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Pay Period Reporting

Pay Reporting

Contact Fiscal Services
kpersFS@kspers.gov

Toll-free, 1-844-468-8929

In Topeka, 268-6886

Questions?
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Pay Period Reporting

Questions?

Pay Reporting
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Pay Period Reporting

• Located in the Employer 
Manual under Helpful 
Resources

Compensation to Include
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Pay Reporting
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Pay Reporting
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Pay Period Reporting

Pay Reporting

• Can report for multiple pay cycles at same time, if same pay dates

• When starting reports together, must be completed together

• Click  “start over”  to go back and separate reports
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Pay Period Reporting

Pay Reporting

• Enter data manually or upload a file

• Total contributions includes employee, employer, and service 
purchase contributions.
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Pay Period Reporting

Pay Reporting

Enter wages & contributions
(if uploading, skip Step 1)

End dates entered here and anywhere 
on the EWP populate entire system
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Pay Period Reporting

Pay Reporting

Total contributions 
includes all 

contribution types

If no errors in step 1, 
screen will skip to step 3
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Pay Period Reporting

Warnings

Pay Reporting

Contact Fiscal Services to suppress the Warning.
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Pay Period Reporting

Pay Reporting

After you submit, 
system takes you to 

invoice for you to pay
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Pay Period Reporting

Pay Reporting
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Pay Period Reporting

Pay Reporting

• Select invoice to pay - click Skip for next one
– When invoice is selected, the system will populate amount in Total Payment field 
– Employer can override by ± $1.00 (one dollar) – to override, enter corrected amount AFTER 

invoice amount is auto-populated
• Choose what bank account to use (most have just one)
• Select Payment Date (defaults to next available date)
• When paying 2+ invoices, system adds total payments together



15

Pay Period Reporting

Pay Reporting

• Confirmation page
• Print/Download PDF
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Pay Period Reporting

Adjustments

Pay Reporting

Make Adjustments When Need to:

• Change previously reported contribution amounts for a member.

• Change contribution amounts because of a service purchase

• Report contributions that were not made while mistakenly waiting 
a year to begin employee’s membership. 

• Refund contributions employee should not have made.

• Pay any arrearages for unpaid contributions.
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Pay Period Reporting

Adjustments

Pay Reporting

This invoice is not auto-generated, 
like other functions. KPERS staff 
reviews and then the system 
generates the invoice. It will show on 
To-Do when it’s ready.
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Pay Period Reporting

Adjustments

Pay Reporting

• Create an adjustment in the EWP.
• Adjustments change the record. They are not payments.
• KPERS will then send an invoice in the To Do list.
• You must make a payment using the EWP remittance process.
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Pay Period Reporting

Take Aways

Pay Reporting

• Contact the correct department kpersfs@kspers.gov 1-844-468-8929
• Use “Compensation to Include” handout.
• Fiscal Services must suppress warnings
• Complete Pay Report well before Due Date.

mailto:kpersfs@kspers.gov


Thank you!
Questions?
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