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You must have Microsoft Office 2003 or later to use this feature.

Import / Recover

1. On the Annual Report — Import/Recover/Delete/Export screen, select the “Import from
Employer File” or “Recover from TRS Annual Report” option and press the “OK” button
to perform an import or recover.

Import/Recover/Delete/Export

¢ Import from Employer File
Select this option to import employee records from an xml, comma-delimited or

fixed-length ASCII file. Click here to view the Import File Specifications.

¢ Recover from TRS 2009-10 Annual Report
Select this option to recover employee records from the TRS Annual Report
information for 2009-10. Additional earnings information must be entered for each

employee.
2. You may continue after you receive the email that the import or recover was completed.
Create Spreadsheet
3. On the Annual Report — Import/Recover/Delete/Export screen, select the “Create

Spreadsheet File” option and press the “OK” button.

Create Spreadsheet File

view updates. Click here to view or print spreadsheet file instructions.

4, On the File Download screen, press the “Save” button.

File Download

Do you want to open or gave this file?

@] Mame: TRS Import 2010-2011.%ml

Type: ¥ML Document, 42.5KE
Fiom:  web-test3

OR

Open Save P

harm pour computer. |f pou do not tust the source, do not open or

@ whhile files from the Internet can be uzeful, zome files can potentially
A save this file. what's the risk?

Do you want to open or sive TRS Import 2013-20145mi from web-test 37 Open Sve | v Cancel
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5. On the Save As screen, select a directory and press the “Save” button.
K E3
Save in: IE}THS Annual Report Files j 0 _" 9 '
by M File name: ITHS Import 2010-2017 xml j Save I
o Save as type: IXML Diacurment j Cancel |
Ea

6. If the Download complete dialog box does not close automatically, press the “Close”
button.
Download complete MEE
—{_-\% Download Complete

L SE200mpartz2 20201 0-2011. #ml from web-testd
ENENENENENNNEEENNNENNEENNNNEEENEEENNNENNNEEENEEN
Dowrloaded: 425KB in 1 zec OR
Download to: C:\Documents .. ATRS Import 2010-2001. 2ml

Transfer rate: 42 BkB/Sec

™ LCloze this dialog bos when download completes:

Open Open Folder | Cloze I
g

The TRS Import 2013-2004 {1]aoml download has completed. Open + Open folder Wiew downloads
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Open the XML File in Excel and Edit the Data

7. Open Microsoft Excel.
8. Select “File — Open” from the Excel menu. For Microsoft Office 2007, select the Office
button and select “Open” from the Excel menu.

Microsoft Office 2003 & 2010: Microsoft Office 2007:
g“ = H & i
Home Insert

H Save

Save As

o Save as Adobe PDF f== Open %
| |5 Open |
[ Close l% H Save
i lﬂ Save As  k
@ Frint »
MNew -
Print zr Prepare b

Save & Send ; Ii| Send b

Help :
;Ef Publish »
2] Options ~
i &
£ Exit . Close
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9. Navigate to the directory where you saved the XML file in Step 5 and press the “Open”
button.

Open EHE
Lock in: IE) TRS Annual Report Files j @-0Ch X i E-

g_rl

My Recent
Documents

o
|

2
[r
Eall |
=]
-

My Docurnents

©

=
=
[

ornpuker

[

@

Iy Network
Places

File name: I j

Files of type: I.C\II Excel Files (*.=*; * zlsx; * xlsm; * xlsh; * xlam; *,xlkxg * by *.xls; by * hkmg * hnl; *mhbk; j

Tools |+ | Open |+ Cancel

1. ]
10.  The data is loaded into Microsoft Excel.
I ESH&9- -+ Bookl - Microsaft Excel | ; E | o & R
nHome Insert Page Layout Formulas Data Review View Developer Load Test Acrobat Team Design =] e S
. = 3 Record Macro ‘- ,___‘ﬁ | # & Properties @ E’MED Properties LJ%ImDUrt _o‘ﬁ
E l—EQ EUse Relative References 2 E . Q‘J\«fiew Code fﬂ'g Expansion Packs <l> Export
Visual Macros Add-Ins COM Insert D Source @ Document
Basic £\ Macro Security Add-Ins . # Run Dialog '} Refresh Data Panel
Code Add-Ins Controls XML Modify
il J2g - & v
I A B I E
TN EName K Genderﬁod ' i EmployTyy Abbrev = 'EE'EE' Eﬂ! Mbrﬁontﬂ = FedFun =
2 999999999 Last, First Name 01/01/1 958 F
3 (999999999 Last, First Name F 01/01/1968 F 180
4 999999999 Last, First Name F 01/01/1968 F 180

11. Using Microsoft Excel functionality, complete any changes, additions or deletions to the
data.
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Spreadsheet File Instructions

Export the XML File from Excel

12. If you have the Developer ribbon, skip to Step 18.

EHESH&E9- -5+ TRS Import 2010-2011.xml - Microsoft Excel | Tt ‘ o BB 2
“_Home Insert Page Layout Formulas Data Review View | Developer | Load Test Acrobat Team Design ] e o B OE
" E == — |1.§;'_ & [Bp Properties E %tfp Properties E\Hlmport
E =1 o 25 = & view Code 2 Expansion Packs ﬂ;—jExport
Visual Macros | Add-Ins  COM Insert Design . Source . Document
Basic i Add-Ins = Mode T RunDialog “4 Refresh Data Panel
Code Add-Ins Contrals XML Modify

If you have Microsoft Office 2010:

13.  Select “File — Options” from the Excel menu.

X = &9 ™~

Insert

MNew

Help

| ] Options |

[ Exit %
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Spreadsheet File Instructions

14.  On the Excel Options dialog box, select the “Customize Ribbon” option. In the right list
box, select the “Developer” checkbox and press the “OK” button.

Excel Options

General

Formulas

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

@ Customize the Ribbon.

Choose commands from:
IPopuIarCommands ;I

I 21 Chart Types... B
Borders »

Calculate Mow
Center

Conditional Formatting 3
Connections

Copy

Custom Sort..,

Cut

Decrease Font Size
Delete Cells...

Delete Sheet Columns
Delete Sheet Rows

R e e s e S

Filter

Font I-
Faont Color b=
Font Size I-
Farmat Cells...

Format Painter

Freeze Panes 3
Increase Font Size

Insert Cells...

Insert Function...

S T

T
3

Insert Sheet Columns
Insert Sheet Rows
Macros

Merge & Center
Mame Manager

Mew E

CRE~T

E-mail Add >> |
Fill Calor 3

Customize the Ribbon: (i

[Main Tabs -]

Main Tabs

¥ Home

¥ Insert

V¥ Page Layout

¥ Formulas

¥ Data

W Review

W view

[ Developer

¥ Add-Ins ‘
W Acobat

¥ Background Removal

=
=

MNew Tab | ﬂewGroupl Rename... |

Customizations: Reset = | i

Import/Export ¥ |

15.  Continue with Step 18.
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If you have Microsoft Office 2007:

16.  Select the Microsoft Office button, and then press Excel Options.

@ oo Ll Bookl - Microso

Recent Documents
| Mew
=
Open
b =
lﬂ Save A5k
2 print »

22

% Prepare *
;ﬁ Send 3

A0 7 publish »
- -

'_._-.T Close

] Excel Options | | X Exit Excel
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Spreadsheet File Instructions

17. In the Popular category, select the “Show Developer tab in the Ribbon” check box and
press the “OK” button.

Excel Options

EE

[' Popular
Farmulas
Froofing
Save
Advanced
Customize
Add-Ins
Trust Center

Resources

% Change the most popular options in Excel.

Top options for working with Excel

F Show Mini Toolbar on selection i
I- Enable Live Preview (i
72 iShow Developer tab in the Ribboni(i

7 Always use ClearType

Color scheme: I Silver = I

Show feature de

Show Developer tab in the Ribbon

The Developer tab includes macro
and form authoring tools, as well
as XML-related features.

ScreenTip style:

Create lists for use in sorts and fill

‘When creating new workbooks

Use this font: |rial =]

Font size: 10 =

Default view for new sheets: INormaIView v|
Include this many sheets: |3 5‘

Personalize your copy of Microsoft Office

User name: |Mona Scoles

Choose the languages you want to use with Microsoft Office: Language Settings... |

OK I Cancel
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Spreadsheet File Instructions

If you have Microsoft Office 2010 or Microsoft Office 2007:

18.  On the Developer ribbon, press the “Export” button.

oy TypelAbbrevid

If you have Microsoft Office 2003:

Microsoft Excel |
fiew Developer Load Test Acrobat Team Dresign
erties == E Map Properties EﬂImpnrt é'ﬁ
i Code i...'f.] Expansion Packs ﬂ-:] Export I—r“:"}

] Source @ Document
Dialog } Refresh Data L\\S Panel

¥ML Modify
Export XML Data
E F Export an XML data file.

19.  Select Data - XML — Export from the Excel menu.

Microsoft Excel - TRS Import 2010-2011.xml

EI_] File Edit “ew Insert Format Tools | Dats | Window  Help
: N A
PO (> Ol G B B af 2 Sort -1 B I U
A2 - A D99939933 Filker 4
A | B | Subkotals, .. il | G | a
1 |TIN - | Mame ~ |G FontractDay - | DagsPd |~ | Rate
2 55333333590 Last, First Mame F| “alidation. .. 0
3 993393393 Last, First Mame F| 0
4 999999999 Last, First Mame F| Text ko Columns. .. 0
] 933993333 Last, First Mame Fi . . 0
e | 499999599 Last, First Mame £l i3] PivotTable and PivotChart Report... 0
T 992993999 Last, First Mame Fi Import External Data » O
g 9333333339 Last, First Mame Fi 0
3 939999999 Last, First Mame F| List L ]
0 992993999 Last, First Mame F
| v | =
1 533999359  Last, First Mame F| il D | of Impart...
12 999999999 Last, First Mame Fl ¥ pefreshData |1Tj Export... |
12 992993999 Last, First Mame Fi 1
4 599993533 | Last, First Mame F| ¥ ‘98 Refresh L Dalle.})
15 935999939 Last, First Name F OHOEE F
G 999999999 Last, First Mame F oiones | F A Bl M souree...
17 999993339 Last, First Mame F OHONES F A= -
8 993999399 Last, First Mame F oWoES | F A T ML Map Properties...
9 999999939 Last, First Mame F oS | F i _|J/ Edit Guery...
20 999993339 Last, First Mame F OHONES F B
) 999999399 Last, First Mame F O0ES | F K %ML Expansion Packs. ..
22 999999999 Last, First Mame F OHOES F e
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For all versions of Microsoft Office:

20.  On the Export XML dialog box, select the directory and name of the file to export the
new data to and press the “Export” button.

Export XML EHE

Save in: I@ TRS Annual Repart Files j S - X CuE-
2 @ TRS Import 2010-2071.xml

My Recent
Documents

Iy Metwork
Flaces

File name: [TRs Expart/2010-2011 3l

LefLed

5ave SSEYEL (b Files (*.xml)

Tools |+ | Expart: l Cancel
1% F

Delete All Employees from the Annual Report

21. Return to the Annual Report — Import/Recover/Delete/Export screen. Before importing
the new data, you will have to delete the existing employees from the Annual Report so
the new employee data can be imported. Select the “Delete All Employees from the
Annual Report” option and press the “OK” button.

‘Delete All Employees from 2010-11 Annual Report

““Select this option to delete all employees' records from the 2010-11 Annual
Report.

22.  On the Delete All Employees screen, press the “Delete” button.

Delete All Employees

By selecting the delete button below, you are permanently deleting all employees from the 2010-11 Annual
Report.

Delete Cancel

pg. 10




TEACHERS’ RETIREMENT SYSTEM OF THE STATE OF ILLINOIS

2815 West Washington Street
P.O.Box 19253
Springfield, lllinois 62794-9253

(888)877-0890

employers@trs_i“inois_gov Spreadsheet File |nStrUCti0nS

ILLINOIS http://trs.illinois.gov

Import the XML File to the Web Site

23. On the Import/Recover/Delete/Export screen, select the “Import from Employer File”

option and press the “OK” button.

Import/Recover/Delete / Export

' Import from Employer File
‘Select this option to import employee records from an xml, comma-delimited or
fixed-length ASCII file. Click here to view the Import File Specifications.

24. On the Import from Employer File screen, press the “Browse...” button.

Import from Employer File
Click here to view the Import File Specifications.

File Path/MName: | Browse... |

oK Cancel |
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25.

Chooze File to Upload

On the Choose File to Upload screen, navigate to the directory where you saved the XML
file in Step 25 and select the file, then press the “Open” button.

Look in: IE} TRS Annual Report Files j -J _? T *

I TRS Expart 2010-2017 . =ml
ﬂ TRS Impart 2010-2011 %l

File name: ITHS Ewpart 2070-20171 xml j Qpen

Files of twpe: I,-‘.‘-.II Files [*%] j Cancel

26.

On the Import from Employer File screen, press the “OK” button.

Import from Employer File

Click here to view the Import File Specifications.

File Path/Name: |C:HDncument5 and Settings'scolemk\Desktop\ TRS An

. Browse... !

OK Cancel

B

217.

When you receive the email that the import was completed, then you can review the
employees that were imported through the Employee List screen.
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