
18.1. How to initiate Retirement Application Process 
 
Total Number of Steps involved in the Process: 2 
 

Welcome to the Retirement Application Process 

 
 
Step 1  Click the Apply for Retirement in the left navigation bar, system will display 

Welcome to the Retirement Application process screen (18.1.1) with 
information about completing the application process. 

 



Apply for Retirement 

 
 
Step 2  Read the information and click on continue button provided at the bottom of 

the screen. System will display the Apply for Retirement screen with the list 
of processes you need to complete and their statuses (Screen 18.1.2). Each 
step has links enabled accordingly on the right side with value START or 
EDIT. When DONE is displayed instead of START, necessary information is 
available in the system for that step, and it may be possible to EDIT them. 
To skip the introduction click on skip Introduction link on the Welcome to the 
Retirement Application process screen (18.1.1) and system will display 
Apply for Retirement screen. 

 
 
 



How to Estimate Pension 
 
Total Number of Steps involved in the Process: 10 
 

Apply for Retirement – Pension Amount and Payment Options 
 

 
 
Step 1  Click on the Pension Amount and Payment Options link on the Apply for 

Retirement screen. System will display Apply for Retirement –Pension 
Amount and Payment Options screen (18.2.1)  

Step 2 Click on Add button provided on Apply for Retirement –Pension Amount and 
Payment Options screen, system will display next screen pre-populated With 
your Date of birth and benefit structure (screen 18.2.2). 

 



Apply for Retirement – Pension Amount and Payment Options 
 

 
 
Step 3 Select a retirement type; enter Last Date at work which can not be greater 

than today + 12 months. 
Step 4 Click on continue button provided on bottom Screen. System will display 

next screen (screen 18.2.3) pre-populated with Service credit earned or 
Covered & Non-covered Service Credit, Potential service credit, Projected 
service credit. 

 



Apply for Retirement Pension Amount and Payment Options  
 

 
 
 
 
Step 5 System will ask for Social security amount if age is less than 61 for public 

school employees or 64 for state employees or covered service credit is 0. 
Select pension beneficiary if needed and click on Continue button provided 
on the bottom of the screen. System will display next screen with the list of 
fiscal years & reported salaries for those fiscal years (screen 18.2.4)  

 



Apply for Retirement Pension Amount and Payment Options  
 

 



 
 
 
Step 6 For Active State employees and State Police employees system will ask for 

annual personal leave which should not be more than 240 hours and 
provides option to recalculate. Click on Recalculate button provided on 
screen. System will recalculate the FAC amount and display it on the same 
screen. 

Step 7 Click on continue button, system will display Retirement Options selection 
screen with list of all the retirement options (screen 18.2.5) based on the 
information provided. 

 



Retirement Option Selection 
 

 

 
 



 
Step 8 Select a Retirement option by clicking on the radio buttons provided in front 

of each option and click on continue button provided at the bottom of the 
Retirement option selection screen. System will display Pension Estimate 
and payment option summary screen with the selected option and the 
information on which your estimate is based. 

 

Pension Estimate and Payment Option Summary screen 
 

 
 
Step 9 To print, click on the View Printer Friendly button on the Pension Estimate 

and Payment option Summary screen to view in a printer friendly format and 
print the page. 

Step 10 Click on the “I want to use this estimate for my retirement application” button 
provided on the bottom of Pension Estimate and Payment Option summary 
screen, System will change the status of pension estimate and display the 
Apply for retirement screen with other process links activated. 

 



How to change a pending pension Estimate 
 
Total Number of Steps involved in the Process: 10 
 

Pension Estimate and Payment Option Summary screen 

 
 
Step 1  Click on the Review Hyperlink provided next to Pension Amount and 

Payment Options process on the Apply for Retirement screen. System will 
display Apply for Retirement –Pension Amount and Payment Options screen 
(18.3.1)  

Step 2 Click on Change button provided on Apply for Retirement –Pension Amount 
and Payment Options screen, system will display next screen pre-populated 
With your Date of birth and benefit structure (screen 18.2.2). 

Step 3 Select a retirement type; enter Last Date at work which can not be greater 
than today + 12 months. 

Step 4 Click on continue button provided on bottom Screen. System will display 
next screen (screen 18.2.3) pre-populated with Service credit earned or 
Covered & Non-covered Service Credit, Potential service credit, Projected 
service credit. 

Step 5 System will ask for Social security amount if age is less than 61 for public 
school employees or 64 for state employees or covered service credit is 0. 
Select pension beneficiary if needed and click on Continue button provided 
on the bottom of the screen. System will display next screen with the list of 
fiscal years & reported salaries for those fiscal years (screen 18.2.4)  

Step 6 For Active State employees and State Police employees system will ask for 
annual personal leave which should not be more than 240 hours and 



provides option to recalculate. Click on Recalculate button provided on 
screen. System will recalculate the FAC amount and display it on the same 
screen. 

Step 7 Click on continue button, system will display Retirement Options selection 
screen with list of all the retirement options (screen 18.2.5) based on the 
information provided. 

 
Step 8 Select a Retirement option by clicking on the radio buttons provided in front 

of each option and click on continue button provided at the bottom of the 
Retirement option selection screen. System will display Pension Estimate 
and payment option summary screen with the selected option and the 
information on which your estimate is based. 

Step 9 To print, click on the View Printer Friendly button on the Pension Estimate 
and Payment option Summary screen to view in a printer friendly format and 
print the page. 

Step 10 Click on the Save button provided on the bottom of Pension Estimate and 
Payment Option summary screen, System will change the status of pension 
estimate and display the Apply for retirement screen with other process links 
activated. 

 



How to change or review Tax Withholding 
 
Total Number of Steps involved in the Process: 3 
 

Apply for Retirement 

 
 



Edit Federal Tax Withholding 

 
 
 
Step 1  Click the Review hyperlink provided next to Tax Withholding process on 

Apply for retirement screen (screen 18.4.1). The system will display the Edit 
Federal Tax Withholding screen (screen 18.4.2). The default for the Marital 
Status dropdown list is “Married,” the Total number of Allowances default is 
3.  

Step 2 If you do not want to withhold any tax amount, select ‘Do not withhold federal 
income tax’ and click the save button. If you do want taxes withheld, select 
Marital Status from the dropdown list, enter the Total number of allowances 
you are claiming which should be less than 100, enter any additional amount 
you want withheld from each pension payment (not required) which cannot 
exceed the approved pension estimate amount, and select the Effective 
Date from the dropdown list. Click the Calculate Withholding button on the 
bottom of the Add Federal Tax Withholding screen. The system will calculate 
the Tax Withholding amount and display it on the same screen (screen 
18.4.3). 

 



Edit Federal Tax Withholding 

 
 
 
Step 3 Click on the Save button. The system will save the tax withholding and 

display the Apply for retirement screen with processes and statuses. 
 
 



How to establish a Direct Deposit account 
 
Total Number of Steps involved in the Process: 5 
 

Apply for Retirement 
 

 
 
Step 1  Click on the Direct Deposit link on the Apply for Retirement screen (screen 

18.5.1). System will display Direct Deposit Authorization screen– (18.5.2)  
 
 



Direct Deposit Authorization 
 

 
 
Step 2 Click on the Direct Deposit link on the Apply for Retirement screen (screen 

18.5.1). System will display Direct Deposit Authorization screen– (18.5.2)  
 



Add Direct Deposit Account(s) 

 

 
 
Step 3 Click on ‘I agree with the above’ button on the Direct Deposit Authorization 

screen. The system will display the Add Direct Deposit Account(s) screen 
(screen 18.5.3) 

 



Add Direct Deposit Account(s) 

 
 
 
Step 4 Enter the Account Number (all numeric), use the dropdown to select the 

Account Type, enter the financial institution’s Routing/Transit Number (9-
digit, all numeric and should start with 0,1,2 or 3) Click the ‘Validate 
Routing/Transit Number’ button next to the Routing/Transit No. text box. The 
system will display the name and address of the institution related to the 
routing number you entered (screen 18.5.4) 
If you want a second account, enter the secondary account information. Use 
the dropdown list to select the Effective Date. Click the Calculate button. The 



system will calculate the primary and secondary account’s amount and 
display it at the bottom of the screen (screen 18.5.5). 

 

Add Direct Deposit Account(s) 

 

 
 
Step 5 Click the Save button at the bottom of the screen. The system will display a 

Apply for Retirement screen with the status of direct deposit as Review 
(hyperlink) 

 



How to Change Direct Deposit and Stop Secondary Account 
 
Total Number of Steps involved in the Process: 4 
Step 1 Click the Review Hyperlink next to Direct Deposit process on Apply for 

Retirement screen (screen 18.6.1). The system will display the Change 
Direct Deposit Account(s) (screen 18.6.2). 

 

Apply for Retirement 

 
 
 



Change Direct Deposit Account(s)  

 

 
 
Step 2 Click the Clear button to the right of the Percentage or Amount text boxes. 

The system will clear the contents from the secondary account section 
(screen 18.7.2). 

 



Change Direct Deposit Account(s)  

 

 
 
Step 3 Change the information of your primary account as needed and click on the 

Calculate button. The system will recalculate the amount based on the 
primary account and display it on the same screen (screen18.6.4). 

 



 

Change Direct Deposit Account(s)  
 

 

 
 
Step 4 Click the Save button at the bottom of the screen. The system will display a 

Apply for Retirement screen. 
 



How to Enroll for Health Insurance 
 
Total Number of Steps involved in the Process: 9 
 

Apply for Retirement 

 
 
Step 1 Click on the Insurance Plans and Dependents link on the Apply for 

Retirement screen (screen 18.7.1). System will display Your Current 
Insurance Enrollment screen(18.7.2) 

 



Your Current Insurance Enrollments 
 

 
 

Step 2 Click on Enroll button provided on the bottom of the Your Current Insurance 
Enrollment. System displays Enrollment (screen 18.7.3) 

 



Enrollment 

 
 
Step 3 Select Yes or No for the Question “Are you or any dependents covered by 

Medicare? “ by selecting one of the radio button and select the Michigan 
county from the dropdown list. 
System displays Health, Dental and vision dropdown lists populated with 
available options based on Medicare selection and the county and also 
displays one of the option as ‘Decline’ (screen 18.7.3) 
If you select Out of State from the Michigan county dropdown system 
populates Health Insurance dropdown with ‘BCBS’ as the only option. 

 



Enrollment 

 
 
Step 4 Select the Plan for health, dental and Vision insurance or select Decline from 

the dropdown list if you want to decline the Plan and click on Continue button 
provided on the bottom of the Enrollment screen with default effective date 
which can be changed up to 6 months forward. System will display either 
Change Dependent screen (screen 13.7.5) pre-populated with Insurance 
information you selected on the enrollment screen or a message to Print the 
necessary forms if the one of the plan selected is HMO. 

 



Change Dependent 
 

 
 
Step 5 Enter the Medicare number, Medicare Effective Date Part A, if You or any 

dependents covered by Medicare. 
Step 6 Click on Add row if you want to add a dependent for health Insurance, 

system will add a row just below the owner’s record under covered 
dependents list and provides a dropdown to select the dependent. 

Step 7 Select the dependent name from the dropdown, select the Plan by clicking 
on the check boxes provided next to the dependent name. Enter the 
Medicare Number, Medicare Effective Date Part A if dependent is covered 
by Medicare or over 65 years of age. 

Step 8 Click on Save button and system will display the Calculate Health Insurance 
premium screen (screen 18.7.6) 

 



Calculate Health Insurance Premiums 

 
 
Step 9 Click on Continue button and system will display the Apply for Retirement 

screen. 
 
 



How to Change Plans 
 
Total Number of Steps involved in the Process: 6 
 

Calculate Health Insurance Premiums 
 

 
 
 
Step 1 To Change Plans, Click on the Change Plan button provided on the Your 

Current Insurance Enrollment screen (screen 18.1.1). System will display the 
Enrollment screen (screen 18.7.3). 

Step 2 Select Yes or No for the Question “Are you or any dependents covered by 
Medicare? “ by selecting one of the radio button and select the Michigan 
county from the dropdown list. 
System displays Health, Dental and vision dropdown lists populated with 
available options based on Medicare selection and the county and also 
displays one of the option as ‘Decline’.(screen 18.7.4) 
If you select Out of State from the Michigan county dropdown system 
populates Health Insurance dropdown with ‘BCBS’ as the only option. 

Step 3 Select the Plan for health, dental and Vision insurance or select Decline from 
the dropdown list if you want to decline the Plan and click on Continue button 



provided on the bottom of the Enrollment screen. System will display either 
Change Dependent screen (screen 18.8.2) pre-populated with Current 
Enrollment information and Changed Enrollment Information or a message 
to Print the necessary forms if the one of the plan selected is HMO. 

 

Change Dependent 
 

 

 
 
Step 4 Enter the Medicare number, Medicare Effective Date Part A, if You or any 

dependents covered by Medicare. 



Step 5 Click on Add row if you want to add a dependent for health Insurance, 
system will add a row just below the owner’s record under covered 
dependents list and provides a dropdown to select the dependent. 

Step 6 Select the dependent name from the dropdown, select the Plan by clicking 
on the check boxes provided next to the dependent name. Enter the 
Medicare Number, Medicare Effective Date Part A if dependent is covered 
by Medicare or over 65 years of age. 

Step 7 Click on Save button and system will display the Calculate Health Insurance 
premium screen (screen 18.7.6) 

Step 8  Click Cancel and system will display Apply for retirement screen 
 
 

How to Change Dependents 
 
Total Number of Steps involved in the Process: 5 
 
 
Step 1 To Change Dependents, Click on the Change Dependent button provided on 

the Your Current Insurance Enrollment screen (screen 18.8.1). System will 
display the Change Dependent screen (screen 18.7.3) 

Step 2 To Add another dependent, Click on Add Row button provided after covered 
dependents list, System will add an empty row under covered dependents 
list. 

Step 3 Select the dependent name from the dropdown, select the Plan by clicking 
on the check boxes provided next to the dependent name. Enter the 
Medicare Number, Medicare Effective Date Part A if dependent is covered 
by Medicare or over 65 years of age. 

Step 4 To remove a person from the covered dependents list, uncheck all the check 
boxes provided in front of the dependents name. 

Step 5 Click on Save button and system will display the Calculate Health Insurance 
premium screen (screen 18.7.6) 

Step 6 Click Cancel and system will display Apply for retirement screen 
 
 



How to complete application process 
 
Total Number of Steps involved in the Process: 2 
 
 

Apply for Retirement 

 
 
Step 1 Click on the Complete Your Application link on the Apply for Retirement 

screen (screen 18.10.1). System will display Complete Your Application 
screen (screen 18.10.2) to collect the information needed to initiate the 
retirement application closeout process. 

 



Apply for Retirement 
 

 
 
 

Step 2 If you are in any Tax Deferred Payment (TDP) agreement then system asks 
whether you intend to pay off your TDP agreement, select yes or no by 
clicking on the radio button provided in front of Yes or NO. 

Step 3 Answer the question if you are planning to purchase any service in addition 
to any already in process select yes or no by clicking on the radio button 
provided in front of Yes or NO. 

Step 4 Enter the payment dates in the box provided if you have received workers 
compensation. 

Step 5 Answer the question if you have an Eligible Domestic relations order on file 
with ORS by selection yes or NO. 

Step 6 If you have not completed the Health Insurance and dependents process so 
far system will ask the reason why, answer the question by selecting the 
radio button provided next to the reasons.  

Step 7 If you have any pending bill then system will display a message that you 
have a pending bill you can view that bill by clicking on Service Credit Bill 
hyperlink provided on the Complete your Application screen. 

Step 8 If you are an active public school employee then system displays the list of 
the employers so that you can notify the employers that you have or will be 



terminating employment with them. 
Step 9 Click on the save button provided at the bottom of the screen system will 

display a Confirmation screen (screen 18.10.3) and triggers an Email 
notification with the confirmation number (screen 18.10.4) 

 
 

Confirmation 

 
 
 



Email Confirmation 

 
 
 

Step 10 To print, click on the View Printer Friendly button on the Confirmation screen 
to view in a printer friendly format and print the page (screen18.10.5). 

 



Confirmation Printer Friendly 
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