
ONLINE RETIREMENT APPLICATION

Step-by-Step Member Self Service Instructions



• In order to complete an online 

retirement application, member 

must first create/log in to their My 

TCRS account.

• After logging in, the member will 

access the Online Retirement 

Application under the “Services” 

tab or by clicking the “Online 

Retirement Application” link on 

the home page.
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Online Retirement Application



• On the first page of the application, the member must confirm/update their membership 
information, beneficiary information, mailing address, and contact information.

• If a member will be choosing a survivorship option, they must have a person named as 
their beneficiary.

• All beneficiary information must be complete.

Note: If the member clicks the link to update their beneficiary, mailing address, or contact information, 
they will leave the retirement application and will need to restart upon returning. 
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Beneficiary and Contact Information



• The member will be given the option to add, update, or delete beneficiary 
information.
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Beneficiary and Contact Information
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Beneficiary and Contact Information

After confirming that all this 

information is complete, click 

the Next button at the bottom 

right of the page to navigate to 

the Retirement Information tab.



• If you need to make any changes to the Beneficiary and Contact information, 

hit the here link under the desired section to be changed and make changes to 

the desired fields.  After you have made the changes, the Confirmation screen 

will appear and you will need to hit OK to confirm the changes.
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Beneficiary and Contact Information
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Beneficiary and Contact Information

• After you hit OK, it will display the View Phone/Email Changes screen.  If you 

do not wish to make any changes, you will need to click the Services Tab, Click 

Online Retirement application to return back to the application process.
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Retirement Information Tab

On the Retirement information tab 

the member must enter a retirement 

date and select their retirement 

payment option.

• The retirement date cannot be 

more that 150 days in the past or 

more than 150 days in the 

future.

• Only one payment option can be 

selected.

• A member who is over age 62 

cannot select the Social Security 

Leveling option.
If a member chooses Social 

Security Leveling, they must 

send a benefit estimate to 

TCRS from Social Security 

Administration that has been 

done within one year of the 

date of retirement.



After entering a date of retirement and selecting a payment option, click Next to continue to the EFT and 

Tax Information tab.
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Retirement Information Tab

Reminder: If a member 

chooses a survivorship 

option, they must have 

a designated (person) 

beneficiary on file.



• Member will choose an account type (savings or checking) then enter their 

routing number and click “Validate Bank Routing #.” If the correct routing 

number has been entered, their bank name will display (see below). The member 

may also add additional accounts by clicking the Add secondary account link.
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EFT and Tax Information 



EFT and Tax Information 

• Next, the member will select 

their tax withholding option 

and enter the necessary 

information for the option 

they choose.

• After entering the account 

and tax withholding 

information, click the Next 

button to proceed to the 

confirmation tab.
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• The confirmation tab will show a summary of all the information that has been entered 
into the application. The member should verify that this information is correct. If 
everything is correct, they must check the boxes beside the acknowledgements and then 
click the Submit button to submit their online retirement application to TCRS.

Confirmation Tab



• After the application has been submitted, the member will be given the option to print a copy of their 

retirement application. This will be the only opportunity for the member to print a copy of their application 

for their records. The member will not be able to access the application after they click continue. 
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Confirmation Tab

• After clicking Continue, the member will be shown the status of their application. A member can view the status 

of their application at any point by choosing the Online Retirement Application option in the Services menu or 

by clicking the Online Retirement Application link on the home page.

• The member will also be provided with an address and email address to send any additional documents that will 

be needed to process the application to TCRS.
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Status of Application Page



Contact Information

For any questions or concerns please contact Retire Ready TN at 1-800-922-7772 

To better assist you it is voice automated, first selection is TCRS, then Agent and you 
will be directed to a Service Counselor.

Or

Email: TCRS.CustomerSupport@tn.gov
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