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How to Register for Retirement Online 
      
This guide shows you (as a member, retiree, or beneficiary) how to register for Retirement Online. Retirement Online provides you with 
access to your retirement account information and allows you to make changes securely and easily. To register for Retirement Online, you 
must answer questions to verify your identity and create credentials for your account. For more information about Retirement Online, 
please visit our Retirement Online Learn More page for members, retirees, and beneficiaries.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

https://web.osc.state.ny.us/retire/retirement_online/customers.php
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Step Action 

1. On the Retirement Online 
Sign In page, click the 
Register Now link. 

 

 
 
 
  

 1 
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Step Action 

2. The Identify Yourself page 
will appear. Click in the 
First Name field and enter 
your first name. 

 
 
 

  

 2 
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Step Action 

3. Click in the Last Name field 
and enter your last name. 
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Step Action 

4. Click in the ZIP Code of 
Your Home Address field 
and enter the ZIP code of 
your home address. 
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Step Action 

5. Click in the Your Date of 
Birth field and enter your 
date of birth. 

 
 
Note: You may also use 
the Calendar icon to select 
a date. 
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Step Action 

6. Next, click in the Your 
Email Address field and 
enter your email address. 

 
 
 

 

7. Scroll down to view the 
remainder of the page. 
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Step Action 

8. Check the box next to I'm 
not a robot.  

 
 
Note: This is an extra 
security measure.  
 

 
 
  

 8 

 



NYSLRS Call Center | 866-805-0990 
EXT – NETJA1 – Last 11/2023 

9 

 
Step Action 

9. Click the Next button. 
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Step Action 

10. The Confirm Your SSN page 
will appear. Click in the 
Confirm Your SSN field 
and enter the last four 
digits of your Social 
Security number. 

 
 
Note: For security 
purposes, your numbers 
will appear as black dots as 
you type.  

 

11. Click the Next button. 
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 10 
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Step Action 

12. The Verify Your Identity 
page will appear. Scroll 
down to view all questions 
used to verify your 
identity. 
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Step Action 

13. Select the appropriate 
option next to the correct 
answer for each of the 
three Verify Your Identity 
questions. 

 
 
Note: You must answer all 
questions correctly. This 
page has a time limit. If 
you do not answer the 
questions within five 
minutes, the registration 
process will end. 

 

14. Click the Next button to 
continue. 

 

  

 

 14 
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Step Action 

15. The Create Your 
Credentials page will 
appear. Click in the Create 
User ID field and enter 
your User ID. 

 
 
Note: Please follow ‘Your 
User ID’ guidelines 
carefully in order to 
successfully create your 
permanent User ID. Once 
you have submitted your 
User ID, you cannot 
change it.  

  

16. Click in the Confirm User 
ID field and enter the 
same user id you used in 
the Enter User ID field.  

 
17. Scroll down to the 

‘Password’ section.  
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 16 
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Step Action 

18. Next, click in the Create 
Password field and enter 
your password. 

 
 
Note: Please follow ‘Your 
Password’ guidelines 
carefully in order to 
successfully create your 
password. For security 
purposes, the characters 
will appear as black dots as 
you type. 

  

19. Click in the Confirm 
Password field and enter 
the same password you 
used in the Create 
Password field.  

 

 
 
 
 
 
 
 
 
 
 

 18 
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Step Action 

20. Next, verify your email 
address in the Enter Email 
Address field. 

 
 
Note: Please read the 
information within the 
‘Your Email Address’ 
section. Enter Email 
Address field will 
automatically populate 
with the email provided on 
the Identify Yourself page. 

 

21. Click in the Confirm Email 
Address field and enter 
the same email address 
you used in the Enter 
Email Address field.  

 
 
 

 
  

 21 

 20 
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Step Action 

22. Next, select your Contact 
Preference. 

 
 
Note: This indicates how 
NYSLRS will notify you 
regarding changes to your 
account. Some 
correspondence will 
always be sent by mail, 
even if your preference is 
email.  

 

23. Next, select the Choose a 
Security Code Contact 
Type drop-down to choose 
a security code contact 
type. 

 
 
Note: The contact type 
you select will determine 
where security codes will 
be sent. Security codes are 
used to validate your 
Retirement Online account 
when you sign in.  

 
 
 

 22 
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Step Action 

24. Click in the Enter a 
Security Code Phone 
Number field and enter 
your phone number. When 
entering your phone 
number, please do not 
include any parentheses 
[()], dashes [-], or slashes 
[/]. This field will format 
the phone number 
automatically after you 
click Validate. 
International phone 
numbers are not accepted. 
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Step Action 

25. Select the Choose a 
Delivery Method drop-
down to choose how you 
would like your security 
code delivered. 

 
 
 

 

 25 

 



NYSLRS Call Center | 866-805-0990 
EXT – NETJA1 – Last 11/2023 

19 

Step Action 

26. Click the Validate button.  

 
 
Note: A security code will 
be sent to the device you 
designated using the 
delivery method you 
selected. 
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Step Action 

27. The ‘Enter Your Security 
Code’ pop-up will appear. 
Click in the Security Code 
field and enter the code 
you received. 

 
 
 

  

28. Click the Submit button. 
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Step Action 

29. You will return to the 
Create Your Credentials 
page. Click the Next 
button to continue. 
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Step Action 

30. The Registration is 
Complete page will appear. 
Click Return to NYSLRS 
Home Page to Sign In. 
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Step Action 

31. The Retirement Online Sign 
In page will appear.  
 
You have now completed 
registering for Retirement 
Online. You may now sign 
in to Retirement Online. 
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