Thomas P. DiNapoli, State Comptroller

BNYSL RS

New York State & Local Retirement System

Enhanced Manual Adjustment Transaction

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

In enhanced reporting, adjustments are no longer made in a separate report; they are transactions within a regular report.
Adjustments are only allowed for previously reported days and earnings.
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Step | Action

@ On the Report Details page, scroll
to the right until the View/Edit Q )| 3 htpsy//r5ui0.oscstatenyuse © - @ & || 3 employer Report Presubm... % | |

finks are visible. Retirement Online

BNYSL RS
4 N T OLTTRD Thomas P. DiNapoli

State Comptroller

¥YSLRS Website  Account Homepage > Contact Us

ngs
CANDOR Report Date Report Format Enhanced i THE =2 Eetum to Dashboard
Report Status Indtisted Report Type Reguiar
First Name Last Name Status Bl £
@ Cl .Ck the a ropriate Personalize | Find | viewal | 1] [§  Fist 4 1-100f53 ! Last
pprop : . \ .
V'I E L I T First Name Last Name Status Days Hours Eamings CDEI';'rra;uiinns ng“g;:ﬁms Loan E::d"'lf* Service Qs Ty Ser"'“f ViewEdit
JEdit link for the empl
IeW itlin or theem oyee Bob 000 3000 30.00 3000 5000 5000 30.00 ViewlEdit
you are a dJ usti ng. Sam 0.00 $0.00 $0.00 $0.00 $0.00 50.00 $0.00
Calvin .00 0.00 $0.00 $0.00 $0.00 $0.00 50.00 $0.00 °
Aubrey 000 0.00 $0.00 $0.00 $0.00 $0.00 50.00 $0.00 WiewlEdt
Nrme._person 000 noo 3000 30.00 3000 5000 5000 30.00 ViewlEdit
Nme._person 000 3000 $0.00 50.00 50.00 5000 $0.00 ViewlEdt
Nme_person 000 $0.00 $0.00 $0.00 $0.00 50.00 $0.00 ViewlEdt
Nme_person 000 $0.00 $0.00 $0.00 $0.00 50.00 $0.00 WiewlEdt
Nme._person 0.00 $0.00 $0.00 $0.00 $0.00 50.00 $0.00 WiewlEdit
Steve 000 000 3000 30.00 30.00 3000 5000 30.00 ViewlEdit
Deselect All Delete Selected

(o) — )
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Step

Action

The View/Edit page will appear.
Click in the Payroll End Date field,
to enter the payroll end date.
Enter the digits only using the
MMDDYYYY format; Retirement
Online will format the slashes.

Note: You may also use the
Choose a Date icon.

Retirement Online
BNYSLRS

NYSLRS Website

Account Homepage

NYSLRSID RI0015832 Name:  Calvin
Employment Instance 1 SSN:

Errors and Warnings

Type Field Name

Employee Summary

Total Earmnings $0.00
Pre Tax Contributions $0.00
Post Tax Contributions $0.00

Eamings Details - Required for Reported Earnings

Eamings Code

Job Data
Transaction Date
Job Code

Pay Frequency

Report Date:  D&/30:2018

Report ID: 201901401472

Message Text

Regular/Adjustment Indicator
Total Days
Pre Tax Service Credit Payments

Post Tax Service Credit Payments

Eamings Hours

0.00

HR Transaction Type
Standard Work Day

Regular | Temporary

Location: 40147

Service Type: Genersl

Message Description

Loan Payment
oog  PayCyclesin
Perio
50.00
50.00
View Al | 12 First ‘4 1of1 '}

Earmings Amount

Last

$0.00%

Validate

Thomas P. DiNapodi
State Comptroller

Help Contact Us

Find | View Al | 2] E& 1¢

First ‘4 1of
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Step

Action

Click the Regular/Adjustment
Indicator drop-down to select the
transaction type.

Retirement Online
BNYSLRS
. R Thomas P. DiNapoli
State Comptroller
SLRS Website
~
_ alidate
NYSLRS ID RAD015632 MName:  Caslvin Report Date:  D&/3V2010 Location: 40147
Cancel
Employment Instance 1 SSM: ReportID: 201001401472  Service Type: General
Errors and Warnings Find | View Al | (2] E& 11
Type Field Name Message Text Message Description
Employee Summary First ‘&' 1 of;
Payroll End Date 5 Regular/Adjustment Indicator Loan Payment $0.00
Pay Cycles in
Total Eamings $0.00 Total Days [ 0.0q| ngiu ¥ [
Pre Tax Contributions 30.00 Pre Tax Service Credit Payments 50.00
Fost Tax Contributions $0.00 Post Tax Service Credit Payments $0.00]
Earnings Details - Required for Reported Earnings Wiew All | 12 First ‘4 10of1 '} Last
Eamings Code Eamings Hours Eamings Amount
% 0.00 5000/ ¥ [=
Job Data First ‘4 1of1
Transaction Date i HR Transaction Type
Job Code Q Standard Work Day 0.00
p v
Pay Erequency @ Regular / Temporary
>
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Step

Action

The Total Earnings field is grayed
out and not editable. This field will
automatically populate based on
the earnings amounts entered in
the ‘Earnings Details — Required
for Reported Earnings’ section.

NYSLRS Website

NYSLRS ID R100156832

Employment Instance 1 SSN:

Errors and Warnings

Type Field Name

Employee Summary

Payroll End Date
Total Eamnings
Pre Tax Contributions

Post Tax Contributions

Earnings Details - Required for Reported Earnings

Eamings Code

Job Data
Transaction Date
Job Code

Pay Frequency

Account Homepage

Calvin Broadus

Report Date: 07/31/2012

Report ID: 201002401472

Message Text

Regular/Adjustment Indicator
Total Days
Pre Tax Service Credit Payments

Post Tax Service Credit Payments

Eamings Hours

0.00

HR Transaction Type
Standard Work Day

Regular / Temporary

Adjustment

Location: 40147

Service Type: Genersl

Message Description

Loan Payment

oog  Pay Cyclesin

Perio
50.0q
s0.0q
View All | £ First ‘4 10f1
Earnings Amount
50.00 +

Last

Help

Validate

Find | View & | 2] G&

$0.004

Thomas P. DiNapoli
State Comptroller

Contact Us

First

' 1of1

1«

4 1 of]
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Step

Action

In an adjustment transaction,
Total Days, can be a positive (+)
number to correct under-reported
days or a negative (-) number to
correct over-reported days.

Note:

Example 1: If two days were
under-reported and had to be
accounted for, a 2 would be
populated in the Total Days field

e‘ | ¥ https.//r5wll.oscstateny.usE O ~ @ & ” % View/Edit Report Detail | |

Retirement Online

WY S RS
b B S S | S A (S

NYSLRS Website  Account Homepage

Thomas P. DiNapoli
State Comptroller

Contact Us

Help

to indicate that two additional NYSLRS ID 10015832 Name:  Calvin Broadus Report Date: 07/31/2012 Location:  4n147 Valdate -
days were worked during that Employmentinstance 1 ReportiD:  2y10024g1472  Servics Type: Ganees

. Errors and Warnings Find | viewan | Y] L& 11
period. . - S— ———
Example 2: If two days were over- B i S Fret @ 101
reported because they were not P o s S _m Eyc;.ymt —
worked, a -2 would be populated Pre Tax Contributons sa00 Pre Tax Service Credit Payments %0
in the Total Days field to indicate p e B e sevies Gt paments o
that two days had not been vl @ rem @ ot @ iam
worked during that period. = s
Example 3: If two days were R . S o
reported, but only one was a Stardard Work Doy 5
worked, a -1 would be populated o S — >
in the Total Days field to indicate
that one day must be retracted for
that period.
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Step

Action

Click in the Pay Cycles in Period
field, and enter the total pay
cycles for this reporting period.
This will be a number between 1
and 5, based on the pay
frequency.

o

(B NY

NYSLRS Website

Account Homepage

NYSLRS ID R10015832 Name: Calvin

Employment Instance 1 SSN:

Errors and Warnings

Type Field Name

Employee Summary

Payroll End Date
Total Eamings $0.00

Pre Tax Contributions 3000

Post Tax Contributions $0.00

Earnings Details - Required for Reported Earnings

Eamings Code

Job Data
Transaction Date
Job Code

Pay Frequency

Retirement Onlin

SR I |

Report Date:  D5/30v2018

Report ID: 201901401472

Message Text

Regular/Adjustment Indicator
Total Days
Pre Tax Service Credit Payments

Post Tax Service Credit Payments

Eamings Hours

0.00

H HR Transaction Type
Standard Work Day

@ Regular | Temporary

Regular

Thomas P. DiNapoli
State Compiroller|

Help ContactUs

~
alidste
Location: 20147
Cancel
Service Type: Genersl
Find | viewan | 2] E& 1c
Message Description
First ‘4’ 10f
Loan Payment $56.00
200 Pay Cyclesin | |
08 Period
50.00
50.00
iew Al | (2 First ‘&' 10f1 '} Lact
Earnings Amount
50.00 +] =
First ‘4 10f1
0.00]
v
>
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Step

Action

Click the Look Up icon next to the
Earnings Code field to view a list
of all the available earnings codes.
Q
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Retirement

NYSLRS ID R10015632 Name:

Errors and Warnings

Type Field Name

Employee Summary

Payroll End Date pear2018
Total Earnings

Pre Tax Contributions

Post Tax Contributions

b 3)
4 N T

Employment Instance 1 S5N:

$0.00

$0.00%

30.00%

Earnings Details - Required for Reported Earnings

Eamnings Code I

Job Data

Transaction Date
Job Code

Pay Frequency

Calvin Broadus Report Date:  07/31/2012 Location: 40147

ReportID: 201002401472  Service Type: General

Message Text Message Description
RegulariAdjustment Indicator Loan Payment
Pay Cycles in
Total Days oog  pAO
Pre Tax Service Credit Payments s0.00]
Post Tax Service Credit Payments 5000
viewsll |2 First 4 10f1
Eamings Hours Earmings Amount
0.00 sooa  |(#
HR Transaction Type
Standard Work Day oo
Regular | Temporary | |

Thomas P. DiNapoli

~
Walidste
Caneal
Find | View.an | 2] G5 1¢
First ‘4 1of
$0.00
2
Last
First ‘4 1of1
W
>

State Comptroller

Contact Us
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Step

Action

The ‘Look Up Earnings Code’ pop-
up will appear. Select the
appropriate Earnings Code link.

D) )5 o st £~ @ 0] St oo |

Look Up Eamings Code

Code: [begins with v ]

| LookUp |[ Clesr || Cancel |Basiclookup

Search Results

View 100 First ‘& 1asar1s & Last

Earnings Code Description

DEF Defarrad Payment
GrievancelArbitrstion Award
Holidsy Payment
Longevity
Lump Sum Vacation
Miscallaneous Non-Pensionsbile
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Step

Action

Click in the Earnings Hours field
and enter the total hours you are
reporting for this reporting period.
[0.00 ]|

~
\Validate
NYSLRSID R10015832 Name: Calvin Broadus Report Date:  07/31/2012 Location: 40147
Cancel

Employment Instance 1 S5N: Report ID: 201902401472 Service Type: Genersl

Errors and Warnings Find | View ANl | i | R 14

Type Field Name Message Text Message Description
Employee Summary First ‘&' 1 of;

Payroll End Date Devz0/2018 o Regular/Adjustment Indicator Loan Payment $0.00

i - = Pay Cycles in =

Total Eamings $0.00 Total Days 0.00 Period 2

Pre Tax Contributions 30.00 Pre Tax Service Credit Payments 50.00

Post Tax Contributions $0.00 Post Tax Service Credit Payments 30.00]

Earnings Details - Required for Reported Earnings View Al | 12 First ‘4 10of1 '} Last
Eamings Code armings Hours Earnings Amount
ovT @ Reguiar Overtme +] =

Job Data First ‘4 1of1

Transaction Date 5 HR Transaction Type

Job Code =1 Standard Work Day 0.00

W
Pay Frequency s Regular / Temporary
>

Retirement Online

1 e
-

; \‘\ \T/

unt Homepage

Thomas P. DiNapoli
State Comptroller
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Step

Action

Click in the Earnings Amount field and
enter the earnings being reported for
this reporting period.

Note: In an adjustment transaction,
Earnings Amount can be a positive (+)
under-reported days or a negative

(-) number to correct over-reported
earnings.

In this example, the employee's
overtime was under-reported by two
hours. The overtime rate is 30 dollars
per hour. To calculate the earnings to
place in the Earnings Amount field,
multiply 2 hours by 30 dollars

(2 x30.00 =60.00)

Negative Earnings Example 1: If two
hours of overtime were reported for
the same employee but not actually
worked (for a total of 0 hours), those

two hours must be retracted, and -

60.00 must be placed in the Earnings
Amount field. (2 x - 30 =-60.00)

Negative Earnings Example 2: If two
hours of overtime were reported but
only one was actually worked (for a
total of 1 hour), that one unworked
hour must be retracted, and - 30.00
must be placed in the Earnings
Amount field. (1 x-30 =- 30.00)

f= e ==

Retirement Onl

BNYS

NYSLRS Website  Account Homepage

NYSLRSID R10015632 Name: Caslvin Broadus Report Date:  07/31/2018
Employment Instance 1 SSN- Report ID: 201902401472
Errors and Warnings
Type Field Name Message Text

Employee Summary

Payroll End Date pear2018 =)
Total Eamings 30.00
Pre Tax Contributions 30.00
Post Tax Contributions 30.00

Earnings Details - Required for Reported Earnings

Eamings Code

ovT @ Reguisr Overtime
Job Data
Transaction Date £
Job Code =
Pay Frequency Q

Regular/Adjustment Indicator
Total Days
Pre Tax Service Credit Payments

Post Tax Service Credit Payments

Eamings Hours

2.00

HR Transaction Type
Standard Work Day

Regular / Temporary

Service Type: Genersl

Adjustment

~
Walidste
40147
Gancel
Find | View.an | 2] G5 1¢
Message Description
First ‘&' 1 of
Loan Payment $0.00
Pay Cycles in 3
Period
iew Al | (2 First ‘&' 10f1 ‘b Lact
Earmings Amount
1=
First 1of1
0.00]
W

Thomas P. DiNapoli
State Comptroller

Help Contact Us
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Step

Action

Click the Validate button.

Walidate

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

L&)

: | ® https//r5wll.os

Retrement Online

BNYSLRS

T

NYSLRS We! count Homepage

~
NYSLRS ID R10015832 Name: Calvin Broadus Report Date:  07/31/2012 Location: 40147
Employment Instance 1 SSN: ReportID: 201002401472  Service Type: General
Errors and Warnings Find | View &)l | 22| E& 14
Type Field Name Message Text Message Description
Employee Summary First ‘4 1of
Payroll End Date Der20/2018 (] Regular/Adjustment Indicator Loan Payment $0.00
i = Pay Cycles in -
= v
Total Eamnings $60.00 Total Days 000 - 2
Pre Tax Contributions $0.00 Pre Tax Service Credit Payments 50.00
Post Tax Contributions $0.00) Post Tax Service Credit Payments 50.00
Earnings Details - Required for Reported Earnings Wiew Al | B2 First ‘& 10of1 '} Last
Eamings Code Eamings Hours Eamings Amount
ovT @ Regular Overtime 2.00 $60.00) ) | (=
Job Data First ‘4 1of1
Transaction Date 2 HR Transaction Type
Job Code =3 Standard Work Day 0.00
. ~
Pay Frequency a Reguiar | Temporary
>

Thomas P. DiNapoli
State Comptrolier

Contact Us
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Step

Action

Check the ‘Errors and Warning'’s
section to seeif any errors or
warnings exist. If so, repeat steps
3-12.

Once no errors and warnings
remain, click the Save button to
save the validated data.

Save

Retirement Onlin
BNYSLR

NYSLRS Website

Account Homepage

Thomas P. DiNapoli
State Comptroller

Help Contact Us

~
Walidate
NYSLRS ID R10015632 Name:  Calvin Broadus Report Date:  07/31/2013 Location: 40147
Gancel
Employment Instance 1 SSN: Report ID: 201902401472 Service Type: Geness|
Errors and Warnings Find | View.an | 2] G5 11
Type Field Name: Message Text Message Description
Employee Summary First ‘4 1of
Payroll End Date DE/202018 ) RegulariAdjustment Indicator Adjustment [v] Loan Fayment $0.00
i = Pay Cycles in 5
Total Eamings 560.00 Total Days oog ook z
Pre Tax Contributions 50.00 Pre Tax Service Credit Payments $0.00
Fost Tax Contributions 50.00 Post Tax Service Credit Payments $0.0q
Earnings Details - Required for Reported Earnings View Al | 12 First ‘4 10of1 ‘b Last
Eamnings Code Eamings Hours Eamnings Amount
ovT ( Reguisr Overtime 2.00 $60.00) * =
Job Data First ‘4 1of1
Transaction Date 5 HR Transaction Type
Job Code = Standard Work Day 0.00
W
Pay Frequency aQ Regular / Temporary

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

Action

The Report Details page will
appear. In this example, the
employee’s report status is listed
as "Validated."

Note: The information entered
must return a status of
"Validated" or "Validation
Warning" before the adjustment
can be submitted to NYSLRS. A
"Validation Error" status means
there are errors with the entered
data. If submitted to NYSLRS, this
employee’s record will be
omitted. You must return to that
employee’s record and correct the
data using the View/Edit link.

You have successfully completed
an adjustment transactionin a
manual report.

Q = | b 3 https://r5wll.osc.state.ny.us:é LO~-ac || 3 Employer Report Pre Subm... |

(=SR]

Retrement Online

BNYSLRS

NYSLRS Website

Account Homepage

Report Summary || ReportDetails || Emors and Wamings

Location 40147 VILLAGE OF CANDOR
Report ID 201201401472
NYSLRSID 35N First Name
Report Details
MYSLRS ID EmpiRod  Social Seeurity ot Name
[0 RiDODOSED o Bob
O Riomsass o Sam
0 riomssaz 1 Calvin
O rioiooeds o Aubrey
O Ri0552401 50 Nme_person
[m} 1 Nme_persan
O Rio=07887 4 Nme_person
O r11150821 1 Nme_person
O Ri1ase072 8 Nme_person
[0 Riz7azsez o Steve
Select All Desslect All
<

Report Date 063072018
Report Status nifisted
Last Name

Last Name: Status Day

0.00

0.00

Report Format

Report Type

Status

Hours

D.00

0.00

Delate Selected

0.00

0,00

0.00

0.00

0.00

0.00

0.00 0.00

D.00

Enhanced

Regular

Eamings

Pre Tax
Contributions

Add Transaction

Search

Post Tax
Contributions

Help

Clear

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

Thomas P. DiNapoli
State Comptroller

Contact Us

Return to Dashboard

Parsonslize | Find |

Loan Pre Tax Service

Payments  Credit Payments
$0.00 $0.0
S0.00 0.0
30.00 30.0
30.00 30.0
30.00 30.0
$0.00 0.0
30.00 30.0
30.00 30.0
30.00 30.0
$0.00 $0.0

>
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