Security
Administrator

“ERS

State Employees” Retirement System




Designhating an Agency Head
or Administrator

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



Springfield, IL 62704-0255

Sewee Fmployens” Recsemiess Symeem

2101 South Veterans Parkoway 217-785-7444
q R S PO Box 10255 Email: sers@srs.illinois.gov
&S L] V
SERS Online Security Form

Agency.

Location:

*Facility/Bureau:
if applicable

Agency Head/Administrator:
{person who appainis/approves AC) Name

Tt

Email

Date:

* Relevant in agencies with multipe locations
Appoints Agency
Head or
Administrator e B



Security Administrator

Employer Services

@ Dashboard Q Search- &= Tasks- '@ Publications- i Security Admin- Q Q2 (Log Out
Employer Dashboard

w You have @) Netifications () Unrsad

W% You have @ Payroll Deductions @ Payroll Setup @) Lump Sum Setup @) Upcoming Payoff @) Payment Completed
QE.' You have @ Employer Statements @) Pending @) Completed

g You have @) Service Purchase Estimate Requests @) New ) Pending € Completed @

-] You have © Tier Determination Requests () P=nding @ Completed @

@. You have € 2024 Returned to Work Retirees §) Current ) Overdue

@ You have g) Employees on Disability ) Reportzd back to work

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

Employer Services

@ Dashboard Q Search- &= Tasks- B Publications- = ii . I . SR o
Emp|uyer ‘ ﬂ User Management \
| m Security Review

W You have @ Payroll Deductions @ Payroll Setup @) Lump Sum Setup @ Upcoming Payoff @) Payment Completed

w You have @) Notifications () Unr=ad

ﬁll You have @ Employer Statements ) Pending @) Completed

ﬁ You have §) Service Purchase Estimate Requests @) MNew ) Pending @ Completed @
j You have @ Tier Determination Requests () Pending @ Complsted @

E You have € 2024 Returned to Work Retirees €) Current @) Overdus

@ You have ) Employees on Disability () Reported back to work



Security Administrator

Employer Services

® Dashboard Q Search- & Tasks- '@ Publications- il Security Admin - Employee Search Q@ (Log Out

User Management

Agency Employee Name User Type(s) /

Retirement Coordinator, Payroll Coordinator, Signature Designee

Edit User Delste User
Signature Designee Edit User Delate User
Payrecll Coordinator Edit User Delste User

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



Security Administrator

Employee Search

abraham Iinmln| Search

Search for an employee by first name, middle name, last name, 55N, la igits of

55N, Member Id or a combination of any of the criteria.

Enter the Employee name and click “Search”



Security Administrator

Employee Search
Search

Search for an employee by first name, middle name, last name, 55N, last four digits of
55N, Member |d or a combination of any of the criteria.

Total Records Found: 1

Step 1: Select Employee

First Name Last Name S5N Birth Date

Select the Employee
Step 2: Select User Type(s)

Retirement Coordinator ]

| o P | o D! (L TN —



Security Administrator

Step 2: Select User Type(s)

Retirement Coordinator

Payroll Coordinator

Signature Designee

Select the Employee’s role(s)

Tier Determination User ]

Step 3: Select Agency



Security Administrator

Step 2: Select User Type(s)

Retirement Coordinator L
Payroll Cocrdinator (]
Signature Designee (|

Tier Determination User [

Step 3: Select Agency

Step 4: Enter Work Email Select the Agency

* To verify employee has a valid Okta Workforce account, please
enter employee’s work email address and click on "Verify Email”.

Work Email Verify Email

Close




Security Administrator

Step 4: Enter Work Email

* To verify employee has a valid Okta Workforce account, please
enter employee's work email address and click on "Verify Email”.

abraham.lincoln@illinois.gov \( \ Verify Email

Manage Pay Codes

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



Security Review

Employer Services

@ Dashboard Q Search- & Tasks- '@ Publications- # Security Admin - w 2 (»Log Out

Employer Dashboard

w You have @) Netifications () Unread

W% You have @ Payroll Deductions @ Payroll Setup @) Lump Sum Setup @ Upcoming Payoff @) Payment Completed
g'i.' You have @ Employer Statements @) P=nding @) Completed

g You have ) Service Purchase Estimate Requests ) MNew () Pending €) Completed @

j You have @ Tier Determination Requests () P=nding @ Completed @

E You have € 2024 Returned to Work Retirees @) Current €) Overdus

@ You have @ Employees on Disability () Reporied back to work

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



Security Review

Employer Services

® Dashboard Q Search- & Tasks- @ Publications - W Emplayee Search Q (»Log Out

Emp|gyer ‘ ﬂ User Management

‘ m Security Review \

¥ You have @ Payroll Deductions @ Payroll Setup @ Lump Sum Setup @) Upcoming Payoff @) Payment Completed

w You have @) Notifications () Unr=ad

ﬁl You have @ Employer Statements ) Pending @) Completed

ﬁ You have §) Service Purchase Estimate Requests @) MNew ) Pending @ Completed @
j You have @ Tier Determination Requests () Pending @ Complsted @

E You have € 2024 Returned to Work Retirees €) Current @) Overdus

@ You have ) Employees on Disability () Reported back to work



Security Review

Employer Services

® Dashboard Q Search- & Tasks- '@ Publications- il Security Admin -~ Employee Search Q (»Log Out

Security Administration

VERIFICATION BETWEEN 7/1/2024 AND 12/31/2024

Agency Contact Name Contact Type(s) Keep Remove Last Verified

Retirement Coordinator, Payroll Coordinator, Signature Designee ® O 02/22/2024
Signature Designes ® O f2024
Payroll Coordinator - O w

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