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Monthly Reporting Process Overview

The following steps must be completed each month by the prescribed due dates in order to properly complete the
reporting and payment requirements.

1. Enter and submit a Work History Report
2. Enter and submit an Employer Payment Remittance Form
3. Enter and save an Online Payment Request

Late reporting and payment penalties: If a Work History Report or payment is received after the due date, state
law requires penalties to be assessed against the employer. The penalty structure is based on employer size and
how late the Work History Report or payment is received by OP&F. To review the penalty structure, see the OP&F
Employer Manual.

*Important Tip: When using Employer Self-Serve, do not use the browser back button to navigate back to a
previous step. Doing so may cause the system to time out.

Manually entering a Work History Report

Active members on an employers roster will automatically populate in the Work History Report.

1. From the Work History Shortcuts, select Manual Entry
2. Using the drop down arrow, change the Division to police or fire
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Once the Division is selected, the Agreement section will appear
Click on the box to place a checkmark

Verify that the Next Report Period is the correct month for your report

Click Generate Work Report

Initial Work History Reports will appear upon completing Step 6
Verify that today’s date appears in the Inserted Date

Verify that the correct report month appears in the Report Identifier. The first six digits confirms the year

and month of the report.
Click Work Report Entry Screen
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11. A new report window will open and you can begin keying your data into the report
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Uploading a Work History Report

From the Work History Shortcuts, select Upload a File

Using the drop down arrow, change the Division to police or fire

On the File Name, click Browse and locate the saved file on the computer drive, then click the file name
Click Upload and the Uploaded Files screen will appear

o~
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1. From the Uploaded Files, verify that the new file is listed. Click Process to the right of that line entry
(Click Process only once).

2. Click Refresh until the Status changes from Not Processed to Processed Successfully. If the file is
large, you may have to click Refresh more than once. If you receive a Processed with Errors under
Status, please refer to the Uploaded Files Processed with Errors Status section below.

3. (a) Once you receive a Processed Successfully in the Status, you must still submit your report. To
do so, proceed to the Work History Reports by clicking the /ink in Step 3 or by choosing Work History
Reports from the Menu.
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Uploaded Files — Processed with Errors Status

Upon completion of Steps 1 and 2 from the Uploaded Files section, if you receive a Processed with Errors in the
Status, then proceed to Step 3(b) below.

3. (b) Click Details to view the errors

If you correct the file errors here within Self-Serve, then:

4. Click View Errors. If the View Errors button does not appear, click Refresh.

5. The error message might prompt you to fix the text file and upload a corrected file, or you may need to
reach out to OP&F for assistance. If you correct the file errors here, then you will need to click Save at
the bottom and Process and Refresh again above.
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Work History Report Exceptions

Prior to submitting a Work History Report, all exceptions should be reviewed. Exceptions are noted by a yellow
triangle and 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 detalil, it should be corrected prior to submitting the report. Exceptions can be viewed directly
within the Work History Report or a Work History Exceptions Report can be generated.

To view exceptions while in the Work History Report:

1. Click on the yellow exception triangle
2. Review the exception Message and make the necessary changes to the Work History Report
3. Click Apply to save your changes and remove yellow exception triangles

How to view a Work History Exceptions Report:

1. Click Reports, then Except Report
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Submitting a Work History Report

Once you have entered all data and reviewed any outstanding exceptions, then your Work History Report is ready
to be submitted.

1. Using the drop down arrow, change the Division to police or fire
2. Click on the box to place a checkmark
3. Click Submit

4. Once the Work History Report has been submitted, a confirmation banner will appear. If you have both
police and fire, you must submit your Work History Report separately.
5. Proceed to the Employer Payment Remittance from the Menu
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Viewing or printing a Work History Report

To print a Work History Report from the Work Report Entry Screen:

1. Click Reports
2. Click View Report

To print a Work History Report after submission:

1. From Menu, select Work History Reports
2. Using the drop down arrow, change the Division to police or fire
3. Click History. Once screen updates, all previously submitted reports will be listed, then click View.
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Entering, submitting and printing the Employer Payment Remittance Form

Once you have submitted the Work History Report, you are ready to complete and submit the Employer Payment
Remittance form.

1. From the Menu, select Employer Payment Remittance
2. \Verify all information in Section A is correct. A copy of this form will be sent to the E-mail address
listed here.

1 0 Employer Self-Serve User Guide



o0 hA®

®© N

In Section B, enter the actual reporting period dates

Select Standard Monthly Report

Select Payment Type and enter the payment settlement date

Enter Gross pensionable wages, Member contributions, and Employer contributions in the boxes
provided. List both Police Officers and Firefighters amounts, if applicable.

Verify the Total contributions submitted is correct

Use the Comments box to list credits you may be using or other relevant information, if applicable
Once all information is verified, click Submit
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10. After completing Step 9, the Employer Payment Remittance Submitted screen will appear

11. Click Print Submitted Form to print a PDF version of the submitted Employer Payment Remittance

12. Once the Employer Payment Remittance has been submitted, you must schedule your payment by
clicking on the Online Payment Requests link or by selecting Online Payment Requests from the Menu
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Scheduling an Online Payment Request (ACH)

Once you have submitted the Employer Payment Remittance, you must schedule your online payment request.

1. From the Menu, select Select Online Payment Requests
2. Using the drop down arrow, change the Division to Remittance Payment
3. Click ADD and the screen below will appear

4. Enter the Posting Date. This is the settlement date and should be the same date that was entered on
the Employer Payment Remittance form.
e Enter the Description (the report month and year or any other applicable wording)
e Enter the Amount. Do not enter the dollar sign ($).

5. Click SAVE to schedule the payment. A confirmation number will appear in the pop-up banner box.
Payment Order Status will be active and then closed on the date selected.

This completes the OP&F reporting process.
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