%éég NDPERS PERSLink Employer Web Portal Training:

Coming to a Location Near You.

Official training is mandatory for PERSLink Employer Web Portal users.

Register Today!

As part of NDPERS' effort to modernize and streamline the employer reporting processes, we are proud
to introduce the PERSLink Employer Web Portal: an online software system that will improve the way
data is entered, saved, and submitted to NDPERS in the pursuit of accuracy and timely service to our
members.

The PERSLink Employer Web Portal will become available beginning October 4, 2010. The next step as
we move towards the future is introducing you to the system and providing you with the training you
will need to be a successful user.

Action Required: Register for Training Today

After reading this letter, you should register for training at a location near you. You must register by
August 15, 2010. Class sizes are limited and enrollment will occur on a first come, first serve basis. To
register, please send an email to: <breinhar@nd.gov>.

e Subject Line: PERSLink Training

Body of Email:
0 Name, Organization, Phone, Email
O Location, Date, Time
0 Alternate Location, Date, Time

NOTE: You are not guaranteed your first selection of location, date, and time. Class sizes are limited and
will be on a first come, first serve basis. A confirmation email with class information will be sent to
participants before training begins.
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Why should I attend Training?

You should attend training in preparation for future employer reporting activities that will be available

through the NDPERS Employer Web Portal such as payroll reporting for retirement and deferred

compensation and accessing your group insurance billing. By attending training, you will have the

opportunity to participate in hands on exercises, work in small groups, get one-on-one attention from

training staff, and get your questions answered quickly, on-the-spot, and in person.

What Information and Topics will be Covered at Training?

By attending this training, you will learn:

e What you can and cannot do using the PERSLink Employer Web Portal (functionality available).

e About general system navigation and common features used system-wide.

e How to process employer reports for retirement, insurance, and deferred compensation

including employers on the State and Higher Ed PeopleSoft payroll system, employers that will
be uploading reports, and employers that will be manually entering data into PERSLink.

e How to handle and report new hires, terminations, and process employment status changes

such as leave of absence and military leave.

e How to check messages, schedule appointments, report deaths, and view and update your

organization's information such as physical and mailing addresses, plans, and bank information.

Training is strategically scheduled so that if a piece of training does not pertain directly to your

organization you can attend only what's applicable. The training session schedule is as follows:

Topic Duration Audience

General System Overview & 90 Minutes General Audience

Navigation

Processing Retirement Employer | 60 Minutes Employers that participate in

Reports one of the NDPERS sponsored
retirement plans

Processing Insurance Employer 45 Minutes Employers that participate in

Reports one or more insurance plan
(Dental, Health, Vision, Life,
long-term care and EAP)

Processing Deferred 45 Minutes Employers that participate in the

Compensation Employer Reports

NDPERS sponsored Deferred
Compensation Plan, or
employers who are offering an
approved Other 457/403(b) plan

You have the opportunity to attend only those topics applicable to you. For example, if you do not

participate in the Deferred Compensation plan, you may leave the training after the insurance topic is

complete.
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When is Training Available Near Me?

Training is available starting August 16th and running through the end of September at six locations
throughout the state. Each day, training is available in a location with a morning session from 8:00 am -
12:00 pm and an afternoon session from 1:00 pm - 5:00 pm. The duration of a session is 4 hours. You
may decide to send different people from your organization to different sessions. Please do not send
more than 4 people from your organization to training. Enrollment is first come, first serve. You are not
guaranteed your first selection of location, time, or date.

Venue (1147 Dates S

Minot State Minot Tuesday, August 17th Session 1: 8:00 am - 12:00 pm
University Session 2: 1:00 pm - 5:00 pm
Dickinson State Dickinson Thursday, August 19th Session 1: 8:00 am - 12:00 pm
University Session 2: 1:00 pm - 5:00 pm
ITD Training Facility | Bismarck Monday, August 23rd Session 1: 8:00 am - 12:00 pm

Session 2: 1:00 pm - 5:00 pm

Tuesday, August 24th Session 3: 8:00 am - 12:00 pm
Session 4: 1:00 pm - 5:00 pm

Wednesday, August 25th Session 5: 8:00 am - 12:00 pm
Session 6: 1:00 pm - 5:00 pm

Thursday, August 26th Session 7: 8:00 am - 12:00 pm
Session 8: 1:00 pm - 5:00 pm

Friday, August 27th Session 9: 8:00 am - 12:00 pm
Session 10: 1:00 pm - 5:00 pm

Monday, August 30th Session 11: 8:00 am - 12:00 pm
Session 12: 1:00 pm - 5:00 pm

Tuesday, August 31st Session 13: 8:00 am - 12:00 pm
Session 14: 1:00 pm - 5:00 pm

Wednesday, September 1st | Session 15: 8:00 am - 12:00 pm
Session 16: 1:00 pm - 5:00 pm

Thursday, September 2nd Session 17: 8:00 am - 12:00 pm
Session 18: 1:00 pm - 5:00 pm

Friday, September 3rd Session 19: 8:00 am - 12:00 pm
Session 20: 1:00 pm - 5:00 pm
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Venue City Dates Times

University of North Grand Forks | Wednesday, September Session 1: 8:00 am - 12:00 pm
Dakota (UND) 15th Session 2: 1:00 pm - 5:00 pm

Thursday, September 16th | Session 3: 8:00 am - 12:00 pm
Session 4: 1:00 pm - 5:00 pm

Valley City Technical | Valley City Monday, September 20th Session 1: 8:00 am - 12:00 pm

College Session 2: 1:00 pm - 5:00 pm
North Dakota State Fargo Tuesday, September 21st Session 1: 8:00 am - 12:00 pm
University (NDSU) Session 2: 1:00 pm - 5:00 pm

Wednesday, September Session 3: 8:00 am - 12:00 pm
22nd Session 4: 1:00 pm - 5:00 pm

Thursday, September 23rd | Session 5: 8:00 am - 12:00 pm
Session 6: 1:00 pm - 5:00 pm

What do I do if I can't Attend this Training?

For people who cannot make it to any of the scheduled in-person training, NDPERS may offer an online
training option. This option will be instructor-led through the use of a webinar. If you're interested in
this option because you cannot attend any of the scheduled in-person training sessions, please send an
email to <breinhar@nd.gov> and indicate the reason you are interested in this option. Dates and times
for this option are not yet available.

Next Steps: Register for Training Today

After reading this letter, you should register for training at a location near you. You must register by
August 15, 2010. Class sizes are limited and enrollment will occur on a first come, first serve basis. To
register, please send an email to: <breinhar@nd.gov>.
e Subject Line: PERSLink Training
Body of Email:
0 Name, Organization, Phone, Email
O Location, Date, Time
0 Alternate Location, Date, Time

NOTE: You are not guaranteed you first selection of location, date, and time. Class sizes are limited and
will be on a first come, first serve basis. A confirmation email with class information will be sent to
participants before training begins.
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