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11.00: Final Payroll Details 
This chapter explains final payroll details (FPDs) and how to submit the FPD for a retiring employee. 

A final payroll detail (FPD) is the final step in reporting for an employee who is retiring. The information provided in 
an FPD is critical for the accurate calculation of each member's pension. Reporting units provide this information 
electronically using the links found in the Retirement Applicants section on the Employer Reporting website. 

Once a retiring member's application has been set up in the ORS system, the member's name and the last four digits 
of his or her Social Security number will appear on the Retirement Applicants section. The member's name will 
become an active hyperlink to the final payroll detail 45 days before their retirement effective date. 

Sections 11.01 - 11.04.02 provide step-by-step instructions for completing FPDs. For more help, see: 

• Section 11.05 Additional resources for completing FPDs.

• Section 11.06 Frequently asked questions about FPDs.

Last updated: 04/02/2021 

For 
his

tor
ica

l re
fer

en
ce

 on
ly 

Arch
ive

d o
n M

arc
h 1

8,
20

22

Archived Reporting Instruction Manual - Chapter 11 Final Payroll Details 2 of 17



11.02: How to submit final payroll details (excluding 
DC Converted members) 
Once you know the order of the final payroll details (FPDs) you will complete, begin by clicking on an active hyperlink 
to open the Final Payroll Details screen for the applicant you are working on. 

The process of completing the FPD can be broken down into five sections. Instructions for completing each section 
are below: 

Applicant Detail 

Pending TDP and wages 

Reportable and nonreportable wages 

Hours and days 

Save and submit 

Applicant Detail 
1. The first section is called Applicant Detail. The employee's name, last four digits of their Social
Security number, and retirement effective date will automatically be pre-populated based on the
employee's application.

Enter the employee's Termination Date, Last Day Worked, and Last Day Paid using the 
mm/dd/yyyy format. 

• The Termination Date is used to determine the employee's retirement effective date, which is
usually the first day of the month following the Termination Date on the FPD. If the employee
has not provided a termination date, use the last day paid. Note: The date entered here may
change the retirement effective date that was pre-populated.

• The Last Day Worked is the last day the employee earned service hours.

• The Last Day Paid is the pay period end date of the last pay cycle.

Working ·with : PU I S HOOU, 1 45 

Fina1I Pa.- -roll Details 

A 1ppUcan·t Detail 
Pl a e com pl et alt the bl31l� e,ntrv r 11 11nd v, ri y l'IY r, Ids I ready p01)ulat:ed. 
No:te: 6y rnmpl.eting this form you are mmJJa,rln� this em�loyei!'s contrattua1 rate to w,ha.t was actually report11!d to ORS. 

SSfi: T)O( xxxx 

R ti en O t:e ( 'M/100/YY'l'Y); 07'/01/20XX 

i..v. Dav Worki!'d: 

.a�t O.-y P.iid: 
oll Contract Ratej1Hou:rly R.aM for I 59 000 00 ] O dh 1,; �;,r 11 hourly rate entered Lit� 'Y�ar Wcirb!d: . ' - · . 

lf thJs is not th!! rorrect amtract or hoorly rate. !!Oler the ca.inct rate. 
for tlourlv rates, entecf the rnte mos!t rreciuently u�. 
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6. The next part is called Unreportable Wages, which is another term for nonreportable
compensation. Enter any of the listed types of nonreportable compensation that were reported to
ORS on a DTL2 record during the wage review period shown. See section 4.06.00 Nonreportable
Compensation. If none of the listed types were reported on a DTL2 record, check the box at the
bottom of the section. (The FPD cannot be successfully submitted if nothing in this section is
entered.)

If you enter an amount for any of the nonreportable compensation types, you will get a message 
from ORS application processors advising you to process negative adjustments for any pay 
period(s) that included nonreportable compensation. 

Unr,epo:rtabl,e Wage•s,

Bonuses s 0.00 

C6s rn Rlii or t,ant19t (liHu� nc1, · nn11 y, ,,tc.) 

Emp.lo ,er- paid ser,.,fc:e crei:I 

5:.:pe,nsas (-1;J.g.,. mtluge,, dry dleanr11g, dua$) 

ht<tn �• p11y .1nu.(1:u'ly rflrtmel'lt, uvvr ,._. pry, • c:,) $ ,0.00

I11:suranca p,remlum:s 

S pl!'r IDrtg!l<VJty 

IP r.l burn in.ts 

FICA relmbu men� 

Payme!'lt:!I to 1n�1u,1 the FPIC: 

!>41'tect ane - danc. 

Unused vM.atlon, person,11 I, sick o comp pa'p' 

Other I ng . been& bs 

I.O.nt,l ·ti , di · blflty 

Othar 

$ (l.00 

OR 

Glbls payroll a cce d!d not i-e:pon ar\y o the abov>e u:nrepo�ble wage5, dur1n9 s.tated wage revletW perlod for this ernpfoyee, 

7. The next part is called Carryover (Usually Summer Spread). Enter wages paid after June 30 for
service performed before July 1 for each listed fiscal year-end date listed.

Carryover wages can be either summer spread wages (reported using Wage Code 08) or trailing 
wages, which refers to regular wages and hours reported with a begin date before July 1 and paid in 
July, using Wage Codes 01, 05, 11, or 25. Report both types of carryover wages here. 

Please note: 

• Summer spread wages that were already correctly reported with Wage Code 08 will be pre
populated. For more information on summer spread wages, see section 4.04.20: Summer
spread wages (Wage Code 08) or 7.17.00 How to report summer spread wages on a DTL2.

• If the FPD is listed under the Regular Retirement column, include only the summer spread
wages that were not already reported in the Pending Wages section (see step 4 above). Any
summer spread wages that have not yet been reported should be included in the Pending
Wages section, not in this section.

• The Final payroll detail e-learning module found in section 11.05 Additional resources for
completing FPDs provides examples and practice with this step.
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13. When you have completed all fields, click Submit.
An automatic calculation will now run that compares the Certified Reportable Wages entered on 
the FPD to the Wages Based on Contract stored in the ORS database. If the amounts match, the 
retirement system accepts the FPD and you will receive a confirmation message. If the amounts do 
not match, you will receive an error message. In this case, see section 11.04 How to balance a 
final payroll detail (FPD).

Last updated: 04/02/2021 
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11.03: How to submit final payroll details for DC 
Converted members 
Employees with a DC Converted benefit plan may need two somewhat different final payroll details (FPDs) because 
the reporting unit from which they are retiring may not be the reporting unit where they worked when their benefit 
plan converted to the Defined Contribution (DC) plan on Feb. 1, 2013. 

If the employee is retiring from the reporting unit where they worked when their Basic or MIP plan ended on Feb. 1, 
2013, then that reporting unit can complete the FPO to report both the correct termination date and the reportable 
compensation through Feb. 1, 2013. 

If the employee is retiring from a different reporting unit than the one where they worked on Feb. 1, 2013, then (at 
least) two reporting units will complete an FPO. The reporting unit where the employee retired from must complete 
an FPO to show the termination date, last day worked, and last day paid, but will not have any data regarding 
reportable compensation (DB wages). The reporting unit(s) where the employee worked when their plan was 
converted to DC in 2013 must complete an FPO to report those reportable DB wages. They will also report a 
termination date, etc., but it will not affect the employee's retirement date. Follow the steps below when completing 
FPDs for members with DC Converted benefit plans. 

Before beginning the FPO for a DC Converted member, determine whether the employee worked for you on Feb. 1, 
2013. Then follow one of these two sets of instructions. 

11.03.01 DC Converted employee worked for your reporting unit on Feb. 1, 2013 
11.03.02 DC Converted employee did not work for your reporting unit on Feb. 1, 2013 

Last updated: 04/02/2021 
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11.04: How to balance a final payroll detail (FPD) 
If your FPO is not balanced you will receive an error message. In order to make adjustments so that it will balance, it 
helps to understand how ORS determines whether it balances. Many of the terms below may appear within the error 
message. 

ORS requires that the certified reportable wages from the FPO match the wages based on the contract (from the 
ORS database). It determines whether they match by running a balancing calculation. First, it calculates a daily rate, 
as follows: 

• The full year's base contract amount divided by hours normally worked per fiscal year = hourly rate.

• The hourly rate multiplied by the hours normally worked per day = daily rate.

Next, the system uses those numbers to calculate the number of days of earnings difference (the tolerated variation), 
as follows: 

• The number of days entered on the FPO minus the number of days in the ORS database, divided by the daily
rate = number of days of earnings difference.

If this number is below a certain threshold, the FPO is considered balanced. If it is above the threshold, the FPO 
needs to be balanced and you will receive an error message like the one below: 

Final Pa·yron o,etails 

Error Mess21ge 

• This fPD Is riot balanced. The differenoe is 550 l. 3:4
which equals 15.84 days Suggested areas to· review
are contract rate, excess amount, standard hours
worked per fiscal year anc:I •car:ryover.
• Current Fiscal ¥ear Posted Wages: 79646.81
• Wages Rep011ed for Current FY from RPD:
17760.00
• Carryover Amou1nt for Current FY: 0. 00
• Excess Payment; 5001
• Carryover Amount for Previous FY: 13623;76
• The Certified R.epoirtab'le wages: 78783;02
• Wages based on contract: 7328 , 71

1. The certified reportable wages may be greater or lesser than the wages based on contract. Check 
all sections of the FPO and correct any errors, using these guidelines:

• The wages reported for the current fiscal year on the FPO may be too high or too low. See 
step 2 in section 11.03 How to submit final payroll details (excluding DC Converted members) 
or step 2 in section 11.04 How to submit final payroll details for DC Converted members.

• The amount listed for excess payment (excess amount on the FPO screen) may be too high 
or too low. You may have missed some reportable wages or included some incorrectly. See 
step 5 in section 11.03 or step 4 in section 11.04 for a DC Converted member.

• The carryover wages for current FY may be too high or too low. See step 7 in section 11.03 or 
step 6 in section 11.04 for a DC Converted member.

• The standard hours worked per fiscal year may be too high or low. See step 8 in
section 11.03 or step 7 in section 11.04 for a DC Converted member.

• The number of days worked since July 1 may be too low. See step 10 in section 11.03 or step 
9 in section 11.04 for a DC Converted member.

2. Resubmit the FPO so that the balancing calculation will run again.

3. When the final payroll detail balances, you will be directed to Print This Page Summary for Your 
Records.
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11.06: Frequently asked questions about final 
payroll details 

1. What is the difference between Regular Retirement and Initial Pension?
The retirement applicants listed under the Regular Retirement section require that the final payroll
details (FPDs) be completed before the retirement application can be processed. It is important that the
FPDs for these applicants be done as soon as possible so that ORS has all the information (wages,
service credit, any remaining tax-deferred payments, etc.) to determine the applicants' eligibility for
retirement. Regular Retirement applicants' pensions will be processed only after the FPDs are
submitted. The retirement applicants listed under the Initial Pension section currently meet all of the
eligibility requirements; no additional information is required to prove eligibility. An estimated pension
will be processed before the receipt of the FPO based on wages, hours, and tax-deferred payments
already posted. For these applicants, wait until all the final wages, hours, and tax-deferred payments
have posted before completing the FPDs.

2. Why are there different instructions for DC Converted members?
ORS uses your final payroll details (FPDs) to complete the pension process for retiring employees,
which is based only on reportable compensation (defined benefit or DB wages). Employees with a DC
Converted benefit plan stopped earning DB wages when their plan was converted to DC on Feb. 1,
2013. To simplify the instructions for these two types of members (those with a current DB plan and
those whose DB plan ended several years ago), we provide two sets of instructions.

In addition, a DC Converted employee may be retiring from a reporting unit other than where they 
worked when their DB plan ended on Feb. 1, 2013. In this case, at least two reporting units will 
complete an FPO. The reporting unit where the employee retired from must complete an FPO to show 
the termination date, last day worked, and last day paid, but will not have any data regarding reportable 
compensation (DB wages). The reporting unit where the employee worked when their plan was 
converted to DC in 2013 must complete an FPO to report DB wages. This reporting unit will also report 
a termination date, etc., but it will not affect the employee's retirement date. These different 
requirements are included only in the instructions for DC Converted members. 

3. What do I do with a final payroll detail (FPD) report requesting current year information for an 
applicant who did not work for our reporting unit during this year?
Complete the FPO for the last year the applicant worked for your reporting unit. You will manually enter 
the Number of Days Worked.

4. Why did I receive an error message stating the final payroll detail (FPD) did not balance when 

I tried to submit the applicant's FPD?
Once you click Submit, the system runs a balancing calculation using the data you have entered. This 
balancing calculation compares the Certified Reportable Wages on the FPO to the Wages Based on 
Contract in the ORS database. If the calculation does not balance, you get the error message that 
shows the various components used in the balancing process. Use the information in 11.04: How to 
balance a final payroll detail (FPO) to determine what areas of the FPO may contain errors.

5. What do I enter for hourly rate if the applicant had more than one for the last fiscal year?Enter 
the average of all rates.

6. What if the amount listed for the full contract rate is incorrect?
The amount listed in the Full Contract Rate/Hour Rate field is the amount most recently reported to 
ORS. If the amount is incorrect, enter the correct full contract amount.

7. What if I changed my payroll calendar and the new dates do not match those listed under 
Pending Wages?
Enter the wages and hours that most closely represent the pre-populated dates. A slight variance in 
dates will not affect the applicant's pension calculation.
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8. What if the applicant has more than one reportable wage above the base rate?
Add up all the reportable wages above the base rate and enter the total into the Excess Amount field. 
In the Excess Amount Comments field please provide a breakdown of the amount listed.

9. What if I am not able to finish the final payroll detail (FPD) screen once I start?
Scroll down to the bottom of the screen and click Save. The data you have entered will be saved, 
allowing you to come back at a later time and complete the FPO.

10. What is the difference between termination date, last day worked, and last day paid?
The termination date is the day the employer/employee relationship ends, or the date two years past 
the last date the employee earned service hours in the case of an employee on an approved leave of 
absence (see section 3.01 .02: Extended Leave of Absence (More Than Two Years)). The last day 
worked is the last day the member physically stopped working for your reporting unit. The last day paid 
is the last day your reporting unit paid the employee.

11. When should I complete the final payroll detail (FPD) if the employee is no longer working 
but is still being paid on 26 pays?
The number of pay periods does not affect the timing for completing the FPO. Complete the FPO for 
retirement applicants listed under the Regular Retirement section as soon as possible after the link 
becomes active. Complete the FPO for retirement applicants listed under the Initial Pension section 
after all wages, hours, and tax-deferred payments have posted.

Last updated: 04/02/2021 
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