
Making your Payment Election on 
Retirement Manager 

 

To complete your ORP enrollment, you must submit your signed and notarized TRS-28 form, and 
make your payment elections in UT Retirement Manager prior to your enrollment deadline.  For 
instructions on how to complete your payment elections in UT Retirement Manager, please refer 
to the following. 

 

Step 1: Click the “I want to Change Contributions” button (see below - boxed in red). 

 



Step 2: Click the “Please select a Plan…” button and a drop-down menu will appear (see below). 
Select “Optional Retirement Program.” 

 

 

Step 3: An acknowledgment questionnaire should appear. Please answer the questions 
accordingly. Please know these questions are specific to the Texas Optional Retirement 
Program (ORP). These questions are not regarding any voluntary retirement plans (e.g. DCPs, 
TSAs). If you have any questions, please reach out to our office, Benefits & Leave Management 
(email below). 

 

 

 



Step 4: Once you submit the questionnaire, you will be asked for which paycheck you would like 
your ORP contributions to begin. Select the next available paycheck date. 

Please note that Payroll confirms these contributions on the 14th of every month. For example, if 
you would like to enroll into the ORP for your 4/1/23 paycheck, you will need to make this 
contribution change on Retirement Manager by 3/14/23. 

Otherwise, if you wait until 3/15/23 or after, your next available paycheck will be 5/1/23. 

 

 

 

 

 
 

Step 5 is on the next page. 
  



Step 5: Please select your provider(s). You may allocate your contributions however you wish, as 
long as the total percentage equals 100%. 

For example, if you select Fidelity as your sole provider, you will enter 100% in both the 
Employee and Employer sections. If you select two providers, you will enter 50% for each 
provider in both sections. 

To reiterate, you may allocate your contributions however you wish, but, if you select more than 
one provider, you will need to work with each provider separately when it comes time to either 
select investments, withdraw or rollover your accounts. 

Please click “Next” to finalize your financial provider(s) selection. 

 

 

 

 



Step 6: Once you have made your provider selection(s), the following screen will show your 
confirmation of changes. Please input your email address to receive your confirmation and click 
the “Submit” button. 

In this example, we selected only one provider. Your selected provider’s name will appear in the 
blank box. 

 

 

 

If you have any questions, please contact Benefits & Leave Management at: hrs-
lm@austin.utexas.edu. 

For more information on our both our mandatory and voluntary retirement programs, please see 
our website’s page on Retirement Programs. 

mailto:hrs-lm@austin.utexas.edu
mailto:hrs-lm@austin.utexas.edu
https://hr.utexas.edu/current/retirement

