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Member Services



My Employee Lookup

You can access the My Employee Lookup screen by selecting the Search item in 
the main menu bar and then selecting the My Employee Lookup menu item in 
the drop down:



My Employee Lookup

You can search for your employee by first name, middle name, last name, SSN, last 
four digits of SSN, birth date, phone number or any combination. Below are some 
sample search criteria. Example: John L. Smith, SSN: 123-45-6789, DOB: 2/10/1962

Smith 123-45-6789

Smith 6789

John L Smith

6789 2/10/1962



My Employee Lookup

After you enter in your Search 
Criteria for your employees, 
click on the Search button to 
view the search results. A grid 
listing employees that matched 
the search criteria will display 
with their redacted SSN, Last 
Name, First Name, Middle 
Name, Birth Date, Pay Code, and 
Member Id. Use the grid column 
headers to sort on columns and 
the drop-down arrows to apply 
filters to the search results. Click 
on a row in the grid to view the 
employee’s membership record.



View Employee Membership Record

After you have selected an employee 
from the My Employee Lookup search 
results or from the Global Employee 
search results, you will be directed to 
the employee’s Membership Record.

Membership Record

The employee’s membership record will 
display information grouped into three 
tabs. The “Basic” tab will display a 
member’s basic information and last 
payroll or disability posting information.



For Tier 1 SERS Members, the Tier 
Summary will display the type of 
account transaction used for the Tier 1 
coding (either Salary or Retroactive pay), 
the date of the account transaction, and 
the calculation note with the Tier 1 
reasoning. The Tier Summary data is to 
be printed and used by agencies to code 
payroll and within personnel packets 
and files.

If the member is considered Tier 1 due 
to reciprocal service, the Tier Summary 
will display which reciprocal system the 
member has service with and their 
associated membership date with that 
reciprocal system. The Tier Summary 
data is to be printed and used by 
agencies to code payroll and within 
personnel packets and files.  



For Tier 2 SERS Members, an additional 
warning message will display stating 
that the member is currently coded as 
Tier 2, but could qualify to be changed 
to Tier 1 based on service with a 
reciprocal retirement system. By clicking 
the Submit button, a Tier Determination 
Request will be submitted to the SRS 
Accounting Division for review. The 
agency will receive a notification once 
the Tier Determination case has been 
completed. The results will be accessible 
and be able to be used to document the 
tier. 

If the system cannot determine if the 
member is Tier 1 or Tier 2, the tier will 
display as Unknown. For all members 
with an Unknown Tier, a Tier 
Determination Request must be 
submitted, via clicking the Submit 
button, to the SRS Accounting Division 
to determine the member’s correct tier. 



The “Account” tab will display account 
information, such as the member’s total 
service credit, total contributions, final 
average compensation (FAC), and 
Earnings and Service Credit information. 



The “Benefit” tab will display benefit 
estimate information, including 
estimates of the member’s retirement, 
disability, and death/survivor benefits. If 
the member has reciprocal service with 
another agency, the record will also be 
displayed in this tab. 



The employee’s demographic 
record will display the 
member’s profile information, 
current addresses, current 
phone numbers, and current 
email addresses. 



Under Forms & Applications, a selected 
group of pre-populated PDF forms are 
available for you to fill out, print, or 
email to the employee. These forms are 
specific to the selected member and 
contain specific member information. If 
you are printing or emailing these forms 
for an employee, please make sure you 
have the correct employee selected 
before providing the employee the 
form. Using Adobe Reader, you can 
open the form, complete the form 
electronically, and save the changes to 
the form so you can submit it to SRS. 

Click on the form name (ex: Beneficiary 
Nomination) to either open or 
download the pre-populated PDF form. 



Global Employee Search

Alternatively, you can use the 
global employee search to 
quickly search for an employee to 
view their membership record. 
The global employee search uses 
the same search criteria as the 
Employee Search on the My 
Employee Lookup page.
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