Validating New Employees

When enrolling a new employee as an IMRF participant, it is important to ensure the
information you are entering is correct.

To help ensure the accuracy of this important tax and benefit information, there are internal
controls built into Employer Access. If something entered does not match or is conflicting
with other information in our system, then you will see a validation warning or error within
your Enrollment Data Collection.

Do not click through these validations.
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Instead, verify the information entered matches the member’s Social Security card. In
some cases, you will find a data entry error that is easily corrected and removes the
validation altogether. However, if the employee information was entered correctly, you
must provide a copy of the member’s Social Security card to IMRF for verification.

You can submit a copy of the Social Security card via Secure message

After sending a copy of the new employee’s Social Security card, you can complete the
Enrollment Data Collection by clicking “Approve Warning”, selecting your Approval Warning
reason, and validating the collection again before submitting.

Once you submit the data collection, it will stop for verification requiring IMRF staff review.
In review of this enrollment, IMRF staff will review the copy of the Social Security card
submitted via Secure Message. If we receive the enrollment without a copy of the Social
Security card being provided, the data collection will be rejected back to your employer
with instructions to remit a copy of the card.


https://www.imrf.org/cmsmedia/files/multi-site-files/employers/employer-access-learning-center/secure-message-procedure.pdf?la=en
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These validations are an important part of ensuring data integrity and preventing fraud, so it
is necessary to apply due diligence when completing the Enrollment Data Collection. In
many instances, the validation catches typos which are easily corrected by the employer
prior to submission to IMRF.

In other cases, these validations happen when the employee’s work history under the
name and social security number provided is limited, such as when the member is under
age 21, was only recently issued the social security number or experienced a name
change, so while the information entered will match the card, the verification is still
requested. For this reason, anytime your Enrollment Data Collection requires verification,
please send a copy of the social security card via secure message. Without this, your data
collection will be rejected back to you with instructions to provide this information.

For faster processing of enrollments, please submit a copy of the Social Security card
when submitting your enrollment data collection in which there were validation
warnings requiring an approval reason of: “This Social Security Number has been
verified”.

There is more information about how to add new employees to Employer Access in the
Employer Access Learning Center.

If you have questions about whether or not someone should be an IMRF member, look at
guides to help manage member events.



https://www.imrf.org/cmsmedia/files/multi-site-files/employers/employer-access-learning-center/wage-report-procedures/managing-rejected-data-collections.pdf?la=env
https://www.imrf.org/en/employers/employer-resources/manage-member-events
https://www.imrf.org/en/employers/employer-resources/employer-access-learning-center
https://www.imrf.org/en/employers/employers-must-know/evaluating-imrf-positions

