Thomas P. DiNapoli, State Comptroller

BNYSL RS

New York State & Local Retirement System

Adding and Removing an Employer Contact Using Retirement Online

This guide shows you (as a Contact Administrator) how to add and remove an employer contact using Retirement Online. This
request may need to be reviewed and approved by the Member and Employer Services Bureau before the change is
implemented.

If the new employer contact is replacing a previous or outdated employer contact, you will need to add the new contact first,
remove the old contact, then click Save.

To add and/or remove a Payroll employer contact, you must first add a new Payroll employer contact, then remove the
previous one. There must always be a Payroll contact in the system, thus it will not allow you to remove a Payroll contact
first. To complete the steps required, complete Steps 1 — 4, then continue to steps 37 - 71.

To add and/or remove a non-Payroll employer contact, complete steps 1 — 36.

When you remove an employee as a NYSLRS contact, it only removes them as a contact; it does not remove the employee’s
NYSLRS membership information.

If you need to change your Security Administrator or your Contact Administrator, you must submit the necessary form
completed and signed by your CEO or CFO to NYSLRS. For more information, please visit the Contact and Security
Administrator Roles page.

It is important to keep your employer contacts up-to-date so the appropriate employees receive employer-specific
information from NYSLRS without delay.
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Step

Action

On your Retirement Online
Account Homepage, in the ‘I want
to...” section, click the Manage
Contact List link.

| Manage Contact List |

e & hitps://riw0.0sc.state.ny.us:2013/psp/customer/ CUSTOMER/CL O ~ @ & || & Notifications Pagelet

Retirement Online
SBNYSLRS

NYSLRS Website + Account Homepage

Thomas P. DiNapoli
State Comptroller

Help Contact Us

You are signed in as »  Sign out

Welcome, =

Notifications @ I want to___

View All First ‘4’ 1-3of14 ‘b Last Change My Password

Description Date Due Manage My Security Profile
Find Documents
1 40399 The report you have uploaded has been posted

Upload a Document

Manage Contact List °
M

anage Security Access
Submit Resolution For Official

Request Plan Upgrade

2 40399: The report you have uploaded has been posted.

See NYSLRS News

Update My Account Email

Submit Disability Application
3 40299 The report you have uploaded has been posted.

Search Motifications

Access Reporting Dashboard | Access Billing Dashboard | Access Enrollment Dashboard | Access Employee Report History

*ou have no open cases at this time
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Step | Action
@ The Employer List page will — v
appear. Click the Employer link of e @ https://rSw0.0sc.state.ny.us:8013/psp/customer_2/CUSTOMER/ O ~ @ € || € Employer Search 1
the employer contact you are , ,
adding. Retirement Online
’L‘__': 5L
40389 VILLAGE OF WATERFORD BNYSLRS T“:mlﬂﬁé‘- D":ﬂlilﬂ“
tate Comptroller
NYSLRS Website * Account Homepage Help Contact Us
You are signed in as . Sign out
Note: You may have more than
one employer location listed if you
work for multiple employers. Employer List
Please choose an Employer from the list below
|40390 viLLAGE oF waTERFORD [ 2
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Step

Action

The Contact Summary page will
appear. If necessary, scroll down
until you see the Edit button.

a & https://r5

sc.state.ny.

Retirement Online

BNYSLRS

unt Homepa:

psp/customer 2/CUSTOMER/ O ~ @ & || @& Employer Contacts

Thomas P. DiNapoli
State Comptroller

Help Contact

You are signed in as Sign out
Contact Type MName Address Phone Email A
Click the Edit button. Billing Mr Liam Smith B S v 12188 2412 518/235-0898 testingteam@osc.ny.gov
CLERK
Boarg Serk O e James Wiliams 65 BROAD ST 518/235-9898 testingleam@osc.ny.gov
"3 WATERFORD NY 12188-2412
MAYOR
CEO Mr William Brown 65 BROAD ST 518/235-0898 testingteam@osc.ny.gov
WATERFORD NY 12188-2412
cFo Mr Liam Smith B S v 12188 2412 518/235-9898 testingteam@osc.ny.gov
Contact Village Treasurer
Administrator M Liam Smith 65 Broad St 518/235-9898 testingteam@osc.ny.gov
WaterfordNY 12188
Payrol Mr Liam Smith B o MY 12188.2412 518/235-9898 testingleam@osc.ny.gov
Pevrol DEPUTY TREASURER
PO ey MrNoah Johnson 65 BROAD ST 518/235-0898 testingteam@osc.ny.gov
) WATERFORD NY 12188-2412
Village Treasurer
Personnel Mr Liam Smith 65 BROAD ST 518/235-9898 testingteam@osc.ny.gov
WATERFORD NY 12188-2412
Security Village Treasurer
Admimétratnr Mr Liam Smith 65 Broad St 518/235-9898 testingteam@osc.ny.gov
Waterford,NY 12188
Ba -° Email is a required field. Any contact additions or edits will require the Email field to be completed.
v
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Step

Action

If you need to remove an employer
contact, you will click the Remove button
next to the employer contact you are
removing prior to clicking Save.

If you need to remove the existing Payroll
contact, you must add a new contact
before removing the current one then
click Save. One Payroll contact is
required, for each location, at all times.
To add or remove a Payroll contact,
proceed to Step 37.

This only removes the employer
contact’s association as a contact for the
employer. It does not affect their NYSLRS
membership information.

If the employee has left your location,
the Security Administrator must remove
all security roles associated with the
employee prior to you removing them as
a contact.

If you need to change your Security
Administrator or your Contact
Administrator, you must submit the
necessary form completed and signed by
your CEO or CFO to NYSLRS.

To remove a non-Payroll contact, click
the Remove button next to the employer
contact you are removing.

Remove

O o
Retirement Onling

NYSLRS Website ¢ Account Homepage

Mr Liam Smith
Payrok Mr Liam Smith

Mr Noah Johnson

Mr Liam Smath

Mr Liam Smith

Sministrator Request

Add New Contact

There are no Pending Change:

Pending Changes

Save Back

state.ny.us 2 A L~ &C  © Manage Employer Contacts

You are signed in as

istrator (A1), please emad your request 10

Emad is a required field. Any contact additons or edits will require the Email field 1o be completed

Thomas P. DiNapoli
State Comptrolier

Help ContactUs

Sign out
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Step | Action

A 'Message' pop-up will appear to
confirm that you wish to remove
the employer contact.

e & https://r5w10.05c state.ny.us: 3013/ psp/ customer_2/CUSTOMER O = @ & | @ Manage Employer Contacts L]

Retirement Online
BNYSLRS

Click the Yes to continue.
Yes

Thomas P. DiNapoli
State Comptroller

count Homepage Help Cont

You are signed in as’ 8 S8 Sign out

- - - -
WO 12155
. . 65 BROAD ST - [ Remove | ~
Payroll Mr Liam Smith AT TR (s 518/2350898 __testingteam@osc.ny.qov Remove |
e DEPUTY TREASURER Message
(A‘{Emm) Mr Noah Johnson 65 BROAD ST | Remove |
WATERFORD,NY 12188-24 -
Village Treasurer .
Personnel Mr Liam Smith 65 BROAD ST Are you sure you want 1o remove Liam Smith | Remove |
WATERFORD,NY 1 -
; Village Treasurer
e ator | MrLiamSmilh 65 Broad St Remove
Waterford,NY 12188
To add or remove a Contact Administrator, Security Administrator, or Security Administrator (Al), please email your request to
NYSLRS_Employer_Access@osc.state.ny.us with subject line "Contact / Security Administrator Request.”
[ Add New Contact | Emailis a required field. Any contact additions oredits will require the Email field to be completed
Pending Changes
Name Change Type Date Submitted  Submitted By
| save ||  Back |
v
< >

Retirement Online Employer Help Desk | 844-619-9614




Step

Action

Click the Save button.
Save

Note: Your changes will not take
effect until you click Save.

e & hetps state.ny.us tome RO~ & C E Manage Employer Contacts

Retirement Online

NYSLRS Website Account Homepage

You are signed in as

WAIEKFOKU NY 12188-2412
DEPUTY TREASURER

,"f‘,.".onx 2a Mr Noah Johnson 65 BROAD ST
" WATERFORD NY 12188-2412

51872359898 testingtoam@osc ny gov Remove

Village Treasurer
65 BROAD ST
WATERFORD NY 12188.2412

Personnel Mr Liam Smith 5182359898 testngleam@osc ny gov

o Tre
oad
rford NY 121

ASUrer

y.QOV

ngteam@osc n

5182235

Secunt
~ AN Mr Liam Smith
Administrator

pleaso emall your reques

urity Adm tor (AN
1 / Security Administrator Requ

for, or £

tor, Security Ad
ny us with subject ine “"Co

To add or remove a Contact Admi
NYSLRS_Employer_A

a required Held Any contact addmons or edits will require the Email Held 10 be completed

Add New Contact Email &

Thete are no Pending Changes
Pending Changes

Back

Help

Thomas P. DiNapoli
State Comptroller

Contact Us

Sign out
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Step | Action

A ‘Message’ pop-up will appear
indicating that the changes have ) 5@ i iminoncsmenyasnpspicastoma ZCUSOVER B - @ & | @ Maage ErlayerContn - "
been saved. If any of your changes

are in the Pending Changes panel, R@J[iremerf[ Oﬂ“ﬂe

they will require approval from BNYSLRS Thomas P. DiNapoli
NYSLRS before they take effect. state Comtroller

NYSLRS Website = Account Homepage Help Contact Us
. . You are signed in W s Sign out
Click the OK to continue.
CFO Mr Liam Smith 0> BROAD ST £18/226.030 i B -~
Villa Message
e tor  MrliamSmih 658
S Wats
Payroll DEF| The changes have been saved. If any of your changes are in the Pending Changes panel, they
2y Mr Noah Johnson 65 B i ,
(Alternate) WAT will require approval from NYSLRS before they iake effect.
: _ 65 Bl
Payroll Mr Liam Smith WAT
Vil
e MrLiam Smith 65 Broad St 5182350808  testingte R
Admini or r Liam smi roa lestng am@osnny,guv emove

Waterford, NY 12188

To add or remove a Contact Administrator, Security Administrator, or Security Administrator (Alt), please email your request to
NYSLRS_Employer_Access@osc state_ny us with subject line "Contact / Security Administrator Request.”

Add New Contact Email is a required field. Any contact additions or edits will require the Email field to be completed

There are no Pending Changes.
Pending Changes

Save Back

Retirement Online Employer Help Desk | 844-619-9614 8




Step

Action

To add a new contact, click
the Add New Contact button.
Add New Contact

@ e

state.ny.us ps tomer JSTOME & Manage Employer Contacts

Retirement Online

BNYSL

You are signed in as % Sign out
WAIERFOKUNY 12188-2412 = o
Piswoll DEPUTY TREASURER ~
. \n’_‘;":” Mr Noah Johnson 65 BROAD ST sEngloam; ny.gov Remove
S WATERFORD,NY 12188-2412
Village Treasurer
Personnel Mr Liam Smith 65 BROAD ST 518/235-9898 Ngleam, SC.NYy Qov Remove
WATERFORD NY 12188.2412
Securit Village Treasurer
;\‘-:ﬂ-n:m')'yalm Mr Liam Smith 65 Broad St 518/235-9858 ngleam@osc.ny.gov
Avee ford NY 12188
To a0d or remove & ty Administrator, or Security Administrator (Alt), please emall your request to
NYSLRS_Employer_Acc s with subject ine "Contact / urity Adminsstrator Request
I Add New Contact I Email is a required field. Any contact additions or edits will require the Email hield 10 be completed
There are no Pending Changes
Pending Changes
Save Back
v
< >

Thomas P. DiNapoll

State Comptrolier
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Step

Action

A ‘Message’ pop-up will appear
asking if the employer contact you

are adding is a member of NYSLRS.

Note: Both paths will direct you to

e '\g https://r3wT.osc.state.ny.us:2 Po-ac ’-‘:;} Manage Employer Contacts

Retirement Online
ABNYSLRS

Thomas P. DiNapoli
State Comptroller

the Emp/oyer Contact Person NYSLRS Website * Account Homepage Help Contact Us
Search page. If the person is You are signed in as (ISP Sign out
member of NYSLRS, you will be
required to complete Steps 11-14 I .
Employer Contact Membership Verification
If they are not, please proceed to o
emate)

Ste p 15 . Is the employer contact you are adding a member of NYSLRS?

Personnel —= =

Personnel @

(Alternate)

To add or remove a Contact Administrator, Security Administrator, or Security Administrator (Alt), please email your request to

NYSLRS5_Employer_Access@osc.state_ny.us with subject line "Contact / Security Adminisirator Request.”

Add Mew Contact Email is a required field. Any contact additions or edits will require the Email field to be completed.
Pending Changes
There are no Pending Changes.
Save Back
V]
< >
| 100% -
Retirement Online Employer Help Desk | 844-619-9614 10




Step | Action

@ The Employer Contact Person -
Search page Wi” appear 5e|ect G & https://r5w10.05c state.ny.us:8013/psp/custorner 2/CUSTOMER/ JO ~ @ C :§} Manage Employer Contacts 1]

the Employee ID drop-down field Re’[]r@m@ﬂt Oﬂ“ﬂ@

to select an ID type. BNYSLRS
% 1 Thomas P. DiNapoli

| LV State Comptroller

Contact Us

NYSLRS Website * Account Homepage Help
You are signed in as Sign out

Note: If the person is a member of
NYSLRS, the Skip Person Search
button will be greyed out and

. . Please identify Il:le person by prlowdlng the following information
disabled. If the person is not a Fetiead Isorahon o s o on PTov4ed o6k net meh

any of our records, please click the "Skip Person Search’ button

me m ber of NYSLRS' proceed to to submit your request to Member & Employer Service Bureau

for further processing.
11
Employer Document
Step 17' NYSLRS ID
Registration Number
*Month of Birth

Home Address Zip Code

Employer Contact Person Search

Skip Person Search Person Search

Retirement Online Employer Help Desk | 844-619-9614 11




Step | Action

@ Click in the NYSLRS ID field and
enter the employer contact’s - ”
NYSLRS ID. < JOIET™ .

| ' Retirement Online
BNYSLRS

10.0sc.state.ny.us:

psp/customer_2/CUSTOMER/ O ~ @ & || & Manage Employer Contacts

Thomas P. DiNapoli
State Comptrolier

NYSLRS Website * Account Homepage Help Contact Us

You are signed in as Sign out

Employer Contact Person Search

Please identify the person by providing the following information
and clicking the 'Person Search’ button. If you don't have the

required information or the infermation provided does not match

@ Use the drop-down to select the o bt your requbst 1o Member & Employer Service Bireay
for further processing.
employer contact's Month of @
Birth. NYSLRS ID v| [ri2345678 |
| W | *Month of Birth

Home Address Zip Code

Skip Person Search

MNovember
December

Retirement Online Employer Help Desk | 844-619-9614 12




Step

Action

Click in the Home Address Zip
Code field and enter the employer
contact’s home address zip code.

Once you have completed the
required fields, click the Person
Search button.

| Person Search |

Retirement Online
SBNYSLRES

& https://r5w10.05c state.ny.us:8013/psp/custorner 2/CUSTOMER/ JO ~ @ C :g Manage Employer Contacts

NYSLRS Website + Account Homepage

Employer Contact Person Search

Please identify the person by providing the following information
and clicking the 'Person Search’ button. If you don't have the
required information or the information provided does not match
any of our records, please click the "Skip Person Search’ button
to submit your request to Member & Employer Service Bureau
for further processing.

NYSLRS ID v| R12345678

*Month of Birth January

Qanway |
Home Address Zip Code 12205 a

Skip Person Search

You are signed in as

Thomas P. DiNapoli
State Comptroller

Help ContactUs
. Sign out

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

Action

If the information entered does
not match NYSLRS records, a
'Message' pop-up will appear.
Click OK to continue.

Note: If the informationis a
match, you will not see this pop-
up message and will proceed to
Step 19.

G & https://r5w10.05c state.ny.us:2013/psp/customer 2/CUSTOMER/ O ~ @ & || & Manage Employer Contacts T

Retirement Online
BNYSLRS

NYSLRS Website * Account Homepage

You are signed in as

Employer Contact Person Search

Message
Please identify the person by providing the
and clicking the "Person Search’ button. If y
required information or the information provi
Mo match was found. Please verify the information provided. If you are unable to find a match,

please click the ‘Skip Person Search’ button.

any of our records, please click the "Skip Pel
to submit your request to Member & Emplo
for further processing.

o (1)

NYSLRS ID v| R12345678
*Month of Birth January w
Home Address Zip Code 12205

Skip Person Search Person Search

Thomas P. DiNapoli
State Comptroller

Help Contact Us

S Sign out

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

Action

This brings you back to the
Employer Contact Person Search

page. - x
a & https://r5w10.05c.state.ny.us8013/psp/custorner 2/CUSTOMER/ O ~ @ & @ Manage Employer Contacts 1T
- H 1 [}
Click the Skip Person Search Retirerment Online
button. ):‘\\chl_ 1Q
- DO Thomas P. DiNapoli
| Skip Person Search | State Comptroller
NYSLRS Website * Account Homepage Help Contact Us
You are signed in as Sign out
Employer Contact Person Search
Please identify the person by providing the following information
and clicking the ‘Person Search’ bution. If you don't have the
required information or the information provided does not match
any of our records, please click the ‘Skip Person Search’ button
to submit your request to Member & Employer Service Bureau
for further processing.
NYSLRS ID v| R12345678
*Month of Birth
Home Address Zip Code 12205
Skip Person Search Person Search
Retirement Online Employer Help Desk | 844-619-9614 15




Step

Action

If you skip person search a
'Message' pop-up will appear
stating that your request will
require further processing by the
Member & Employer Services

a & https://r5w10.05c state.ny.us:2013/psp/customer_2/CUSTOMER/ O ~ @ & || & Manage Employer Contacts LT

Retirement Online

Bureau. To proceed without ANYSLRS ——
searching, click the Yes button to State Comptroller]
Conti nue. NYSLRS Website * Account Homepage Help Contact Us
Yes You are signed in as [ S Sign out
-
Employer Contact Person Search
Message

Please identify the person by providing the f

and clicking the "Person Search’ button. If yg

required information or the information provi

any of our records, please click the 'Skip Pef 11 you skip this person search, your request will require further processing by the Member &

1o submit your request to Member & Emplo Employer Services Bureau. Are you sure you want to proceed without searching?

for further processing.

Mo
Registration Number v|
*Month of Birth
Home Address Zip Code
Skip Person Search Person Search
Retirement Online Employer Help Desk | 844-619-9614 16




Step

Action

The Contact Add page will appear.

Under the ‘Contact’ section, use
the drop-down field to select the
Contact Type.

[ v

Note: If you located the person
and did not skip person search,

a & https://r5w10.05c.state.ny.us:8013/psp/customer_2/CUS

Retirement Online
SBNYSLRES

NYSLRS Website * Account Homepage

TOMER/ O ~ @ & || & Manage Employer Contacts

Thomas P. DiNapoli
State Comptroller

Help Contact Us

the person’s name will auto You are signed in as Sign out
populate. The following fields will
be greyed out and not editable: Contact Add .
Prefix, First Name, Middle Name, Contact
Billing ~
H Billing{Alternate)
Last Name, and Suffix. Ermployer 40398 VILLAGE OF WATEREORD -Contact Type| Boars i or Secretary
Board Clerk or Secretary(Alt)
Title CEO
19 JCEOC (Alternate)
CFO
Prefix | -] CFO (Alternate)
. ’ Civil Service Admin(Alternate)
First Name Middle Name Civil Service Administrator
Commissioner
*Last Name Suffix Contact Adminisirator
County Sheriff
County Sheriff(Altemnate)
Eontactinto) Director of Probation
Phone & Email Address District Attorney
District Attorney
*Phone Number Ext/PIN District Atiorney(Alternate)
*Address 1 + Education
Payroll
Alternate Phone Number Ext/PIN Address 2 f Payroll (Altemate)
Personnel
Address 3 o Personnel{Alternate)
Fax Ext/PIN Reporting Technology
- Reservation Coordinator
For correct postal service formatting, please = Reservation Coordinator(Alt) El
. . . enter PO Box information under the street Secretary
Email Alternate Email address Security Administrator v
Security Adminisirator {Alt) v
Retirement Online Employer Help Desk | 844-619-9614 17




Step

Action

If the employee has a specific job
title, you may enter it into the
Title field. This is optional and not
a required field.

@ o

SHSLE.NY.US:

Retirement Online
BNYSLRES

YSLRS Website = Account Homepage

2 Manage Employer Contacts

Thomas P. DiNapo
State Compiroiler

Help Contact Us

You are signed in as Sign out
Contact Add .
Contact
@ Use the drop'dOWn fleld to SeleCt Employer 40389 VILLAGE OF WATERFORD *Coniact Type | Personnal ~

the employer contact’s Prefix. it

Prefix

Alderman
Note: This field will be greyed out First Nameg Blshop Middle Name
and not editable if you located “Last Wamel Cmicsiones Surt
your employee and did not skip :I"““'“;"I‘ o
"hone Hanorable ddress
person search. I
@ -Address 1 “City
Anermnate PH r‘ ™ Address 2 “Siate 3,
Address 3 “Postal
Fax
For correct post Tormatii HASE S oaintTy [Uniled Stales o
“Email ATy ] enter PO Box information under the streel .
) ' i address v
Retirement Online Employer Help Desk | 844-619-9614 18




Step | Action
@ Click in the First Name field and o - 0
. & hetps state.ny.us F tome TOMERS £ ~ & & | &5 Man m ¢ Cor £
enter the employer contact’s first ° B S (5 Moneae Emeloym Comas :
name. ' '
| | Retirement Online
‘ \\‘ l\(l': ' I ::"- Thomas P. DiNapoli
State Complroller
Note: This field will be greyed out MYSLRS Websile * Account Homepage Help Contact Us
and not editable if you located You are signed in as Anns
your employee and did not skip
person Search. CIIUYEE  SUSYY VILLAGE UF WA ERFUHL [TUR— -
Tithe -
Prefix Misted @
@ Cl iCk in the LaSt Name fiel d a nd “First Nama|Oliver | Middic Name
enter the employer contact’s last “Last Name [lones ] sutms
name. Contact Info @
| | Phone & Email Address
*Phone Mumbser Ext/PIN
“Address 1 “City
. . . Alter Ph Humit EXUPIN Address 2 “Siate o,
Note: This field will be greyed out s | s : »
ey " "Posta
and I’]Ot Edita ble if you IoCated Fax B Fof corfic] postal semdce farmatling, piase “Country ':_'|-;|r_~r|_\-ir;|‘.r_-; e
yOur employee d nd d|d not Sklp “Email Alternate Email ::::;;1 Box information under the sireet
person search.
Ermail i a required feld. Ary contact addiions or edits will reguire the Email field io be completed
Add Cancel
W

Retirement Online Employer Help Desk | 844-619-9614 19




Step | Action

Under the ‘Contact Info — Phone &
Email’ section, click in the Phone

Number field and enter the -
em P|0Ver contact’s business 0 9 htpe Sate.ny.us e MER/ 2 - @ C || @ Manage Employer Contacts
— | Retirement Online \/
‘ l‘.\\ \(.f I -\:.- Thomas P. DiNapoh
State Complroller
When e nteri ng th eem pI Oyer MNYSLRS Website = Account Homepage Help Contact Us
contact’s phone number, please You ara signad in as Sign out
do not include any parentheses
[()], dashes [_]’ or Slashes [/]. This CIRgRUYEl  SUSYY VILLALE U WAL ERFUHL Bl - e
field will format the phone o
Prefix Misted A
number automatically after you idls Narmo
select a different text box. “Last Name Jones sutnx
Coniact Info
Note: If the employer contact has Phone & Email Address
. . . Ext/PIN
an extension or PIN, click in the *Address 1 “City
EXt/PI N fleld an d enter the Alternate Phone Humber EXUPIN Address 2 =Siate +
Address 3 “Postal
1 Fax Ext/PIN
extension or PIN. For eorrect p pevice TMMatting, please «cguniry [Uniled States -
entar PO Ba mation under the
“Email Alternate Email
address
Ermail i a required faeld Ary contaci addiions or edits will resguire i Ernail field io be completed
Add Cancel
v

Retirement Online Employer Help Desk | 844-619-9614 20




Step

Action

If applicable, click in the Fax field
and enter the employer contact’s
fax number.

When entering the fax number,
please do not include any
parentheses [()], dashes [-], or
slashes [/]. This field will format
the fax number automatically
after you click different text box.

o 2 hetps State.nvy.us: tomE MERS O ~ & & || & Manage Employer Contacts

Retirement Online
RNYSLRS

Thomas P. DiNapol
State Compiroiler

NYSLRS Websile = Account Homepage Help Contact Us
You are signed in as Sign out
SIgn out
CIgRUYEl  SUSYY VILLAGE UF WAIEHFUHL B T To -
~
Tithe
Prefix Bt b A
“First Nama Oliver Middle Mame
*“Last Nama Jones Suffix
Contact Info
Fhone & Email Address
*Phone Numbser Ext/PIN
1111111111 = “Address 1 “City
Alternate Phone Humber Ext/PIN Address 2 “S1ate 3
Address 3 “Postal
Fax Ext/PIN
1 | For correct pastal Senvice formalti A5 =T ouniry [Uniled States e
enter PO Box information under th o1
"Email Alternate Email
address
Ermail i a requined hibkd. Any contact addiions o edits will rédguiné the Emal feld 1o be compléted
Add Cancel
L

Retirement Online Employer Help Desk | 844-619-9614 21




Step

Action

Click in the Address 1 field and
enter the employer contact’s
address.

Note: If applicable, enter any
additional information into the
Address 2 and Address 3 fields.

Click in the City field and enter the
employer contact’s city.

G & https: state.ny.us

RO2 - @G B Manage Employer Contacts

Retirement Online
BRNYSLRS

MNYSLRS Website = Account Homepage

CIgRUYEl  SUSYY VILLAGE UF WAIEHFUHL

Tithe

Prefix KA

5 D e

“First Nama Oliver

¥ou are signed in as

Middie Name

Help Contact Us

*Last Nama Jones Suffix
Coniact Info
Phone & Email Address
26
*Phone Number Ext/PFIN
MAA11-1111 *Address 1 110 State 51 Foiy | Amany
Alernate Phong Number Ext/PIN Address 2 “Siaie O,
Address 3 “Postal
Fax Ext/FIN
Fof corfic] postal semdce farmatling, piase “Country ':_'|-;|r_~r|_\-ir;|‘.r_-; e
enter PO Box information under the street
"Email Alternate Email
address
Ermail i a required feld. Ary contact addiions or edits will reguire the Email field io be completed
Add Cancel

Thomas P, DiNapoh
State Compiroiler

Sign out

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

Click in the State field and enter - 0o

& Manage Employer Contacts

& https state.ny.us tome MERS O ~ & &

the employer contact’s state. G

| | Retirement Online
BNYSLRS

Thomas P. DiNapol

Note: You can use the Look Up provegh s —
icon next to the State field to view NYSLRS Websile * Account Homepage Help Contact Us
a list of states, or you Ccan type in You are signed in as Sign out
the two-letter state abbreviation.

CIgRUYEl  SUSYY VILLAGE UF WAIEHFUHL B T To -
Tal
. . . Tithe
Click in the Postal field and enter -

Prefix Misibed o
the employer contaCt'S ZIP COde- “First Nama Oliver Middle Mame
| | *“Last Nama Jones Suffix

Contact Info

. . . . Phone & Email Address
Note: Within Retirement Online, R —
Postal refers to ZIP code for US LATIn "Addross 1[110 State St “City '
dd Alernate Phone Number EXUPIN Address 2 Siate DL Mew York

adaresses. ) Address 3 “postal [12207 [ 29)

Fax Ext/PIN

Fof corfic] postal semdce farmatling, piase “Country ':_'|-;|r_~r|_\-ir;|‘,r-; e
“Email Alornabs Ernall enter PO Box information under the
address
Email is a required field. Any contact addiions or edits will require the Email field to be completed
Add Cancel
L

Retirement Online Employer Help Desk | 844-619-9614 23




Step

Action

Click in the Email field and enter
the employer contact’s business
email.

Once all the employee's
information is entered, click
the Add button.

Add

G & https: state.ny.us

£ @C B Manage Employer Contacts

Retirement Online
BNYSLRS

MNYSLRS Website = Account Homepage

CIgRUYEl  SUSYY VILLAGE UF WAIEHFUHL

Tithe
Prefix [ETH T £y
“First Nama Oliver

“Last Nama Jones

Contact Info

Phone & Email

*Phone Mumbser Ext/PIN
1119111111

Anernate Phone Humber Ext/PIN
Fax Ext/PIN

“Email a Alternate Email

smaili@email com

Ernail is a requined field. Ary contact addiions or edi

| _Add || cancel
31

¥ou are signed in as

BT -
Middie Name
Suffix
Address
"Address 1 110 Stabe 51 “City Adbany
Address 2 “State  NY 2, Mew York
Address 3 ‘postal | 12207

Fof corfic] postal semdce farmatling, piase
enter PO Box information under the street
address

s will require the Email field o be completed

“Country [United States P

Thomas P. DiNapol

Help

State Compiroiler
Contact Us

Sign out

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

Action

A Message page will appear. It wil
present the address in the format
used by the United States Postal
Service (USPS) for your approval.
If you click Yes, Retirement Online
will update the address to the

e &8 https://r5w10.05c.state.ny.us:3013/psp/customer_2/CUSTOMER, 2 ~ & &

Retirement Online
BNYSLRS

(& Manage Employer Contacts

Thomas P. DiNapoli

State Comptrolier

. NYSLRS Website * Account Homepage Help Contact Us
suggested USPS version. If you ——.
. . You are signed In as Sign out
click No, the address will stay as
entered. Either selection will bring
you to the next step. Message
Yes The Address information displayed below reflects the US Postal
Service's suggested changes to the address that was entered.
Would you like to use the suggested changes?
110 STATE ST
ALBANY NY 12207-2035 Q
Yes Mo
Retirement Online Employer Help Desk | 844-619-9614 25




Step

Action

A 'Message' pop-up will appear
stating that the changes will not
be saved until the Save button is
clicked on the Manage Employer
Contacts page.

To continue, click the OK button.
OK

@ o

Retirement Online

10.05¢ state.ny.us

& Manage Employer Contacts

BNYSLRS

* Account Homepage

Vitlage |reasures

You are signed in as. 8 S Sign out

Contact

Administrator Mr Liam Smith %’m

Payrol MrLamSmin o)
DE

Payroll 2

i Mr Noah Johnson 65

WA

Message

You've added a new contact. The changes will not be saved untl the Save button is diicked on

the Manage Employer Contacts Page

Vi

Personnel Mr Liam Smith 685 '
WA “
Vi

Security
Administrator

To a0d of remove a Contact A

Mr Liam Smith 65 Broswu'st

Waterford NY 12188

S18/235-9898 T T T e

ator, of Security Administrator (Alt), please emall your request o

. Security A
NYSLRS_Employer_Access{@osc stale.ny.us with subject line "Contact / Security Adménistrator Request”

Add New Contact

Pending Changes

Naere

Ofiver Jones

Email is a required field. Any contact additions or edds will require the Email fiedd 1o be completed

Chanpe Type

Adton

Dwte Subrrutied Sutxrwiind By

051772024 View

Thomas P. DiNapol

State Comptrolier

Help Contact Us

Remove Change

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

Action

Click the Save button.
Save

Note: Repeat Steps 5-34 for
additional updates then proceed
to Step 68. If you need to update
the Payroll contact, proceed to
Step 35.

o

2 hetps state

YIS F g5t

Payrol

Payroll
(Alternate)

Personnel

Security
Administrator

T ivchd ©F Fm

Hasreg

Oliver Jonas

NYSLRS_Employer_Ac

Retirement Online

Mr Liarm Smith

M Noah Johnson

MIr Liam Smith

Mr Liam Smith

C

Agd New Contact

p(‘-l1(|i|\l_] C I1a|||r_|c-,=

I

BROAD ST
WATERFORD,NY 12188-2412
DEFUTY TREASURER

65 BROAD ST
WATERFORD,NY 12188-2412
Village Treasurer

65 BROAD ST
WATERFORD,NY 12188-2412
Willage Treasures

65 Broad 5t

lerford, NY 12188

L4

Email is a required field. Any conlact additions. oreds v

Change Type

Addition

S1B235-0808

S1B235-0858

S51B/235-0858

S51B/235-0858

ralar, of Security Administrator (AlL), ple
@ “Contact / Security Admi

Dite Subimitted

Q5MTR021

strator Rag

& Manage Empleyer Contacts.

s ting

1S ENGIEAM@ose iy Hov

lestingleami@osc ny gov

YOUR Pl

51

Susbrmatted By

¥ou are signed in as

Remave

Rémave

Remave

vill require the Email Sield to be completed

Wi Remove Change

Thomas P. DiNapol
State Compiroiler

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

Action

®

Note: Adding and Removing
Payroll Employer Contacts begins
here. You must complete Steps 1
-5 first.

Scroll down until you see the Add

sc.state.ny.us:

( IS

Retirement Online
SBNYSLRES

psp/customer 2/CUSTOMER/ O ~ @ & || & Manage Employer Contacts

NYSLRS Website »

Thomas P. DiNapoli

State Comptroller

count Homepage Help Contact Us
You are signed In as Sign out
New Contact button. 9 Sign out
Contact Village | reasurer
- Mr Liam Smith 65 Broad St 518/235-9398 testingteam@osc.ny_gov ~
. Administrator Waterford,NY 12188
To add the payroll contact, click s moAbeT
Payroll Mr Liam Smith WATERFORD NY 12188-2412 518/235-9898 testingteam@osc.ny.gov Remaove
the Add New Contact button. Payrol DEPUTY TREASURER
(Alternate) Mr Noah Johnson 65 BROAD ST 518/235-9898 testingteam@osc.ny.gov Remave
( W, ¥
Add New Contact ...ATERFORD_NY 12188-2412
Village Treasurer
Personnel Mr Liam Smith 65 BROAD ST 518/235-9398 testingteam@osc.ny_gov Remaove
WATERFORD,NY 12188-2412
Security Village Treasurer
Administrator Mr Liam Smith 65 Broad St 518/235-9398 testingteam@osc.ny_gov
Waterford NY 12138
To add or remove a Contact Administrator, Security Administrator, or Security Administrator (Alt), please email your request to
NYSLRS_Employer_Access@osc stale ny us with subject line "Contact / Security Administrator Request™
I Add New Contact I Email is a required field. Any coniact additions or edits will require the Email field 1o be completed
36
There are no Pending Changes.
Pending Changes
Save Back
N
<
Retirement Online Employer Help Desk | 844-619-9614 28




Step

Action

@

A ‘Message’ pop-up will appear
asking if the employer contact you

are adding is a member of NYSLRS.

Note: Both paths will direct you to

(< YOrES

Retirement Onling

wToscstatemy.us:2 O ~ @ & | @ Manage Employer Contacts

—

BNYSLRS

Thomas P. DiNapoli
State Comptroller

NYSLRS Website = Account Homepage Help Contact Us
e tmpioyer Lontact Ferson
Search page. If the person is You are signed in as (ISP Sign out
member of NYSLRS, you will be
required to complete Steps 38-42. I .
i Employer Contact Membership Verification
If the contact is not a member, o
emate)
proceed to Step 43 . Is the employer contact you are adding a member of NYSLRS?
Personnel = =
Personnel e
(Alternate)
To add or remove a Contact Administrator, Security Administrator, or Security Administrator (Alt), please email your request to
NYSLRS5_Employer_Access@osc.state_ny.us with subject line "Contact / Security Adminisirator Request.”
Add Mew Contact Email is a required field. Any contact additions or edits will require the Email field to be completed.
Pending Changes
There are no Pending Changes.
Save Back
V]
< >
| 100% -
Retirement Online Employer Help Desk | 844-619-9614 29




Step

Action

The Employer Contact Person
Search page will appear. Select

@ 2 https://r5w10.05c state.ny.us:2013/psp/customer 2/CUSTOMER, O ~ @ & || & Manage Employer Contacts

the Employee ID drop-down field Retirement Online
to select an ID type. ; o po
BNYSLRS Thomas P. DiNapoli
| LV State Comptroller
NYSLRS Website * Account Homepage Help Contact Us
You are signed in as Sign out
Note: If you do not know the
NYSLRS ID number for the
Employer Contact Person Search
employer contact, please proceed
Please identify the person by providing the following information
d clicking the "P S h' button. If you don't h th
to Step 42. FequIrSd MOMMation of tha MiomMation provided does Not match
any of our records, please click the "Skip Person Search’ button
to submit your request to Member & Employer Service Bureau
fior further processing. C
Employer Document 38
NYSLRS ID
Registration Number
*Month of Birth
Home Address Zip Code
Skip Person Search Person Search
30
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Step | Action

@ Click in the NYSLRS ID field and
enter the employer contacts - ”
NYSLRS ID. (< OIFT™7 ,

| ' Retirement Online
BNYSLRS

10.0sc.state.ny.us:

psp/customer_2/CUSTOMER/ O ~ @ & || & Manage Employer Contacts

Thomas P. DiNapoli
State Comptrolier

NYSLRS Website * Account Homepage Help Contact Us

You are signed in as Sign out

Employer Contact Person Search

Please identify the person by providing the following information
and clicking the 'Person Search’ button. If you don't have the

required information or the infermation provided does not match

Use the drop-down to select the o St your roqubst 1o Member & Employer Service Bireay
for further processing.
employer contact's Month of
Birth. NYSLRS ID v| [ri2345678 |
| W | *Month of Birth

Home Address Zip Code

Skip Person Search

MNovember
December

Retirement Online Employer Help Desk | 844-619-9614 31




Step

Action

Click in the Home Address Zip
Code field and enter the employer
contact’s home address zip code.

Once you have completed the
required fields, click the Person
Search button.

| Person Search |

Retirement Online
SBNYSLRES

& https://r5w10.05c state.ny.us:8013/psp/custorner 2/CUSTOMER/ JO ~ @ C :g Manage Employer Contacts

NYSLRS Website + Account Homepage

Employer Contact Person Search

Please identify the person by providing the following information
and clicking the 'Person Search’ button. If you don't have the
required information or the information provided does not match
any of our records, please click the "Skip Person Search’ button
to submit your request to Member & Employer Service Bureau
for further processing.

NYSLRS ID v| R12345678

*Month of Birth January

Qanway |
Home Address Zip Code 12205 e

Skip Person Search

You are signed in as

Thomas P. DiNapoli
State Comptroller

Help ContactUs
. Sign out

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

Action

If the information entered does
not match NYSLRS records, a
'Message' pop-up will appear.
Click OK to continue.

Note: If the informationis a
match, you will not see this pop-
up message and will proceed to
Step 46.

G & https://r5w10.05c state.ny.us:2013/psp/customer 2/CUSTOMER/ O ~ @ & || & Manage Employer Contacts T

Retirement Online
BNYSLRS

NYSLRS Website * Account Homepage

You are signed in as

Employer Contact Person Search

Message
Please identify the person by providing the
and clicking the "Person Search’ button. If y
required information or the information provi
Mo match was found. Please verify the information provided. If you are unable to find a match,

please click the ‘Skip Person Search’ button.

any of our records, please click the "Skip Pel
to submit your request to Member & Emplo
for further processing.

o «3)

NYSLRS ID v| R12345678
“Month of Birth
Home Address Zip Code 12205

Skip Person Search Person Search

Thomas P. DiNapoli
State Comptroller

Help Contact Us

S Sign out

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

Action

This brings you back to the
Employer Contact Person Search

page. - x
a & https://r5w10.05c.state.ny.us8013/psp/custorner 2/CUSTOMER/ O ~ @ & @ Manage Employer Contacts 1T
- H 1 [}
Click the Skip Person Search Retirerment Online
button. ):‘\\chl_ 1Q
- DO Thomas P. DiNapoli
| Skip Person Search | State Comptroller
NYSLRS Website * Account Homepage Help Contact Us
You are signed in as Sign out
Employer Contact Person Search
Please identify the person by providing the following information
and clicking the ‘Person Search’ bution. If you don't have the
required information or the information provided does not match
any of our records, please click the ‘Skip Person Search’ button
to submit your request to Member & Employer Service Bureau
for further processing.
NYSLRS ID v| R12345678
*Month of Birth
Home Address Zip Code 12205
Skip Person Search Person Search
Retirement Online Employer Help Desk | 844-619-9614 34




Step

Action

If you skip person search a
'Message' pop-up will appear
stating that your request will
require further processing by the
Member & Employer Services
Bureau. To proceed without
searching, click the Yes button to

continue.
Yes

2 Manage Employer Contacts

& https://r5w10.0sc.state.ny.us:2013/psp/customer 2/CUSTOMER, O ~ @ C

Retirement Online
BNYSLRS

NYSLRS Website * Account Homepage

Employer Contact Person Search

You are signed in as |

Message
Please identify the person by providing the
and clicking the 'Person Search’ button. If yd
required information or the information provi
any of our records, please click the "Skip Pef
to submit your request to Member & Emplor
for further processing.

If you skip this person search, your request will require further processing by the Member &
Employer Services Bureau. Are you sure you want to proceed without searching?

Registration Number e |

*Month of Birth

Home Address Zip Code

Person Search

Skip Person Search

Th

Help

omas P. DiNapoli
State Comptroller]

Contact Us

Sign out

-

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

Action

The Contact Add page will appear.

Under the ‘Contact’ section, use
the Contact Type drop-down field
and select Payroll.

I v

(&)
Retirement Onling

& https://r5w10.05c.state.ny.us8013/psp/customer_2/CUSTOMER/ O ~

ac (& Manage Employer Contacts

f @, Bl
BNYSLRS Thomas P. DiNapoli
Note: If you located the person State Comptrolier
i i NYSLRS Website * Account Homepage Help Contact Us
7’
the person’s name will auto You are signed in as Sign out
populate. The following fields will
be greyed out and not editable: Contact Add .
Prefix, First Name, Middle Name, T _@
Billing
H Billing{Alternate)
Last Name, and Suffix. Ermployer 40398 VILLAGE OF WATEREORD -Contact Type| Boars i or Secretary
Board Clerk or Secretary(Alt)
Title CEO
CEO (Alternate)
CFO
Prefix | -] CFO (Alternate)
. ’ Civil Service Admin(Alternate)
First Name Middle Name Civil Service Administrator
Commissioner
*Last Name Suffix Contact Adminisirator
County Sheriff
County Sheriff(Altemnate)
Eontactinto) Director of Probation
Phone & Email Address District Attorney
District Attorney
*Phone Number Ext/PIN District Atiorney(Alternate)
*Address 1 + Education
Payroll
Alternate Phone Number Ext/PIN Address 2 < Payroll (Altemate)
Personnel
Address 3 o Personnel{Alternate)
Fax Ext/PIN Reporting Technology
- .| Reservation Coordinator
For correct postal service formatting, please Reservation Coordinator(Alt) El
. . . enter PO Box information under the street Secretary
Email Alternate Email address Security Administrator
Security Adminisirator {Alt) v
Retirement Online Employer Help Desk | 844-619-9614 36




Step

Action

If the employee has a specific job
title, you may enter it into the
Title field. This is optional and not

G & https://r5w10.05c state.ny.us:8013/psp/custorner 2/CUSTOMER/ JO ~ @ C

(& Manage Employer Contacts

a required field. : o oo
a BNYSLRS Thomas P. DiNapoli
| | State Comptroller
NYSLRS Website * Account Homepage Help Contact Us
You are signed in as Sign out
Contact Add ~
Contact
Use the drop-down field to select Cmployer 40368 VILLAGE OF WATERFORD “Contact Type [Fayroi >
the employer contact’s Prefix. L I
Prefix
. . . A!derman )
Note: This field will be greyed out “First Namef Sishop Middle Name
and not editable if you located LastamelSommsioner Sufix
your employee and did not skip Contact I Eaten e
Phone & B} Honorable Address
person search. Phone Nug] L2UnaMt
Mister *Address 1 City
Alternate PH H;S Address 2 *State Q
Professor
Reverend Address 3 *Postal
Fax Senator
Sheriff For correct postal service formatting, please »Country [United States ~
wErmai Sister ——— enter PO Box information under the street
address W
Retirement Online Employer Help Desk | 844-619-9614 37




Step

Action

Click in the First Name field and
enter the employer contact’s first

a & https://r5w10.05c.state.ny.us8013/psp/custorner 2/CUSTOMER/ O ~ @ & @ Manage Employer Contacts 1T

name. | |
| | Retirement Onling
BNYSLRS Thomas P. DiNapoli
State Comptroller
Note: This field will be greyed out NYSLRS Website ¢ Account Homepage Help Contact Us
and not editable if you located You are signed in as Sign out
your employee and did not skip
person Search. cIinpioyer QUIYY VILLAGE U WA ERFURD e TEE L ayiun hal |
Title 2
K K K Prefix [Mister @
Click in the Last Name field and wFirst NamelETos 1 middle Name
enter the employer contact’s last *Last Name [lones ] surmc
name. Contact Info @
| | Phone & Email Address
*Phone Number Ext/PIN
*Address 1 “City
. . . Alternate Phone Number Ext/PIN Add 2 * QQ
Note: This field will be greyed out - e
Address 3 *Postal
. . Fax Ext/PIN
a nd n Ot ed |ta bI e |f yo u Iocated For cormect postal service formatting, please ~Country | United States
you re mployee a nd d|d not Ski p Email Alternate Email :;:[;SPSO Box information under the street
person search.
Email is a required field. Any contact additions or edits will require the Email field to be completed.
Add Cancel
[¥]
Retirement Online Employer Help Desk | 844-619-9614 38




Step

Action

Under the ‘Contact Info — Phone &
Email’ section, click in the Phone
Number field and enter the
employer contact’s business

e & https://r5w10.05c.state.ny.us8013/psp/custorner 2/CUSTOMER/ O ~ @ & @ Manage Employer Contacts 1T

|ph°”e number. | Retirement Online
BNYSLRS Thomas P. DiNapoli
State Comptroller
When entering the employer NYSLRS Website »= Account Homepage Help Contact Us
contact’s phone number, please You are signed in as Sign out
do not include any parentheses
[()], dashes [_]’ Or slashes [/]. This cIinpioyer QUIYY VILLAGE U WA ERFURD e TEE |1 ayiue hal | ~
. . Title
field will format the phone .
Prefix ister v
number aUtomatlcally after you *First Name | Oliver Middle Name
select a different text box. *Last Name Jones Suffix
Contact Info
Note: If the employer contact has Phone & Email g 2 Address
. . . *Phone Number Ext/PIN
an extension or PIN, click in the *Address 1 “city
Ext/PIN fleld and enter the Alternate Phone Number Ext/PIN Address 2 *State Q
extension or PIN Fax EXVPIN e o
. For correct postal service formatting, please «Country [United States
Email Alternate Email enter PO Box information under the street
address
Email is a required field. Any contact additions or edits will require the Email field to be completed.
Add Cancel
[¥]
Retirement Online Employer Help Desk | 844-619-9614 39




Step

Action

If applicable, click in the Fax field
and enter the employer contact’s
fax number.

When entering the fax number,

e & hitps://r5w10.0sc.state.ny.us:8013/psp/customer_2/CUSTOMER/ O ~ @ & || & Manage Employer Contacts

Retirement Onling

g o 1
4 ‘ \\YL)L o Thomas P. DiNapoli

State Comptrolier

. NYSLRS Website * Account Homepage Help Contact Us
please do not include any —
You are signed in as Sign out
parentheses [()], dashes [-], or
slashes [/]. This field will format
. cinpoyern QUIYY VILLAGE UF WA | ERFURD remnanes T | LAy bl |
the fax number automatically e ~
after you click different text box. Prefix  [Mister v
*First Name | Oliver Middle Name
*Last Name Jones Suffix
Contact Info
Phone & Email Address
*Phone Number Ext/PIN
1111111111 x “Address 1 ~City
Alternate Phone Number Ext/PIN Address 2 *State Q
Address 3 *Postal
Fax Ext/PIN
For correct postal service formatting, please «country ‘ United States v
- _ enter PO Box information under the street
*Email Alternate Email
address.
Email is a required field. Any contact additions or edits will require the Email field to be completed.
Add Cancel
(V)
Retirement Online Employer Help Desk | 844-619-9614 40




Step

Action

Click in the Address 1 field and
enter the employer contact’s
address.

a & https://r5w10.05c.state.ny.us8013/psp/custorner 2/CUSTOMER/ O ~ @ & @ Manage Employer Contacts 1T

| | INYSLES
BNYSLRS Thomas P. DiNapoli
State Comptroller
Note: If a p plica ble' enter a ny NYSLRS Website » Account Homepage Help Contact Us
additional information into the Youare signed in as Sign out
Address 2 and Address 3 fields.
crpioyer QUIYY VILLAGE U WA ERFURD Dl TFEe 1 ayiun |
. -~
. . . . Title
Click in the City field and enter the
Prefix Mister ~
) .
em ployer ContaCt S Clty' *First Name | Oliver Middle Name
| | *Last Name Jones Suffix
Contact Info
Phone & Email Address
©
*Phone Number Ext/PIN
AT *Aadress 1110 State st boity  [Awbany I s4)
Alternate Phone Number Ext/PIN Address 2 *State Q
Address 3 *Postal
Fax Ext/PIN
For correct postal service formatting, please +Country [United States ]
- _ enter PO Box information under the street
*Email Alternate Email
address
Email is a required field. Any contact additions or edits will require the Email field to be completed.
Add Cancel
N
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Step

Action

Click in the State field and enter
the employer contact’s state.

% https://r5w10.0sc.state.ny.us:8013/psp/customer_2/CUSTOMER, P-ac @ Manage Employer Contacts

BNYSLRS ol
Note: You can use the Look Up - ot —
icon neXt to the State fleld to VieW NYSLRS Website * Account Homepage Help Contact Us
a list of states, or you Ccan type in You are signed in as Sign out
the two-letter state abbreviation.
cmpoyern QUIYY VILLAGE U WA ERFURD e TEE |1 ayiue hal |
. . . Title ~
Click in the Postal field and enter -
Prefix ister v
the employer contact’s ZIP code. “First Name [Oiver widdle Name
| | *Last Name |Jones Suffix
Contact Info
. . . . Phone & Email Address
Note: Within Retirement Online, otome Mo -~
Postal refers to ZIP code for US (RRIEEEARR *Address 1[110 State “City e
dd Alternate Phone Number Ext/PIN Address 2 ~State 2L New York
adaresses. - -~ Address 3 “postal [12207 | 56
For cormect postal service formatting, please ~Country | United States v
Email Alternate Email enter PO Box information under the street
address
Email is a required field. Any contact additions or edits will require the Email field to be completed.
Add Cancel
[¥]
Retirement Online Employer Help Desk | 844-619-9614 42




.
Step | Action
@ Click in the Email field and enter o -
. & https://r3w0.05c.state.ny.us 2013/ psp/custormer 2/CUSTOMER) 2 ~ @ & || &Y Manage Employer Contacts T
’ = e ge Employ L1
the employer contact’s business .
. " ' =
email. Retirement Online
| | BNYSLRS
BNYSLRS Thomas P. DiNapoli
State Comptroller
NYSLRS Website = unt Homepage Help Contact Us
You are signed in as Sign out
crpioyer AUIYY VILLAGE U WA | ERFURD Dl TFEe 1 ayiun |
, Title 2
@ Once all the employee's
Prefix Mister ~
information is entered, click “First Nam [Olver Middle Name
the Add button. *Last Name |Jones Suffix
Jﬁidd Contact Info
Phone & Email Address
*Phone Number Ext/PIN
1111111111 *Address 1[110 State St *City  |Albany
Alternate Phone Number Ext/PIN Address 2 ~state |[NY | Mew York
Address 3 *postal | 12207
Fax Ext/PIN
e For correct postal service formatting, please «Country [ United States v
Email Alternate Email enter PO Baox information under the street
emaili@email.com address
Email is a required field. Any contact additions or edits will require the Email field to be completed.
Add Cancel
58 v

Retirement Online Employer Help Desk | 844-619-9614



Step

Action

A Message page will appear. It wil
present the address in the format
used by the United States Postal
Service (USPS) for your approval.
If you click Yes, Retirement Online
will update the address to the

e &8 https://r5w10.05c.state.ny.us:3013/psp/customer_2/CUSTOMER, 2 ~ & &

Retirement Online
BNYSLRS

(& Manage Employer Contacts

Thomas P. DiNapoli

State Comptrolier

. NYSLRS Website * Account Homepage Help Contact Us
suggested USPS version. If you ——.
. . You are signed In as Sign out
click No, the address will stay as
entered. Either selection will bring
you to the next step. Message
Yes The Address information displayed below reflects the US Postal
Service's suggested changes to the address that was entered.
Would you like to use the suggested changes?
110 STATE ST
ALBANY NY 12207-2035 e
Yes Mo
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Step | Action

A 'Message' pop-up will appear
stating that the changes will not e

]

& hittps:/ 1

.osc.state.ny.us:8013/psp/customer_2/CUSTOMER/ O ~ @ & & Manage Employer Contacts

be saved until the Save button is
1 1
clicked on the Manage Employer Retirement Online
. . =
£
Contacts page. To continue, click BNYSLRS S——--
State Comptroller]
the OK button.
OK S Website * Account Homepa Help Contact Us
You are signed in as’ 8 S Sign out
- - - .
Village Ireasurer
Contact _ ) i
- Mr Liam Smith 65 ~
Administrator Wi IVIeSSage
Payroll MrLiam Smith ooy
Payroll e EEE You've added a new contact. The changes will not be saved until the Save button is clicked on
(Atternate) s 2 the Manage Employer Contacts Page.
q4_G
Personnel Mr Liam Smith 65
e
pecuity Mr Liam Smith % Broan 35-9898TeSINgIEam@os RET
A r Liam Smi road St 51872 ngleam@osc Ny gov Emove
Administrator Waterford,NY 12188
To add or remove a Contact Administrator, Security Administrator, or Security Administrator (Alt), please email your request to
NYSLRS_Employer_Access@osc.state.ny.us with subject line "Contact / Security Administrator Request.”
| Add New Contact | Email is a required field Any contact additions oredits will require the Email field to be completed
Pending Changes
Name Change Type Date Submitted Submitted By
Oliver Jones Addition 05/1712021 view | | Remove Change
‘ Save ‘ ‘ Back e
< >
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Step

Action

The Employer Contacts page will
appear. If you skipped the person
search, the request to add the
employer contact will appear with
the Change Type designation of
“Addition” in your ‘Pending
Changes’ section. This request
will need to be reviewed and
approved by NYSLRS before the
changes are finalized.

& https://r3w0.05c.state.ny.us:

Retirement Online
SBNYSLRES

NYSLRS Website * Account Homepage

psp/customer_2/CUSTOMER/ O ~ @ &

(& Manage Employer Contacts

Thomas P. DiNapoli

State Comptrolier

Help Contact Us
You are signed in as Sign out
VWAIBHIUIU,NT 1£ 150
. B ; 65 BROAD ST X i 3 ~
Payroll Mr Liam Smith WATERFORD,NY 12188-2412 518/235-9898 testingteam@osc.ny gov Remove
Payroll DEPUTY TREASURER
I‘Al{ernate) Mr Noah Johnson 65 BROAD ST 518/235-9898 testingteam@osc.ny gov Remove
N WATERFORD,NY 12188-2412
Village Treasurer
Personnel Mr Liam Smith 65 BROAD ST 518/235-9898 testingteam@osc.ny.gov Remove
WATERFORD, NY 12188-2412
Securit Village Treasurer
Admlnlgtrator Mr Liam Smith 65 Broad St 518/235-9898 testingteam@osc.ny.gov
Waterford, NY 12188
To add or remove a Contact Administrator, Security Administrator, or Security Administrator (Alt), please email your request to
NYSLRS_Employer_Access@osc.state.ny.us with subject line "Contact / Security Administrator Request.”
Add New Contact Emiail is a required field. Any contact additions oreditswill require the Email field to be completed.
Pending Changes
Name Change Type Date Submitted Submitted By
[Oliver Jones Addition 05/17/2021 View Remove Change
Save Back
W
< >
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Step | Action

You will need to remove the
outdated payroll contact prior to e
clicking Save.

& https://r5w10.05c.state.ny.us:3013/psp/customer_2/CUSTOMER, O ~ @ & (& Manage Employer Contacts

Retirement Onling

This only removes the employer BNYSLES Thomas P. DiNapoli
contact’s association as a contact State Compto S
NYSLRS Website * Account Homepage Help Contact Us

for the employer. It does not — )
. . You are signed In as Sign out

affect their NYSLRS membership

information. e

VIEIEIIUIUNT 12 158
65 BROAD ST

Payroll Mr Liam Smith WATERFORD NY 12188-2412 518/235-0898 testingteam@osc.ny. gov 2
) DEPUTY TREASURER

If the em p I oyee has left your ';‘:’};’ roll . Mr Noah Johnson 65 BROAD ST 518/235.0808  leslingleam@osc.ny.gov Remove

. . (Alternate) WATERFORD,NY 12188-2412
location, the Security Vilage Traasurer

L. Personnel Mr Liam Smith 65 BROAD ST 518/235-9808  testingteam@osc.ny.gov Remove
Administrator must remove all TERFORD Y 12185 2412

. . . Security Mr Liam Smith 65 Broad St 518/235-9898  festingteam@osc.ny.oov
security roles associated with the Administrator Waterford,NY 12188
em pl Oyee prlor to yO uremovi ng To add or remove a Contact Administrator, Security Administrator, or Security Administrator (Alt), please email your request to

NYSLRS_Employer_Access@osc.state.ny.us with subject line "Contact / Security Administrator Request.”

the mas a co nta Ct- Add New Contact Emiail is a required field. Any contact additions oreditswill require the Email field to be completed.

Click the Remove button next to Ponding Changes
Name Change Type Date Submitted Submitted By
the payroll contact you are
X Qliver Jones Addition 05/1712021 View Remove Change
removing.
Save Back
Remove Lv]
< >
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Step | Action

Click the Save button.
Save e _ - _

& hitps:// sc.state.ny, sp/customer_2/CUSTOMER/ O ~ @ @ || @& Manage Employer Contacts

Note: Your changes will not take Retirement Oﬂ“ﬂ@
effect until you click Save. BNYSLES

Thomas P. DiNapoli
State Comptroller

unt Homepage Contact
You are signed in as Sign out
VWAIBHIUIU,NT 1£ 150
. B ; 65 BROAD ST X i 3 ~
Payroll Mr Liam Smith WATERFORD,NY 12188-2412 518/235-9898 testingteam@osc.ny gov Remove
Payroll DEPUTY TREASURER
I‘Al{ernate) Mr Noah Johnson 65 BROAD ST 518/235-9898 testingteam@osc.ny gov Remove

WATERFORD,NY 12188-2412

Village Treasurer

Personnel Mr Liam Smith 65 BROAD ST 518/235-9898 testingteam@osc.ny.gov Remove
WATERFORD, NY 12188-2412
Village Treasurer

Mr Liam Smith 65 Broad St 518/235-9898 testingteam@osc.ny.gov
Waterford, NY 12188

Security
Administrator

To add or remove a Contact Administrator, Security Administrator, or Security Administrator (Alt), please email your request to
NYSLRS_Employer_Access@osc.state.ny.us with subject ine "Contact / Security Administrator Request.”

Add New Contact Email is a required field. Any contact additions oredits will reguire the Email field to be completed.

Pending Changes

Name Change Type Date Submitted Submitted By

Oliver Jones e Addition 05/1772021 View Remove Change
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Step

Action

A ‘Message’ pop-up will appear to
confirm that you wish to remove
the employer contact.

e & hitps:/
Retirement Online

sc.state.ny.us:8013/psp/customer_2/CUSTOMER, O ~ @ & & Manage Employer Contacts

. . =
£
Click the Yes to continue. BNYSLRS Thomas . N
State Comptroller
Yes -
nt Homepage
You are signed in as/ s S Sign out
- _— - .
VVAIEHIVIU,NT 1L 150
A a 65 BROAD ST - T Remove | ~
Payroll Mr Liam Smith WATERFORD,NY 12188-2 518/235-0898 testingteam@osc.ny.gov | Remove |
Payroll DEPUTY TREASURER Message
wfemm] Mr Noah Johnson 65 BROAD ST | Remove |
WATERFORD,NY 12188-2 -
Village Treasurer .
Personnel MrLiam Smith 65 BROAD ST Are you sure you want to remove Liam Smith? | Remove |
WATERFORD, NY 1213y
- Village Treasurer 64 Yes No
S etor | MrliamSmith 65 Broad St C_ Remove
Waterford NY 12188
To add or remove a Contact Administrator, Security Administrator, or Security Adminisirator (Alt), please email your request o
NYSLRS_Employer_Access(@osc.state.ny.us with subject line "Contact / Security Adminisirator Request.”
| Add New Contact | Email is a required field. Any contact additions oreditswill require the Email field to be completed.
Pending Changes
Name Change Type Date Submitted Submitted By
Oliver Jones Addition 0511772021 | view | | Remove Change|
|  save || Back
W
< >
Retirement Online Employer Help Desk | 844-619-9614 49




Step

Action

If necessary, scroll down until you
see the Save button.

Click the Save button.
Save

& https://r5

10.05c.state.ny.us:

Retirement Onling

psp/customer 2/CUSTOMER/ O ~ @ &

NYSLRS Website

Payroll

(Alternate) Mr Noah Johnson
Personnel Mr Liam Smith
Security Mr Liam Smith

Administrator

Add New Contact

Pending Changes

<

ANYSLRS

unt Homepag

WAI ERFUORD, NY 12188-2412
DEPUTY TREASURER

65 BROAD 5T
WATERFORD,NY 12188-2412
Village Treasurer

65 BROAD 5T
WATERFORD,NY 121838-2412
Village Treasurer

65 Broad St

Waterford NY 12188

518/235-0898

518/235-0898

518/235-0898

(& Manage Employer Contacts

testingteam@osc.ny gov

testingteam@osc.ny gov

testingteam@osc.ny gov

You are signed in as

Remove

Remove

To add or remove a Contact Administrator, Security Administrator, or Security Administrator (Alt), please email your request to
NYSLRS_Employer_Access@osc.state.ny.us with subject ine "Contact / Security Administrator Request.”

Email is a required field. Any contact additions oredits will require the Email field to be completed

Name Change Type Date Submitted
Oliver Jones Addition 051772021
Liam Smith Removal 051772021

Submitted By

Wiew Remove Change

Wiew Remove Change

Thomas P. DiNapoli

State Comptroller

Contact U

Sign out

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

Action

A 'Message' pop-up will appear to
inform you that your changes
have been saved and may need
NYSLRS' approval. If you located
the member and did not skip
person search, you will not see
this pop-up message.

Click the OK button.
Ok

e & https://r5w10.05c.state.ny.us:3013/psp/customer_2/CUSTOMER, O ~ & &

& Manage Employer Contacts

Retirement Online
BNYSLRS

NYSLRS Website * Account Homepage

Help

You are signed In as

- - -
- T WAIERFORD,NY 12188-2412 D T S e
DI IRER. ~
Payroll d
{Alternate) Righcaiiobieen SEA Message
Villa
Personnel Mr Liam Smith 65 B
WATJ The changes have been saved. If any of your changes are in the Pending Changes panel, they
- Villa will require approval from NYSLRS before they take effect.
FEENIL Mr Liam Smith
Administrator
To add or remove a Contact Administrator Secumy 7 ATOT, Or SeCUIMy Al =TOT (AN, e s S
NYSLRS_Employer_Access@osc.state.ny.us with subject line "Contact / Security Administrator Request.”
Add New Contact | Email is a required field. Any contact additions oredits will require the Email field to be completed
Pending Changes
Name Change Type Date Submitted Submitted By
Oliver Jones Addition 05/17/2021 | view | | Remove Change
Liam Smith Removal 0511772021 | view | | Remove Change|
|  save || Back
W
< >

. Sign out

Thomas P. DiNapoli

State Comptroller]

Contact Us

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

Action

Click the Account Homepage link
toreturn to your Retirement
Online Account Homepage.

Account Homepage

& hitps:/

sc.state.ny.us:

P

Retirement Onling

sp/customer_2/CUSTOMER/ O ~ @ &

(& Manage Employer Contacts

; o RS
BNYSLRS Thomas P. DiNapoli
State Comptroller
YSLRS We unt Homepage Help Contact Us
You are signed in as Sign out
I D WAIERFORD,NY 12788-2412 T e
Payroll DEPUTY TREASURER ~
I‘Al{ernate) Mr Noah Johnson 65 BROAD ST 518/235-9898 testingteam@osc.ny gov Remove
N WATERFORD,NY 12188-2412
Village Treasurer
Personnel Mr Liam Smith 65 BROAD 5T 518/235-9898 testingteam@osc.ny gov Remove
WATERFORD,NY 12188-2412
Securit Village Treasurer
Admlnlgtrator Mr Liam Smith 65 Broad St 518/235-9898 testingteam@osc.ny.gov
Waterford, NY 12188
To add or remove a Contact Administrator, Security Administrator, or Security Administrator (Alt), please email your request to
NYSLRS_Employer_Access@osc.state.ny.us with subject line "Contact / Security Administrator Request.”
Add New Contact Email is a required field. Any contact additions oredits will require the Email field to be completed
Pending Changes
Name Change Type Date Submitted Submitted By
Oliver Jones Addition 051772021 View Remove Change
Liam Smith Removal 05/17/2021 View Remove Change
Save Back
W
< >
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Step

Action

The Retirement Online Account
Homepage will appear.

You have successfully completed
adding and removing an employer
contact in Retirement Online.

e & hitps://r5w10.0sc.stateny.us:8013/psp/customer 2/CUSTOMER, O ~ @ & & Notifications Pagelet

Retirement Online
BNYSLRS

Thomas P. DiNapoli
State Comptroller

NYSLRS Website * Account Homepage

Help Contact Us

You are signed inas W Sign out

Welcome, =

Notifications @ ' wantto_.
View All First ‘&' 130f14 '»' Last Change My Password Manage Contact List
Description Date Due Manage My Security Profile Manage Security Access

Find Documents Submit Resolution For Official
140399: The report you have uploaded has been posted.
Upload a Document Request Plan Upgrade

See NYSLRS News Update My Account Email

Submit Disability Application

2 40399 The report you have uploaded has been posted

3 40399 The report you have uploaded has been posted

Bearch Nofifications

Access Reporting Dashboard | Access Billing Dashboard | Access Enrollment Dashboard | Access Employee Report History

You have no open cases at this time
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