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In 2015, OP&F began to implement a comprehensive security initiative. In 2016, this work continues and remains a top priority 
in educating OP&F staff, members and employers. Throughout the previous year, existing security measures were refined and 
expanded with activities that included a security assessment and the implementation of a security awareness program for staff. 

Some topics discussed included protecting important information, social engineering and networking, email and messaging, 
and the importance of using pass phrases instead of passwords. For example, research shows the complexity of passwords is one 
small change that can have a big impact on improving security. Complexity includes alpha-numeric combinations, as well as using 
special characters and upper and lower cases. In addition to complexity, using pass-phrases as your passwords improves security 
even more.

Using password complexity practices in personal use carries over into the workplace, and vice versa. Developing these safeguards as 
a first line of defense against hackers can save time and money, and lower the risk of privacy being compromised. 

Social Security number security is a top priority for OP&F. As emphasized in previous publications, Social Security numbers 
should not be sent via e-mail. For identification purposes, please submit only the last four digits of the member’s Social Security 
number. However, please continue to submit the complete Social Security number for electronic and self service (Web base) 
payroll reporting because of the built-in security of these applications.

Terminal pay is the accrued pay an OP&F member has 
accumulated during their active career. This may include 
payments for unused leave such as sick leave, vacation, 
personal leave or compensatory time. Terminal pay includes 
payments made during employment or at the end of 
employment.  

Under the Ohio Revised Code terminal pay is not 
pensionable. However, if unused holiday leave or longevity 
pay earned within the last year is paid at termination, these 
payments are pensionable because they are not defined legally 
as terminal pay.

When the OP&F member retires or leaves public service, 
unused holiday pay as described above, and longevity pay 
must be reported on the member’s final payroll. If not, 
OP&F will be required to collect unreported member 
contributions from the member and notify the employers 
of payments due from them for the employer share of the 

Terminal pay Locked out of OP&F Self Service?

OP&F employers that use the Employer Self-Service program 
know they can create and submit reports of retirement 
deductions, complete and submit summaries of payment 
remittance information forms, and post payments through the 
Automated Clearing House (ACH) debit application. 

On occasion, however, employers may find themselves locked 
out of the program. This can occur because of an incorrect user 
name or password entered, or by inadvertently leaving the caps 
lock on (passwords are case-sensitive). 

Since the submission of reports or payments can be time 
sensitive, it is important to find out the reason why there is a 
problem and the steps needed to correct it. 

Once an employer has entered an incorrect user name or 
password three times, they are locked out of the program and 

OP&F Customer Service can unlock accountIs it pensionable? 

Employers can help protect member information
Information security is a top priority at OP&F
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Changes made to penalty invoice

Electronic payroll formats

Over two-thirds of OP&F employers submit member payroll 
data electronically, either through the payroll file upload or 
the web self-service import options. 

In either case, the employer utilizes the same file format. This 
format employs a fixed block text file and is comprised of one 
header record and one or more detail records. 

OP&F encourages employers who currently report member 
payroll data on paper, to switch to reporting electronically. 
Often, employers have a payroll software vendor such as UAN 
or CMI to assist them in setting up their initial electronic 
file. OP&F will accept test files before the employer converts 
from paper to electronic reporting, but it all starts with the file 
layout described above. 

This layout can be accessed by going to op-f.org/Employers/
Employer Self-Serve Web/Payroll Reporting Format.

Presently, the fixed block text (flat file) is the only format 
option available when uploading or importing electronic 
payroll files. However, OP&F is researching the possibility of 
allowing additional formats such as Excel spreadsheets to be 
transmitted through the OP&F website. 

OP&F will keep employers updated on any future changes. 
Meanwhile, if you are interested in converting to electronic 
reporting, please contact Customer Service at 1-888-864-
8363.

OP&F continues outreach efforts and has made a 
commitment to assist employers with payroll reporting 
and payment issues. OP&F also works with employers 
to try and avoid penalties being assessed. Unfortunately, 
sometimes penalties occur per the laws and rules that 
govern OP&F. 

In the future, when penalties must be assessed OP&F will 
be sending out an updated invoice when billing employers 
for statutory penalties. Please see the accompanying 
example for a preview of what the new invoice will look 
like, and the changes that will take place.

The other change is that penalties will now be billed on 
a monthly basis instead of quarterly. For questions on 
employer billing and avoiding penalties, please contact 
your Employer Services Group representative. 

contributions. 

Please contact your Employer Services Specialist in 
advance if a member is terminating employment or 
retiring and there are questions about processing their 
final payments. 

Terminal pay
Continued from Page 1

OP&F encourages electronic over paper
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In employer reporting whether the reports of retirement 
deductions are manually entered on the web self-service program, 
or imported, the transmission over the internet is based on a 
secure foundation.  

As an employer, your Web browser must be capable of connecting 
with SSL (Secure Sockets Layer). As an additional layer of 
protection, OP&F employs the latest software programs to 
monitor network traffic in order to identify unauthorized 
attempts to upload or change information.  

OP&F and employers are partners in protecting member 
information. For any questions or concerns on securing member 
information please contact OP&F. 

Information security is a top 
priority at OP&F

Continued from Page 1

Explaining wage fluctuations and variances

Disability application: employer 
responsibilities
The service retirement application and process differs from 
the process for disability retirements.  In the event that OP&F 
receives a disability application from a member, OP&F will 
notify their employer no later than 14 days after the application 
was filed. This notice will provide the member’s position or rank 
only, not the member’s name or other personal information. 

It is the responsibility of the employer to forward to OP&F a 
statement that certifies the member’s job description and any 
other information required to process the application. The 
certification must be provided to OP&F within 28 days after 
receiving OP&F’s notice that a disability application has  
been filed. 

In the event the required certification is not received within the 
required statutory time frame, OP&F will assess penalties in 
the same manner as those assessed against late pre–employment 
physical information. 

When OP&F reviews employer’s submitted Reports of Retirement Deductions or electronic file, one of the items reviewed is the 
consistency of earnings for each member. When  regular or overtime wages vary or fluctuate substantially ($600 or more in gross 
pay), from one reporting period to the next, your OP&F Employer Services Group representative will contact you with wage 
variance questions.

Before contacting you regarding wage fluctuation, the Employer Services Group will make every effort to utilize internal resources 
such as a member’s pay history, contract information, and identifiable patterns, or trends, in wages. With this approach, the 
number of calls regarding wage fluctuation should be significantly reduced. However, you can provide information on your report 
to reduce possible calls from OP&F.

This can be achieved by using the comments field on the report to explain wage variances.

Examples of valid comments might include the following, which are just a sampling of possible comments that can be used to help 
explain wage variance;

 • All overtime worked in current period - This comment explains/confirms overtime gross amounts   
  which are in excess of 50 percent of a member’s base wages;

 • Worked Holiday – This comment explains wage variance due to working a holiday that was part of a   
  member’s schedule and receiving a premium for doing so; and

 • Shift Premium Included – This comment explains wage variance due to a member working    
  second and/or third shift.
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OP&F provides the Employer Digest as a general reference material in order to assist employers in properly reporting required contributions to OP&F, as well as submitting the required forms and materials that 
are necessary to provide benefits for our members. As a general reference material, the Employer Digest may not sufficiently represent all of the details applicable to the subjects discussed. Nothing contained 
in this newsletter is meant to interpret, extend or change, in any way, OP&F’s governing statutes, administrative rules or policies. If you have any questions or need information on any subjects referenced in the 
Employer Digest, please contact OP&F. 

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

Important dates and deadlines

February 
Feb. 29   OP&F Payroll deductions, member and employer contributions and payroll reports for January 2016. 

March 
March 31 OP&F Payroll deductions, member and employer contributions and payroll reports for February 2016.
  
April 
April 30  OP&F Payroll deductions, member and employer contributions and payroll reports for March 2016.

Locked out of OP&F Self Service?
Continued from Page 1
will see an onscreen message that reads “ This user has been suspended or deactivated.” 

When employers find themselves locked out of the self-service program, please call OP&F toll free number 1-888-864-8363. OP&F’s 
Customer Service Representatives can unlock the user and reset a temporary password.


