Field Descriptiofi on page
397

Start Date(see ‘Start Date- Payroll Office Field Descriptiofi on paget61)
End Date(see End Date- (Payroll Office) Field Desription" on page389)

Error Threshold (see Error Threshold- (Payroll Office) Field Descriptiori on page
392

Threshold Typdsee "Threshold Type (Payroll Office) Field Descriptiofi on page
467)

Transmission File Namdsee Transmission File Name (Payroll Office) Field
Descriptiort' on page471)

Last Changed ID(see Last Changed ID- Field Descriptiorf' on page401)
Last Changed Datésee Last Changed Date Field Descriptiorf on page401)

Last Changed Timésee Last Changed Time Field Descriptiori' on page401)

Note: Toviewanboher recor d, select your browserds Back
Information search results page and selecvtée button next to the applicable record.

Adding a Perso nnel Office Contact Record

The Add function allows users to add personnel office contact records.
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To Add a Personnel Office Contact Record:
1. Select therayroll Office tab on theCLER Main Menu.

2. Selectcontacts on the Payroll Office tab. The Contacts Main page is displayed with the
Payroll Office Contacts and Personnel Office Contacts options.

jLGLERm Camier | Poms | Tansmission | Reports | s Lo

Info Contacts Errors  Transmissions Enrollees

Contacts Main Page

Select from the following tables to view or update.

Payroll Office Contacts - View and maintain information about subject matter and technical contacts for each Payroll Office
including name, address, phone number and email address.

Personnel Office Contacts - View and maintain information about subject matter and technical contacts for aach Persennel
Office including name, address, phone number and email address.

Figure 12: Contacts Main Page

3. Selectrersonnel Office Contacts 0n the Contacts Main page to display the Personnel
Office Contacts page.

Figure 13: Personnel Office Contacts Page
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