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2.00.00: ORS Employer Websites
ORS maintains two different websites for school employers.

ORS Employer Reporting, the secure employer self-service website used to enter reports, make payments, 
and other required reporting tasks.
Employer Information (the website you are on now), which provides information to help you report, including 
this Reporting Instruction Manual.

Last updated: 05/18/2012 
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2.01.01: Employer Reporting Website
The Employer Reporting Website is your tool for reporting the required information for each of your employees. The 
per-pay-period reporting keeps each member’s retirement account up to date with the most current information. In 
very general terms this means that you will transfer or upload employee data from your record system onto ours via 
this website.

A link to the Employer Reporting website is found at the top of the menu on the left.  The site is available seven days 
a week from 5:00 a.m. to 10:29 p.m. You will be able to do the following tasks on this website:

Create and manage your reporting unit web accounts
Submit, review, correct, and accept your retirement detail reports
View valuable employer related messages
Review previously reported and posted retirement detail transactions for individual employees
Review your employees’ tax-deferred payment balances
Update employer contact information
Review Defined Benefit and Defined Contribution employer statements
Access the DC Feedback File
Submit FF/ORP/UAL wage information
Verify a member’s benefit plan
Submit final payroll details for retirement applicants
Make payment to ORS

Last updated: 09/14/2015 

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 2 - ORS Employer Website 3 of 11



2.01.02: The Employer Home Page
Logging in to the Employer Reporting website will open the Employer home page. On this screen you will see the
reporting unit or units that you are authorized to work with. The home page also has links to each step of retirement
detail reporting from working on reports to updating your profile. The left navigation bar, titled Things To Do, will
show different links depending on the type of user access associated with the login ID. Each type of access—Web
Administrator, Employer Reporting 1–5, Member Inquiry 1–2 and Payment Processor 1–3—has different menu
choices on this navigation bar. The image below shows the Things To Do menu for a Web Administrator user
access account.

Last updated: 02/01/2018
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2.01.03: Navigating the Employer Reporting Website
The following is a guide to help you navigate the Employer Reporting website for the various reporting tasks you will
need to perform.

1. The top navigation bar appears on all of the Employer Reporting screen pages and includes the
following links.

 Michigan.Gov – Click on this link to go to the State of Michigan home page.

Logoff – Click on this link to log off from the Employer Reporting Website.
Employer Info Site – Click on the link to open the Employer Information website for public
school employers. You may go back and forth between the information site and the reporting site
without have to log back in.
Contact Us – Click on this link to find the phone number, email address and postal address for
Employer Reporting.

ORS Home – Click on this link to go to the ORS member website
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2. The Things To Do left navigation bar appears on all of the Employer Reporting screen pages and
includes the following links. (Depending on the user access of the login ID, you may see some or all of
these links.)

Employer Home – The employer home screen indicates the employer that is currently selected
and shows an overview of the employer's information, contacts, and a link to employer
contribution rates. Click the Employer Home link to return you to the Employer Home page.
Work on Reports – Click this link to go to the Work on Retirement Detail Reports screen where
you can create and submit a report, add records to a report, and/or edit a report.
View DC Feedback – Click this link to go to data relayed to your reporting unit from the third
party administrator (TPA) regarding changes in the DC deduction percentage amounts for
Pension Plus, Pension Plus 2, Defined Contribution, Deferred Compensation and Personal
Healthcare Fund (PHF) members.
View Election Status – Click this link to go to view the election status for a new to MPSERS
employee being reported to ORS for the first time. This information will tell you if they elected or
defaulted into the Defined Contribution plan or if they elected Pension Plus 2. This section will
also indicate if DTL4 adjustments are required of the employee and for which reporting periods.
View Payroll Calendar – Click this link to go to the screen that shows the payroll calendars you
have submitted, both past and current.
FF, ORP and/or UAL Wages – Click this link to go to the screen that allows you to report
federally funded (FF) wages, Optional Retirement Plan (ORP) wages, and/or Unfunded Accrued
Liability (UAL) wages.
Work with Contacts – This link is only available to web administrators. Click this link to go to the
screen where web administrators can edit contact information.
View Employee Info – Click this link to go to the screen where you can view previously
submitted retirement detail report data for individual employees by pay period, i.e. wages, hours,
contributions and employment class code. NOTE: You are only able to see report data for your
reporting unit.
Member Benefit Plans – Click this link takes to go to a query screen that allows you determine
the retirement plan and contribution rates for new and existing MPSERS employees.
Retirement Applicants – Click this link to go to the list of members who have filed a retirement
application. ORS records show that this member works or has worked at your reporting unit.
ORS requires you to complete the Final Payroll Details for each retiring employee. You can do
this by clicking on the applicant's name to open the FPD screen and submitting the required
information.
View Employer Statement – Click this link to go to the page with your Employer Statement
links. The Employer Statement contains information for both Defined Benefit and Defined
Contribution.
Update My Profile – Click this link to go to the screen where you can update your web user
information.
Admin Web Accounts – This link is available only to web administrators. It provides a list of all
current, pending and inactivated user accounts for your reporting unit. Links connected to these
user accounts allow the Web Administrator the access to reset user passwords, inactivate
current user accounts, unlock user accounts and reactivate inactive user accounts.
Payments – This link is available only to those with Payment Processor access. Payment
processors can click this link to go to the Payments page to make both DB and DC payments to
ORS online and to view previously made payments.

3. Messages from ORS appears below the Employer Selection section. In this area, ORS posts
important messages to all employers.
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4. Invoice and Letter – This area displays when there is an invoice or letter available.

5. Employer Selection displays the employer accounts that you have access to. The name of the
employer currently selected appears in bold text next to the icon. To view information or perform work
for another employer, click on the select link next to the desired employer name.

6. Employer Information displays the following demographic information about the selected employer.

7. Your Contacts displays the contact type, name and phone number of each contact the employer has
authorized.

8. Employer Contribution Rates displays the current fiscal year contribution rates due to the retirement
system for all contribution rate types.

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 2 - ORS Employer Website 7 of 11



9. Tell Me More can be found at the bottom of each page when applicable. At any time you may click on
the help link found at the top or bottom of the screens to access information about the activity you are
performing, as well as a glossary and frequently asked questions.

Last updated: 02/01/2018For 
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2.01.04: Logging in to the Employer Reporting Site
There are two ways to access the Employer Reporting website.

1. From this website (the Employer Information website), click the Reporting Website link at the top
of the left menu.

OR
2. Log in directly to the Employer Reporting Website at https://ssprd.state.mi.us/SelfService. On the top

navigation bar, click the Login link to access the Employer Reporting Login screen.
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3. Enter the user ID and temporary password that ORS provided to you and click the Login button.

4. You will be prompted to change your password.

5. Enter your new password in the Password field. Password rules:

Password must be a minimum of eight characters
Must contain at least one upper case alpha character, one lower case alpha character and one
numeric character.
Symbols cannot be used. For example: abcD1234.

6. Re-enter your new password in the Confirm New Password field and click the OK button.

7. Next the User Agreement screen appears. Review the User Agreement and then click the I
AGREE button.  You are now ready to report.
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Last updated: 07/07/2015
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