HOW TO DOWNLOAD AND

PRINT ONLINE FORMS
IDB RETIREE SELF-SERVICES

User Guide for PC/Windows



Objective

v Download and print online forms found on the Retiree Self-
Services.

Note

Please do not download the forms on your personal computer
for later use. Since the forms are constantly updated, make
sure to access the portal whenever you want to obtain the
latest version.
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DOWNLOAD AND PRINT ONLINE FORMS

Instruction View

1 Go to “My Services” and click

A
"

Retiree Self-Services

Work Feeds * I My Services

Today [undefined] I

No feeds Payslip

Yesterday [undefined] || Frequently Used |

No feeds Beneficiary Maintenance

Beneficiary Maintenance

No feeds Personal Profile

Personal Data

Family Members/Dependents

b
§ Evidence of Insurability

Employee Lookup

My Inbox

Benefits and Payment Personal Information Life Events
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DOWNLOAD AND PRINT ONLINE FORMS

Instruction View

3) Go to “Forms and Documentation” and

click on the document you wish to download Forms and

or print. Documentation
(You can also click on the star to add Aetna

any of the forms to your Favorites, which can :

be found on the first page of your Retiree s g

Self-Service right below “My Services”).

Medical Benefits
Handbooks

Retiree Life Insurance
Beneficiaries

Pension Plan
Designation of
Beneficiaries (SRP-EN)

Pension Plan
Designation of
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Instruction View

4) Follow the instructions

according to the A.2)
corresponding alternative. ole|l= 1 171 8% = | ees ® Sign Ir
Option A: If you have Adobe —
. et e Armer kan t BEan
(PDF) installed on your o s mencans O esaio
computer: DESIGNATION OF BENEFIGIARY ¢ ARD
A.1) Click <|>n the ﬁelo:s to fill PROGRAMA DF SEQURO DE VIDA PARA L)ELADGS
and complete the online
e e S AT S/ Ba e Birthwba y ¢ Miwciralaribe T B 7N e
form. A.1) — ) 14 [ T T
A2) C||Ck E to prlnt the N T T L L TR T o P Hp Carin 7 Gy T
form.

BENEFICIARY{IES) DESIGMATION | DESIGNACION DE BENEFICIARIOS

A.3) Review and sign.

A.4) Send the signed
document to the Office of
the IDB Staff Retirement
Plans at 1300 New York Ave
NW, Washington, DC 20577,
Mail Stop E 407.

Optional: Additionally, you
can scan and email the copy
to VPE/SRP@iadb.org
informing the Office of
Retirement that you mailed
the attached document.

FRIMARY BEMEF ICIART[IES] | BENEF ICIARIO[G] PRIMARIONS)

SECONDARY BENEFICIARY [IES) | BENEFIC LARIO{S) SEC UNDARIOS



mailto:VPF/SRP@iadb.org
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Instruction View

Option B: If you do not have B.1)

Adobe installed on your - )
1 3 J. 55.8?-"’0 - [ X ]
computer (If you would like to 2 @ 8 |= @ Sign Ir

download Adobe, please click on

the URL: W%ﬁ%ﬁﬁﬁﬂﬂ'&ﬁh
- 5

https:/get.adobe.com/reader/. If RETIREE LIFE NSURANGE PROGRAM

YyOu are unable to download it, PROGRAMA DE SEGURO DE VIDA PARA JUBILADDS

f ” h TARJETA DE DESIGNACION DE BENEFICIARIO

O OW t ese StepS). rom e’ Miwores ¢ o mitee e’ Ao arec o Sar / Saxo giurf_\-:_-n.-_g e Moo NG A e
L Fir T ek Wads hla  Tacw “ F I v L

B.1) Click & to print the form. e g oy T T

BENEFICIARY[IES) DESIGNATION ! DE SIGNACION DE BENEFICIARIOS

B.2) Fill out, look over and sign
the form.

PRIMARY BEMEF ICIART[IES] | BENEF ICIARIO[S] PRIMARIONS)

B.3) Send the signed document
to the Office of the IDB Staff
Retirement Plans at 1300 New
York Ave NW, Washington, DC
20577, Mail Stop E 407.

SECONDARY EENEFICIARY[IES) | BENEFIC LARIO{S) SEC UNDARIOS

Optional: Additionally, you can
scan and email the copy to
VPF/SRP®@iadb.org informing the
Office of Retirement that you
mailed the attached document.



https://get.adobe.com/reader/
mailto:VPF/SRP@iadb.org
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Instruction View

5) Click on the [&= | =N i

ICOﬂ to C|OS€ the ijé”@ http:/fmanuals/Forms/ 0 ~ ¢ || =2 manuals ‘ B ‘ nf g 50
dOCU meﬂt File Edit Goto Favorites Help

= a Home Optima - Home IDB Inter American Developm... DB Employee Portal - Home

o B X 1 (/1 558% v ees ® Sign In

-~

‘Wmﬂmgmnmma ‘ ‘ ‘
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RETIREE LIFE INSURANCE PROGRAM
DESIGNATION OF BENEFICIARY CARD




« Recommended browsers:

Internet Explorer and Google Chrome
for PC Windows

Safari for Mac/Apple

More user guides and video tutorials
at:

For PC Windows:

https://www.iadb.org/en/retirees/how-to-use-the-
retirees-self-services%2C20483.html



https://www.iadb.org/en/retirees/how-to-use-the-retirees-self-services,20483.html

