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Enter Monthly Data with an HR Transaction 
 
This job aid shows you (as an Employer Reporting Submitter) how to manually enter monthly data with report monthly data, with an HR 
Transaction using the enhanced reporting format in Retirement Online. An HR Transaction is a change in job status, such as hire or leave of 
absence.



 

 
Retirement Online Employer Help Desk | 844-619-9614 

EXT EMRJA– Last Rev 05/2023 
2 

 

Step Action  

1. On the Report Details page, scroll 
to the right until the View/Edit 
links are visible.  

  

2. Click the appropriate 
View/Edit link for the employee 
you are reporting. 
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Step Action  

3. The View/Edit page will appear.   
After entering the employee’s 
monthly report data, scroll down 
until you see the ‘Job Data’ 
section  
 
Note: Job Data changes may be 
reported at any time during the 
payroll period. 
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Step Action  

4. Click in the Transaction Date field 
to enter the transaction date. The 
Transaction Date refers to the 
date that the job status change 
(HR Transaction) became 
effective. Enter the digits only 
using the MMDDYYYY format; 
Retirement Online will format the 
slashes. 

 
 
Note:  You may also use the 
Choose a date icon.  
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Step Action  

5. Select the HR Transaction 
Type drop-down to select the 
employee's status change. 
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Step Action  

6. Click the Look Up icon next to the 
Job Code field to view a list of all 
available job codes.  

 
 
 
Note: The job code identifies the 
employee’s job and will also 
determine what benefit plan an 
employee qualifies for. Use our 
Job Codes tool for a complete list 
of job codes and descriptions. 
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Step Action  

7. The ‘Look Up Job Code’ pop-up 
will appear. Select the appropriate 
Job Code link. 
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Step Action  

8. Click in the Standard Work 
Day field and enter the 
employee’s standard work 
day.  This number should be 
between 6 and 8.   
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Step Action  

9. Click the Look Up icon next to the 
Pay Frequency field. 
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Step Action  

10. The ‘Look Up Pay Frequency’ pop-
up will appear. Select the 
appropriate Pay Frequency link. 
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Step Action  

11. Select the 
Regular/Temporary drop-down to 
select the employee’s type of 
work. Select ‘Regular’ if the 
employee is a permanent hire. 
Select ‘Temporary’ if the 
employee is a temporary hire. 
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Step Action  

12. Click in the Annualized Rate of 
Pay field and enter the annualized 
rate of pay. 

 
 
Note: The Annualized Rate of Pay 
refers to the maximum yearly 
amount the employee could earn.  
 

  

 
 
 
 
 
 
 

 12 

 



 

 
Retirement Online Employer Help Desk | 844-619-9614 

EXT EMRJA– Last Rev 05/2023 
13 

Step Action  

13. Select the Employee Class drop-
down to select the length and/or 
duration of the employee’s work 
year. 
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Step Action  

14. Select the Full/Part Time drop-
down to select the employee’s 
schedule type. 
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Step Action  

15. Select the Retirement Indicator 
drop-down to select whether the 
employee is a retiree who has 
returned to work. 
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Step Action  

16. The Retired in Retirement System 
field is a conditional field.  If ‘No’ 
was selected for the Retirement 
Indicator field, then this field can 
be skipped. If ‘Yes’ was selected, 
select the New York State 
Retirement System this employee 
retired from.  
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Step Action  

17. Click in the Annual Compensation 
Rate field and enter the 
employee’s annual compensation 
rate.  

 
 
Note:   The annual Compensation 
Rate refers to the yearly amount 
the employee is expected to earn 
at this job.  
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Step Action  

18. Now that all data has been 
entered for this reporting period, 
it must be validated. Click 
the Validate button. 

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

19. Check the ‘Errors and Warnings’ 
section to see if any errors or 
warnings exist. If so, repeat steps 
3 – 18. 
 
Click the Save button to save the 
validated data.  
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Step Action  

20. The Report Details page will 
appear. The employee’s report 
status is listed as “Validated.” 
 
Note: The information entered 
must return a status of ‘Validated’ 
or ‘Validation Warning’ before the 
report 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 through their 
View/Edit link. 
 
You have successfully entered 
monthly data with an HR 
transaction. 
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