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Notice of Intent to Retire 
Procedure to Complete NOI eForm 
Access the Notice of Intent to Retire page in a web browser by logging into myHR with your university credentials. 
 

1. On the myHR: Employee Self Service home page, click the Notice of Intent to Retire tile. 
 

2. The Benefits Self Service landing 
page appears.  
 

a. Read the Employee 
Instructions. 
 

b. Click the Add a NOI 
eForm link in the 
lefthand menu. 
 

  

https://myhr.umsystem.edu/
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3. The Notice of Intent to Retire screen appears. 
 

a. The Employee Instructions from the previous screen are 
displayed again here for your convenience. 
 

b. In the Retirement Eligibility section, read the 
acknowledgement. If you meet the requirements, click the 
toggle button to add a checkmark.  
 
If you do not meet the requirements, you will not be able to 
proceed with the form.  Contact your campus HR generalist 
for more information. 

The Personal Information section appears if you added a checkmark 
in step 3B to acknowledge the Retirement Eligibility statement.   

c. A Home Telephone is required.  
 

d. In the field that asks, “Do you want your applicable insurance 
and pension election forms sent to your work or post 
retirement email address?” expand the field and select 
either Post Retirement or Work. 
 

e. The Post Retirement Email Address is important to ensure 
continued communication from the University after you 
retire.  This email address should be the email address you 
plan to use in retirement.  Keep in mind, retirees do not 
retain their university email address except under a few 
exceptions.  More information is available in the Email Management Policy. 
 

f. Expand the Opt-in to share your contact information with your retiree association field and select Yes or No. 
 

  

http://umurl.us/cbr
https://www.umsystem.edu/ums/is/electronic-mail-use-and-management-procedures
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g. Enter your expected Retirement Date or click the calendar 
icon to select the expected retirement date.  
 

h. The Spouse Name and Spouse Birth Date fields are auto 
populated if you have a spouse. If your spousal information is 
incorrect, please contact your HR Generalist. 
 

i. The Reason code is automatically assigned based on the 
Retirement Date entered. 
 

j. The Age field will display your retirement age based on the 
Retirement Date entered. 

NOTE: If the  information you provide in the Personal Information 
section changes during retirement, you may visit myHR to 
update. 

k. The Home Address After Retirement section is auto 
populated. If you need to change the address, click the link in 
the paragraph above the address for instructions. 
 

l. The Required Questions section asks two questions. The 
default answer for each is unchecked, indicating No. If you 
add a checkmark to the first question, a Dates of prior service 
field appears, and you must enter the appropriate dates. 
 

m. Read the Retirement Acknowledgement section. To submit 
your intent to retire, you must click the Acknowledgement 
toggle to display a checkmark. 
 

  

http://umurl.us.cbr/
https://myhr.umsystem.edu/
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n. If you are married and have any of the required documents in 
digital format, you can submit them in the File Attachments 
section.  
 
(You do not have to upload your attachments here. As noted in 
the Employee Instructions section, you can submit hard copies 
to your Retirement Generalist if preferred.) 
 
Select the type of document in the Description field, then click 
the Upload button and follow the onscreen instructions.  
 
Once uploaded, the File Name field will display the file name.   
 
You can click the Delete button if you need to remove an attachment.  
 
Click the Add button if you have more files to attach.  
 

o. Comments are optional. 
 

p. When you are finished completing the form, click the Submit button at the bottom of the page.  
 
(If you are not finished, you can click the Save button and return to finish later by clicking the Update an NOI eForm link in the menu.)   
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4. Upon submitting, the Results page appears, confirming that your eForm has been successfully submitted. The next step in the process is performed 
by the person whose name appears after “The eForm has been routed to the next approval step.” 
 
The Transaction / Signature Log section displays information about each completed step in the process.  

 
5. Your HR Generalist will contact you to schedule a time to review your submission.  If you have any additional questions, you can contact your HR 

Generalist directly. 
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