On-Line Retirement Application for Employees
Prerequisites
To use this tool you must:
Be a Canadian non-operating or management employee in active service;
Be eligible for retirement within the next year;
Ensure all vacation taken is accurately reflected in SAP;
Have access to an email account;
Have Adobe version 7.1 or higher
Be connected to the internet using a higher speed than dial-up

On-Line Retirement Application
The on-line retirement application can be used to: estimate your last day to work, select your retirement gift (if applicable)
and to submit your retirement application electronically. To access the application, connect to ePortal. See the ePortal job
aid for additional information.
1 Click on Employee Self Service.
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2 Click on Retirement and
Termination.
3 Click on Retirement Application
Processes.
4 Click on the Access Online
Retirement Application button
(that will appear once step 3 is
done).

The retirement application
process has 4 steps.
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Overview

The first step is the overview. During this step you will be asked to review the Retirement Application Process Guide, reminded
that all vacation taken must be accurately reflected in SAP, and asked to verify your address and email information.

Hint

If you click on the Home Address link, a new window will open. Once you have verified your address or edited
and saved the changes, press the
button located at the top right corner to close this window.

Click on Next, to continue.

Edit
During the edit step, you will select a retirement date, generate your last day to work, select your supervisor and select a
retirement gift (if applicable).

1 Select a retirement date and
then click on Next.
2 Click on Modify retirement date
to try a different date.
1
3 When you are ready, click on
Apply for retirement.
4 Select your supervisor

Hint

You can find your
supervisor by
typing the first
letters of their last
name and then
selecting from the
pull down menu.

Hint

5 Answer the Worker
Compensation salary
benefits question
6 Choose your retirement gift

Hint

This section will
only appear if you
have at least 20
years of service
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All vacation accrued
until retirement is
included in annual
vacation.
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The following will only appear once you click on „Apply for retirement‟
4
John Smith

5
6

7 Click Next to continue.
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Hint

You can go back to a
previous step at any time
by clicking on Previous

Hint

To exit from this
application at any
time, click on Exit.

Review and Save

During the Review and Save step, you will review a summary of all your information and electronically submit your
official application for retirement. You cannot modify information during this step. To make any changes, click on
Previous. When you are satisfied with your application, click on Submit and then click on Yes to confirm. Your application
will be sent electronically to your supervisor for approval.

Confirmation
During the final step, you will receive confirmation that your application has been submitted. A copy of all the
information in your application along with confirmation that it was submitted will also be sent to you via email.

How does the Retirement Process work?

Employee
• Selects retirement date
• Selects retirement gift
• Submits form to supervisor

Supervisor
• Adds information to form
• Approves/Rejects

Payroll
• Verifies vacation and last day to
work information
• Approves/Rejects

System determines last day to work

Employee notified of approval/rejection
via email

Employee and Supervisor notified of
decision via email

Employee receives confirmation email

Payroll notified via email if approved

Notification sent to Mercer (pension
provider)

Notification sent to Top Marketing to
order gift
Staff action triggered and copy of
retirement application sent to personal
employee file

If Approved

Supervisor notified via email

Risk Management notified if employee
is getting worker‟s compensation
benefits

Frequently Asked Questions
1. How can I see the status of my retirement application?
Log into ePortal. Click on the My Tasks tab (located on the
second row of the main menu). Click on the Requests tab
and your application will be listed. The retirement
application will appear in your list with a description.
Submitted for Approval/Confirmation indicates that it is
pending either your supervisor‟s approval or payroll‟s
approval. Emails will be sent notifying you of all decisions.

8. My estimated quotas for my vacation are not correct.
Who do I contact?
You will need to contact Payroll at 1-800-363-6060,
Option #5 - Benefits and Pension Administration

2. How come my request doesn‟t show up under Requests
in My Tasks?
The system takes between 2 and 5 minutes before your
screen is updated after you have submitted your retirement
application form.

10. I am unable to select a retirement date of the
following month?
You must select a retirement date that is at least two
months away to allow adequate time to process your
request.

3. What should I do if I‟ve changed my mind about retiring
and I‟ve already submitted my retirement application?
Ask your supervisor to withdraw your application.

11. Why is my only option “Exit” when I click on the
Access Online Retirement Application button?
To use the on-line tool, you must be eligible for
retirement within the next 12 months and you must be
actively working. If either of these conditions are not
met, you will be not be able to use this tool,

4. When does Payroll process my request after my
supervisor has approved it?
Payroll processes your application, four months prior to
your retirement date. If your retirement date is less than
four months away, Payroll processes your request
immediately.
5. How do I apply for retirement if I am not actively
working?
You will need to complete the paper Retirement application
form and give it to your supervisor.
6. Why can‟t I find the On-Line Retirement Process on the
Human Resources Site?
The on-line tool is only found on the Employee Portal.
7. Who should I call if my ePortal password does not work?
Make sure you are using your LAN password to log into
ePortal. If you still cannot log in, the Help Desk can reset
your password. They can be reached at 514-399-4357
(option 1 for English, option 2 for passwords) or 1-866909-0557 (option 1 for English).

9. Why am I not prompted to select a retirement gift?
If you have less than 20 years of service, you are not
eligible for a retirement gift.

12. Why is having an email account mandatory?
This is how we communicate with you regarding the
status of your retirement application.
13. I am trying to complete my on-line retirement
application and am having some difficulties. Who do I
call?
You will need to contact Payroll at 1-800-363-6060,
option #6 - ePortal Matters

