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Enhanced Manual Adjustment Transaction 
 
This job aid shows you (as an Employer Reporting Submitter) how to enter an adjustment transaction in a manual report, using the 
enhanced reporting format in Retirement Online. 
 
In enhanced reporting, adjustments are no longer made in a separate report; they are transactions within a regular report.  
Adjustments are only allowed for previously reported days and earnings.
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Step Action  

1. On the Report Details page, scroll 
to the right until the View/Edit 
links are visible.   
 

  

2. Click the appropriate 
View/Edit link for the employee 
you are adjusting. 
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Step Action  

3. The View/Edit page will appear. 
Click in the Payroll End Date field, 
to enter the payroll end date. 
Enter the digits only using the 
MMDDYYYY format; Retirement 
Online will format the slashes.  
 
 
Note:  You may also use the 
Choose a Date icon.  
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Step Action  

4. Click the Regular/Adjustment 
Indicator drop-down to select the 
transaction type. 
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Step Action  

5. The Total Earnings field is grayed 
out and not editable. This field will 
automatically populate based on 
the earnings amounts entered in 
the ‘Earnings Details – Required 
for Reported Earnings’ section.   
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Step Action  

6. In an adjustment transaction, 
Total Days, can be a positive (+) 
number to correct under-reported 
days or a negative (-) number to 
correct over-reported days.   
 
Note: 
Example 1: If two days were 
under-reported and had to be 
accounted for, a 2 would be 
populated in the Total Days field 
to indicate that two additional 
days were worked during that 
period.  
 
Example 2: If two days were over-
reported because they were not 
worked, a -2 would be populated 
in the Total Days field to indicate 
that two days had not been 
worked during that period.  
 
Example 3:  If two days were 
reported, but only one was 
worked, a -1 would be populated 
in the Total Days field to indicate 
that one day must be retracted for 
that period. 
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Step Action  

7. Click in the Pay Cycles in Period 
field, and enter the total pay 
cycles for this reporting period. 
This will be a number between 1 
and 5, based on the pay 
frequency.  
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Step Action  

8. Click the Look Up icon next to the 
Earnings Code field to view a list 
of all the available earnings codes. 
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Step Action  

9. The ‘Look Up Earnings Code’ pop- 
up will appear.  Select the 
appropriate Earnings Code link. 
 
. 
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Step Action  

10. Click in the Earnings Hours field 
and enter the total hours you are 
reporting for this reporting period. 
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Step Action  

11. Click in the Earnings Amount field and 
enter the earnings being reported for 
this reporting period. 
 
Note: In an adjustment transaction, 
Earnings Amount can be a positive (+) 
under-reported days or a negative  
(-) number to correct over-reported 
earnings. 
 
In this example, the employee's 
overtime was under-reported by two 
hours. The overtime rate is 30 dollars 
per hour. To calculate the earnings to 
place in the Earnings Amount field, 
multiply 2 hours by 30 dollars  
(2 x 30.00  = 60.00)  
 
Negative Earnings Example 1: If two 
hours of overtime were reported for 
the same employee but not actually 
worked (for a total of 0 hours), those 
two hours must be retracted, and       - 
60.00 must be placed in the Earnings 
Amount  field. (2 x - 30 = - 60.00) 
 
Negative Earnings Example 2:  If two 
hours of overtime were reported but 
only one was actually worked (for a 
total of 1 hour), that one unworked 
hour must be retracted, and  - 30.00 
must be placed in the Earnings 
Amount  field. (1 x -30 = - 30.00) 
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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. 
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Step Action  

13. Check the ‘Errors and Warning’s 
section to see if any errors or 
warnings exist. If so, repeat steps 
3-12. 
 
Once no errors and warnings 
remain, click the Save button to 
save the validated data. 
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Step Action  

14. The Report Details page will 
appear. In this example, the 
employee’s report status is listed 
as "Validated."  
 
Note: The information entered 
must return a status of 
"Validated" or "Validation 
Warning" before the adjustment 
can be submitted to NYSLRS. A 
"Validation Error" status means 
there are errors with the entered 
data. If submitted to NYSLRS, this 
employee’s record will be 
omitted. You must return to that 
employee’s record and correct the 
data using the View/Edit link. 
 
You have successfully completed 
an adjustment transaction in a 
manual report. 
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