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Purpose:  To continue benefits for a retiree or to pay a benefit to a retiree. 
To continue benefits for a retiree follow steps on pages 1, 2, and 5. 
To pay benefits to a retiree follow all of the steps below. 
 
DPER: Status code should be “I” for inactive. 
 Term date should be filled. 
 Term reason should be “12” or “40” for a retiree.  To view term reason codes see 
 DICT=PETC.  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Status = “I”  

REASON = 
“12” or “40” 
for a retiree  

TERM DATE 
should be 
filled in. 
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DPEP: Change active records with a CODE “B” to a retirement employment code of “N”; 
 termed certificated, “Q”’; termed classified or “S”; termed board member.  To 
 view all employment codes see DICT=PEEC. 
 
 Create a new DPEP record with a job title of “OZ”.  Employment CODE should 
 be “M”; retired certificated with benefits, “P”; retired classified with benefits, or 
 “R”; retired board member with benefits.  The salary schedule and or base 
 amount should be left blank.  The Contract Start date should be the first day of 
 the following month the employee retired.  The Pay start should be the first day of 
 the Fiscal Year and the Pay Stop date should be the last day of the fiscal  year 
 (unless the benefits stop mid year).  The Condition should be “L” if the contract 
 start date is after the payment start date, otherwise it should be “R”.  The EEO 
 code should be “99”.  Retirees can only be coded to one salary account number.  
 If you used the “copy function” from the DPES screen you should remove any 
 stipends that may have been in place.  To remove stipends, space bar over the 
 alpha fields and type zeroes over the month/year field.    
 

 
 
 
 
 
 
 

Set up retired 
“M” – “OZ” 
screen 

Use corresponding 
salary  account number 
on DPEP 
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Purpose:  To pay benefits to an employee. 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Set up employee 
as a vendor 
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DICT: Create (if not already in existence) a fringe benefit code for retiree health and 
 welfare.  Make sure the benefit is coded with 37 37 in the EMPLE/EMPLYR field. 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Set up Fringe 
Benefit 
Dictionary 
record 

37 codes this 
benefit as a 
retiree benefit 

Use vendor 
number for 
employee- one 
employee per 
record. 
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DPFU: Turn on the retiree health and welfare benefits by adding the code to this screen 
 and include a start date.  Turn off fringe benefits that should not continue by 
 inputting an end date or place an “**” in the code column.  No benefit that is a 
 percent of the gross salary can be accommodated for retirees. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Set up Fringe 
Benefits on 
DPFU 
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Check MLFB screen- employee 
will receive a check in the amount 
of $221.89 at the end of the month 
from personnel fringe benefit 
(PL09) 

The 09 after the social security number represents the 
month that you are paying the benefits in.  If the month 
isn’t entered the current month will be the default .  The 01 
represents the line number that you want to start v iewing 
(usually 01). 
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BADD: Set up a retiree health and welfare account that will correspond to the salary 
 account of the retiree.  Object 3701 for certificated health and welfare or 3702 for 
 classified health and welfare.  This account will enable the dictionary code used 
 on the DPFU screen to mask to the appropriate account. 
 
 
For example: 

 
 
ENCUMBERING: Amounts will be encumbered for any district paid retiree benefits  
   as seen on the PL06 register. 
 
BUDGETING:  Amounts will be budgeted for any district paid retiree benefits as  
   offered in the PL01 process. 
 
ROLLOVER:  Retiree records are rolled the same as an active record via the  
   PL07 year end process. 


