Thomas P. DiNapoli, State Comptroller

BNYSL RS

New York State & Local Retirement System

Create a Manual Legacy Adjustment Report

This guide shows you (as an employer reporting submitter) how to create a manual adjustment report using the legacy reporting format
within Retirement Online. You would use this report to edit an employee’s total days or total earnings for a previously reported month.
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Step

Action

On your Retirement Online
Account Homepage, click
the Access Reporting
Dashboard button.
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Step

Action

The Employer Reporting
Dashboard page will
appear. Select your
Location. To view a list of
all your available location
codes, click the Look Up
icon next to the Location
field.

Note: If you have access to
more than one location
code, the location field will
be blank. If you only have
access to one location
code, it will be entered
automatically.
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Reports
Report Date Report 1D Report Status ngrﬁ; Report Type Days Earnings Pre Tax Contributions Ccr:uihuliuns Loan Payments
1083172017 201712304551 Posted Legacy Regular 40.00 $23,200.00 $156.00
207/3172017 2011712304552 Posted Legacy Adjustment 15.00 £5,000.00
3 05/31/2017 201711304553 Initiated Legacy Regular 66.00 $17,205.00 $166.00 $19.3
4 047302017 201711304552 Posted Legacy Regular 10.00 $1,000.00 $10.00 $100.0
507/31/2017 201711304551 Posted Legacy Regular 40.00 $53,500.00 $208.07 $95.0
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Step

Action

The ‘Look Up Location
Code’ pop-up will

appear. Click the Location
Code link for the location
that you want to report.

Note: If you report for
multiple locations, you will
have more than one
employer location listed.
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Step

Action

Click the Go button to
bring up information
related to the selected
location code on the
Employer Reporting
Dashboard page.
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Report Date Report 1D Report Status ngrﬁ; Report Type Days Earnings Pre Tax Contributions Egr:ll;li-gﬁliuns Loan Payments
1087312017 201712304551 Posted Legacy Regular 40.00 $23,200.00 $156.00
2075312017 201712304552 Posted Legacy Adjustment 15.00 $5,000.00
305/312017 201711304553 Initiated Legacy Regular 66.00 $17,205.00 $166.00 $19.3
4 0473002017 201711304552 Posted Legacy Regular 10.00 $1,000.00 $10.00 $100.0
5077312017 201711304551 Posted Legacy Regular 40.00 $53,500.00 $2908.07 $95.0
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Step

Action

To create a report, click

Create Manual Report.
| Create Manual Report |
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*Location:| 30455 @, TOWN OF ALEXANDRIA Create Manual Report File Upload

Reports
Report Date Report 1D Report Status ngrﬁ; Report Type Days Earnings Pre Tax Contributions Egr:ll;li-gﬁliuns Loan Payments
1083172017 201712304551 Posted Legacy Regular 40.00 $23,200.00 $156.00
207/3172017 2011712304552 Posted Legacy Adjustment 15.00 £5,000.00
3 05/31/2017 201711304553 Initiated Legacy Regular 66.00 $17,205.00 $166.00 $19.3
4 047302017 201711304552 Posted Legacy Regular 10.00 $1,000.00 $10.00 $100.0
507/31/2017 201711304551 Posted Legacy Regular 40.00 $53,500.00 $208.07 $95.0
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Step

Action

The Create Manual Report
page will appear. The
Location Code will carry
over from the Employer
Reporting Dashboard
page. Click the Look Up
icon next to the Report
Code field.
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Step Action

@ A ‘Look Up Report Code’

3 https://r5wl0.osc.state.ny.us: ~ @ C || % Customer-facing registry c.. *

pop-up bOX W|” appear. File Edit View Favorites Tools Help
Click the Report Code link. Look Up Report Code

Search by: [Department v |begins with|
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Search Results
View 100 First (1) 117100171 () Last
gn Description
ERS General
001-HIST
002-HIST
003-HIST
005-HIST
006-HIST
009-HIST
ERS Monthly
011-HIST
012-HIST
013-HIST
ERS Quarterly Report
014-HIST
ERS Semi-annually Report
015-HIST
ERS Annually Report
016-HIST
018-HIST
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021-HIST
023-HIST
P&F Quarterly Report
024-HIST
P&F Semi-Annually Report
025-HIST
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Step

Action

Click in the Report

Date field and enter the
Report Date using the
MM/DD/YYYY format.

Note: You can also use the
Choose a Date icon.
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Step

Action

The Report Format
defaults to “Regular.”
Select the Report Type
drop-down field to select
the report type.

I vl

Note: There are two
options in this drop-down
list: Adjustment or
Regular.
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Step Action

Once you have filled in all

required fields, click
Create Manual Report.

[ Create Manual Report__| Retirement Onling
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Step

Action

The Report Details Page
will appear. All active
employees for your
organization will be listed
here.

The next step will be to
add the earnings and
contributions details for
each employee that
requires adjustment,
which can be found in the
Enter Data for a Manual
Monthly Legacy Report
guide.

You have successfully
completed creating a
manual legacy adjustment
report.
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