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OP&F EMPLOYER SELF SERVICES
OVERVIEW



This document provides a detailed overview of the OP&F Employer Self Services (ESS) functionality. OP&F
employers can use the Self Serve web application to:

o Login and maintain their on-line account

o View Employer and Division Address

o View Employer and Division Contact Information

o Create and submit a Summary of Payment Remittance Form
. Create and submit an Online Payment Request

o Process a Work Report Import file

o Enter Work Report details manually using the Work Report Editor



ACCESSING EMPLOYER SELF SERVICE - INITIAL LOG IN

Log into OP&F Employer Self Service (ESS) by going to op-f.org, selecting Employers, then Employer Self Serve
Web. OP&F will provide each employer with their User Name and password.
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%OI Lce Monday, June 17, 2019
Firernd™

Log In

User Name

Password

Note: Your session will expire after Save vour work often. If vour
10 minutes of inactivity and all Yy 1y

unsaved data will be lost. You must <~ session times out, any unsaved
log in again if your session expires. data will be lost

Register Forgot Password

First Time Users please register above to access your secure member information

This site is best viewed with Internet Explorer 11
OP&F Online provides general information to members regarding their interest in Ohio Police & Fire Pension Fund (OP&F). Nothing contained in these screens

is meant to interpret, extend or change in any way the governing rules, regulations and policies. OP&F Online is provided as a courtesy to our members and

OP&Fs statutory and administrative requirements may change. For the most up-to-date information on these benefits, please contact OPRF at 1-888-864-
8363.

If you have guestions about your OP&F account or need assistance accessing your online account, call a Customer Service Representative at
1-888-864-8363, Monday through Friday, 8:00 a.m. to 4:30 p.m. EST.

Copyright A22008. www.op-f.org

1. Enter User Name
2. Enter Password and Click Log In

Your user name should match your four-digit city code. For assistance on how this process will work, please
contact Employer Education at (614) 628-8311.



FORGOT PASSWORD

If the user forgets their password, they may use the Forgot Password link from the main login screen to reset it.

Log In

User Mame

Password

Mote: Your session will expire after
10 minutes of inactivity and all
unsaved data will be lost. You must

log In again if your session expires.

Forgot Password

Account Lookup
users

_ (9
Flease enter your usermname below. Upon enterlngﬁﬂwername: the
system will recall your security ques{c@_setve

ﬁﬁ'@“ﬂvaﬁ\ab\e for O¢

zancel Submit

Enter User Name and click Submit.



Answer Security Questions

The next step in resetting your password is to answer the security quesﬁnnss that
you entered previously. el
er S

Em?\oy

Security Question: What is yo %eﬂﬂ& name?
Answer. e HKC EU
al\a

NOT &
Cancel

Enter answer to security question and you will receive reset successful message and will be redirected to the
login screen.

Password Reset Successful

Your password has been reset. ¥ou will be redirected in a few moments.



NAVIGATING WITHIN EMPLOYER SELF SERVICE

Upon successful login, the system redirects the user to the main Home page. The Home page contains links to
pages that the authorized user can access on behalf of the reporting employer.

OhiO Last Logon 03/07/2019 | Account Settings | Logout | Retum To LOB

Rolice
Firernd™

9999 - CITY OF SOMEWHERE Welcome User Employer  03/07/2019

Shortcuts Home

% Create New Work Report
+, Upload a File Welcome to V2 Employer Self Service

Menu News Alerts
Profile

Divisions

Employer and Division Contacts

Reports & Billing History

Summary of Payment
Remittance Information Form

Cnline Fayment Requests
Review Payment History
Import New System Data
Help

Eﬂ & Print = Export

Division Division Type Balance
City of Somewhere F 50.00
CITY OF SOMEWHERE P 50.00
PAYMENT REMITTANCE §0.00

This site is best viewed with Internet Explorer 11

If you have questions about your OP&F account or need assistance accessing your online account, call a Customer Service Representative at
1-888-864-8363, Monday through Friday, 8:00 a.m. to 4:30 p.m. EST.

Copyright A®2008. wWww.op-f.org
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The Profile link on the Home Page will navigate the employer to the page that displays Employer Details.

9999 - CITY OF SOMEWHERE Welcome User Employer  03/07/2019

Shortcuts

[ Create New Work Report
4, Upload a File

Employer Details

Emps#. 9209 Employer Mame: CITY OF SOMEWHERE
Menu
Home
Acaress
Divisions

Employer and Division Contacts
Reports & Billing History
Summary of Payment

123 Any Street
COLUMBUS, OH US 43215-0000

Remittance Information Form Phone:

Online Payment Regquests Phone: (614) 222-2222 USA
Review Payment History Email:

Import New System Data

Primary: croast@amail.com
Help Fax:

Fax: (G14) 222-2223 USA

11



The Divisions link on the Home Page will navigate the employer to the page that displays Division Name and
Address Information.

9999 - CITY OF SOMEWHERE ‘Welcome User Employer  03/07/2019

Shortcuts

[ Create New Work Report
&, Upload a File

Division

Division: |P CITY OF SOMEWHERE

K

Menu
Home
Profile
Divisions
Employer and Division Contacis

Reports & Billing History Address Information
Summary of Payment

Remittance Information Form Co ITESDDI'ICIE' =

Online Payment Requests 123 Any Street

Review Payment History COLUMBUS, OH US 43215-0000
Import New System Data
Help Phone: (614)222-2222 USA

Primary: croast@amail.com

12



EMPLOYER AND DIVISION CONTACTS

The Employer and Division Contacts link on the Home Page will navigate the employer to the page that
displays Employer and Division contact information.

Please contact Employer Education at (614)628-8311 if information displayed on the Profile, Division or
Employer and Division Contacts pages needs to be updated.

9999 - CITY OF SOMEWHERE Welcome 9999 EMPLOYER USER  03/25/2019

Shortcuts

Y Create New Work Report
1, Upload a File

Division: P CITY OF SOMEWHERE =

Employer Contacts

Menu S Print [ Export
Home .
First Mame A | Last Name Contact Type Title Phone Phone Ext Fax E Mail
Profile
. John Doe Primary Contact  Fiscal Officer
Divisions

Employer and Division o
Contacls Division Contacts

Reports & Billing History -

Summary of Payment First Mame Last Name Contact Type Title Fhone Phone Ext Fax E Mail
Remittance Information Form

Online Payment Reguests
Review Payment History
Import New System Data
Help

13



REPORTS AND BILLING HISTORY

The Reports & Billing History link on the Home Page will navigate the employer to the page that allows the

following:

o Create new reports manually

o View exceptions on reports not yet submitted
o Edit reports not yet submitted

. Submit Reports

o View submitted reports

Ohio_.
Rolice
Firern™
9999 - CITY OF SOMEWHERE

Shortcuts Initial Work Reports
[% Create New Work Report

1, Upload a File This page shows the list of initial work reports not already submitted by the user.

Divigion: P CITY OF SOMEWHERE
Menu
Home
Profile
Divisions
Employer and Division Contacts

Reports & Billing History New Report | | History

Summary of Payment
Remittance Information Form

Online Payment Reguests
Review Payment History
Import New System Data
Help

This site is best viewed with Internet Explorer 11

x ¥

Last Logon 11/19/2018 | Account Settings | Logout | Return To LOB

Welcome User Employer

If you have questions about your OP&F account or need assistance accessing your online account, call a Customer Service Representative at

1-888-864-8363, Monday through Friday, 8:00 a.m. fo 4:30 p.m. EST.

Copyright A22002. Www.op-f.org

1172012018

The selected account does not currently have Werk Reports that are available for editing. Please click the ‘New Report' buton if you wish to create a new Work Report to submit.

14



The Summary of Payment Remittance Information Form link on the Home Page will allow you to submit this
form electronically (by ACH or WIRE), or to print a blank form that should be mailed in the same envelope as
your payment if submitting payment by check.

15



9999 - CITY OF SOMEWHERE

Shoricuts

[ Create Mew Work Report
., Upload a File

Menu

Home

Profile

Divisions

Employer and Division Contacts

Reports & Billing History
Remittance Information Form

Cnline Payment Reguests

Review Payment History

Import New System Data

Help

Welcome User Employer  02/19/2019

Summary of Payment Remittance Information Form

This form is mandatory to accompany payments in order to help the Ohio Police & Fire Pension Fund (OP&F) to process employer payments accurately and
eliminate the need for research or calling the employer. Complete this form and remit with all payments submitted to OP&F. Employer representatives must
enter their employer’s office street address and phone number on this form; do not enter your home address or phone number, even if you work from
home. This form is commonly referred to as the "recap form," and is mandatory under Qhio Administrative Code section 742-0-10.

Tips for completing the Summary of Payment Remittance Information form

All fields are required. If a particular field does not apply to you, please type 0 (zero) in the field.

- Instructions for completing the Summary of Payment Remittance Information form
- Print a blank Summary of Payment Remittance Information form
- Print a Change of Information Form

Section A - Employer Information

Employer Name: |y oF SOMEWHERE
Employer Code: (3335

Employer Address Line 1: | 133 any Strect
Employer Address Line 2:
Employer City: | col umaus

Employer State: o

Employer ZIP Code: |23315
New Address:
Employer Representative: | ‘
Title: | ‘
New Clerk:
Employer Phone Number: [[¢14) 2252222 ‘

New Number:
Employer Fax Number: |[514) 222-2203 ‘

E-mail: | croast@gmail.com |

You must supply a valid E-mail address, as this is where your recap confirmation will be sent.
Section B - Summary of Contributions and Deductions

Pay Periods Covered (if applicable)
A separate form is required for each pay period end date.
From Date:

o (17— I

Filing Type (if applicable)
Member contributions will be filed on paper
Member contributions will be filed electronically

Member contribution payroll reporting type (if applicable)
Standard monthly report
Corrected report and additional money owed

Payment Type
[ Funds will be sent by wire
Date wire will be posted:
O Funds will be sent by ACH
Date ACH will be posted:
O Funds will be sent by check

Check numbers: ‘ |

Please send checks to: OP&F, Department L - 2521, Columbus, OH 43260-2521
1f you are submitting your payment by check, you must print a Summary of Payment Remittance Information form and send
it in the same envelope with your check.

) Police Officers Firefighters Total
Cros=r e g | $ ]

Member contributions: $| | $| | $| |
Payroll deduction purchases: $| | $| | $| |
contriations: & | § | $| |
| Aeeruedfiabiliey: g | § | $] ]
Hitary leave $ | $ | § |
Terminal pay contributions: $| | $| | $| |
Penalty and/or int t: $| | $| |

| §
Total contributions submitted: $|:|

Comments

Section C - Signature and Acknowledgement
I hereby certify that the foregoing completed form is correct and complete to the best of my knowledge.

Today's Date: 02/18/2019

Submit Print Reset

16



ONLINE PAYMENT REQUESTS

This option will allow you to make online payments to OP&F through our secure website. Whether you are
paying employee or employer contributions or any other type of payment, this program will work for you and
allow you to make payments efficiently and quickly.

99949 - CITY OF SOMEWHERE Welcome User Employer  02/19/2019

Shortcuts
Scheduled Payments
% Create New Work Report

1, Upload a File Division: \REM\TTANCE PAYMENT ®[w

Menu Sy Print ! Export

Home Posting Date Prior Pay Date Description Amount Bank Payment Order Status Payment Confirmation
Profile

Divisions

Employer and Division Contacts
Repoarts & Billing History

Summary of Payment
Remittance Information Form

Review Payment History
Import New System Data
Help

ADD || DELETE

The posting date is the date the debit will hit your bank account. OP&F has not received your payment until the Payment Order Status above shows "Closed” and OP&F's account has
been credited.

17



Past payment history may be viewed under Review Payment History.

9999 - CITY OF SOMEWHERE Welcome User Employer  02/19/2019

Shortcuts

[ Create New Work Report
= Upload a File

Divigion: |REMI'I_I'ANCE PAYMENT XH

Menu ) Print & Export
| Sank ‘Heq.leelDate Deseription Amount

Home:

Profile

Divisions

Employer and Division Contacts
Reports & Billing History

Summary of Payment
Remittance Information Form

Payment Requests

Import Mew System Data
Help

18



HELP LINKS

There is a Help Link located under the Menu on the left side of the screen. Pressing on Help will open a list
of resources.

Menu

Home

Profile

Divisions

Employer and Division Contacts
Reports & Billing History

Summary of Payment
Remittance Information Form

Cnline Payment Kequests
Review Payment History
Import Mew System Data

D ~———

J Employer Self Service User Guide

J Sample Work Report with Glossary
J File Layout

J Penalty Chart

o How to Report Holiday Pay

19



SUMMARY OF PAYMENT
REMITTANCE INFORMATION FORM



The Summary of Payment Remittance Information Form as well as any other documentation required under
Ohio Revised Code must be received by OP&F within the established due dates.

9999 - CITY OF SOMEWHERE

Shortcuts

[ Create New Work Report
+ Upload a File

Rl

Menu

Home

Profile

Divisions

Employer and Division Contacts
Reports & Billing History

Summary of Payment

Remittance Information Form
Online Payment Reguests
Review Payment History

Import New System Data
Help

Go to: Summary of Payment Remittance Information Form

The Summary of Payment Remittance Information Form will display with your employer Information pre-
populated based on what is on file at OP&F.

21



9999 - CITY OF SOMEWHERE

Shoricuts

[ Create Mew Work Report
., Upload a File

Menu

Home

Profile

Divisions

Employer and Division Contacts

Reports & Billing History
Remittance Information Form

Cnline Payment Reguests

Review Payment History

Import New System Data

Help

Welcome User Employer  02/19/2019

Summary of Payment Remittance Information Form

This form is mandatory to accompany payments in order to help the Ohio Police & Fire Pension Fund (OP&F) to process employer payments accurately and
eliminate the need for research or calling the employer. Complete this form and remit with all payments submitted to OP&F. Employer representatives must
enter their employer’s office street address and phone number on this form; do not enter your home address or phone number, even if you work from
home. This form is commonly referred to as the "recap form," and is mandatory under Qhio Administrative Code section 742-0-10.

Tips for completing the Summary of Payment Remittance Information form

All fields are required. If a particular field does not apply to you, please type 0 (zero) in the field.

- Instructions for completing the Summary of Payment Remittance Information form
- Print a blank Summary of Payment Remittance Information form
- Print a Change of Information Form

Section A - Employer Information

Employer Name: |y oF SOMEWHERE
Employer Code: (3335

Employer Address Line 1: | 133 any Strect
Employer Address Line 2:
Employer City: | col umaus

Employer State: o

Employer ZIP Code: |23315
New Address:
Employer Representative: | ‘
Title: | ‘
New Clerk:
Employer Phone Number: [[¢14) 2252222 ‘

New Number:
Employer Fax Number: |[514) 222-2203 ‘

E-mail: | croast@gmail.com |

You must supply a valid E-mail address, as this is where your recap confirmation will be sent.
Section B - Summary of Contributions and Deductions

Pay Periods Covered (if applicable)
A separate form is required for each pay period end date.
From Date:

o (17— I

Filing Type (if applicable)
Member contributions will be filed on paper
Member contributions will be filed electronically

Member contribution payroll reporting type (if applicable)
Standard monthly report
Corrected report and additional money owed

Payment Type
[ Funds will be sent by wire
Date wire will be posted:
O Funds will be sent by ACH
Date ACH will be posted:
O Funds will be sent by check

Check numbers: ‘ |

Please send checks to: OP&F, Department L - 2521, Columbus, OH 43260-2521
1f you are submitting your payment by check, you must print a Summary of Payment Remittance Information form and send
it in the same envelope with your check.

) Police Officers Firefighters Total
Cros=r e g | $ ]

Member contributions: $| | $| | $| |
Payroll deduction purchases: $| | $| | $| |
contriations: & | § | $| |
| Aeeruedfiabiliey: g | § | $] ]
Hitary leave $ | $ | § |
Terminal pay contributions: $| | $| | $| |
Penalty and/or int t: $| | $| |

| §
Total contributions submitted: $|:|

Comments

Section C - Signature and Acknowledgement
I hereby certify that the foregoing completed form is correct and complete to the best of my knowledge.

Today's Date: 02/18/2019

Submit Print Reset

22



There are several links provided on the recap form page. All of these links will open a new window directing
you to documents that may help you in filling out the form.

Section A

Section B

Section C

A valid e-mail address must be entered in the E-mail field.

If you have any changes to this section such as address, clerk or phone #s, check the
appropriate checkbox indicating a change. Also, be sure to print a change of information

form, available by clicking on the Print a Change of Information Form link and send it to OP&F so
your records can be updated.

If either From Date or To Date is entered, both must be entered.

If a box under Filing Type is checked, a Member contribution payroll reporting type box must

be checked.

If a box under Member contribution payroll reporting type is checked, a Payment Type box must
be checked.

If you have selected a Payment Type of wire or ACH, you must use the Submit button to submit
your recap form electronically.

If you have selected a Payment Type of check, you may enter the check numbers but it is not
required. You must print the recap form and mail it with your payment.

If making a payment for something other than member contributions, neither the Filing Type or
Member contribution payroll reporting type box need to be checked.

Submit — (Wire or ACH only) The Submit button is used if payment is being sent by wire or ACH.
Once the Submit form button has been clicked, the following confirmation page will display:

Message from webpage

23

'“‘-.I Are you sure you're ready to subrmit the Summary of Payment
Remittance Information Form?

OK | | Cancel

Print — (Payment by check only) The Print button is used if payment is going to be sent by check.
Once the Print Recap Form button has been selected, a PDF document will generate replicating
the Summary of Payment Remittance Information Form along with any information entered into
the web page form.

Reset — When the Reset Recap Form button is used, all fields in Section B will be set to blank.
Values entered in Section A will not change.

23



OP&F ONLINE PAYMENT SYSTEM



OVERVIEW

This option will allow you to make online payments to OP&F through our secure website. Whether you are
paying employee or employer contributions or any other type of payment, this program will work for you and
allow you to make payments efficiently and quickly.

Employers must submit a signed authorization agreement for online payment, to OP&F.
OP&F will notify employers via email once they have been set up.

Payments must be received into OP&F’s bank account by the due dates established under the Ohio Revised
Code. The Summary of Payment Remittance Information form as well as any other documentation required
under the Ohio Revised Code must be received by OP&F within the established due dates.

Online payments cannot post the same business day nor on holidays or weekends. Refer to the Federal
Banking Holidays link on the OP&F website (www.op-f.org) for a list of federal banking holidays under the
“Employer” ACH Information link. If the online payment request is completed before 4:30 pm, you have the
ability to choose the next business day as your payment posting date. If the payment request is completed
after 4:30 pm, it will not be posted until the day after the following business day. An Employer can assign an
effective date for the payment up to 60 days into the future.

25



HOW TO GET SIGNED UP FOR ONLINE PAYMENT SYSTEM

Please contact L.J. Adkins at 614-628-8332, or Employer Education at 614-628-8311. They will fax or mail you
sign-up information and more details. Alternatively, you may go to our website (www.op-f.org) under the
“Employer” ACH Information link and download the Authorization Agreement for ACH Debits. Fill this form out
and return it to OP&F at 140 East Town Street, Columbus, Ohio, 43215; or fax it to L.J. Adkins at 614-228-3767.

After the signed agreement form is received by OP&F, the final set-up will be completed within ten business
days. OP&F will send you an email confirming that your online payment account has been set up.

Employers can initiate a pre-note transaction for one cent to verify that the bank account and routing number
information are accurate. However, in order to ensure the processing of your initial payment transaction

is completed timely, and accurately, it is advised to submit payment well in advance of any due dates. This
will ensure compliance with the Ohio Revised Code if any problems or errors occur during the processing of
payments.

26



HOW TO SCHEDULE AN ONLINE PAYMENT REQUEST

It is not necessary to submit your work history report (contributions report) using the web in order to request
an automated payment. You may access and use the payment-only features of the online payment system by
clicking on the Online Payment Request drop down.

Note: To use this feature, OP&F must have received and processed your Authorization Agreement for ACH
Debits form.

Go to: Online Payment Requests

9999 - CITY OF SOMEWHERE Welcome User Employer  02/25/2019

Shortcuts
) Scheduled Payments
Create New Work Report

i iciry [EIEYTE=a = = ]
&, Upload a File Division: P CITY OF SOMEWHERE L
REMITTAMCE PAYMENT

Menu £ Print & Export
Home: Posting Date Prior Pay Date Description Amaount Bank Payment Order Status Payment Confirmaticn
Frofile
Divisions
Employer and Division Contacts

ADD || DELETE

Reports & Billing History

Summary of Payment
Remittance Information Form

Review Payment History
Import New System Data
Help

The posting date is the date the debit will hit your bank account. OP&F has not received your payment until the Payment Order Status above shows "Closed” and CP&F's account has
been credited.

Select Remittance Payment from drop down.
Click on ADD to schedule a payment. Enter posting date, description, amount of payment and make a selection
from the Bank drop down. The drop down displays Bank Account/Description/Nickname that you supplied on

the Authorization Agreement for ACH Debits form.

You may make changes to a payment if the payment has not yet been saved. You may also cancel a payment if
it has not yet been saved. You may delete after saving as long as it is prior to the posting date.

Note: You may make multiple payments from the same bank account and/or from different bank accounts.
For instance, you may have separate bank accounts for Police and Fire. A separate signed agreement form is

required for each account.

You may delete a scheduled payment at any time prior to posting date.

27



REVIEW PAYMENT HISTORY

To see payment history, go to the Review Payment History menu option. It will allow you to view a detailed
description of all online payments made. The Payment History Tab will capture the date you requested the
payment and the payment amount. If you are set up with an online account with your bank, you may also

review your bank account statement to confirm the payment has been sent.

Shortcuts

% Create New Work Report
#, Upload a File

Menu

Home

Profile

Divisions

Employer and Division Contacts
Reports & Billing History

Summary of Payment
Remittance Information Form

Online Payment Reguests
Import New System Data
Help

Division. REMITTANCE PAYMENT

£ Print[a Export
Bank Heqg 3 w | Description Amount
FCB PRIMARY  03/22/201% Feb. 2018 Emp/Emplr Rpt 5454713
FCB PRIMARY  02/20/201% Jan. 2018 Emp/Emplr Rpt §4,638.23
FCB PRIMARY  01/22/201% Dec. 2018 Emp/Emplr Rpt §7,241.58
FCB PRIMARY  12/20/2018 Nov. 2018 Emp/Emplr Rpt §5,681.91
FCB PRIMARY  11/26/2018 Oct. 2018 Emp/Emplr Rpt. §3,801.80
FCB PRIMARY  10/24/2018 Sept. 2018 Emp/Emplr Rpt $4,542.38
FCB PRIMARY 09/21/2018 Aug 2018 Emp/Emplr Rpt 54848188
FCB PRIMARY 08/17/2018 July 2018 Emp/Emplr Rpt $4,682.02
FCB PRIMARY 07/23/2018 June 2018 Emp/Empir Rpt $7,020.49
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MANUAL REPORTING



OVERVIEW

Manual reporting is a method of reporting payroll via the web. This method of reporting has been made
available in an effort to replace paper reporting that was previously mailed or faxed to OP&F. This reporting
option allows you, (the user) to key your own payroll data and submit it via the web. You will have the ability to
view and correct payroll exceptions prior to report submission and print a work history report for each of the
payrolls submitted via the web. In addition, you may submit your Summary of Remittance Information Form

as well as make Online Payments. Once a report is submitted successfully, it is considered received at OP&F
immediately and expedites the processing of your payroll while reducing phone calls from OP&F. Following are
step-by-step instructions on how to report your payroll by means of the web.
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CREATE NEW WORK HISTORY REPORT

Select Reports & Billing History from the Main Menu.

Ohio Last Logon 02/25/2019 | Account Settings | Logout | Return To LOB

Police
F& Pension
I¥€rund
9999 - CITY OF SOMEWHERE Welcome User Employer  02/26/2019
Shortcuts Initial Work Reports

[ Create New Work Report

2, Upload a File This page shows the list of initial work reports not already submitied by the user.
&

Dwvision: P CITY OF SOMEWHERE 4
Menu
Home
Profile
Divisions The selected account does not currently have Work Reports that are available for editing. Please click the 'New Report' button if you wish to create a new Work Report to submit.

Employer and Division Contacts

Reports & Billing History New Report | | History

Summary of Payment
Remittance Information Form

Online Payment Requests
Review Paymeni History
Import New System Data
Help

This site is best viewed with Internet Explorer 11

If you have questions about your OP&F account or need assistance accessing your enline account, call a Customer Service Representative at
1-833-864-8363, Monday through Friday, :00 a.m. to 4:30 p.m. EST.

Copyright AZ2008. www_op-f.org

Click New Report to create a new Work History Report.

Create New Work Report

Please select how you would like to create a new work report. If you want to export data from another system and you wish to upload it, click 'File Transfer'. If you want to create a new
work report manually, click 'Manual Entry’.

File Transfer or Manual Entry

Click Manual Entry to create a new Work History Report.
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Create Work Report Online
You have chosen to manually create a work report online. First fill out the work report details. Then select the accounts that you wish to generate work reports for.

Division: |P CITY OF SOMEWHERE R

Agreement
To create work reports for multiple agreements, select the desired accounts in the grid and then click the "'Create Work Report’ button.
£ Filter & Print [ @Export
D Account Agreement Last Rpt Period Mext Report Period Roster Count Messages

v 02012018

Showing Records 1 -1 of 1

Generate Work Report

The Last Report Period generated will display on this screen. The Next Report Period (the pay period you
are about to generate) is the date that needs entered. If this date is not already pre-populated with the date
needed, it may be entered by clicking on the calendar next to it, or by typing the date in the date box.

If multiple agreements exist, select the agreement that corresponds with the work history report you are
entering.

Check the checkbox next to the report needed and Click Generate Work Report.

The system will close the “New Report” pop-up window and the new report shell will appear.
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ENTER WORK HISTORY REPORT DETAILS

| The Work Report you requested was successfully generated. I

Initial Work Reports

This page shows the list of initial work reports not already submitted by the user.

Division: P CITY OF SOMEWHERE =

fe | Filter & Print [ wExport

|:| Inserted Date Report Type Report [dentifisr Actions

|:| 0307209 Regular 2018-12 9999PB1 ‘Work Report Entry Screen

Submit | New Report | | History = | Delete

Click on Work Report Entry Screen under Actions to open up the Work Report.

Below is the data entry screen followed by a description of each field.

Employer: 9399-CITY OF SOMEWHERE Division: P CITY OF SOMEWHERE Save I Apply I cancer Jf

Divigion P CITY OF SOMEWHERE ] Report Status: Initial Identifier: 12019-02 8O9OPE1
Agresment: CITY OF SOMEWHERE POLICE BIWEEKLY 1 [~] Reported Amount.

Job Category: A ﬂ

Report Start Date: 02/01/2019

Member Count: 1 Row Count 1

I == Name & Pay Cade Eaming Strt | Eaming Stop Base Hours Gross Taxed Salary ERPaid | WrkCd Description Status
W e T 0-Reguiar v [J|ll0201za1e  —Nozzaziie PEN

Criteria

Division F (fire) or P (Police) followed by employer name.

Agreement Employer name followed by Fire or Police and the frequency.

Job Category Indicates the pick-up plan type (either A, B, C, or D).

Report Start Date The first day of the month for which you are reporting.

Member Count Accumulative total of the number of members in the report. (Updated automatically as

details of the report are entered).

Row Count Number of rows

Report Status Defaults to Initial

Reported Amount  Total Salary

Identifier Pay period followed by agreement code
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Action Functions

Add

Delete

Add New

Copy

Filter

Sort

Columns
View Row

Records

Export

Reports

Work History
SSN

Name

Pay Code

Used to insert a blank row at the top of the work report. The new row will appear with a Pay
Code default of 0 and Earning Start and Earning Stop dates defaulted to current reporting period
of WR.

Delete a detail line

Used to add “new” members to the work report.

Used to add additional earning types for a member. Note: If the Copy Button is clicked the row
in which the cursor is on will be copied to a new line with the Name, SSN, Earning Start

and Earning Stop Dates populated based on the line copied.

Grid control that lets you search for records containing specified values in certain Fields.

Change the order in which the grid displays records. Sorting is based on the value each record
contains in the specified fields.

Use to identify the columns of data to display.
Use the View Row control to view or edit data in a vertical format for a single record at a time.

Use the Records grid control to change the upper limit on the number of records that the grid
can display at one time. Default is 25 records per page.

Use the Export control to export grid records to an XLS, PDF, or CSV file that can be viewed and
edited outside of ESS.

View Report — Opens up Work History Report Detail.
Exception Report — Opens up Work History Exceptions Report.

Member’s social security number.

Type member SSN or member name (last, first). If the SSN or name is found the system will
create a new line item for the member.

System defaults to O-regular.
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Earning Start The pay cycle begin date of when the salary is earned, not paid. System defaults for
Report Period entered when report was first created. This date may be changed if
required by typing over the existing date.

Earning Stop The pay cycle end date of when the salary is earned, not paid. System defaults for Report
Period entered when report was first created. This date may be changed if required by
typing over the existing date.

Base Scheduled hours

Hours Hours paid

Gross Pensionable gross salary

Taxed Taxed contributions

Salary Salary reduction contributions

ERPaid Employer paid contributions

WrkCd Work codes (if applicable), N, T,R, D, S, M, L, A.

Description This section is to be used to provide more specific information related to work codes

(i.e., the date of hire for a new member).

Status Default to PEN (Cannot be changed)
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ENTER WORK REPORT DETAILS FOR AN EXISTING MEMBER

Note: If you wish to have your work report auto populate with the members’ SSN and name, OP&F can set up
a roster for you. Once set up, each report will generate with a single line item for each member in your division
ready for the detail information to be entered. To have this set up, please contact Employer Education at
(614)628-8311.

1. Verify Job Category is correct for the member(s) you are entering. Nothing else needs to be changed
on the top portion of the screen. For more information on job category, please refer to the Employer
Manual under pick-up type code.

Note: Job category and pick-up type are one in the same.

2. Click Add and type member SSN in the “Name” field — If this SSN is found, the system will create a new
line item for this member:

Employer: 9898-CITY OF SOMEWHERE Divigion: P CITY OF SOMEWHERE

Division P CITY OF SOMEWHERE =] Report Status Intisl Identifier 2019-01 9900FE1
Agreement: CITY OF SOMEWHERE POLICE BIWEEKLY 1 2| Reported Amount.

Job Category: A J

Report Start Date: 01/01/2010

Member Count: 0 Row Count 0

O S Name & PayCode  Esming Start Esming Stop Base Hours Gross Taxed Salary ERPsid WirkCd Description Status

Members can also be entered onto the work report by using their name.

3. Enter work history details in the fields provided. These include:

e Pay Code if needed (system defaults to O-regular)

e Earning Start and Earning Stop Dates if needed (system defaults to Report Period entered when
report was first created). These dates may be changed if needed by typing over the existing date.

¢ Base (hours)

e Hours

e Gross

e Taxed, Salary, and/or (Employer) ERPaid contributions, as determined by the pick-up resolution on file
with OP&F.

e WrkCd (work code) if appropriate. For more information on Work Codes, please refer to the Employer
Manual (page 27), “Work Codes.”

e Description - Use this field if there is a desire to enter specific detail information about a member.
This field has a character limit of 50 characters.
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ENTER WORK REPORT DETAILS FOR A NEW MEMBER

If member SSN or Member Name are not found in the system, asterisks will display next to the field indicating
“undefined.”

Employer: 9939-CITY OF SOMEWHERE Division: P CITY OF SOMEWHERE

Criteria

Division P GITY OF SOMEWHERE Report Status: Initial Idenifier: 2018-02 EBSEFE1
Agreement: CITY OF SOMEWHERE POLIGE BIWEEKLY 1 Reported Amount

Job Category: A

Report Start Date: 02/01/2019

hember Count: 0/ Row Count: o

| | @add| = Delete| $¥Actions| . Add New | (3 Copy| T Fitter | | B Sort| [F4 Columns| ] view Row| [8] Records| | @ Export| [ZReports

|:| 55N  Name & Pay Code Eaming Start Eaming Stop Basze Hours. Gross Taxed Salary ERPsid WrkiCd Description
uﬂ- e ST | (T 2 = _ _hhhuh

Verify the SSN entered is correct. If member is actually a new member, click the Add New button to enter new
member information.

Add New Member

Prefix: Date of Birth: P | harital Status:
First Mame: + Date of Death: [l e harriage Date: I =
Middle: Age: Divorce Date: I =
Last Mame: - Employment Status:
Suffie HC |dentifier: Artive
SSN: + Stafus: Active
SB340 Indicator: | Type: CPSE Member
Perzon Code: 1924354
Descripticn 1:

New Member Address

Add

There are no address records on file.

O Cancel

To add a new member, enter the following fields:

* Prefix if applicable

e First Name (required)
e Middle Name

e Last Name (required)
e Suffix if applicable

* SSN (required)

Click OK when finished — member name and SSN will be populated in the Work Report details.

Enter Work History details and click on Save.



HOW TO CREATE ADDITIONAL PAY CODE LINES FOR A MEMBER

If a member has more than one pay code needing entered, highlight the member line to be copied or check
the box to the left of the member SSN and click on the Copy button. This will create an additional line for this

member. Enter work details.

Note: Copy button may be used at any time to copy a member line already in the Report Detail screen.

Division: P CITY OF SOMEWHERE

Employer: 3889-CITY OF SOMEWHERE

Division: P CITY OF SOMEWHERE Report Status: Initial Identifier: 2012-02 9020PE1
Agreement: CITY OF SOMEWHERE POLICE BIWEEKLY 1 Reported Amount:
.Job Category: A
Report Start Date: 02/01/2018
Member Count: 0 Row Count: ]
I | t‘.}Addl = Deletel %Acﬁonsl (=, Add New | % Eowl ¥ Fiﬂerl | ESDl‘tl EColumns‘ D‘fl&w Rowl [®] Henords‘ | el Export‘ @Reports
D SSN Name & Pay Code Eaming Start Eaming Stop Base Hours Gross Taxed Salary ERPaid WrkCd Description

[ ][5 | B78-80-1233 mEMBER, IMA O-Regular| v [ 1020172016 —|f0228/2016



HOW TO DELETE A DETAIL LINE

Highlight the detail line that needs deleted or check the box to the left of the member SSN and click on the
Delete button.

9.CITY OF SOMEWHERE Division: P CITY OF SOMEWHERE

Divigion: F GITY OF SOMEWHERE Report Status: Initial Identifier: 201802 S88EPBE4
Agreement: CITY OF SOMEWHERE POLICE BIWEEKLY 1 Reported Amount:

Job Category: A

Report Start Date: 02/01/2019

Member Count: 0 Row Count: O

1 | t‘.}Acld| :Delete| SBActions| - Add New |33 Copy| 7 Fitter | | B Sort| 54 Columns| [F]view Row| @Remrds\ | &2 Export| HReports

Name & Pay Code Eaming Start Eaming Stop Hours Gross Taxed Salary ERPaid  WrkCd Description

u-IMEMEIER [y Ilu-Regu\ar Iluz.rm.rzmg ;Ium’zmg ;1' I I I I I I II




HOW TO SORT WORK REPORT

OP&F requires reports to be submitted in name order. However, the sort order of the report you are working
on may be changed at any time while you are working on it.

To sort by a specific column, position curser at the top of your column heading (highlighted area in diagram)
and click. Sorting may be done in Ascending or Descending order.

Employer: 2999-CITY OF SOMEWHERE Division: P CITY OF SOMEWHERE

Divigion: P CITY OF SOMEWHERE Report Status: Initisl |dentifier: 201902 GOSEPE1
Agreement: CITY OF SOMEWHERE POLICE BIWEEKLY 1 Reported Amount:

Job Category: A

Report Start Date:  \pzio1i2012

Member Count: 0 Row Count o

| | @add| = Delete| §Actions| ). Add New |33 Copy| T Fiter| | B Sort| [ cotumns| [F] view Row| [&] Records| | @ Export| {RReports
D 85N Mame & Pay Code Eaming Start Eaming Stop Baze Hours Gross Taxed Salary ERPaid WrkCd Diescription
[ ][5 | BFE-80-1233  mEMBER, IMA O-Reguiar| v [ 102012018 —|f02282018

Another way to sort is by clicking on the Sort button and checking the boxes to achieve the sort order desired.

Employer- 9395-CITY OF SOMEWHERE Divigion: P CITY OF SOMEWHERE Save I Apply I Cancel I

Division: P CITY OF SOMEWHERE Report Status: Initisl Identifier: 2019-02 DOEOPE1
Agresment: CITY OF SOMEWHERE POLICE BIWEEKLY 1 Reparted Amaunt:

Job Categony: A

Report Start Date: D2/01/2019

Member Count: 1 Row Count: 1

|| @add| = Delete| §§ i| 'V Fiter | | B Sort| &3] #%| [ columns| ] view Row| [E] Records| | &2 Export| [RReports

O ssn Name & Column - (Drag to sort) Sort Dese Group

[0 5 A 775812 veuesr s [En=

52 Hours Gross Taxed Salsry ERPaid WrikCd Description Status
PEN

O

SSN

Pay Code
Earning Start
Earning Stop
Base

Haurs

Gross

Taxed

Salary
ERPaid
WrkCd

Description

o o o o o o Y
Ooooooooonoooooog
OooOoOoooooooOooano

Status
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HOW TO RETURN TO A WORK REPORT THAT HAS NOT BEEN SUBMITTED TO OP&F

Until a report is submitted to OP&F, it will remain in Reports & Billing History. The report can be reopened and
edited by clicking on the report under Actions.

9999 - CITY OF SOMEWHERE Welcome User Employer  03/07/2019

Shortcuts Initial Work Reports
Y Create New Work Report
+ Upload a File This page shows the list of initial work reports not already submitted by the user.

Division: P CITY OF SOMEWHERE 7
Menu
Home
Profile
Divisions
Employer and Division Contacts fED Fiter & Print [ 3Export

Reporis & Billing History (| Inserted Date Report Type Report Identifier Actions ¥

Summary of Payment O 03/07/2019 Regular 2015-02 9999P51 Wark Repart Entry Scresn
Remittance Information Form

Online Payment Requests Showing Records 1 -1 of 1
Review Payment History
Import Mew System Data

Submit | New Report | | History | Delete
Help

This site is best viewed with Interet Explorer 11

If you have questions about your OP&F account or need assistance accessing your online account, call a Customer Service Representative at
1-888-864-8363, Monday through Friday, 8:00 a.m. to 4:30 p.m. EST.

Copyright A22002. WWwWWw.0p-T.0rg
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VIEWING WORK REPORT EXCEPTIONS

A work report exception is a “flag” to indicate that some piece of detail being reported for a member is not
within reporting standards. It does not necessarily mean it is incorrect, only that it may not be the typical
reporting scenario. If an exception is actually an error in the detail, it may be corrected before submitting the
report. If it is actually as it should be, it can be ignored.

Work Report Exceptions may be viewed in two ways. They can be viewed all at one time or individually.

VIEW ALL EXCEPTIONS AT ONE TIME

With Work Report open, click on Reports from the tool bar and select Exception Report.

Employer: 9853-CITY OF SOMEWHERE Division: P CITY OF SOMEWHERE

Division P CITY OF SOMEWHERE Report Status Initisl Identifier: 2010-04 209GPB1
Agresment: City of Somewhere Police Biweexly 1 Reporied Amount:
Job Category: A
Report Start Date: 04/01/2010
Member Count: 1 Row Count: 1
1 | ©Add| = Delete\ $actions|| . Add New | (33 Copy| V7 Fiter| | B Sort| [ columns| [ view Row| [E] Records| | & Exportl [ Reports ,
Name & Pay Code Earning Start Eaming Stop “Wiew Report 5 Salary ERPaid  WrkCd Description Status
| Except. Report
u-l MEMEER, IMA II 0-Reguiar | w II 04012019 ;|ID4f3ur2me ;|I 160.00 I _ﬂl 830.50 I [ nul 0.00 I II I-

160.00 8,383,

Work History Exceptions Report

Employer: CITY OF SOMEWHERE - 99949 R Diate: 0372012018
Division:  CITY OF SOMEWHERE - P
Name:  MEMEBER. IMA SSN: 678-90-1234
Pay Code Earning 5tart  Earning Stop Base Hours Gross Tazed Salary Fringe Work Code
O-Reguiar 0401/20148 O43072014 160 160 835368 83053 1] 0
Exception Reported Contributions do not mateh the pick-up resolubon on file with ouwr

oifice. (Please venfy contributions are posted in cormect column or submit new
resolution per JAC 742-7-14. Please verfy that members are posted under the
comect pick-up plan code, f you hawe more than one pick-up plan).

Report may be Printed and/or Saved using the action buttons.
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VIEW EXCEPTIONS INDIVIDUALLY

Exceptions may be viewed at the member level while in the work report.

Employer: 8998-CITY OF SOMEWHERE Division: P CITY OF SOMEWHERE Save I Apply I Cancel I

Division: P CITY OF SOMEWHERE Report Status Initisl Ideniifier: 2019-04 GO2OFE1
Agreement: ity of Somewhere Police Biweekly 1 Reported Amount

Job Category: A

Report Start Date: D4/01/2010

Member Count: 1 Row Count: 1

|| ©add| =Delete MAstions| L. AddNew | B3 Copy| 7 Fiter| | B sort| [ Golumns| [ view Row| [E] Records| \ [ Export| (H'Reports

Name & Pay Code Eamning Start Esming Stop Hours Gross Salary ERPaid  WrkCd Description Status

]
u IMEMEIEF{ e II 0-Regular IIDNU’IHDIQ IDQBD&DW I 'IGDDUI 1BDIIII ﬂE&BEI 8220.52 I IJDDI DIJUI II I-

180.00 8.553.

Any rows within the report that contain exceptions will display a yield sign & to the left of the member’s
social security number.

Click on exception flag and the exception message will display as follows:

| | Esml Eﬂnlumnsl D‘-.-'iew Hnwl (2] Her:urdsl = F'rintl @ Export

Messags

Reporied Coninbutions do not maich the pick-up resoclution on file with our office. [Flease vernfy contributions are posted in
correct column or submit new resolution per OAC T42-T-14. Please verify that members are posted under the correct pick-up
plan code, if you have more than one pick-up plan).

After reviewing the exceptions, you have the option of correcting the exceptions (if they are truly errors) in
the report by typing over any field and saving again, or you may continue to submit the Work Report to OP&F
without making any changes.

Once report is ready to be submitted to OP&F, go to the next section on SUBMITTING A WORK REPORT.

(For a listing of the most common Exception Messages, see next page.)
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MOST COMMON EXCEPTION MESSAGES

Exception Messages

Period reported is greater than 12 months

Start date is after stop date

Adjustment record: Dates not matching for X

Verify Hours Base

Hours paid reported for code X

Reported Contributions do not match the pick-up resolution on file with our office. (Please verify
contributions are posted in correct column or submit new resolution per OAC 742-7-14. Please verify that
members are posted under the correct pick-up plan code, if you have more than one pick-up plan).

Salary contribution is not the required percent of gross amount for Earning Type X

Fringe contribution is not the required percent of gross amount for Earning Type X

Work Code enteredisnot D, R, N, L, M, T, Aor S

Contributions reported are not the required percentage of Gross.

Hours Paid is higher than Hours Base (Please verify Hours Paid. Extra hours above base pay should be entered
under the appropriate earning code).

Hours Paid is lower than Hours Base (Please use Work Code column for explanation and Comments field to
supply dates of suspension, leave, etc. prior to submitting).

Hours Base Missing (Hours Base = member scheduled hours).

Gross amount not entered for Earning Type X

Lump Sum Dates entered for Earning Type X .If an adjustment, use proper Work Code.

Enter Lump Sum Dates for Earning Type X

Current dates entered for Earning Type X

Hours Paid missing for Earning Type 1.

Reported S does not equal the Total WR amount
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VIEW/PRINT A REPORT BEFORE SUBMISSION

A report can be viewed and/or printed prior to submission.

Click on the Reports button to display the report in Acrobat Reader.

Employer: 9998-CITY OF SOMEWHERE

Division: P CITY OF SOMEWHERE

Save I Apply I Cancel r

Divigion: P CITY OF SOMEWHERE
Agreement: CITY OF SOMEWHERE POLICE BIWEEKLY 1
Job Category: A
Report Start Date: 02/01/2019

Member Count:

1 Row Count

Report Status: Initisl
Reported Amount

Identifier:

2019-07 2O20PB1

| | @Add| =Delete| §9Actions| ), Add New | [3Y Copy| T Fiter | | [ Sort| [ Columns| [] View Row| [] Records| | & Export| (h'Reports ’

O SSN Mame & Pay Code Earning Start Earning Stop Base E;(EW TEEEH 4 Iss Taxed Salary ERPaid  'WrkCd Status
= = cep jale] =
O A ETEE0-1234 MEMBER, IMA DReguir|v| | [20U2018  — DezeEnie | e Repon § ==

Report may be Printed and/or Saved using the action buttons.

Employer.

Employer:
Division:

Pay Period:
Report Status:
Date Created:
User Created:
Methed :

SsEn MName

9955-CITY OF SOMEWHERE

673-90-1224 MEMEER, IMA

—

Work History Report Detail

99949 - CITY OF SOMEWHERE
P - CITY OF SOMEWHERE

0212018
Initial
03/07r2018
2224
55 Manual
Eaming
Status Start

O-Regular

Division:

Eaming

Stop

020110 022310

P CITY OF SOMEWHERE

Member Count:

Row Count

Total Member Contributions:
Employer Share of Contributions:
Tital Due:

Base  Hours Gross

0.00 0.00 50.00

50.00
5000
50.00

Taxed
% 0.0

50.00

ERPaid WrkCd Comments

§$0.00
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SUBMITTING A WORK REPORT

When the report is ready for submission:

Click on the box to the left of the WR to select it, and then click on the Submit button.

9999 - CITY OF SOMEWHERE

Shortcuts Initial Work Reports
Create New Work Report

+ Upload a File This page shows the list of initial work reports not already submitted by the user.
&

Division: P CITY OF SOMEWHERE
Menu

Home

Profile

Divisions

Employer and Division Contacts EF fter & Print |

Reports & Billing History

Inserted Date

L%

Report Type

Report Identifier

Welcome User Employer

Actions

03/07/2019

Summary of Payment
Remittance Information Form

0307/2019

Online Payment Requests
Review Payment History
Import New System Data
Help

Submit New Report History Delete

This site is best viewed with Intemet Explorer 11

Regular

2019-02 9398PB1

If you have questions about your OP&F account or need assistance accessing your online account, call a Customer Service Representative at

1-888-864-8363, Monday through Friday, 8:00 a.m. to 4:30 p.m. EST.

The system will generate a series of prompts/reminders as follows:

Copyright A®2002. Www.op-f.org

‘Work Report Entry Screen

Note: The file has not been received by OP&F until all prompts/reminders have been completed.
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Release Report

Are you sure you want to Submit this work
report?

Ck | Cancel

Click OK to proceed or Cancel to cancel submission.

If there are exceptions, the following message will display.

Release Report

Work report you are about to submit contains
exceptions. Would you like to review the list
of exceptions?

Mo - Continue

Click OK if you would like to view the exceptions. If you click OK, the system will display the Work History
Exceptions Report. If desired, this report may be printed. You may also go back to the Edit Report button to
make any corrections. If you choose not to edit any exceptions, go back to the Submit button to submit
the file.

Click No-Continue if you do not wish to review exceptions. This will take you to the next prompt.

Release Report

Are you sure contributions reported match
the cash being sent?

Total Member Contributions:
$0.00

Employer Share of Contributions:
$0.00

Total Due:
$0.00

Ok | Cancel

Click OK to proceed or Cancel to cancel submission.
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Release Report

| hereby certify that the foregoing payroll report is
true, complete and reported in accordance with
OP&F's laws and administrative rules, that all
employees required to participate in OP&F in
accordance with the OP&F's laws and rules are
shown hereon, and OP&F will rely on such
certification for purposes of the determining
named employee's service credit, pension or
disability benefits and tax reporting.

Please note that by clicking "OK," the report will
be submitted to OP&F and no changes can be
made to the report.

Ok | Cancel

Click OK to proceed or Cancel to cancel submission.

If you click OK on the message above, the report will be submitted to OP&F and no further changes can be
made to the report. You will then receive a confirmation that the report has been submitted.

Release Report

Your payroll report has been submitted to OP&F.
Please note, however, that the submitted report
Is subject to OP&F's review and acceptance and
ISsues can arise at a later time If additional
information is discovered.

OP&F reserves its right to issue a 30-day notice
of non-compliance for any non-conforming report
and to assess penalties for any such report that
Is not corrected within the cure period. OP&F
also reserves its right to assess penalties for any
report that is not timely submitted to OP&F.

Ok

Click OK.



Release Report

You will now be directed to the Summary of
Payment Remittance Information Form page. If
you have additional work history reports to

submit for another division or agreement, please
select Cancel

CK Cancel

This is the last prompt.

Click on OK and you will be directed to the Summary of Payment Remittance Information Form or click on
Cancel if you do not wish to at this time.

This form is mandatory to accompany payments to Ohio Police & Fire Pension Fund (OP&F).
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Shortcuts

[ Create New Work Report
, Upload a File

Menu

Home

Profile

Divisions

Employer and Division Contacts

Reports & Billing History
Remittance Information Form

Online Payment Requesis

Review Payment History

Import Mew System Data

Help

Summary of Payment Remittance Information Form

This form is mandatory to accompany payments in order to help the Ohio Police & Fire Pension Fund (OP&F) to process employer payments accurately and
eliminate the need for research or calling the employer. Complete this form and remit with all payments submitted to OP&F. Employer representatives must
enter their employer's office street address and phone number on this form; do not enter your home address or phone number, even if you work from
home. This form is commonly referred to as the "recap form," and is mandatory under Ohio Administrative Code section 742-9-10.

Tips for completing the Summary of Payment Remittance Information form

All fields are required. If a particular field does not apply to you, please type 0 (zero) in the field.

- Instructions for completing the Summary of Payment Remittance Information form
- Print a blank Summary of Payment Remittance Information form
- Print a Change of Information Form

Section A - Employer Information

Employer Name: |cr7y OF SOMEWHERE
Employer Code: [gagg
Employer Address Line 1: | 133 any Street
Employer Address Line 2:

Employer Gity: |coLuMBUS
Employer State: | gy

Employer ZIP Code: 43215
New Address:
Employer Reprasentativa: | |
Title: |
New Clerk:
Employer Phone Number: |[5]_4) 223-2297 |

New Number:
Employer Fax Number: |[5]_4) 223-72293 |

E-mail: |:'Das:@gmail.ccrn |

You must supply a valid E-mail address, as this is where your recap confirmation will be sent.
Section B - Summary of Contributions and Deductions

Pay Periods Covered (if applicable)
A separate form is required for each pay period end date.
From Date:

reos [ ]

Filing Type (if applicable)
Member contributions will be filed on paper
Member contributions will be filed electronically

Member contribution payroll reporting type (if applicable)
Standard monthly report
Corrected report and additional money owed

Payment Type
O Funds will be sent by wire
Date wire will be posted:
O Funds will be sent by ACH
Date ACH will be posted:
1 Funds will be sent by check

Check numbers: | |

Please send checks to: OP&F, Department L - 2521, Columbus, OH 42260-2521
If you are submitting your payment by check, you must print a Summary of Payment Remittance Information form and send
it in the same envelope with your check.

) Police Officers  Firefighters Total
Gross p : wa.ges: $| | $|
Member contr $| | $|

Payroll deduction purchases: $| | $|

|
|
L |
contribution: ¢ 3 |
Accrued y $| | $| |
|

|

|

B A A A O B

l-_|i|ilan' leave " .' $| | $|
Terminal pay contr $| | $|
Penalty and/or interest: $| $

Total contril

submitted: $

Comments

Section C - Signature and Acknowledgement
I hereby certify that the foregoing completed form is correct and complete to the best of my knowledge.

Today's Date: 03/07/2019

Submit Print Reset

50



There are several links provided on the recap form page. All of these links will open a new window directing
you to documents that may help you in filling out the form.

Section A
J A valid e-mail address must be entered in the E-mail field.
o If you have any changes to this section such as address, clerk or phone #s, check the
appropriate checkbox indicating a change. Also, be sure to print a change of information
form, available by clicking on the Print a Change of Information Form link and send it to OP&F so
your records can be updated.
Section B
o If either From Date or To Date is entered, both must be entered.
J If a box under Filing Type is checked, a Member contribution payroll reporting type box must
be checked.
J If a box under Member contribution payroll reporting type is checked, a Payment Type box must
be checked.
J If you have selected a Payment Type of wire or ACH, you must use the Submit button to submit
your recap form electronically.
J If you have selected a Payment Type of check, you may enter the check numbers but it is not
required. You must print the recap form and mail it with your payment.
J If making a payment for something other than member contributions, neither the Filing Type or
Member contribution payroll reporting type box need to be checked.
Section C

Submit — (Wire or ACH only) The Submit button is used if payment is being sent by wire or ACH.
Once the Submit form button has been clicked, the following confirmation page will display:

Message from webpage &

I.-"'_"\-. Are you sure you're ready to submit the Summary of Payment

¥ Remittance Information Form?

8] 4 ] l Cancel

Print — (Payment by check only) The Print button is used if payment is going to be sent by check.
Once the Print Recap Form button has been selected, a PDF document will generate replicating
the Summary of Payment Remittance Information Form along with any information entered into
the web page form.

Reset — When the Reset Recap Form button is used, all fields in Section B will be set to blank.
Values entered in Section A will not change.
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VIEW/PRINT MANUAL REPORT AFTER SUBMISSION

The submitted report is confirmation that your report has been received by OP&F.

Report can be viewed on the Reports & Billing History page.

9999 - CITY OF SOMEWHERE Welcome 9999 EMPLOYER USER  03/19/2019
Shortcuts Initial Work Reports
[M Create New Work Report
-+, Upload a File This page shows the list of initial work reports not already submitted by the user.
Division: P CITY OF SOMEWHERE] x 4
Menu
Home
Profile
Divisions The selected account does not currently have Work Reparts that are available for editing. Please click the ‘New Report' button if you wish to create a new Work Report to submit.
Employer and Division Contacts
Reports & Billing Histor
Neow Roport| [Fisiony | < fmmmmmme

Summary of Payment
Remittance Information Form

Cnline Payment Requests
Review Payment History
Import New System Data
Help

Select Reports & Billing History link on the Home Page, then click on History.

9999 - CITY OF SOMEWHERE Welcome 9999 EMPLOYER USER  03/19/2019
Shortcuts Work Report History
[* Create Mew Work Report
-+ Upload a File This page shows the list of initial work reports already submitted by the user.
Division: |P CITY OF SOMEWHERE S
Menu
Home
Profile Date Range: |All Time Type: |All
Divisions

Employer and Division Contacts

Reports & Billing History fFdFiter @ Print [$Export

Summary of Payment Inserted Date Perod Type Report Identifier Actions
Remittance Information Form 031972019 020152019 Reqular 201902 9995PE1 View
Online Payment Requests DING2019 010112019 Regular 201901 B83GPB1 View
Review Payment History
Import New System Data Seers
Help
Back

To view the report, click on View located under the Actions on the tool bar.

Divigion: P CITY OF SOMEWHERE Report Status: Frebill Identifier: 2018-02 SASEFBA
Agreement: City of Somewhere Folice Biweekdy 1 Reported Amount: s2.00
Job Category: A
Report Start Date: 02/01/2019
Member Count: 1 Row Count: 1
),
1 | & Add| =De\ete| $Actions| . Add New | 33 Copy| T Fiter | [Bd Sort| [ Columns| [£] view Row| [#] Records| | & Export| fPReports ,
Name & Pay Code  Eaming Start Earning Stop Basa Hours “iew Report Salary ERFsid WrkCd Deseription

Except. Report
I;I--_----- — ---——

Under Reports on the tool bar, click on View Report.
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Employer:
Division:

Pay Period:
Ciate Created:
User Created:
Method :

S=n

Report Status:

A73-80-1224 MEMBER., IMA

Waork History Report Detail

9999 - CITY OF SOMEWHERE
P - CITY OF SOMEWHERE

042018
Initial
o3z1201e
RLAMNE
QOPF Transfer
Eaming
Slatus Start

O-Regular

Eaming

Stop

40118 43010

Member Count:

Row Count

Total Member Contribuions:
Employer Share of Contributions:
Total Due:

Base Hours Gross

18000 16000 5685264

Report may be Printed and/or Saved using the action buttons.

1
1

5 B3D.58
5133847
5217805

Taxed Salary
§ 83058 50.00

ERPaid WrkCd Comments
5000
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IMPORTING ELECTRONIC FILES



OVERVIEW

Importing an Electronic file is a method of reporting payroll via the web. If your payroll is currently in electronic
format, you may use this method of reporting to upload your file via the Web. You will have the ability to

view and correct payroll errors prior to report submission. In addition, you will have the capability to print off

a history report for each of your payrolls submitted via the web. Once a report is submitted successfully, it is
considered received at OP&F immediately and expedites the processing of your payroll while reducing phone
calls from OP&F. There are three steps to take in order to submit a file. All steps must be taken to complete the
submission of a file.

If you report on paper and would like to consider submitting your payroll electronically, contact Employer
Education at (614) 628-8311.

The three steps to Import a file:

l. UPLOAD FILE - At this stage, changes may be made to the detail or header record in the Import
Detail screen. (See Step | - Upload File section)

1l PROCESS FILE - File has been transmitted to OP&F but must be submitted to complete the
process. This is where exception messages may be reviewed and/or corrected if necessary.
Changes to detail records may be made under the Reports and Billing History screen. Changes to
the header record may also be made at this stage in the Import Detail screen. File may also be
Deleted at this stage if it is determined you do not want to submit it.

(See Step Il - Process File section)

1. SUBMIT FILE - File has been received by OP&F in its final form). No changes can be made via the
web. (See Step Il - Submit File section)
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UPLOAD IMPORT FILE

STEP | - UPLOAD FILE

Go to menu option Import New System Data from the main menu.

9999 - CITY OF SOMEWHERE Welcome 9999 EMPLOYER USER  03/19/2019

Shortcuts

% Create New Work Report
4, Upload aFile

Uploaded Files

For a report to be considered received by OP&F ALL 3 STEPS must be completed.
1. Upload file: File has not been transmitted to OP&F.
2. Process file: Flle has been transmitted to OP&F but must be submitted to complete the process.

Menu

Home 3. Submit file. Proceed to the Report and Billing History by clicking here.

Profile

Divisions Status T |

Employer and Division Contacts Date Range: All Time

Reports & Billing History _> New Refresh
Summary of Payment .

Remittance Information Form & Print D Export

Online Payment Requests Date Type Description Status Records Action

Review Payment History

Import New System Data

Help

Click the New button in order to import a file for submission to OP&F. The system will open a new window that
allows you to upload a new Work Report file.

9999 - CITY OF SOMEWHERE Welcome 9999 EMPLOYER USER  03/19/2019

Shortcuts Upload a File
[® Create New Work Report
#, Upload a File

Division: CITY OF SOMEWHERE Description:
Menu Import Description: |Self Service Employer Work Report Import [~]
Home: File Name | Browse... 4—
Profile
Divisions
Employer and Division Contacts
Reports & Billing History Upload 4—

Summary of Payment
Remittance Information Form

Cnline Payment Reguests
Review Payment History

Import New System Data

Help

Click Browse button to select your file from your network/hard drive to be imported.

Click Upload

The file now appears on the list of imports on the main Uploaded Files page with the status of Not Processed.
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Uploaded Files

For a report to be considered received by OP&F ALL 3 STEPS must be completed.
1. Upload file: File has not been transmitted to OP&F.
2. Process file: Flle has been transmitted to OP&F but must be submitted to complete the process.

3. Submit file. Proceed to the Report and Billing History by clicking here.

Status: All [~]
Date Range: All Time [~]
Refresh
£ Print & Export
Date Type Description Status Records Action
03/19/2019 Self Service Employer Work Report Import 9908PB1 03312019 Not Processed 2 Detsils fProcess

The file is now “staged” and ready to be processed. User can click on Details under Actions on the tool bar to
see details of the uploaded file. User can update the file details as needed. Click Save on the bottom of the
screen when finished with any updates.

To process the file, follow instructions in the next section PROCESS WORK REPORT FILE.
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PROCESS WORK REPORT FILE

STEP Il — PROCESS FILE

Uploaded Files

For a report to be considered received by OP&F ALL 3 STEPS must be completed.
1. Upload file: File has not been transmitted to OP&F.
2. Process file: Flle has been transmitted to OP&F but must be submitted to complete the process.

3. Submit file. Proceed to the Report and Billing History by clicking here.

Status: All [~] *
Date Range: All Time [~]
New  Refresh

(£ Print g Export /
Date Type Description @ Records Action

03/19/2019 Self Service Employer Work Report Import 9999PB1 03312019 Not Processed 2 Detsils [Process

S

To process the file:
1. Click Process button under Actions on the tool bar. Next, click the Refresh button every few seconds
until the Status changes to Processed Successfully or Processed with Errors. The Status will be set to

one of the following, depending on whether the file was successful or contained errors:

® Processed Successfully (file may contain exception messages that do not prevent the file from
processing but should be reviewed for any necessary corrections).

* Processed with Errors (See Processed with Errors section - Reprocessing).
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FILE PROCESSED SUCCESSFULLY

Uploaded Files

For a report to be considered received by OP&F ALL 3 STEPS must be completed.
1. Upload file: File has not been transmitted to OP&F.
2. Process file: Flle has been transmitted to OP&F but must be submitted to complete the process.

3. Submit file. Proceed to the Report and Billing History by clicking here.

Status: All [v]
Date Range: All Time [+]
New
&) Print & Export
Date Type Description Status Retords Action
03/18/2018 Self Service Employer Work Report Import S099PB1 03312019 Processed Successfully 2 Details fProcess

The file has processed successfully but has not yet been submitted to OP&F. You may review exceptions (see
next section) before moving to Step Il where you will submit your work report to OP&F.

The file must be submitted to be considered received by OP&F. Late receipt of a file will subject an employer

to statutory penalties under the Ohio Revised Code.
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FILE PROCESSED WITH EXCEPTIONS

A work report exception is a “flag” to indicate that some piece of detail being reported for a member is not the
norm. It does not necessarily mean it is incorrect, only that it may not be the typical reporting scenario. If an
exception is actually an error in the detail, it may be corrected before submitting the report. If it is actually as
should be, it can be ignored.

Work Report Exceptions can be viewed in two ways. They may be viewed all at one time or individually.

VIEW ALL EXCEPTIONS AT ONE TIME

With Work Report open, click on Reports from the tool bar and select Exception Report.

Emgployer: 9393-CITY OF SOMEWHERE Division: P CITY OF SOMEWHERE

Division: P GITY OF SOMEWHERE Report Status Initisl Identifier: 2018-04 2O2OPEA
Agresment: City of Somewhere Police Biweekly 1 Reported Amount
Job Category: A
Report Start Date: 04/01/2019
Member Count: 1 Row Count: 1
i
1 | @ Add| = Delete\ $actions|| (. Add MNew | (33 Copy| T Fiter| | B Sort| [ columns| [ view Row| [E] Records| | o Exportl [t Reports ’
Name & Fay Code Earning Start Eaming Stop | “igw Report s Salary ERPaid  WrkCd Description Status
| Except. Report
u-l WEMEER, IMA II 0-Reguiar| w | II 04012019 ;|ID4r3urzms ;|I 160.00 I _ﬂl 230,58 I 0. DDI 0.00 I II I-
18000 6253

Work History Exceptions Eeport

Employer: CITY OF SOMEWHERE - 9399 Run Date: (3212018
Division:  CITY OF SOMEWHERE - P
Name: MEMBER, IMA SSN: ETE-30-1234
Pay Code Earning 5tart  Earming Stop Base Howrs Gross Taxed Salary Fringe Work Code
0-Regular 40172018 D4/2072019 160 160 035368 &30.58 0 0
Exception Reported Contributions do not match the pick-up resclution on file with owr

oifice. (Please verify contributions are posted in comect column or submit new
resolution per DAC T42-T-14. Please verfy that members are posted under the
comect pick-up plan code, if you have more than one pick-up plan ).

Report may be Printed and/or Saved using the action buttons.
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VIEW ALL EXCEPTIONS AT ONE TIME

Exceptions may be viewed at the member level while in the work report.

Employer: 8998-CITY OF SOMEWHERE Division: P CITY OF SOMEWHERE Save I Apply I Cancel I

Division: P CITY OF SOMEWHERE Report Status Initisl Identifier: 2019-04 pECEPB1
Agreement: City of Somewhere Police Biweekty 1 Reported Amount

Job Category: A

Report Start Date: 04/01/2010

Member Count: 1 Row Count: 1

Name & Pay Code Earning Start Esming Stop Hours Gross Salary ERPsid  WrkCd Description Status

u IMEMEIER I II 0-Regular Ilmlnmmg ;|In4f3uf2mn ;|I 1anm| 1anm| asssﬁal 33953' uunl Dml II I-

180.00 8,853

Any rows within the report that contain exceptions will display a yield sign A to the left of the member’s
social security number.

Click on exception flag and the exception message will display as follows:

I | Esml Eﬂnlumnsl D‘-.-'iew F{nwl (2] F'ter:urdsl = F'rintl [ Export

Message

Repaoried Contributions do not match the pick-up resolution on file with our office. [Please venfy coniributions are posted in
correct column or submit new resolution per OAC T42-T-14. Please werify that members are posted under the correst pick-up
plan code, if you hawve maore than one pick-up plan).

After reviewing the exceptions, you have the option of correcting the exceptions (if they are truly errors). To
correct, type over any field and save again, or you may continue to submit the Work Report to OP&F without

making any changes.

Once report is ready to be submitted to OP&F, go to the section Step lll - Submit File (For a listing of the most
common Exception Messages, see next page.)
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MOST COMMON EXCEPTION MESSAGES

Exception Messages

Period reported is greater than 12 months

Start date is after stop date

Adjustment record: Dates not matching for X

Verify Hours Base

Hours paid reported for code X

Reported Contributions do not match the pick-up resolution on file with our office. (Please verify
contributions are posted in correct column or submit new resolution per OAC 742-7-14. Please verify that
members are posted under the correct pick-up plan code, if you have more than one pick-up plan).

Salary contribution is not the required percent of gross amount for Earning Type X

Fringe contribution is not the required percent of gross amount for Earning Type X

Work Code enteredisnot D, R, N, L, M, T, Aor S

Contributions reported are not the required percentage of Gross.

Hours Paid is higher than Hours Base (Please verify Hours Paid. Extra hours above base pay should be entered
under the appropriate earning code).

Hours Paid is lower than Hours Base (Please use Work Code column for explanation and Comments field to
supply dates of suspension, leave, etc. prior to submitting).

Hours Base Missing (Hours Base = member scheduled hours).

Gross amount not entered for Earning Type X

Lump Sum Dates entered for Earning Type X .If an adjustment, use proper Work Code.

Enter Lump Sum Dates for Earning Type X

Current dates entered for Earning Type X

Hours Paid missing for Earning Type 1.

Reported S does not equal the Total WR amount
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FILE PROCESSED WITH ERRORS — REPROCESSING

If the status is Processed with Errors, the file is considered bad and cannot be submitted successfully. The
file must be corrected and reprocessed without errors before it can be submitted to OP&F and considered
received. Penalties will be assessed for any reports that are not submitted in a timely manner to OP&F.

PROCESSED WITH ERRORS IN HEADER RECORD

9999 - CITY OF SOMEWHERE Welcome 9999 EMPLOYER USER  03/20/2019

Shortcuts

[ Create New Work Report
., Upload a File

Uploaded Files

For a report to be considered received by OP&F ALL 3 STEPS must be completed.
1. Upload file: File has not been transmitted to OP&F.
Menu 2. Process file: Flle has been transmitted to OP&F but must be submitted to complete the process.

3. Submit file. Proceed to the Report and Billing History by clicking here.

Home

Profile

Divisions Status: All

Employer and Division Contacts Date Range: All Time

Reports & Billing History Mew  Refresh
S @ o
Online Payment Requests Date Type Description Status Records Action

Review Payment History D32z Self Service Employer Work Report Import G0095PB1 90430201 Processed with Errors 2 Details [ Process
DaneRe Self Service Employer Work Report Import 9958PE1 03312019 Processed Successlly 2 Details [Process

Help

If a file Processes with Errors, click on Details under Action on the menu bar.
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Uploaded File

Import Header Id: 396204

Seq No From: Seq No To:
Load Date: Mar 21, 2019
Type: Self Service Employer Work Report Import Process Start: Mar 21, 2019
Status: Processed with Emmors Process Stop Date: Mar 21, 2019
Description: G9990PB1 042302019 Progress Rpt:
Import Details
Al
Search Field: Search Text Filter

Process | View Emors  Refresh

{_|Fitter & Print & Export
[ | Header SeqMa | Data String

O 1 | 00000000013393PCITY OF SOMEWHERE D4012019043020199939PE1 00000100H
Showing Records 1 - 1 of 1
L 4 >
{ |FitterhMo &) Print (5 Export
Import .
]| 559 petsil E:Z”bm“ HEADER ID ADADSTMENT PCIUP | s LAST NAME FIRST NAME
Status
Mot
O 2 pcesses ™ 000000001 M A £TEE01234 MEMEER IMA,
L 4 >
Back Save
On this screen, you can view the errors by clicking on the View Errors button.
Errors
Zy Print @ Export
Seq Mo Rﬂsﬂ Data String M=gid Msg Parms
Actual gross salary total does
DOD0DO00019999PCITY OF SOMEWHERE not match reported total gross
1 1 D4012019043020199995PB1 Invalid_total gross salary  salary. Header Amount =
DDDDD100000585368000008385500000000000000000000 55585368 yet Detail Sum
Amount = 5685365
Exceptions

Close



After viewing error description, click Close and you will be returned the to screen where correction may be
made.

Uploaded File

Import Header Id: 396204

Seq No From: Seg Mo To:
Load Date: Mar 21, 2019
Type: Self Service Employer Work Report Import Process Start: Mar 21, 2019
Status: Processed with Errors Process Stop Date: Mar 21, 2019
Description: Q%99PB1 04302019 Progress Rpt:
Impert Details
Al
Search Field: Search Texi

The #5 in the gross amount field
Process  View Emors | Refresh should be #6.

f | Fiter S Print i Export
[ | Header SeqNo | Data String

N
_.‘HERE D4012019043020199995PB1 uuuumuomt‘g}ssseannnnnaagsauuuumm_ Header record

< >
fr | FitterMo S Print & Export
A
Seq Impott Resubmit ADJUSTMENT| PICKUP
O getall : HEADER ID oA e | ssn LAST NAME FIRST NAME
tatus
Mot
O 2 fhesees ™ D00D0DDOD1 N A 678801234 MEMBER IMA
v
< >

Detail records

If there is an error in the header record (as in this example), type over the error in the header data portion of
this screen. In this case, the gross salary total does not match reported total gross salary in the detail of the
file. Keep in mind that each character is in its own unique position and the positioning must stay intact. Click
on the Header Data box and arrow to the position that needs changed. An error in the detail portion of the file
may also be corrected, however if it isn’t a simple change to correct, another option is to correct your raw file
and start fresh with a new import.

After making change, click on Save.

Return to Import New System Data screen and repeat import instructions once errors have been corrected
and the file is ready to be resubmitted.

(For a listing of the most common error messages, see section Most Common Error Messages)
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PROCESSED WITH ERRORS IN DETAIL RECORD

Welcome 9999 EMPLOYER USER  03/21/2019
Uploaded Files
For a report to be considered received by OP&F ALL 3 STEPS must be completed.
1. Upload file: File has not been transmitted to OP&F.
2. Process file: Flle has been transmitted to OP&F but must be submitted to complete the process.
3. Submit file. Proceed to the Report and Billing History by clicking here.
Status: [ET——— |
Date Range: All Time
MNew Refresh
£ Print & Export
Date Type Description Status Records Action
032172018 Self Service Employer Work Report Import 9998PB1 05302019 Processed with Errors 2 Detailz §Process
If a file Processes with Errors, click on Details under Action on the menu bar.
Uploaded File
Import Header Id: 386207
Seq No From: Seq Mo To:
Load Date: Iar 21, 2019
Type: Self Service Employer Work Report Import Process Start: Mar 21, 2019
Status: Processed with Errors Process Stop Date: Mar 21, 2019
Description: 0999PEB1 05302019 Progress Rpt:
Impert Details
Al
Search Fi Search Text Filter
Process | | View Emors | | Refresh
{7 |Filter & Print (& Export
[0 | Header Seqho | Data String
D 1 | D00000000195995PCITY OF SOMEWHERE 05012019053020199955PB1 000001000
Showing Records 1 - 1 of 1
L4 >
1 |FilterMo &) Print (&) Export
~
Import y
0| 329 Detat | RE=U2™ yeaper 1D Al a0 EIEE || ey LAST NAME FIRST NAME
0| ciotus FLAG TYPE
m ¥ N s
v
L 4 >

On this screen, you can view the errors by clicking on the View Errors button.
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Errors

) Print i Export
Seq Mo Hfjsﬂ Data String M=gid M=zg Parms
Actual Employee
DDDDD000019999PCITY OF SOMEWHERE Selany e on
1 1 D5012019053020199999P6E1 Invalid_total emp reduction_deductions not match reported
DDDDD100000655363000008 355300000000000000000200 total employee salary
reduction deductions.
Exceptions
Close

After viewing error description, click Close and you will return to screen where correction may be made.

This error message was received because the detail line for member “Ima Member” had an alpha character
‘0’ instead of a numeric character ‘0" in the Salary Reduction S amount field. This explains why the total in the

header did not match the total in the detail.
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Uploaded File

Import Header Id: 396207

Seq No From: Seq No To:
Load Date: Mar 21, 2012
Type: Self Service Employer Work Report Impaort Process Start: Mar 21, 2019
Status: Processed with Emors Process Stop Date: Mar 21, 2019
Description: 9999PB1 05302019 Progress Rpt:
Import Details
Al
Search Field: Search Text: Filter

Process  View Errors | Refresh

= Fitter &) Print (& Export
[ | Header Seqio | Data String

O 1 |0DDD0000019395PCITY OF SOMEWHERE D5012019053020159598F61 000001000
Showing Records 1 - 1 of 1
< >
i EA] FF{INGEA
EARNING TAXED REDUCTION
PERIOD BEGIN | EARNING_PERIOD_END_DATE NUMBER| i )RS BASE| HOURS PaID | NUMBER| GROSS NUMBER| eyl gvee | NUMBER| pypi oyver | NUMBER| EMPLO
SIGN 01 SIGN 02 | SALARY SIGN 03 SIGN 04 SIGN 05 | PICKUF
DATE DEDUCTIONS PICKUP iy
DEDUCTIONS

05012019 05302019 016000 016000 0685368 083958 500000

Back Save

Corrections may be made in the field with the error. Scroll over to the Salary Reduction field and type over the
‘0’ using the correct character ‘0’ and click on Save.

Return to Import New System Data screen and Repeat import instructions once errors are corrected and the
file is ready to be resubmitted.

(For a listing of the most common error messages, see next page.)
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MOST COMMON ERROR MESSAGES

Exception Messages

Header id is invalid.

Header id is missing.

Division code is invalid

Employer code is missing

Billing entity is missing

Pay period begin Date is in the incorrect format.

Pay period begin date is missing

Pay period end Date is in the incorrect format.

Pay period end date is missing

Pay period begin date is after pay period end date

Work reports may not be submitted for a reporting period prior to January 2009.

A work report has already been generated for the specified pay period. If you need to resubmit this report
please contact your Payroll Specialist.

Agreement code reported is not valid.

Agreement code reported X is missing

No contract found with the reported agreement code and pay period date range.

Detail record count specified in header is X. It does not match with the actual count

Detail record count in header record is not numeric.

Total gross salary amount in header record is not numeric.

Total employee deduction amount in header record is not numeric.

Total salary reductions employer pickup deductions amount in header record is not numeric.

Total fringe benefit employer pickup contributions in header record is not numeric.

Actual gross salary total does not match reported total gross salary.

Actual taxed employee deductions total does not match reported total taxed employee deductions.

Actual Employee salary Reduction deductions total does not match reported total employee salary reduction
deductions.

Actual Employer fringe benefit contributions total does not match reported total employer fringe benefit
contributions.

Another record for this SSN has an error

Error occurred in SSN related record Seq No = X

Header id in detail record does not match header id in header record.

Pickup type is missing.
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Pickup type is not set up under Admin> Maintenance > Status Pay Codes

SSN is missing

SSN is in the invalid format

Reported Work Report status is not setup

Earning type is missing

Earning type is not setup under that pickup type in Admin> Maintenance> Status Pay Codes.

Gross amount not entered for earning type X

Earning type X Note: Should only get on earning types 0 or 2 or 7 or 9.

Earning type X Note: Should only get with earning types 1,4,5,8 (3,6,A-E can be either inside or outside
the date.)

Earning period Begin date is in the incorrect format

Earning period begin date is missing

Earning period end date is in the incorrect format

Earning period end date is missing

Earning period begin date is after earning period end date

Value other than + or - is entered

Hours base is in the incorrect format.

Hours paid is in the incorrect format.

Pay code is “0” and Hours Base OR Hours Paid has no Value

Gross salary is in the incorrect format.

Taxed Employee deductions is in the incorrect format.

Salary reduction employee pickup deduction is in the incorrect format.

Fringe benefit employer pickup contributions is in the incorrect format.

Numeric value not allowed in work code field.

V3 Internal System Error, please contact Vitech Helpdesk - Adjustment record exists without an
original record

This record is a duplicate of another Record on the file.

No participation found for the employer with reported agreement and earnings date range

This detail record could not be processed because the Header record failed

There is no detail record in submitted file.
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VIEW OR PRINT A REPORT BEFORE SUBMISSION

The submitted report is confirmation that your report has been received by OP&F.

Report can be viewed from the Reports & Billing History menu option.

Shortcuts

[* Create New Work Report
&, Upload a File

Initial Work Reports
This page shows the list of initial work reports not already submitted by the user.

Division: [P CITY OF SOMEWHERE x
Menu
Home
Profile
Divisions

fElFiter = Print [&Export

Employer and Division Contacis

Reports & Billing History (| Ingerted Date Report Type Report Identifier Actions
Summary of Payment ] 03212019 Regular 2015-04 9998PB1 Wark Report Entry Screen
Remittance Information Form
Online Payment Requests |:| 03212019 Regular 2015-03 9995PB1 ‘Work Report Entry Screen
Review Payment History Showing Records 1 -2 of 2
Import New System Data
Help

Submit New Report History Delete

To view the report, click on Work Report Entry Screen located under the Actions column.

Division P CITY OF SOMEWHERE Report Status Prabill Identifier: 2012-02 229FB1
Agresment City of Somewhere Police Biweekly 1 Reported Amount: $0.00

Job Category: A

Report Start Date: 02/01/2019

Member Count: 1 Row Count:

1 | @ Add| nDe\etel EEactions| . Add New | [3Y Copy| T Fiter | B sort| A Columns| 5] view Row| [E] Records| | @8 Export| [DReports

“iew Report

Mame & Pay Code  Eaming Start Eaming Stop Base Hours
Except. Report

Salary ERPaid  WrkCd Description

To print the report, click on View Report.

Report may be Printed and/or Saved using the action buttons.

Waork History Report Detail t

Employer: 99499 - CITY OF SOMEWHERE Member Count: 1

Division: P - CITY OF SOMEWHERE Row Count 1

Pay Period: 042018 Total Member Contributions: §B3D.58

Report Status: Initial Employer Share of Contributions: 5133647

Diate Created: o3n212me Total Due: 5217805

User Created: RLANE

Method : QOPF Transfer

Eaming Eaming

Ss=n MName Status Start Stop Base Hours (Gross Taxed Salary ERPaid WrkCd Comments
A78-80-1234 MEMEER, IMA  0-Regular 418 43018 16000 16000  §6,85363 §$B3858 50.00 F0.00
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STEP 1l = SUBMIT FILE

When the report is ready for submission:

From the Reports & Billing History page, check the checkbox to the left of the WR to be submitted. Next, click
on the Submit button to begin transmission of your report.

Shortcuts Initial Work Reports

[ Create New Work Report

+ Upload a File This page shows the list of initial work reports not already submitied by the user.
Division: P CITY OF SOMEWHERE >~

Menu

Home

Profile

Divisions

Employer and Division Contacts E_F'me' & Print [ 4Export

Reporis & Billing History O Inserted Date Report Type Report Identifier Actions

Summary of Payment
Remittance Information Form

Online Payment Requests Showing Records 1 -1 of 1
Review Payment History

Import New System Data

Help

Submit | New Report = History Delete

The system will generate a series of prompts/reminders as follows:

Note: The file has not been received by OP&F until all prompts/reminders have been completed.
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Release Report

Are you sure you want to Submit this work
report?

Ck | Cancel

Click OK to proceed or Cancel to cancel submission.
If there are exceptions, the following message will display.

Release Report

Work report you are about to submit contains
exceptions. Would you like to review the list
of exceptions?

Ok Mo - Continue

Click OK if you would like to view the exceptions. If you click OK, the system will display the Work History
Exceptions Report. If desired, this report may be printed. You may also go back to the Edit Report button to
make any corrections. If you choose not to edit any exceptions, go back to the Submit button to submit
the file.

Click No-Continue if you do not wish to review exceptions. This will take you to the next prompt.

Release Report

Are you sure contributions reported match
the cash being sent?

Total Member Contributions:

$0.00

Employer Share of Contributions:
$0.00

Total Due:
$0.00

Ok | Cancel

Click OK to proceed or Cancel to cancel submission.
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Release Report

| hereby certify that the foregoing payroll report is
true, complete and reported in accordance with
OP&F's laws and administrative rules, that all
employees required to participate in OP&F in
accordance with the OP&F's laws and rules are
shown hereon, and OP&F will rely on such
certification for purposes of the determining
named employee's service credit, pension or
disability benefits and tax reporting.

Please note that by clicking "OK," the report will
be submitted to OP&F and no changes can be
made to the report.

Ok | Cancel

Click OK to proceed or Cancel to cancel submission.

If you click OK on the message above, the report will be submitted to OP&F and no further changes can be
made to the report. You will then receive a confirmation that the report has been submitted.

Release Report

Your payroll report has been submitted to OP&F.
Please note, however, that the submitted report
Is subject to OP&F's review and acceptance and
Issues can arise at a later time if additional
information is discovered.

OP&F reserves its right to issue a 30-day notice
of non-compliance for any non-conforming report
and to assess penalties for any such report that
15 not corrected within the cure period. OP&F
also reserves its right to assess penalties for any
report that i1s not timely submitted to OP&F.

Ok

Click OK.



Release Report

You will now be directed to the Summary of
Payment Remittance Information Form page. If
you have additional work history reports to
submit for another division or agreement, please
select Cancel.

Ok | Cancel

This is the last prompt.

Click on OK and you will be directed to the Summary of Payment Remittance Information Form or click on
Cancel if you do not wish to at this time.

This form is mandatory to accompany payments to Ohio Police & Fire Pension Fund (OP&F).
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Shortcuts

[ Create New Work Report
, Upload a File

Menu

Home

Profile

Divisions

Employer and Division Contacts

Reports & Billing History
Remittance Information Form

Online Payment Requesis

Review Payment History

Import Mew System Data

Help

Summary of Payment Remittance Information Form

This form is mandatory to accompany payments in order to help the Ohio Police & Fire Pension Fund (OP&F) to process employer payments accurately and
eliminate the need for research or calling the employer. Complete this form and remit with all payments submitted to OP&F. Employer representatives must
enter their employer's office street address and phone number on this form; do not enter your home address or phone number, even if you work from
home. This form is commonly referred to as the "recap form," and is mandatory under Ohio Administrative Code section 742-9-10.

Tips for completing the Summary of Payment Remittance Information form

All fields are required. If a particular field does not apply to you, please type 0 (zero) in the field.

- Instructions for completing the Summary of Payment Remittance Information form
- Print a blank Summary of Payment Remittance Information form
- Print a Change of Information Form

Section A - Employer Information

Employer Name: |cr7y OF SOMEWHERE
Employer Code: [gagg
Employer Address Line 1: | 133 any Street
Employer Address Line 2:

Employer Gity: |coLuMBUS
Employer State: | gy

Employer ZIP Code: 43215
New Address:
Employer Reprasentativa: | |
Title: |
New Clerk:
Employer Phone Number: |[5]_4) 223-2297 |

New Number:
Employer Fax Number: |[5]_4) 223-72293 |

E-mail: |:'Das:@gmail.ccrn |

You must supply a valid E-mail address, as this is where your recap confirmation will be sent.
Section B - Summary of Contributions and Deductions

Pay Periods Covered (if applicable)
A separate form is required for each pay period end date.
From Date:

reos [ ]

Filing Type (if applicable)
Member contributions will be filed on paper
Member contributions will be filed electronically

Member contribution payroll reporting type (if applicable)
Standard monthly report
Corrected report and additional money owed

Payment Type
O Funds will be sent by wire
Date wire will be posted:
O Funds will be sent by ACH
Date ACH will be posted:
1 Funds will be sent by check

Check numbers: | |

Please send checks to: OP&F, Department L - 2521, Columbus, OH 42260-2521
If you are submitting your payment by check, you must print a Summary of Payment Remittance Information form and send
it in the same envelope with your check.

) Police Officers  Firefighters Total
Gross p : wa.ges: $| | $|
Member contr $| | $|

Payroll deduction purchases: $| | $|

|
|
L |
contribution: ¢ 3 |
Accrued y $| | $| |
|

|

|

B A A A O B

l-_|i|ilan' leave " .' $| | $|
Terminal pay contr $| | $|
Penalty and/or interest: $| $

Total contril

submitted: $

Comments

Section C - Signature and Acknowledgement
I hereby certify that the foregoing completed form is correct and complete to the best of my knowledge.

Today's Date: 03/07/2019

Submit Print Reset
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There are several links provided on the recap form page. All of these links will open a new window directing
you to documents that may help you in filling out the form.

Section A

Section B

Section C

A valid e-mail address must be entered in the E-mail field.

If you have any changes to this section such as address, clerk or phone #s, check the
appropriate checkbox indicating a change. Also, be sure to print a change of information

form, available by clicking on the Print a Change of Information Form link and send it to OP&F so
your records can be updated.

If either From Date or To Date is entered, both must be entered.

If a box under Filing Type is checked, a Member contribution payroll reporting type box must

be checked.

If a box under Member contribution payroll reporting type is checked, a Payment Type box must
be checked.

If you have selected a Payment Type of wire or ACH, you must use the Submit button to submit
your recap form electronically.

If you have selected a Payment Type of check, you may enter the check numbers but it is not
required. You must print the recap form and mail it with your payment.

If making a payment for something other than member contributions, neither the Filing Type or
Member contribution payroll reporting type box need to be checked.

Submit — (Wire or ACH only) The Submit button is used if payment is being sent by wire or ACH.
Once the Submit form button has been clicked, the following confirmation page will display:

Message from webpage %
I.-"'_"‘-. Are you sure you're ready to submit the Summary of Payment
W' Remittance Information Form?

’ oK ] [ Cancel

Print — (Payment by check only) The Print button is used if payment is going to be sent by check.
Once the Print Recap Form button has been selected, a PDF document will generate replicating
the Summary of Payment Remittance Information Form along with any information entered into
the web page form.

Reset — When the Reset Recap Form button is used, all fields in Section B will be set to blank.
Values entered in Section A will not change.
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VIEW/PRINT IMPORT REPORT AFTER SUBMISSION

A history of previously submitted reports is available under Reports & Billing History.

Shortcuts
[ Create New Work Report
., Upload a File

Initial Work Reports

This page shows the list of initial work reports not already submitted by the user.
Division: P CITY OF SOMEWHERE R
Menu

Home

Profile

Divisions:

FlFiter & Print [$Export

Employer and Division Contacts

Reports & Billing History [l Inserted Date Report Type Report |dentifier Actions
Summary of Payment O D21/2019 Regular 2019-04 9999PB1 Wark Report Entry Screen
Remittance Information Form
Cnline Payment Requests * Showing Records 1-1 of 1
Review Payment History
Import New System Data Submit New Report History Delete
Help
From the Reports & Billing History menu option, click on the History box.
Work Report History
This page shows the list of initial work reports already submitted by the user.
Division: P CITY OF SOMEWHERE x|
Date Range: |All Time Type: |All
fr | Filter & Print [ wExport *
Inserted Date Period Type Report [dentifier Actions
03192019 02012019 Regular 2019-02 S955PB1 View
03/19/2019 01/01/2018 Regular 2018901 9995PB1 View
Showing Records 1-20f 2
Back

All Work Report History will display on this screen.

To view the details of a particular report, click on View next to the report. The system will retrieve the report.

Division: F CITY OF SOMEWHERE Report Status: Prebill Identifier: 2019-02 2980PB1
Agreement: City of Somewhere Folice Biweeldy 1 Reported Amount: s2.00

Job Category: A

Report Start Date 02/01/2018

Member Count: 1 Row Count: 1

‘Work History

1 | & Add| =De\ete| §%Actions| - Add New | B3 Copy| T Fitter | B Sort| [ Columns| =] View Row| mﬁemn:s\ | & Export| (Reports

Mame & Pay Code  Eaming Stari Earning Stop Hours “iew Report Salary ERFaid WrkCd Description

Except. Report
I;I-_----- — ---——

To print the report, click on View Report under the Reports option on the Tool Bar.
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Employer:
Division:

Pay Period:
Ciate Created:
User Created:
Method :

S=n

Report Status:

A73-80-1224 MEMBER., IMA

Waork History Report Detail

9999 - CITY OF SOMEWHERE
P - CITY OF SOMEWHERE

042018
Initial
o3z1201e
RLAMNE
QOPF Transfer
Eaming
Slatus Start

O-Regular

Eaming

Stop

40118 43010

Member Count:

Row Count

Total Member Contribuions:
Employer Share of Contributions:
Total Due:

Base Hours Gross

18000 16000 5685264

Report may be Printed and/or Saved using the action buttons.

1
1

5 B3D.58
5133847
5217805

Taxed Salary
§ 83058 50.00

ERPaid WrkCd Comments
5000
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