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Step One:  

Log in to your secure employer account and access the return to work forms by clicking on the 
“Review Return to Work Forms” link 
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Step Two:  

From this page, you can view pending forms or those that you have rejected (and sent back to the 
employee). Click the appropriate button to choose Pending or Rejected forms, and the records will 
display below. 

To view a specific employee’s information, click on the date at the beginning of the row to select 
the record you wish to view.  
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Step 3:   

Under “Intent of Employment”, please review the employment start date, hours per week, length 
of employment, and verify that the retiree accurately reflects the intent of employment.  

The “Action Required” field will tell you if alternate or active contributions are required depending 
on if the employee elected to keep or suspend their pension. 

Under “Employer Determination”: 

 If the intent of employment is accurate, then select “I approve this RTW Form” and it will be 
sent to ASRS for review.  

 If the intent of employment is not accurate, then select “I reject this RTW Form” and it will be 
sent back to the retiree for corrections. Please indicate your reasons for rejecting the form 
under “Notes and comments to the Employee”. 
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Step 4:  

The data used to determine the employee’s status is displayed here for informational 
purposes.  Review your information and check the “Employer Certification” box.  Then click 
“Submit” to send the form to ASRS for review and processing.  Once the form is submitted to 
ASRS, you will not have access to it, so please save or print a copy for your records. 

 

 


