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Welcome to the new Ohio Police & Fire Pension Fund Member Portal — your secure, 
paperless destination for managing your pension online. Through the portal, you can 
review your account information, update beneficiaries, upload documents, estimate 
future benefits, complete important transactions, and access helpful retirement planning 
tools all in one place. With fewer forms to mail and faster access to the information you 
need, the OP&F Member Portal gives you more control, convenience, and confidence 
as you manage your pension before and after retirement. 

While the experience is changing, your pension remains safe, and your pension plan is 
not changing.  

Use this guide for step-by-step instructions to log in, confirm your information is up to 
date, and complete the most common tasks on the new Member Portal. Getting familiar 
with the portal now will make it easier to manage your pension when you need it. 

 

The screenshots, amounts, accounts, and any names used in this guide are for illustration only and were 

generated for the purpose of education and training.  
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Access and Navigation 
You can access the new portal and OP&F Customer Service Center after October 1. Please 

use the temporary password you received via postal mail to log in and review your information, 

add your mobile number for important updates and easier account recovery, and check your 

beneficiaries and personal information. 

Logging in as a New User 

Follow these steps to set up your permanent password and log in for the first time. If you 

already have a login for Alight Worklife, you won’t receive a temporary password as you can use 

your existing credentials to log in to the Member Portal.  

To log in as a new user: 

1. Visit http://digital.alight.com/opf. Select the Don’t have a User ID link. 

 
 

  

http://digital.alight.com/opf


OHIO POLICE & FIRE PENSION FUND  

 MEMBER PORTAL PROCEDURE GUIDE 

 
 

 

2. Next, enter the last four digits of your Social Security number (SSN) and your birth date. You 

may also be asked to provide your ZIP Code to confirm your identity. Check the box to 

acknowledge Alight’s privacy policy. Select Continue.  
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3. Enter the temporary password you were sent via postal mail. 

 
 

Pro tip: If you are a first-time user of Alight Worklife and have a fund balance, you will 

authenticate using your phone number instead of a temporary password.  

 

Don't have your temporary password or misplaced it? Click Reset Password on the login 

screen. If you have a valid phone number on file, you can receive a one-time code by text 

message or by an automated phone call. Enter the code to log in and set a new password. If 

you can’t authenticate with a one-time code, you can request a new password by mail. 
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4. On the next screen, you can choose your new user ID. User IDs need to meet the 

requirements listed. Once you’ve entered your details and all of the requirements turn green, 

select Continue. 
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5. Now you can create a new password for your account. Make sure this password conforms to 

the requirements listed. Once you’ve re-entered the same password in the second box and 

all of the requirements turn green, you may click Continue. 

 
 

  



OHIO POLICE & FIRE PENSION FUND  

 MEMBER PORTAL PROCEDURE GUIDE 

 
 

 

6. Along with your new user ID and password, you will need a PIN to verify your identity if you 

contact our call center. Your PIN needs to be 6-20 digits, cannot be sequential, and must 

contain at least two unique numbers. Once you’ve re-entered the same PIN in the second 

box and all of the requirements turn green, you may click Continue. 
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7. Next, you’ll select and answer a series of security questions using the drop-downs for each 

row. When you’re finished, click Continue. 

 
 

8. Finally, you’ll see confirmation that you’ve successfully created your login credentials. Click 

Continue to login to use your new credentials to enter the Member Portal. 
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You may now log in to the Member Portal any time using your new user ID and password.  

 
 

Please note: It is important for you to keep your user ID, password, security question answers, 

and PIN secure. Your unique access information is required any time you interact with the 

Member Portal and to confirm your identity if you call the OP&F Customer Service Center. 

Pro tip: A user will automatically be logged out of the Member Portal after 15 minutes of 

inactivity. 
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Navigation and Profile Setup 

The homepage features four main sections: (A) Quick Actions, (B) Personalized for You, (C) 

Journeys, and (D) Account Summary. It also includes main (E) navigation links for Pension and 

Tax Center and access to your personal profile, secure mailbox, and search using the (F) icons 

in the upper right of your screen.  

 

Quick Actions 

A list of the Member’s most used tasks and sought-after information, including: 

• Account Details — View information related to your pension account. 

• Benefit Estimates — Explore tools to help estimate your future pension payments. 

• Document Upload — Securely submit forms and supporting documentation. 

• Important Dates — Stay informed about upcoming deadlines and key retirement 
milestones. 

• Manage Beneficiaries — Review and update beneficiary information associated with 
your pension. 

• Retirement Hub — Access helpful resources and commence your retirement. 

• Your Help Request — Get support and track requests for assistance. 



OHIO POLICE & FIRE PENSION FUND  

 MEMBER PORTAL PROCEDURE GUIDE 

 
 

 

Personalized for You 

Depending on your activity on the site, the homepage may display recommended actions 

designed to help you take the next step in managing your pension. It may also include 

reminders to: 

• Sign up for electronic delivery. 

• Update or add beneficiaries. 

• Complete your pension estimate request.  

Journeys 

Journeys help you learn more about pensions and financial planning through tasks and 

milestones designed to help you meet your financial planning goals. Start with “Plan for your 

Estate” or “Transitioning to Retirement” to get support planning for your future.  

Account Summary 

You’ll see a data “card” that may display relevant pension amounts and link to more details. For 

privacy, you can click the slider (upper right corner) to hide this information so it doesn’t show on 

the homepage. You can also click View details at the bottom of the card to be taken to your full 

account summary.  

Pro tip: Visit the homepage regularly to check for important updates, recommended actions, 

and retirement-related tasks that may require your attention. 
 

  



OHIO POLICE & FIRE PENSION FUND  

 MEMBER PORTAL PROCEDURE GUIDE 

 
 

 

Updating Your Profile 

The first time you log in, it’s important that you review your information for accuracy and add 

personal details that will help you stay informed about your pension. 

Please keep in mind that some changes — such as your home address — must be on file for 

seven days before the system will recognize it.  

To get started:  

1. Select the profile icon on the Member Portal homepage.  
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2. From the drop-down menu, select Personal Information, which will show a page with 

categories for Email, Address, and Phone. Click the “Change” button to add your information 

in each category. Please note: If you are an active employee, you will not be able to update 

your permanent address, because we receive it from your employer. Employees who have 

left employment are able to update it directly on the site. You are always able to update 

email and phone information. 
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3. On the pages that open when you click Change, you can also set preferences and delete 

any unwanted information. Click Save or Cancel to be returned to the “Personal 

Information” page.  
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4. At the top of the “Personal Information” page, select Personal Details to verify that things 

like your birth date and hire date are correct. If any of the information you see is incorrect, 

contact your Employer. 
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Managing Communications 

Select Manage Communications from the profile icon’s drop-down menu to select how you 

want to be contacted about your pension.  

 

For the fastest service, email and text messaging are recommended. To set those up: 

1. Select the “Change” button under “Delivery Preference” for Benefits Information.  

 

Please note: If you have completed your personal information, then the text, email, and 

postal mail categories will already be filled in. If you haven’t, select the “Change” buttons to 

add them now. 
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2. Just like when you updated your personal information, a page will open where you can 

make your selections. When you’re finished, click Save to be taken back to the “Manage 

Communications” page. There, you’ll see a message confirming your change. 

 

3. Click the “Change” button to repeat the process.  
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Adding or Changing a Beneficiary 

In addition to reviewing and updating your profile and communication preferences, it’s 

recommended that you review your beneficiaries. If you are a pre-retirement Member, your 

spouse automatically receives your benefit. If you don’t have a spouse, you can designate one 

dependent as your beneficiary. 

To add a beneficiary: 

1. Navigate to the Manage Beneficiaries link under the “Quick Actions” menu or select the 

profile icon and choose Beneficiaries from the drop-down menu.  
 

 
 

2. On the “Beneficiary Summary” page, select Add beneficiary.  
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3. The next screen will verify your marital status. Select Add beneficiary.  

 
Next, choose “Person” or “Trust” from the drop-down menu. Click Continue. 
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4. On the next screen, fill in the details for your beneficiary. Choose “Spouse,” “Child,” or 

“Other” in the “Relationship” drop-down menu, then select Continue.  
 

Pro tip: If you are adding more than one beneficiary, you can select Add Another. 
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5. Choose the beneficiary you just entered by clicking the circle in the “Beneficiary” column. 

Click Continue.  

 

As a pre-retiree you can only select one beneficiary. You’ll be taken directly to step 6 

(Review Your Designation).  

 
6. Review your beneficiary designation, and, if it’s correct, click Submit. Click Back to make 

changes or Cancel to delete your beneficiary. 
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7. Finally, you’ll receive confirmation and next steps to finalize your beneficiary designation. 

 

Pro tip: You may be asked to submit supporting documentation about your beneficiaries or for 

other pension purposes. Use the following section for instructions to successfully upload your 

documents.  
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Uploading a Document 

If you are required to provide documentation to complete your request or support personal 

information updates, uploading your documents through the Member Portal is the fastest way to 

submit information for processing. 

Before you begin, make sure you have all requested documents ready. Accepted file types: 

• .pdf 
• .jpg or .jpeg 
• .png 

• .gif 
• .tif or .tiff 
• .bmp 

 

Once your documents are ready, select Document Upload from the “Quick Actions” menu on 

the homepage. You’ll be navigated to the “Document Upload” page.  
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1. Next, from the “Document Upload” page, select Add Document.  

 
 
This opens a dialog window. Select the document you want to upload and then click 

Open. 
 

 
 

  



OHIO POLICE & FIRE PENSION FUND  

 MEMBER PORTAL PROCEDURE GUIDE 

 
 

 

2. The file will now show in the grid above the “Add Document” button. Select the 

document type from the drop-down, choosing Other if needed. You can click the red 

“Remove” button to delete any files you don’t need.  
 

 

3. After attaching your file, select Upload to complete the submission. You can upload 

multiple documents at one time, but each document must be attached individually.  

4. You will see a message confirming that your documents have been received. 

  

If you cannot upload your documents on the Member Portal, you may also submit them by fax 

or postal mail using the information provided on the right side of the upload page. Please note 

that this takes extra processing time.  
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Pension Details and Tools 
Selecting Pension from the Member Portal’s main navigation opens several options to review 

pension information and access retirement planning tools. Your personal Pension Summary, the 

Financial Education Center, Benefit Estimates, and Plan Information are especially helpful as 

you prepare for retirement.  

 

 

Pension Summary 

Prior to retirement, the “Pension Summary” page gives you recommended steps to complete as 

you get ready to initiate your pension.  

As a retiree, the “Pension Summary” page gives you a snapshot of your pension payments, and 

you will see details such as your payment amount and when the next payment is scheduled, 

and, if needed, you will have the ability to update your payment destination or tax withholding 

choices. 
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Pre-retirement view: 

 

Retirement view: 
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Financial Education Center 

The Financial Education Center is a holistic financial wellness resource designed to help 

Members make informed decisions about their money before and during retirement. It provides 

a collection of interactive calculators and planning tools covering budgeting, debt management, 

retirement savings, investing, insurance, housing, and retirement income.  

By using the calculators and planning tools available on this page, members can better 

understand their financial situation, evaluate different strategies, and prepare for long-term 

financial security. 
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Estimating Your Pension Benefit 

The Member Portal features an interactive retirement planning calculator that allows Members 

to model and estimate their future pension benefit based on different retirement scenarios. 

Rather than providing a single estimate, it allows Members to explore their benefits and 

compare outcomes before making retirement decisions. 

Here’s how to access and use it: 

1. Select Pension from the main navigation and then select Benefit Estimates from the 

“Pension” column on the drop-down menu. You can also select Benefit Estimates from the 

homepage’s “Quick Actions” menu.  
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2. Fill in the fields to the best of your knowledge. Click the plus signs next to 
“Beneficiary” and “Custom Calculation Assumptions” to add more detail to your 
estimate so it’s meaningful for your retirement planning purposes. Once you’ve 
entered your details, click Calculate. 
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3. Once your estimate is ready, you’ll see results you can review. Change the inputs, such as 

retirement date, on the right side of the screen to recalculate your estimate and see how it 

affects your benefit. Save the estimate by scrolling to the bottom and giving it a name and 

selecting Save.  
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4. You’ll see confirmation that your estimate was saved. Click Review to see a list of your 

saved estimates. Use the “Delete” button to remove any you no longer want and use the 

“Review Saved Benefit Estimates” button to re-open previous estimates. 
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Finding Plan Information and Account Details 

Plan information is contained in the Member Guidebooks, accessible on the OP&F website. 

Each book covers a topic specific to administration and governance of the pension plan. If you 

are new to OP&F, it’s recommended that you read the Member Handbook first.  

To view your personal account details, including contributions and balance: 

1. Select Account Details from the homepage’s “Quick Actions” menu.  

2. On the page that opens, you’ll see your total balance and the date it was last calculated. To 

view your balance for a specific date range (e.g., January 2005 through December 2005), 

change the date fields and click Redisplay. 

 

  

https://op-f.org/activemembers/memberguidebooks
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Retirement Hub 
The Retirement Hub is the place where pre-retirees move from planning for retirement to 

actually preparing to retire. While the other resources available on the Member Portal help you 

learn, save, and explore options, the Retirement Hub brings those efforts together and helps 

you take the next steps when retirement is becoming a reality. 

Before you get started, be sure to review the Retirement Checklist and Important Dates under 

the “Retirement For You” section. And, if you haven’t yet, estimate your pension benefit to 

ensure you know what to expect when it’s time to initiate your pension. 

 

Once you’ve officially retired, the Retirement Hub is still available to you. Return to it to schedule 

appointments with retirement specialists and to review income and taxes information. 
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Initiating Your Pension Benefit  

Initiating your pension benefits starts on the Member Portal’s Retirement Hub. The Retirement 

Hub will guide you through the process step by step.  

Navigate to the Retirement Hub by selecting the link under the “Quick Actions” menu on the 

homepage of the Member Portal. Please note that you can initiate your retirement within 180 

days of when you want to receive your first payment. If you are more than 180 days from 

retirement, you will need to wait to initiate your retirement. 

To initiate your pension benefit: 

1. Select Get Started under “Retirement For You” and select OK for the reminder that pops up.  

 

 
 

2. Review the “About You” and “Contact Information” sections. You’ll need to contact your 

Employer to make changes to your name, birth date, or employment status. Allow seven 
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days for updates to personal information to take effect and to start the retirement process 

again.  

 

You can update other fields using the “Change” buttons. We recommend adding a personal 

email address and mobile number to ensure timely delivery of pension-related messages.  

 

Your retirement kit will be sent by postal mail; however, you can click the blue “delivery 

preference” link to have yours delivered to the secure mailbox on the Member Portal 

(recommended).  

 

3. Once your information is correct, click Continue. 

 

 
 

4. On the next screen, select your last day of work from the eligible dates shown. Once you 

make your choice, the date you’ll begin receiving benefits will automatically populate.  

5. Click Continue to save or Cancel if you’re not ready. 
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6. Use the drop-downs to answer the three questions on the next screen, then select 
Continue. Additional guidance is provided below the drop-downs to help you make 
your selections.  
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7. Click Add Beneficiary to add a beneficiary or click Change Beneficiaries to update 

existing beneficiaries. Beneficiaries must be on file for seven days before a payout can be 

made. Once your beneficiaries are correct, click Continue. 
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8. On the “Your Notice of Rights” page, expand each category for more information by clicking 

the plus symbol. Once you’ve reviewed, click the acknowledgement box and select 

Continue.  

 

Pro tip: Choosing Come Back Later saves your progress; Quit starts over. Both remain 

available until you submit. 
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9. On the “Payment Plan Summary” page, click Review Options to select how you would like 

to receive your payments. 
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10. Select Choose next to your preferred payment option.  

Please note: there may be many options on the screen you see. The one below only shows 

a small sample.  

 
 

After selecting your payment plan, click Continue at the bottom of the page. 
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You’ll be returned to the “Payment Plan Summary” page. You’ll see that the “Review 

Options” button has been replaced with a “Change” button. You can make changes until you 

submit your choices.  

 

11. Next, choose where you want your payment(s) to be deposited. If a bank account or 

individual retirement account (IRA) isn’t already linked to your account, click Change to add 

one. Once you’ve filled in the details for your financial institution, select Save and Return. 

You’ll be returned to the “Choose Where to Receive Your Payments” page, and the account 

you just added will show as an option you can choose. Select the account you want your 

payments deposited into, then Continue. 
 

 
 

Please note: New accounts — IRA or bank — must be 

on file for seven days before payments can be made. Please plan accordingly. 
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12. Finally, review your choices. Click the plus signs to expand the information in the “Other 

Details” section. Use the “Change” buttons to make updates. Once all your information is 

correct, select Submit. If you’re not ready, you can also select Come Back Later or Quit.  

 

 

Once you click Submit, you can only make changes by canceling your retirement and restarting 

the process. Changes are not possible after your retirement date.  

You'll receive a confirmation for your records. 
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Your Retirement Hub shows a countdown to your retirement date. If you didn’t submit, click 

Continue making choices to resume or edit your pension choices. Click Cancel to start over. 
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Retiree Health Program 

Once you’ve initiated your retirement and successfully submitted your pension choices, if you’re 

eligible for the OP&F Health Care Program, you can enroll in benefits. On the confirmation 

page, under “Your Next Steps,” select Research and Enroll to get started.  
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Next, you’ll see the enrollment landing page. When you’re ready to finalize your choices, select 

Go to enrollment.  

Pro tip: You’ll need to enter the Social Security number (SSN) and date of birth for your 

dependent(s), and, if you or your dependent(s) are Medicare eligible, you’ll need your Medicare 

card — so have that information ready.  

 

 

 

Next, you will be asked to add any dependents and their information. Click Add a dependent to 

add yours or click Continue to skip this step.  
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If adding a dependent, once the information is entered, select Save. 
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You’ll be returned to the “Your dependent information” page where you can add more 

dependents. Once you’re finished adding dependents, select Continue.   

From here, the steps to enroll are tailored to your unique circumstances. The Member Portal is 

intuitive and will guide you through the steps required to successfully enroll in the OP&F Health 

Care Program for you and, if applicable, your dependents. No need to worry about missing a 

step or forgetting to provide any required documentation — you will receive follow-up 

notifications about what’s needed and when.  

As you enroll, you can also expect to see information about your Retiree Medical/Rx Stipend, 

and, if applicable, your Medicare Part B Reimbursement and Low-Income Stipend Increase.  

Once you have successfully completed your enrollment, you will see a confirmation message 

that includes your confirmation number.  

 

If you need help, please review the “Help and Assistance” section of this document for tools and 

resources to get you the answers you need.  

Pro tip: If you don’t want to enroll in coverage at this time, you can log in to the Member Portal 

later to do it. Be sure to enroll by your deadline.  

 

  



OHIO POLICE & FIRE PENSION FUND  

 MEMBER PORTAL PROCEDURE GUIDE 

 
 

 

Special Scenarios 
Some Member Portal features are available only when they apply to your account or pension 

status. Use the steps in this section to understand what to expect and how to move forward. 

Enrolling in Deferred Retirement Option Plan (DROP) 

The Deferred Retirement Option Plan (DROP) is an optional benefit that allows eligible 

Members to accumulate a lump sum they can use in retirement. If you are eligible for DROP 

and want to enroll: 

1. On the Member Portal homepage, look for the “Enroll in DROP” tile. Click Enroll Now to 

begin. 
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2. Review the “DROP Enrollment” page, carefully reading the Annuity Payment Plan 

Selection information. Your payment plan selection cannot be changed and will apply 

when you eventually begin taking a distribution. When you are ready, check the “Enroll” 

and “Acknowledge” boxes, and select Continue to move forward with your DROP 

enrollment. 

 

 
 

 

3. Finally, you’ll see confirmation of your DROP enrollment. 
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Once you are enrolled in DROP, your Account Summary on the Member Portal homepage will 

show your balance.  
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You can also view your DROP balance by selecting Account Details.  

 

 
 

Next, choose DROP Balance from the “Account” drop-down menu. 
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Enter the date range you want to review and select Redisplay. 
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Purchasing Service Credit 

The Service Credit Purchase process can help eligible Members explore whether they may 

purchase qualified Ohio Police & Fire Pension Fund service credit. To explore service credit 

purchase options: 

1. On the Member Portal homepage, look for the “Service Credit Purchase Start Here” tile. 

Click Learn More to begin. 

 
2. On the next page, review the overview information and select the link that best matches 

the type of service credit you want to explore. 
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3. If an online estimate option is available, it’s recommended that you select Get a Service 

Credit Purchase Estimate.  
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4. Enter the requested information and select Continue.  

 

Pro tip: The number of years you’re eligible to purchase is listed at the top of the page. 

You can leave the entry fields blank to get a cost estimate for the entire amount of 

eligible service, or you can enter a specific amount of service or cost for the estimate. 

You can only enter the Target Cost or Years of Service to Purchase for the estimate; you 

cannot enter both.  
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5. Review your estimate results. You can run an updated estimate using different 

information or continue with the current estimate using the links at the bottom of the 

page under “Next Steps.” 
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Retirees Only 
Once you’ve officially retired and begin receiving your pension payments, when you log in to the 

Member Portal, you’ll have access to two more options on the main navigation: “Health Care” (if 

eligible) and “Qualified Life Event.”  

 
 

Under the “Health Care” tab, select Health Care Summary to see your current benefits.  
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On your Health Care Summary, you can click the tabs along the left to review each benefit 

category.  

 

You can also click Current Benefits to see your enrollment details and stipend or Medicare Part 

B Reimbursement amount and sort by date.  
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Starting in January, you will also be able to select the “View History” buttons to see the date 

your coverage started and when it ends. 
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Qualified Life Event 

As a retiree, you can change your OP&F Health Care Program elections outside of your open 

enrollment period with a qualified life event (QLE) such as marriage, death, or birth. Select the 

tile or click one of the blue links under “Other Coverage Changes” that coincides with your life 

event.  
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On the next page, you can change your current elections by clicking the drop-down menus to 

select your qualified life event, the date the QLE occurred, and checking the box certifying that 

the information you provided is true. Click Continue.   

Pro tip: The date of the life change you are reporting must be within the past 60 days. If your 

life change hasn’t happened yet, you’ll need to come back to make the change.  

 

You will be asked to provide information about any dependents you want to cover under the 

OP&F Health Care Program after your QLE. If needed, click Add a dependent to provide 

information for a new dependent or click Continue to move to the next step.   
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You’ll see an updated Benefits Summary. If applicable, click Review/Change to add your 

Medicare Beneficiary Identifier (MBI). Click the box to certify your agreement with the terms of 

enrollment and select Confirm.  

 

 

Once you have successfully updated your enrollment, you will see a confirmation message that 

includes your confirmation number.  
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Tax Center 
The Tax Center provides Members with a central access point for important tax documents — 

particularly Form 1099-R, which reports distributions and any taxes withheld. The page also 

includes FAQs and estimated dates when forms will be available. Access it from the Member 

Portal homepage on the main navigation menu by selecting Tax Center. 
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Help and Assistance 
We’re here to help! We want your transition to the Member Portal to be as smooth as possible. 

Contact us for assistance when and how it works best for you.  

Virtual Assistant 

Virtual Assistant is an online self-service tool that helps Members get answers to common 

questions and quickly access helpful retirement resources. Members simply click Virtual 

Assistant to open the chat window and then enter a question such as “What will my pension be 

when I retire?” 
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Retirement Specialists 

You can schedule an appointment with one of our Retirement Specialists, who are benefits 

experts who can help answer your questions.  

To schedule your appointment, go to the Retirement Hub (linked under the homepage’s “Quick 

Actions” menu) and click the gray tile in the right-hand sidebar. 

 

You’ll fill out a brief form and then be contacted to schedule your time.  
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Your Help Requests 

On the Member Portal homepage under the “Quick Actions” menu, you can select Your Help 

Request. On the page that opens, select Start a request. (Clicking the “Contact Us” tile on that 

page takes you to the phone call and online chat option described above.) 
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Fill out the form that opens and click Submit.  

 

You’ll be updated on the status of your request in your Member Portal secure mailbox. Find the 

secure mailbox by selecting the envelope icon on any page (next to the profile icon). 
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Phone Call and Online Chat 

In the footer of each page of the Member Portal, you can click Contact Us. This opens a page 

with several options to get the assistance you need. You’ll find the phone number and hours for 

the OP&F Customer Service Center.  

To receive assistance even faster, you can click chat, select your chat topic in the dialog box 

that opens, and then select Start Chat. (Your first and last name and email will pre-populate.) 

You’ll be connected to the same benefits representatives as you would if you called the 

Customer Service Center.  

 

 

 

If you need assistance, the OP&F Customer Service Center is available to help you Monday-

Friday from 8:00 a.m. to 4:30 p.m. Eastern time at 833-521-4OPF (4673). 


