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Questions?

• Submit questions through the chat 
feature to:

• Questions? – Cameron Gregg

• Questions will be answered at the end.

• Contact us after the presentation



Presentation Overview

• Retirement Coordinator Responsibilities

• Defined Benefit Plans Update
• Military Service

• Withdrawal Process

• Retired Member Services Update
• Digital Retirement Application

• Member Experience Update

• Questions & Answers



Updated Manual

• PDF available on Employer’s section 
of the OPERS website.

• Second page highlights changes in 
2022.

www.opers.ok.gov/employers



Staffing Changes

OPERS Contact Information on Page 3 
of the Manual.

Don’t know who to ask?

The OPERS Contact Center can help!

(405) 858-6737



Coordinator Survey!!!

• Survey will pop up when you exit the 
Zoom meeting.

• Survey will be linked in an email sent 
after the training.



Retirement Coordinator 
Responsibilities

What do you need to know?



Roles of the Retirement Coordinator

• Multiple Plans, Varying Responsibilities
• Maintaining records

• Enrolling new employees

• Reporting contributions

• Providing information on multiple plans

• Keeping your employees informed



Maintaining Records

• Long-term relationship between OPERS and your employees
• OPERS will frequently request missing information.

• Keep employee records as accessible as possible.

• Learn where your old records are hiding, do not get rid of that information unless you 
can recreate it.



Enrolling New Employees

• Online enrollment available at OPERS Online 
• Please enroll employees before first payroll report and enroll even those who leave 

immediately.

• Enroll returning employees (particularly those who previously vested) 

• Call OPERS regarding prior participation.

• Please encourage members to complete beneficiary designations at enrollment. 

• Members cannot withdraw, vest or retire without enrolling.

• Enrollments do not happen in WorkDay

https://connect.opers.state.ok.us



Membership Requirements

• Position is permanent, not seasonal or temporary.

• Position requires at least 1,000 hours work per year (rolling 12 months after first 
day of employment).

• The salary must be equal to or greater than the minimum wage.

State employees who first become employed by a participating employer 
on or after November 1, 2015, and have no prior participation in OPERS will 

participate in the mandatory Pathfinder defined contribution plan.



Membership Requirements

• “Probationary” periods are still reportable 
• Periods of “initial employment” cannot be exempted from OPERS contributions. 

• Delinquent service is costly and avoidable.



April 80 hours

May 85 hours

June 65 hours

July 95 hours

August 85 hours

September 85 hours

October 80 hours

November 60 hours

December 80 hours

January 60 hours

February 85 hours

March 85 hours

Rolling 12-Month Calendar

April through March = 945 total hours (Not OPERS eligible)



April 80 hours

May 85 hours

June 65 hours

July 95 hours

August 85 hours

September 85 hours

October 80 hours

November 60 hours

December 80 hours

January 60 hours

February 85 hours

March 85 hours

April 95 hours

Rolling 12-Month Calendar

May through April = 960 total hours (Not OPERS eligible)
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Rolling 12-Month Calendar

June through May = 970 total hours (Not OPERS eligible)
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Step-up

• Updated brochure

• Contribution is an extra 2.91%

• On full years of participation in Step-
up

• Not Eligible:
• Contributing at the 8% Hazardous 

Duty rate 

• First elected or appointed prior to 
November 1, 2011 cannot participate

www.opers.ok.gov/step-up



Reporting Contributions

• Retirement contributions begin for:
• New members - 1st day of month following hire date

• Previous and retired members - 1st day on the job

• Verify prior participation
• Call OPERS. The Contact Center can verify when contributions need to begin.

• Do not email Social Security numbers.



Reporting & Data Integrity

• Make sure to enter hours and salary correctly for each member. 

• Do not copy and paste without checking the hours.

• This can cause problems at retirement.

• OPERS may not be able to process a member’s retirement until errors are 
resolved.



Employer Website Transactions

• Enroll new members

• Payroll reporting

• Update member name

• Update member address

• Preliminary Employer Certification (Retirement Application – Part 8)

• Final Employer Certification 

https://connect.opers.state.ok.us



Updating Member Information

• Updating Name Changes
• Name changes occur through the reporting of payroll.  

• This event marks a good time to request copies of the marriage license, divorce 
decree (first page and signatures), etc. which verifies the name change.  

• Provide copies to OPERS for the member’s file. We will likely ask for these documents 
at retirement. 



Updating Member Information

• Updating Addresses
• You may update a member’s address on the employer website at 

https://connect.opers.state.ok.us.

• Members may complete a Change of Address form online.

• Employees updating their address in Workday does not automatically update their 
OPERS record. 



Providing Information to OPERS

• Serve as liaison between OPERS and your employees.

• Keep employees informed on OPERS information.

• Assist employees with OPERS forms.

OPERS is happy to share information 
and advice with Retirement Coordinators



Separation Information

• Last date physically on the job

• Last date on payroll

• Termination date

• Hours of unused sick leave

• Hazardous duty service dates

• Last day of insurance coverage



Essentials of Leaving Employment 

• What are your options when leaving 
employment? 

• Retire

• Vest

• Leave contributions with OPERS

• Withdraw

www.opers.ok.gov/leaving



Updates
What’s new in the Defined Benefits Plan department? 



2022 Legislation

• HB 3709
• Effective November 1, 2022

• Expands the opportunity to purchase 
prior and participating military service.

• Previous military service purchases 
were limited to specific periods of 
active military service. 

www.opers.ok.gov/legislation



Military Service

• Who qualifies?
• Active member of OPERS 

• Served and received an honorable discharge in the Armed Forces of the U.S.

• Periods must be shown on a DD214

• Previous and participating service

• Purchased at actuarial cost

• Free service for members who joined OPERS prior to July 1, 2000 for certain 
period of active military service. www.opers.ok.gov/military-service for dates.



Military Service Calculator

• Encourage members to use the 
calculator before applying for service.

www.opers.ok.gov/military-service



Benefit Calculation Update

• Any member within 2 years of retirement eligibility

• Includes:
• Final Average Salary

• Benefit Amount

• First Eligibility date, if not already eligible

• How long does it take? 

• Benefit and Service Calculation (digital form)

www.opers.ok.gov/forms



Workday & OPERS

• Members need to initiate these processes with OPERS and not through 
Workday

• Retirement

• Vesting

• Withdrawals

• Address changes

• Beneficiaries (after initial enrollment)



Withdrawal Process Changes

• Old way: Inconsistent directions, multiple mailings between OPERS and the 
member and untimely delivery of information.

• New Process: Provides the member with consistent directions, front loaded with 
the information members need and fewer mailings back and forth.

• The member experience is much easier and more straightforward

• We have seen a lower rejection rate on withdrawal forms



Withdrawal Packet

• One packet with all forms 

• Packet also includes additional information like contribution statement, 
frequently asked questions and a checklist 

• Member must have all forms completed and turned in together

• Text rewritten for clarity and ease of reading

• Stop using the old forms!



Plan to plan transfers

• Allows Active Employees the option to transfer retirement plan assets between 
plans offered by the same employer, the State of Oklahoma 

• OPERS Defined Benefit 401(a) to Pathfinder 401(a) or SoonerSave 401(a)
• Pathfinder 457 to SoonerSave 457 or Vice Versa
• Pathfinder 401(a) to SoonerSave 401(a) or Vice Versa 

• Does not create a distributable event 

• Contact SoonerSave/Pathfinder local office to initiate process to move funds 
between those plans

• Contact OPERS to initiate process to move OPERS funds to Pathfinder



Updates
What’s new in the Retired Member Services department? 



Your Role at Retirement

• Encourage your employees to attend an OPERS Pre-Retirement seminar when 
they are within two years of eligibility. 

• Assist employees with the Retirement Application in order to meet the 60-day 
notice requirement.

• You complete Preliminary Certification before the deadline

• Final Employer Certification
• Online submission within 10 days after the retirement date

https://connect.opers.state.ok.us



Digital Retirement Application

• Launching Soon

• Member must initiate retirement with OPERS (not through Workday)

• Training videos for members and retirement coordinators

• Retirement Coordinator will not receive a copy of Retirement Application

• Preliminary Certification request email will contain retirement date

www.opers.ok.gov/retirement-application



Application
Landing Page

• Members access the application 
from the OPERS Forms page.

• The Retirement Application page 
has instructions on information 
and documents needed to 
complete the application.

• Video shows the entire process

www.opers.ok.gov/retirement-application



Retirement Application 
Introduction

• The application has six parts.

• Use the next button at the bottom 
right of each page to move on; or

• Use the six tabs at the top to 
quickly move to the desired 
section.

• Members can save their progress 
and return later to complete.



Retirement Application

• Member enters personal and 
demographic information.

• The address must be verified to 
continue.



Retirement Application

• Some parts, like Retirement 
Option, will only show options 
based on how previous questions 
were answered.



Retirement Application 
Direct Deposit

• The member can upload proof of 
account with the application, or 
mail it in separately



Retirement Application 
Beneficiary

• The member can name up to four 
primary and contingent 
beneficiaries.

• Members will still need to contact 
OPERS for a specific form to name 
a Funeral Home as beneficiary.



Retirement Application 
Upload Documents

• Members can upload proof of birth 
and marriage license.

• We will ask for these by mail, if they 
are not provided with the 
application.



Retirement Application 
Review & Submit

• The member must review and 
acknowledge:

• Retirement Date

• Retirement Type

• Retirement Options



Retirement Application 
Review & Submit

The member must check boxes to:

• Certify the accuracy of information

• Acknowledge retirement type and 
benefit option cannot be changed 
after the retirement date

• Acknowledge the update to 
beneficiary designation

• Agree to an e-signature.



Digital Retirement Process: Applying

Member completes 
online application

Member verifies 
signature

OPERS receives 
application

Member receives 
confirmation



Retirement Checklist

• Attached to the confirmation email

• Checklist of the remaining steps for 
the OPERS retirement process

• Includes relevant tips like contacting 
Social Security.



Digital Retirement Process: Approval

OPERS approves 
application

Coordinator receives 
request for preliminary 

certification

• Acknowledgement Letter 
sent to member

• Ask for missing 
documents

• Spouse consent



Preliminary Retirement Certification

• Email notification will be sent to the same coordinators who receive the Final 
Certification email.

• Process will be the same as the current electronic Preliminary Certification 
process. 



Digital Retirement Process: Additional 
Communications

Member receives at least one more email before retirement. 

• Preliminary Benefit Statement
• Link to tax withholding form



Tax Withholding Changes (Retirees)

Federal tax

• OPERS will now use the IRS Form W-4P

• Default is single with zero allowances

• Digital form is much easier to fill out. Less opportunities for mistakes

State tax

• Will be on OPERS form

• Default is married with three allowances



Digital Retirement Process: Retirement

Retirement day
Coordinator 

receives 
request for final 

certification

Member 
receives first 
two benefits



Updates
What’s new for the Member Experience Division



Member Experience Division

Stephanie White
Director of Member 

Experience

Matthew Kesser
Communications 

Manager

Justin Kilgore
Contact Center 

Manager



Member Experience

• Understand our members and 
retirement coordinators to provide 
improved service

• Membership survey

• Transactional surveys

• Journey mapping

• Focus groups

• Ticketing system



Coming soon…

• Member portal

• Ticketing system

• New pension administration system

• Digital Withdrawal Form



Reminders…



Annual Statements

• Annual statements were mailed 
September 1st

• Includes:
• OPERS Member ID

• Primary beneficiary(ies)

• Contribution rate and totals

• Coordinator information

www.opers.ok.gov/forms



Pre-Retirement Seminars & Webinars

• View schedule and register online

• Webinars:
• Friday, October 14 at 9:30 a.m.

• Tuesday, November 1 at 1:00 p.m.

• Thursday, December 1 at 9:30 a.m.

• In-Person Seminars (OKC):
• Tuesday, October 18 at 9:30 a.m.

• Wednesday, November 9 at 1:00 p.m.

• Thursday, December 15 at 9:30 a.m.

www.opers.ok.gov/pre-retirement-seminar-schedule



Webinars



Updating Coordinator Information

• Contact Matthew Kesser with coordinator changes.
• mkesser@opers.ok.gov or (405) 858-6794

• There are two forms to complete:
• Employer and Retirement Coordinator Verification

• Add/delete/update employer or coordinator information 

• Online User Enrollment 
• Add/delete/update access to the employer website.

• https://connect.opers.state.ok.us



Coordinator Survey!!!

• Survey will pop up when you exit the 
Zoom meeting.

• Survey will be linked in an email sent 
after the training.



Questions & Answers



Thank you!

5400 N. Grand Blvd, Suite 400 | Oklahoma City , OK 73112-5625

P.O. Box 53007 | Oklahoma City, OK 73152-3007

(405) 858-6737 (local) | (800) 733-9008 (toll-free) 

www.opers.ok.gov | www.okpathfinder.com | www.soonersave.com
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