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Service Wage Certification

The district receives a wage certification when a member, retiree, or beneficiary files an
application for service retirement, survivor benefits, refund, reemployed retiree payment,
beneficiary lump sum annuity, transfer service, or disability benefit (only sent to the
employer once the application is approved).

If a certification needs to be completed for a contract employee, the contract company
name will be listed. It is the district’s responsibility to obtain the needed information
from the contract company to complete the certification. For security purposes, contract
companies do not have access to the Wage Certification application.

When SERS generates a certification request, a Wage Certification ID is created and
appears in the Pending Wage Certifications panel. Do not complete the wage certification
until you have final payroll information for the employee. To complete the request:

Steps:

1. Click on the Certified Wages menu item under the
Employer Reporting panel.

2. Click on the Wage Certification ID in the Pending
Wage Certifications panel.

Please Note:
Contract companies do not have access to the Wage Certification application.
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3. On the Member Wage Details screen, enter the following information:

= Last Date of Service: Must include used vacation, sick leave and any other
paid days actually used

= Days Worked: Number of paid days in the fiscal year

= Last Contribution Cycle Code: The Contribution Cycle Code that the
employee was last reported on (i.e. BWKO001)

= Last Pay Date: The pay date for which the member’s last contributions were or
will be reported to SERS (created by your payroll schedule)

4. From the drop-down menus, select yes or no for the following:
= Eligible for Health Care at Separation

» If the employee is ELIGIBLE for your health insurance — the employee does
not have to be on your insurance, just eligible for it — check yes

» If no, indicate if the employee was eligible for health care three of the last five

years
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Pay Period Certification Details Panel

Any unreported contributions are reflected in the Pay Period Certification Details panel.
The employee’s 10% contributions are either pre-tax or post tax. Add or delete rows as
needed.

1. Add as many rows as there are unreported payroll.

2. Select the Contribution Cycle Code.

3. Enter all pay dates. These dates have to match the Contribution Cycle Code.
4

. Enter the 10% Employee Contributions in the Pre-Tax Contribution field OR the
Post-Tax Contribution field.

If you are completing the certification PRIOR to the employee retiring, you need to
provide all unreported payroll in this panel. This panel is helpful for when a person holds
two positions at retirement, and continues to work in the lower paying position. Provide all
payroll information through the prior month of the retirement date.

Notes Panel

If you need to provide extra correspondence regarding a certification, you can enter a
note. This is only to be used to add a note regarding certifications.

1. Click New.
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2. Add your note.
3. Click Save.

3./[]

4. To go back, you will need to click the eSERS Previous button.

A Please Note:
This panel should not be used as a general means of communication with SERS

or to request that someone from SERS call you. If you have a question, please contact
Employer Services employerservices@ohsers.org.

Instructions/Help Panel

This panel gives a brief description of what is needed for each field. It remains the same
whether you are completing a Service Retirement Certification or a Disability Certification.
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Refund Wage Certification

The information needed is:
= | ast Date of Service

» Must include used vacation, sick leave and any other paid days actually
used

= Last Contribution Cycle Code

» The Contribution Cycle Code that the employee was last reported on (i.e.
BWKO001)

= Last Pay Date

» The pay date for which the member’s last contributions were or will be
reported to SERS (created by your payroll schedule)
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Disability Certification

When a district is notified of a certification for disability, this means the board has approved the
disability leave. One of the final steps is the completion of the Disability Certification.

The certification can be completed when you know the last date of service. If

the member is approved and has sick leave remaining, the school determines

whether the member can continue to use sick leave. The district can calculate
Last Date of the last date of service based on the sick leave balance or the last day of
Service service can be completed once the leave is exhausted.

» If the sick days take the employee a few days into a month, the
employee may want to forfeit those days. SERS would not be able to
start the disability until the first of the following month.

Days Worked Number of paid days in the fiscal year

Last I The Contribution Cycle Code that the employee was last reported on (i.e.
Contribution BWK001)
Cycle Code
The pay date for which the member’s last contributions were or will be
reported to SERS (created by your payroll schedule)
From the drop-down menus, select yes or no for Eligible for Health Care at
Separation:
Last Pay Date ) )
= |f the employee is ELIGIBLE for your health insurance — the employee
does not have to be on your insurance, just eligible for it — check yes
* If no, indicate if the employee was eligible for health care three of the
last five years
A AL Provide the last date of paid leave. If this date is in the future, enter all
Last Date of . . - :
Paid Leave unreported payrolls in the Pay Period Certification Details panel.
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