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RETIREMENT MANAGER LOGIN 
 
 
The Retirement Manager Login page is located at: 
https://www.myretirementmanager.com/?MCPS.  
 

 
 

• Enter your ID and password.   
o The ID is assigned by your employer.   
o The Password is set up by you.   
o Once those entries have been made, click the Submit button to complete 

the login.  
 

• If you are logging on for the first time, click the I’m a New User link.  This 
function will allow you to establish your Password. 

 
• If you are not a new user but have forgotten your Password, click the I Forgot My 

Password link.  This function allows you to assign a new Password. 
 
Once login is complete, click the Disbursement tab to access the Disbursement Menu. 
 
For website assistance, please call the Retirement Manager Support Line at (866) 294-
7950. 

https://www.myretirementmanager.com/?MCPS
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DISBURSEMENT MENU 
 
From the Disbursement Menu, you can select the certificate option for your disbursement 
request.  The certificate options displayed on this menu depend on your plan and your 
employment status.  For example, the Severance of Employment Certificate is not an 
available option for active employees. 
 
Sample Disbursement Menu for active employees: 
 

 
 
Sample Disbursement Menu for a retired employee: 
 

 
 
There is a Distribution Instructions link that provides additional information. 
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HARDSHIP WITHDRAWAL CERTIFICATE 
 
The screen below displays when you click on the Hardship Withdrawal Certificate link 
in the Disbursement Menu page. 
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To generate a Hardship Withdrawal Certificate, please complete the following steps. 
 
STEP 1 – Verify transactions on record are complete.  To add additional Hardship 
Withdrawal transactions, click the Add New Row link and make the necessary entries.   

                ↓ 

 
 
STEP 2 - Select the reason for the hardship request. 
 

 
 
STEP 3 – Select the Vendor and enter the Requested Amount.  Click the Add New Row 
link and make the required entries.  The Unrestricted Pre 1989 Balance, Employee 
Elective Contributions, and As of Date are displayed for the vendor selected.   
           ↓ 

 
 
STEP 4 - Click the NEXT button to complete or the CANCEL button to cancel this 
transaction.   
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The following page will display if a loan is also available. 
 

 
 
You have two options to proceed from this page. 
 

1. Click on the applicable Loan Certificate link.  This will open a loan request 
and cancel the hardship withdrawal request. 

 
2. Click on the check box to certify that a loan repayment would create a 

financial hardship.  Then, click the Next button to continue with the hardship 
withdrawal request. 
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To access the certificate, click on the link under the Certificate Number.  The certificate 
should be printed and submitted to your vendor along with any other required paperwork 
for approval.  See next page for sample certificate. 
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Page 9 of 19 
Retirement Manager Support Line – (866) 294-7950  RMV1112209 

LOAN CERTIFICATE 
  
The screen below displays when you click the Loan Certificate link in the Disbursement 
Menu page. 
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To generate a Loan Certificate, please complete the following steps. 
 
STEP 1 – Verify transactions on record are complete.  To add additional Loan 
transactions, click the Add New Row link and make the necessary entries. 

                 ↓ 

 
 
STEP 2 – Select loan type.  Indicate if this loan is being used to purchase a principal 
residence. 
 

 
 
STEP 3 – Select Vendor and enter Requested Amount.  Click the Add New Row link and 
make the required entries.  The Account Balance and As of Date are displayed for the 
vendor selected.  
            ↓ 

 
 
STEP 4 - Click the NEXT button to complete or the CANCEL button to cancel this 
transaction.   
 
After clicking NEXT, the confirmation page will display. 
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To access the certificate, click on the link under the Certificate Number.  The certificate 
should be printed and submitted to your vendor along with any other required paperwork 
for approval.  See next page for sample certificate. 
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LOAN AMOUNT CALCULATION 
 
Retirement Manager determines your loan amount available based on IRS regulations.   
 
Based on those regulations, below are the requirements in Retirement Manager that 
determine you available loan amount.  A Loan Certificate will be generated if the loan 
amount requested meets the requirements below. 
 

• Minimum loan amount allowed - $1,000.00 
 

• Maximum loan amount allowed - $50,000.00 
 

• The loan amount requested cannot exceed the following calculation: 
 

50% of the displayed Account Balance at the selected provider minus 
Total Outstanding Loan Balance (displayed under the Loan Transaction on Record)  

 
Example: 
 
John Smith has an account balance of $10,000.00.  He also has two active loans.  Loan 1 
has an outstanding balance of $500.00, and Loan 2 has an outstanding balance of 
$1,000.00. 
 
The maximum loan amount available to John at Provider 1 is $3,500.00 (50% of 
10,000.00 - $1,500.00) 
 
Other loan requirements include: 
 

• The total highest outstanding balance over a rolling 12 months for all loans cannot 
exceed $50,000.00.  This includes loans on the 457(b) plan if available. 

 
• A new loan is not available if you have a defaulted loan on record.  You can 

contact the provider where you have a defaulted loan to discuss the payoff process 
for that loan.
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IN-SERVICE EXCHANGE CERTIFICATE 
  
The screen below displays when you click the In-Service Exchange Certificate link in the 
Disbursement Menu page. 
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To generate an In-Service Exchange Certificate, please complete the following steps. 
 
STEP 1 - Make the required entries.  The Account Balance and As of Date are displayed 
for the vendor selected.  Check the Full Disbursement box if you want to transfer all 
funds to another vendor. 
 

 
 
STEP 2 - Click the NEXT button to complete or the CANCEL button to cancel this 
transaction.   
 
After clicking NEXT, the confirmation page will display. 
 

 
 
To access the certificate, click on the link under the Certificate Number.  The certificate 
should be printed and submitted to your vendor along with any other required paperwork 
for approval.  See next page for sample certificate. 
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SEVERANCE OF EMPLOYMENT CERTIFICATE 
  
The screen below displays when you click the Severance of Employment Certificate link 
in the Disbursement Menu page.  This link will not display if you are still listed as an 
active employee. 
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To generate a Severance of Employment Certificate, please complete the following steps. 
 
STEP 1 - Make the required entries.  The Account Balance and As of Date are displayed 
for the vendor selected.  Check the Full Disbursement box if you want to take all funds. 
 

 
 
STEP 2 - Click the NEXT button to complete or the CANCEL button to cancel this 
transaction.   
 
After clicking NEXT, the confirmation page will display. 
 

 
 
To access the certificate, click on the link under the Certificate Number.  The certificate 
should be printed and submitted to your vendor along with any other required paperwork 
for approval.  See next page for sample certificate. 
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