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Transmittal Home Page
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Selecting the “Start Disability Transmittal’ button will open the member information page for the member information to be entered.

To start a Transmittal 
You would Select the 

Start Button



Overview
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Any Disability Transmittal that has been started will show up on the Member Disability Transmittal list. The application date and the 
Current Status is shown. Selecting the specific member will display the forms checklist and board member signatures.

Any transmittal within the 
process will appear on 

status bar. 
These are current active 

cases. 
Historical Cases will be 

accessible in the History 
Link on the right.



Enter Member Information
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Once all of the questions have been answered, a form checklist will be created. Make sure all the 
fields have been completed and the information accurate as it will affect what documentation is 
required.

You must 
complete all 

information in 
order to save 

this transmittal.

Benefit:
is the section of the law for this 

application
example:  §§ 7, 94, etc. 

Verify before continuing.
Once you have completed this page  
and there are errors, you will need 

to withdraw.



Member Information Page

0000

NO
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Form Checklist
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Once submitted you 
cannot add additional 

documents.



Forms can only be deleted Prior to submission to PEARC. On the checklist page, click on the 
History link and hover the mouse on the right side of the form to show the delete option.
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Medical Records
• By Facility/physician  Date Range
• File size for Prosper is <15MB (approx. 200 pages) 
• Pdf format
• Name of file
• Facility(physician) 2015-2017 part 1
• Facility(physician) 2015-2017 part 2
• Example

• Mass General Hosp 2012-2017 part 1
• Mass General Hosp 2012-2017 part 2
• Dr. Doctor  2003-2017
• Get Well Physical Therapy  Jan-June 2012     
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Make sure to include date ranges. Last 5 years of medical records.

IMPORTANT!



Form Accuracy
• Form lists are based on the Disability type, general 

law/chapter, injury and answers to other application 
questions.
• Make sure the questions are answered correctly
• All documents should be complete before submitting to 

PERAC
• Make sure all documents are attached to the correct form 

name
• Updates to documents can be done through the ‘Need More 

Information’ request by PERAC

• Once submitted to PERAC, no changes can be made
• Any changes after submission may result in withdraw of initial 

request and creating a new request with correct information
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Form Attachments

• Attachments should be form specific.
• Description of Essential Duties should not have 

attachments that include injury report or proof of 
veteran status documentation.

• Medical Panel Certificate and Narratives should 
have the Dr. name in the file name.
• Example- JDoe cert.narrative Dr. Jone.pdf                                                 

JDoe cert.narrative Jones.Smith.Young.pdf
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Required Forms as of 6/1/2018
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Required Forms cont. as of 6/1/2018
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Board Signatures

• All Board Members must sign in order to submit to 
PERAC
• Signing options are Yes, No, DNP (Did Not Participate) 

and Abstain (as of 10/18/2018). 
• There is no way to correct a signing option once 

submitted
• All member should check the signing options to make 

sure they have selected the correct one BEFORE 
submitting

• If there is a situation where a board member is not 
physically able to sign, please contact PERAC.
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Board Member Signatures
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E signature must 
match what is on file 

with Prosper.



Need More Information
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Transmittal
Notification will 
appear on your 

home page



Re-Open Remands

• Please notify PERAC of any additional 
documentation for a transmittal that has already 
been remanded.
• On receipt of the information PERAC will review 

and re-open the transmittal if needed. 
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Withdraw/Deny
Request not submitted to PERAC
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Disability Transmittals that have NOT been submitted to PERAC can be Withdrawn or Denied at any time. 

Same process as Medical 
Panel Request

Withdrawal/Denial



Withdraw/Deny
Request not submitted to PERAC
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A Withdrawal or Denial letter has to be attached. PERAC only receives the letter for review, forms that have been completed and 
or attached will be discarded. Once the letter has been submitted, a complete banner will appear verifying the submission has
been cancelled.

Same as Medical Panel 
Process



Withdraw/Deny
Request submitted to PERAC
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Disability Transmittals that HAVE been submitted to PERAC can be Withdrawn until  a decision has been made 
(remand/approve). The Withdraw letter should be sent to PERAC via email



Withdraw/Deny
Request submitted to PERAC
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Once PERAC receives and processes the Withdraw letter, the member will move from the Disability Transmittal section to the 
Withdrawal/Denial section.



Approval Notification

• As of right now your approval letter is an e-mail or 
a screen shot of the approved page.
• Send screen shot or e-mail to Perac with the 

Calculations information.

21



The approval letter can be found on the members checklist
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Transmittal Approval- Example
Complete letter should be available by the end of October 2018.
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Email & Notifications
• Need More Information
• Disability 

Withdraw/Deny 
Acknowledged
• Disability Transmittal 

Complete



Board Task-Task Page

The task tab allows you to manage tasks based on process. When you select a specific task type, Board Action Request 
for the Disability Transmittal process, a list of the members in that process with that task will be displayed in a list. 
Selecting a specific member name brings you to the task that needs to be completed. This view is especially helpful 
when there are a large number of tasks for more than one process. 

Alternate View
Board will be able to review
Cases based upon the task.  

Enter Date of Retirement



REMEMBER

• Tasks Stay on Home Page Until Completed.

• Notifications Stay for 30 days only.

• Log-In to Prosper Daily 
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