Thomas P. DiNapoli, State Comptroller

BNYSL RS

New York State & Local Retirement System

Modifying an Employer Contact Using Retirement Online

This guide shows you (as a Contact Administrator) how to update an existing employer contact’s contact information.
You can update an employer contact’s title, phone number, email address, and mailing address, but you cannot change their name or

contact type. To change the name of an employer contact, you will need to email the Employer Access Unit at
NYSLRS_Employer_Access@osc.ny.gov. To update the contact type you must remove the existing contact then add the new contact.

Retirement Online Employer Help Desk | 844-619-9614



Step

Action

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

| Manage Contact List |

e & nttps;//r5wl0.osc.state.ny.us:3013/psp/customer/ CUSTOMER/CL O ~ @ & || & Notifications Pagelet w7 8 @

Retirement Online
SBNYSLRS

Thomas P. DiNapoli
State Comptroller

NYSLRS Website + Account Homepage

Help Contact Us
You are signed in as »  Sign out

Welcome, =

Notifications @ I want to___

View All First ‘4" 1-30f14 M Last Change My Password Manage Contact List °
Description Date Due Manage My Security Profile Manage Security Access

Find Documents Submit Resolution For Official

1 40399 The report you have uploaded has been posted

Upload a Document Request Plan Upgrade

See NYSLRS News Update My Account Email

2 40399: The report you have uploaded has been posted.
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 — -
appea r. C“Ck the Employer Iink Of e & https://r5w10.05c.state.ny.us8013/psp/custorner 2/CUSTOMER/ O ~ @ & (& Employer Search LT
the employer contact you are , ,
adding. Retirement Online
¢ e
40389 VILLAGE OF WATERFORD BNYSLRS Th:mlﬂsg- D":a"lf"
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. T
Please choose an Employer from the list below
|40390 viLLAGE oF waTERFORD [ 2
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Step | Action

@ The Contact Summary page will - %
a & https://r5w10.0sc.state.ny.us:2013/psp/customer 2/CUSTOMER/ O ~ @ & || & Employer Contacts m
appear. If necessary, scroll down .

until you see the Edit button. Reﬂi’@meﬁt Oﬂ“ﬂe
BNYSLES

Thomas P. DiNapoli
State Comptroller

unt Homepa: 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 o MY 12188.2412 518/235-0898 testingteam@osc.ny.gov
Board Clerk or CLERK
Secretary Mr James Williams 65 BROAD ST 518/235-9893 testingteam@osc.ny.gov
2 WATERFORD,NY 12188-2412
MAYOR
CEO Mr William Brown 65 BROAD ST 518/235-9898 testingteam@osc.ny.gov
WATERFORD,NY 12188-2412
; : 65 BROAD 5T ; ;
CFO Mr Liam Smith WATERFORD,NY 12188-2412 518/235-9898 testingteam@osc.ny.gov
Contact Village Treasurer
Administrator Mr Liam Smith 65 Broad St 518/235-9898 testingteam@osc.ny.gov
Waterford NY 12188
. ; : 65 BROAD 5T ; ;
Payroll Mr Liam Smith WATERFORD,NY 12188-2412 518/235-9898 testingteam@osc.ny.gov
Payrol DEPUTY TREASURER
(Alternate) Mr Noah Johnson 65 BROAD ST 518/235-9893 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 12138

Ba Email is a required field. Any contact additions or edits will require the Email field to be completed.
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Step

Action

Next, click the Name of the
employer contact for whom you
are changing contact information.
| Mr William Brown |

2/C

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

10.05c.state.ny.us:

a & https://15

Retirement Online
BNYSLRES

Thomas P. DiNapoli
State Comptroller

NYSLRS Website unt Homepag Gontact U
You are signed in as Sign out
Employer Contacts s
Employer 40399 VILLAGE OF WATERFORD
Contact Summary Page
Contact Type Name Address Phone Email
Billing Mr Liam Smith SES.E%;%RS; NY 12188-2412 518/235-0898 testingteam@osc.ny gov Remove
CLERK
gg?:gtg'e"‘ O Wir James Williams 65 BROAD ST 518/235.0808  leslingleam@osc.ny.gov Remove
b WATERFORD,NY 121838-2412
MAYOR
CEO Mr William Brown | 65 BROAD ST 518/235-9898 testingteam@osc.ny.gov Remove
WATERFORD,NY 121838-2412
cFO Mr Liam Smith f.fﬂfég’;ggg WY 12108-2412 518/235.0808  leslingleam@osc.ny.gov Remove
Contact Village Treasurer
Administrator Mr Liam Smith 65 Broad St 518/235-9898 testingteam@osc.ny.gov
Waterford, NY 12188
Payroll Mr Liam Smith S?Aﬁ%ﬁéglgjr 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 W
- - Villane Treasurer
< >
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Step | Action

@ The 'Employer Contacts Edit' pop-

up Wi” appear e & https://r5w10.0sc state.ny.us:3013/psp/customer_2/CUSTOMER/ © ~ @ C (& Manage Employer Contacts LB S fob
i =
|_ Employer Contacts Edit
Make edits as necessary. All fields N e
with an asterisk are required and Emplover 10398 VILLAGE OF WaLERFORD
must be populated. N H‘YOR ° Contact Type CEO
Prefix Mister ﬂ To update the Contact type, you must add a new contact
and remove the existing contact if applicable.
*First Name William Middle Name
*Last Name Erown Suffix

To change the contact's name, please email the Employer Demographics Unit at

Em nyslrs_employer_access@osc.ny gov
6
Cd
0

oniac |n
.. . =
@ Once you are finished entering the 9 | Phone & Email Address
| tact’ tact .
m r n new n
employer contact's new contac . E’é‘;;:sil:zrgger Ext/PIN «Address 1 |65 BROAD ST «City [WATERFORD
information, click OK ol
4 ' Alternate Phone Number Ext/PIN Address 2 *state [NY_|Q New vork
(]34 CE Address 3 *Postal [12188-2412
Fax ExtiPIN For correct postal service formatting, please
o || 5182350898 - “Country [Uniled Siates -
enter PO Box information under the street
*Email Alternate Email address
Cof testingteam@osc.ny.gov g
Adj
Pal Email is a required field. Any contact additions or edits will require the Email field to be completed.
o] Cancel

1

Retirement Online Employer Help Desk | 844-619-9614




Step | Action

A 'Message' pop-up will appear e -
& https://r
stating that the changes will not e

r10.05c.state.ny.us:8013/psp/customer_2/CUSTOMER/ O ~ @ & & Manage Employer Contacts

. . : i
be saved until the Save button is Re‘tl r'emen‘t Onll ne
clicked on the Manage Employer I NYSLRS
. 5 Thomas P. DiNapoli
Contacts page. Click the OK state Comptrolier
button.
Ok You are signed in as 8 S Sign out
Ae——— - -
Employer Contacts A
Employer 40399 VILLAGE OF WATERFO Message
Contact Summary Page
ErEETE = T Contact information has been updated. The changes will not be saved until the Save button is
55 clicked on the Manage Employer Contacts Page.
Billing Mr Liam Smith
- - ()=
Mr James Williams “»
SEEEE WATERFORD,NY 12188-2412 '
MAYOR
CEO Mr William Brown 100 Main St 518/235-9898 testingteam@osc.ny.gov Remove |
WATERFORD,NY 12188-2412
. ) 65 BROAD ST ’ e
CFO Mr Liam Smith WATERFORD,NY 12188-2412 518/235-9898 testingteam@osc.ny.gov | Remove |
Contact Village Treasurer
P Mr Liam Smith 65 Broad St 518/235-0808  testingteam@osc.ny.gov Remove
UIVEIELET Waterford, NY 12188
. ) 65 BROAD ST ’ e
Payroll Mr Liam Smith WATERFORD,NY 12188-2412 518/235-0808 testingteam@osc.ny.gov | Remove |
Ea— DEPUTY TREASURER
(Alfemm] Mr Noah Johnson 65 BROAD ST 518/235-0808  festingteam@osc.ny.gov | Remove |
WATERFORD,NY 12188-2412 -
Village Treasurer
Personnel Mr Liam Smith 65 BROAD ST 518/235-0808  festingteam@osc.ny.gov | Remove |
WATERFORD,NY 12188-2412 B v
- - Villane Treasurer
< >
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Step | Action

The Employer Contacts page will - %
G & https://r5w10.05c state.ny.us:8013/psp/custorner 2/CUSTOMER/ JO ~ @ C :g Manage Employer Contacts =
appear. If necessary, scroll down .

until you see the Save button. Re’[]rem@ﬂt Oﬂ“ﬂ@

BNYSLRS

Thomas P. DiNapoli
Once you have completed tate Comlrollr
cha nging the em p|oyer contact's NYSLRS Website ¢ Account Homepage Help Contact Us
information, click the Save button. @ You are signed in as Sign out
Save

Admmstrator gt S o
65 BROAD ST 2

Payroll Mr Liam Smith WATERFORD NY 12188-2412 518/235-9898 testingteam@osc.ny.gov Remove

Payroll DEPUTY TREASURER
; ; - Mr Noah Johnson 65 BROAD ST 518/235-9898 testingteam@osc.ny.gov Remove
Click the Account Homepage link (Alternale) WATERFORD NY 12188-2412 @

. Village Treasurer
to return to your Retirement Personnel Mr Liam Smith 65 BROAD ST 518/235-9898 festingteam@osc.ny.gov Remove

WATERFORD, NY 12188-2412

Online Account Homepage. Secuiity Village Treasurer

Mr Liam Smith 65 Broad 5t 518/235-9898 testingteam@osc.ny gov

Administrator Waterford NY 12188
Account Homepage

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 Adminisirator Request.”

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

Pending Changes

Name Change Type Date Submitted Submitted By

e View Remove Change
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Step

Action

The Retirement Online Account
Homepage will appear.

You have successfully completed
modifying an employer contact in
Retirement Online.

e @ https://r3w10.0sc.state.ny.us: 28013/ psp/customer_2/CUSTOMER/ P-ac @ 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
See NYSLRS News

Request Plan Upgrade
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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