Thomas P. DiNapoli, State Comptroller

BNYSL RS

New York State & Local Retirement System

Add a Row to an Employee’s Data Before Submitting

This job aid shows you (as an Employer Reporting Submitter) how to add a new row to an employee’s data before submitting and posting an
enhanced report in Retirement Online.

You would do this after a file has been uploaded, if you need to add more information to an employee’s uploaded data. For example, if an
employee’s earned overtime was not included in the original uploaded file, you could add a row in order to add the overtime earnings to

that report.

Rows can be added to “initiated” reports (reports that have been created, but not yet submitted).
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Step

Action

From the Employer
Reporting Dashboard, in
the ‘Reports’ section, click
the blue highlighted
Report Date link for the
report you'd like to add a
row to.

01/29/2019

Note: Only reports that say
‘initiated’ in the Report
Status column can be
edited or deleted.

b'-‘f“ [ % https://5wh.osc state.ny.us8 O ~ & & || % Employer Reporting Dashb..

Retirement Online
BNYSL RS

Thomas P. DiNapol
State Comptrolie

NYSLRS Website Account Homepage Help Contact Us
~
*Location:| 10028 Q. NASSAU COUNTY Go Create Manual Report File Uplos
Reports
Report Date  ReportID Report Status  Report Format Report Type Days Earnings Pre Tax Contributions g‘;?;g:tmns Loan Payments
101/30/2019 201901200095 Posted Enhanced Regular 20.00 $500.00 $22.50
201901200094 Initiated Enhanced Regular 0.00 $0.00
301/24/2019 201901200093 Initiated Enhanced Enroll/Job 0.00 $0.00
4 01/02/2019 201901200092 Posted Enhanced Regqular 0.00 §-500.00
5 01/0212019 201901200091 Posted Enhanced Regular 0.00 $0.00
Submission Status Details(File Upload/Pre Submission)
Refresh
Personalize | Find | v
Process Instance Report Date Report Format Report Type DateTime Stamp Run Status Submitted Through W
< >
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Step

Action

The Report Summary Page
will appear. Click
the Report Details tab.

| Report Details

Q@| & https;//5wb.oscstate.ny.usiBl O - @ © || (=& Employer Report File Upload | |
o

Retirement Online

RNYSLRS
b NYOLMRD Thomas P. DiNapoli
State Comptrolier]
Report Summary Report Details Ermors and Warnings P
Location 10028 NASSAU COUNTY Report Date 02/19/2019 Report Format Enhanced Return to
Report ID 201902100283 Report Status Initiated Report Type Regular
Report Summary
Total Days Reported 20.00
Total Payments $0.00
Total Eamings Reported §3,200.00 *Does not include error transactions
Total Pre Tax Contributions Reported $100.00
Error Transactions Total $500.00
Total Post Tax Contributions Reported $100.00
Record Count 2
Total Loan Payments Reported $100.00
Comments
Pre Tax Service Credit Payments $100.00
Post Tax Service Credit Payments $100.00
Errors and Warnings Count Find 17 of 7
Message Type Count
Invalid Payroll End Date. Error 2
Ineligible Employment Instance. Error 1 v
< >
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Step

Action

The Report Details page
will appear. It will list all of
the employees that were
included on the uploaded
report. You can scroll
through to find the
employee whose
information you need to
edit, or you can use the
search function.

Note: In this example, the
uploaded file credited the
employee with 150 hours
worked and $1,500.00 in

earnings for the employee.

Before submitting the
report, we will manually
add 10 hours of overtime
and the associated
earnings, which should
have been included in the
uploaded file.

Scroll to the right to the
View/Edit link.

Q-

| ¥ https://Swb.oscstateny.us®: O ~ @ & H % Employer Repor‘t Pre Subm...

F%etiremem On\me

S

NYSLRS Website *« Account Homepage

Report Summary Report Details Errors and Warnings

Location 10028 NASSAU COUNTY Report Date 02/07/2019
Report ID 201902100283 Report Status Initiated
NYSLRSID SSN First Name Last Name
Report Details
NYSLRSID EmplRed  S0CH! SSCUMY  pirgt Name Last Name Status
(] R12388338 ] Meghan March Validation Error
Select All Deselect All Delete Selected

Days

Thomas P. DiNapoli
State Compirolier

Help Contact Us
B L e L B Sig n out
s i
Report Format Enhanced Add Tra
Report Type Regular
status SEach
= Pre Tax A
Hours Eamings Contributions d
20.04 150.00 $1,500.00 $100.00

Cmmp
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Action

Click the View/Edit link

—
el\:}" % https://rSwh.osc.state.ny.usdl O ~ @ & || % Employer Report Pre Subm... | |

Retirement On

NYSLRS Website *« Account Homepage

Add Transaction

02/0712019 Report Format Enhanced
Initiated Report Type Regular
Stotus Search Giear
- Pre Tax Post Tax Loan
= Beys Hoss Earnings Contributions Contributions Payments
ation Error 20.00 150.00 $1,500.00 $100.00 $0.00 $50.00
<

Thomas P. DiNapoh
State Compirolier

Help

MaiNes | Mgl Sign out

RPN

Return to Dashboard

Personalize | Find | View Al | £ | [ First ‘&' 10f1 ‘B Last

Pre Tax Service Post Tax Service
Credit Credit Pay

View/Edit
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Step

Action

The View/Edit page will
appear. Scroll down to the
bottom of the screen until
you see the employee’s
data.

GQ §fl| % https://rSwh.osc.stateny.us:El O - @ & H % View/Edit Report Detail

Retirement Online
BNYSLRS

Thomas P. DiNapoi
Siate Compirolie:

Help Cont

SRR e  Sign out

B e I

~
NYSLRS ID R12888338 Name: Meghan March Report Date: 02/07/2019 Location: 10028
Employment Instance ] SSN: ==e5330 Report ID: 201902100233 Service Type: General
Errors and Warnings
Type Field Name Message Text Message Description
Oav : +
Error Employment Instance, NYSLRS 1D Ineligible Employment Instance Days, Eamings, Contributions, Loans, and Serv
accepted for ineligible time periods.
Warming Pre Tax Contributions Reported Pre Tax Contributions are more than the required Qenoﬂed_ Pre T_ax Contributions are more 1har_1 |
amount confributions will not be accepted or included in
Warning Loan Payment Mo record of this loan exists in the system. No record of this loan exists in the system.Th{ g

total amount due for this report.

Employee Summary

Payroll End Date 01/31/2019 [ Regular/Adjustment Indicator Loan Payment $

<
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Step

Action

In the ‘Earnings Details’
section, click the + button
to add a row.

Qlf,\':)ﬂ ¥ https://r5wh.osc.stateny.us:8Z O ~ @ & H % View/Edit Report Detail x

BNYSL

10131 Earmings L ARV CVAVY]

ions $100.00

Pre Tax Contril

Post Tax Contributions $0.00

Earnings Details - Required for Reported Earnings
Eamings Code

REG Q) Regular Earnings

Job Data
Transaction Date
Job Code
Pay Frequency
Annualized Rate of Pay

Full Time/Part Time

<

$0.00

Retirement Indicator

Retirement Online

[
a,
a

1014l Uays 2uuy
Pre Tax Service Credit Payments $0.00
Post Tax Service Credit Payments $0.00

Thomas P. DiNapoi|
State Compirofie:

S

Period

View Al | First ‘4 10f1 *

Eamings Hours Eamings Amount

150.00

HR Transaction Type
Standard Work Day

Regular / Temporary
Employee Class

Retired in Retirement System

Annual Compensation Rate

Sign out

Last

—
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Step

Action

A new row will appear.
Click the Look Up icon next
to the Earnings Code field.

Q

Retirement Online
BNYSLRS

10131 Earmings LRV CVAVY]

ions $100.00

Pre Tax Contril

Post Tax Contributions $0.00)

Earnings Details - Required for Reported Earnings
Eamings Code

REG Q) Regular Earnings

Job Data
Transaction Date [34
Job Code (&}
Pay Frequency Q

Annualized Rate of Pay $0.00

Full Time/Part Time

Retirement Indicator

<

1014l LUays LA Period <
Pre Tax Service Credit Payments $0.00 2
Post Tax Service Credit Payments $0.00)
viewaAl | 1 First 4 120f2 (b Last
Eamings Hours Eamings Amount
150.00 $1,000.00] [+ =]
0.00 $0.00 [+] [=]
HR Transaction Type
Standard Work Day 0.00
Regular / Temporary
Employee Class
Retired in Retirement System
$0.00 R

Annual Compensation Rate

Thomas P. DiNapo§
State Compirolie
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Step Action

The ‘Look Up Earnings

Code’ pop-up box will
appear. Click the
appropriate Earnings Code

U2 )| % https/iSubosctateny.usil O+ @ &

Look Up Earnings Code

link. Earnings Code: [begins with ~ | |

@ | Lookup || Clear || Cancel |Basic Lookup

Search Results
View 100 First (4 1asor1s (M) Last
Earnings Code Description
Deferred Payment
Grievance/Arbitration Award
Holiday Payment
Longevity
Lump Sum Vacation
Non-P
[Regular Overtime
Private Entity Overtime
Private Entity OT Public Safet
Retro Pay/Balance of Contract
Recurring Bonus Payment
Regular Earnings
Employee's Reimb for WC
Sick Leave
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Step

Action

Click in the Earnings Hours
field to enter the earnings

hours.
| £0.00 x|

Click into the Earnings
Amount field to enter the

earnings amount.
| £0.00 x|

When you have entered all
data, scroll up to access the
Validate button.

elz\'=23|| 3 https: |'5.'E‘c;c‘state.ny.us:ﬁ:p ~acd ” B View/Edit Report Detail

Retirement Online
BNYSI RS

NYSLRS Website * Account Homepage

Whinel | IMasesletie  Sign out

20.00

= = s
AR

Thomas P. DiNanoy
State Comptrolie;]

Help Contact Us

. ok I

Pay Cycles in

Total Eamings $1,500.00 Total Days Period ~

Pre Tax Contributions $100.00 Pre Tax Service Credit Payments $0.00

Post Tax Contributions $0.00 Post Tax Service Credit Payments $0.00

Earnings Details - Required for Reported Earnings Wiew All | First ‘4 1-20f2 '}/ Last

Eamings Code Eamings Hours Eamings Amount

REG Q_ Regular Earnings 150.00 $1,500.00 [+] [=]

ovT @, Regular Overtime 9 Jio [ s15000] 10} [=]

Job Data

Transaction Date El HR Transaction Type

Job Code Q Standard Work Day 0.00

Pay Frequency Q Regular / Temporary

Annualized Rate of Pay $0.00 Employee Class

Full Time/Part Time Retired in Retirement System
r———— — @n nni
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Step

Action

Click the Validate button.
| Validate

Note: You must click the
Validate button before
you can click the Save
button.

If you wish to return to the
Employer Reporting
Dashboard page without
validating your data or
saving any changes, you
can click the Cancel
button.

To commit the additional
information, click the Save
button.

Save

(][ ]
— .
9'\'_:2,'| 3 https://i5u6.osc.stateny.usBl O ~ @ C || % View/Edit Report Detail | | {l’& 2.5 @
' 1 '
Retirement Online
} NYS RS
. LR i Thomas P. DiNapol|
State Compirolie
NYSLRS Website + Account Homepage Help Contact Us
S Il Sign out
I S
~
. Validate
han March REPDI'I Date: 02/07/2019 Location: o028 e
Cancel
6330 Report 1D: 201902100283 Service Type: General
Find | view Al | 20| [ 13013
Message Text Message Description
Vv ' ntributi it Cradit .
ks D Ineligible Employment Instance. Days, Earp ngs, Confributions, Loans, and Service Credit Purchase payments cannot be
accepted for ineligible time periods.
Reported Pre Tax Confributions are more than the required Reported Pre Tax Confributions are more than the required contribution amount. The excess
amount. contributions will not be accepted or included in the total amount due for this report
No record of this loan exists in the system. No record of this loan exists in the system.This amount will not be accepted or included in the
total amount due for this report.
First ‘4 10f1 't Last
=
Regular/Adjustment Indicator Regular  [¥] Loan Payment $50.00
. W
Total Days 20.00 EE!’,EJC‘ES n 2
>
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Step

Action

The Report Details page
appears. Retirement
Online has combined the
hours and earnings you
entered manually with
those from the uploaded
file.

You have successfully
added a row to an
employee’s data before
submitting and posting an
enhanced reportin
Retirement Online.

=l & =)

QI{\'=23|| 3 https://r5wb.osc.state.ny.us:Ei 0 ~ @ & || % Employer Report Pre Subm... | |

Retirement On

NYSLRS Website » Account Homepage

Report Summary || Report Details || Errors and Warmnings

Location 10028 NASSAU COUNTY Report Date 02/07/2010 Report Format Enhanced Add Tra
Report ID 201902100283 Report Status Initiated Report Type Regular
NYSLRS ID SSN First Name Last Name status 2]
Report Details
NYSLRS ID Empl Red ﬁﬁﬁ_i.ilefecurity First Name Last Name Status Days Hours Earnings gruen.ll-r?;utions 2
[l R12888338 1] Meghan March “alidated 20.04 160.00 $1,650.00 $100.00
Select All Deselect All Delete Selected
< >

AR

Thomas P. DiNapoii

State Compirolier

Help Contact Us

SRR MRl Sign out

Srecbib s 4o e =
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