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ERS 

EMPLOYER REPORTING SYSTEM 

Reminder:  First Rename file to OPPRS naming convention. 
Example: Tulsa_PP_20120313.xml 
Example: Moore_PP_20120313.txt 

(up to 25 characters for a file name) 

Submitting member information using the Employer Reporting System: 

1. To log into PensionGold Employer Reporting System access the 
PensionGold website by typing the following URL into your browser: 
http://pension.opprs.ok.gov/ERSWebsite/Login.aspx    
and click the arrow next to the URL. 

 

  

  

http://pension.opprs.ok.gov/ERSWebsite/Login.aspx
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2. Enter your Username and Password.  Click the Login button. 

 

3. If you have forgotten your password, click the link Forgot your 
password?   And follow the instructions to submit a request.   
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4. A new password will be emailed to you, for you to use and then 
change once you have successfully logged in. 
 
 

 

 

Suggestion:  For strong passwords, you should use the following 
criteria………letters (Upper and lower case), numbers and/or special 
characters.  Passwords must be made up of 8 components and not have been 
used in the last 3 years. 
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If you need to change your password, follow these instructions otherwise 
proceed to page 9:  

Navigate to the left side menu and in the yellow area click Change 
Password.  

  

 

 

 

You cannot reuse a password that has already been used in the last 3 
years. Passwords must be at least 8 components.  
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Enter a new password, confirm it by typing it again. 

 

Click Update. 
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You should get the following response page.   

 

Click the link to Continue. 
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5. This is your Home Reporting Summary Page. 
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6. To submit your PensionGold transmittal file click on the Jobs & 
Report tab just below the blue bar that says ERS – Oklahoma Police 
Pension & Retirement System. 

7.  Go down the list and click on Submit Transmittal File, navigating 
to the right and selecting the type of file your payroll system 
produces. 
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8. Locate your file on your system and click on it to pull its 
location into the File Import box.  You may use the Browse button 
to help you locate your file.  
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9. Once you’ve located your file double click the filename and it will 
be entered in the File Import – Transmittal File Positional box, 
left of the Browse button. 

10. Click Submit. 
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11. The result page will let you know the file import was sent. 
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12. Locate the Home tab and click on Reporting Summary when it 

appears in the dropdown. 
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13. The Summary Page appears and you will see that the next 
Scheduled Batch (#503) has a Status of Submitted and has been 
received by the Oklahoma Police Pension and Retirement System. 
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14. Click Employer Details in the yellow area of the left hand menu.  
Under Employer Details click Reporting Schedules.  From here you 
can also see the Submitted Batch #503.  Under the Received column, 
you will see the date of submission and following across the page 
the Payment Voucher Number #284.   
 
Make a note of the Batch number and the Voucher number. 
 
You will need this information later in the process. 
 
Under Employer Details, the fourth detail is Account Vouchers.  
Click on Account Vouchers.   
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15. On the Employer Account Vouchers page, click the View link for 
Account Voucher #284.  If you do not see the voucher number, click 
on the next page number at the bottom of the Vouchers screen. 
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16. This will bring up the Employer Account Voucher Details page. 
   

WARNING!!: if the AMOUNT DUE: field is 0.00, your file did not get 
transmitted.  DO NOT proceed.  Go back to the Reporting Summary 
page to see if the Member Process Status is in Error.  If so, 
contact OPPRS.  405-840-3555 or 1-800-347-6552. 

 

 

 

 

17. Click the Edit link to edit the details of your payment. 
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18. This will bring up the Employer Account Voucher where you will 
enter the Total Payment Amount (1476.74) and click Update. 
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19. Back on the Employer Account Voucher Details page you will need 
to click the Add link below the Details grid.   
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20. Under the Voucher Details Area, Enter the Batch Number, the 
Plan, the Receivable Type, Contribution Type, and the Amount. 

 

EXAMPLE:    

Employee Contributions:  For Batch Number enter “503”, the Plan 
Always enter “OPPRS” (which can be selected in the dropdown), the 
Receivable Type enter “Contributions”, the Contribution Type enter 
“Employee Current”, the Amount enter “562.57”.  

Click Insert. 

The information will appear in the Details box. 
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21. On the Employer Account Voucher Details page click the Add link 
below the Details grid.   
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22. Under the Voucher Details Area, enter the Batch Number, the 
Plan, the Receivable Type, Contribution Type, and the Amount. 
EXAMPLE:     

Employer Contributions:  For Batch Number enter “503”, the Plan 
Always enter “OPPRS” (which can be selected in the dropdown), the 
Receivable Type enter “Contributions”, the Contribution Type enter 
“Employer Current” (which can be selected in the dropdown), the 
Amount enter “914.17”.   

Click Insert.   

 

 

Note:  If including Service Purchase Contract (SPC) payments, additional  
detail lines will need to be inserted.  For Employee Current Contributions 
Type the Receivable Type will be “SPC Payments”.  If including Employer 
Current Contributions the Receivable Type will be “SPC Employer Payment”.  
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23. The Employer Account Voucher Details page appears with the 
Voucher information and Voucher Status of Scheduled. 

 

Click the Submit link. 

 

 

 

 

  



{24] 
 

 

24. The Voucher Status has changed to Submitted.   
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25. Click Print Voucher Report link and the message above the 
Employer Account Voucher Details will tell you the voucher has been 
successfully submitted. 
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26. Under the Jobs & Reports Tab the dropdown will show Report 
Manager.  Click on Report Manager. 
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27. On the Report Manager page, click the Select link on the second 
report listed, Employer Payment Vouchers Report. 
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28. On the Report: Employer Payment Vouchers Report page make sure 
the Fund is Oklahoma Police Pension and Retirement System and that 
the Fiscal Year box shows the correct Fiscal Year.  Put a dot in 
the second radial button for Individual Voucher.  
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29. A Voucher Number box will appear.  Fill in the Voucher number.   
 
EXAMPLE: 
 
“503” 
 
In the Runtime Description box, you may write a description. 
 
Click Submit Report button. 
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30. At the top of the Report: Employer Payment Vouchers Report page 
a message will appear stating the report was successfully 
submitted. 
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31. Under the Jobs & Reports tab click View Reports in the dropdown.   
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32. On the View Reports page, click the View link in the Reports 
grid of the correct Voucher number. 
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33. An adobe pdf file will open with your Voucher information on the 
report.  You can select printer on your toolbar to print the report 
or at the top of your Browser select File print.  Print 2 copies. 

 

Mail a copy of the Voucher with your check and Payroll worksheet to 
the Oklahoma Police Pension and Retirement System. 

 

Keep a copy of the Voucher for your records. 

 

 


