RETIREMENT SYSTEM

PENSION CONTRIBUTIONS
ELECTRONIC PAYMENT GUIDE




TABLE OF CONTENTS STEP #

EMPLOYER PORTAL ...ttt e e e 3
ONE-TIME PAYMENT ...ttt e e e e e e s e e e e e e s e e e aeesnneeea 3
E-BILL HOME PAGE ...ttt e e e e e e e e s 4
ENTER A PAYMENT METHOD ... e 4
VERIFY PAYMENT ... e 5
PAYMENT CONFIRMATION ...t 6
ACCOUNT SETUP ..ttt st e e e s e e s e e e e e e se e s e e nanes 6

PROFILE ..ttt e e et e e e e e e e e s et e e e e e et et e e ebee e e e s aannneeeaaa 7

LOGIN & PASSWORD ...ttt e e s e e eie e 7

TERMS OF SERVICE ...t 7

PAYMENT ACCOUNT ...ttt e e e e e e e e e e e e e e e e e e eareeeaaes 8
VIEWING PAYMENTS L.ttt e e en e e e e enne e 11
CANCELING PAYMENT ...ttt e e e e e 11
CONFIRM CANCEL PAYMENT .. 11
VERIFYING CANCELLED PAYMENT ...t 11

QUESTION OR CONCERNS ... ..ottt e e e e 11



Step # | INSTRUCTIONS

1 Log into your Employer Portal and Upload Contributions. If you have questions on uploading
contributions or need other Employer Portal information, you can find a guide here
https://retirement.wyo.gov/members/employer-portal/

2 EMPLOYER PORTAL Bill/Invoices View All

Once uploads are
complete, go to your
home screen, and you
will see Bill/Invoice in the
top right-hand corner.

Invoice
# Amount Remaining DueDate  Status

215764 $42,287.17 $42,287.17 3/28/2022 Pending  cancel
Bill
MAKE A NOTE OF:

e Al Pending 215763 $35,533.52 $35,533.52 3/28/2022 Pending |~ ocal
invoices # Eill
e Total Amount Due
You will need to enter 215762 532,515.49 532,515.49 3/28/2022 Pending | 5.l
these exact numbers and Bill
amount in the E-Bill
System.

Total Amount Due: $110,336.18
(Example shows invoice
#215762, 215763, and
215764 as pending and Before clicking "Pay Mow" you will need to know the total
Total Amount Due of amount due and invoice(s numbers you want to pay and
$1 10,336.1 8) enter them on the next screen

Then click on Pay Now,
you will be linked to the
WRS E-Bill site powered

by Wells Fargo.
MAKE A QUICK UN-ENROLLED PAYMENT

3 ONE-TIME PAYMENT | &0 wzen

Enter your RAIN ID*
Confirm RAIN ID LOGIN ONE-TIME PAYMENT
Complete Captcha
Click green One-

Time Payment RANID
button | I

=N =

Note: To set up an Confirm RAIN ID
account that remembers
your log-in and save your
account information, you P
must first make an initial [ tmnotarobot o
payment using the ‘Pay e

Now’ Link. After the

payment has been *Your RAIN ID can be found on the Employer Portal in the top
initiated, you have an right-hand corner or any invoice. If you can't find it, don't hesitate
option to enroll. to contact us as it is essential to have it correct, so payment is

applied to the accurate account.
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E-BILL HOME PAGE

Enter information in
required fields:

e Employer Name
Phone Number
Email
Payment Amount
Payment Method
Invoice
Number(s)

e Contact Name

Note: Enter invoice
numbers separated by a
comma (example
198594, 198595). If you
need additional space,
you can enter them in the
Additional Invoices/Info
field at the bottom of the

page.

Home

Employer Name Phone
| | I | Mobile ~ l
This field is required. This field is required.
Email
This field is required.
Country City
United States v (optional)
Street Address State
(optional) Select State v
Street Address Line 2 ZIP Code
(optional) (optional)
Enter Contact Name
I Required

This field is required.

Additional Invoices/Info

(optional)

Payment Amount
s |
Payment amount must be at least $1.00

Payment Method
I 7]
Pay Date

2/10/2022 l =]

Invoice Number(s)

Invoice Number(s) is required.

ENTER A PAYMENT
METHOD

Add a Payment Method
by clicking on Enter
under the Payment
Amount field and
completing the bank
account information, and
agreeing to the debit
authorization —

Click green Enter
Account button.

Enter a Payment Method

i,
1L BANK ACCOUNT

Account Type

Account #

| Personal |

Business |

Banking Type

Re-enter Account #

| Checking Account |

Savings Account |

Name on the Account

Routing Number

By continuing this action, you authorize the information you've provided on the above account to be used for creation of a
charge to the account listed above. You also affirm that the information you provided is correct, that you are a signer on the
account above and there are available funds to cover the amount of any transactions that you authorize.

Pay to the
Order of

12123456789

1:000123456 0" 1111

Routing Number

Make sure to use your bank account number, not your ATM

\

Account Number

or Debit card number.

Enter Account
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Once you have required
information entered and
Payment Method

Click, green Continue to
Payment button.

WS sz

Home
Employer Name Phone
Employer Name Here 3077772077
Email

wrsemployer@wyo.gov

Country City
United States 4 Cheyenne
Street Address State
Your Address WY -Wyoming
Street Address Line 2 2IP Code
(optional) 82002
Enter Contact Name

Your Name Here

Additional Invoices/Info

(optional)

Home
—
Payment Amount
s 2000.00
Payment Method © Enter
PayDate
2/10/2022 =]
Invoice Number(s)
111111,111112,11113

N

© Continue to Payment

VERIFY PAYMENT

You will have one more
chance to verify
Payment; if everything
looks ok, click on green
Make Payment button.

If you need to edit
information, click on Edit
and follow prompts.

By clicking the Make ¥

(53 PAYMENT SUMMARY Payment Method

1 Payment $2,000.00
Payment Date

2710202 | 8

Payments confirmed before Thursday, February 10, 2022 6:00 PM MST will be posted on Thursday, February

10,2022. Payments confirmed after Thursday, February 10, 2022 6:00 PM MST will be posted on Friday,
February 11, 2022.

Employer Name

Employer Name Here

& AdditionalinformationLabel

agree to the terms and b

By clicking the Make Payment button |, ABC Agency, confirm that today, Thursday February 10, 2022, 1 am authorizing a one-time debit from my Checking
‘account ending in *****2358 in the amount of 2,000.00 to be remitted to Wyoming Retirement System. This debit will occur on or after Thursday, February 10,
2022

If you have any questions regarding this transaction request, please call 307-777-2077.

~ PAYMENT DETAILS

Invoice Number(s)

RAINID 919

@ mmunnu

© Enter

WELLS FARGO BANK NA (MINNESOTA) *****. v

Payment Terms & Conditions

These terms and conditions govern your use of the Internet Bll Presentment and Payment Service (the
*Service?). As used in these Terms, the words “we; 'us;"and our” refer to Wells Fargo Bank, NA.(or its
affiiate). The words *you and *your”refer to you as the business entity accepting these Terms and using
the Service. The words *you" and “your* also include any user you authorize to use the Service on your
behalf.

1. Erfoneous Instructions. If we receive a payment instruction authorized by you and the instruction is
erroneous in any way, we shall have no obligation or liability for the error.

2.Transaction Limitations. Please be aware that certain types of bank accounts have limits on the
numbers of transfers or withdrawals that may be made per month. Your bank may refuse transfers which
would exceed such limits, So we recommend you check with your bank to determine what limitations are
imnased on withdrawals from anv account If we are not ahle to dehit the amount reatiired to caver an

8 print Terms and Conditions
Email @ Phone

wrsemployer@wyogov 3077772077

Make Payment.

Cancel

N Payment Amount Payment Amount

2,00000 2,000.00
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8 PAYMENT
CONFIRMATION

You will see a
confirmation of your
Payment’ this will also & Print Confirmation Page Payment Date Your
be emailed to you, and Payment Method Information
you can print the will appear
confirmation page. Employer Name Here

Confirmation

Thank You! Your payment has been made.

Total Payment here

Your Information
1. Click on Enroll with . EEWITETIEIREE
Your Current

|nf0rmati0n You have been provided a confirmation number. Please save this page for your records.

(recommended)’ Payments confirmed before Thursday, February 10, 2022 6:00 P M5T will be posted on Thursday, February
10, 2022. Payments confirmed after Thursday, February 10, 2022 &:00 PiM MST will be posted on Friday,

create a user name, || :.oav11 200 &

and IOg n for faSter If you have any further guestions about payments to Wyoming Retirement System, please contact our office

future payments. at 307-777-2077 .
The following

0 . . RAIN 1D Confirmation & P ent Amount
instructions will =
guide you. Your Information will appear here
J  Enroll With Your Current Information Return to Home Log Qut
CREATING A LOGIN

A t Set
9 ACCOUNT SETUP ceount >etip
1 Enter your RAlN ID* To verify your identity, we need your RAIN ID and RAIN ID
2. Confirm RAIN ID
3. Complete Captcha
4. Click green Validate RAIN ID
button

CAPTCHA required

RAIN ID

o]

P |

reCAPTCHA
Privacy - Terms

\/ I'm not a robot
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10

PROFILE

Account Setup

Enter your information L
and click on green Name Contact nfo
Continue to Log-in & B
Password button S o
Required fields are: e Y O
e Employer Name
e Phone e
e Email ay sme N
Cheyenne WY-Wyoming v
11 LOGIN & PASSWORD | g
Create a Login ID
Enter password foomntSewe

= OO

il

Re-enter password
Select a Security
Image

Give your Image a
label

Choose 5 Security
Question and enter
Answers

Click on green Continue
to Terms of Service
button

Create an Account

LoginID

Password

Choose Your Security Questions

Choose a Security Image and give it a Label

Voull 568 Y0u7 364080 S6CrTy Image and DAL IN EmaL FOTAEaTiona Wher Y0u 586 YU Imige ant
CT#earion, yeu €6n be e s fre

C N

[

u

GV yoor mage @ Libel

™
®
B

mus

d 8l

-

=)

; & GUESTICns T0 NED VAR yOur ISENTTY 7 yeu ROGEt your LogIn CdirTals. Maks ::'):'.:\‘ ANFWETE ThET YO Lan Sedly Rmember.
Question 2 Angwst 2
Quastion 3 Angwst 3
Quastion 4 At &
p— p—
12 TERMS OF SERVICE

Read and check the box | s

agreeing to the Terms of

Service and then click on | Account Setup

Continue to Payment
Accounts.

Terms of Service

(3 By cticking this box, you are enrolling in this service and have read and agree to the Terms of Service for tis site.

[SY:BP8  Continue To Payment Acc|
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13

PAYMENT ACCOUNT
Click on Bank Account

N

W e

Account Setup

PAYMENT ACCOUNTS

 PROFILE v LOGIN & PASSWORD v TERMS OF SERVICE

Payment Method
You may seliggdefaut payment method now. After enrollment you can manage your payment methods.

I BANKACCOUNT & »

3¢ ADD LATER >

o T

14

Enter Bank Account
Information and click on
green Finish Enroliment
button

T BANKACCOUNT v

Account Type Account #
Banking Type Re-enter Account #
Give This Account a Nickname

Pay to the

Order of

Name on the Account

11123456789  10001234560° 1311

Routing Number

The Routing Number field is required.

Routing Number Account Number

Make sure to use your bank account number, not your ATM or Debit card number.
By continuing this action, you authorize the information you've provided on the above account to be used for creation of a charge to the account listed above. You also affirm that the information you provided is

correct, that you are a signer on the account above and there are available funds to cover the amount of any transactions that you authorize.

3¢ ADD LATER »

[FX:V9  Finish Enroliment

15

You will still need to
Activate your account —
Follow direction in email
to Activate Account

W
Your Account is Set Up!

After activating your account, click here to

login

Activate Your Account

We've sent an activation link to cynthia.fernandez@wyo.gov.
Click the Link in the email to validate your email address and
activate your account with us. If you don't see an email from us,
check your “Spam” or “Junk” folders.

Resend Activation Email
Send Email to another Email
Address

Didn't get our email? We can resend it to the Email on file or an
alternate address.

Alternate Address
Resend Email to ynthia.fernandez@wyo.gov

email_name@email_provider.com

Send Activation Email
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confirmation letting you
know your account is
Activated.

If you enrolled and
activated your account
with E-Bill, once you
have uploaded your
monthly contributions in
the RAIN Employer
Portal, write down
invoice numbers and
Total Amount Due and
click on Pay Now.

You will be taken to the
E-Bill site through Wells
Fargo. It will default to
One-Time Payment, click
on Login, enter your
credentials, and on the
green Login button

Step # | INSTRUCTIONS
16 Go to your email, and
you should have an -
email like the sample to Please activate your Wyoming Retirement System account. (Extemal) Inbox x
the rlght CheCk your E-BillExpress@e-billexpress.com
spam if you do not have | tome~
the email. N Mu}:‘.ﬁr‘"
- _E-BillExpress
Once you have the emalil Your Information will
click on the blue activate
e appear here
Please click on the button below to activate your Wyoming Retirement System Account.
IMactivate o
Button not working? If so. click here.
17 You will receive a )
Wﬂ;ﬁ""

Your Wyoming Retirement System account has been activated!

Your Wyoming Retirement System account has been activated!

To log in to your account, click here.

LOGGING IN AFTER CREATING AN ACCOUNT

Wum-.,

LOGIN ONE-TIME PAYMENT

Login ID
Password

Forgot your Login 1D?
Password Help?
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You will need to enter

1. Payment Amount
(remember to use the
Total Amount Due on
the Employer Portal)

2. Invoice Number (s)
(List all pending
invoices on the
Employer Portal
separated by a
comma) If you need
additional space use
the Additional
Invoices/info at the
bottom of the page

3. Contact Name

Click on the green
Continue to Payment
button.

Home

Payment Amount

$

Payment Method © Add

Your Information will Your Information will

appear here appear here

Enter Contact Name

Required

Additional Invoices/Info

(optional)

© Continue to Payment

Total Amount  Status

Previous Payments

Confirmation #

Your Information will appear here

Payment Method Payment Date

20

Verify Payment and click
on the green Make
Payment button.

Verify Payment
"aymer s n

PAYMENT SUMMARY

Payment Method ©ngd

1 Payment 5131669 Vol Fire BLUE FEDERAL CREDIT UNION v

Payment Date

10202 | &

Payments confirmed before Thursday, February 10, 2022 6
10,2022, Payments confirmed after Thursday, February 10, 2022 6:00 PM MST will be posted on Friday,
February 11,2022.

By clicking the Make Payment button you agree to the terms and conditions stated above.

[~ PAYMENT DETAILS

10,2022,1 ime debit g accou
t Systen. This debit will occur on or after Thursday, February 10, 2022.

Make Payment

B

Invoice Number(s)

RAIN ID 1001

@  omsuss 151669 151669

21

You will see a
confirmation of your
Payment, this will also be
emailed to you, and you
can print the confirmation

page.

At this point you can
1. Click on Log Out

2. Click on Return to
Home link

Confirmation

Thank You! Your payment has been made.

Your
Information

A po . Payment Date
&= Print Confirmation Page

Payment Method

will appear
here

Total Payment

Your Information will

appear here

You have been provided a confirmation number. Please save this page for your racords.

Payments confirmed before Thursday, February 10,2022 6:00 PM MST will be posted on Thursday, February
10, 2022. Payments confirmed after Thursday, February 10,2022 6:00 PM MST will be posted on Friday,
February 11,2022.

If you have any further questions about payments to Wyoming Retirement System, please contact our office
at 307-777-2077 .

RAIN ID Confirmation # Payment Amount
Your Information will appear here

Return to Home Log Out

10
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VIEWING PAYMENTS

On the Home Screen,
under Previous Payments

NOTE: If you need to see additional payments click on Payment

History at the top of the page.

Previous Payments

you W|” see the Iast 12 Confirmation # Payment Method Payment Date Total Amount Status
payments. 3100186528 ACH 2/10/2022 33948  Processing x
» 3100186532 ACH 2/10/2022 1,316.69 Processing X
23 CANCELING Previous Payments
PAYMENT .
Confirmation # Payment Method Payment Date Total Amount Status
You will have until 6 PM 3100186528 ACH 2/10/2022 33948 Processing x
the day before the Pay
Date to cancel a » 3100186532 ACH 2/10/2022 1,316.69 Processing x
Payment. Under Previous . : o
Payments Click on the X NOTE: If there is no X next to the Payment, cancellation is no
Next to the payment you longer an option.
wish to cancel.
CONFIRM CANCEL Confirm Cancel Payment
PAYMENT
You will have a chance to _
review the Payment one confirmation #
more time, and then Biller
select Do Not Cancel Name
Payment link or the green
Cancel Payment button. RAINID Your
Information
Inveice H
Nomber(s) will appear
here N

Payment

Amount

Payment

Status

Do Not Cancel Payment Cancel Payment
\éiﬁlggll_'\ll_céD Previous Payments
PAYMENT Confirmation # Payment Method Payment Date Total Amount Status
If I C I 3100186528 ACH 2/10/2022 339.48 Canceled
you select Cance
Payment, you W|" See 3100186532 ACH 2/10/2022 1,316.69 Processing
next to the Payment, it
now says Canceled. You
will also receive an email
confirmation letting you
know it was canceled.
26 QUESTION OR Email: wrsemployer@wyo.gov

CONCERNS

Phone: 307-777-2077

11
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