Thomas P. DiNapoli, State Comptroller

BNYSL RS

New York State & Local Retirement System

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

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

Action

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

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

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

Action

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.
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Step

Action

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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You are signed in as
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Summai Detailed | [F=¥

Description Date Created Date Due Date Completed Completed By Mark as Complete I

1 30696: Retirement Notice 0711272019 08/11/2019

30696: New Contribution -

Rates for Tier 6 members TN VRARENEY 0

30696: New Conftribution .
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Step

Action

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.

Fersonalize

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

To view a notification, click on the
Description link.

30696: Mew Contribution
Rates for Tier 6 members

% hitps:/ psp/customer_1/CUSTOMER/CRM/ c/NY_CUSTOM.NY_EMP_I ~ @& &

3 Employer Motification

Retirement Online
;' J T )

SLRS Website = Account Homepage

Search...

Thomas P. DiNapoli
State Compiroller

You are signed in as Sign out
Last Login:
Notifications Personalize | Find | View All | 2] B2 Fist 4 140 0f11 '} Last ~
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Step

Action

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.

e $ https:

% Employer Notification

psp/customer_1/CUSTOMER/CRM/c/NY_CUSTOM.NY_EMP_ ~ @& ©&

Reti ren Notification Details

Description

Search...

Life Event/Milestone Notificat

30696: New Contribution Rates for Tier 6 members

i

Thomas P. DiNapoli|
State Comptrolle!

.
Close New contribution rates for Tier 6 employees of 30696 have been updated. Please select the link below to
review the changes.
- - -
View Confribution Rates
Notifications
Remove Notification ~
Summary | Detailed
Description
1 30696: Retirement N Cancel
30696: New Contrib
Rates for Tier & men(
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Step

Action

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.

O

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.

o

$ Employer Notification

$ https

state.ny.us

Retirement Online
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Summary Detailed
Description

1 30696 Rotirement Notice

. 30696 New Contribution

“ Rates for Tier 6 members

3 30696 New Contribution
~ Rates for Tier 6 members

4 30696 Retirement Nobice
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~ Rates for Tier 6 members
& 30696 New Contribution
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» 30696. New Contribution
Rates for Tier 6 members

o 30696. New Contribution
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0272172020
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Step

Action

Click the Save button.

Save

psp/customer_1/CUSTOMER/CRM/c/NY_CUSTOM.NY_EMP_I ~ i ©
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Retirement Online
: 3

NYSLRS Website = Account Hom
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1 30696: Retirement Notice 07122019 081172019

30696: New Contribution
Rates for Tier 6 members
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Rates for Tier 6 members

4 30696: Retirement Notice 1212512019 0142472020
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Date Completed Completed By
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Step | Action

@ A ‘Message’ pop-up will

. — x
appear' C“Ck the OK bUtton' e 3 hitps://r5wh.osc.state.ny.us:8203/psp/customer_1/CUSTOMER/CRM/c/NY_CUSTOM.NY_EMP_I ~ @& € || Search... P~
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o e Now Connbuton 1unnzoro  oviame o
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Save
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Action

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

e ¥ https://r

% Employer Notification

c.state.ny.us:2

Retirement Online

Notifications

Summary Detailed

Description
1 30696: Retirement Notice
30696: New Contribution
Rates for Tier 6 members
3 30696: Retirement Notice
4 30696: New Contribution
Rates for Tier 6 members
30696: New Contribution
Rates for Tier 6 members
30696: New Contribution
Rates for Tier 6 members
30696: New Contribution
Rates for Tier 6 members
» 30696: New Contribution
“ Rates for Tier 6 members
9 30696: Retirement Notice

Member Enroliment
Confirmation

3

Date Created

07/12/2019
11/06/2019
12/25/2019
11/06/2019
11/06/2019
11/06/2019
11/06/2019
11/06/2019
01/22/2020

02/18/2020

Date Due

08/11/2019

03/12/2020

01/24/2020

03/12/2020

03/12/2020

03/12/2020

03/12/2020

03/12/2020

02/21/2020

03/19/2020

Personalize | Find | View All | & | &

Date Completed

03/12/2020

OMNY_EMPM ~ @ C

Completed By

RO3001810@ERO

Search...

You are signed in as

Last Login:

First ‘4 1-100f10 '* Last

Mark as Complete

5 [ o

Thomas P, DiNapoli
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Step

Action

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

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

o

$ Employer Notification

$ https w6, 05¢ state.ny.us psp/custome Cl

~

3

Retirement inim@

Summary Detailed

b 3

You are signed in as

Last Login

f

Notifications e Personalize | Find | View Al | &% | % First Y 1400110 * Last

Notification Text

R10002722 has applied for retrement.  Please go 10 the following link 10 upload the “Statements of Accrued Payments and Leave Credits®
form (RS6221)

New contribution rates for Tier 6 employees of 30696 have been updated. Please select the link below 1o review the

changes.| -

R107 16445 has applied for retirement. Please @o 10 the following ink 10 upload the “Statements of Accrued Payments and Leave Credits™
form (RS6221)

New contribution rates for Tier 6 empioyees of 30696 have been updated. Please select the link below to review the
changes |

New contribution rates for Tier 6 employees of 30696 have been updated. Please select the link below 1o review the
changes |

New contribution rates for Tier 6 employees of 30696 have been updated. Please select the Ik below 10 review the
changes |
New contnbution rates for Tier 6 employees of 30696 have been updaled. Please select the link below 10 review the
changes |
New contribution rates for Tier 6 employees of 30696 have been updated. Please select the link below 10 review the
changes |

R12701842 has applied for retirement. Please go 1o the folowing link 10 upload the “Statements of Accrued Payments and Leave Credits”
form (RS6221)

Please navigate to the Member Contribution Rales Page o review updated enroliment and reporting information.  There may be more than

Thomas P, DiNapoll
State Compirolier

R100% ~
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Step

Action

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

OMER/CRM/c/NY_CU

psp/customer_1/(

e ¥ https

$ Employer Notification

Retirement Online
BN a

NYSLRS Website * Account Homepage

Date Created  Date Due Date Completed Completed By Mark as Complete
1 30696: Retirement

Notice 0711212019

08/11/2019

30696: New
2 Contribution Rates for 11/06/2019
Tier 6 members

03/12/2020 03/12/2020 RO3001810@ERO

30696: Retirement

Notice 12/25/2019

01/24/2020

30696: New
4 Contribution Rates for 11/06/2019
Tier 6 members

03/12/2020 O

30696: New
5 Contribution Rates for 11/06/2019
Tier 6 members

03/12/2020 O

30696: New
6 Contribution Rates for 11/06/2019

Tiar R mamhare

03/12/2020 O

M.NY_EMP_M ~ @ C || Search...

Personalize | Find | View All | @] l:??

Thomas P, DiNapoli
State Comptrolier

You are signed in as
Last Login:

First ‘4" 1-100f10 ‘*' Last A

Nofification Text

R10002722 has applied for reirement. Please go to
the following link to upload the "Statements of Accrued
Payments and Leave Credits” form (RS6221)

New contribution rates for Tier 6 employees of 30696
have been updated. Please select the link below to
review the

changes

R10716445 has applied for retirement. Please go to
the following link to upload the "Statements of Accrued
Payments and Leave Credits” form (RS6221)

New contribution rates for Tier 6 employees of 30696
have been updated. Please select the link below to
review the

changes

New contribution rates for Tier 6 employees of 30696
have been updated. Please select the link below to
review the

changes.

New contribution rates for Tier 6 employees of 30696

have been updated. Please select the link below to Vv
review the

®100% ~
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Step

Action

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

the Summary tab.

o

$ https state.ny.us £ tome TOMER/CRM/c/N STOMNY_EMP M = @ © || Search...

3 Employer Notification

Retirement Online

Summar

()

You are signed in as

Last Login

ns Personalize | Find | View All | & | &= Firsst & 1400110 ' Last
Detailed | [F7)

Mification Text

Y

R10002722 has applied for retirement. Please go to the folowing ink 10 upload the “Statements of Accrued Payments ve Credits™

New contribution rates for Tier 6 employees of 30696 have been updated. Plea
changes |

¢ select the fink below 10 review the

R10716445 has applied for retirement. Please go to the following link 1o upload the “Statements of Accrued Payments and Leave Credits™
form (RS6221)

, New contribution rates for Tier 6 employees of 30696 have been updated. Please select the link below 10 review the
i changes |

w

©

New contribution rates for Tier 6 employees of 30696 have been updated. Please select the link below 10 review the
changes |
New contnbution rates for Tier 6 employees of 30696 have been updated. Pleas i<t the link below 1o re the

changes |

New contribution rates for Tier 6 employees of 30696 have been updated. Please select the Ink below 10 review the
changes |

New contribution rates for Tier 6 employees of 30696 have been updated. Please select the link below 10 review the
changes |

R12701842 has apphied for retire:
form (RS6221)

Please go 10 the fol % link 10 upload the “Statements of Accrued Payments and Leave Credits

Plooca navenata ta tha Mamhar Cantribadion 2otoe Bana tn raviaw smdatad anriimant and ranaring infarmatinn  Thare mav ha mara than

- =] X
D~
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Sign out
A
v

>
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Step

Action

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

Account Homepage

OM.NY_EMP_M ~ @ C || Search...

istomer_1/(

e ¥ https://r5v

% Employer Notification

Retirement Online
BNY 1

NYSLRS Website ¢ Account Homepage

Thomas P, DiNapoli
State Comptrolier

Help Contact Us

You are signed in as . Sign out
Last Login:
Notifications Personalize | Find | View All | ﬁi| Q First 'Y 1100f10 * Last A
Summary | Detailed | [F=»)
Description Date Created Date Due Date Completed Completed By Mark as Complete
1 30696: Retirement Notice 07/12/2019 08/11/2019
30696: New Contribution
Rates for Tier 6 members | 1/06/2019 0122020 03/12/2020 RO3001810@ERO
3 30696: Retirement Notice 12/25/2019 01/24/2020
30696: New Contribution
Rates for Tier 6 members LU0H20%2 ey |
30696: New Contribution
Rates for Tier 6 members 11062013 122000, |
30696: New Contribution
Rates for Tier 6 members 11/0672019 0311212020 0
30696: New Contribution -
Rates for Tier 6 members 1110672019 03/1212020 O
30696: New Contribution
Rates for Tier 6 members | /06/2019 0122020 O
9 30696: Retirement Notice 01/22/2020 02/21/2020
Jo|pemtes Ewollient 02/18/2020 0311972020
Confirmation v
< >
®100% ~
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Action

The Retirement Online Account
Homepage will appear.

You have successfully accessed
and searched for notifications in
Retirement Online.

e B hitps://rSwb.osc.state.ny.us:8203/psp/customer/ CUSTOMER/CUST/h/?tab=MNY_IH_EMPLOYER ~ @ € || Search... 2~
% Notifications Pagelet f

Retirement Online
BNYS

e

o T
MO

Thomas P. DiNapoli
State Comptroller
NYSLRS Website « Account Homepage

Help ContactU

You are signed inas Sign ou
Welcome = =
otifications @ I want to_..
First ‘4" 130f11 '} Last Change My Password Manage Contact List
Description Date Due Manage My Security Profile Manage Security Access
130656 Retirement Notice 081172019 View My Scheduled Events Submit Resolution For Official
Find Documents Request Plan Upgrade
2 30696 Retirement Notice 01724/2020 3
Upload a Member Document Update My Account Email
3 30696: Retirement Notice 02/21/2020 See NYSLRS News Submit Disability Application

Search Notifications

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

~
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>
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