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Accessing and Searching for Notifications  
This guide shows you (as an employer contact) how to access and search for notifications in Retirement Online using the Search 
Notifications link located in the Notifications section. 
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Step Action  

1. From your Retirement Online 
Account Homepage, click the 
Search Notifications link in the 
‘Notifications’ section.   
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Step Action  

2. The Employer Notification Search 
page will appear.  Click the Look 
Up icon next to the Location Code 
field.  

 
 
Note: The only required field on 
this page is the Location Code 
field. 
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Step Action  

3. The ‘Look Up Location Code’ pop-
up will appear. If you report for 
multiple locations, more than one 
employer location code will be 
listed. Click the appropriate 
Company ID link. 

 
 
Note:  Company ID refers to the 
Location Code. 
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Step Action  

4. The Employer Notification Search 
page will appear.  Fill out 
applicable fields to narrow your 
search results. 
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Step Action  

5. If you want to view completed 
notifications, as well as current 
notifications, click the Include 
Completed Notifications box. 
 

Note: If this box is not checked, 

only current notifications will 

appear in your search results. 

 

 

 

  

  

6. Click the Search button. 
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Step Action  

7. The search results will appear. 
 
Description: An abbreviated 
description of the notification and 
the location code to which it 
applies; provides a link to open 
the notification. 
Date Created: Lists the 
notifications chronologically from 
oldest to newest.  
Date Due: Lists the expiration 
date associated with a 
notification, if any. 
Date Completed: Lists the date 
the notification was completed. 
Completed By:  Lists the User ID 
of the employer contact that 
completed the notification. 
Mark as Complete: Allows you to 
mark informational notifications 
complete from this view. 
 
Note: You will only be able to view 

the notifications associated with 

your security role(s).  
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Step Action  

8. 
 

If needed, there are additional 
features on this page that can 
help you perform your searches: 
 
Click the Personalize link to 
change the order of how the table 
columns appear. 

 
 
Click the View All link to view a 
complete list of notifications. 

 
 
Click the Zoom Notifications icon 
to see a full list of notifications in 
a separate screen. 

 
 
Click the Export icon to export 
your search results to an Excel 
document.  

 
 
Click the Show Next Row button 
to view the next 10 notifications.  
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Step Action  

9. To view a notification, click on the 
Description link. 
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Step Action  

10. The ‘Notification Details’ pop-up 
will appear. Review the 
notification description and, if 
applicable, take the necessary 
action.  When you are done, click 
the Close button. 
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Step Action  

11. The Mark as Complete box will 
only be enabled for informational 
notifications. To mark an 
informational notification as 
complete, click the Mark as 
Complete box. 

 

Note: You will not be able to mark 

an actionable notification as 

complete from this view. To mark 

an actionable notification 

complete, you must open the 

notification and complete the 

task. 
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Step Action  

12. Click the Save button. 
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Step Action  

13. A ‘Message’ pop-up will 
appear.  Click the OK button. 

 
 
Note: Once a notification is 
marked as complete and saved, 
the Date Completed and 
Completed By fields will become 
populated with the date and the 
User ID of the employer contact 
who completed the notification.  
 
Any other employer contacts with 
the same security role at the same 
location will see these populated 
fields the next business day.  
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Step Action  

14. The Employer Notification Search 
page will appear. To view the 
notifications in a read-only 
format, click the Detailed tab. 
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Step Action  

15. The Detailed tab shows the full 
notification text that appears in 
the actual notification. It will not 
include any actionable hyperlinks. 

 
To see a combined view of both 
tabs, click the Expanded View 
button. 
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Step Action  

16. The expanded view will appear. To 
return to the previous view, click 
the Show Tabs button. 
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Step Action  

17. The Summary and Detailed tabs 
will appear. To return to the 
summary view, click 
the Summary tab. 
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Step Action  

18. 
 

 

 

 

 

 

 

 

 

The Summary tab will appear. 
To return to your Retirement 
Online Account Homepage, click 
the Account Homepage link. 
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Step Action  

19. The Retirement Online Account 
Homepage will appear.  
 
You have successfully accessed 
and searched for notifications in 
Retirement Online. 

 

 
 

 


