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In 2018, OP&F will be increasingly utilizing email as the 
primary communication tool for informing employers about 
important news that impacts them. The Employer Digest will 
be emailed to employers beginning with the next edition in 
the second quarter. The spring edition will also be mailed in 
hardcopy form as well. 

Beginning with the summer edition, the Employer Digest 
will only be emailed to employers. This will save on mailing 
costs as well as in potential delays in receiving the newsletter. 
This is primarily why OP&F asks employers to assist in 
keeping email addresses up to date. Vital information, such 
as online reporting changes, pending laws that may impact 
employers, and other pertinent information will be primarily 
communicated by email this summer.

Employers can notify OP&F of their current email addresses 
by completing the Employer Information Form, found on the 
OP&F website (www.op-f.org) under Employers/Forms, or by 

emailing the Employer Education Manager at jdavis@op-f.org.  The 
most efficient way to update email addresses, however, is available 
to employers that utilize the Employer Self-Service Web. For these 
employers, once logged in, simply go to Account Settings on the 
Self-Service homepage and select Update Email Address. Then type 
in and confirm your email address and hit save.

Some other features at op-f.org to assist employers besides the 
Employer Digest are: 

• The Employer Contributions Calculator;
• Access to employer documents and forms;
• The Employer Manual; 
• Customized earnings period calendar
• Employer Services Group contact information;
• Important dates and deadlines; and
• Employer Self-Serve and online payment information 
   and instructions. 

Employer Digest to email format only in 2018

In November 2017, OP&F implemented several changes to 
improve the efficiency and accessibility of the online pension 
reporting program Employer Self Service. While the changes are not 
major, they have improved the look and feel of the application.

For employers that use the program to upload their pension 
reports, they can now go directly from the Uploaded Files screen 
to Submit File through a recently-added link. This option will 
save employers time while still providing them the opportunity to 
review and/or edit their files prior to submitting them.

For employers that use the program, but don’t upload their 
pension reports, there are some new features that will help them 
navigate the manual entry process more efficiently. While the 
changes are mainly cosmetic, they provide clearer direction on 
what steps should be taken, and when.  For example, when an 
employer is ready to generate a report for entry, they will now 
notice text that reads Next Report Period, which will tell them 
what report they want to generate. 

Once the report is generated, the Employer will now see a link that 
reads Work Report Entry Screen. This link indicates to employers 
that by clicking on the link, the work report, or pension report, will 
display, and they are now ready to begin their payroll data entry.  
Once on the entry screen, employers will notice two additional 
improvements.  The first is that the PEN status column has been 
moved to the far right of the screen and it has been disabled. This 
column stands for Pensionable. Since all payments on employer 
reports should be pensionable, this field served no useful purpose. 
The second change is that the print icon at the top of the entry field 
has been removed. When used in the past, the printed image was not 
readable, so no function was served by retaining this feature.

In the future, a help guide, links to documents such as sample 
pension reports, and a glossary of terms will be incorporated into the 
Employer Self-Service program. OP&F is also considering allowing 
pension reports in an excel file format to be uploaded into the 
program. Currently, OP&F can only accommodate text files.

OP&F WEB EMPLOYER SELF SERVE  
Enhancements have been implemented
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CHANGE IN EMPLOYER REFUND POLICY
The OP&F Board of Trustees recently approved an Administrative Rule that will impact employer overpayments made to OP&F.  When 
an employer submits an overpayment of either member or employer contributions, OP&F has issued a refund check to the employer for the 
amount of the overpayment.  Under the new rule, OP&F will credit an employer’s accounts for the amount of the overpayment, and refund 
checks of overpayments will only be issued in limited circumstances.

The new rule is Ohio Administrative Code Section 742-9-18, which will become effective on Feb. 5, 2018.  Under this rule, employer 
overpayments to OP&F will be subject to the following provisions:

• Member contribution overpayments:  OP&F will no longer issue a refund of member contributions that is less than $100 per member or 
payroll report. Instead, a credit will be applied to the employer’s account for a balance due in the future.  An overpayment of $100 or more 
may be refunded to the employer, but only if the employer makes a written request for the refund.  Otherwise, a credit will be applied.

• Employer contribution overpayments: OP&F will no longer issue a refund of overpaid employer contributions resulting from a correction 
or adjustment to a member or payroll.  Instead, a credit for the overpayment will be applied to the employer’s account for a balance due in the 
future. A refund check may be issued if an employer duplicates an entire monthly payment.

The reason for the new rule is to prevent multiple small refunds from occurring.  OP&F will annually review balances and communicate with 
employers.

OP&F ONLINE PAYMENTS
Nearly 500 of OP&F’s 700 employers have signed up for online payments through the Automated Clearing House (ACH) Debit option. 
Through this program, employers can make any type of payment due OP&F without the worry of postal delays or the need to print paper 
checks. With the recent addition of providing immediate confirmation numbers once an employer posts the payment, this option is becoming 
an even more attractive option.

There are certain rules to keep in mind, however, when making online payments.

The first is to remember that same day payments are not available, nor are non-business days (weekends or holidays). Additionally, online 
payments must be entered by 4:30 p.m. on a business day in order to select the next business day for the payment to post. If the payment is 
entered after 4:30 p.m., the payment cannot post until two business days later.  Finally, the date you enter to have your payment post should 
match the date indicated on the Summary of Payment Remittance Information Form.

OHIO POLICE & FIRE PENSION FUND / W W W. O P - F. O R G

HOLIDAYS OBSERVED BY THE FEDERAL RESERVE
For holidays falling on Saturday, Federal Reserve Banks and Branches will be open the preceding Friday; however, the Board of 
Governors will be closed. For holidays falling on Sunday, all Federal Reserve offices will be closed the following Monday.

2018 2019 2020 2021
New Year’s Day January 1 January  1 January 1  January  1
Martin Luther King, Jr. Day January  15 January  21 January 20 January  18
President’s Day February 19 February  18 February 17 February  15
Memorial Day May 28 May 27 May 25 May 31
Independence Day July 4 July 4 July 4 July 4
Labor Day September  3 September  2 September  7 September  6
Columbus Day October  8 October  14 October  12 October  11
Veterans Day November  12 November  11 November  11 November  11
Thanksgiving Day November  22 November  28 November  26 November 25
Christmas Day December  25 December  25 December 25 December  25
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K-9 PAY: IS IT PENSIONABLE? 
Not all wages and compensation paid to a member are considered salary under Ohio Revised Code Section 742.01(L).  This article will cover 
a specific type of payment that is often referred to as K-9 Pay. In today’s law enforcement environment, public safety officers will utilize all 
tools at their disposal that could aid in crime prevention, protection of life and property, and the discovery of critical evidence.  In Ohio, as 
in other communities around the nation, there is a long-standing respect and appreciation for the use of canine officers as a vital part of the 
police force and these canines are considered to be equal partners of patrol officers.

An essential part of a K-9 Officer’s job duties often involves the kenneling and care for the dog at the officer’s home, and the officer may 
receive compensation for this care for employer payroll purposes.  This compensation is referred to as K-9 pay.  Since K-9 pay is compensation 
paid to the officer as part of their employment, it is considered “salary” under Ohio Revised Code Section 742.01(L).  Therefore, this pay is 
subject to OP&F pension contributions.

The following article is from the Ouch! security awareness newsletter produced by the SANS Institute. OP&F is sharing this article 
with employers as a courtesy as part of our ongoing efforts to keep member information secure. The information provided is for 
informational purposes only and is not intended to serve as advice on security measures.

LOCK DOWN YOUR LOGIN

Overview
The process of authentication, or proving who you are, is key to 
protecting your information, such as your email, social media, 
or online banking accounts. You may not realize it, but there are 
three different ways to prove who you are: what you know, such 
as a password, what you have, such as your driver’s license, and 
some part of you, such as your fingerprint. Each one of these 
methods has advantages and disadvantages. The most common 
authentication method is passwords, which are something you 
know. Unfortunately, using passwords just by themselves is proving 
to be more and more insecure. In this newsletter, we teach you how 
to protect yourself and lock down your login with something far 
better than just passwords. It’s called two-factor authentication.

Passwords Are No Longer Enough
Passwords prove who you are based on something you know. 
But if someone can guess or gain access to your password, they 
can then pretend to be you and access all of your information. 
Compromised passwords have become one of the leading causes 
for hacked accounts. This is why you are taught to use passphrases 
that are hard for others to guess, a different one for every account, 
and to never share your passwords with others. While this advice 
remains valid, passwords are no longer as effective. Luckily, there’s 
a simple and quick way to put you in control and keep your 
personal information safe. It’s called two-factor authentication.

What Is Two-Factor Authentication?
Two-factor authentication (also called two-step verification, 
multi-factor authentication, or 2FA) is far stronger than just 
using passwords by themselves. It works by requiring not one, 
but two different methods to prove you are who you say you 
are. A good example is your ATM card. When you withdraw 
money from an ATM machine, you are actually using two-
factor authentication. To access your cash, you need two things: 
your ATM card (something you have) and your PIN number 
(something you know). If your ATM card is lost or stolen, others 

cannot withdraw your money without also knowing your PIN. 
A thief must have both your ATM card and pin to make a 
withdrawal. Two-factor authentication uses the same concept. 

How It Works 
Two-factor authentication is widely available on most major 
banking, email, social networking, and other sites. In addition, 
most of these sites offer simple step-by-step instructions how to 
turn on two-factor authentication. Once you enable two-factor 
authentication, you can expect it to work like this. First, you log 
in to your account using your username and password, just as 
you always have. This is the first of the two factors--something 
you know. Then you will receive a unique code, often by text to 
your smartphone. You then enter that code into the login screen. 
This is the second of the two factors--you must have your phone 
to receive that code. Now your account is truly locked down. 
Even if a cybercriminal steals your password, they cannot access 
your account unless they also have your phone.

Instead of receiving the unique code via text messaging, you 
can install a special authentication app on your smartphone. 
This mobile app generates a unique code for you every time 
you want to log in. The advantage of using a mobile app is it 
is even more secure, since the code is generated through the 
app and not sent via text messaging. In addition, it is more 
convenient, since you do not need to be connected to a phone 
service to receive your unique code. The app is constantly 
generating new codes you can use to log in to your account. 

While two-factor authentication may seem like more work 
at first, your personal information will be substantially more 
secure. Don’t wait until your accounts have been hacked; lock 
down your login by enabling two-factor authentication on 
your key accounts, such as email, banking, or social media, and 
enjoy a greater peace of mind knowing you are far more secure.

HOLIDAYS OBSERVED BY THE FEDERAL RESERVE
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Securing the future for Ohio’s Police and Firefighters

OP&F provides the Employer Digest as a general reference material in order to assist employers in properly reporting required contributions to OP&F, as well as submitting the required forms and materials that 
are necessary to provide benefits for our members. As a general reference material, the Employer Digest may not sufficiently represent all of the details applicable to the subjects discussed. Nothing contained 
in this newsletter is meant to interpret, extend or change, in any way, OP&F’s governing statutes, administrative rules or policies. If you have any questions or need information on any subjects referenced in the 
Employer Digest, please contact OP&F.  
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  IMPORTANT DATES AND DEADLINES

Important dates and deadlines are also posted on OP&F’s website under the Employers  
menu in the Calendar of Billing Deadlines and Events section.

28: OP&F Payroll deductions, 

member and employer 

contributions and payroll 

reports for January 2018

February  

30: OP&F Payroll deductions, 

member and employer 

contributions and payroll 

reports for March 2018

April 

31: OP&F Payroll deductions, 

member and employer 

contributions and payroll 

reports for February 2018 

March 


