
Security Role Role Description Notifications

Billing •	 �Uses the Billing Dashboard to view GASB 
information, fiscal year earnings, prior years’ 
adjustments (PYAs), and projected, estimated  
and annual invoices

This role does not receive Retirement Online notifications,  
but they may receive print letters or email correspondence.

Board Clerk •	 ��Receives information on how to report elected 
and appointed officials 

•	 �Adds and updates Elected and Appointed Official 
Resolution information in Retirement Online

•	 �Receives confirmation that information was 
submitted to NYSLRS successfully or if there was 
an error

This role does not receive Retirement Online notifications,  
but they may receive print letters or email correspondence.

Employer 
Reporting 
Submitter

•	 ��Edits the employer report and resolves errors and 
warnings

•	 Certifies the report and submits it to NYSLRS

•	 �If needed, deletes the employer report prior to 
submission

•	 �Views and downloads Improper Withholdings 
information for employees

Note: You can assign both the Employer Reporting Submitter 
and the Employer Reporting Uploader security roles to an 
individual if they’re responsible for completing all employer 
reporting functions.

•	 ��Report has posted

•	 �Request for Salary and Service Certification forms on behalf of 
a member

•	 Member has terminated employment

•	 �Member’s loan or service credit purchase deductions changed

•	 Member enrollment and contribution rate information

•	 Member is deceased

•	 �Member has retired, applied for retirement or changed their 
retirement date1

•	 �Request for Accrued Payments and Leave Credits, Salary 
Explanations and PFRS payroll records1

Employer 
Reporting 
Uploader

•	 ��Uploads regular and adjustment reports on File 
Upload page

•	 Creates manual reports

•	 �Views errors and warnings related to the 
uploaded report–some will require action from 
the Employer Reporting Submitter

•	 �Views data in the initiated report and historical 
reporting data

•	 Cannot edit report data after uploading

•	 Cannot certify the report or submit it to NYSLRS

Note: You can assign both the Employer Reporting Uploader 
and the Employer Reporting Submitter security roles to an 
individual if they’re responsible for completing all employer 
reporting functions.

•	 Updated contribution rate for member(s)

•	 �Member has retired, applied for retirement or changed their 
retirement date1

•	 �Request for Accrued Payments and Leave Credits, Salary 
Explanations and PFRS payroll records1

1 An individual will only receive this notification if they also have the Payroll Contact Type or the Payroll Alternate Contact Type. 
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Payroll •	 �Receives requests to change/maintain payroll 
deductions owed to NYSLRS

•	 �Accesses the list of contribution rates for all 
employees at the organization and the effective 
date of any contribution rate changes

•	 �Views reported earnings and service for current 
and prior fiscal years

•	 �Member has completed their tier reinstatement

•	 �Member has reached the mandatory retirement age for their 
retirement plan

•	 �Request for Salary and Service Certification forms on behalf of 
a member

•	 Member has terminated employment

•	 Member enrollment and contribution rate information

•	 Member is deceased

•	 �Member’s loan or service credit purchase deductions changed

•	 Member has elected coverage under Chapter 751, PFRS Tier 2 

•	 �Member has retired, applied for retirement or changed their 
retirement date1

•	 �Request for Accrued Payments and Leave Credits, Salary 
Explanations and PFRS payroll records1

Personnel  

Note: This role is 
automatically assigned 
to anyone with the 
Personnel or Personnel 
Alternate contact types. 
Therefore, the Security 
Administrator cannot 
remove the role from an 
individual and must email 
NYSLRS_Employer_
Access@osc.ny.gov for 
assistance.

•	 �Accesses the Enrollment Dashboard to enroll 
optional members

•	 �Receives confirmation of the member’s NYSLRS 
ID, Registration Number, Employment Instance, 
Tier, and Contribution Rate

•	 Uploads Optional Enrollment forms

•	 Member has completed their tier reinstatement

•	 �Member has reached the mandatory retirement age for their 
retirement plan

•	 Member enrollment and contribution rate information

•	 Member is deceased

•	 Member has elected coverage under Chapter 751, PFRS Tier 2

•	 �Member has retired, applied for retirement or changed their 
retirement date1

•	 �Request for Accrued Payments and Leave Credits, Salary 
Explanations and PFRS payroll records1

Contact 
Administrator

•	 Adds new contacts

•	 �Removes contacts when an employee retires  
or resigns

•	 Ensures contact information is up to date

•	 Member is deceased 

Security 
Administrator

•	 �Requests user access which creates an Employer 
Retirement Online (EROL) account

•	 �Adds security roles to grant access to pages and 
functions in Retirement Online

•	 �Removes security roles when an employee retires 
or resigns, or if they no longer need a security role.

This role does not receive Retirement Online notifications,  
but they may receive print letters or email correspondence.

1 An individual will only receive this notification if they also have the Payroll Contact Type or the Payroll Alternate Contact Type. 
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