
Service 
Purchases



Optional Service Purchases

Qualifying Periods, Tier 1 only

• 0 months: 1-1-72 to 12-31-83

• 6 months: 1-1-84 to 11-30-10

• 0 months: after 1-1-11 (Tier 2 began)

Short Periods – no temporary or contractual time allowed.

Previously Refunded Service – AFTER 24 months of subsequent state service.



Optional Service Purchases

• Previously Refunded Service

• Military Time

• Maximum of 48 months of active duty 
(can be purchased in one-month increments)

• Service for Leaves of Absence

• Must be after 1982 and less than one year

• Sick & vacation days (at retirement only)



Service Purchases

The Service Purchase Estimate Request module allows you to submit Service 
Purchase requests on your employees’ behalf. This module can be accessed 
through the Employer Dashboard.



Service Purchases
Estimate Request List

As an employer, you will be able to see the Service Purchase Estimate Requests 
made by your employees. The Service Purchase Estimate Request List is 
separated by three tabs: New, Pending and Completed.



Service Purchases
New Estimate Request

You can search for employees by 
entering the first name, middle 
name, last name, SSN, last four 
digits of SSN, Member ID, or a 
combination of any of the criteria 
and clicking on the Search button.

The Employee Search will return 
the number of total records found 
and a list of employees that meet 
the search criteria.



Service Purchases
New Estimate Request

Once a new request is created, you or the employee cannot create another estimate 
request until the review has been completed by SERS staff. If you are trying to add a 
request when an employee already has an active request, you will get the error 
“Member already has an active Service Purchase Estimate Request.”



Service Purchases
Estimate Request Detail
Click on “Add Optional Service” button to 
continue the request. You can update the 
Planned Retirement Date or add the optional 
additional comments if you would like.

You can click on the Add Optional Service 
button to the add optional services you 
would like to estimate for your employee.

The Save button will allow you to save the 
request without submitting it. The Submit 
Request button will be enabled when at least 
one Optional Service request has been 
added. Both you and your employee can 
access, edit, submit, and revise the request.



Service Purchases
Add Optional Service
• Start Date: The Start Date is required 

and must be a date in the past.

• End Date: The End Date is required, 
must be past date and greater than 
Start Date.

• Click on Add Government Public 
Service Internship Program button 
to add GPSI to the request.

No duplicate GPSI service with the same 
start and end dates can be added.



Service Purchases
Add Optional Service

• Start Date: The Start Date is required 
and must be past date.

• End Date: The End Date is required, 
must be past date and greater than 
Start Date.

• Click on Add Legislative Staff 
Internship Program button to add to 
the request. No duplicate

ILSIP with the same Start Date and End 
Date can be added.



Service Purchases
Add Optional Service

• You will be instructed on how to submit 
the DD-214 supportive document to SERS.

• Start Date: The Start Date is required and 
must be past date.

• End Date: The End Date is required, must 
be past date and greater than Start Date.

• Click on Add Military Service button to 
add to the request. No duplicate Military 
Service with the same Start Date and End 
Date can be added.



Service Purchases
Add Optional Service

• No data entry is required for 
Qualifying Period. The SRS staff will be 
able to find all the Qualifying Period 
the employee is eligible for, if any.

• Click on Add Qualifying Period button 
to add to the request. Only one 
Qualifying period can be added for 
each request.



Service Purchases
Add Optional Service

• No data entry is required for Short 
Period. The SERS staff will be able to 
find all Short Periods the employee is 
eligible to purchase, if any.

• Click on the Add Short Period button 
to the request. Only one Short Period 
can be added for each request.



Service Purchases
Repayment of Refund
• Start Date: The Start Date is required and 

must be past date.

• End Date: The End Date is required, must 
be past date and greater than Start Date.

• Agency: The Agency will be populated 
with employee’s current and previous 
place of employment and is required.

• Click on Add Repayment of Refund 
button to add to the request. No 
duplicate Repayment of Refund with the 
same Start Date, End Date and Agency 
can be added.



Service Purchases
Edit and Delete

You can update the Optional 
Service by clicking on the Edit 
button, or you can delete from 
the request by clicking on the 
Delete button. The Edit button 
will not be available for 
Qualifying and Short Periods 
since there are nothing to edit 
for either type.



Service Purchases
Submit and Revise

Once you click on the Submit 
Request button, you will see an 
information message indicating 
“Request has been submitted! This 
request can still be revised until it’s 
under review process”. You or your 
employee can still edit the request 
up until SERS staff has accepted and 
begun the review process.



Service Purchases
Request Review In-Process

Once SERS has begun the review process, the status will be updated to 
“Review In-Process”. The request at this time will be locked and no 
more changes will be accepted.



Service Purchases
Request Completed

When the request has been fully reviewed by the SRS staff, you will see the status 
updated to “Completed”. If the employee has eligible service to buy, they will 
receive an offer letter. If the employee has no eligible service to buy, they will 
receive a denial letter. Once the request has been completed, you or your employee 
can submit new estimate requests.
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