Thomas P. DiNapoli, State Comptroller

BNYSL RS

New York State & Local Retirement System

Create a Manual Enhanced Report

This job aid shows you (as an Employer Reporting Submitter) how to create a manual report using the enhanced reporting format in
Retirement Online.
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Step

Action

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

Access Reporting Dashboal
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Step

Action

The Employer Reporting
Dashboard page will
appear.

If you only have access to
one location code, it will
appear automatically. Skip
to step 5.

If you have access to more
than one location code,

one will display by default.

To select a different
location, click the Look Up
icon next to the Location
field.
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Creste Manusl Repart File Upload Search by Employes
mproper Withholdings
Member Contribution Rates
Losn/SCP Deduction Motificatior
Reports Find | View all | B2 | = First 4 1
ate Report Report < . . Post Tax Pre Tax Service  Post Tax Service
ReportDate  Report ID e == Report Type Days Eamings Pre Tax Contributions  fostToc. Loan Payments Credi Payments Credit Paymants A
102312018 201804401471 Posted Legacy Regular 20,00 $10,000.00
21231207 201202401472 Posted Legacy Adpustment 50.00 $2.400.00
2123U2MT 201802401471 Posted Legacy Regular 40,00 $8,000.00 52,000.00 $50.00 $100.00
4117202017 201712401473 Posted Legscy Adjustment 50.00 $16,141.00
513U 201712401472 Posted Legacy Regular 40,00 $9,000.00 51,370.0¢
Submission Status Details{File Upload/Pre Submission)
Refrash
Personalize | Find | View Al | 2] = First ‘4 150f43
Process Instance  Report Date Report Format Report Type DateTime Stamp Run Status Submitted Through Error Details
1 23993 03312018 Legscy Reguisr 040518 2:20PM Success From Pre Submission Page
v
2 23651 01/21/2018 Legacy Regular 02/12/12 12:18AM Success From File Upload Page
< >
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Step

Action

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

Action

Click the Go button.
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ReportDate  Report D e e Report Type Days Eamings Pre Tax Contributions  Foop o Loan Payments Cradit Papments |Coutit Paytenis A
10331208 201804401471 Posted Legscy Regular 20,00 $10,000.00
21732017 201202401472 Posted Legacy Regular 50.00 $3,400.00
212207 201202401471 Posted Legacy Regular 40.00 $3.000.00 $2,000.00 $50.00 $100.00
201712401 Posted Legacy Reguilar 50.00 $16,141.00
51212017 201712401472 Posted Legacy Regular 40.00 $0.000.00 $1.270.00
Submission Status Details{File Upload/Pre Submission)
Refrash
Personslize | Find | View Al | 2] &' ! 150f43
Process Instance  Report Date Report Format Report Type DateTime Stamp Run Status Submitted Through Error Details
1 23993 02/31/2018 Legscy Regular 040518 2:20PM Succass From Pre Submission Page
W
2 23651 01/31/2018 Legscy Regular 02/12/18 12:16AM Succass From File Upload Page
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Step

Action

A list of previous reports
for this location will
appear. Click the Create

Manual Report button.
Create Manual Repaort

*Location: 40147 @ VILLAGE OF CANDOR
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Reports Find | Vi First "4
- Report Report _ Post Tax Pre Tax Service PostTax Service
ReportDate  Report ID Stvs Fovemat Report Type Days Eamings Pre Tax Contributions  co= Las, Loan Payments Credit Payments | Creciit Payments A
10331/2018 201204401471 Posted Legscy Regular 20.00 ‘$10,000.00
2123U2MT 201802401472 Posted Legacy Regular 50.00 $2,400.00
312731721 201202401471 Posted Legscy Regular 40.00 $23,000.00 $2,000.00 $50.00 $100.00
41120207 201712401472 Posted Legacy Regular 50.00 $16.141.00
51U2MT 201712401472 Posted Legscy Regular 40,00 $9,000.00 51,370.00
‘Submission Status Details{File Upload/Pre Submission)
Refresh
Parsonalize | Find | View Al | 12| k! First 1 1-50f43
Process Instance  Report Date Report Format Report Type DateTime Stamp Run Status Submitted Through Error Details
1 230083 03/31/2018 Legacy Regular 04/05/128 2:20PM Success From Pre Submission Page
v
2 23651 01/21/2018 Legacy Reguiar 02r12/18 12:18AM Success From File Upload Page
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Step

Action

The Create Manual Report
page will appear. The
report date will be the
current date. To change
the default date, click the
Choose a date icon next to
the Report Date field.

an

Note: You can also
manually enter a date in
the Report Date field using
the MM/DD/YYYY format.
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Step | Action
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Step

Action

Select the last day of the
month for your report.
After you select the day,
the ‘Calendar’ pop-up will
disappear.
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Step

Action

The reporting format will
be ‘Enhanced’ by default.

In enhanced reporting,
adjustments are made ona
regular report. Select
"Regular" in the Report
Type drop-down.

[Regular |
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Step

Action

Click the Create Manual

Report button.
Creste Manusl Report
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Step

Action

The Report Details page
will appear. All active
employees for your
organization, as of the
previous 13 months, will
be listed here.

You have successfully
created a manual
enhanced report.
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O Riootsesz 1 Calvin 0.00 0.00 50.00 50.00 50.00 s0.00 s0.00
O R10189443 a Aubrey 0.00 0.00 50.00 $0.00 50.00 $0.00 $0.00
(] R10552401 50 Nme_person 0.00 0.00 50.00 $0.00 50.00 $0.00 $0.00
O Riossteg 1 Nme_person 0.00 0.00 50.00 50.00 s0.00 s0.00 s0.00
D R10807887 4 Nme_person 0.00 0.00 50.00 $0.00 50.00 $0.00 $0.00
OO0 Rit1s0831 1 Nme._person 0.00 0.00 50.00 5000 50.00 $0.00 s0.00
[0 Ri14s8072 s Nme_person 0.00 0.00 50.00 50.00 50.00 s0.00 s0.00
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