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�
1.0	Introduction





In an effort to make the retirement decisions of DoD employees easier, the DoD Civilian Personnel Management Service developed PC Retire to provide a fast, accurate and easy way to determine retirement eligibility, calculate benefits and provide important information about the Civil Service Retirement System (CSRS).  By giving employees access to PC Retire, they can verify their retirement eligibility and estimate their annuity quickly and easily without need to contact the civilian personnel office.


  


Every effort has been made to make PC Retire an accurate and reliable tool, but it is not intended as a substitute for expertise in federal employee retirement benefits.  PC Retire is designed to provide basic, straightforward annuity benefit estimates for use by employees who have minimal computer skills and little or no retirement program knowledge.  As a result, this program does not cover all of the situations that may apply to an employee such as refunded or non-deducted service which can reduce the annuity unless payment or repayment of contributions are made.  If you are planning retirement, consult with your civilian personnel office retirement counselor as early as possible to verify your eligibility and check your estimated benefits.


2.0	System Requirements





The PC Retire program is designed to run on a personal computer with at least a 386 CPU and MS-DOS 3.0 operating system. Three (3) MB of free disk storage space is required to install PC Retire on your hard disk and a 3 1/2” disk drive is needed to be able to read the diskette containing the PC Retire program files.


3.0	Installation Instructions





You can run PC Retire directly from the diskette, which does not require any installation, or you can install and run PC Retire from your hard drive by following these directions:





PC Retire is distributed on a 31/2 diskette. The location of the 3 1/2” disk drive for your computer may be either the ‘A’ or ‘B’ drive. This document will assume that the ‘A’ drive is your 3 1/2” drive. If your 3 1/2” drive is the ‘B’ drive, substitute ‘B’ in these instructions when drive ‘A’ is used.





You may install PC Retire onto any hard drive, such as ‘C’, ‘D’, ‘E’, etc. For the purpose of this document, we will assume that your hard drive location is ‘C’.  If you install PC Retire on a hard drive other than ‘C’, substitute that drive location in these instructions when drive ‘C’ is used.





The following instructions will include commands to enter or perform a specific task. Those commands will be bolded to highlight them, such as cd pcretire for the command to change directory to pcretire.





The following instructions will also tell you to press certain keys. The key name will be capitalized and surrounded with the < > symbols. For example, “press <ENTER>“ means for you to press the Enter key and “press <F2>“ means for you to press the F2 Function Key located at the top of your keyboard.





You can install PC Retire onto a hard drive by following these instructions:





1.  At the DOS prompt C:\>, type mkdir pcretire and press <ENTER> to create a directory called pcretire in the root or main directory of your hard drive.





2.  Insert the PC Retire diskette into the appropriate floppy disk drive, A or B.   





3.  At the DOS prompt C:/>, type cd pcretire and press <ENTER> to open the pcretire directory.





4.  At the DOS prompt C:\PCRETIRE>, type copy a:*.* and press <ENTER> to copy the files from the PC Retire diskette to the pcretire directory..





This completes the installation of PC Retire onto your hard drive.


4.0  Starting PC Retire


4.1  Starting PC Retire From a Floppy Disk Drive





You can run PC Retire directly from the 3 1/2” diskette by following these instructions:





1.  Insert the PC Retire diskette into the appropriate floppy disk drive, A or B.





2.  At the DOS prompt C:\>, type a: and press <ENTER> to set your computer to the appropriate floppy disk drive.





3.  At the next DOS prompt A:\>, type pcretire and press <ENTER> to start the program.





�
4.2  Starting PC Retire from the Hard Disk Drive





1.  To run PC Retire from the hard disk drive, you must first be in the pcretire directory. At the DOS prompt C:\>, type cd pcretire and press <ENTER>. 





2.  At the next DOS prompt C:\PCRETIRE>, type pcretire and press <ENTER> to start the program.





Regardless of which method you use to run PC Retire, the rest of these instructions are the same.








4.3  Using PC Retire





PC Retire has a menu bar across the top of the screen. To move from one menu selection to another use the <LEFT> or <RIGHT> arrow keys. Pressing <ENTER> will display the drop down menu for the menu bar item selected. To select an item from the drop down menu, use the <UP> or <DOWN> arrow keys. Pressing <ENTER> will display the screen associated with the menu item selected. You will notice that if the drop down menu is displayed, pressing the <LEFT> or <RIGHT> arrow keys will move you to another menu bar selection with the drop down menu displayed.





Pressing the escape key <ESC> will close a menu drop down box. Pressing <ESC> will also close a Help screen and will close a data input screen and save the information from that screen.





When entering data, pressing <ENTER> will move the cursor to the next data field. If you are editing the data, the <UP> arrow key will move the cursor backwards to the previous data field and the <DOWN> arrow key or the <ENTER> key will move the cursor forward to the next data field. To move the cursor within a data field, press the <LEFT> or <RIGHT> arrow key. Some screens contain instructions on what to do, such as “Press Any Key to Continue” or “Press F2 to Accept Date”.  You need to follow those instructions to continue to use the program.


�



5.0  Verify System Date Screen
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Figure 5-1 Verify System Date Screen





The first screen that you will see after starting PC Retire is the Verify System Date Screen as shown in Figure 5-1. For PC Retire to operate correctly, it must know the current date. If your computer does not have an automatic clock, this screen will allow you to enter the current date. You can either accept the current date as displayed on the screen by pressing <F2 > or you can change the date and then press <F2 >. After pressing <F2 >, a number of information screens regarding PC Retire are displayed. For first time users, it is important that you read and understand the information that is displayed.


�
6.0  Login Screen
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Figure 6-1 Login Screen





After accepting the System date and reading the information screens, the Login Screen is displayed as shown in Figure 6-1. The Login Screen asks you for your name and Social Security Number (SSN). Enter your name and SSN. You do not have to enter your real name or SSN but you must remember exactly how you respond to these prompts so that you can open and access this file at a later time. After entering a name and SSN, a dialog box is displayed asking you to select the drive where you want your information to be stored. The system defaults to the “C” drive. If you wish to store your personal data on a diskette, you will need to choose drive “A” or “B”.�
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Figure 6-2 Password Screen





After selecting the drive where you want your data to be stored, PC Retire asks you for your password as shown in Figure 6-2. If this is your first time or you are creating a new file, you will be asked to enter a password; you will then be asked to retype your password for verification; you will then be advised to write it down for future reference so that you can open and access your file at a later time. The password must be at least 3 characters and can not exceed 6 characters. If you are opening an existing file, PC Retire just asks you to enter your password. Press <ENTER> to clear the Password dialog box.  The Personal Information Screen will then be automatically displayed.





If you are a first time user or you are creating a new file, the input screens for Personal Information, Salary History, and Life Insurance are automatically displayed after each previous screen is completed. These instructions will assume that you are a first time user and is written as such. 





�
7.0  Personal Information Screen
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Figure 7-1 Personal Information Screen





After entering your password, the Personal Information Screen is displayed as shown in Figure 7-1. If you are creating a new file, you must complete the data fields shown on the Personal Information Screen. If you are opening an existing file, you may edit any field  except as noted below. By pressing <F1> when the cursor is in a data field, a Help message will be displayed for that data field. Pressing <ESC> will close the Help dialog box. As the cursor is placed in certain data fields, a dialog box is automatically displayed with an informational note about that data field. Pressing <ESC> will close that note.





Your Name and Social Security Number will be filled in from your login. 


You may edit your name but you will not be able to change your Social Security Number.


The System will default to CSRS and you will not be able to change that entry.


Enter your Birth Date using the date format of MM/DD/YYYY.     


If your month or day is a single digit, you must enter “0” before this number. The year must have 4 digits. You do not have to enter the “/”. For example 02/05/1951.


Enter your Service Computation Date using the date format of MM/DD/YYYY. You can find this date in Block #31 of your  SF-50.


�
Enter your Current Annual Salary and Bi-Weekly Health Benefit premium as of today’s date.


Current Annual Salary must be in whole dollars and must be greater than $10,000. Do not enter any commas or decimal points.


If you are an hourly employee, multiple your hourly rate by 2087, round to whole dollars, and enter that amount in the Current Salary field.


You may enter a decimal and cents for your bi-weekly health benefit premium amount.


Enter your choices of Retirement Type from the dialog box using the <DOWN> or <UP> arrow keys. Your choices are: Optional, Early Out, Discontinued Service, Disability, Firefighter, Law Enforcement, or Air Traffic Controller.


Enter “N” for no or “Y” for yes regarding Military Service. If you enter a “Y”, a series of questions about your military service will be displayed in a dialog box. Answer each question appropriately.


No entry is required for your Earliest Date Eligible to Retire as PC Retire will calculate and display this date.  This date will not be earlier than the date entered in the Verify System Date Screen (Figure 5-1).


Enter your Planned Retirement Date using the date format of MM/DD/YYYY.


Enter your Current Sick Leave balance from your last Leave and Earning Statement.


The system will project your total sick leave to your Planned Retirement Date at the rate of 4 hours per pay period. The projected sick leave field cannot be changed, however, by changing your current balance, you can increase or decrease the amount of projected sick leave.


Enter “N” for no and “Y” for yes for Survivor Benefit. If you elect “Y”, a dialog box will be displayed asking you if you elect the maximum survivor benefit of 55%. Answer this question “Y” or “N”. ��If you answer “N” and do not want the maximum benefit, you will be asked to enter a dollar amount that you want your spouse to receive. If the dollar amount you enter is greater than 55% of your estimated annuity, PC Retire will default to 55%. A note will be displayed when you view or print the reports informing you that the amount you entered is greater than 55% and that the program used 55%. You can return to this screen and change the amount as required.





After supplying all your personal information, press <ESC> and PC Retire will save your data so that you can reopen this file at a later time. The Salary History screen will be displayed next.


�
8.0  Salary History Screen





� EMBED PowerPoint.Slide.4  ���





Figure 8-1 Salary History Screen





After completing the Personal Information Screen, the Salary History Screen is displayed as shown in Figure 8-1. Choose one of the three methods displayed to determine your High 3 Average Salary. Depending on which method you choose, you will be asked a series of questions to determine your High 3 Average Salary. Each method is described below:





a)  Computer Generated Method - Using information from your Personal Information Screen, PC Retire will calculate your High 3 Average Salary. You do not have to provide any additional information if this option is selected. If you are projecting your retirement to a future date, the program will automatically increase your High 3 Average Salary by 4% a year to reflect potential salary increases.  After you select this entry, the Life Insurance Screen will be displayed.�
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Figure 8-2 User Estimated High 3 Average Salary





.b)  User Estimated High 3 Average Salary Method -  This screen is shown above (Figure 8-2). You will need to provide what you think your estimated High 3 Average Salary will be at your planned retirement date. Press <F2> to accept the High 3 Average Salary you entered.  The Life Insurance Screen will then be displayed.


�
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Figure 8-3 Manually Entered Salary History - Retirement Date





c)  Manually Entered Salary History Method - This screen is shown above (Figure 8-3).  The displayed (default) date is the planned retirement date that you entered on your Personal Information Screen. You may accept this date by pressing <F2> or you may change the date to an earlier date than your planned retirement date if the last three years of your service does not cover your highest three years of salary.  Press <F2> to accept the date you entered.�
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Figure 8-4 Manually Entered Salary History - Salary History





After accepting your planned retirement date, the Salary History Screen is displayed as shown in Figure 8-4. PC Retire will automatically enter the first From Date as three years plus one day before your planned retirement date. Using your SF-50s, enter the various date ranges and annual salaries as appropriate. The date on your SF-50 is the effective date which is displayed in the FROM column. Since PC Retire automatically enters these dates, you must subtract one day from the SF-50 effective date and enter that date in the TO column. The date periods do not have to equal one year. They should reflect the actual dates that your salary changed, such as annual pay changes, step increases, and/or promotions. After entering the last date range where the To Date is equal to or later than your planned retirement date, PC Retire will automatically save your data, close the Salary History Screen, and display the Life Insurance Screen. 





For example:





Your planned retirement date is 09/10/1995. The Salary History screen starts three years plus one day prior to this planned retirement date with 09/11/1992 displayed as the first date in the FROM column. Your salary at that time was $34,250. Your next salary change was an annual pay increase to $34,750 effective 01/04/1993. You enter 01/03/1993 in the TO column and enter 34250 in the ANNUAL SALARY column. This represents the end of the first date range for your salary of $34,250. PC Retire automatically enters the starting date of the next date range as 01/04/1993 in the FROM column which is the effective date of your annual pay increase to 34,750. Your next salary change was a Step increase to $35,000 effective 03/06/1993. You enter the day before (03/05/1993) in the TO column and  34750 in the ANNUAL SALARY column. This represents the end of the second date range covering the period of your annual pay increase of $34,750. You continue in this manner, using your SF-50s to determine the different date ranges for your different salary rates. Remember that if you are a hourly employee, you must multiple your hourly rate by 2087, round to the whole dollar and enter that amount as your Annual Salary.





The above rules also apply if you select an ending date for your High 3 Average                Salary period other than you planned retirement date.


�
9.0  Life Insurance Calculator Screen
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Figure 9-1 Life Insurance Calculator Screen





After completing the Salary History Screen, the Life Insurance Calculator Screen is displayed as shown in Figure 9-1. Using either the <DOWN> or <UP> arrow key, highlight your FEGLI code. This code is found in block 27 of your SF-50. Press <ENTER> to select your FEGLI code. Immediately after you press <ENTER>, a dialog box with the percentage reduction options for the Basic Life Insurance will be displayed. Using either the <DOWN> or <UP> arrow key, highlight the reduction percentage that you desire to retain at age 65 or upon retirement if retiring after age 65. Your cost of Life Insurance and your coverage are displayed based on your FEGLI code and percentage reduction selected, and the premium rates and values currently in effect.  Press <ESC> to save the Life Insurance information and to close the Life Insurance Calculator Screen. 


�
10.0  Review Reports





PC Retire has three report options available to you. The first two options, View Summary and View Annual Annuity, display those reports on the screen for your review. The third option, Print Reports, prints a detailed report of your retirement benefits. The reports produced by PC Retire should be examined carefully since the calculations are based on the underlying assumption that if you owe contributions or refunds to the retirement system because of nondeducted service (e.g., temporary employment), withdrawal of contributions (e.g., break of service with contributions refunded) or a deposit is needed to cover military time, those deposits or refunds have been or will be made. If you owe contributions or refunds to the retirement system and do not want to repay them, check with your retirement counselor to get a more accurate estimate of your annuity. 


10.1  View Summary Report
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Figure 10-1 Summary Report





Selecting the View Summary option from the Reports Menu will display the Summary Report as shown in Figure 10-1. Pressing <ESC> will close the report.


�
10.2  View Annual Annuity
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Figure 10-2 Annual Annuity Report





Selecting the View Annual Annuity option from the Reports Menu will display the Annual Annuity Report as shown in Figure 10-2. Pressing <ESC> will close the report.


10.3  Change Data and Reports





If any of the data in the displayed reports is incorrect, you may edit that data by going to the Input Menu and using the data input screens (Personal Information, Salary History, and/or Life Insurance) to make your corrections.





You may also produce a number of different retirement calculations.  If you want to save each calculation, you can do this by creating a new file for each of the different options that you may want to run (e.g., a different retirement date, new high 3 Average Salary, different survivor benefits and/or life insurance elections, etc.). �





To create a new file, select Open from the File menu. PC Retire will ask you for your Login Name and SSN. You may use the same name as used previously but you must enter a new SSN.  After selecting the drive where you want to keep the new file, PC Retire will display a message asking you to verify that the name and SSN just entered are correct. Make a note of the different SSNs you use so that you can identify and retrieve those files at a later time. If you forget the SSNs used for your various calculations, those files will be lost and you will not be able to retrieve them at a later date. You can use the same password as previously used for any of your new files. After verifying your password, the Personal Information screen is displayed just as it was the first time you used PC Retire.





Upon opening a new file, you must enter all of the data again using the input screens. It is suggested that you print your previous retirement calculation(s) to ensure that only the data you want changed in you new calculation is changed and that the other data entered remains the same. Once you are familiar with PC Retire, you will find it is very easy to enter data into a new file to create different planning options for retirement.  Remember, PC Retire only saves your last retirement calculation.  If you want to save several different calculations, then you must create a new file and use a different SSN for each calculation.


10.4  Print Reports





PC Retire combines the data from both the Summary and Annual Annuity reports that you can view on the screen and the Life Insurance options you selected earlier into a single printed report. This printed report also contains valuable information concerning your retirement benefits. 





It is recommended that you print a copy of the PC Retire Report for each calculation that you prepare in case you forget the SSN and Password for those files.





To print a copy of this report, select Print Reports from the Reports Menu. PC Retire will ask you for the type printer to be used to print the report. Select the printer by using the <DOWN> or <UP> arrow keys and press <ENTER>. You will then be asked for the printer port used to connect to the printer (Most computers use LPT1 as the default printer port.). Use the <DOWN> or <UP> arrow keys to select the proper port and press <ENTER>. Consult you system administrator if you are unsure of the type of printer you have or do not know what port is connected to your printer.


�
11.	Assistance





If you need assistance or have questions concerning your retirement benefits or options, see or call your retirement counselor in your servicing Civilian Personnel or Human Resource Office. They have access to your personnel file, are knowledgeable of retirement policies and procedures, and can best assist you with your retirement planning.





If you need assistance with installing or using the PC Retire program, you first should contact your personnel/human resource office.  If they are unable to help you, then call the PC Retire Help Desk at 1-800-544-1194 or commercial 210-652-2906/2849 or DSN 487-2906/2849. The FAX number is 210-652-5800.
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