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 a regular monthly reporting 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 regular monthly and adjustment reports.
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Regular and Adjustment Reporting of Days, Contributions and Earnings (Transactions 3 and 4)

Step

Action

®

Open the ERET tool and click the
Enable Editing button.

Enable Editing

AutoSave enhanced-reporting-tool (2).xlsm - Excel
File Home Insert Page Layout Formulas Data Review View Help 1% Share 2 Comments
:l_:, SECURITY WARNING x
A10 - I -
A B ® D E F G H 1 ] K L M N o Q pe
Biographica |NYSLRSID  |Empl Inst [Lest4 of [First3 Complete $5N|Hame First Middle |LastName |Name DOB sex Country |Address 1 |Address2 |Address3
IData(1) |(MEW) (NEW)  [ssn Characters |(123456789) |Frefix[Dr, [Name |Name Suffix [MM/DD/YYY (M, F, U, or |{USA,
(XX6789) |of First Lt etc.) {r, 1L MD, |¥) %) CAN,
1 Name PhD. etc) etc)
AEtredn
Standard Retiremen
Work tSystem
Empl Inst HR Hours (ifyes-
[NYSLRS First 3 Transaction |Transactio |lob Code Annual (#between Full Time |Empl NYSERS,
NYSLRSID |provided |Lsst4 of |Characters |pate nType (03600, |FayFreq |CompRate |6and8,up |Annualized  |Regular/ [/Part  |Class Retirement| NYSTRS,
(R1224567 [number [SSN of First (MMIDD{YY |[HIR, DTA, |02000P, |(A,B,S, |lie. to2 RateofPay  |Temporary|Time  |[12,12P, |indicator |NYCERS,
3 |JobData(2) |SorNEW) |or NEW] |(xX&7839) [Name hadl LOA, etc) |etc) M, etc) |12345.67) |decimals) |lie.12385.67) [(RorT)  [(ForP) |S.0C.etc)|[Yorh)  |ewc)
8
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Days & Earnings
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.
Step Action
@ C|ICk the Enable content button AutoSave (i enhanced-reporting-tool (2alsm - Excel
Enable Content File Home Insert Page Layout Formulas Data Review View 1% Share 2 Comments
(1) SECURITYWARNING Some active content has been disabled. Click for more details. x
A10 - I -
A B C D E F G H J K M N o P Q e
Biographica [NYSLRS ID |Emplinst|Lastdof |First3 Complate S5N|Name First Middle LastName Name DOoB Sex Country |Addressl1 |Address2 |Address3
IDatafl)  |(NEW) [NEW)  |ssM Characters ([123456789) |Prefix[Dr, [Name |Name Suffix (MM/DD/YYY ({M, F, U, or |{USA,
(%x6783) |of First Lt, et} e, 1, MD, |Y) %) CAN,
1 Mame PhD. etc) etc)
Retired in
Standard Retiremen
Work t System
Empl Inst HR Hours fifyes-
[NYSLRS First3 Transaction |Transactio |lobCode Annual (# Full Time |Empl NYSERS,
NYSLRS ID |provided [Last4of |Characters |pate nType (03600, [Pay Freq [CompRate |Gand 8, up |Annualized Regular/ |[Part |Class Retirement [NYSTRS,
(R1234567 [number [SSN of First (MMIDD#YY ([HIR, DTA, |08000P, |[A.B.5. |[ie. to2 RatecfPay  |Temporary[Time  |{12,12P, |indicator |NYCERS,
3 |lobDats (2) [BorNEW) [ornEW) |[xx6789) |Name hadl LOA, etc.) M, etc.) |12345.67) |decimals] |[i.e. 12345.67) |[Ror T} {ForP) |5,0C, etc.)|{¥ or N} etc.]
E Instructions
9 -
10| < Must Enter Location Code Here
12
13
14
15
16
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13
20
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30
3
32 -
Biographical & Job Data Days & Earnings 4 3
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Step

Action

Open the tab at the bottom of
the excel titled Days & Earnings.

Days & Earnings

Before starting to enter the
report data for your employee(s)
review the top of the template
which is shaded in green and
orange. 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 green, shows
the required report data
information for Transaction 3—
Days and Contributions.

Row 3, shaded in orange, shows
the required report data
information for Transaction 4—
Earnings Data.

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

R
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEN  VIEW

Enhanced Reperting Taol_

Galibi - ] 1]
nsert Delete Format Fnd&
- Select+
ont nmer [ Cells Editing
A fr
A B C D E 3 [e] H ] ) K L M N
Days & NYSIRSID  |NYSLRS |last4of |First3 Regular/Adjustmen|Payroll End  [Number of |Reported Days |Pre-Tax Post-Tax Loan Pre-Tax Post-Tax
Contributions |(R12345678) |provided [SSN Characters of |t Indicator (R or A} |Date Pay Cycles |(0,12.25, Contributions  |Contributions |(0, 123.45, |Service Credit [Service
3) Empl Inst |(XX6789) |First Name (MM/DD/YYYY) |in Pericd ~ |123.5, etc) (0,123.45, etc.) |(0, 123.45,  |etc.) Payment Credit
(00} (1,234, 0r etc) (0,123.45, |Payment
1 5) etc) (0, 12345
Reported  |Reported
NYSLRS Earnings  |Earnings
provided |Last4 of |First3 PayrollEnd  |Code Amount Reported
Earnings Data  [NYSLRSID  |Empl Inst |SSN Characters of |Regular/Adjustmen | Date (REG, OVT, |(0,1234.56, |Eamings Hours
3 |(8) (R12345678) |(00) (XX6789) |First Name |t Indicator (R or A) |(MM/DD/YYYY) MNP, etc)) |etc) (0, 12.25, etc.)
10| < Must Enter Location Code Here
12
13
14
15
16
17
18
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24
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Output
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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.

BHOS ¢ -
HOME  INSERT  PAGELAYOUT ~ FORMULAS ~ DATA  REVEW  VIEW

X Cut

Move to the next line, and
working from left to right, enter
the required days and
contributions (Transaction 3 —
orange rows) and/or job data
(Transaction 4 — green rows) 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 3 (days
and contributions) and 4
(earnings 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.

Enhanced Reporting Tool 2-

e 20 - o Insert Delece F%alt B Fﬁ
. ¥ Format Painter e v Ll Select
Clipboarc [} Font Alignment Number Styles Cells Editing
K16 fe
A B C D F G H | J K L M N
Days & NYSIRSID  [NYSLRS |Last4of |First3 Regular/Adjustmen|Payroll End Number of Reported Days |Pre-Tax Post-Tax Loan Pre-Tax Post-Tax
Contributions  |(R12345678) |provided |SSN Characters of |t Indicator (R or A) |Date Pay Cycles (0, 12.25, Contributions  |Contributions |(0, 123.45, (Service Credit |Service
(3) Empl Inst |(XX6789) |First Name (MM/DD/YYYY) |in Period 1235, etc.) (0,123.45, etc) |(0,123.45, |etc.) Payment Credit
(00) (1,2,3,4, or etc) (0,123.45,  |Payment
1 5) etc) (0, 123.45
Reported  Reported
NYSLRS Earnings ~ Earnings
provided |Last 4 of |First3 PayrollEnd  |Code Amount Reported
Earnings Data  [NYSLRSID  |Empl Inst [SSN Characters of |Regular/Adjustmen| Date (REG, OVT, (0,1234.56, |Earnings Hours
3 (4 (R12345678) |(00) (XX6789) |First Name |t Indicator (R or A) |(MM/DD/YYYY) (MNP, etc.) etc) (0,12.25, etc.)
1012345 <-- Must Enter Location Code Here
1213 R12345678 |0 1111 Eri R 11/30/2020 |2 20 90.11 0 0
1314 R12345678 |0 1111 Eri R 11/30/2020 |REG 1568.58 75
1414 R12345678 |0 1111 Eri R 11/30/2020 |OVT 432.26) 10]
1513 R23456789 |1 0011 Mar R 11/30/2020 |2 20 75.84] 0] 110.04
164 R23456789 |1 0011 Mar R 11/30/2020 |REG 1685.23 15
17
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Biographical & Job Data | Days & Earnings ® <

T E -3

Output
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Step

Action

Click the Generate Enhanced
Files button.

Generate Enhanced Files

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.

(] :
HOME | INSHT  PAGELAYOUT  FORMULAS DAIA  REVEW  VIEW
ik
insert Fnd &
. Select~
Clipboard N Feat Alignment Number Styles tlls Editing s
Jr
A B C D E F G H | J K L M N 0
Days & NYSLRSID  |NYSLRS [Last4of [First3 Regu\arfAdJustmenIFaymH End Number of |Reported Days |Pre-Tax Post-Tax Loan Pre-Tax Post-Tax
Contributions  |(R12345678) (provided [SSN Characters of |t Indicator (R or A) [Date Pay Cycles |(0, 12.25, Contributions  |Contributions |(0, 123.45, |Service Credit |Service
3 Empl Inst (XX6789) |First Name (MM/DD/YYYY) |in Period ~ |1235, etc.) (0, 123.45, etc.) |(0, 123.45,  |etc) Payment Credit
(00) (1,234, 0r etc) (0,123.45,  |Payment
1 5) etc) (0, 123.45
Reported  |Reported
NYSLRS Earnings  |Earnings
provided (Last 4 of |First3 Payroll End Code Amount Reported
Earnings Data  |NYSLRSID  [Empl Inst [SSN Characters of |Regular/Adjustmen|Date (REG, OVT, |(0,1234.56, |Earnings Hours
3 (4 (R12345678) |[00)  |(XX6783) |FirstName |t Indicator R or A) |[MM/DD/AARY MNP, ster—eter. }0r12.25 st
Export Fk Locations X
8 [
Instructions i
g i Generate Enhanced Files || NGG_—_G_ | o Output
10 [12345 <-- Must Enter Location Code Here Fielpoad Totlocsn | — 8
123 R12345678 |0 1111 Eri R 11/30/2)
134 R12345678 |0 1111 Eri R 11/30/2)
Cancel Create Files |
144 R12345678 |0 1111 Eri R 11/30/2)
153 R23456789 |1 0011 Mar R 11/30/2000" |2 0 75.88] 0 TI0.04
164 R23456789 |1 0011 Mar R 11/30/2020 |REG 1685.23| 15 |
17
18
19
20
21
22
23
24
25
26
27
Biographical & Job Data | Days & Earnings 5
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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

[CIE] :
HOME NS PAGELAYOUT  FORMULAS  DATA  REVEW
e #
= [Fil- i
Insert Delete Format Find &
- Select-
ip Font gnmes umber ty i -
i
A B C D E F G H | J K L M N 0
Days & NYSLRSID  [NYSLRS |last4 of |First3 Regular/Adjustmen|PayrollEnd  |Number of |Reported Days |Pre-Tax Post-Tax Loan Pre-Tax Post-Tax
Contributions  |{R12345678) |provided |SSN Characters of |t Indicator [R or A) |Date Pay Cycles ({0, 12.25, Contributions  |Contributions |(0, 123.45, |Service Credit |Service
(3) Empl Inst |(XX6789) |First Name (MM/DD/YYYY) [in Period  [123.5, etc.) (0, 123.45, etc.) |(0,123.45, |etc) Payment Credit
(00) (1,2,34, or etc) (0,123.45,  |Payment
1 5) etc) [0,123.45
Reported  |Reported
NYSLRS Earnings  |Earnings
provided |Last 4 of |First 3 PayrollEnd  |Code Amount Reported
Earnings Data  [NYSLRSID  |Empl Inst |SSN Characters of |Regular/Adjustmen|Date (REG, OVT, |{0,123456,  |Earnings Hours
34 (R12345678) |(00) (XX6789) |First Name |t Indicator (R or A) |[MM/DD/YYYY) [MNP, etc.) |etc.) 0, 12.25, etc.)
Export il Locations 9 W
8
Instructions i
9 ;Q Senerate Enhanced Files R [ #honced 20011232, 2020 WISIRS et Report bt [ oo | Output
10 12345 <-- Must Enter Location Code Here Pl T aion [ e 012020 SRS R T o 10
123 R12345678 |0 1111 Eri R 11/30/20
134 R12345678 |0 1111 Eri R 11/30/20 -
Cancel Create Files
144 R12345678 |0 1111 Eri R 11/30/20
153 R23456789 |1 0011 Mar R 11/30/2020 |2 20! 75.84 ! 11 110.04
16 |4 R23456789 |1 0011 Mar R 11/30/2020 |REG 1685.23 15 N
17
18
19
20
21
22
23
24
25
26
21
Biographical & Job Data |_Days & Eamings %
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Step

Action

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

Click OK to continue.

oK

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

(]
INST  PAGELAYOUT  FORMULSS  DSTA  REVEW VW
mz i
== $JA- -
insert Delete Format Fnd &
co- o+ Select~
Clipboard N Feat Hlignment Number Cells diting s
: 2
A B C D E F G H | J K L M N 0 =
Days & NYSLRSID  [NYSLRS |Last4of |First3 Regular/Adjustmen|Payroll End Number of [Reported Days |Pre-Tax Post-Tax Loan Pre-Tax Post-Tax
Contributions  |(R12345678) (provided [SSN Characters of |t Indicator (R or A) [Date Pay Cycles |(0, 12.25, Contributions  |Contributions |(0, 123.45, |Service Credit |Service
3) Empl Inst (XX6789) |First Name (MM/DD/YYYY) |in Period ~ |1235, etc.) (0, 123.45, etc.) |(0, 123.45,  |etc) Payment Credit
(00) (1,234, 0r etc) (0,123.45,  |Payment
1 5) etc) (0, 123.45
Reported  |Reported
NYSLRS Earnings  |Earnings
provided |Last4 of |First3 Payroll End Code Amount Reported
Earnings Data  |NYSLRSID  [Empl Inst [SSN Characters of |Regular/Adjustmen|Date (REG, OVT, |(0,1234.56, |Earnings Hours
ERIC)] (R12345678) ((00) (XX6789) |First Name |t Indicator [R or A) |(MM/DD/YYYY) MNP, etc.] |etc.) (0, 12.25, etc.)
8 q
9 i Instructions Generate Enhanced Files M Output
10 ]12345 <-- Must Enter Location Code Here T 12345
123 R12345678 |0 1111 Eri R 11/30/, 0 90.11] 0 0 3|R123456:
134 R12345678 |0 1111 Eri R 11/30/, | IS l\12 } 75 4|R123456:
144 R12345678 |0 1111 Eri R 11/30/2020 [ovT 316 10 4|R123456:
153 R23456789 |1 0011 Mar R 11/30/2020 |2 20 75.84 0] 110.04 3|R234567¢
164 R23456789 |1 0011 Mar R 11/30/2020 |REG 1685.23| 15 4|R234567¢
17
18
19
20
21
22
23
24
25
26
27 -
Biographical & Job Data | Days & Earnings ¥ . y
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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.

[FEIEN :
HOME = INSIRT  PAGELAVOUT ~ FORMULAS DATA  REVIEW  VIEW

s Calibri -n -

J K L M N
Post-Tax Loan Pre-Tax Post-Tax

Pre-Tax

Contributions
(0,123.45, etc) |(0,123.45, |etc.)
etc) (0,123.45,
1 etc) etc)

Payment Payment

(0,123.45

Contributions |(0, 123.45, |Service Credit |Service Credit

Reported
Earnings Hours
3 (0,12.25, etc)

Enhanced Reporting Tool

12 90.11 0 0

13 75

14 10

15 75.84 0/ 110.04

16 15

Biographical & Job Data | Days & Earnings o)

READY  EXTEND SELECTION

Output

12345

3|R12345678|0|1111|Eri|R|11/30/2020|2|20|90.11[0]0] |
4|R12345678|0]1111Eri|R|11/30/2020|REG| 1568.58| 75
4|R12345678|0]1111Eri|R|11/30/2020|0VT|432.26]10
3|R23456789|1]0011| Mar|R|11/30/2020|2|20]75.84]|0|110.04] |
4|R23456789|1]0011|Mar|R|11/30/2020|REG| 1685.23| 15
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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 Report Totals .txt file,
which based on your report,
will give you the sum totals of
the applicable days, earnings
and contributions 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
Regular Monthly Report File”
job aid in order to complete
the upload process.

Note: The Employer Reporting
Submitter will use the “Submit
and Post a Regular Monthly
Report File” job aid to submit
and post the report you just
uploaded into Retirement
Online.

3

Fle Edit Format View Help

12345
3|R12345678|0|1111|Eri|R|11/30/2020|2|20|90.31|0|0| |
4|R12345678|0|1111|Eri|R|11/30/2020 |REG| 1568.58 |75
4|R12345678|0|1111|Eri|R|11/30/2020|0VT|432. 26|10

3

File Edit Format View Help

Total Days Reported: 490

Total Earnings: 3686.07

Total Pre Tax Contributions: 166.15
Total Post Tax Contributions: @
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