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MEMORANDUM 018-15HR 
 
TO:      Agency Administrators 
 
FROM:    Carolyn Horwich, J.D., Director of Human Resources 
 
THROUGH:    Rip Colvin, Executive Director 
 
SUBJECT:    FRS Document Retrieval 
 
DATE:    May 26, 2015 
 
 
The information below is provided verbatim from the Division of Retirement. 
 
The services offered through FRS Online are expanding and now include electronic 
delivery of information requested by the member. This delivery preference is available 
to members who have a FRS Online account.  
  
This delivery preference allows members to receive their information electronically from 
a secure server without the delay of regular mail delivery. Members can view, 
download, and print the information at their own discretion as needed.  
  
Accessing information from their FRS Online account provides members the ability to 
receive and respond to information timely especially as they prepare to retire or 
participate in the Deferred Retirement Option Program.  
  
Members with an email address on file will be notified of this new delivery preference 
and how to make the choice to receive information electronically. Members will also be 
notified through the FRS Bulletin and FRS Retiree Newsletter.  
  
If your members need assistance to select electronic delivery, please follow the steps 
below: 
  

• Have member login to their FRS Online account. 
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• Locate "My Account" in the menu on the left side of the page. Click on 
"Communication Preferences" under that tab. 

• Choose "Electronic" for their Delivery Preference. 
  
With this electronic delivery option, information will be available from their FRS Online 
account and an email notification will be sent when the information is available.  
  
To create an FRS Online account (member instructions): 
  

1.    Go to the division's website at www.frs.myflorida.com. 
2.    Click on the FRS Online icon under the 'Helpful Links' section in the right margin 

of the division's homepage. 
3.    Click on the link 'New user? Click here to create a User Profile and log in.' This 

link is located under the DMS logo. 
4.    Enter your full Social Security number, without dashes, and your month and year 

of birth. Click 'Next.' 
5.    You will be prompted to enter information used to further verify your identity. 

Answer the question and click 'Next.' 
6.    Enter your MyFRS PIN that was provided to you during your Plan Choice period. If 

you do not have your PIN, you can request it by clicking on the "Request PIN" 
button. The PIN will be mailed to the address on file at the division and should be 
received within 10 business days. Once you have entered your MyFRS PIN, click 
'Next.' 

7.    You will now be prompted to create your FRS Online profile. Your profile includes 
creating a username and password, as well as selecting and answering three 
security questions. You will enter and confirm your email address to complete 
your profile. Click 'Submit.' 

8.    Once you have set up your profile, you will be prompted to enter an email 
verification code. This code will be sent to the email address you provided when 
setting up your profile. This code must be entered within four hours. If it is not 
entered within four hours, you will need to navigate to the Profile Settings screen, 
click 'Verify Email,' and, once directed to the next web page, click 'Send New 
Verification Code.'  

  
If you have any questions or need assistance, please contact the division toll free at 
844-377-1888 or at 850-907-6500 in the Tallahassee local calling area, or by email at 
Retirement@dms.MyFlorida.com. 
 
Thank you. 
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