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Retirement reporting basics



Agenda

• Retirement reports.
• Detail records.
• Tools for reporting.
• Employer statements.
• Questions and answers.
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The role of ORS

• Administer pension 
benefits.

• Collect information and 
money to support these 
benefits.

• Calculate and fund 
accurate pensions.
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Who are 
reporting units

• An employer participating 
in the retirement plan: 
• K-12 schools.
• Intermediate school districts.
• Some participating public-

school academies.
• Tax-supported community 

colleges.
• Seven Michigan universities.
• Some district libraries.
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The role of 
reporting units

• Report accurate 
wages and hours.

• Remit the related 
retirement. 
contributions by the 
due date.



Retirement reports



Submit the report

There are three ways 
to load a report.

1. Upload a file.
2. Copy forward.
3. Manually key 

member records.



Work on reports





Accept the report

• Overnight batch.
• Confirm the report 

is successfully 
loaded.

• Correct errors.
• Accept report.



Summary Page



Summary page



Post the report

• Accept reports for 
records to post.

• Only valid records will 
post.

• Correct suspended or 
bad format records.

• Flagged records need 
review.



Edit records



Edit records



Detail records



Detail 1 record

• Demographics
• Required for new 

employees.
• Used to make 

changes to name or 
address.



Detail 1 record



Detail 2 record

• Defined Benefit
• Reportable Wages.
• Hours.
• Member 

contributions.
• Employer 

contributions.
• Wage code.
• Class code.



Detail 2 record



Detail 3 record

• Tax deferred 
payments.

• Agreement 
number.

• Invoice number.
• Deduction amount.



Detail 3 record



Detail 4 record
• 401(k)/457.
• Gross wages.
• DC contributions.

• Member 
• Employer 

• PHF contributions.
• Member
• Employer



Detail 4 record



Tools for reporting



Tools for reporting

• Download details
• DC feedback files
• Member Benefit Plans link
• View Election Status link
• Reporting Instruction Manual
• Introduction to ORS Reporting Guide



Download details



Summary Page



Error download detail



TDP download details



DC feedback file



View Member Benefit Plans



Member Information Display



View Election Status



Reporting Instruction Manual



Introduction to ORS Reporting Guide



Employer Statement





Pay Cycle Reporting



What day of the pay cycle is it?

• Days 1 through 6 – use recent activity.
• Days 7 through 10 – use pay cycle 

statement.



• Ending balance 
from previous 
statement.

• Amount due may 
change as reports 
post and changes 
to reports are 
made.

Recent activity



Recent activity

• Locks on the night 
of the 6th business 
day.



What day of the pay cycle is it?

• Days 1 through 6– use recent activity.
• Days 7 through 10 – use pay cycle statement.



• Payment due on the 
7th business day.
• Risk of delinquent 

payment fee.

Pay cycle statement



Pay cycle statements

• Posted records as 
of day 7 are the 
calculated
contribution 
amounts.

• Unposted records 
are the reported
contribution 
amounts.



Other locks

• 6th night: 
contribution section

• 9th night: payment 
section

• 10th day: entire 
statement



• Use Recent Activity 
page when making 
payments between days 
1-6.

• Check the Pay Cycle 
Statement on the due 
date (day 7) to see if 
you owe any more 
contributions.

Payment tip 1



Payment tip 2

• Use View Employer 
Statement link 
when making 
payments.

• Do not pay based 
on Work on Reports 
page



Questions



Contacts

Office of Retirement Services
• Website - www.michigan.gov/ors 
• Customer Service – 800-381-5111
• Employer Reporting – 800-381-5111

• Email – ORS_Web_Reporting@michigan.gov
• ORS-Contract-Review@michigan.gov 
• Website – www.michigan.gov/psru 
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