
 
 

 
 

 
  

 

 

 

 

 

 

 

 
  

 
         

   

      
          

 
  

           

      

       

  
    

   

     
   

     
 

      

         
  

           

      

100 N. Park Avenue, Suite 110 Montana Teachers’ 
P.O. Box 200139 

Helena, MT 59620-0139 
406.444.3134  866.600.4045 

Retirement System 

Notice 
TRS system changes and procedures for non-contributing substitute teachers 

and part-time teachers’ aides/paraprofessionals 

Previous notices on this topic were distributed August 20, 2024 and January 16, 2025. 

As of Monday, February 3, 2025, the TRS Wage & Contribution Reporting System has been 
modified to accept hours and wages for substitute teachers and part-time teachers’ aides/ 
paraprofessionals who validly deferred membership on TRS Form 106. Follow instructions in this 
notice to report them as “non-contributing” in January 2025 and later monthly reports. 

Remember, TRS employers must first confirm these employees are not already TRS members before 
providing TRS Form 106. Instructions for doing so are provided later in this notice. 

Key features of this system enhancement: 

1) TRS will track hours reported for substitute teachers or PT aides/paras who deferred 
membership. 
a) Errors will occur in the Wage & Contribution Reporting System if your monthly report 

includes “non-contributing” hours for an existing member of TRS. 
b) This status cannot be used for employees who do limited “stipend work” (e.g., coaches). 

2) The TRS Wage & Contribution Reporting System now includes a report so that employers 
can see how many hours have been reported this fiscal year for non-contributing subs/paras.  

3) If 210 or more total non-contributing hours have been reported and posted in a single fiscal 
year, TRS will automatically update the employee’s membership status from “non-
contributing” to Active or Rehired, as appropriate. 

4) TRS also will send activation notices (emails) to school district personnel so they will know 
when to begin withholding contributions for that employee. 

Read this entire bulletin carefully to avoid errors in your monthly reporting. 
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PART 1 Procedure for determining TRS membership status 

1. When your district hires a substitute teacher or part-time teacher’s aide/paraprofessional: 

1a. Log into the TRS Wage & Contribution Reporting System and select the Member 
Search/Edit button from the menu. 

1b. Type in the substitute or part time aide/para’s SSN and click Find: 

2. 

• If the individual is not found, they are not a TRS member. Go to Step 2. 
• If they are found with a status of either “Terminated – Cashed Out” or 

“Terminated – Transferred”: They are no longer members. Go to Step 2. 

If the employee is found and displays any other status, you cannot report 
them as a “non-contributing” sub/para. Do NOT proceed to Step 2. 

Provide the employee a copy of TRS Form 106, Membership Election – Substitute 
Teacher or Part-Time Teachers’ Aide/Paraprofessional on their first day of work. 

• If the sub or PT aide/para elects to participate in TRS right away, begin withholding 
contributions immediately and report them to TRS like any other TRS member. 

• If the sub or PT aide/para elects to defer membership (i.e., they choose not to 
become a TRS member right away), go to Step 3. 

TIP: Always retain the signed Form 106 in your office for confirmation. 

Follow your software vendor’s instructions to include hours and wages for substitute 
teachers or PT aides/paras who have validly elected to defer membership in TRS. 

• If you don’t use upload files to create monthly TRS reports (or if your vendor hasn’t 
yet modified the files to include non-contributing subs or PT aides/paras), you can 
manually add non-contributing subs or PT aides/paras to the TRS Wage & 
Contribution Reporting System. See Part 2 of this notice. 

3. 
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PART 2 Procedure for including “non-contributing” subs or PT aides/paras in 
TRS wage and contribution reports (for January 2025 and later) 

You can upload non-contributing employees who have already been included in your payroll 
system’s upload file, OR you can manually add a non-contributing employee to TRS. 

If you upload a payroll file: 

You will not notice any differences in the upload process. 

• If your upload file includes non-contributing employees, you will be able to see their 
hours and wages on the TRS Employer Report – Member List screen. They will be listed 
with a Work Status of Non-contr sub/PT para, and their hours will be shown as a 
separate row, labeled “EMD Hours” (short for “elective membership deferral”): 

• Note: You must report hours – not days – for proper tracking. TRS cannot convert days 
to hours for you. TRS law considers 7 hours to be a full day, and it is the employer’s 
responsibility to report hours for service provided. 

If you need to manually add a non-contributing employee to TRS: 

1. In the TRS Wage & Contribution Reporting System, select Member Search/Edit from the 
menu. 

2. Enter the employee’s SSN in the field and click the Find button to confirm the individual is not 
already a member of TRS. (Refer to the procedure in Part 1 of this notice.) 

3. Click the “Add New Member to TRS” button. You will see the following screen: 
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On Page 1 (pictured above), complete all required fields and click Continue. 

On Page 2, click the Work Status drop-down list and select “Non-contr sub/PT para”: 

Complete all required (*) fields 
on the screen and click Save. 

• Once the employee record has been created, you can select your monthly employer report 
(for January 2025 or later) and add that employee to your report. 

• Then use the “Employer Report – Edit Member Detail” screen to enter hours and wages 
for the non-contributing employee. 

Continued on next page 
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Validating and submitting an employer report with non-contributing subs or PT aides/paras: 

1. Access the “Employer Report – Summary” screen for your monthly report. 

2. When you are ready, click the Run Report button like you normally would. 

• As you know, this button tells the TRS system to check your monthly report for errors or 
inconsistencies in your data. 

3. If errors are found, you must resolve them and repeat Step 2 to validate your corrections. 
New error messages have been implemented as part of this enhancement: 

Error: This Work Status is not allowed for an existing TRS member. 

 This error indicates the employee is already a TRS member, as explained in Part 1 of 
this notice. 

 To resolve: Access the “Employer Report – Edit Member Detail” screen, select the 
appropriate work status, and include employee contributions. Click Save. (Contact the 
TRS Accounting team if you need assistance.) 

Error: Hours and Wages are required for this Work Status. 

 This error indicates that hours and/or wages were not entered for the employee. 

 To resolve: Access the “Employer Report – Edit Member Detail” screen, enter their 
actual hours and wages, and click Save. 

Error: Only Hours and Wages are allowed for this Work Status. 

 This error indicates your upload file identified this employee as non-contributing, but 
contributions were included. 

 To resolve: Access the “Employer Report – Edit Member Detail” screen, delete 
contributions, and click Save. 

Error: Contributions are required as of [Date]. 

 This error indicates TRS membership has been activated for this employee, either 
because 210 or more hours were reported and posted for this employee in a fiscal year, 
or because the employee now works in a position that requires TRS participation. 

o Note: You should have received an auto-generated “activation notice” email 
from TRS stating the employee’s TRS membership deferral ended and that you 
need to update your payroll system to withhold contributions. (See sample email 
in Part 3 of this notice.) 

 To resolve: Access the “Employer Report – Edit Member Detail” screen, update the 
work status as appropriate, and include contributions. (If you need assistance, call the 
TRS Accounting team.) 
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PART 3 What happens next? 

As a courtesy, TRS has created a report listing your subs and PT aides/paras who elected to defer 
membership. You can view the report anytime while logged into the TRS Wage & Contribution 
Reporting System. 

To access it, click the Reporting button in the menu, then select 
“Elective Membership Deferrals.” A sample report is pictured below. 

The report shows only employees who were reported as non-contributing 
in your district. Any hours that other districts have reported for the same 
employees are shown as well. 

Employees who have already been converted to “Active” or “Rehired” 
status will be listed at the top. Those who are still in “Elective 
Membership Deferral” status are listed below them. Hours reported 
thus far in the fiscal year are shown for all listed employees. 

How will employers know when to start withholding contributions? 

Auto-generated emails will be sent to affected school districts when a non-contributing 
employee’s membership has been activated by TRS and the district must begin withholding 
contributions from the employee’s pay. A sample email is shown on the next page. 
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Note: 

If the employee’s membership was 
automatically activated because at least 
210 hours had been reported during the 
fiscal year, the email will instruct the 
district to begin withholding contributions 
effective the month following the month in 
which the threshold was reached. 

These emails will be sent automatically to 
the payroll contact on file with TRS, as 
well as to registered users of the TRS 
Wage & Contribution Reporting System. 

Do not reply to the automated emails. 
Contact numbers are provided at the 
bottom in case you need help from a 
member of the TRS Accounting team. 

Other Resources 

The Online Manual within the Wage & Contribution Reporting System will be updated as soon as 
possible to reflect these changes. 

Updates have been made to two existing Fact Sheets, available on the TRS website (trs.mt.gov): 

• Substitute Teaching and Elective Membership Deferrals 
This fact sheet has been updated with additional information. 

• Calculating and Reporting Extra Duty Service Credit 
This fact sheet will help employers understand when TRS membership is required for 
a community member who performs stipend work, such as coaching. 

If you have questions or concerns about these system enhancements or about the content of 
this notice, please contact Nolan Brilz, TRS Accounting/Fiscal Manager. He can be reached 

by telephone (406-444-3679) or by email: NBrilz@mt.gov 
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