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Employer Self-Service  
1. Module Overview 

The LEA Subsidy module within Employer Self-Service (ESS) allows Local Education Agencies to 
maintain the insurance subsidy amounts for their retired members through the ESS portal. In order to 
access the LEA Subsidy module, you must have a valid login id and password. This login information is 
generated and sent by TCRS. In order to understand the additional features of ESS, please refer to the 
full ESS User Guide located at http://treasury.tn.gov/tcrs/EmployerSelf-ServiceUserGuide.pdf. 

1.1. What You Will Be Able To Do 

At the end of this guide, you will be able to: 

 View and update the subsidy amounts for retirees 

 Activate and inactivate subsidy amounts for retirees 

 Generate a report that contains the insurance deduction information 

2. LEA Subsidy Screen 

Once you have successfully logged into ESS, the Home screen displays. From the home screen you can 
navigate to the various screens of ESS by using the drop down menus at the top of the screen. To access 
the LEA Subsidy screen, you will navigate to Services > LEA Subsidy. 

  

http://treasury.tn.gov/tcrs/EmployerSelf-ServiceUserGuide.pdf
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2.1. Fields and Controls Available within the LEA Subsidy Screen - Revised 

 
The following fields and controls are available within the LEA Subsidy screen: 
 
Subsidy Details: 

 Type: Indicates the category of the subsidy: 
o Warning: Indicates that the subsidy amount is greater than the BA deduction amount 
o New: Indicates that the BA deduction is newly-added 
o Retro: Indicates that the BA deduction is a retroactive adjustment 
o Active: Indicates that the BA deduction is active and ongoing 
o Eligible: Indicates that the member has an active BA deduction but no subsidy 

 



LEA Subsidy User Guide Revised 2/11/2015 5 

 Method: Indicates whether the subsidy is On-Going or One-Time 
 

 Status: Indicates whether the subsidy is Active or Inactive 
 

 Subsidy: Indicates the subsidy (or support amount) your agency is applying toward the retiree’s 
BA (Benefits Administration) premium 
 

 Begin Date: Indicates the begin date of the subsidy; please note: this date must either be today’s 
date or the first day of a future month 
 

 End Date: Indicates the end date of the LEA subsidy; please note: this should always be the first 
day of the month in which you wish the subsidy to end 
 

 Description: Provides additional details regarding each field described above 
 

 Submit               : Allows you to submit your changes for the record 
 

 Clear         : Allows you to cancel the request and reverts any changes you may have made 
 
View Deductions / Add Deduction: 

 View Deductions/Add Deduction/Deduction Report                                                                      : 
Allows you to switch views between current deductions and eligible deductions and run the 
monthly deduction reports generated by payroll 

 

 Search/Show/Reset                       : Allows you to search by any variation of name or the last four 
digits of a retiree’s SSN 
 

 Edit       : Allows you to drill into the record of the retiree and access the details of his/her record 
 

 Name: Displays the name of the individuals retired from your agency with an insurance 
deduction. By clicking the Name column header, you can sort the display by name 
 

 Type: Indicates the category of the subsidy: 
o 1 - Warning: Indicates that the subsidy amount is greater than the BA deduction amount 
o 2 - New: Indicates that the BA deduction is newly-added 
o 3 - Retro: Indicates that the BA deduction is a retroactive adjustment 
o 4 - Active: Indicates that the BA deduction is active and ongoing 
o 5 - Eligible: Indicates that the member has an active BA deduction but no subsidy 

By clicking the Type column header, you can sort the display by the type of deduction 
 

 Subsidy: Indicates the current subsidy amount being applied by your agency 
 

 Deduction: Indicates the total medical insurance premium amount billed to the retiree from 
Benefits Administration 
 

 Source: Indicates the source of the retiree’s information; if the source is “BA”, the member has a 
BA deduction with no subsidy; if the source is “LEA”, the member has a BA deduction with a 
subsidy. By clicking the Source column header, you can sort the display by source 
 

 Begin Date: Indicates the begin date of the subsidy 
 

 End Date: Indicates the end date of the LEA subsidy 
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 Page numbers                     : Indicates the pages available for navigation; if the number is black, 
you are currently on that page; if the number is blue, you can click the page number to navigate 
to that page. Click the “…” to view additional pages 

 

3. Managing the Subsidies 

Through ESS, you can manage the retiree’s subsidy information. This includes updating the Method from 
Ongoing to One-Time; updating the Status from Active to Inactive; updating the Subsidy amount; 
updating the Begin Date of the subsidy; and updating the End Date of the subsidy. 

3.1. Managing a New or Eligible Retiree’s Subsidy Amount 

You can update all fields within a retiree’s record with a status of New or Eligible. 
 
Quick Tip – BA Premium Changes: When a new retiree is added to payroll and has a new 
BA deduction added, the Status column will indicate “2 - New”. When a BA premium has 
changed, the former amount will be deactivated, and the new amount will be activated; the 
retiree’s updated record will also reflect as “New”. 

 
Step 1 --  From the LEA Subsidy screen, click on the Edit icon        next to the retiree’s name. 
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Step 2 --  Update the desired fields. Note: The amount in the Subsidy field will be reflected as a 
negative since it is offsetting the BA Amount. Any field marked with a * is required.  

 

Step 3 --  Click the Submit button.  

 

Step 4 --  You will receive confirmation that the Subsidy has been added successfully. Click 
Close to return to the LEA Subsidy screen. 

 
Quick Tip – Subsidy has not been added: If the message tells you the Subsidy has not been 
added successfully, it is likely that you briefly lost your internet connection or have been timed out 
of ESS. Click Services > LEA Subsidy to re-access the screen, and re-attempt your update. 
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3.2. Adding a Retroactive Subsidy 

If a retiree is retroactively paid, and you need to apply retroactive support to the retiree’s premium, follow 
the steps below. 

Step 1 --  From the LEA Subsidy screen, click the Add Deduction tab. 

 
Step 2 --  Select the Edit       icon next to member’s name for which you would like to add a 

Retro Subsidy. 

 
 
 
 
 



LEA Subsidy User Guide Revised 2/11/2015 9 

Step 3 --  Input the details within the Subsidy Details section. Choose One-Time as the Method 
and Active as the Status. Key in the desired Subsidy amount, the Begin Date, and the End 
Date. 

 

Step 4 --  Click the Submit button. 

 

Step 5 --  You will receive confirmation that the Subsidy has been added successfully. Click 
Close to return to the LEA Subsidy screen.  

 

Quick Tip – Subsidy has not been added: If the message tells you the Subsidy has not 
been added successfully, it is likely that you briefly lost your internet connection or have 
been timed out of ESS. Click Services > LEA Subsidy to re-access the screen, and re-
attempt your update. 
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3.3. Managing an Active Subsidy 

You can only update the Status and End Date for deductions labeled as 4-Active. In order to update the 
deduction, you must change the Status to Inactive and add a new deduction via the Add Deduction tab. 
Please refer to section 3.1 Managing a New or Eligible Retiree’s Subsidy Amount for instructions on 
adding a Subsidy.  

Step 1 --  From the LEA Subsidy screen, click on the Edit icon        next to the retiree’s name. 

 
 
Step 2 --  Update the desired fields. You can change the Status or the End Date. 
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Step 3 --  Click the Submit button. 

 
Step 4 --  You will receive confirmation that the Subsidy has been added successfully. Click 

Close to return to the LEA Subsidy screen.  

 

 
Quick Tip – Subsidy has not been added: If the message tells you the Subsidy has not 
been added successfully, it is likely that you briefly lost your internet connection or have 
been timed out of ESS. Click Services > LEA Subsidy to re-access the screen, and re-
attempt your update. 
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3.4. Managing a Warning Subsidy 

You can only update the Status or End Date for deductions labeled as 1-Warning. In order to update the 
deduction, you must change the Status to Inactive and add a new deduction via the Add Deduction tab. 
Please refer to section 3.1 Managing a New or Eligible Retiree’s Subsidy Amount for instructions on 
adding a Subsidy. 
 

Step 1 --  From the LEA Subsidy screen, click on the Edit icon        next to the retiree’s name. 

 
Step 2 --  Update the desired fields. You can change the Status or the End Date. 
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Step 3 --  Click the Submit button.  

 

Step 4 --  You will receive confirmation that the Subsidy has been added successfully. Click 
Close to return to the LEA Subsidy screen.  

 
Quick Tip – Subsidy has not been added: If the message tells you the Subsidy has not 
been added successfully, it is likely that you briefly lost your internet connection or have 
been timed out of ESS. Click Services > LEA Subsidy to re-access the screen, and re-
attempt your update. 
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4. Generating an LEA Subsidy Report - Revised 

The Deduction Extended Detail Report allows you to view all of your retirees’ details included in the LEA 
Subsidy grid. You will no longer receive the Deduction Detail Extended Report from TCRS each month; 
you will use ESS to access this information. 

 
Step 1 --  To access the Reports screen, click on the Deduction Report tab within the LEA 

Subsidy screen. 

 
Step 2 --  Select the Month for which you would like to view the LEA deductions.  
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Step 3 --  Select the Organization for which you want to generate the report. Note: only your 
LEA will be available in the dropdown. 

 
Step 4 --  Select the desired Export Type. You can select either PDF, Excel, or CSV (comma 

separated value). 

 

Step 5 --  Click the Submit button. 
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Step 6 --  Your browser will prompt you to either Open or Save the document. Once you make 
your selection, the report will open in a new window. 

  

DEDUCTIONDETAILEXTEND143428.pdf 
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5. Paying the LEA Subsidy Invoice (ESS Admins only) 

Invoices are generated during the payroll process. You can view and pay them via the Invoices screen or 
the monthly contribution reporting process. Follow the steps below to view the invoice and pay it via the 
Invoices screen. 
 

Step 1 --  From the ESS home screen, navigate to Report > Invoices. 

 
Step 2 --  Select the checkbox next to the LEA Subsidy Repayment invoice. 
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Step 3 --  Click the Pay Invoice button.  

 
Step 4 --  From the Pay Invoice screen, click the Edit link next to the bank account from which 

you wish to pay. 
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Step 5 --  Input the total Balance Remaining in the Amount field and click the Apply link.  

 
Step 6 --  Once the Balance Remaining is $0.00, click Continue to Step 2. 
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Step 7 --  Input your Concord PIN and click the Submit button. 

 
Step 8 --  You will receive confirmation that the invoice has been paid. 
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6. Other Tips 

 When keying and End Date for a subsidy, remember that Benefits Administration bills retirees a 
month in advance 

o Example: if a retiree turns 65 in December and you would like to stop the subsidy the 
month of his/her birthday, select November as the End Date 

 

 A member will populate within the grid whenever Benefits Administration begins deducting the 
premium and will show up as “New” 

 

 If you change the status of a subsidy from Active to Inactive, the retiree will no longer be included 
in the list of subsidies to maintain 

 

 The Deduction Amount field where you key the amount of the subsidy will accept either a positive 
or negative number; however, Concord will automatically apply this as a credit toward the health 
insurance deduction 

o If you need to retrieve money due to an overpayment (where you keyed in a deduction 
amount larger than you intended), you will need to contact Financial Services to request 
the correction 

 

 You need to have all changes made on the LEA subsidy screen around the 20
th
 of each month in 

order for the invoice to generate with the updated changes by the time payroll runs 
 

 Retirees will not populate on the LEA Subsidy screen until they are added to TCRS payroll 

 If a retiree deceases, the LEA subsidy is inactivated when TCRS is notified of the death 
 

 If a retiree’s check is not large enough to cover the BA premium, the member will populate on an 
exception report that will be handled by TCRS 

 

 If a retiree’s date of retirement was in the past and BA sends a current and a retro premium, the 

member will populate on the report twice 

 

 If you notice a positive amount in the Subsidy field, this is a credit adjustment made by TCRS 

 

7. Retiree Insurance Process 
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