WELCOME TO CERF WEB FORMS!

Last year we created CERFweb, which provided counties with a secure, web-based application
for uploading payroll reports directly to CERF. We had also planned to later add a second
application to CERFweb giving counties the opportunity to complete and submit certain forms to
CEREF via this same secure website. We are very pleased that, beginning January 2010, this
second application will be ready for counties to submit the following form types to the CERF
Administrative Office (“CAQ”):

e Form 1 — Enrollment Form
e Form 2N — Termination Non-Vested Form
e Form 4 — Change of Information Form

Note: Any required attachments can be scanned and sent as an attachment with the
appropriate form online or faxed or mailed to the CAO. When sending the IDs, please note
your county name and county number at the top of the page with the ID to help us get this
information to the appropriate Benefits Specialist. However, if CAO already has on file an
Enrollment Form ID for an employee who previously worked for your county, it will not be
necessary to send the Enrollment Form ID again.

Overview

It is strongly recommended that, if there are multiple users in your county who are authorized to
upload payroll reports and submit forms to CERF, they are each assigned a separate user ID and
password for security purposes. |If you have already been set up as a user to upload payroll
reports, you will log into CERFweb using the username and password you were previously
given. In addition, you will now need to be set up with a new, second User ID and Password in
order to log into Web Forms because the application for processing forms extracts information
from our proprietary database. To request a User ID and Password for Web Forms, please
contact Cynthia Campbell at our office (1-877-632-2373, Ext. 4120). If you are not currently a
user for payroll report uploads, Cynthia will also be able to set you up for the first level of
security on CERFweb in addition to the second level of security which enables you to access
Web Forms. After you are set up, if you forget either of your passwords, Cynthia will be able to
reset your CERFweb password. A Benefits Specialist can only reset your Web Forms password.
If you forget either your username for uploading payroll reports or your User ID for Web Forms,
Cynthia can provide that information to you.

In order to use this software, you must make sure your pop-up blocker is not activated for this
CERFweb site. If a message appears regarding pop-up blockers, make sure to select “Always
allow pop-ups from this site.”

Finally, you will need to keep a copy of any forms submitted to CERF. Therefore, be sure to use
a computer that is connected to a printer.
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Instructions for Accessing Web Forms

e Open your Internet browser
e Go to the CERF web site, www.mocerf.org
e Click on the Web Forms link indicated in the second text box

The following process will need to be run initially on any computer being used for transmitting
forms. (If your computer was already set up to submit payroll reports, this step has already been
taken care of, so you may skip Instruction #1.)

1. After clicking on the “Web Forms” link, a new window will open with a security
warning. Check the box, “Always trust content from Juniper Networks, Inc.” and click
l‘YeS-”

* [ﬁSecure ficcags S5L VPN - Pleaselalt [_‘ f -

& This website wants 1o nstall the following add-on: ‘JuniperSetupClient.cab' from Juniper Netwarks, Inc.”, If you trust the website and the add-on an
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Welcome to County Emplovees' Retirement Fund

Warning - Security @

Loading Components...
Please wait. This may take several minut The web site's certificate cannot be verified. Do you
want to continue?
® Host Checker

@ Cache Cleaner
Name: 100013
If an error prevents a component from lo. _ ailable
Publisher: ~cerfrma1.mocerf.org

By frust content From i publifer

w The cerfifcate cannat be verified by a trusted source, More Infarmation ..

The next box asks if you want to run the application. Click on “Run.” The appropriate
application will be downloaded.
Note: If a firewall message pops up, click “Allow.”

WO @ Secure Access SSL VPN - PlasseWait ]
W This website wants b install the following add-cn: SniporSebpClnt cab’ from Juniper Motwerks, Ine., If you brust the website and S addo

e Welcome to County Warning - Security

Loading Components... The application's digital signature has been verified. &
Blazse wait. This may take seversl mnut] D0 you want to run the application? =
® Host Checker

® Cache Cleanar Mame:  HeoteraSetis

1f an error prevents a component from lof  Ubshen Admer N, i, i
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The initial setup has been completed at this point.
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2. The next screen will appear with, “Welcome to CERFweb, Secure Access SSL VPN.”

(= Secure Access SSL VPN - Windows Internet Explorer

@.T}:v (] Fetesi 10 8.0 13idana nalsathjurl_defaulbiwelzome. co 1 Cortiicat

File Edt View Favorites Tools Help

i Favortes  fp v E) - [ dm v Page - Safety~ Teok- @~ (1 B 3

Welcome to County Employees' Retirement Fund

Welcome to the CERF Web

Secure Access SSL VPN

Username ‘s:hima ‘ Please sign in to begin your secure session.

Password ‘unnn. |

Realm County Employees %

e Enter your Username as provided previously by CERF for payroll report uploads and
your password. (If you were not previously authorized to upload payroll reports, type
the Username assigned to you by Cynthia for the first level of security.)

o Select “County Employees” as the Realm

e Click “Sign In”

3. At one of the next screens, click on “Web Forms.”

Note: If you are already a user previously set up to submit payroll reports to CERF, the

following screen will appear, giving you the options to either access Web Forms or
Payroll reports:

Note: If you are NOT already a user previously set up to submit payroll reports to
CERF, this screen will appear instead, giving only the option to access Web Forms:

= Secure Aecess S5 VPH . Home - Windews Imernet Explerer

G- B s o Cnsfunter
Fe Edt Vs Frortes Toos  Hep

whets 0. 0 e Py Séeys Toose e S5 E 4

& web Forms
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On the “Welcome to Web Forms” screen, type in your Web Forms User ID (which
contains the letter “F”) and Password assigned by Cynthia at CAO.

i
CERF. Welcome to Web Forms

Whatis Web Foma?

UserID BemrT IequITEmEnLy

Password
Forget yeur prareord oraeed help T Get login assistance,

Secumny standards

- o ‘

===

Click “Login.”

Note: When you first log in to Web Forms, you should immediately change your
password by clicking on the tab, “User Preferences.”” To change your password, follow
the instructions provided below, under the tab description, “User Preferences.”

Once in Web Forms, there will be four tabs. Each tab is described below:

Main Menu -

| ty Employees’ Ratiement Fund
CERFweb /o Missours County Clerk Orfices: Wakcome To : From | Contact U | Log Out |
ounty

Main Menu "\ County Infa\User Preferences
Web Forms

@CMM the paricipant’s Soclal Security Numbar:

@.wm thw apprapeiates option lar the participant

(s Ereotmant ;) (Farm 1) . Complate upon commancemant of caunty amplaymant in an aligibls postion.

(4 Temunation ./ {Form 3) . Complete los non.vested termination of smploymentlaligibity.

(% Drangelnfo /) (Ferm 4) . Change particip contact i ol status, o enphayment status,

1% - Enter the participant’s Social Security Number (“SSN”). This is your employee’s
SSN, whether a new employee or an existing employee.

2" - Select the appropriate option for the participant. Click on which type of form you
wish to submit to CERF (i.e. Enrollment, Termination, or Change Info). When you click
on the type of form, you will be directed to the next tab, ““Participant Info.”

Note: At the bottom of the Main Menu tab you can also see the status of forms previously
sent by your county, under “Forms Submitted” (not yet processed), or ““Forms
Processed.” By clicking on the form types under each status headings, you can view the
details of each form sent, as illustrated below. This screen also enables you to print
another copy of the form submitted, if necessary.

unty Employees' Retirement Fund
CERFweb for Missouri County Clerk Officas Welcome To s From
oun

Main Menu Y o % County Info  YUser ?reference‘s\\

Enroliments
in process

SSN First N\ame Last Name Date of Birth| Postion  Date of Hired| Submitted User Submitted Date

Select[UCXX-6789|Sam & [Baker, Jr  [12/2/1975  [Computer Tech [5/12/2009 12/29/2009
||Se\ect HOO(-X0(-8553 Joe L. Simmaons  |12/3/1976 Deputy Sheriff |12/12/2009 12/29/2009 |
[

|
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Participant Info —

One of the following screens will appear for completion, depending on which form type
you choose on the Main Menu tab. If the employee is, or was previously, an employee in
your county, some of the information CERF already has on file will appear on the form.

Enroliment Form

unty Employees' Retirement Fund
CERFweb for Missouri County Clerk Offices Welcome To From
County

Main Menu '\ Participant Info % County Info \User Preferences

M For tele.#, use numbers only without - or /
Participant For dates, use mmddyyyy
Information SSN : XXX-XX-1111

* First Name: Initial: * Last Name: Suffix:

| | | | | |
* Address Line 1: Address Line 2: = City: » State:

l | | |
= Zip Code: Work Phone No: Home Phone No: Cell Phone No:

| | L1 I

* Date of Birth: * Gender: * Marital Status: * County of Employment:
| \ o] g

* Required Field

Employment’ Enter data and when finished. click “Submit & Print” to save.
Information

* Date of Hire: * CERF Eligibility Date: * LAGERS:

If difference in Origin: ate
of Hire and CERF Eligibility
Date, please explain:

Employee Contribution%: County Contribution%:
* Current Employ Status: * Employee's Position: * Department:

| Select Department V‘

* Has this employee previously held another parttime or fulltime county position?

OYes ENo “ If Yes , Which County * Date of Termination:

ATT REQUIRED :Copy of employee's driver's license OR Copy of Required Attach
employee’s Social Security Card OR state-issued ID AND bisth certificate, * will be Sent via v

Sending Required Attachments Online

H Browse ] ‘ H Browse ]

ISubmn&Pmm] IC\earAII I I Back ]

Termination Form

unty Employees' Retirement Fund
CERFweb 7or Missouri County Clerk Offices Welcome To S From A

Main Menu '\ Participant Info § County Info Y User Preferences "

Termination - Form 2N

For dates, use mmddyyyy

Participant
Information

Edit Details

SSN: XXX-XX-4845

First Name: Last Name: Address Line 1: Address Line 2:
[Jehn B |Baker, Jr. [3589 E. Dry Creek [Apt F
City: State: Zip Code: Home Phone No:
[Kitksile 5 [63501 [673-748-5690
Cell Phone No: Gender: Date of Birth: Marital Status:
|123-456-7890 [Male |o/9/1985 [Married
County of Employment: * Date of Hire: * CERF Eligibility Date: “LAGERS:
12112/2005 | 12/26/2005 ‘ Yes ha

* Required Field

Pnapram,  Make changes as needed. Click "Submit & Print’ to save.

Information

*Date of Term/Ineligibility: “Department: * Position:

[12/12/2009 | Recorder v Comp Tech |

*Reason for Termination (Select appropriate reason below):

Death ~
New position: County of Employment:
* Employee Pre Tax Contributi * Employee After Tax Contributi * County Contributi
12.23 131123 | 1.111.23
[Submll & Pnnt] [ Clear Al ] [ Back ]
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Note: If you are completing a Termination Form and any of the information that
automatically displays is incorrect, click on “Edit Details™ in the top blue bar of the
Participant Information screen, which will automatically redirect you to a Change Info -
Form 4 screen to fully complete a change of information form to submit to CERF. After
you click on the ““Submit & Print”” button on the bottom of the Change Info screen, you
will return to the Termination Form to continue completing the form.

Change Info Form

unty Employees' Retirement Fund
CERFweb for Mssouri County Clerk Offces Eelua - [Arang

MainMenu \ Participant Info \  County Info \User Preferences |

Change Info - Form 4
For tale.# use numbers only without - or /

Participant For dates, use mmddyyyy
Information SSN : XXX-XX4845

* (O Change in Participant Info C Change in Employment Info O Change to Both

* First Name: Initial: * Last Name: Suffix:
* Address Line 1: Address Line 2: * City: * State:
| | | | | —
*Zip Code: Work Phone No: Home Phone No: Cell Phone No:

* Date of Birth: * Gender: * Marital Status: * County of Employment:
‘ ‘ ‘ Male V‘ ‘ Married V|

* Requd Fi

Employment Make changes as needed. Click 'Submit & Print’ to save

Information

* Date of Hire: * Department: * Employee's Position: * Effective Date:

Select Department % | |
* Employee Contribution %: * County Contribution %: * Employment Status: * LAGERS:

C J | i | J

Additional
Information

[ Checle the box if the updated participant address also affects beneficiaries who resided at the participant’s previous address

‘Must Fax/Mail/Scan copy of marriage centificate, if raporting change in status ‘

*  Required attachment will be sent via:

Sending Required Attachment Online ‘ | Browse..

lSubm\t&an] [ Clear All H Back l

After you have completed all required information on the form, click the “Submit &
Print” button at the bottom of the screen to print the form as submitted to CERF so you

can retain a copy for your files.
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The following will appears once you select “Submit and Print™:

unty Employees' Retirement Fund
CERFweb /or Missouri County Clerk Offices Welcome To| . From. | Contact Us | Log Out |
ounty

- x|

MainMenu Participant Info County Info

%j’ County Employees’ Retirement Fund Version 3.2
2121 Schotthill Woods Drive
The record has been successhlly posted. I Jefferson City, MO 65101
CERF Toll Free: 877-632-2373 FORM 1

Fax: 573-761-4404 ENROLLMENT

: o
The County Clerk completes and signs this form upon an employee’s commencement of county employment in an eligible position
The employee IS NOT required to sign this form. Proof of identity must accompany this form (see Required Attachments section
below).

Form Submitted User: I h Form Submitted Date: 4/12/2010 9:33:23 AM
Social Security Number: Y00tx0¢-1111 County of Employment: County
First Name: \Joe S Last Mame: Daker, Jr.
Address1: 1526 creek Dr Address2:
City: Jeffersoncity State: Missouri Zip: 65109
Work Py Cell Phone: 123-456-9878
Gender] Date of Bith 1211211970
Generdl | Optons
Select Printer
Origina [ 2] add printer 2aNottel Fax LAGERS: Yes
Note || |'sAdobe P CEASMINCLPIZORCLG 200
£ qhp LaserJt 1300 PCL 6| <asend To Onehlot 2007
If differey
CERF & I 2
Emplo Status:  Ready [Piint o file P
(Made [ocatare onl DFFICE lee and cannot exceed 4% )
Comment:
Current
Emplof | Page Range
Selectq| @A Hurber o copis 13
= Selection () Current Page =
If yes t s the date of termination? 12/31/2010
Enter sither a single page number or a single:
page tange. For example, 512

e

« COpyTTETpOyEES SUTETSET

Required Attachment will be sent Via : Mail

Once the form has been submitted to CERF, you may go back and view it on the Main
Menu tab under the *“Forms Submitted” section at the bottom of the page, by clicking on
the appropriate form type. In the next window, all forms not already processed by CERF
will appear in rows, where you can either view them and/or make changes to the already-
submitted form.

unty Employees' Retirement Fund
CERFweb for Missouri County Clerk Offices LAl T o Lo
Main Menu —\_ "\ CountyInfo YUser Preferences

Enroliments
inprocess

SSN  First Name Last Name Date of Birth)  Postion  Date of Hired Submitted User Submitted Date

Select0CXK-6789(Sam & [Baker Jr [121211975  [Computer Tech|5/12/2009 12/29/2009
||SE\e:t JOC0CBEE3 | Joe | Simmans [12/8/1976  |Deputy Sheriff |12/12/2009 12/29/2009 |
£

|

Click on ““Select’” adjacent to the form you wish to view. The details of your previously
submitted form will appear for viewing. If you wish to print another copy of any of the
forms displayed, simply click on ““Print”” adjacent to the form you wish to reprint. To
change the information previously submitted, simply make the changes directly on the
form you are viewing, click on the **Submit & Print”” button on the bottom of the page.
BE SURE TO DESTROY THE PRINTED COPY OF THE FORM YOU
PREVIOUSLY SUBMITTED AND REPLACE IT WITH THE COPY OF THE
RECENTLY CHANGED FORM. Note: Forms listed under the heading ““Forms
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Processed’” may no longer be changed. If a form with incorrect information has already
been processed, please call a Benefits Specialist at the CERF Office ASAP.

County Info — (Currently Under Construction)

User Preferences — This tab enables you to change your password and email address
(for Web Forms only). After receiving your initial User ID and password from Cynthia,
you should immediately change your password the first time you access Web Forms.
Passwords should be 8 alphanumeric characters, including at least one number and at
least one of the following special characters: # $

unty Employees’ Retirement Fund
CERFweb far Missouri County Clerk Offices

© Main Menu % "\ County Info User Preferences

Change your password
Old Password :

New Password :

Re-enter new Password

Submit

Change your e-mail address
New Emai |

Re-enter new Email -

[ __Submit J/

When you are finished submitting forms to CERF, click on the “door” icon (sign out”) at the top
right-hand corner of your screen and close your Internet browser.

@‘ fe g 1000, bl cortfcate Brror | B3|+ X | B2 P
Fle Edt View Favortes Tools Help

GRavotes  fip v [ O ® v Pagev Safetyr Tookr @+ (6 3

ounty Employees' Retirement Fund
CERFweb for Missouri County Gerk Offices

For technical questions regarding log-in, contact Cynthia Campbell (1-877-632-2373, Ext. 4120).
For questions regarding forms completion, contact a Benefits Specialist (1-877-632-2373).
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