


Agenda

Resources
Enrollment Data Collections
Termination Data Collections
Closing Remarks
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Resource Pages
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Checklists
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Videos
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Talking Points for Enrollment Data Collection 

 Social Security Information Issues
 Conflicting Names
 Address 
 Email address (for member portal registration)
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Basic Data Collection for Enrollment
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Basic Data Collection for Enrollment
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Complete Steps 1-4 
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Scenario 1 –Hire Date not same as 
Effective/Enrollment Date
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Warnings are not Errors
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Select Action/Drop Down
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Verification Stage
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Sometimes IMRF staff must review the information you submitted 
before allowing it to update records in our system. When this is 
needed, the Data Collection will go to verification, which may apply 
to all or part of the Data Collection.



Important to Remember
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•The typical processing times for verifications is five business days. To avoid late 
fees, please submit your Data Collections in time for these verifications to be 
processed before the wage reporting due date of the 20th of the month.

•A common verification is related to terminating members. If you have 
terminated a member from IMRF participation, be sure to change the Final Wage 
Indicator to "Yes" in the final month the member’s wages will be reported. This is 
typically the month the member’s participation ended or the following month.



Scenario 2  – Multiple Warnings 
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Scenario 3 – Error is RED
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Scenario 3 – Error is RED
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Scenario 4 –Elected Official
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Scenario 5  – Do Not Use for Omitted Service
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Scenario 6 – Member is changing from REG Plan to 
SLEP Plan

 Do not use Member Information Change data collection
 New Enrollment will be required
 REG plan to be reported with termination data collection and final 

wages
 After submitted, member may be enrolled in SLEP plan

20



Talking Points for Termination Data Collections

 Be sure to check Events
 No longer in Qualifying Position
 Must submit termination data collection prior to final wage report
 Termination data collection revisions
 Communicate with members on termination date

21



Basic Termination Data Collection
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Scenario 1 Termination Revision
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Warnings to be Addressed
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Scenario 2
Termination Non-Qualifying Position but still 
employed
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Remember to Review Events
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Submitted Termination in Error?

What do I do?
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Answer:  Secure Message
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Tips for Termination

 IMRF cannot process a benefit claim for a member remaining in 
your employment, so it is important to update IMRF when the 
member leaves service.

 When submitting this revision, use the final date the member was 
employed through as the Termination Date and the Termination 
Reason for them leaving employment. If applicable, be sure to 
include any unused, unpaid sick days, because this information will 
replace what was previously reported.
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More Tips 
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 It is important to make sure the employee you are terminating is in the 
same position as when the member was enrolled.

 When unsure, this information can be viewed in the Employment Tab of the Member 
Profile in Employer Access.

https://www.imrf.org/cmsmedia/files/multi-site-files/employers/employer-access-learning-center/manage-member-events/pdf/add-record/member-information-changes.pdf?la=en


Reporting Final Wages

 When a member stops participating in IMRF, one of the most important 
pieces of information needed from employers, aside from Termination 
Information, is the Final Wages Indicator noted within your monthly wage 
report.

 When this field isn’t submitted as "Yes" for members no longer 
participating and for which you are reporting for the last time, IMRF 
cannot finalize the benefit claim. If you missed changing this to "Yes" 
when you submitted your monthly wage report, follow wage adjustment 
procedures to notify IMRF that the last wages have been reported.
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More Workshops!
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Thank you for joining us today.
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