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Tier Determination Requests

The Tier Determination Request 
Task module provides you the 
ability to track and view processed 
Tier Determination Requests and 
can be accessed from the 
Employer Dashboard.



Tier Determination Requests
The Tier Determination Request List 
displays the Pending and 
Completed Tier Determination 
Requests that have been submitted 
to the SRS Accounting Division for 
review.  The list of Pending requests 
will be any request submitted that 
has yet to be completed.  The list of 
Completed requests, however, will 
only show all completed ones that 
have been completed within the last 
90 days.  You can change whether 
you are looking at the Pending or the 
Completed list by choosing from the 
dropdown menu on the top left side. 



Tier Determination Requests

When doing a SERS Member Lookup and your results yields no matches, you can start a New Hire Tier 
Determination Request.  Clicking the New Hire Tier Determination Request link will open a new view to 
input the data for the new member.



Tier Determination Requests

The new view will allow you to select the Agency the new hire is for, 
input the new hire’s first name, last name, gender, birth date, Social 
Security number, and any reciprocal systems the new hire states 
they have been with previously.  For Social Security number, we do 
require inputting the number twice to help reduce accidents.  For 
the reciprocal systems, check the box next to the applicable 
system(s).  If they do not have any reciprocity claim, then do not 
select any reciprocal systems.  Once completed, click the Submit 
button to send the request to the SRS Accounting Division for 
review.  There is no need to submit the paper Tier Determination 
Form.
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If you click the submit button early before the required fields are 
filled out, you will receive an error message stating which fields are 
required or if any data is invalid.
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If you enter and confirm an SSN that 
is already in our system, you will be 
notified to try searching again for the 
member specifically using their SSN.



Tier Determination Requests

After clicking the submit button, and no 
errors have occurred, there will be a 
screen showing that the request has 
been submitted.  If any errors, apart 
from the ones already mentioned above, 
did occur, a message box will be 
displayed stating what the error is.



Tier Determination

When your agency has employees who need their Tier 
determined, Security Admins can request SERS to perform a 
Tier Determination. This process is being implemented to 
correct roles that have been incorrectly assigned. Those 
who have been assigned as a Payroll Coordinator or 
Signature Designee to perform Tier Determination requests 
can now be removed by following step 1 and reassigned to 
Tier Determination User by following step 2. For new Tier 
Determination Users, you can proceed to step 2.
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