ORACLE CLOUD

HOW TO SUBMIT NOTICE OF SEPARATION FOR RETIREMENT

Step 1:
Open Oracle Cloud by Navigating to the iNet right menu tabs or your desktop icon and double-clicking the icon.
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Step 2: You will be taken to the Log-In page. Enter your Username and Password.
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Step 3: This should take you to your main page. If it doesn’t click the ﬂ icon on the top right menu. Next: Select
“Employment Info” from the left menu on your home page.
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Step 4: From the Employment Info page, select the drop down for “Actions”
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Step 6: This takes you to the “When and Why” screen. Enter the “resignation date”.
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Step 7: Click the drop-down arrow next to “What is the way to submit the resignation” and select “Retirement”.
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Step 8: Click the drop-down arrow next to “Why are you Resigning?” and select the applicable option.

e Retirement Deferred — Vested Employee but not yet 62. Defers pension until age 62.

e Retirement Disability — Vested Employee who has become totally & permanently disabled.

e Retirement Early (GE) — Vested Employee who is at least 55 but not yet 62. Reduced rate benefit.
e Retirement Line of Duty — Applies to sworn Fire & Police

e Retirement Longevity — Vested Employee who has reached the age of 62.
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Step 9: Click Continue.
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Step 10: Optional. You may enter Comments or Attach documents such as a Letter of Resignation.
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Step 11: Click Submit.
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