Thomas P. DiNapoli, State Comptroller

BNYSL RS

New York State & Local Retirement System

Correct Business Validation Errors and Warnings

This job aid shows you (as an Employer Reporting Submitter) how to correct business validation errors and warnings you may encounter
while using the enhanced reporting format in Retirement Online.

Business validation errors and warnings should be addressed before you submit and post each report.
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Step

Action

From the Retirement
Online Account Homepage,
click the Access Reporting
Dashboard button.

Access Reporting Dashboard

e@| $ https://r5wh.osc state.ny.us82 O ~ @& & H % Motifications Pagelet x | ‘ ﬁ ?:;? {§}

Retirement Online
BNYSLRS

Thomas P. DiNapoli
State Comptrolier

R L e L Sign out

L e B g e e - o Sy
Notifications @ '\ wantto
View All First ‘&' 130f91 ‘b Last Make a Request Manage Contact List
Description End Date Change My Password Manage Security Access
105019° New Loan/SCP Deduction 1210212018 Manage My Securty Profile
View My Scheduled Events Request Plan Upgrade
2 05019: New Loan/SCP Deduction 12/02/2018 )
Find Documents Update My Account Email
305019 New Loan/SCF Deduction 1210372018 See NYSLRS News Submit Disability Application

e Access Reporting Dashboard Access Billing Dashboard Access Enrollment Dashboard Access Employee Report History
My Cases

View All First ‘4' 1.20f6 '*' Last

Case |D Number Type Status Date Opened |Applicant Member

42073873 Employer Contact Change Open 10426972018 v
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Step Action
The Employer Reportin
@ p y p . g e . | $ https://rSwh.oscstateny.us82 O ~ @ & H % Employer Reporting Dashb...
Dashboard page will :
appear.

If you only have access to
one location code, it will
appear automatically. Click
the Go button and skip to
step 5.

If you report for multiple
locations, one of your
locations will display by
default. To select a
different location, click the
Look Up icon next to the
Location field.

Retirement Online
BNYSLRS

NYSLRS Website  Account Homepage

*Location:| 10028 ASSAU COUNTY

Reports

Report Date Report ID g‘le;:ﬁg ?gfrﬁ; Report Type Days Eamings

Submission Status Details(File Upload/Pre Submission)

Refresh

Process Instance Report Date Report Format Report Type DateTime Stamp

R T

Post Tax
Pre Tax Contributions o~ or vone

$0.00

Run Status Submitted Through

Thomas P. DiNapoli
State Compirolier

Help Contact Us
Sign out

Pre 1

Loan Payments Cred

Personalize | Find
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Step

Action

The ‘Look Up Location’ pop
up will appear. Click the
Location Code link for the
location you want to
report.

<« |O T O e

Look Up Location

Searchby: Location Codebeginswith| |
Advanced Lookup

Search Results
View 100 First (4 120z (2 Last
Description
NASSAU COUNTY.
CITY OF COHOES
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Step

Action

Click the Go button.

—
Q'@H ¥ https://r5wh.oscstateny.usS: O ~ @ & H % Employer Reporting Dashb... | ‘

Retirement On k

*Location:|20009 % |Q, CITY OF COHOES

Reports

Report Report

Report Date Report ID Status Format

Report Type Days Eamings

Submission Status Details(File Upload/Pre Submission)

Refresh

Process Instance Report Date Report Format Report Type DateTime Stamp

Thomas P. DiNapoli
State Compirolier

p Contact Us

SRR s Sign out

e =

-~
— Create Manual Report File Uploa

Pre 1

Post Tax
Loan Payments Cred

Pre Tax Contributions o or vone

$0.00

Personalize | Find

Run Status Submitted Through (vl
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Step

Action

A list of previous reports
for this location will
appear. Click the Report
Date link for the report
you want to submit.

Note: The report will say
‘Initiated’ in the Report
Status column. Initiated
reports are reports that
have been created, but not
yet submitted.

N

NYSLRS Website = Account Homepage

Reports

Report Date Report ID Report Status

201902100283 Initiated

202/06/2019

201902100282 Posted
3 02/06/2019 201902100281 Submitied
4 01/29/2019 201901100287 Posted

5 01/25/2019 201901100286 Posted

Submission Status Details(File Upload/Pre Submission)

Refresh

QQEW & hitps://r5wb.osc.stateny.us8l O ~ @ & || (& Employer Report File Upload | |

Retirement Online

Report Format Report Type

Enhanced

Enhanced

Enhanced

Enhanced

Enhanced

Process Instance Report Date Report Format
1 70080 02/19/2019 Enhanced
! FnAn77 nanonan Crbnme

Regular
EnrollfJob
Enroll/Job
Reqular

Regular

Report Type

Regular

D inr

F= |l ]

Days Eamings

20.00

0.00

0.00

118.50

40.00

DateTime Stamp

D2/19/19 12:14PM

N340/0 493-N00k

Post Tax

Pre Tax Contributions Contributions

$3,200.00

Personalize | Find | Viev

$100.00 $100.00
$0.00
$0.00
$9,540.00 $275.50
$3,200.00 $96.00
Run Status Submitted Through
Success File Upload Page

Quirr e with Siln Cremre Ciln 1 Inland Dame

Contact Us

Loan Payments

$100.00

Retirement Online Employer Help Desk | 844-619-9614




Step

Action

The Report Summary page
will appear.

Here is where you will see
if there are any validation
errors. They will be listed
under the Errors and
Warnings Count.

Click the Report Details
tab.
Report Details

°@| & https://i5wb.oscstateny.us8l O ~ @ € || & Employer Report File Upload | |
=z

Retirement Onling

BNYSLRS
. NYOL RO Thomas P. DiNapoli
State Comptrolier|
Report Su ° Report Details Errors and Warnings N
Location 10028 NASSAU COUNTY Report Date 02/19/2018 Report Format Enhanced Retum 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 fransactions
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 | View 5/ 1 1-Tof 7
Message Type Count
Invalid Payroll End Date Error 2
Ineligible Employment Instance. Error 1 ™)
< >
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Step Action
@ The Report Details page oo ‘ E%
. . (=) @ https://i5u6.osc stateny.us8z O ~ @ & || @ Employer Report File Upload o~
will appear. Look in the R s LT — ||
Status field to see which Re‘t[remem-'[ Onllne
employees have a BNYSLRS
. i S N IO Thomas P. DiNapolii
validation error or State Compirofier|
warning.
Report Summary Report Details Errors and Warnings
Note: Possible statuses Location 10028 NASSAL COUNTY Report Date 021192019 Report Format Ennanced AT
. . Report ID 201902100283 Report Status Initiated Report Type Regular
include “Validated,’ ’ g e ’
‘Validation Wa rning' and NYSLRS ID SSN First Name Last Name Status ~v| (. Search
‘Validation Error.” You can Report Details
submit a report with NYSLRS ID Empl Red  Social Security  girgt Name Last Name Status Days Hours Eamings L A
validation warnings, but
. . . O R128588338 (1] Meghan March 7 alidation Error 20.00 30.00 $3,200.00 $100.00
not with validation errors.
Select All Deselect All Delete Selected

To correct an error or
warning, scroll to the right
until you see the
View/Edit link.

< >
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Step

Action

Click the View/Edit link to

review and/or correct the
errors and warnings.

Wiew/Edit

'Q__Q,"| @ https//r5wé.oscstateny.usBl O ~ @ C || & Employer Report File Upload |

Retirement Online
BNYSL RS

NYSLRS Website +« Account Homepage

f= e =]
A _{55’

Thomas P. DiNapol
State Comptrolie:

le 021912019 Report Format Enhanced S METEZSIET Return to Dashboard

us Initiated Report Type Regular

Statue Searcn Giear
Personalize | Find | View Al | 2] E First ‘4’ 10of1 '}/ Las
Pre Tax Post Tax Loan Pre Tax Service Post Tax Service ——

Stima = ioe= Eamnings Contributions Contributions Payments Credit Credit Pay McwEdE

Validation Error 20.00 B80.00 $3,200.00 $100.00 $100.00 $100.00 $100.00 @ View/Edit
lecied

< >

Help Contact Us
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Step

Action

The View/Edit page will
appear. Here, you will find
the errors and warnings
associated with the
employee's record.

Retirement Online
BNYSLRS

—
el\:_%J' & https://r5wh.osc.stateny.us82 O ~ @ & H @Vmwjf_d-lt Repfr‘t Detail

Thomas P. DiNapoli
State Compirolier

Warning Pre Tax Contributions

Warning Post Tax Contributions

Warning Loan Payment

I Pre Tax Service Credit Purchase

Flaning Payment

I Pre Tax Service Credit Purchase

Warming Payment

Warnina Post Tax Service Credit Pavment
<

ontact Us
SLRSID R12888338 MName: Meghan March Report Date: 02/19/2019 Location: 10028
nployment Instance ] SSN: b Report 1D: 201202100283 Service Type: General ===
Errors and Warnings
Type Field Name Message Text Message Description
Error Payroll End Date Invalid Payroll End Date. Payroll End Date must be the last day of a month. I
Emor Payroll End Date Invalid Payroll End Date. Payroll End Date must be the last day of a month

Reported Pre Tax Contributions are more than the required
amount.

Member is not eligible for Annuity Savings

No record of this loan exists in the system.

No record of this Pre Tax Service Credit Purchase Payment
exists in the system

Mo record of this Pre Tax Service Credit Purchase Payment
exists in the system.

Mo record of a Post Tax Service Credit Purchase Payment

Reported Pre Tax Contributions are more than the req
contributions will not be accepted or included in the tot

Post Tax Contribufions cannot be accepted

Mo record of this loan exists in the system_This amoun
total amount due for this report.

No record of a Pre Tax Service Credit payment due ex
accepted or included in the total amount due for this re

Mo record of a Pre Tax Service Credit payment due ex
accepted or included in the total amount due for this re

Mo record of this Post Tax Service Credit Purchase F’zv

>
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Step

Action

Scroll down to the
‘Employee Summary’
section.

Look for the fields you
need to edit. In this
example, the employer
entered 5/15/2018 as the
payroll end date, but the
payroll end date must
always be the end of
month.

Click in the Payroll End
Date field to correct the
date.

l05/15r2018 |

°@| & hitps://r5wb.osc.stateny.usd: O ~ @ & || (2 View/Edit Report Detail

Retirement Online
A N Yy
‘ \\/ Ql RS
] O Thomas P. DiNapolj
State Comptrolie:
Employee Summary ~
4 11\' Payroll End Date 05/15/2018 [ I Regular/Adjustment Indicator Loan Payment $100.00
Total Earmings $3,200.00 Total Days 20.00 gz}’iggc'es n 2
Pre Tax Contributions $100.00) Pre Tax Service Credit Payments $100.00
Post Tax Contributions $100.00 Post Tax Service Credit Payments $100.00
Earnings Details - Required for Reported Earnings View All | 3 First ‘&' 10f1 ‘® Last
Eamings Code Eamings Hours Eamings Amount
REG @, Regular Eamings 30.00 s3z0000 [+ [=]
Job Data
Transaction Date E;J 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
Retirement Indicator Annual Compensation Rate $0.00
L
< >
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Step

Action

In this example, the
employer had entered a
loan payment and pre-tax
contributions for the
employee. However, the
employer verified that
there were no loan
payments or pre-tax
contributions deducted
from the employee’s
paycheck.

Click in the Loan Payment
field, and enter the loan
payment amount.

| 5100.00]

Click in the Pre Tax
Contributions field and
enter the pre-tax
contribution amount.

| $100.00)

QI&%” & nttps://rSwb.osc.stateny.usBl O ~ @ G || & View/Edit Rep

ort Detail |

Retirement Onlin
BNYSLRS

Employee Summary

Thomas P. DiNapol|
State Comptrolie|

Payroll End Date 05/31/2018 [5 Regular/Adjustment Indicator Regular v 12 ]'—M" Payment 0 DOI
: B Pay Cycles in

Total Eamings $3.200.00 Total Days 20.00 Pe‘r’io; 2
<13 Pre Tax Contributions $100.00 I Pre Tax Service Credit Payments $100.00

Post Tax Contributions $100.00 Post Tax Service Credit Payments $100.00

Earnings Details - Required for Reported Earnings View All | First ‘&' 410of1 ‘&) Last
Eamings Code Earnings Hours Eamnings Amount
REG @, Regular Eamings 30.00 $3,200.00 [+ [=]
Job Data

Transaction Date B 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

Retirement Indicator Annual Compensation Rate $0.00)

W
< >
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Step

Action

In this example, the
employer had entered post-
tax contributions, pre-tax
service credit payments and
post-tax service credit
payments. However, the
employer verified that no
contributions or service
credit payments were
deducted from the
employee’s paycheck.

Click in the Post Tax
Contributions field, and
enter the post-tax
contribution amount.

| $100.00)

Click in the Pre Tax Service
Credit Payments field, and
enter the pre-tax service
credit payment amount.

| $100.00]

QQQ‘J @& https://rSwb.osc.stateny.usdl O ~ @ O || & View/Edit Report Detail |

Retirement Onlin

BNYSLRS
BN Rt ot Thomas P. DiNapol|
State Comptrolie|
Employee Summary
Payroll End Date 05/31/2018 [5 Regular/Adjustment Indicator Loan Payment 0.00!
. B Pay Cycles in
Total Eamings $3.200.00 Total Days 20.00 Pe‘r’io; 2
Pre Tax Contributions $100.00 IPre Tax Service Credit Payments $100.00 I
-~ AT
<14 ]POS( Tax Contributions $100.00 I Post Tax Service Credit Payments $100.00
—
Earnings Details - Required for Reported Earnings View All | First ‘&' 410of1 ‘&) Last
Eamings Code Earnings Hours Eamnings Amount
REG @, Regular Eamings 30.00 $3,200.00 [+ [=]
Job Data
Transaction Date B 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
Retirement Indicator Annual Compensation Rate $0.00
W
< >
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Step

Action

Click in the Post Tax
Service Credit Payments
field, and enter the post-
tax service credit payment
amount.

| $100.00]

Q@| @& https://rSwb.osc.stateny.usdl O ~ @ O || & View/Edit Report Detail x |

Retirement Online

¢ N O DO
‘ \] YQ| RS
A Bt s Thomas P. DiNapol
State Comptrolie|
Employee Summary
Payroll End Date 05/31/2018 [5 Regular/Adjustment Indicator Loan Payment 0.00!
. Pay Cycles in
Total Eamings $3.200.00 Total Days 20.00 Period 2
Pre Tax Contributions $100.00 Pre Tax Service Credit Payments $100.00
Post Tax Contributions $100.00 | Post Tax Service Credit Payments $100.00 I
Earnings Details - Required for Reported Earnings View All | First ‘&' 410of1 ‘&) Last
Eamings Code Earnings Hours Eamnings Amount
REG @, Regular Eamings 30.00 $3,200.00 [#] [=]
Job Data
Transaction Date B 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
Retirement Indicator Annual Compensation Rate $0.00)
W
< >
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Step

Action

Retirement Online must
validate and process the
information you have
entered.

Click the Validate button.
[ validate |

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, click
the Cancel button.

G®|@ https://r5w6.

han March

RSI1D

Retirement Online
e

Report Date: (02/26/2019 Location:

sc.state.ny.uss: O ~ @ O ” E View/Edit Report Detail

Thomas P. DiNapo

10028

Cancel

Report ID: 201202100283 Service Type: General

Message Text
Invalid Payroll End Date.

Invalid Payroll End Date.

Ineligible Employment Instance.

Reported Pre Tax Contributions are more than the required
amount.

Member is not eligible for Annuity Savings.

Mo record of this loan exists in the system.

Mo record of this Pre Tax Service Credit Purchase Payment
exists in the system.

Mo record of a Post Tax Service Credit Purchase Payment
exists in the system.

Find | view Al | | E& 180f8

Message Description
Payroll End Date must be the last day of a month
Payroll End Date must be the last day of 2 month.

Days, Earnings, Confrioutions, Loans, and Service Credit Purchase payments cannot be
accepted for ineligible time periods.

Reported Pre Tax Contributions are more than the required contribution amount. The excess
contributions will not be accepted or included in the total amount due for this report

Post Tax Contributions cannot be accepted.

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.

Mo record of a Pre Tax Service Credit payment due exists in the system. This amount will not be
accepted or included in the total amount due for this report

Mo record of this Post Tax Service Credit Purchase Payment due exists in the system. This
amount will not be accepted or included in the total amount due for this report.

State Comptrolig

Retirement Online Employer Help Desk | 844-619-9614
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Step

Action

Check the ‘Errors and
Warnings’ section to see if
any Errors or Warnings
remain. If so, repeat steps
9-16.

Once no Errors remain,
click the Save button to
save the validated data.
Save

[E=R = 52

°@| @ nttps://i5wb.0scstateny.ussi O ~ @ G H (& View/Edit Report Detail ‘
Retirement Onlin

BNYSLRS
- NTOLLT O Thomas P. DiNapoj
State Comptroll

~
han March Report Date: (02/26/2019 Location: 10028 i
Report ID: 201202100283 Service Type: Genera
Find |Viewal | @] B 1011
Message Text Message Description
(v
< >
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Step

Action

The Report Details page will
appear. The report’s status is
now listed as ‘Validated.” The
report is ready to submit to
NYSLRS.

Note: You can submit a
report with the ‘Validated’ or
‘Validation Warning’ status.
However, you should review
reports with the ‘Validation
Warning’ status for possible
action. You may now proceed
with the final step of the
enhanced reporting process,
Submitting and Posting the
report. Click the Report
Summary tab to begin the
process.

For assistance submitting and
posting the report, refer to
the job aid, “Submit and Post
a Monthly Report.”

You have successfully
corrected business validation
errors and warnings for an
enhanced report.

br\-’_ )] @ nttps://5v6 oscstaterysas © - @ & ][ @ viewsedit Report Detal{-—l_ |
Retirement Online

Report Summary

[} R128388338

Select All

Report Details

Location 10028
Report ID 201902100283
NYSLRSID SSN
Report Details

NYSLRSID Empl Red

‘h\ l'./':-: -\\-\

Errors and \Warmnings

NASSAU COUNTY

First Name

Social Security

Number First Name

Meghan

Deselect All

[E=N F5H )
inr 23 83

Report Date

Report Status

Last Name

02M19/2019

Initiated

Last Name Status

March Walidated

Delete Selected

Report Format

Report Type

Enhanced

Regular

Status

ays

20.00

Hours

30.00

Eamings

$3,200.00

Thomas P. DiNapo|
State Comptrolk

Add Tre|

Search

Pre Tax
Contributions C|

30.00
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