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View Billed Data 

This guide demonstrates how you (as Billing) will view billed fiscal year earnings and prior years’ adjustments for a given State fiscal year.    
  
The Fiscal Year Earnings link allows you to see a break-down of pensionable earnings by tier, plan, option and by member for a given fiscal 
year.  
 
The Prior Years’ Adjustment link allows you to see changes to the previous years’ pensionable earnings for your location and by member.  
Prior years’ adjustments are triggered by salaries entered into an employee’s account by you or by NYSLRS which were not previously 
reported through the regular monthly reporting process. This action initiates a cost or credit to your employer location for your location’s 
share of contributions for these salaries, plus interest. 
 
Note: There will be times NYSLRS must update or confirm your billing information. In order to avoid confusion, NYSLRS will temporarily 

disable the link we are working on. During this time, you will not see or have access to the link. Once updates to the billing information are 

complete, you will again be able to view and access the link. 
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Step Action  

1. From your Retirement Online 
Account Homepage, click 
the Access Billing 
Dashboard button. 
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Step Action  

2. The Employer Billing Dashboard 
will appear. If you have the Billing 
security role for one location, the 
Location field will auto populate 
with that location.  Proceed to 
Step 4. 
 
If you have the Billing security role 
for more than one location, the 
Location field will be blank and 
you will need to select the 
location code you want to view.  
Click the Look Up icon next to the 
Location field.    

 

 

 
 
 
 
 

 2 

 



 

 

Retirement Online Employer Help Desk | 844-619-9614 
EXT – EMBJA– Last Rev 4/2022 

4 

 
 

Step Action  

3. The ‘Look Up Location’ pop-up will 
appear. Only the locations you 
have the Billing role for will 
populate. Click the appropriate 
Location Code link. 
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Step Action  

4. The Employer Billing Dashboard 
will appear.  
 
If your location belongs to only 
one retirement system, the 
System drop-down will auto 
populate. Proceed to Step 5. 
 
If your location belongs to both 
retirement systems, you will have 
a choice between ERS (Employees’ 
Retirement System) and PFRS 
(Police and Fire Retirement 
System). Select the System drop-
down to choose the retirement 
system. 

 

 

5. Click the Go button. 
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Step Action  

6. The Employer Billing Dashboard 
will appear.  
 
To view fiscal year earnings, click 
the Fiscal Year Earnings link. 

 

 
To view prior years’ adjustments 
(PYAs), click the Prior Years' 
Adjustments (PYAs) link. 
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Step Action  

7. The Fiscal Year Earnings or Prior 
Years' Adjustments Review page 
will appear depending on the link 
selected in Step 6. These two 
pages look and function the same; 
the only difference is the title of 
the page.   
 
The Location and System fields 
will carry over from the Employer 
Billing Dashboard. Click the Look 
Up icon next to the Billed Fiscal 
Year field. 

 

 

 
 

 7 

 



 

 

Retirement Online Employer Help Desk | 844-619-9614 
EXT – EMBJA– Last Rev 4/2022 

8 

Step Action  

8. The ‘Look Up Billed Fiscal Year’ 
pop-up will appear. Click the Fiscal 
Year link for the year you want to 
view. 
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Step Action  

9. The Fiscal Year Earnings or Prior 
Years' Adjustments Review will 
appear. Click the Search button. 

 
 
If you selected the Fiscal Year 
Earnings link in Step 6, proceed to 
Step 10. 
 
If you selected the Prior Years’ 
Adjustments link in Step 6, 
proceed to Step 13. 
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Step Action  

10. 
 

Your fiscal year earnings search 
results will appear. Scroll down to 
review the information. 
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Step Action  

11. 
 

The ‘Pensionable Earnings by 
Tier/Plan/Option’ section appears 
first.  It allows you to verify 
pensionable earnings for your 
location by tier, plan, or option.  
Scroll down to review more 
information. 
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Step Action  

12. 
 

The ‘Pensionable Earnings by 
Member’ section appears next.  It 
allows you to verify pensionable 
earnings by member. Scroll down 
until you see the Back button. 
 
Proceed to Step 16. 
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Step Action  

13. 
 

Your prior years’ adjustments 
search results will appear. Scroll 
down to review the information. 
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Step Action  

14. 
 

In the ‘Prior Years’ Adjustments’ 
section, you can review any prior 
years’ adjustments (cost or 
credits) made to your 
account. Scroll to the right to view 
more information.  
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Step Action  

15. 
 

When you are done, scroll to the 
left until you see the Back button. 
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Step Action  

16. 
 

Click the Back button. 
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Step Action  

17. 
 

The Employer Billing Dashboard 
will appear. To return to the 
Retirement Online Account 
Homepage, click the Account 
Homepage link. 
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Step Action  

18. The Retirement Online Account 
Homepage will appear. 
 
You have successfully completed 
viewing billed data. 

 

 
 

 


