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ENROLLMENT 

If an employee is hired or transferred into an ORP eligible position the following will occur:  

1. The employee will receive an email, as shown below, from the Benefits Office (Ruth Heath) notifying them of eligibility and 

further instructions. The ORP Information Acknowledgment Statement will be attached to the email for signature.  

Hello –  

You recently entered a position that allows you to participate in the Optional Retirement Program (ORP) offered by the Texas A&M University System.  This 

retirement program is an alternative to the Teacher’s Retirement System (TRS).  Eligible employees in full-time faculty or faculty-equivalent positions are given 

the opportunity to elect ORP in lieu of TRS.  Beginning June 01, 2018 you will have 90 days to decide whether to enroll into ORP or default into TRS. Your ORP 

election period will end on August 30 , 2018 and you will remain in TRS if you don't elect ORP before the deadline.  You will be given only one ORP election 

period during your career in Texas Public Higher Education.  

Please fill out the attached form and submit back to me as soon as possible. This form will be filed in your payroll file acknowledging you have been offered ORP 
regardless if you choose ORP or stay in TRS. If the form is not submitted back to me it will hold up the benefits process in Workday.  
 
If you would like to enroll in ORP before your deadline date, please follow the instructions below: 

- Sign, date and submit the attached form back to me 
- Complete a TRS-28 election form, available at https://www.trs.texas.gov/TRS%20Documents/form_28.pdf  

o Submit the notarized ORIGINAL form back to me at the address below.  The TRS 28 form cannot be accepted via email or fax as we must have 
the original. 

- Select the vendor of your choice and open an ORP account with that vendor. The vendor contact information is located here along with website 
information https://www.tamus.edu/business/benefits-administration/retirement-programs/orptda-approved-vendors/ 

o You can click on the vendors name and it will take you directly to their website to open an ORP account 
- Log into Workday via sso.tamus.edu 
- Click the Benefit Change – ORP task located in your Workday inbox 
- Waive TRS if you would like to enroll in ORP (Waive ORP if you would like to stay in TRS) 
- Select the ORP vendor of your choice and the percentage 6.65 
- Continue, review your changes and submit 

 

We highly recommend you complete this before your deadline date listed above.  For more information about TRS and ORP visit this website 

https://www.tamus.edu/business/benefits-administration/retirement-programs/trs-and-orp-mandatory-programs/ 

https://www.trs.texas.gov/TRS%20Documents/form_28.pdf
https://www.tamus.edu/business/benefits-administration/retirement-programs/orptda-approved-vendors/
https://www.tamus.edu/business/benefits-administration/retirement-programs/trs-and-orp-mandatory-programs/
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2. Workday Passive Event will run overnight and the employee will receive the below task in their inbox called  

 “Benefit Change – ORP: Employee name on xx/xx/xxxx” 

Instructions at the top of the task are very similar to the instructions in the email.  

 

NOTE: They SHOULD NOT waive both TRS and ORP. They will need to elect one or the other.  

 

 

 



ORP Enrollment or Vendor Change - Employee tasks 

 

Page 3 of 8 
Revised 6/21/18 

 

The screen shot below is an example of an employee who elected ORP. Please notice that TRS is waived and ORP is elected. 
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3. Once the employee selects the option of their choice and hits continue they will receive a 2nd step as shown below. They will 

review their elections before clicking the “I agree” box and submit button at the bottom. (No attachment is needed) 
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4. Once submitted, the screen shot below will appear notifying the employee they have successfully submitted the enrollment.  

They may print the summary for their own records if they wish. If not, they will select done.  
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5. The Benefits Partner (Ruth Heath) will get a task to confirm the TRS 28 form regardless of whether the employee enrolls in ORP 

or waives ORP.  

a. If they elect ORP, the Benefits Partner cannot submit the task until the original notarized TRS 28 form has been received. 

The form cannot be accepted via email or fax as TRS requires the original.  

b. ORP deductions will not begin until this task is submitted.  
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VENDOR CHANGE 

1. Select the vendor of your choice and open a TAMU ORP account with that vendor. Vendor contact 
information: https://www.tamus.edu/business/benefits-administration/retirement-programs/orptda-approved-vendors/  

2. Log into Workday 

• Click on your Benefits worklet  

and choose Benefits   

 

 

• The benefit Event Type selection will be “ORP Vendor Change”  
• Enter today’s date as the Event Date and click submit. (The change will 

begin the first of the month following the event date.) 

 

• Click on Open the change Benefits section or go 
to your workday inbox and click on the “Benefit 
Change – ORP” task 

 

 

• Select the vendor of your choice and the percentage 6.65 
• Continue, review your changes and then click on the “I agree” box and submit. (No form, attachment or print out is required.) 

https://www.tamus.edu/business/benefits-administration/retirement-programs/orptda-approved-vendors/

