
Office of the New York State Comptroller 

Thomas P. DiNapoli

Payroll User Group Meeting

June 6, 2019

Presented by

Retirement Redesign Project & State Payroll Services



Today’s Agenda

• Reference Materials

• Retirement Online Navigation and Notifications

• Member Enrollment Updates

• Other Updates

• Questions



Reference Materials

• We have support and reference materials available online at 
the following link: 

• https://osc.state.ny.us/retire/retirement_online/resources-
state.php

https://osc.state.ny.us/retire/retirement_online/resources-state.php


Notifications

• Distributed electronically based on Security Roles – will go to all security 
holders who have that role at the organization

• Reference which notifications and letter go where in the following 
document: 
https://osc.state.ny.us/retire/retirement_online/word_and_pdf_doc
uments/state-roles.pdf

• If the notification is “Actionable,” it will clear once acted on. If the 
notification is “Informational” it will not disappear until cleared or it 
expires:

• If notification is actionable and is completed, it will be removed from 
the dashboard of all security holders

• Employers with the correct security roles will receive an email notifying 
them that they have new notifications. When you receive these emails, 
you will be prompted to sign in to Retirement Online to view your 
notification(s)

• Employer Notification Descriptions in Appendix of this document

https://osc.state.ny.us/retire/retirement_online/word_and_pdf_documents/state-roles.pdf


Email Detailing You Have New Notifications



Retirement Online (Account Homepage)

*Assign the “Payroll” security role to get access to the Employer Reporting 
Dashboard



Retirement Online (Reporting Dashboard)

*Loan/SCP Deduction 
change notifications 
are informational for 
State Employers – they 
are automatically 
loaded back into 
PayServ



Deficiencies & Service Credit Purchase

• Members still have the ability to define how they will 
purchase Mandatory and Optional service (either through 
payroll deduction or by paying NYSLRS directly). All of this 
information (Start/Stop/Modify) is visible on the Loan/SCP 
Deduction Change page. 

• Deficiencies are calculated on a monthly basis and will 
automatically be passed back to PayServ for application. 
They will be reflected as Service Credit Purchase accounts.

• For State employers, this page is for your information; this 
information will automatically be passed back to PayServ. 
Please do not update/overwrite this information.



May 29th Deficiency Issue

• There was a mismatch in the timing for when State Payroll and NYSLRS 
applied the Tier 6 lookback for the April 17th paycheck, which caused a 
significant deficiency volume. We will review the timing for next year. 

• When this money was reported by State Payroll for May 29th

paycheck, it was refunded as the deficiency accounts did not set up 
properly. 

• For the June 12th paycheck, members will receive refunds of the 
monies from the May 29th paycheck, and will simultaneously be 
charged the deficiency amount on the June 12th paycheck. For most 
members, this will mean no change in net June 12th pay.

• Deficiencies should be paid off, and deductions back to normal, for 
the June 26th paycheck.



Notifications (Retirement Notice)

*To receive this notification, and the corresponding letter, you will need to have 
the “Personnel” security role

https://www.osc.state.ny.us/retire/forms/rs6221.pdf#search=%20RS6221

https://www.osc.state.ny.us/retire/forms/rs6221.pdf#search=%20RS6221


Retirement Notice Email

• BCDS may trigger the following email to your employer to notify you of a 
retiring member. Please note that this email is not a Retirement Online 
notification; you will likely also receive a Retirement Online notification 
for the same member.



Notifications (Contribution Rates)

*Contribution rate 
change notifications 
are informational for 
State Employers – they 
are automatically 
loaded back into 
PayServ



Enrollments

•

All mandatory members hired in PayServ after April 3rd have been automatically 
enrolled. Employers can view those who have been enrolled by looking at the 
information on the Member Contribution Rates page.

• If you mailed/faxed Mandatory member applications for those hired in PayServ 
between March 1st and April 3rd

• NYSLRS staff is in the process of reviewing these registrations to address Date of 
Membership inconsistencies.

• You may navigate to the Member Contribution Rates page to determine if these 
members have been enrolled, but please note that their DOM may not be correct.

• When finalized, the correct enrollment information and any corresponding 
deficiencies will automatically be passed back to PayServ.

• If you already mailed/faxed Optional member applications to NYSLRS, please do 
not enroll these optional members using Retirement Online.

• If you have– this may result in erroneous dates of membership and/or contribution 
rates that will delay their proper completion.



Correspondence

• You will still receive correspondence from NYSLRS; however, 
we will be decreasing the volume of some correspondence, 
such as member enrollment information, as it is 
automatically applied in PayServ and is visible on the 
Member Contribution Rates pages.

• This will help to minimize the scenarios where the same letter 
is being delivered to multiple individuals due to the way 
employer security is set up



Employer Contact 
Administrators

• Maintains employer contact 
information for individuals with 
whom NYSLRS communicates 
about topics including payroll, 
personnel, security, etc.

• Completes periodic reviews and 
updates to employer contacts. 
This includes adding new 
contacts, removing old contacts, 
and modifying the demographic 
information of existing contacts.

• Agencies using BSC will have 
one contact admin – BSC will 
have two contact admins 

Employer Security 
Administrators

• Requests Retirement Online
system access for their location 
code for users who need it to do 
business with NYSLRS.

• Monitors for fraud or suspicious 
activity.

• Reports unusual activity to 
NYSLRS for follow up.

• Remove access when necessary.

• BSC will act as security admins 
for their clients.

Contact & Security Administrator Roles



Maintain Contact List



Maintain Contact List



PayServ Updates

• When hiring OR maintaining employee records in PayServ, please check 
to make sure all employees have a valid SSN, Date of Birth and that their 
Retiree Indicator is properly populated.

• Invalid information may result in failure to properly enroll a mandatory 
member, or enrolling an ineligible member.



• For any questions regarding the Contact and Security Admins:

• Please contact the Employer Access team at 
NYSLRS_Employer_Access@osc.state.ny.us

• For general Employer Retirement Online issues, support, or 
questions; 

• Please contact the Retirement Online Employer Help Desk at 
RetirementHelpDesk@osc.state.ny.us

• Or by phone at (844) 619-9614 – please note that we have a 
new call tree. At the main menu, press “1” if calling as an 
employer, and then select the appropriate option:

Questions & Inquiries

For Retirement Online password resets, help logging in or a locked account, Press 1
For help submitting or uploading your file, Press 2

For help with member enrollment online or using job codes, Press 3
For other assistance with Retirement Online, Press 4

For questions regarding Reporting, Adjustments and Variable Contribution Rates, Press 5
For questions regarding Membership Registrations, Press 6

For questions regarding Employer Billing, including GASB, Press 7
For questions regarding Audits, Seminars, Plan Adoptions or general inquiries, Press 8

mailto:NYSLRS_Employer_Access@osc.state.ny.us
mailto:RetirementHelpDesk@osc.state.ny.us


ANY QUESTIONS?



APPENDIX



Description Message
{Location Code}: Termination date for  {NYSLRS ID} Requested Please confirm that{Member Name}, {NYSLRS ID} has terminated 

their employment and you have taken final contributions.

{Location Code}: Annual Certification forms have been mailed for 
your review

Annual Certification forms are available for your review.  Please 
return these forms once you have completed them.

{Location Code}: Start taking Service Credit deductions for 
{NYSLRS ID}

Take a %5 pre-tax deduction and %6 post-tax deduction (total 
%4) in %7 installments for {Member Name}, {NYSLRS ID}

{Location Code}: Take deduction for deficiency for {NYSLRS ID}. Take a pre-tax deduction of {Deduction Amount} for the listed 
member on your next report.

{Location Code}: {NYSLRS ID} has reached the mandatory 
retirement age

{Member Name}, {NYSLRS ID} has reached the mandatory 
retirement age.

{Location Code}: The plan cost estimate requested is now 
available.

The plan cost estimate requested is now available in your 
documents folder.

{Location Code}: Termination date for  {NYSLRS ID} Requested Please confirm that{Member Name}, {NYSLRS ID} has terminated 
their employment and you have taken final contributions.

{Location Code}: The report you have uploaded has been posted. The report you have uploaded has been posted. Select the link 
below to view the report summary and to view the actual 
payment amount owed for this report, net of available credits:

{Location Code}: Membership Form for {NYSLRS ID} Required Please upload the signed membership form for {Member Name}, 
{NYSLRS ID} if you have not already done so.  Failure to provide 
this form could result in termination of membership.

{Location Code}: Confirm Salary and Service for {NYSLRS ID} Please upload the salary and certification form for {Member 
Name}, {NYSLRS ID}.

{Location Code}: New Contribution Rates for Tier 6 members New contribution rates for Tier 6 employees of {Location Code} 
have been updated. Please select the link below to review the 
changes.

{Location Code}: Employees have reached their Cessation Dates.  The listed employees of {Location Code} have reached their 
Cessation Dates. They are no longer required to contribute.

Retirement Online Employer Notifications



Description Message
{Location Code}: Not Viewed: New Contribution Rates for Tier 6 
members

New contribution rates for Tier 6 members of {Location Code}, 
and notification has not been viewed yet.

{Location Code}: {NYSLRS ID} has completed Tier Reinstatement 
process

{Member Name} has completed his/her Tier Reinstatement 
process in {Retirement System}
Here are the member's new details:
Tier: {Tier}
Contribution Rate: {Contribution Rate}

{Location Code}: {Member Name} Invoices have been generated The {Member Name} Invoice has been generated. Please select 
the link below to view the {Member Name} Invoice.

{Location Code}: {Member Name} Invoices have been generated 
and have not yet been viewed

The {Member Name} Invoice has been generated has not been 
viewed. Please select the link below to view the {Member Name} 
Invoice.

{Location Code}: Pensionable Earnings Details are on the Billing 
Dashboard

Please select the link below to view your current Pensionable 
Earnings Detail Report

{Location Code}: Pensionable Earnings Details are on the Billing. The Pensionable Earnings Details Report is  available on the 
Billing Dashboard and has not been viewed. Please select the link 
below to view the report.

{Location Code}: Your annual GASB Report is ready for your 
review

Your annual GASB report has been completed. Please select the 
link below to review the report.

{Location Code}: Stop taking Service Credit deductions for 
{NYSLRS ID}

Please stop Service Credit Purchase deductions for the listed 
member. 

{Location Code}: Retirement Notice {Member Name} has applied for retirement. Please go to the 
following link to upload the "Statement of Accrued Payments and 
Leave Credits" form (RS6221).

Retirement Online Employer Notifications 
(Cont’d)



Description Message
{Location Code}: Confirm Salary and Service for {NYSLRS ID} Please submit an adjustment report for {Member Name}, 

{NYSLRS ID}, {Member SSN} for the period between {Start Date} 
and {End Date}. If you need further information to identify this 
employee, please contact us. 

{Location Code}: New Loan/SCP Deduction There are new updates to employee loan and/or service credit 
purchase deductions that require prompt action. Please select 
the link below to review and update these deductions. It is 
important that this information remains up to date.

{Location Code}: New Loan/SCP Deduction There are new updates to employee loan and/or service credit 
purchase deductions. Please select the link below to review and 
update these deductions.

Retirement Online Employer Notifications 
(Cont’d)


