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Introduction

The Online Retirement Application (ORA) resource guide is created to assist the HR Specialist in serving
future retirees. The Job Aid walks the HR Specialist through the ORA workflow. The document provides
short, detailed instructions for Adding New Applicants, completing the Pre-Application/Retirement
Application, Certified Summary of Service (CSOS), the HR Checklist process, resolving Discrepancies and
more.

General Workflow
Login
1. Use the following link to log into ORA Sign in - OPM Online Retirement Application

2. Link your ORA account to your Login.gov account (first time only) or sign in
3. Create digital signature PIN (first time only) that will be used to certify forms within ORA

Create applicant account & Complete Pre-application

4. From the HR Dashboard select New Applicant Profile to add a new applicant. ORA will send
applicant an automated email that their account has been created.

5. Complete the Pre-application. This will initiate the workflow and provide the applicant with the
correct retirement application to complete.

Complete Certified Summary of Service (CSOS) & Retirement Application Review

6. Complete the Certified Summary of Service in tandem with the applicant completing their
retirement application. This is the first opportunity to upload supplemental documents that will
be required for the application package. The applicant will be able to see documents that you
upload.

7. The retirement application must be in a “ready for payroll” status before the CSOS can be
certified by HR. This means HR must approve/finalize the retirement application and all
applicant uploaded documents first.

8. Once HR finalizes CSOS, the applicant will review and approve the CSOS.

Complete HR/Employing Office Checklist

9. When the Retirement Application and CSOS are both in a “ready for payroll” status, the checklist
will be available to complete. This is the second and final opportunity to upload supplemental
documents that are required for the application package.

10. Certify entire package to payroll for further processing. All sections will be in a “ready for
payroll” status. Once the package is assigned to a payroll specialist, the status will update to “in
payroll review”. The status will update to “Submitted to OPM” when processed by payroll.
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https://opmiretire.powerappsportals.us/signin

Adding New Applicants
1. Please note the applicant may need to link their personal email address to their Login.gov
account to view and complete the application.

a. From the HR Dashboard, enter the New Applicant information (see images below)

WALevelZ.  WRDashboard  Melp  PrivacyAct  ShamettaMicks -

OPM 3

HR Dashboard

Figure 1 Adding the Applicant in ORA

b. Then click Save.
New Applicant

Name and Email

Persanal Emal

Date of Birth and Social Security Number

Figure 2 New Applicant Profile

Pre-application

Drafting Pre-Application
This image below shows the status of the application from the HR Side, prior to the completion of the
Pre-Application

e The Pre-Application is still in Draft.
e The HR Specialist has Not Started the Certified Summary of Service
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i= My Active Applicants~

Last Pre Retirement
Activity  Application Application
Full Name Department  Agency Datedr  Status Status
Sanaa Lathan INDEPENDENT  Office of 9/30/2024 Draft Not Started
AGENCY / Personnel 9:49 AM
QOTHER Management

Certified
Summary,
of

Service
Status

Not
Started

HR Payroll
Checklist  Checklist
Status Status

Not Started

Figure 3 The Applicant is Now Added in ORA

Projected
Retirement
Date

1/30/2025

© New Applicant Profile

HR Notes

Complete the cards below listed as Not Started (entering the relative information pertaining to the
applicant)

Qa0 oo

Federal Service

Retirement Type and Provisions
Applicant Address

Finalize Pre-Application (CSRS or FERS, and Voluntary Retirement) Do you want to

release the Pre-App to the applicant.
e. If you select Yes (the HR Specialist has the option to choose to Begin the Certified

Summary of Service (CSOS) and release the Application to the applicant.

Pre-Application

¢

Select a section to continue your application

Federal Service

The Applicant will receive another email advising the retirement application is

available for completion.

The information completed by the HR Specialist will automatically populate for

the Applicant’s convenience.

The option to finalize Pre-Application and complete the Certified Summary of

Service is given at this point.

“lease provide detalls on the Applicant Federal Service

Retirement Type and Provisions

Please provide information or

Applicant Address

Finalize Pre Application

the Applicant Retirement Type and Provisions.

PM

o Mot Started

O vorsoree

Figure 4 Completing the Pre-Application Cards

Page 4 of 31

& Sanaa Lathan

Draft

Back to Applicant




Pre-Application A Sanaa Lathan

Draft

Finalize Pre Application

© Federal Service HR Sections Completed
Finalize the Pre Application and release to Applicant?
o Retirement Type and © Y O N
Provisions e e

@ Applicant Address \:\ Begin Certified Summary of Service [optional]

[ o =

Figure 5 Finalizing the Application and Option to complete the CSOS

e If you select No the Certified Summary of Service will not be an option from this page.
Additionally, the applicant will not receive access to their application because the Pre-
Application has not been finalized. No email will be sent to the applicant.

Pre-Application A Sanaa Lathan

Draft

Finalize Pre Application

© rederal Service HR Sections Completed
Finalize the Pre Application and release to Applicant?
Retirement Type and O Y N
Provisions ) Yes @ 0

o Applicant Address

| Finalize Pre Application m

Figure 6 The Option to Complete the CSOS Not Present

The Status of the Pre-Application

The image below shows the application status from the HR Side, prior to the completion of the Pre-
Application

e The Pre-Application is still in Draft.
e The HR Specialist has Not Started the Certified Summary of Service.

= My Active Applicants~ © New Applicant Profile

Certified
Summary
Last Pre Retirement of HR Payroll Projected Last
Activity  Application Application Service Checklist Checklist Retirement Successful
Full Name Department  Agency Date ¥ Status Status Status Status Status Date Login HR Notes
Sanaa Lathan INDEPENDENT  Office of 9/30/2024 Draft Not Started Not Not Started 1/30/2025
AGENCY / Personnel 9:49 AM Started

OTHER Management

Figure 7 The Status of Each Stage in the Application

Page 5 of 31

0

PM



The Applicant Dashboard

Preview Status for the Unfinalized Pre-Application

After HR Specialist has added the applicant account but has not completed the Pre-Application.

O } ’ ’ »
Application HR Approval Federal Service Agency Submitted to
Submitted to HR Certification Finalizing OPM for
Package Additional
Processing

Please review your applications(s) below. A Certified Summary of Service will be provided by your agency HR representative. Once it has and you verify the accuracy of the summary, your application will
be returned to the representativ

ontinue the process.

My Retirement Application(s)

Name Status Reason Modified On Created On ¥

There are no records to display

Figure 8 The Applicant Dashboard is Greyed-out

e Please note the applicant has no cards/task to complete until HR takes the next step to Finalize
the Pre-Application; the greyed-out feature on the Dashboard indicates no action required at
this time.

The Applicant Receives the Email Invite to Complete the Application

The applicant has received the automated email stating their application is ready for completion, now
that the Pre-Application in ORA has been completed by the HR Specialist.
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ORA: Lathan, Sanaa . - Retirement Application Available CRM:0078239

OPM ORA No-Reply Stage
To Sanaa Lathan

Dear Sanaa,

An online retirement application is now available on your ORA dashboard to complete
on the ORA Portal.

For questions regarding your retirement application and submission process, please
contact your HR Representative.

Thank You,

Figure 9 Email Notification to Complete the Online Retirement Application

The Applicant Dashboard shows the application status, and the card displays a Retirement
Application (blue link) for the Applicant to take the next step in the Pre-Application process.

My Dashboard

—— —— ——

Application HR Approval Federal Service Agency Submitted to
Submitted to HR Certification Finalizing OPM for
Package Additional

Processing

Please review your applications(s) below. A Certified Summary of Service will be provided by your agency HR representative. Once it has and you verify the accuracy of the summary, your application will
be returned to the representative to continue the process.

My Retirement Application(s)

Name Status Modified On Created On ¥

Sanaa Lathan - Retirement Application - SF-2801 (CSRS/CSRS Offset) Not Started 10/2/2024 4:05 PM 10/2/2024 4:04 PM IE

Figure 10 The Application is Available for the Applicant
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Review and verify your summary of Federal service.

Certified Summary of Service

There are no records to display.

Figure 11 The HR Specialist Has Not Started the CSOS

Completing the Certified Summary of Service (CSOS)
The HR Specialists takes the steps to complete CSOS.

o The Pre-Application status is Finalized.

Pre-Application

Has the Applicant
received retirement
Name Status 4 Applicant counseling? Retirement Plan Typeof Retirement  Created On ¥
Finalized Sanaa Lathan Yes $F-2801 (CSRS/CSRS  Voluntary s1200254PM  [@]
Offset) Retirement
Figure 12 View of the Finalized Pre-App on the HR Side of ORA
e The Retirement Application is awaiting Applicant completion.

Retirement Application

Name Status Madified On Created On ¥

5anaa Lathan - Retirement Application - 5F-2301 (CSRS/CSRS Offset) Mot Started 10/2/2024 4:05 PM 10/2/2024 4:04 FM [+] ]
Certified Summary of Service

Hame Status Modified On Created On

Sanga Lothan - Certified Summary of Service - SF-2801 (CSRS/CSRS  In HR Review 10/2/2024 4:04 PM 10/2/2024 4:04 PM [i'
Offset]

Figure 13The HR Specialist Starts the CSOS While Waiting for the Applicant to Take Next Steps
°

The HR Specialist can now complete the Certified Summary of Service CSOS card by clicking the
available link and completing the following task: (Please note that, the CSOS cannot be finalized
until the application is submitted by the applicant and approved by HR)

OPM
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Identification

Verified Service History
Document Uploads
Review and Certify

Qa0 oo

Certified Summary of Service - SF-3107 (FERS/RAE/FRAE)

Verified Service History

NoVerified Senvice(s) added.

Review and Certity

2 sanaaLathan

In HR Review

Add Verified Service

e of Retirement System A
FERS.
Retirement Provision
REGULAR
Department
DEPARTWENT OF HOUSING AND URBAN DEVELGPMENT
v
From Date To Date
MM/DD/YYYY MM/DDNYYY L]
Certified Summary of Service - $F-3107 (FERS/RAE/FRAE) 2 sanaaLathan
In HR Review
Verified Service History
Verified Service History
Documes From Date 4 ToDate Man System Nature of Action Comments
Review and Certify 8i33/188] FERSRAE Appointment E‘
FICA Service
There are no records to display.
11do not have any additional service to add.
==

Figure 14 Completing the CSOS

HR Application Review and Completion of CSOS

D

PM
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My Dashboard

Application HR Approval Federal Service Agency Submitted to
Submitted to HR Certification Finalizing OPM for
Package Additional
Processing
O SRS SR RS SO S Sy ST SRR S SR 11 SO ST | AT At e TN o e
My Retirement Application(s)
Name Status Modified On Created On §

Sanaa Lathan - Retirement Application - SF-2801 (CSRS/CSRS Offset) Certified and Submitted for HR

Review

10/3/2024 9:42 AM

10/2/2024 4:04 PM

Figure 15 The Applicant Completes the Retirement-App and Submits to HR

e The HR Specialist will receive the email notification once the Applicant certifies the Retirement

Application

Dear Sharnetta,

The applicant Sanaa has successfully completed and certified their retirement
application form on the ORA Portal.

As the designated Agency HR representative, you are required to review the applicant’s
retirement application. If you have any concerns with the information the applicant has
submitted, you may Reject the retirement application and specify the reason. Otherwise,
please Approve the applicant’s retirement application.

Thank You,

Customer Service

Figure 16 HR Specialist Notified When the Application is Complete
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Similarly, the applicant will receive an email explaining the next steps in the certification process.

Dear Sanaa,,

Your retirement application was reviewed by an DHS Headquarters HR representative
and approved.

You will receive a separate notification as soon as the Certified Summary of Service is
completed by the DHS Headquarters HR office and is ready for your review.

For questions regarding your retirement application and submission process, please
contact your HR Representative.

Thank You,

Customer Service

= U, Office of
- Personnel Management

Qnline Retirement Annlication

Figure 17 Applicant Updated on Application Status

The Retirement Application Status will be listed as Certified and Submitted for HR Review by
the Applicant and is now ready for HR Review

Overviwe

= My Active Applicants~

Full Name Department

Sanaa Lathan INDEPENDENT
AGENCY /
OTHER

Certified
Summary
Last Pre Retirement  of HR Payroll Projected Last
Activity Service Checklist ~ Checklist  Retirement Successful
Agency Dated  Status Status Status Status Status Date Login
Office of 10/3/2024 Finalized Certifiedand  InHR Not Started 1/30/2025
Personnel 9:42 AM Submitted for  Review
Management HR Review

Figure 18 Application Status Updates Overview

Page 11 of 31
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Manage Applicant Records

Figure 19 ORA Manages the Applicant Details

Retirement Application

Name Status Modified On Created On ¥
Sanaa Lathan - Retirement Application - SF-2801 (CSRS/CSRS Ofiset) Certified and Submitted for HR 10/3/2024 9:42 AM 10/2/2024 4:04 PM
Review

Figure 20 The Retirement Application Status Update

The HR Review Process

e Click the Retirement Application
o Then click the HR Review Card or Go

Retirement Application - SF-2801 CSRS/CSRS Offset) a Denzel Washington
Certified and Submitted for HR Review
HR Review u
Identifying Information omm“ H
Federal Service
Marital Information

Figure 21 The HR Review Card on the Retirement App Page

o The HR Specialist shall review the entire application and verify all information.

e The HR Specialist will need to click the caret or down arrow and select Review for each
document uploaded by the applicant.

e C(Click Next to review and approve the uploaded documents.

OPM
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o Note there is a discrepancy that will be automatically resolved when application is approved.
These represent any changes made by the applicant to the data HR entered in the Pre-
application.

Retirement Application - SF-2801 (CSRS/CSRS Offset)

HR Review

°

olo

°

°

°

°

°

[
|
(] o] o] ]

Figure 22 Reviewing the Uploaded Documentation

Document Approval/Rejection

If the document is rejected by the HR Specialist, then the HR Specialist will need to manually reject the
application; the Specialist will no longer have ability to approve the application. The application
automatically goes back to the applicant for corrections and recertification, then is sent back to HR to
recertify as well.

Review and approve each document link to make sure the correct document has been uploaded by the
Applicant.

@ View details x
Under HR Review ~
Documents

Each time you attempt to upload a document type, the following rules apply:
« You may upload up to 5 documents(PDF only).
* Each document cannot exceed a maximum size of SMB.
* You must upload at least ene document.

about Lhours
I QRA text needs correction ndf (443,83 KB

Figure 23 Document Specifications and Type for Review
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e After clicking Review the HR Specialist will receive another pop-up modal advising the specialist
to Cancel or Approve the document upload

2 @ D D Astrement Appication PM Ol X | - & x

« O [ hiips://opmiretirestage. powerappsportals.us/retirement-app-lo

732621980 €F11-0671-00NddB0246 Tsdom=R.. B, A ¢y @ f= B -~ @

O view details

Comupe il
ot

il doesnotrepresent Applcant
other

Figure 24 Entering the Reject Reason for the Uploaded Document or Clicking Approve or Cancel

opmiretirestage. powerappsportals.us says

“our changes haven't been saved. Would you like to stay on the page
1o save your changes?

oK Cancel

Figure 25 Saving your Selection Upon Selecting Approve

Adding Comments to the Document Upload Section

e Click Approve and enter any necessary comments.

e

Figure 26 Approval Comment Box

e Click OK
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Hoprove

Figure 27 Approving the Retirement Application

e After approving the uploaded documents, the Upload Status will show as Uploaded.

HR Review
HR Review

As part of the applicant's Retirement Application workflow, HR Specialists are required to review and reject | approve all documents uploaded by the
@ Identifying Information applicant that have a status of *Under HR Review”,

Certified and Submitted for HR Review

@ Fedenal Service
© Marital Information Discrepancies

@ Annuity Election

@ Insurance Information Discrepancy 4 Pre-Application Value Retirement Application Value Section

@ Other Claim Information CLTE 8/251975 9/25/1970 Identifying Information
Unmarried Dependent
9 Chitgren
HR Document Review
Direct Deposit and Tax
° withhelding Infermation

Type Uploaded By Upload Status Created On Modified On ¥
@ Document Uploads

SF2818- at Sanaa Lathan Uploaded 10/3/2024 3:39 AM 10/3/2024 5:15 PM )
@ Review and Certify of Life Insurance

Coverage as an

Annuitant or

Compensationer

w-a - Employee's Sanaa Lathan Uploaded 10/3/2024 338 AM 10/3/2024 5:03 PM ]

Withholding Allowance

Certificate

Figure 28 The HR Document Upload Status Update

Retirement Application - SF-2801 (CSRS/CSRS Offset) & Denzel Washington

Readyfor Payroll Review

E ioaahs
heeen s
. s S
e
HR Review

Discropancies

HR Document Review

todtatons

Previous HR Reviews

Comstons Betrne et =8 e decat Commerny

Withdrawal Requests

Figure 29 Using the Navigation Panel and Button to Complete the CSOS
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e Click Review and Certify

Certified Summary of Service - SF-2801 (CSRS/CSRS Offset) £ Denzel Washington
InHR Review
Wentification Q) et [ - |
Vasifisd Sarvice History Q) it [ - |
Dosument Uelaads Q) et [ - |

Review and Certify

Figure 30 Completing the Review and Certify Card

e Click Proceed to Certification

& Denzel Washington

0 HR Review

Certified Summary of Service - SF-2801 (CSRS/CSRS Offset)

DT Review
e T

Figure 31 The Three Check Boxes Needed to Certify

e Complete the CSOS an then click Certify and Send to Applicant
e The email has been sent to the applicant advising the HR Specialist completed the CSOS.

Certified Summary of Service - SF-2801 (CSRS/CSRS Offset) 2 Denzel Washington

Agency Certification
° g e .

[

o] ey

Figure 32 Checking the “I certify box...” Before Sending to the Applicant

e Click Next

OPM
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Certified Summary of Service - SF-2801 (CSRS/CSRS Offset)

Applicant Review

entbing nfornaton
-

=

=

P

@

Other Questions
™
Verified Service History

Vi Service Hisry

promon

& Denzel Washington

In Applicant Review

Figure 33 This is the Applicant View of the Review and Certify Process

The Finalized Retirement Application

The Retirement Application is now Finalized, and status shows Ready for Payroll Review

e To view click HR Dashboard

Retirement Application

Name Status

Modified On

Sanaa Lathan - Retirement Application - SF-2801 (CSRS/CSRS Offset) Ready for Payrol| Review 10/3/2024 6:38 PM

Created On ¥

10/2/2024 4:04 PM

Certified Summary of Service

Name Status

Modified On

Sanaa Lathan - Certified Summary of Service - SF-2801 (CSRS/CSRS Offset) In Applicant Review

10/3/2024 6:56 PM

Created On ¥

10/2/2024 4:04 PM

Application Event Logs

Form Assignee

Event Status Comments | Remarks

Hit Pre-Application Shametta Hicks Finalized Applicant Retirement Package Created
it Application Sanaa Lathan Applicant Review

Retirement Application Sharmetta Hicks Cer  Submitted for HR Review  Initial Submission to HR

Retirement Application Sharmetta Hicks

Ready for Payroll Submission
complete

Certified Summary of Service Sanaa Lathan

I Applicant Review

ments have been reviewed and the application is

10/3/2024 1:19 PM

10/3/2024 1:42PM

10/3/2024 10:38 PM

10/3/2024 10:56 PM

Figure 34 The Retirement App, the CSOS, and The Event Log
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The Applicant Logs into the Portal to Finalize the CSOS

Signing and Submitting the Retirement Package

¢

The Retirement Application displays as In Payroll Review
The CSOS states In Applicant Review
The applicant will click the CSOS link to certify.

My Dashboard

Figure 35 The Applicant Portal View as ORA Keeps the Applicant Informed

Then the applicant will click the Applicant Review and Certify link or Go

Certified Summary of Service - SF-2801 [CSRS/CSRS Offset) : Denzel Washington

s O a
[ o a
J—— 0 -]

en [ [ = |
.............. o Cortfy [T a

Figure 36 The Incomplete Applicant Review and Certify Card

The Applicant will click Next.
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Certified Summary of Service - SF-2801 (CSRS/CSRS Offset) & Denzel Washington

In Applicant Review

Applicant Review

Identifying information

Figure 37 The Summary Prior to the Applicant

o If all information is documented correctly, the applicant will click approve

Certified Summary of Service - SF-2801 (CSRS/CSRS Offset) 2 Denzsl Washington

Figure 38 The Applicant Approves the Certification

e Check the acknowledge box and enter the Signature Pin
e Then click Certify

Figure 39 The Applicant Certifies, Signs electronically by entering a PIN

e C(Click OK to Submit

Please note that, the HR Specialist will automatically receive the notification email advising applicant
certified
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Figure 40 Processing the Applicant’s Certification

e Click the Applicant Dashboard in the top lefthand corner
e C(Click Next

Certified Summary of Service - SF-2801 (CSRS/CSRS Offset) & Denzel Washingten

Ready fo

. — — - e e E =
C= =R
Figure 41 The Application is Approved and Certified

Note that, the status for the CSOS states ready for PR review in the top righthand corner.

Certified Summary of Service - SF-2801 (CSRS/CSRS Offset) & Denzel Washington
w— L =
—— P o
e O =
P Qe o
e s cet ) P y— (-]

Figure 42 The Applicant Completed the Application Workflow
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My Dashboard

Figure 43 Ora Updates the Application to keep the Applicant Informed

HR Checklist

The Retirement Application and the status for the CSOS are ready for PR Review and the HR Checklist is
In HR Review

HR Dashboard

Figure 44 The HR Dashboard Updated to the Most Recent Status
e C(Click the name of the desired applicant.
e Scroll to the HR Checklist and click the link with the applicant’s name.

Figure 45 The Clickable Link for the Applicant
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e Click the link labeled Applicant.

HR Checklist - SF-2801 (CSRS/CSRS Offset)

sontican
Document Uplaads Q) s
Checkis 0

Figure 46 Incomplete HR Checklist Cards

e Enter the Retirement Information by answering the questions.

HR Checklist - SF-2801 (CSRS/CSRS Offset)

Retirement Information

MwlOM DA MMM emeGewsl Pk

& OPM

2 Denzel Washington

& Denzel Washington

Figure 47 Applicant Overview -Retirement Information

HR Checklist - SF-2801 (CSRS/CSRS Offset)

Fm Retirement Information
o

2 Denzel Washington

Figure 48 Applicant Overview Contd.
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Required Document(s) Upload

Upload the required document(s) by clicking Add Document. The HR Specialist must review and all
document uploads. (Note: The Agency Annuity/Benefits Estimate is missing, this is just one example of a
required document)

HR Checklist - SF-2801 (CSRS/CSRS Offset) : Denzel Washington

Document Uploads
o

Bocuments required for this application

..........

Figure 49 Required Document Upload

a. The HR Specialist will land on the Document Uploads page.
b. The Documents required for this application card is not editable. Note the user will need
to upload any required documents. (see fig. 50)

Documents required for this application

o Not Uploaded

age as an Annuitant or Compensationer o Uploaded

Figure 50 Document Not Uploaded - Alert-Grayed Out

c. The HR Specialist will upload any additional documents formatted to a PDF file.

d. If there are no additional document uploads, the HR Specialist will check the box “l do
not have any additional documents to add”. Please note the Warning, which states,
“This section will remain in progress until this button is checked.”

Page 23 of 31
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Documents Submitted

imAll Uploaded Documents=

‘Add Document
Document Type Comments Uploaded By Upload Status Created On Modified on ¥
Sanaa Lathan Uploaded 10/3/20: 10/7/20242:06 PM
Sanaa Lathan Uploaded 10/3/201 107772 M
do not have any additional documents to add.
Warning:Jfhis section will remain in progress until this button is checked
EXTy

Figure 51 Warning to Check the No Additional Document Checkbox

e. Then click Save and Next to proceed.

Checklist

Please note this is image only a small portion of the Checklist as a quick reference. Some
information will pre-populate.

HR Checklist - SF-2801 (CSRS/CSRS Offset) g Sanaa Lathan

In HR Review

Employing Office Checklist
© sooicant

® Do

Checkiist

Use the following checklist o review the SF 2801, Appiication for immedio

Figure 52 Navigation Panel Progress Displays Progress

a. The HR Specialist will answer the remaining questions on the HR Checklist by clicking

Yes, No, Not Applicable, or Sent to OWCP. (the entire page is editable)
The HR Specialist will receive an error message and cannot proceed unless all questions

are answered. (clicking the blue link(s) listed in the error message will direct the HR
Specialist to the unanswered question)

@ The form could not be submitted for the following reasons:

Checklist: Counseled, SF 1515 is a required field.
Checklist: Agency Estimate:

ached is a required field
Checklist: Former Spouse Docs Attached is a required field

Figure 53 Resolving the Errors to Progress

¢. When all questions are correctly answered click Save and Next to proceed.

Checklist

all relevant documents are provided and appropriate act

@ oo a

Figure 54 Notification the HR Checklist is Complete

Page 24 of 31

PM



d. The HR Specialist will land on the Certification page to complete the final step for the
submission of the Online Retirement Application (ORA) process.

Certification Steps:

e To certify the HR Checklist, check the boxes, complete the form, then click Certify and Submit to

Payroll

e The HR Specialist will answer the required questions on the Certification page.

a. The Specialist will check the “I certify that the above accurately reflects...” and the “I
acknowledge that certifying the application without...” check boxes. (see fig.55)
Certification

Offenses Barring Annuity Payments: Public Law 87-299 prohibits payments of annuity to persons who have committed specified offensesinvolving the national security of the United States. Emplaying agencies are responsible for
submitting all pertinent information to the Office of Personnel Management, Retirement Services, in any case when this law possibly applies.

I certify that the above accurately reflects verified information in official records and that the applicant has sufficient service to be entitled to an annuity. | further certify that all required dacumentation in support of this application is attached, accurate.
and complete

Iacknowledge that centifying the application without all required documentation will result in delays or failure of processing the retirement application package submitted to OPM
Figure 55 The Certification Checkboxes

b. Next enter your Signature PIN, if you have forgotten the PIN click the Forgot Your PIN
link to reset.

Signature PIN|  Forgot Your PIN?

Figure 56 Electronically Signing Using the Selected PIN

The employment information: address, telephone, etc., for the HR Specialist must be
entered in the required fields.

If all the required information is not entered the HR Specialist will not be able to proceed
and will receive an error message.

@ The form could not be submitted for the following reasons:

Cetification of application is mandatory.

Figure 57 User Error Message Received for Missing Information

e. Click the Certify and Submit to Payroll button.

Person to Contact for Further Information

(o) I

Figure 58 The Certification and Submission

Page 25 of 31



0

f. The HR Specialist will receive the email notification indicating the retirement application
package is complete.

Dear Sanaa,

The HR Checklist for your retirement application package has been completed by an HR
representative. Your retirement application package is now under Payroll review.

You can continue to access this retirement application package and its status on the ORA
Portal.

Thank You,

Customer Service

ODPM o

Online Retirement Application

Follow us on Linkedin | YouTube

Figure 59 The Applicant Receives the Email Notification

g. After clicking the Certify and Submit to Payroll button the HR Specialist will note all
sections of the HR Checklist are complete. The HR Specialist can now click the Applicant
Overview or HR Dashboard button.

HR Checklist - SF-2801 (CSRS/CSRS Offset) & Sanaa Lathan

Ready for Payroll Review

ation package for submission to OPM.
ia your dashbaard up until it s submitted to OPM,

Next steps

Figure 60 The HR Checklist Cards are Complete

Please note that, the Next Steps button is not a clickable option for the HR Specialist
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Applicant Overview after Certification

Click Applicant Overview to check the Status and application progress.

Retirement Application

Name Status Modified On Created On W

Sanaa Lathan - Retirement Application - SF-2801 (CSRS/CSRS Offset) Ready for Payrol| Review 10/3/20246:38 PM 10/2/2024.4:04 PM El

Certified Summary of Service

Name status Modified On Created on

Sanaa Lathan - Certified Summary of Service - SF-2801 (CSRS/CSRS Offset) Ready for Payrol| Review 10/7/2024 2:06 PM 10/2/2024 4:04 PM El
HR Checklist

Name Status Modified On Created On

Sanaa Lathan - Checklist - SF-2801 (CSRS/CSRS Offset), Ready for Payrol| Review 10/8/2024 11:45 AM 10/7/2024 2:06 PM El

Figure 61 The Applicant Overview and Application Status Updates
o C(Click Next

We are now back on the Retirement Application page and note the Review and Certify card is checked as
complete.

Retirement Application - SF-1801 [CSRS(CSRS Offset) £ Denssl Washingion

[}

0 o

pom—— 0 a
[ (-}

U Py -]
et 0 o
PP — 0 j=]
s e coses 0 =
A — 0 o
P — [ y— (-]
f—— o =

Figure 62 The Review and Certification is Complete
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HR Dashboard View after Certification

From the HR Checklist page click HR Dashboard to view the Dashboard image below

HR Dashboard

©New Applicant Profile
Certified
Summary of Last
LastActivity PreApplication  Retirement HR Checklist Payroll Checklist Projected Suceessful
Full Name Department Agency Date ¥ Status Application Status ~ Status Status Status Retirement Date Login HR Notes
Sanaa Lathan INDEPENDENT Office of Personnel ~ 10/8/2024 || Finalized Ready For Payroll Ready For || | Ready for Payroll | [Ready for Payrolll 1/30/2025
AGENCY / OTHER Management 10:46 AM Review Payroll Review Review
Review
Tom Hanks INDEPENDENT Office of Personnel  9/27/2024  Finalized Certified and InHR Review  Not Started 1/30/2025
AGENCY  OTHER Management 4:39PM Submitted for HR
Review
Cicley Tyson INDEPENDENT Officeof Personnel ~ 9/10/2024  Finalized Certified and InHR Review  Not Started 12/15/2024
AGENCY / OTHER Management 359 PM Submitted for HR
Review
Denzel Washington INDEPENDENT Office of Personnel  8/27/2024  Draft Not Started NotStarted  NotStarted
AGENCY / OTHER Management 12:12PM
Figure 63 The HR Dashboard Status Updates
Application Event Logs
Fori Assignee Version Event Status Comments | Remarks Event Date/ Time 4+
HR Pre-Application Sharnetta Hicks Finalized Applicant Retirement Package Created 10/2/2024 8:05 PM
Retirement Application SanaaLathan In Applicant Review 10/3/2024 1:16 PM
Retirement Application Sharnetta Hicks Certified and Submitted for HR Review Initial Submission to HR 10/3/2024 1:42 PM
Retirement Application Sharnetta Hicks Ready for Payroll Submission The documents have been reviewed and the applicationis ~ 10/3/2024 10:33 PM
now complete.
Certified Summary of Service Sanaa Lathan InApplicant Review 10/3/2024 10:56 PM
HR Checklist Sharnetta Hicks In HR Review 10/7/2024 6:06 PM
Certified Summary of Service Sharnetta Hicks Approved by Applicant 10/7/2024 6:06 PM

Figure 64 The Event Log is Updated
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Applicant Dashboard After Certification

The Applicant Dashboard will display the same status as the last view listed above (see image on pp. 21
and 29), until Payroll takes action to review and then submit to OPM. The time stamp will automatically
update.

My Dashboard

Figure 65 The Applicant is Updated Through Out the Application Process
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Quick Tips

Resolving Discrepancies
Modifying data on the Retirement Application

If there is a discrepancy, meaning if applicant modifies any data HR entered on the pre-application,
please note, the application can still be approved. The discrepancy will be resolved and updated.

Certified and Submitted for HR Review

HR Review
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Rejecting the Application

e Now the HR Specialist can Reject or Approve the application by clicking the desired option in the
bottom right.

e The Modal box appears, and the HR Specialist can enter any necessary comments.

e If the HR Specialist decides to Reject the application, then specialist must select the appropriate
reason from the Rejection Category dropdown menu and enter the Rejected Reason

e The HR Specialist also has the option to simply click approve and then select the OK button. (you
can also Cancel if this action is needed)
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Withdrawing and Re-opening an application
Once certified, the components of the package will be in a “ready for payroll review” status. Selecting
the caret on the right side of the component will open options to withdraw and re-open.

e The HR Specialist can re-open the application, Certified Summary of Service (CSOS) or the HR
checklist when the status shows as Ready for Payroll Review
o If the HR Specialist re-opens the retirement application, the applicant will need to re-
certify the application.
o If the HR specialist re-opens the CSOS, the applicant will need to re-certify the CSOS.
o If the HR specialist re-opens the HR checklist, only the HR specialist will need to recertify.
The applicant does not need to be involved in this process.
e The retirement application can be withdrawn at any time, keeping in mind the withdrawal

process is essentially starting over.

Retirement Application

Name Status Modified On Created On ¥

Washington - Retirement Application - SF-2801 [CSRS/CSRS Offcet Ready for Payroll Review 11/12/2024 3:00PM
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