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Member Self-Service 
1. Registration and Login 

The Login screen is the starting point for active members to access the Member Self-Service (MSS) 
website. Before logging in for the first time, you must register for an MSS account.  

1.1. Registering for Member Self-Service 

To register for an MSS account, follow the steps below and enter all required information on each 
screen.  

Note: If you input incorrect information five consecutive times, your registration will be locked. If your 
account is locked, you will need to contact Tennessee Consolidated Retirement System (TCRS) to 
unlock it. 

Step 1 --  Navigate to the Login screen of the MSS website and click . 
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Step 2 --  Enter your Social Security Number and Birth Date.  

 

Step 3 --  Click . 
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Step 4 --  Enter the Zip Code of your current address on file. 

Note: Refunded members registering for self-service are prompted to enter their refunded 
net pay for Retiree Self-Service rather than their Zip Code. 

 

Step 5 --  Click . 
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Step 6 --  Enter a New User ID, New Password, and Confirm Password, following the guidelines 
displayed on the screen. 

 

Step 7 --  Select a Secret Question from the drop down menu. 
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Step 8 --  Enter your answer in the Answer to the secret question field. 

 

Step 9 --  Enter your Email address. 

Note: The check box defaults to indicate Email is the preferred method of contact. You may 
deselect the check box if desired. 
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Step 10 --  Click . 

 

Step 11 --  A message displays on the Confirmation screen indicating the registration is complete. 

Click .  

Note: If you input an email address during registration, MSS automatically sends you an 
email with the new account information. 
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Step 12 --  The Home screen displays. 
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1.2. Logging In to Member Self-Service 

After registering for an MSS account, you can use your user ID and password to log in to the MSS 
website 24 hours a day, seven days a week to access account information. The following steps 
describe how to log in to the MSS website. 

Note: If you attempt to log in five consecutive times with the incorrect user ID, password, or secret 
question the account will be locked. If your account is locked, you will need to re-register to unlock it. 

Step 1 --  Navigate to the Login screen of the MSS website. Enter your User ID and Password. 
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Step 2 --  Click . 

 

Step 3 --  Answer the security question. 

Note: The security questions display randomly and can be one of the following: Last four 
digits of SSN, Date of Birth (MMDD), Year of Birth (YYYY), or ZIP Code on file. 
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Step 4 --  Click . 

 

Step 5 --  The Home screen displays. 
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1.3. Recovering a Forgotten User ID or Password 

If you forget your user ID or password, you may create a new one by clicking on the 
Login screen. Follow the steps below to reset your MSS login credentials. 

Note: All required information must be entered on each screen to successfully reset a forgotten user ID 
or password. 

Step 1 --  Navigate to the Login screen of the MSS website. Click . 

 

Step 2 --  Enter your Social Security Number and Birth Date. 

 



TCRS Concord Project | Member Self-Service User Guide 15 

 

Step 3 --  Click . 

 

Step 4 --  Enter the ZIP Code that is on file with TCRS. 
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Step 5 --  Click . 

 

Step 6 --  Enter the Secret Answer to the Secret Question. 
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Step 7 --  Click . 

 

Step 8 --  The current user ID displays in the New User ID field. Enter a New Password and retype it 
in the Confirm Password field. 
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Step 9 --  Click . 

 

Step 10 --  A message displays on the Confirmation screen, indicating the update is complete. 

Click .  

Note: If you input an email address during registration, MSS automatically sends you an 
email with the new account information. 
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Step 11 --  The Home screen displays. 
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1.4. Changing a User ID or Password 

A user can change his / her ID and password from the Home screen. Users must enter all required 
information on each screen to successfully change a user ID and / or password. 

Step 1 --  Follow the steps from Section 1.2, Logging In to Member Self-Service. 

Step 2 --  Click on the Home screen. 

 

Step 3 --  The Change User ID and / or Password screen displays. 
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Step 4 --  Select the check box(es) for the item(s) you wish to change. You may select multiple items. 

 

Step 5 --  Enter the required information. The required information is determined by the selection(s) 
from the previous screen. 

 If User ID check box is selected, enter a New User ID 

 If Password check box is selected, enter the Old Password, New Password, and 
Confirm New Password 

 If Secret Question check box is selected, select a question from the Secret Question 
drop down menu and enter the Answer to the secret question 
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Step 6 --  Click . 
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Step 7 --  A message displays on the Confirmation screen, indicating the change is complete. Click

. 
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2. Home Screen 

After logging in to the MSS website, the Home screen displays. You can navigate to each section of the 
MSS website using either of the following options: 

1. Using the drop down menus at the top of the Home screen  

2. Using the links located on the lower portion of the Home screen 
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3. View and Maintain Contact Information 

The Contact Information screen displays the contact information that is on record with TCRS, such as 
address, phone number, or email address. 

3.1. Navigating to the Contact Information Screen 

The following steps describe how to navigate to the Contact Information screen. You will first log in to 
the MSS website and follow the steps in the sections that follow. 

Step 1 --  Navigate to the Contact Information screen by clicking either  or the 
following menu options from the Home screen: 

Account > Contact Information 

 

  



TCRS Concord Project | Member Self-Service User Guide 27 

 

Step 2 --  The Contact Information screen displays. 

 

3.2. Changing Address Information 

The following steps describe how to change address information. You must input the required 
information on each screen to successfully change address contact information. 

Step 1 --  Follow the steps from Section 3.1, Navigating to the Contact Information Screen. 
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Step 2 --  Click . 
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Step 3 --  The Edit Address screen displays. Enter your new address in the Mailing Address 
Information section. 
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Step 4 --  Click . 
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Step 5 --  The Confirmation screen displays. Click  to view the pending change. 

 

Step 6 --  The View Address Changes screen displays. The pending change displays in the Pending 
Address Changes section. 
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3.3. Adding an Alternate Address 

An alternate address is a secondary mailing address that you can use temporarily or for recurring 
periods of time. For example, if you live at a different residence for several months, an alternate 
address should be on record with TCRS. The following steps describe how to add an alternate address. 
You must input the required information on each screen to successfully add alternate address 
information. 

Step 1 --  Follow the steps from Section 3.1, Navigating to the Contact Information Screen. 

Step 2 --  Click . 
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Step 3 --  Select the Click here to add an alternate mailing address check box. 
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Step 4 --  Enter the alternate address information into the Alternate Mailing Address Information section 
of the screen. Select the date range the Alternate Mailing Address is effective. 

. 
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Step 5 --  Click . 
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Step 6 --  A message displays on the Confirmation screen, indicating the alternate address change is 

complete. Click  to view the pending address change. 
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3.4. Changing an Alternate Address 

The following steps describe how to change an existing alternate address. You must input the required 
information on each screen to successfully change alternate address information. 

Step 1 --  Follow the steps from Section 3.1, Navigating to the Contact Information Screen. 

Step 2 --  Click . 
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Step 3 --  The Edit Address screen displays. Enter the updated information in the Alternate Mailing 
Address Information section that requires a change. Select the date range the Alternate 
Mailing Address is effective. 
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Step 4 --  Click . 
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Step 5 --  A message displays on the Confirmation screen, indicating the alternate address change is 

complete. Click  to view the pending alternate address change. 

 

3.5. Changing Phone Number / Email Address Information 

The following steps describe how to change phone number or email address contact information. You 
must input the required information on each screen to successfully change phone number or email 
address information. 

Note: TCRS will only use phone number contact information if other methods have been unsuccessful. 

Step 1 --  Follow the steps from Section 3.1, Navigating to the Contact Information Screen. 
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Step 2 --  Click . 
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Step 3 --  The Edit Phone / Email screen displays. Update any information that requires a change. 
Enter an Effective Date for each change made. 

Note: The Effective Date will automatically default to the current date. If Email is chosen as 
the preferred method of contact, all correspondence will be sent via email. 
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Step 4 --  Click . 
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Step 5 --  The Confirmation screen displays with the changed information listed in the Change 

Summary section. Click . 
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3.6. Viewing Pending Address Changes 

Changes that are pending in the system are listed on the View Address Changes screen. Address 
updates can only be made to address changes that are in a pending status. These pending address 
changes will have effective dates listed in the future. The following steps describe how to navigate to 
this screen. 

Step 1 --  Follow the steps from Section 3.1, Navigating to the Contact Information Screen. 

Step 2 --  Click . 
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Step 3 --  The View Address Changes screen displays. The benefit account information, pending 

address changes, and address change history are listed on this screen. Click  to view the 
pending address change details.  
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Step 4 --  The details of the pending address change display on the Edit Address screen. 
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Step 5 --  If necessary, you can make changes on this screen. Click  after appropriate 

changes are made. Click  if no changes are required. 

Note: After clicking either option, you will be redirected to the Contact Information screen. 
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3.7. Viewing Address Change History 

The history of changes made to an active member’s mailing address is displayed under the Address 
Change History section on the View Address Changes screen. The following steps describe how to 
navigate to this screen. 

Step 1 --  Follow the steps from Section 3.1 Navigating to the Contact Information Screen. 

Step 2 --  Click . 
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Step 3 --  The View Address Changes screen displays. Click  to view the details of an address 
change listed.  
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Step 4 --  The Edit Address screen displays with the details of the address change. 
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Step 5 --  If necessary, you can make changes on this screen for the selected address change. Click 

 after appropriate changes are made. Click  if no changes are 
required. 

Note: After clicking either option, the active member is taken back to the Contact 
Information screen. 
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3.8. Viewing Previous Contact Information Changes 

Previous contact information changes are listed on the View Phone / Email Changes screen. The 
following steps describe how to navigate to this screen. 

Step 1 --  Follow the steps from Section 3.1, Navigating to the Contact Information Screen. 

Step 2 --  Click . 
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Step 3 --  The View Phone / Email Changes screen displays. The history of contact information 
changes is listed under the Contact Information Change History section of the screen. 

 

4. Account Summary 

The Account Summary screen allows you to view information regarding membership and enrollment, 
contributions and interest, and service available for purchase. The Return to Work Information section 
displays for those members who have returned to work after receiving a benefit from TCRS. 
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4.1. Navigating to the Account Summary Screen 

Step 1 --  Navigate to the Account Summary screen by clicking either  or the following 
menu options from the Home screen: 

Account > Account Summary 
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Step 2 --  The Account Summary screen displays. 
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The Plan Selection section displays the retirement system(s) in which you have an account. 
Note: If you have refunded service, it will display as a second row in this section. 

 

The Membership Information section displays the your member ID, social security number, 
name, birth date, and current retirement system. 

 

The Retirement Plan Summary Information section displays the current retirement plan 
information. This includes the breakdown of contributions and interest for each plan in which 
you contributed. 

 

The Beneficiary Information section displays the current beneficiary elections on record with 
TCRS. 
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The Service Summary Information section displays the service credit through the previous 
month. 

 

The Service Purchase Information section displays the types of service available for 
purchase. This only displays service for which you have provided documentation of to TCRS.  

 

The Return to Work Information section displays, if applicable. 

 

4.2. Printing Account Summary Information 

The following steps describe how to print the information displayed on the Account Summary screen. 
You will first log in to the MSS website to follow the steps in the sections that follow. 

Step 1 --  Follow the steps from Section 4.1, Navigating to the Account Summary Screen. 
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Step 2 --  Click . 

 

Step 3 --  The Account Summary print preview pop-up window displays. 
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Step 4 --  Click  to print the screen or  to cancel the print request. 
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5. Account History  

The Account History screen allows you to view details regarding service and contributions by 
retirement plan. From this screen you can access a historical summary of service, salaries, and 
contributions by fiscal year. 

The following steps describe how to navigate to the Account History screen. You will first log in to the 
MSS website to follow the steps in the sections that follow. 

Step 1 --  Navigate to the Account History screen by clicking either  or the following 
menu options from the Home screen: 

Account > Account History 
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Step 2 --  The Account History screen displays. 
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The Plan Selection section displays the retirement system(s) in which you have an account. 
Note: If you have refunded service, it will display as a second row in this section 

 

The Membership Information section displays your member ID, social security number, 
name, birth date, and current retirement system. 

 

Step 3 --  The Account History Information section displays a fiscal year breakdown of the service, 
salary, and contributions reported to TCRS by the employer. To view the monthly breakdown 

of a fiscal year, click .  
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Step 4 --  The monthly breakdown of the selected fiscal year displays. 

 

6. Annual Statement 

The Annual Statement screen allows you to view and print annual statements. The annual statement 
provides you with a snapshot of the retirement account as of the end of the previous fiscal year. The 
annual statement will generate as a PDF document. Only annual statements generated after 2014 will 
display in MSS.  

The following steps describe how to navigate to the Annual Statement screen. You will first log in to 
the MSS website to follow the steps in the sections that follow. 
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Step 1 --  Navigate to the Annual Statement screen by clicking either  or the following 
menu options from the Home screen: 

Account > Annual Statement 
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Step 2 --  The Annual Statement screen displays. 

 

Step 3 --  To view an annual statement click  next to the appropriate fiscal year. 
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Step 4 --  The PDF document displays. The Annual Statement document is broken down into the 
following sections: Service History and Salary Detail, Employment History, Your highest 
average salary over 60 consecutive months, Your Earned Benefit, Your Project Benefit, 
Beneficiary Information, and Account Balance Information. 

 

7. Account Balance Letter 

The Account Balance Letter screen allows you to request a letter containing information about your 
account, including total service, contribution, and interest. This type of letter may be requested by a 
third party, such as a bank, to provide documentation of the amount invested in a retirement plan.  

Note: The requested letter can be sent by email or mail to you or to a third party. 

The following steps describe how to navigate to the Account Balance Letter screen. You will first log 
in to the MSS website to follow the steps in the sections that follow. 
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Step 1 --  Navigate to the Account Balance Letter screen by clicking either  or the 
following menu options from the Home screen: 

Account > Account Balance Letter 
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Step 2 --  The Account Balance Letter screen displays. 

 

Step 3 --  Select the Mail or Email radio button for the desired delivery method of the letter. 
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Step 4 --  Confirm the mailing or email address that displays on the screen. This is the address where 
the letter will be sent.  

Note: The information on record is prepopulated into the fields on the screen. The mailing 
address and email can be updated if necessary.  

A. If the Mail radio button is selected, the following fields will display. 

 

B. If the Email radio button is selected, the following fields will display. 
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Step 5 --  Click .  

 

Step 6 --  The Confirmation screen displays. Click  to return to the Home screen. 

Note: The letter will be sent within one business day to the confirmed mailing or email 
address. 
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8. Member Correspondence 

The Member Correspondence screen allows you to view a list of work items being processed by 
TCRS, the assigned status of each work item, and recent documents TCRS has on file.  

The following steps describe how to navigate to the Member Correspondence screen. You will first log 
in to the MSS website to follow the steps in the sections that follow. 

Step 1 --  Navigate to the Member Correspondence screen by clicking either  or 
the following menu options from the Home screen: 

Account > Member Correspondence 
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Step 2 --  The Member Correspondence screen displays. 

 

The Membership Information section displays your member ID, social security number, 
name, birth date, and current retirement system. 
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The Current Account Activity section displays a list of items currently being worked by TCRS. 

 

The Recent Correspondence section displays any documents that TCRS has received within 
the last 30 days. 

 

9. View / Change Beneficiary  

The View / Change Beneficiary screen allows you to view, add, edit, or delete beneficiaries. If you 
have not selected a beneficiary, the designation will default to Estate. 

9.1. Navigating to the View / Change Beneficiary Screen 

The following steps describe how to navigate to the View/Change Beneficiary screen. You will first log 
in to the MSS website to follow the steps in the sections that follow. 
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Step 1 --  Navigate to the View / Change Beneficiary screen by clicking either  or 
the following menu options from the Home screen: 

Account > View / Change Beneficiary 
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Step 2 --  The View / Change Beneficiary screen displays. 

 

The Beneficiaries section displays a list of designated beneficiaries for your account. 

 

9.2. Adding a New Beneficiary 

The following steps describe how to add a new beneficiary. 

Step 1 --  Follow the steps from Section 9.1, Navigating to the View / Change Beneficiary Screen. 
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Step 2 --  Click . 

Note: When you add a new beneficiary, the distribution percentage automatically allocates 
evenly across each beneficiary adding up to a total allocation percentage of 100%. For 
example, a single beneficiary would have 100%, two beneficiaries would each have 50%. 
This is not editable and is calculated by the system. 

 

Step 3 --  Enter the new beneficiary information under the Add a New Beneficiary section. 
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Step 4 --  Click . 

 

Step 5 --  The View / Change Beneficiary screen displays with the added beneficiary information. 

Note: The SSN for a beneficiary is optional. When you have previously entered the SSN for a 
particular beneficiary, the last four digits will display. When you have not entered an SSN, 
three dashes will display. 
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9.3. Updating a Beneficiary 

The following steps describe how to update information for an existing beneficiary. 

Step 1 --  Follow the steps from Section 9.1, Navigating to the View / Change Beneficiary Screen. 

Step 2 --  Click  for the beneficiary requiring an update. 

 

Step 3 --  The View / Change Beneficiary screen displays. Update any necessary information for the 
selected beneficiary in the Update Beneficiary section. 
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Step 4 --  Click . 

 

Step 5 --  The View / Change Beneficiary screen displays with the updated beneficiary information. 
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9.4. Deleting a Beneficiary 

The following steps describe how to delete an existing beneficiary. 

Step 1 --  Follow the steps from Section 9.1 Navigating to the View / Change Beneficiary Screen. 

Step 2 --  Click  for the beneficiary that requires deletion. 

 

Step 3 --  The Delete Beneficiary section displays, confirming whether the beneficiary should be 

deleted or not. Click . 
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Step 4 --  A message displays on the View / Change Beneficiary screen confirming the deletion. Click

. 

 

Step 5 --  The View / Change Beneficiary screen displays, showing the beneficiary update as 
complete. 

 

10. Benefit Estimate Request 

The Benefit Estimate screen allows you to create a retirement benefit estimate based on real-time 
demographic, service, and salary data at any given date and / or age. 

Note: If there are errors with the data, or if corrections need to be made to your account, a link will 
display to submit to the appropriate department of TCRS to process the Benefit Estimate Request. See 
Section 10.3, Requesting a Benefit Estimate Review for more information about this process. 
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10.1. Navigating to the Benefit Estimate Screen 

The following steps describe how to navigate to the Benefit Estimate screen. You will first log in to the 
MSS website to follow the steps in the sections that follow. 

Step 1 --  Navigate to the Benefit Estimate screen by clicking either  or the following 
menu options from the Home screen: 

Services > Benefit Estimate 
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Step 2 --  The Benefit Estimate screen displays. 
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10.2. Requesting a Benefit Estimate 

The Benefit Estimate screen allows you to calculate monthly retirement benefits using real data that 
has been reported to TCRS. Benefits can be calculated for the first eligible retirement date, first 
unreduced benefit, or a specific retirement date. The option to use current average salary, current 
salary, or project raises is also included in the estimate. The benefit estimate can be calculated 
assuming service purchases as well. The following steps describe how to request a benefit estimate. 

Step 1 --  Follow the steps from Section 10.1, Navigating to the Benefit Estimate Screen. 

Step 2 --  Verify the Membership Information section. 

 

Step 3 --  Verify the beneficiary information listed in the Beneficiary Information section. If the 
information is incorrect or requires an update, any of the fields in this section can be changed 
for the purpose of the estimate. 

Note: The system will automatically display the beneficiaries on file. You can also add 
multiple beneficiaries to project your benefit estimate. If your estate is selected, no other 
beneficiaries can be added. 

 

Step 4 --  Review the leave balances TCRS has on record. You may update this section if you would 
like to assume a different amount of leave. 
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Step 5 --  Select whether to include service purchases in the estimate. 

 

A. If the No radio button is selected, continue to Step 6 below. 

B. If the Yes radio button is selected, additional fields will display. Indicate if the purchase is 
for a recontribution of refund and enter the start date for that period of service. 

 

  



TCRS Concord Project | Member Self-Service User Guide 87 

 

Step 6 --  Click  to calculate the estimated retirement date, or click  to 
start over. 
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Step 7 --  After clicking , the additional Retirement Date Information and Salary 
Information sections display. 
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Step 8 --  Select the retirement criteria for the projected retirement date. The first eligible retirement 
date and first unreduced retirement date will automatically be populated. You may enter a 
different date in the Project to other retirement date field. 

Note: If already eligible for retirement, the first eligible retirement date will not display. 

Note: If an alternative date is entered instead of using one of the pre-populated dates, the 
retirement date must be the first of the month. Any termination date can be used, as long as 
it is prior to the retirement date. 

 

Step 9 --  Complete the Salary Information section. Enter the Estimated age 62 Social Security 
monthly benefit amount, if desired, and current Monthly Salary. Select the salary projection 
method desired. If you select the option to assume an increase, select the month and amount 
of the increase. 

 

  



TCRS Concord Project | Member Self-Service User Guide 90 

 

Step 10 --  Click  to update the Average Final Compensation. 

Note: Select to use the Average Final Compensation calculated by the system or select the  
Override radio button and enter the amount desired. 
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Step 11 --  Click  to calculate the estimate or  to start over. 
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Step 12 --  The Calculation Results section displays at the bottom of the Benefit Estimate screen. 
This section provides a breakdown of all information used to calculate a monthly retirement 
payment, including the amount of service at the time of retirement, the final compensation, 
the factors used to calculate the retirement benefits, any reductions (if necessary), and the 
formula used to calculate the basic retirement benefit. The following is an example of a 
Calculation Results section. 

Note: If retiring from more than one system or plan, the results will be separated by each 
system or plan.  
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10.3. Requesting a Benefit Estimate Review 

You can submit a request for TCRS staff to review the benefit estimate. When you generate your own 
estimate, the system will verify the estimate. If Concord identifies a possible issue, it will display the 
estimate along with a warning message, allowing you to submit a request for a TCRS professional to 
review your account and provide an estimate. The following steps describe how to submit this request. 

Step 1 --  Follow the steps from Section 10.2, Requesting a Benefit Estimate. 

Step 2 --  Click . 

 

Step 3 --  Select the preferred method of contact from the drop down menu. 

 

Step 4 --  Enter the required contact information. 

A. If Email is selected from the drop down menu, the following fields display. 
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B. If Address is selected from the drop down menu, the following fields display. 

 

Step 5 --  Click . 
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Step 6 --  A message displays confirming the request was submitted successfully. Click . 

 

11. Online Service Purchase Request 

The Online Service Purchase Request screen allows you to request a service purchase request. 
Service purchase requests may only be applied for if you are eligible. The type of service purchase 
request will determine the specific fields that display on each screen during the process. 

The following is a list of the most common categories for service purchases: 

 Re-contribution of Refund: Your retirement contributions from previous employment can be 

regained by re-paying any withdrawn contributions plus interest. Once re-paid, the retirement 

service credit will be added to the active membership. 

 Military: You are entitled to receive retirement service credit for active military duty. The 

following is a list of the types of Military related service purchase(s). 

o Interrupted Military: You are entitled to receive retirement service credit if they left TCRS 

for active military duty and then later become re-employed by TCRS within 6 months of 

an honorable discharge. 

o Armed Conflict: An active or retired member who served during any period of an armed 

conflict is eligible for a retirement service purchase without charge. The following is the 

armed conflict periods: 

W.W.I 04/07/17 to 11/11/18 

W.W.II 12/07/41 to 12/31/46 

Korean Conflict    06/27/50 to 01/31/55 

Vietnam Era 02/28/61 to 05/07/75 

o Peacetime Military: You are entitled to receive military retirement service credit at no 
cost if you performed peacetime military duty (non-armed conflict) any time during 
October 15, 1940 through to May 7, 1975. Concord reflects this service credit as Persian 
Gulf rather than Interrupted Military. 

 You are entitled to receive Peacetime Military service credit if your military duty 
interrupted your employment any time after August 2, 1990. You must meet the 
conditions for Interrupted Military service. 

 Back Payments: The Process Service Purchase module allows for different types of Back 
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Payments to be used for service credits. If you are entitled to receive retirement service but your 
employer did not report the service to TCRS, then you can obtain service credit by paying the 
contributions for that period as a Back Payment. The following is a list of the types of Back 
Payments: 

o Delinquent 

 You may purchase service that you were entitled to that was not reported to 
TCRS. You may obtain service by paying the employee contributions on the 
period of Delinquent service. 

o Probationary  

 You may purchase service for time served in a probationary position that 
occurred with a participating agency. 

o Temporary  

 You may purchase service for time served in a temporary position that occurred 
with a participating agency. 

o Out-of-State 

 You may purchase out-of-state service that has been credited in a state or 
locally-administered defined benefit retirement plan. You must show that you 
have received a refund or are not eligible for a retirement benefit from the period 
of out of state service. You must also submit a copy of the job description for 
your out of state public service. 

o Educational Leave 

 You may purchase service credit for approved educational leave. 

o Internal Transfer of Service (between employer groups) 

 Members participating in TCRS may pay the cost to convert eligible service from 
one group to another. 

 ORP Transfer: An Optional Retirement Plan (ORP) transfer allows staff to transfer member’s 
service credit and contributions from one retirement system into another. Service and 
contributions from the external retirement system (ORP) will be transferred to TCRS and 
Concord. 

11.1. Navigating to the Online Service Purchase Request Screen 

The following steps describe how to navigate to the Online Service Purchase Request screen. You 
will first log in to the MSS website to follow the steps in the sections that follow. 
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Step 1 --  Navigate to the Online Service Purchase Request screen by clicking either  

 or the following menu options from the Home screen: 

Services > Service Purchase Request 

 

11.2. Requesting an Online Service Purchase Request 

The following steps describe how to request an online service purchase request. 

Step 1 --  Follow the steps from Section 11.1, Navigating to the Online Service Purchase Request 
Screen. 
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Step 2 --  The Online Service Purchase Request screen displays. Select the Service Purchase 
Type from the drop down menu. 

Note: The types of service purchase requests include: Military, Educational Leave, Prior 
Service, Recontribution of Refunds, ORP Transfer, and Part of Prior Service. You can submit 
multiple service purchase requests to TCRS if the purchase period dates do not overlap.  
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Note: The following are the possible options for Service Purchase Type: 

 

Step 3 --  Conditional fields display, corresponding to the Service Purchase Type selected from the 
drop down menu previously. Enter all required information in the conditional fields. 
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Step 4 --  Click . 

 

Step 5 --  A message displays on the screen confirming the online request was submitted successfully. 
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12. Online Service Purchase Status and Payment History 

The Online Service Purchase Status and Payment History screen allows you to check the status of 
an online service purchase request and view the history of prior payments. 

12.1. Navigating to the Online Service Purchase Request Screen 

The following steps describe how to navigate to the Online Service Purchase Status and Payment 
History screen. You will first log in to the MSS website to follow the steps in the sections that follow. 

Step 1 --  Navigate to the Online Service Purchase Status and Payment History screen by clicking 

either  or the following menu options from the Home screen: 

Services > Online Service Purchase Status and Payment History 
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12.2. Viewing Online Service Purchase Status and Payment History 

The following steps describe how to view an online service purchase request status and history of prior 
payments. 

Step 1 --  Follow the steps from Section 12.1, Navigating to the Online Service Purchase Status and 
Payment History Screen. 

Step 2 --  The Online Service Purchase Status and Payment History screen displays. You can view 
information regarding the service purchase status and the payment history. 

 

13.  Online Service Purchase and IPS Payment 

You can make online payments either by setting up an Installment Purchase of Service (IPS) or making 
a Lump Sum Total Payment. 
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13.1. Making a Lump Sum Total Payment 

The following steps describe how to make a Lump Sum Total Payment. 

Step 1 --  Follow the steps from Section 13.1, Navigating to the Online Service Purchase Status and 
Payment History Screen. 

Step 2 --  The Online Service Purchase Status and Payment History screen displays. Click

. 
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Step 3 --  Select the Make a lump sum total payment radio button.  

 

Step 4 --  Enter information into the Payment Details section. 
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Step 5 --  Click . 
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Step 6 --  The Set Up Payment screen displays. Click . 

 

Step 7 --  A message displays on the screen confirming the request. Click . 

Note: An email notification is sent to you with the details of the request for the Lump Sum 
Total Payment. 
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13.2. Setting Up an IPS Contract 

The following steps describe how to set up an Installment Purchase of Service (IPS) Contract. 

Step 1 --  Follow the steps from Section 13.1, Navigating to the Online Service Purchase Status and 
Payment History Screen. 

Step 2 --  The Online Service Purchase Status and Payment History screen displays. Select the 

appropriate radio button and click . 
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Step 3 --  Select the Set Up IPS Contract radio button.  

 

Step 4 --  Select desired IPS contract option and enter payment details. 
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Step 5 --  Click . 
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Step 6 --  Click . 

 

Step 7 --  A message displays on the screen confirming the request. Click . 

Note: An email notification is sent to you with the details of the request for the IPS Contract. 

14. Maintain IPS Contract 

The Maintain IPS Contract screen allows you to make changes to your online IPS contract. Changes 
can include editing bank account details, making a supplemental payment, or submitting refund 
requests. 

14.1. Navigating to the Maintain IPS Contract Screen 

The following steps describe how to navigate to the Maintain IPS Contract screen. You will first log in 
to the MSS website to follow the steps in the sections that follow. 
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Step 1 --  Navigate to the Maintain IPS Contract screen by clicking either  or the 
following menu options from the Home screen: 

Services > Maintain IPS Contract 
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14.2. Editing IPS Bank Account Details 

The following steps describe how to edit the bank account details for an IPS. 

Step 1 --  Follow the steps from Section 14.1, Navigating to the Maintain IPS Contract Screen. 

Step 2 --  The Maintain IPS Contract screen displays. Click  next to the appropriate IPS 
contract. 

 

Step 3 --  Click  under the IPS Bank Account Details section. 
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Step 4 --  The Edit IPS Bank Account Details screen displays. Enter the appropriate bank account 
information, including the Routing Number, Account Type, and Bank Account Number. 

Note: After entering the Routing Number, click  to validate the bank routing number. 
The Bank Name field automatically populates with the correlating bank’s name. 

 

Step 5 --  Click . 
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Step 6 --  A message displays on the screen confirming the bank account details have been 

successfully updated. Click . 

 

14.3. Making an IPS Supplemental Payment 

The following steps describe how to make a supplemental payment for an IPS. 

Step 1 --  Follow the steps from Section 14.1, Navigating to the Maintain IPS Contract Screen. 

Step 2 --  The Maintain IPS Contract screen displays. Click  next to the appropriate IPS 
contract. 
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Step 3 --  Click  under the Make a Supplemental Payment section. 
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Step 4 --  The Make a Supplemental IPS Payment screen displays. Enter the appropriate information 
under the Bank Account Details section, including the Supplemental Payment Amount, 
Routing Number, Account Type, and Bank Account Number. 

Note: After entering the Routing Number, click  to validate the bank routing number. 
The Bank Name field automatically populates with the correlating bank’s name. 
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Step 5 --  Click . 

 

Step 6 --  Verify the information on the screen. Click . 
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Step 7 --  A message displays on the screen confirming the supplemental payment has been 

successfully requested. Click . 

 

14.4. Refunding IPS Payments 

The following steps describe how to refund IPS payments. 

Step 1 --  Follow the steps from Section 14.1, Navigating to the Maintain IPS Contract Screen. 

Step 2 --  The Maintain IPS Contract screen displays. Click  next to the appropriate IPS 
contract. 

Note: If an IPS contract is terminated and refunded, you will not be able to establish a new 
contract for three years. 
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Step 3 --  Click  under the IPS Contract Details section. 
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Step 4 --  Click . 

Note: The estimated processing time for the refund is 14 days after submission. 

 

Step 5 --  A message displays on the screen confirming the refund request has been successfully 

submitted. Click . 
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15. Seminars 

The Seminars screen allows you to register for upcoming retirement planning seminars. Seminars 
throughout the entire state will be listed on this screen and can be selected for registration. 

15.1. Navigating to the Seminars Screen 

The following steps describe how to navigate to the Seminars screen. You will first log in to the MSS 
website to follow the steps in the sections that follow. 

Step 1 --  Navigate to the Seminars screen by clicking either  or the following menu options 
from the Home screen: 

Services > Seminars 
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Step 2 --  The Seminars screen displays. 

 

The Membership Information section displays your member ID, social security number, 
name, birth date, and current retirement system. 
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The Seminars section displays a list of seminars that fall within the selected date search 
criteria. The date, name, time, and location of each seminar are displayed. 

 

15.2. Registering for a Seminar 

You can search for seminars using either a specified period of time or a specific date range. The 
following steps describe how to register for an upcoming seminar. 

Step 1 --  Search for an upcoming seminar using the Upcoming Dates drop down menu or enter dates 
into the Date Range fields. 

Note: If no additional seats are available,  will display in place of the number 

of available seats. If a seminar is full, the  will not be available. 

Note: Clicking on the address link of a seminar listed will navigate you to a map of the 
location of the seminar. 
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Step 2 --  Click . 

 

Step 3 --  Select the seminar by clicking . 
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Step 4 --  The Registration screen displays. 
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Step 5 --  Enter the information under the Contact Information section. 
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Step 6 --  Click . 

Note: Click  at any time to cancel the registration process for the seminar. 
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Step 7 --  A message displays on the screen indicating the seminar registration is complete. Click 

. 

 

Step 8 --  The Seminars screen displays with the information for the registered seminar. 
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15.3. Canceling Registration for a Seminar 

The following steps describe how to cancel a registration for an upcoming seminar. 

Step 1 --  Follow the steps from Section 15.1 Navigating to the Seminars Screen. 

Step 2 --  Click . 
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Step 3 --  A pop-up window displays, asking to verify if the registration should be canceled. Click

. 

 

16. Online Retirement Application 

The Online Retirement Application screen allows you to complete an application for retirement 
through the MSS website.  

16.1. Navigating to the Online Retirement Application 

The following steps describe how to navigate to the Online Retirement Application screen. You will 
first log in to the MSS website to follow the steps in the sections that follow. 
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Step 1 --  Navigate to the Online Retirement Application screen by clicking either  

 or the following menu options from the Home screen: 

Services > Online Retirement Application 
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Step 2 --  The Online Retirement Application screen displays. There are four tabs to the online 
application: Confirm Information, Retirement Information, EFT & Tax Information, and 
Confirmation. 

Note: As the information on each tab is completed, you will be taken to the next tab to 
complete the required fields. The tab being worked on will be highlighted blue. As each tab is 
complete, it will change from blue to green.  
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16.2. Submitting an Online Retirement Application 

The following steps describe how to complete and submit an Online Retirement Application. 

Step 1 --  Follow the steps from Section 16.1, Navigating to the Online Retirement Application Screen. 

Step 2 --  The Online Retirement Application displays. Select the Yes or No radio button, indicating 
whether or not it is a Disability Retirement. 
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A. If the No radio button is selected, continue to Step 3 below. 

B. If the Yes radio button is selected, an additional question will display. Select the 
appropriate radio button to indicate the type of Disability Retirement. 

 

Step 3 --  Confirm all information in the Membership Information, Beneficiary Information, Mailing 
Address Information, and Contact Information sections on the Confirm Information tab. 

Click . 

Note: All contact information must be accurate. To update contact information, navigate to 
the Contact Information or Beneficiary screen in MSS to make these updates. You will 
have to start your retirement application again after changes have been made. If changes are 
necessary, these updates should be made on the applicable screens prior to proceeding with 
the application for retirement.  
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Step 4 --  The Retirement Information tab displays. Enter the Retirement Date and select a 

Retirement Option. Click . 

Note: The date entered in the Retirement Date field cannot be greater than 150 days from 
the current date.  

 

  



TCRS Concord Project | Member Self-Service User Guide 137 

 

Step 5 --  The EFT & Tax Information tab displays. Enter the EFT and tax withholding information. 

Click . 
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Step 6 --  The Confirmation tab displays. Verify the entered information and select the check boxes for 
each TCRS acknowledgement statement. 
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Step 7 --  Click . 

 

Step 8 --  The Status screen displays, showing the status of the application. 

Note: A confirmation email is sent to the email address on record. Any documents that must 
be submitted to TCRS will be listed on the Status screen, along with the submission address 
to mail, email, or fax. 

 



TCRS Concord Project | Member Self-Service User Guide 140 

 

16.3. Canceling an Online Retirement Application 

The following steps describe how to cancel an Online Retirement Application that was previously 
submitted but not yet approved. 

Step 1 --  Follow the steps from Section 16.1, Navigating to the Online Retirement Application Screen. 

Step 2 --  The Online Retirement Application screen displays with the status of the application. Click 

 to cancel the application. 

 

Step 3 --  Click . 
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Step 4 --  Click . 

 

16.4. Checking the Status of an Online Retirement Application 

The following steps describe how check the status of an Online Retirement Application that was 
previously submitted. 

Step 1 --  Follow the steps from Section 16.1 Navigating to the Online Retirement Application Screen. 

Step 2 --  The Online Retirement Application screen displays with the status of the application. 

 

17. Request Refund 

The Request Refund screen allows you to request a refund though the MSS website. Active members 
who have contributed to the retirement system and are not actively reported by a participating employer 
may refund their contributions and accumulated interest upon termination of employment. When 
accessing this transaction, the system performs a check to determine whether or not you are eligible for 
a monthly benefit.  
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17.1. Navigating to the Request Refund Screen 

The following steps describe how to navigate to the Request Refund screen. You will first log in to the 
MSS website to follow the steps in the sections that follow. 

Step 1 --  Navigate to the Request Refund screen by clicking either  or the following 
menu options from the Home screen: 

Services > Request Refund 
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17.2. Requesting A Refund 

The following steps describe how to request a refund. 

Step 1 --  Follow the steps from Section 17.1 Navigating to the Request Refund Screen. 

Step 2 --  If you have contributions eligible for refund, the  button displays. Click 

. 
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Note: If you are eligible for a monthly benefit,  displays at the bottom of 

the screen. Click  to navigate to the screen to calculate a benefit estimate. 

 

Step 3 --  Enter the Termination Date in the Member Certification section. 

Note: If the Termination Date has already been reported to TCRS, this date is pre-populated.  
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Step 4 --  Select the radio button for the refund option desired. 

 

Step 5 --  Enter the required information for the refund option selected under the Payment Information 
section. 

A. If the first radio button is selected to have the entire refund issued directly to you, the 

Payment Information section will display. Select the radio button for the desired Payment 

Type. 

 

If the EFT radio button is selected, complete the required fields below. 
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If the Paper Check radio button is selected, complete the fields below. 

 

B. If the second radio button is selected to have the refund transferred directly to the an IRA 

or retirement plan, the Rollover Information section will display. Complete the required 

fields below. 
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Step 6 --  Select the acknowledgment check box. 

 

Step 7 --  Click . 

 

  



TCRS Concord Project | Member Self-Service User Guide 148 

 

Step 8 --  The Status screen displays with a confirmation message of the application submission. The 
status will show as In Progress. 

 

17.3. No Eligible Refund Available 

The following steps describe how you are notified if no refund is available. 

Step 1 --  Follow the steps from Section 17.1, Navigating to the Request Refund Screen. 

Step 2 --  A message displays on the Request Refund screen advising you that you are not eligible to 
receive a lifetime monthly benefit from TCRS. 
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17.4. Current Refund Request in Progress 

The following steps describe how to view a refund request in progress. 

Step 1 --  Follow the steps from Section 17.1, Navigating to the Request Refund Screen. 

Step 2 --  Click . 
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Step 3 --  The Online Refund Application screen displays indicating the current status of the refund 
request. 

Note: The status may be either In Progress, Pending, Approved, or Canceled.  

 

17.5. Canceling a Refund Request 

The following steps describe how to cancel a refund request in process. 

Step 1 --  Follow the steps from Section 17.1, Navigating to the Request Refund Screen. 

Step 2 --  Click . 
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Step 3 --  The Status screen displays. Click  to cancel the refund application. 

 

Step 4 --  The Refund Cancellation Request screen displays. Click . 

 

Step 5 --  The Online Refund Cancellation screen displays, confirming the request has been 

submitted. Click . 

 


