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PURPOSE

This manual includes instructions and procedures for utilizing the web-based Social Security
Contributions System. This system is used to request reimbursement from the State of New
Jersey for the employer’s share of FICA (Social Security and Medicare) contributions paid on
the regular or base wages of members of the Teachers Pension and Annuity Fund (TPAF). For
wages eligible for FICA reimbursement by the State of New Jersey, see N.J.S.A 18A:66-66.

As used in this manual, the word “district” refers to school districts, charter schools, and other
education-related entities that are eligible for FICA reimbursement from the State of New Jersey.

Both original requests and adjustments will be made through this system beginning January
2007. Payments will be processed by the Department of Education twice per week.

AVAILABILITY

This online system is available on our secure site at http://homeroom.state.nj.us/.  Instructions
for  establishing user accounts for on-line applications are available at
http://www.state.nj.us/njded/data/collections/. You must establish a user account specifically for
this application.

The Social Security Contributions System is a calendar-year system. For a given calendar year,
the system is available from early January through approximately February 15™ of the following
year. Therefore, from January through mid-February only, two calendar years are open — the
current calendar year and the previous calendar year. After mid-February, you will not be able to
access the previous calendar year.

In the first year of transitioning to the web-based system (2007), calendar year 2006 will be
available until mid-February on the Department of Education Network (DOENET) only.

All supporting documentation and materials pertaining to State reimbursement of FICA
contributions must be kept on file in the district. These documents and materials will be required
by the Department of Education during any audits of the district’s FICA reimbursement requests.

CONTACTS

For fiscal questions, contact Judith A. Miller, Office of School Funding, at 609-984-4946 or
FICA@doe.state.nj.us. For technical questions, call Tech Help at 609-984-6794.



http://homeroom.state.nj.us/
http://www.state.nj.us/njded/data/collections/
mailto:FICA@doe.state.nj.us

HOW TO USE THISON-LINE SYSTEM

IMPORTANT NOTESBEFORE STARTING

Review the information at http://homeroom.state.nj.us.

You will not be able to review any data online for a calendar year once that calendar
year isclosed. Tomaintain arecord of your requestsfor reimbursement, print the data
entry screen and the summary screen that lists all pay periods each time you process a
reimbur sement request.

An adjustment to a previously processed request will replace the original data. Once
you save an adjustment to a pay period, you will be unable to retrieve the original
request. Maintain a record of all reimbursement requests and adjustments by
printing the data entry screen and the summary screen each time you process a request
or an adjustment.

This system is set up for twenty-four pay periods annually or two pay periods per month. If
you have more than two pay periods in a month, you must combine pay periods in order to
limit your reimbursement requests to two for that month.

If you have to change an entry for a pay period, delete the incorrect data for that pay period
and input the correct data. If the adjustment reduces the state share payable, the amount
owed will be deducted from a future or future payments as you continue to process
subsequent pay periods. If the adjustment increases the state share payable, the additional
amount will be processed when the Department of Education runs the next payment after you
enter your adjustment.

Data entry fields require a number with two-decimal places and no characters, other than the
decimal period. Fields are pre-populated with zeroes. If, for any reason, you enter a zero,
the required format is 0.00. You cannot input a negative number into this system.

A screen is provided for you to identify a contact person for your district’s FICA
reimbursement requests.  Although this information is not required to use this system, it
should be provided to the Department of Education in the event we have to contact your
district regarding your request(s). The contact information on this screen may be updated by
the district at any time.


http://homeroom.state.nj.us/

GETTING STARTED

BEGIN BY REVIEWING THE DOCUMENTS AVAILABLE ON THE INTRODUCTION
SCREEN SHOWN BELOW.
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Related Documents
b User Manual

» Frequently Asked Questions

b System Reguirements

E-MAIL: FICA@doe.state.nj.us
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1. SELECT ‘ENTER’ ON THE INTRODUCTION SCREEN SHOWN ABOVE.

2. ENTER 4-DIGIT DISTRICT ID, USER ID, AND PASSWORD ON THE LOGIN
SCREEN SHOWN BELOW. CLICK ‘LOGIN’ TO CONTINUE.

5 donabietot of edusation SOCIAL SECURITY CONTRIBUTIONS
Mowember 14 2006
District 1D |
UseriD: |
Password: |
nginI Close

& Mew Jerzey Department of Education
E-hiail: FICAmdae state nj.us




3. REVIEW THE MAIN MENU SCREEN BELOW.

MAIN MENU
3 ) departmant of education SOCIAL SECURITY CONTRIBUTIONS
Logout Howember 1, 2008
County: 07 CAMDEMN District: 0800 CHERRY HILL TWP

SOCIAL SECURITY CONTRIBUTIONS MENU

® 2007 System

e Contact Information

@ Hew Jersey Depatment of Education
E-tlail: FICA@doe state nj.us

BUTTON DESCRIPTIONS:

2007 SYSTEM
This button is used to access the screen listing the pay periods for the calendar year selected.

CONTACT INFORMATION

This screen asks for name, telephone number, and email address of the FICA contact person in
your district.

ENTERING A REQUEST FOR REIMBURSEMENT

On the Main Menu Screen shown above, click the calendar year for which you want to enter a
request for reimbursement.

This action will bring up the summary screen shown on the following page, listing all twenty-
four pay periods for the calendar year. You cannot enter data into this screen. The fields on the
summary screen are blank until you enter a request in the data entry screen and save your entry.
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Logout | Print December 27, 2008

County: o7 CAMDEN District: 0300 CHERRY HILL TWWF

G ta kain kMenu 2007 FICA SYSTEM
e | oot | Tomee | Etracoms. |[PAEEe ol | Moo oy | Site® | Amowtpaid | Ditronc
1 |JaN.1-15 100,000.00 42 500.00 £7 500.00 £1,000.00 £,500.00 3899575 299575 0.00
2 |JAaN. 16 - 31 169,301.63 23,387 .22 145 404.41 108,200.50 3320391 8,531.29 8,531.29 0.00
3 |FEB.1-15 £2,440.00 261543 70832457 79,000.00 82457 6,055 .45 6,055 .45 0.00
4 |FEB.1G-23 97,.000.00 3,000.00 94,000.00 92,000.00 2,000.00 7057 .00 705700 0.00
5 |maR.1-15 117 475.38 £,055.19 111,415.19 100,000.00 11,4158.19 781556 781556 0.00
G |MAaR. 1631 100,000.00 5,000.00 95,000.00 90,000.00 5,000.00 957 .50 6,957 .50 0.00
T |#PR.1-15 90,500.00 1,500.00 £9,000.00 £9,000.00 0.00 £,505 .50 14,576.50 -3,065.00
8 |aPR.16-20 128,009.00 14,0600 110,942.00 100,000.00 10,842 .00 780875 0.00 780275
9 |mav1-458 145 750.00 £.500.00 137 250.00 128 500.00 2.750.00 98957 .13 9,697 23 25925
10 | My 16 - 34 99,999.00 900,00 99,099.00 93,099.00 1,000.00 751907 7519.07 0.00
21 |[NOV. - 158
22 |HOw.o 16 - 30
23 |pEC.1-158
24 |DEC. 16 - 34
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& Mew Jersey Depatment of Education
E-Mail: FICAMdoe state.nj.us




On the summary screen shown on the preceding page, click on the number of the pay period for
which you want to enter data. This action will bring up the data entry screen shown below for
the pay period you selected.

Insert on Line 1 of the data entry screen the total TPAF wages (regular wages and extra
compensation) for the pay period. Insert on Line 2 the extra compensation included in Line 1.
The system will automatically calculate Line 3 (total TPAF base wages) by subtracting extra
compensation (Line 2) from total TPAF wages (Line 1). You cannot enter data on Line 3.

Tab to Line 3a and enter the portion of the amount on Line 3 that is subject to both Medicare and
Social Security taxes. Insert on Line 3b, the portion, if any, of Line 3 that is subject to Medicare
taxes only. Line 3a plus Line 3b must equal Line 3.  Unless you have TPAF employees who
have reached the Social Security maximum and have wages that are subject only to the Medicare
wage tax, Line 3a will be the same as Line 3 and Line 3b will be zero.

The system calculates the amount in the State Share Payable field.

A
’$ ) dapartmént cf educalion SOCIAL SECURITY CONTRIBUTIONS
Logout | Print December 27, 2008
County: 07  CAMDEN District: 0800  CHERRY HILL TwP

2007 FICA SYSTEM - Pay Period # 21

(1) Total TPAF Wages: 0.oo
(2 Total Extra Compensation included in Total TPAF wages: 0.00
(3) Total TPAF Base Wages: 0.00
(3a) Total TPAF Base Wages - Social Security and Medicare taxable I—D-DD)(T.65%
13b) Total TPAF Base Wages - Medicare taxable only |—D-D“><'l 45%
STATE SHARE PAYABLE: | o000
Update Cancel Reset | Back to Main Manu |

Payment History for Pay Periold # 21
Payrment Date Arnount Paid

BUTTONS

UPDATE - Saves original entries and updates revisions.

CANCEL - Returns to the summary screen listing all pay periods for the calendar year.

RESET — Resets all fields to the previous entries if clicked before UPDATE.

BACK TO MAIN MENU - Goes back to the Main Menu.

Note: To save your entries, be sure to click the Update button before clicking Cancel, Reset, or
Back to Main Menu.



When you click the Update button, your request will be saved in the data entry screen and will
also appear on the summary screen shown on page 6. Until payment for your request is
processed, the Amount Paid column of the summary screen will be blank and the amount
payable will be displayed in the Difference column. Once payment is processed by the
Department of Education, the payment amount will appear in the Amount Paid column, the State
Share Payable and Amount Paid columns will be equal, and the amount in the Difference column
will be zero.

The payment will be displayed also under the Payment History on the data entry screen.
ENTERING AN ADJUSTMENT FOR A PREVIOUSLY PROCESSED PAY PERIOD

In the summary screen, click on the number of the pay period you want to adjust. This action
will bring up the data entry screen for the pay period you selected.

Delete the data in the field or fields you wish to change. Changes to Line | and/or Line 2 will
result in an automatic change to Line 3.  Once Line 3 has been re-calculated by the system,
enter on Line 3a the portion of the amount on Line 3 that is subject to both Medicare and Social
Security taxes. Insert on Line 3b, the portion, if any, of Line 3 that is subject to Medicare taxes
only. Line 3a plus Line 3b must equal Line 3. Unless you have TPAF employees who have
reached the Social Security maximum and have wages that are subject only to the Medicare
wage tax, Line 3a will be the same as Line 3 and Line 3b will be zero.

Logout | Print December 27, 2008
County: 07 CAMDEN District: 0300 CHERRY HILL TWP

2007 FICA SYSTEM - Pay Period # 2

(1) Total TPAF Wages: | 16980163
(2 Total Extra Compensation included in Total TRAF wages: | 23397.22
(3] Total TPAF Base Wages: | 146404.41
(3a) Total TPAF Base VWages - Social Security and Medicare taxable | 10820050 %7 55%
(3b) Total TPAF Base VWages - Medicare taxable only | 3820331 %1 45%
STATE SHARE PAYABLE: 8531.29
Update Cancel Reset | Back to Main kanu |

Payment History for Pay Periold # 2
Payment Date Amount Paid
2006-12-27 8531.29

BUTTONS

UPDATE - Saves original entries and updates revisions.

CANCEL - Returns to the summary screen listing all pay periods for the calendar year.
RESET — Resets all fields to the original entries if clicked before UPDATE.

BACK TO MAIN MENU - Goes back to the Main Menu.
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To save your changes, be sure to click the Update button before clicking Cancel, Reset,
or Back to Main Menu.

Once you revise an entry and click the Update button, you will not be able to view or
retrieve the previous entry for that pay period. The data entry screen and the summary
screen will display the updated request only. For this reason, it is important that you
print out and maintain for your records copies of all original requests and adjustments
for Social Security reimbursement.

To illustrate how data is displayed once a reimbursement request is adjusted, refer to the
summary screen on page 6 as you read the sections below.

Reducing the State Share Payable after the Original Payment was Processed

In the example shown on page 6, the district made an adjustment to pay period #7 that
reduced the State Share Payable by $8,068.00. Only the adjusted figures resulting in the
State Share Payable of $6,808.50 are displayed. The original entry that generated the
payment of $14,876.50 has been replaced by the adjustment.

The overpayment of $8,068.00 to the district was recovered by the State in two payments.
As the district processed requests for pay periods #8 and #9, the State withheld the full
State Share Payable for pay period #8 and a portion of the State Share Payable for pay
period #9. The amounts withheld equal the overpayment, and both the overpayment and
the recovered amount are displayed in the Difference column of the summary screen.

The Payment History on the data entry screen for pay period #7 will show the original
payment of $14,876.80. The Payment History for pay period #8 will show no payment
since no amount was paid, and the Payment History for pay period #9 will show the
partial payment of $9,697.88.

Increasing the State Share Payable after the Original Payment was Processed

Since the adjusted entry replaces the original entry, the State Share Payable column will
now display the higher, adjusted amount due to the district. Once the payment for the
adjustment is processed, the total paid to the district for that pay period will equal the
adjusted State Share Payable. At that point, there will be no difference between the State
Share Payable column and the Amount Paid column, and it will not be evident from
viewing the summary screen that an adjustment was made.

The Payment History on the data entry screen for the adjusted pay period will list
multiple payments: the original payment and the additional payment as a result of the
adjustment to that pay period.



ENTERING CONTACT INFORMATION
The district should identify a contact person for its FICA reimbursement requests. This
individual will be contacted if the Department has a question or concern regarding your requests.

On the Main Menu, click the Contact Information button. This action will bring up the Contact
Information screen. Enter the name, email address, and telephone number of the district’s FICA
contact person.  The information on this screen may be updated by the district at any time.

y e

!$ ) degartment of education SOCIAL SECURITY CONTRIBUTIONS
Logout | Print Nowvember 1, 2005

County: 07  CAMDEN District: 0800  CHERRY HILL TwWP

Contact Information

Last Hame: * I First Name:*

Email Address:* |

Phone Number: { nnn-nnn-nnnn xnnn §*

*IDEMTIFIES REQUIRED FIELDS

| pdate | Resetl Cancel |

& Mew Jesey Department of Education

E-hdail: FICAi@doe state. nj.us

BUTTONS

UPDATE - Saves original entries and updates revisions.
RESET - Resets fields to the previous information if clicked before UPDATE.
CANCEL - Returns to the Main Menu.

QUESTIONS

E-MAIL QUESTIONSTO: FICA@doe.state.nj.usor CALL Judith A. Miller at
609-984-4946.

TECHNICAL QUESTIONS, CALL 609-984-6794.
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