Thomas P. DiNapoli, State Comptroller

BNYSL RS

New York State & Local Retirement System

Correct Control Errors

This job aid shows you (as an Employer Reporting Uploader) how to correct any control errors you may have encountered while uploading
an enhanced report file in Retirement Online.

Control errors indicate a mismatch between the data in the .txt report file you uploaded and the information you entered on the File Upload
page.
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Step

Action

After uploading a file, the
Run Status column in the
‘Submission Status Details
(File Upload/Pre Submission)’
section of the Employer
Reporting Dashboard page
may show ‘Failed with File
Errors.

Click the Error Details link.
Error Details

Note: You must review and
correct errors before you can
submit and post your report.

=N ==
oy 27 £23

Q'@” 3 hitps://i5wl0.oscstateny.us:t O ~ @ © || % Employer Report File Upload |

Retirement Online
‘ /:_'j__ \:__

NYSLRS Website * Account Homepage

bmission Status Details(File Upload/Pre Submission)

Refresh

Process Instance Report Date Report Format Report Type DateTime Stamp
1 37096 02/08/2019 Enhanced Regular 02/08/19 3:38PM
2 25919 D2/06/2019 Enhanced Egg”me”t 1990 5210619 10:50AM
3 25833 D2/06/2019 Enhanced Eg[g”r”em 1900 o061 10:48AM
4 25319 D2/06/2019 Enhanced Egg”mem 1990 5210619 10:46AM
5 25808 D2/06/2019 Enhanced Eg[g”r”em 1900 0618 10:44AM

Run Status

Failed with File Errors

Mo Success

Ready for Submission

Mo Success

Ready for Submission

Thomas P. DiNapoli

State Compirolier|
Help Contact Us

B e e i

Sign out

R "

Personalize | Find | View Al

o rror Details

Process has fai
contact NYSLR

Submitted Through

File Upload Page

File Upload Page

File Upload Page

Process has fai

File Upload Page contact NYSLR

File Upload Page
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Step

Action

The File Upload Error Details
page will appear and may
display two types of errors:
Control Errors and Report
Errors. If Report Errors are
displayed, you must correct
them first. To correct Report
Errors, read the “Correct
Report Errors” job aid
assistance. After you've
corrected report errors,
Retirement Online will display
any control errors.

Note: In this example, there
were mismatches between
the .txt file and the entered
data, so the employer must
return to the .txt file,
recalculate the total post-tax
service credit payments and
total payments and upload
the file again.

Click the Export icon if you
would like to download a list
of errors for your records.
L

If you don’t wish to
download the list of errors,
skip to step 12.

Q' k | % https://r5wll0.osc stateny.usi O - @ & || % Employer Report File Upload

Retiement Onling

NYSLRS Website » Account Homepage

File Upload Error
Location 40042

Report Date 02/08/2019

Control Errors °

Field Name

Fost Tax Service Credit Payments

Total Payments

[

Row No. NYSLRSID

VILLAGE OF BELLEROSE Report Type

Report Format

Error Message

Invalid Post Tax Service Credit Payments amount

Invalid Total Payments amount

Field Name Error Messape

Thomas P. DiNapoii
State Compirolier
Help Contact Us
B e LR Sign out
R— e
~
Regular
Enhanced
Personalize | Find | View Al | (21 |st 4 120f2 & Last
Error Description
Total Post Tax Service Credit Payments entered on the File Upload
page does not match the total service credit payments within the file.
Total Payments does not equal the sum of Total Pre-Tax
Contributions, Total Post-Tax Contributions, Total Loan Payments,
and Total Pre-Tax and Post-Tax Service Credit Payments fields on
the File Upload page.
Personalize | Find | View Al | B ¥ First ' 1of1 b Last
Error Description
v
>
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Step

Action

The Notification toolbar will
appear. Click the arrow next
to the Save button.

]

A drop-down menu will
appear. Choose the
appropriate option.

| Save as |

= (==
A , | & https//rSub.oscstateny.usgl O - @ & || = Employer Reporting Dashboard | (= rSwé.osc.state.ny.us x | | 'y HA_‘ ‘:::’
If IE indicates your download has been blocked. permit the download by clicking on 1ts Information Bar and selecting "Download File...".
Please close this window after download has completed ...
Save
Save as 5

Do you want to open or save ps.xls from rdwb.oscstate.ny.us? Open

Save and open
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Step

Action

A ‘Save As’ window will
appear. Use this window to
choose a location where you
would like to save the
document. Use the File name
field to name the document.
By default, the Save as type
is ‘Excel Worksheet.’

Click the Save button.

Save

2 Save As

J—
. » Computer » (H:) » 2019 Reports
N 2 E
Organize * MNew folder

X Favorites Name Date modified Type

Bl Desktop

4. Downloads

=l Recent Places
4 Libraries

1% Computer

Eii Metwork

~Tor | 5]

e g (2]

Size

File name: | Errors

Save as type: | Microsoft Excel 97-2003 Worksheet (*.xls)

= Hide Folders

G} Save | [ Concel |

>/
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Step Action

The Notification toolbar will  |[[ =T =
appear. Click the Open | <= Il\-.7>/‘||-:§l https://r5wh.osc.state.ny.us:81 O ~ @& & || = Employer Reporting Dashboard | (= rSw.osc.state.ny.us 3 | | P oA 1t
button If IE indicates your download has been blocked. permit the download by clicking on 1ts Information Bar and selecting "Download File...".

Please close this window after download has completed ...
Open

The Errors.xls download has completed. v Open folder View downloads
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Step

Action

Depending on your = -
’ HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

computer’s software and - :

X . ey Y A |l==_ - = FZ Conditional Farmatting = &=Insert -~ 2. - AY H
settings, a Microsoft Excel MDe- = [ Format as Table - Frodee - [@- 2 MR

. aste B I U- A === Ee - % %l 4% = ort & Fin
pop-up may display a - _ = £ censtytes Biromot- £ - fier- Select-
. . Clipboard Font [F} Alignment [F] MNumber [F] Styles Cells Editing
warning. Click the Yes
button.
Note: Retirement Online is a
trusted and secure portal.
Microsoft Excel @
The file format and extension of ‘Errors.xls’ don't match, The file could be corrupted or unsafe, Unless you

_'; trust its source, don't open it. Do you want to open it anyway?

9 l Yes

||

Mo

]

[

Help ]
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Step

The Excel document will
open. Here you can see the
errors Retirement Online
found.

To close the document, click
the Close Document (X)
button.

[~]

= = Errors
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
“D 3{) Calibri 1 A == = - = General %Cnnditinnaanrmatting' %“Insert -
Egy - % Format as Table ~ &7 Delete ~
Pavste ~ B I U~ &'A' == B- $-% ER ECEIISters' EImeatv
Clipboard Font [F} Alignment [F] MNumber [F] Styles Cells
AL - S || Field Name
A B C E
1 Field Name Error Message Error Description
Total Days entered on the File Upload page
2 |Total Days Invalid Total Days amount does not match the total days within the file.
Total Earnings entered on the File Upload
page does not match the total earnings within
3 |Total Earnings Invalid Total Earnings amount the file.
Total Pre Tax Contributions entered on the
File Upload page does not match the total
4 |Total Pre Tax Contributions |Invalid Total Pre Tax Contributions amount  |contributions within the file.
Total Post Tax Contributions entered on the
File Upload page does not match the total
5 |Total Post Tax Contributions |Invalid Total Post Tax Contributions amount |contributions within the file.
Total Loan Payments entered on the File
Upload page does not match the total loan
& |Total Loan Payments Invalid Loan Payments amount payments within the file.
Total Payments does not equal the sum of
Total Pre-Tax Contributions, Total Post-Tax
Contributions, Total Loan Payments, and
Total Pre-Tax and Post-Tax Service Credit
7 |Total Payments Invalid Total Payments amount Payments fields on the File Upload page.
8
9
10
11
12
Errors 4]

> -

w

A

2y itk
Sort & Find &
Filter = Select -

Editing
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Step

Action

In downloading the Excel
document, a second browser
window may also have
opened. Click the Close Tab
(X) button to close this
second browser window and
return to Retirement Online.

[~]

& https://r5wh.osc.state.ny.us:El O ~ @ & || (=2 Employer Reporting Dashboard | (=2 r5w6.osc.state.ny.us /]3
SN

If IE indicates your download has been blocked. permit the download by clicking on 1ts Information Bar and selecting "Download File...".

Please close this window after download has completed ...
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Step

Action

The File Upload Errors Details
page will appear.

Click the Return to

Dashboard link.
Return to Dashboard)

o
Q( % https://r5wl0.oscstate.ny.ust O ~ @ O || % Employer Repert File Upload

Retirement Online
BNYSLRS

unt Homepage

File Upload Error

Location 40042 VILLAGE OF BELLEROSE Report Type

Report Format

Report Date 02/08/2019

Control Errors

Field Name Error Message

Post Tax Service Credit Payments Invalid Post Tax Service Credit Payments amount

Total Payments Invalid Total Payments amount

Report Errors

Row No. NYSLRSID Field Name Error Message

Thomas P. DiNapoli
State Compivolier
AR s Sign out
B T S
~
Regular
Enhanced
Personalize | Find | view all| &2/ [ First (4 12012 * Last
Error Description
Total Post Tax Service Credit Payments entered on the File Upload
page does not match the total service credit payments within the file.
Total Payments does not equal the sum of Total Pre-Tax
Contributions, Total Post-Tax Contributions, Total Loan Payments,
and Total Pre-Tax and Post-Tax Service Credit Payments fields on
the File Upload page
Personalize | Find | View All | IL'-"] |.|.hf First ‘4 1o0f1 ‘» Last
Error Description
(V]
>
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Action

The Employer Reporting
Dashboard page will appear.

Whether the control errors
were in the .txt file or on the
File Upload page, you must
upload the file again.

Click the File Upload button
to upload your .txt file.
| File Upload |

Retirement Online
BNYSELRS

NYSLRS Website  Account Homepage

n S(tauls DetailsiFile Unload/Pre Submission)

Help ContactUs

IS Sign out

T S —

Thomas P. DiNapoli
State Comptrolier|

Create Manual Report

~
File Upload (@

Pre Tax Contributions

0042 @ VILLAGE OF BELLEROSE

Date Report 1D Report Status Report Format Report Type Days Eamings

019 201901200093 Initiated Enhanced EnroliiJob 0.00

019 201901200092 Posted Enhanced Reqgular 0.00 $-500.00
019 201901200091 Posted Enhanced Reqgular 0.00

018 2018122000912 Posted Enhanced EnrolliJob 0.00

018 2018122000911 Posted Enhanced Reqgular 0.00

Find | ¥

Pre Tax Se
Credit Pay
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tep

Action

The File Upload page will
appear. Enter the totals from
your .txt file into all of the
required fields.

Click Browse to select the .txt
file you wish to upload, and
then click the Initiate Report
button from your device.

Initiate Report

(=N =X

| A

Retirement Onling

NYSLRS Website * Account Homepage Help

Report Date:

Total Days:

Total Earnings:

Total Pre Tax Contributions:

Total Post Tax Contributions:

Total Loan Payments:

Pre Tax Service
Credit Payments:

Post Tax Service
Credit Payments:

Total Payments:

Total Record Count:

File to Upload:

BNYSLRS

Thomas P. DiNapoi
State Compirolie:

Contact Us

SRS Ml Sign out

R S

02/08/2019 | ~
20.00|

$1,000.00

$150.00|

$40.00)

$30.00]

$20.00]

$10.00]

$250.00

RegularReport 11302018 txt

Browse

Initiate Report 14 hd
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Step

Action

The Employer Reporting
Dashboard page will appear.

Click the Refresh button to
see the Run Status of the
corrected report.

Refresh

Qr\?ﬂ % https://i5ul0.0scstateny.ust O ~ @ O || 3. Employer Report File Upload

Retirement
. 3

NYSLRS We

Submission Status Details(File Upload/Pre Submission)

@

Process Instance

o

ount Homepage

= Fm =
PR LH

DateTime Stamp

02/03M19 3:44PM

0210818 3:38FPM

D2/06/M19 10:59AM

02/06M19 10-48AM

D2/06/M19 10:46AM

Run Status

Processing

No Success

Ready for Submission

No Success

Ready for Submission

~
Personalize | Find |
Submitted Through
File Upload Page
i File Upload Page Error D
File Upload Page
. Proces
File Upload Page contact
File Upload Page
W

Thomas P. DiNapoiiil

State Compirolier]
Help Contact Us

iRt Mseilatie  Sign out

e o o e
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Step Action

If the Run Status changes to
lReady for Submissionl you Q@| 3 L-ac || % Employer Reporting Dashb...
have successfully corrected R J“, 28 ﬂT Oﬂ |n
all control errors. glureme ne
RANVT RO
S N TS Thomas P. DiNapoli
. State Comptrolier
If the Run status still says o :
’F | d th F| E , NYSLRS Website ¢ Account Homepage Help Contact Us
alled wi e Errors, You are signed in as W Issaie  Sign out
repeat steps 2 — 15 until the
status says ‘Ready for Last Login: § s s o
Submission.’ SUIUGLEUIE U 19U 1 1UUZo% FUSIEU Simanieu ey eerrn @1 1,000.00 PRSI suuuu MA
5 01/08/2019 201901100283 Posted Enhanced Regular 10.00 $1,150.00 $10.00 H
You haVe SUCCE‘SSfu“y Submission Status Details(File Upload/Pre Submission)
corrected Control Errors G
encountered Wh||e Uploading Personalize | Find | Viev
anen ha nced report to Process Instance Report Date Report Format Report Type DateTime Stamp Run Status Submitted Through
Retlrement Onllne 1 65117 O7/29/2019 Enhanced Regular Ready for Submission File Upload Page
2 65109 07/29/2019 Enhanced Regular Failed with File Errors File Upload Page Error Det
3 65032 017292019 Enhanced Regular Failed with File Errors File Upload Page Error Det
4 54997 01/29/2019 Enhanced Regular Ready for Submission  File Upload Page
5 64993 01/29/2019 Enhanced Regular Failed with File Errors File Upload Page Error Det
W
< >
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