
TRS Online Sick Leave Certification Process 
 

 
Sick Leave Credit: Do Not Pursue Sick Leave Credit 
Step 8 in the retirement application process asks the member to indicate whether or not he or she would like to pursue 
sick leave credit. If the member does not wish to pursue sick leave credit, he or she will click on the “I do not wish to 
pursue any sick leave credit…” button and click Next to continue. 
 
Retirement Application Step 8
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TRS Online Sick Leave Certification Process 
 

Sick Leave Credit: Do Not Pursue Sick Leave Credit continued 
Step 9 in the retirement application process provides the member with the opportunity to review the information 
entered. You can see it restates that the member does not wish to pursue sick leave credit. 
 
Retirement Application Step 9 

 
 
The following disclaimer will be presented online before the member signs and submits the online application.
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TRS Online Sick Leave Certification Process 
 

Sick Leave Credit: I Want to Pursue Sick Leave Credit 
Step 8 in the retirement application process asks the member to indicate whether or not he or she would like to pursue 
sick leave credit. If a member clicks the “I want to pursue sick leave credit…” button, then all employers in the TRS 
database will automatically be checked. If the member does not want a certain employer (s) contacted, he or she will 
have to click on the box next to that employer to uncheck it. Only checked boxes will be contacted by TRS for sick leave 
credit verification. Once the member’s choices have been made, he or she clicks Next to continue. 
 
Retirement Application Step 8 
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TRS Online Sick Leave Certification Process 
 

 
Sick Leave Credit: I Want to Pursue Sick Leave Credit continued 
Step 9 in the retirement application process provides the member with the opportunity to review the information 
entered. You can see it displays the employer from which the member wishes to pursue sick leave credit. After 
reviewing the screen, the member clicks Next to continue. 
 
Retirement Application Step 9 
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TRS Online Sick Leave Certification Process 
 

Sick Leave Credit: I Want to Pursue Sick Leave Credit continued 
The following disclaimer will be presented online before the member signs and submits the online application. It will 
also list any employers from which the member declined to pursue sick leave credit. 
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TRS Online Sick Leave Certification Process 
 

Employer Inbox: Sick Leave Certification 
Once a member has submitted his or her retirement application, you will receive a notice in your Employer Desktop 
Inbox. Click Edit next to the employee’s name to open the form. 

 
 
 
  

Jane Doe 
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TRS Online Sick Leave Certification Process 
 

Employer Inbox: Sick Leave Certification continued 
There are three choices available: 

1. Employee DOES NOT HAVE uncompensated sick leave available. 

2. Employee DOES HAVE sick leave available for compensation AND/OR has a period of no sick leave records. 

3. Sick Leave form has already been submitted. 

 

Employee DOES NOT HAVE uncompensated sick leave available. 
If the member does not have uncompensated sick leave available, click on the first button as shown below. Click Next to 
continue. 
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TRS Online Sick Leave Certification Process 
 

Employer Inbox: Sick Leave Certification continued 
The next screen asks you to confirm your choice. Enter your job title and then click Submit to TRS. 

 
Employee DOES NOT HAVE uncompensated sick leave available. 

 
 
 
 
 
 
 
 
 
 
 

Jane Doe 
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TRS Online Sick Leave Certification Process 
 

Employer Inbox: Sick Leave Certification continued 
There are three choices available: 

1. Employee DOES NOT HAVE uncompensated sick leave available. 
2. Employee DOES HAVE sick leave available for compensation AND/OR has a period of no sick leave records. 
3. Sick Leave form has already been submitted. 

 
If Employee DOES HAVE sick leave available for compensation AND/OR has a period of no sick leave records, click on 
the last button as shown below and complete the applicable fields below. Click Next to continue. 

 
 
 

Click here for 
descriptions of 
what is and is 
not considered 
eligible sick 
leave. 

Enter number of sick days and dates from drop-down calendar. 

If your system awards sick leave days at a higher rate, you must click this button and 
include an explanation in the comments section below. 

Enter dates where sick leave records don’t exist. 

If member 
has sick leave 
days that 
were 
transferred 
from another 
school, enter 
them here 
and type in 
employer’s 
name. 

Days in which an employee was paid for sick leave should be entered here. 

Use this area to explain sick leave accrual rate, missing sick 
leave records, transferred sick leave, and lump sum 
payments. 

Jane Doe 
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TRS Online Sick Leave Certification Process 
 

Employer Inbox: Sick Leave Certification continued 
The next screen asks you to confirm the information. Please enter your job title and then click Submit to TRS. 

 
Employee DOES HAVE sick leave available for compensation AND/OR has a period of no sick leave records. 

 

 

Jane Doe 

JENNY SMITH 
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TRS Online Sick Leave Certification Process 
 

Employer Inbox: Sick Leave Certification continued 
This is what the Sick Leave Certification form will look like in the TRS database. 

 
 

Jane Doe 

JENNY SMITH 
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TRS Online Sick Leave Certification Process 
 

Employer Inbox: Sick Leave Certification continued 
Once the form is completed, you will see the screen below. 

 Completed forms will remain in your Inbox for 30 days from the date of completion. You may edit at any 
time during this period. Once it disappears from your Inbox, if you have additional edits, you will have to 
complete a paper form and submit to TRS. 

 Forms still listed as Not Started, will remain in your Inbox for 90 days from the date of the employees’ 
last day of work. If you do not complete the form within 90 days, you will have to complete a paper form 
and submit to TRS. 
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TRS Online Sick Leave Certification Process 
 

 
Employer Inbox: Sick Leave Certification continued 
There are three choices available: 

1. Employee DOES NOT HAVE uncompensated sick leave available. 

2. Employee DOES HAVE sick leave available for compensation AND/OR has a period of no sick leave records. 

3. Sick Leave form has already been submitted. 

 

Sick Leave form has already been submitted. 
If you have already submitted a sick leave form to TRS, click on the last button as shown below. Click Next to continue. 

 
 
  

Jane Doe 
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TRS Online Sick Leave Certification Process 
 

 
Employer Inbox: Sick Leave Certification continued 
The next screen asks you to confirm your choice. Please enter your job title and then click Submit to TRS. 

 
Sick Leave form has already been submitted. 

 

 

JENNY SMITH 
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