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Section One: 

Online Ending Payroll 
Verification (EPV) Process 
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Online EPV Process Flow 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 ASRS Support Employer Administrator 

Ending Payroll Manager EPV Specialist 

ASRS Website 

Grants access to 
Employer Administrator

Grants access to 
Ending Payroll Manager 

Grants access to 
EPV Specialist 

Completes and submits Online Ending Payroll 
Verification for; Forfeitures, New Retirees, and 

Survivor Benefits. 

ASRS processes Ending 
Payroll Verification 

ASRS Member Account 
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Online EPV Administration 
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ASRS Support 
Creates new Employer Administrator 

Notifies Employer Administrator to register 

Employer 

Employer Administrator 
Assigns the Ending Payroll Manager Role  

Deactivates Users 

Ending Payroll Manager 

Employer Ending Payroll Manager 
Grants access to Online Ending Payroll 
Verification Form (OLEPV) application by 

assigning EPV Specialist 

EPV Specialist 

EPV Specialist 
Completes and submits Online Ending Payroll 
Verification for; Forfeitures, New Retirees, and 

Survivor Benefits. 
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Online EPV Form 
The Employer Administrator must designate an Ending Payroll Manager.  The Ending Payroll 
Manager will designate the Ending Payroll Verification Specialist for the ASRS online 
application.   

There are three types of Ending Payroll Verification forms:  New Retirement, Refund and 
Survivor Benefit.  

Step 1 
EPV Specialist will access the employer secure home site at AzASRS.gov and login.  

Click on Ending Payroll Verification in the left navigation pane of the secure home site to view 
the current and un-submitted EPVs.  

Step 2 

Viewing a Current and Un-Submitted EPV Request 

 

Status Definitions:  

New  Has not been opened. 
 

Opened  Has been viewed, but no changes have been saved. 
 

Edited   Has been viewed, changes saved, not submitted to ASRS. 
 
 

  

Click to see submitted EPVs for 
the past 12 months – Click and 
Go to Step 3. 

Click on any line to open an EPV 
Form. 

See Status Definitions below. 

User Guide 

545-25-5555       Jane                      Employee      
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Step 3 

Submitted within the last 12 months EPV Requests 

 

Status Definitions:  

Submitted   Has not been re-opened, edited or re-submitted 
 

Edited  Is a previously submitted form that has been re-opened, changes 
saved, not submitted to ASRS. 
 

Resubmitted Has been viewed, changes saved, submitted to ASRS 

 

Once the Ending Payroll Verification Form has been opened, depending on the type of EPV, go 
to the following pages in this document for instructions:  

New Retirement EPV  Pages  10-12  

Survivor Benefit EPV  Pages 13-14 

Refund EPV   Pages  15-16 

 
  

Click to see current and un-
submitted EPVs for the past 12 
months – Click and Go to Step 2. 

Click on any line to open the 
EPV Form - Go to required EPV. 

See Status Definitions below. 

To update status press F5 or use 
refresh on your browser. 

User Guide 

555-25-5555     
545-25-5555     
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Ending Payroll 
Verification Forms 
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New Retirement EPV 
 

  

 

 

 

 

 

 

 

 

 

555-55-5555 

Jones, Peter 

Member Information auto populates. 

Enter the termination date, typically the 
final date employee worked or was paid 
through.  

If the employee did not terminate 
employment, use the last date of ASRS 
Membership, or the date the 20/20 
criteria was not met. 

Total Salary paid in the last fiscal year, 
July 1 through termination date.  May be 
a partial year total, depending on when 
the employee terminated. 

Enter the last three PPE, Gross wages on 
which ASRS contributions were 
withheld.   

Do not include Employer contributions 
or LTD. 

Regular base compensation does not 
include any amounts paid contingent 
upon termination of employment. 

Click to 
add rows. 

Click “Not applicable” if the employee 
did not terminate or change their 
employment to a status that is no longer 
eligible for active ASRS membership.  
Comments are required. 

Information Button is available for each section 
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Click to view definitions of payment 
types. 

Select the appropriate payment type.  

Go to payment types document to see 
definitions above. 

Enter appropriate PPE, Gross wages 
on which ASRS contributions were 
withheld and employee pension 
contributions.   

Do not include Employer 
contributions or LTD. 

List all lump sum and periodic payments 
made in the last five years that were in 
addition to regular or base compensation. 

Explanation required if “Not Applicable” 
is checked under member information. 
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Button Definitions: 

Save  Saves changes and places the EPV back in the current list for additional 
entry. 
 

Submit  Saves changes and submits to ASRS for processing.  The EPV is moved into 
the Historical list for future revisions if necessary. 
 

Cancel   Cancels your changes and places the EPV back in the current list. 
 

  

Verify employer information is current 
and valid. 

Click on Employer Certification, 
verifying you are the employer user.
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Survivor Benefit Ending Payroll Verification 

 

 

 

 

 

 

 

 

 

 

Member Information and Date of Death 
auto populates. 

Enter last day employee worked. 

In the event that the request was sent in 
error and employee has not died, then 
check the “Not Applicable” box.   

Click to 
add rows. 

Select the appropriate payment type.  

Go to payment types document above for 
definitions. 

List all lump sum and periodic payments 
made in the last five years that were in 
addition to regular or base compensation. 

Enter the last three PPE, Gross wages on 
which ASRS contributions were 
withheld.   

Do not include Employer contributions 
or LTD. 

Regular base compensation does not 
include any amounts paid contingent 
upon termination of employment. 

Click to view definitions of payment 
types. 

Information Button is available for each section 
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Button Definitions: 

Save  Saves changes and places the EPV back in the current list for additional 
entry. 
 

Submit  Saves changes and submits to ASRS for processing.  The EPV is moved into 
the Historical list for future revisions if necessary 
 

Cancel   Cancels your changes and places the EPV back in the current list. 
 

 

 

Verify Auto Populated information is 
current and valid.

Click on Employer Certification, 
verifying you are the employer user 

Explanation required if “Not Applicable” 
is checked under Member Information. 
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Refund Ending Payroll Verification 
 

 

 

 

 

 

 

 

  

 

 

Member Information auto populates

Verify the termination date, typically the 
final day on which employee worked or 
was paid through.  

Termination of employment is required 
to forfeit and refund contributions. 

If the employee did not terminate 
employment, then click the “Not 
Applicable” box.   

Comments are required if this option is 
selected. 

This is in lieu of or in addition to the 
termination date. 

Enter the terminated employee’s final 
contribution. 

Explanation required if “Not 
Applicable” is selected under 
member information. 

Information Button is available for each section 
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Button Definitions: 

Save  Saves changes and places the EPV back in the current list for additional 
entry. 
 

Submit  Saves changes and submits to ASRS for processing.  The EPV is moved into 
the Historical list for future revisions if necessary 
 

Cancel   Cancels your changes and places the EPV back in the current list. 
 

 

 

 

Verify Auto Populated information is 
current and valid.

Click on Employer Certification, 
verifying you are the employer user 


