
 

Retirement Online Employer Help Desk | 844-619-9614 
EXT – EMRJA– Last Rev 05/2023 

 

1 

Add a Row to an Employee’s Data Before Submitting 
 
This job aid shows you (as an Employer Reporting Submitter) how to add a new row to an employee’s data before submitting and posting an 
enhanced report in Retirement Online.  
 
You would do this after a file has been uploaded, if you need to add more information to an employee’s uploaded data. For example, if an 
employee’s earned overtime was not included in the original uploaded file, you could add a row in order to add the overtime earnings to 
that report.  
 
Rows can be added to “initiated” reports (reports that have been created, but not yet submitted). 
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Step Action 

1. From the Employer 
Reporting Dashboard, in 
the ‘Reports’ section, click 
the blue highlighted 
Report Date link for the 
report you’d like to add a 
row to.  

 
 
Note: Only reports that say 
‘initiated’ in the Report 
Status column can be 
edited or deleted.  
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Step Action 

2. The Report Summary Page 
will appear. Click 
the Report Details tab.  
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Step Action 

3. The Report Details page 
will appear. It will list all of 
the employees that were 
included on the uploaded 
report. You can scroll 
through to find the 
employee whose 
information you need to 
edit, or you can use the 
search function.   
 
Note:  In this example, the 
uploaded file credited the 
employee with 150 hours 
worked and $1,500.00 in 
earnings for the employee. 
 
Before submitting the 
report, we will manually 
add 10 hours of overtime 
and the associated 
earnings, which should 
have been included in the 
uploaded file.  
 
Scroll to the right to the 
View/Edit link.  
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Step Action 

4. Click the View/Edit link 
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Step Action 

5. The View/Edit page will 
appear. Scroll down to the 
bottom of the screen until 
you see the employee’s 
data. 
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Step Action 

6. In the ‘Earnings Details’ 
section, click the + button 
to add a row.  
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Step Action 

7. A new row will appear. 
Click the Look Up icon next 
to the Earnings Code field. 
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Step Action 

8. The ‘Look Up Earnings 
Code’ pop-up box will 
appear. Click the 
appropriate Earnings Code 
link. 
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Step Action 

9. Click in the Earnings Hours 
field to enter the earnings 
hours. 

 
 
 

 

10. Click into the Earnings 
Amount field to enter the 
earnings amount. 

 
 
 

11. When you have entered all 
data, scroll up to access the 
Validate button.  
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Step Action 

12. Click the Validate button. 

 
 
Note: You must click the 
Validate button before 
you can click the Save 
button.  
 
If you wish to return to the 
Employer Reporting 
Dashboard page without 
validating your data or 
saving any changes, you 
can click the Cancel 
button.  

 

13. To commit the additional 
information, click the Save 
button. 
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Step Action 

14. The Report Details page 
appears. Retirement 
Online has combined the 
hours and earnings you 
entered manually with 
those from the uploaded 
file.  
 
You have successfully 
added a row to an 
employee’s data before 
submitting and posting an 
enhanced report in 
Retirement Online. 
 
 
 

 

 

 


