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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 

1 Open the ERET tool and click the 
Enable Editing button.
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Step Action 

2 Click the Enable Content button. 
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Step Action 

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

 

 

4 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. 
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Step Action 

5 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. 

 

6 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 

7 Click the Generate Enhanced 
Files button. 
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Step Action 

8 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 

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

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

 

    10 
 
 
 

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.  

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

11 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.  
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Step Action 

12 A pop-up will appear stating 
that the files have been created 
successfully. 
 
Click OK to continue. 

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

13 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. 
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Step Action 

14 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. 

 

 

 




