Thomas P. DiNapoli, State Comptroller

BNYSL RS

New York State & Local Retirement System

Enhanced Reporting Excel Tool

This job aid shows you (as an Employer Reporting Uploader) how to use the Enhanced Reporting Excel tool to create an enrollment file and/or job data
file in the .txt (text file) format to upload into Retirement Online.

The .txt (text file) format is the only file format Retirement Online will acccept for your Enhanced enrollment and/or job data reports.

Note: When you rehire a retiree, you must create a NEW Transaction 2 line to generate a new employment instance or employment record. You will
then use the new employment instance for reporting. This cannot be done until the member's Retirement Case has been processed by NYSLRS.
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Enrolling, Hiring and/or Job Changes (Transactions 1 and 2)

Step

Action

®

Open the ERET tool and click the
Enable Editing button.

Enable Editing

AutoSave
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Step

Action

Click the Enable Content button.

Enable Content
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Step

Action

Open the tab at the bottom of
the excel titled Biographical &
Job Data

Biographical & Job Data

Before starting to enter the
report data for your employee(s)
review the top of the template
which is shaded in yellow and
blue. These rows provide key
information to follow while
entering your report data. These
rows also provide examples of
how the data is to be populated
in each cell. Do not edit the cell
size, spacing or format
conventions.

Row 1, shaded in yellow, shows
the required report data
information for Transaction 1—
Biographical Data.

Row 3, shaded in blue, shows the
required report data information
for Transaction 2 —Job Data.

Note: Data cannot be entered in
this section of the template and
is for your reference only.

AutoSave (@ off)
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Step

Action

Begin entering the report data
with your location code in
Column A, row 10. This cell will
always be the 5 digit location
code. The location code only
appears on this first line of the
report.

Move to the next line, and
working from left to right, enter
the required biographical
(Transaction 1 — yellow lines)
and/or job data (Transaction 2 —
blue lines) for each employee,
making one transaction type its
own row.

This document can be used for
multiple lines of transactions
which can be listed in any order.
It is recommended to keep each
employee’s Transactions 1
(biographical) and 2 (job data)
together as shown, but it is not
required.

Note: After entering all the
report data, make sure there are
no blank rows in the report. If
any blank rows exist in the
report, you will get an error.
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Step

Action

The ‘Export File Locations’ pop-
up will appear. In order to
generate the report file and
totals file you need for upload,
you must name them and have

a place on your device for them.

Each of these files should have
their own unique name, and be
in a convenient location for you
to remember and access.
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Step

Action

Click the Browse button next to
the Report File Location field to
specify where the report should
be saved.

Browse...

Note: The Report File is the file
you upload into Retirement
Online.

Click the Browse button next to
the File Upload Totals Location
field to specify where on your
device the report totals file
should be saved.

Browse. ..

Note: The File Upload Totals file
provides you with the totals
(numbers) you will enter into
the File Upload page in
Retirement Online.

Click the Create Files button and
the monthly report file and the
totals for entry file will be saved
to your device with the names
you created.

Create Files
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Step

Action

A pop-up will appear stating
that the files have been created
successfully.

Click OK to continue.

QK

Note: These files will be created
in the .txt format for you, which
is the only file format
Retirement Online accepts.

Biographical & Job Data

Days & Earnings
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Step

Action

The pipe delimited .txt report
will be generated in the
‘Output’ section of the
template shaded in deep
yellow.

Note: This delimited report will
only appear after you click the
Generate Enhanced Files
button.

File Home Insert Page Layout Formulas Data Review View 1% Share I Comments
S i & PR $
@ $ 2 o - o U
B I U ’, A Sensitivity
" 4 S — 'j [EI ~
Clipboard M Font Alignment Mumber Styles Cells Editing Sensitivity ~
& fe N
o P a R s T v Aa
Address 1 [Address 2 |Address 3 [city state  |zip
)
1
Fetired In
Retiremen
tSystem
[ifyes-
Empl NYSERS,
Class Retirement NYSTRS,
(12,12P, |Indicator |NYCERS,
3 |s.0c,etc)|ivorn)  etc) 13
3 Release: 02/20218
9 Output
10 12345
12 |41 State JFloor 2 Albany |NY 12207 1] NEW | NEW | 6789] Jan| 123456789| | Jlane| | Doe| | 01/01/1990| F| USA| 41 State Street| Floor 2| | Albany| NY| 12207
13 |12 N 2] NEW | NEW | 6789] Jan | 04/08/2021| HIR | 063600| B| 12345.677.5] 12345.67 | R| F| 12| N|
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28 -
Biographical & Job Data Days & Earnings 4

Retirement Online Employer Help Desk | 844-619-9614

10



Step

Action

Locate the .txt files on your
device and review them for
accuracy.

The top example illustrates a
sample Report .txt document.
This is the document you will
upload into Retirement Online.

The bottom example illustrates
the Enrollment Totals .txt file,
which will give you the total
record count required for
input into the File Totals page
of Retirement Online. You will
not upload this document. It
has calculated and listed the
information you need to enter.
You are now ready to upload
the file into Retirement Online.
Please refer to the “Upload an
Enrollment File for New Hires”
job aid in order to complete
the upload process.

Note: The Employer Reporting
Submitter will use the “Submit
and Post an Enrollment File for
New Hires and View New Hire
Information” job aid to submit
and post the report you just
uploaded into Retirement
Online.

Home Share View o

« v 4 Bl » ThisPC > Desktop v O Search Desktop 2

ime Date Type Size Tags
# Quick access
lcons

& OneDrive | NYSLRS Enrollment_Job Data Report 04082021 bt 4/8/2021 12:58 PM Text Document 1KB
mj MYSLRS Enrollment_lob Data Report_04082021.txt - Notepad - m] *

File Edit Format View Help
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1| NEW|NEW| 6789 | Jan|123456789] | Jane| |Doe| |91/01/1990 | F|USA|41 State Street|Floor 2||Albany|NY|12207
2|NEW|NEW|6789] Jan|@4/88/2021 |HIR|03600E |B|12345.67|7.5|12345_67|R|F|12|N|
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File Edit Format View Help
lTotal Record Count: 2
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