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An overview of RAIN 
• The Retirement Administration and Investment 

Network (RAIN) will:  
– Modernize business practices 
– Provide clear and accurate information 
– Provide superior customer service 
– Provide secure, online account access 
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Templates for RAIN 

• Training documents 
– Employer Portal User Guide  
– Employee and Payroll Contribution templates 
– Download at 

retirement.state.wy.us/employers/raintraining.html 
• Email to activate your account 

– Authorized employer representatives will receive an 
email entitled “WRS – Portal Account Verification” 

– RAIN ID will be accessible after account established  
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Home 
• If you represent one 

employer, you will be 
taken directly to the 
“Home” screen 

 
• If you represent more 

than one employer, 
you will see a list of 
your employers 
 

For a detailed explanation, see pages 1 through 4 in the Employer Portal User Guide. 
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Home 

• Home 
• Select 

Organization 
• Manage 

Representatives 
• Account 
• Upload/Download 

For a detailed explanation, see pages 1 through 4 in the Employer Portal User Guide. 
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Manage Representatives 
• Can add and/or remove representatives 
• Can make someone an administrator 

 

For a detailed explanation, see pages 1 through 4 in the Employer Portal User Guide. 
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Account 
• Displays information pertaining to your employer’s 

recent and outstanding bills 
• Displays recent payments that have been made 

For a detailed explanation, see page 25 in the Employer Portal User Guide. 
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Upload/Download 
• Displays dropdown menu of choices: 

– Download Contribution Template 
– Upload Contributions 
– Download Employee Template 
– Upload Employees 

• Select .xlsx or .xls Excel file type 
– .xlsx, which is for  

Excel 2007 and newer, 
is optimal 

 
 

For a detailed explanation, see pages 1 through 4 in the Employer Portal User Guide. 
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HRM Payroll System 
• Payroll procedures 

– Employers will still enter payroll information on HRM 
payroll system 

• RAIN ID 
– All members will get a new RAIN ID. 
– SAO will automate process for current employees 
– New employees will automatically get a RAIN ID 
– Employers will need to input the RAIN ID into the HRM 

payroll system 
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Questions on overview 

•Questions? 
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Freeze Panes 

Click on row in Excel Spreadsheet 

Click on “Freeze Top Row” 
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Employee Template 
• Employee Template: 

– Download Employee Template 
– Upload Employees 
– Used to register new employees 
– Add existing employees to additional plans 
– Complete columns marked with an asterisk 

• Select .xlsx or .xls Excel file type 
– .xlsx, which is for  

Excel 2007 and newer, is optimal 

 
 

For a detailed explanation, see pages 5 through 10 in the Employer Portal User Guide. 
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Employee Template 

Note: The data in the rows is for 
illustrative purposes only. 
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Uploading the Employee Template 

• Go to employer portal 
• Click on “Upload/Download” tab 
• Select “Upload Employees” 
• Choose your file 
• Click the  

“Upload” button 
 

 
 

For a detailed explanation, see pages 5 through 10 in the Employer Portal User Guide. 
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Uploading the Employee Template 

• Successful upload 
– Green bar that indicates 

members uploaded successfully 
• Failed upload 

– Red bar that indicates upload  
failed 
• Two possible error messages 
• Problem with the overall file 
• Problem with a particular row 

 
 
 

For a detailed explanation, see pages 5 through 10 in the Employer Portal User Guide. 
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Questions on overview 

•Questions? 
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Payroll Contribution Template 

• Payroll Contributions Template: 
– Input terminations or start, continue and  

end service breaks 
– SAO will submit payroll contributions for 

state agencies 
– Download Contributions Template 
– Upload Contributions 
– Visit retirement.state.wy.us to view files 

• Select .xlsx or .xls Excel file type 
– .xlsx, which is for Excel 2007 and newer, is optimal 
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Payroll Contribution  
Template 

Note: The data in  
the rows is for 
illustrative 
purposes only. 
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Completing the Payroll  
Contribution Template 

• Terminations 
– The terminated employee will have one row for the 

termination 
– You will complete columns K, AC, AD, AE and AF 

when applicable for the termination row 
 

For a detailed explanation, see pages 15 and 16 in the Employer Portal User Guide. 
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Completing the Payroll  
Contribution Template 

• Service breaks 
– Used when employees have an unpaid break in service 

but remain employed 
– Start a service break, complete  columns K, Z and AA 
– If they have contributions for that month, you will have 

another row with regular contributions 
 

For a detailed explanation, see page 16 in the Employer Portal User Guide. 
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Completing the Payroll  
Contribution Template 

• Continue a service break 
– Employers must indicate continued service breaks 

on the template 
– Also complete columns K, Z and AA  
– Leave Column AB, Service Break End Date blank 

For a detailed explanation, see pages 16 and 17 in the Employer Portal User Guide. 
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Completing the Payroll  
Contribution Template 

• End a service break 
– Employers must indicate when a service break 

ends 
– Also complete columns K, Z, AA and AB 
– Enter the date in Column AB, Service Break End 

Date, with the date the service break ended 

For a detailed explanation, see page 17 in the Employer Portal User Guide. 
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Questions on overview 

Questions? 
• Also refer to your employer portal user guide 
• View training videos online at 

retirement.state.wy.us 
• Call us at (307) 777-7691 
• Email us at pension@wyo.gov 
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