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Designating an Agency Head 
or Administrator

Each agency must file a SERS Online Security Form 
with the Field Services Division at SERS. The SERS 
Online Security Form designates the agency head or 
administrator who appoints Retirement Coordinators. 
Online access is denied for all employees until this 
form is filed with SRS.



Appoints Agency 
Head or 
Administrator



Security Administrator

Each agency must file a SERS Online Security Form with the Field Services Division at SERS to designate a 
Security Administrator. The Security Administrator can then login to Employer Services to appoint 
Retirement Coordinators, Payroll Coordinators, Signature Designees, and Tier Determination Users.



Security Administrator



Security Administrator

To add a new user, click “Add New User”



Security Administrator

Enter the Employee name and click “Search”



Security Administrator

Select the Employee



Security Administrator

Select the Employee’s role(s)



Security Administrator

Select the Agency



Security Administrator

Enter the Employee’s work email, 
click “Verify Email” and click “Save”



Security Review

Return to the Employer Dashboard in order to view “Security Review”, where you can remove Employees’ roles



Security Review



Security Review

Select the option to keep or remove employees from their already designated roles.
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