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Submit the Manual Enhanced Report 
 
This job aid shows you (as an Employer Reporting Submitter) how to submit a manual report using the enhanced reporting format in 
Retirement Online.  
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Step Action  

1. From the Report Details 
page, click on the Report 
Summary Tab. 
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Step Action 

2. The Report Summary page 
will appear. Scroll down to 
the submission agreement. 
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Step Action 

3. Review the submission 
agreement, check the box 
next to ‘I agree to the 
submission of this 
Employer 
Report’ checkbox. 

 
 
Note: You must check the 
“I agree” box before you 
can click the Submit 
button. 
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Step Action 

4. Click the Submit button. 
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Step Action 

5. A ‘Message’ pop-up will 
appear to let you know 
that your report has been 
submitted for posting. 
Click the OK button. 
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Step Action 

6. The Employer Reporting 
Dashboard page appears. 
You will see the report 
listed with a status of 
“Submitted.” 
 
Click the Refresh button to 
view the most recent 
status of your report. 
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Step Action 

7. The Report Status will 
change to “Posted” once it 
has been posted to 
Retirement Online.  
 
You have successfully 
submitted a manual 
enhanced report. 
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