Thomas P. DiNapoli, State Comptroller

ANYSL RS

New York State & Local Retirement System

Credits and Deductions Setup Tool (Excel Users Only)

This job aid shows you (a participating Organization) how to use the Credits and Deductions Setup Tool to create a pipe-delimited .txt (text) file
to be uploaded into OSC’s Secure File Transfer Services Interface. The pipe delimited .txt (text file) is the only file format NYSLRS will accept.

Note: Each time you create a file, start with the master copy that NYSLRS sent you. It is important not to overwrite the master file.
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Step

Action

Open the Credits and
Deductions Setup tool and click
the Enable Editing button.

| Enable Editing
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Step

Action

Click the Enable Content
button.

| Enable Content
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Step Action
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Step

Action

Look at each column heading
shaded in blue or green. Each
column heading indicates what
data is entered in each cell,
with an example of how the
data should be entered and
look like. Do not edit the cell
size, spacing or format
conventions.

Working from left to right, fill in
the payee’s data.

Note: All fields are required
except the Retirement System,
Goal Amount and End Date
fields. These optional fields are
highlighted in green.

You will still be able to generate
a .txt file if no data is entered in
these optional fields.
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Step | Action
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Note: Prefixes, middle initials
and suffixes may be used if
necessary.
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Step

Action

Click or tab into the Retirement
System field to activate the
dropdown. Select the payee’s
retirement system from which
the credit or deduction should
be taken against. This is not a
required field.

I

Note: The values used to
populate this field are:

ERS = Employees Retirement
System

PFRS = Police and Fire
Retirement System

If the Retirement System is not
provided, NYSLRS will setup the
deduction following a
predefined hierarchy.

In the event of a dual
membership, the payee’s data
for the other retirement system
would need to be entered again
on another row to reflect each.
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Step

Action

Click or tab into the Data
Processing field to activate
the dropdown. Select the
payee’s appropriate
processing transaction. This
a required field.

I

Note: The values used to
populate this field are:
A=Add

T =Terminate

U = Update

An error will generate if a
lowercase letter is entered.
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Step

Action

Click or tab into the Code
Type Description field to
activate the dropdown.
Select the payee’s
appropriate code type. This
is a required field.

I

Note: The Code Type
Description field is tied to
your Vendor ID. If you have
access to more than one
code type, it will be listed in
the dropdown.

An error will generate if the
correct option is not selected
from the dropdown menu.
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Step

Action

Click or tab into the Amount
field to type in the amount of
the credit or deduction. This is
a required field.

I

Note: Commas are not
required when entering a
dollar amount. The field
should be populated with
cents (e.g., 100.00).

Click or tab into the Goal
Amount field and type in the
goal amount. This is not a
required field.

I

Note: The goal amount is a
“do not exceed” amount.
Once reached, the deduction
will automatically stop. For
example, if the goal amount is
$1,000 and the monthly
deduction amount is $50,
NYSLRS will automatically stop
the deduction after 20
months.

Commas are not required
when entering a dollar
amount. The field should be
populated with cents (e.g.,
100.00).
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Step

Action

Click or tab into the Begin
Date field to type in the date
the credit or deduction will
begin. This is a required field.
1

Note: For any terminate (T)
rows, the Begin Date field
must be the first day of the
month you want to
terminate the deduction for
the retiree.

An error will generate if the
MM/DD/YYYY format is not
entered.
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Step

Action

Click or tab into the End Date
field to type in the date the
deduction will stop. This is
not a required field.

I

Note: This field will only be
used when entering a future
date in which a credit or
deduction should terminate.
For example, if you are
processing an Add (A)
transaction, you would enter
a begin date of 02/01/2022
and an end date of
02/01/2023. The deduction
would begin on 02/01/2022
and would end on
02/01/2023.

An error will generate if the
MM/DD/YYYY format is not
entered.
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Step

Action

Click or tab into the next row
to continue entering data for
each payee.

Note: You may add as many
rows are necessary. As you
keep adding payee data the
rows will auto-expand. For
ease of use and
differentiating each payee’s
data, the lines will alternate
between white and blue
shading.

Do not skip or hide any rows.
These rows will not be
processed.

Do not enter any information
in the Output area as this
will negatively impact your
file.

After all data has been
entered, click on the
Generate File button.

E Generate File

Note: If you receive an error
message, proceed to Step 17.
Otherwise proceed to Step
19.
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Step

Action

If the report cannot be
generated, a pop up will
appear asking you to try
again.

Click the OK button.

Note: The pop-up will
generate if the following
fields are missing:

1. NYSLRSID

2. Social Security

Number
3. Name
4. Amount

5. Begin Date

Review each row to ensure
all data is entered in
according to the
requirements for each field.
For additional information,
refer to the Message
Generated by Setup the
Credits and Deductions Tool
section of the website.
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Step

Action

Click on the Generate File
button.
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Step

Action

If the report can be
generated, a ‘Select
Destination Directory’ pop-
up will appear.

You will determine where on
your device the pipe-
delimited .txt file will be
saved.

Click the OK button.

Note: To stop this file from
generating, click Cancel or
the ‘X’ on the Select
Destination Directory pop-up
window and proceed to step
20. Otherwise proceed to
step 21.
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Step

Action

If you clicked cancel or the
‘X’ on the Select Destination
Directory pop-up window,
the following pop-up will
appear.

Click the OK button and
return to Step 18.
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Step | Action

@ The data yOU entered W||| be Auto (@ off) ~ L Albany nty Credits and Dedu
converted into the piPE' File Home  Insert Page Layout Formulas Data  Review  View  Help  Acrobat  Table Design ©J Comments % Share
L . )
d‘eI.|m|t.ed forrlnat and, will be F B @ewetopon < tomunser | Q[ | Newtintow B [n; = | =
visible in the Output O] @ « g= | Nommal Page Break 2 cridines ] Headi Zoom 100% Zoomte | ESATENGEAN 17 Switch Macros
. o s Preview = rialines cadings Selection | @ FreezePanes~ [ [ Windows ~ ~
SeCtlon Sheet View Workbook Views Show Zoom Window Macros ~
52 I RA56785012 “
Note: The outputis a
preview of what the .txt file
ill look like. Do not enter ] : : " I : r— —F
. 1 teFile
any information in the aareer
eading
Output area as this will , ndleete
optiongl felds
negatively impact your file. — Microssft e
X {ERS or PFRS) Processing. Code Type Dascript
At the same time, a pop-up 8 = , ,
T |ERS A Albany County Ret MYSLRS_DEDOO0O0020_CRDEDSETUP_20220824155739.bxt’ successfully RO12345572|2234567890|James Tooley |ERS|A|021[44.98] |
i i an un er| created in selected directory. I .
W|” appear ShOWIng you the g Eg : ::zanizu"g:ﬁ . R234567830| 456783012 | Bob L |ERs|U|021|45.98| |02
10
name of the successfully x @
created .txt file. 2
14
1=
. 16
Click the OK button. 1?
15
2
21
22
23
Note: Do not change the =
. 26 lz‘
a.55|gned name of the .txt . cheett ® 4 ; |
file. In the event the nameis || ...., B R R~

changed, NYSLRS will not be
able to process the file
correctly.

To save this file for future
reference, you must use the
‘File > Save As’ option.
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Step

Action

In order to verify the newly
created file for accuracy
and/or to upload it, locate

and open the appropriate
folder on your device.

I & + | Credits & Deductions 2022

* IJ g Cut

w! Copy path
nto Quick Copy Paste
access [7] Paste shortcut

Clipboard

Home Share View

'-i__;h New item ~

fj Easy access ~
New

folder

X

Delete Rename

Open BaSe\ed:all
Edit Select none
£7) History DDInvertselectmn

Open Select

&
Move Copy Properties
t -

] to

Organize Mew

- v |> This PC > Desktop

» Credits & Deductions 2022 I

~
7 Quick access

[ Desktop
; Downloads
E] Docurments

&= Pictures

L

@ OneDrive - Personal

A This PC

J 3D Objects
[ Desktop
E] Docurments
{ Downloads
Js Music
=/ Pictures
m Videos

s Windows (C)

item

) ]

I |J NYSLRS_DEDOQO0020_CRDEDSETUP_2022..  1/24/2022 8

Mame Date modified Type Size

O Search Credits & Deductions...

Text Document TKE
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Step

Action

Open the document to
ensure it is correct and
complete.

Note: As a reminder, do not
change the assigned name of
the .txt file. NYSLRS will not
be able to process the file
correctly.

Do not edit or make any
corrections to the .txt file.

To make corrections, you will
need to correct the data in
the Excel tool and you must
generate a new file. In doing
so, another .txt file will be
created with an updated
timestamp in the naming
convention.

It is now ready to upload into
0OSC'’s Secure File Transfer
Services Interface.

You have now successfully
created a file using the
Credits and Deductions
Setup Tool.

= =
Home Share

J

y
-]
S|

8 L 5

nto Quick Copy Paste
access il

Clipboard
= A > This P

View

j NYSLRS_DEDOD00020_CRDEDSETUP_20220124085254 txt - Notepad

File Edit Format View Help

R@12345678| 234567890 | James Tooley|ERS|A|821|44.98]|02/@1/2022]
R234567890| 456789812 |Bob Levine |ERS|U|821|49.28| |e2/01/2022|
R456789012| 789812345 | Lucy Boivin|ERS|T|@21|44.98||02/01/2022]

3 Quick access
[ Desktop

3 Downloads
|2| Documents

=/ Pictures

@ OneDrive - Personal

3 This PC
g 3D Objects
[ Desktop
|2| Documents
; Downloads
J’! Music
&=/ Pictures

B Videos

8 Windows (C)

item  1item selected 1884
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