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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 

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

2 Click the Enable Content 
button. 
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Step Action 

3 The tool is now ready for your 
use.  
 
Your Organization will 
automatically appear in the 
Vendor Name field. 
 

 
 
Note: If your Organization 
name is not listed or is listed 
incorrectly in the Vendor Name 
field, please notify NYSLRS by 
emailing 
NYSLRSvendor@osc.ny.gov. 
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Step Action 

4 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 

5 Click or tab into the NYSLRS 
ID field and type the payee’s 
9-character alphanumeric ID 
(i.e. R########) This is a 
required field. 

 
 

Note: NYSLRS will be 
assigning a unique NYSLRS ID 
to each payee. Organizations 
need to obtain the NYSLRS ID 
directly from the payee. 

 
 

 

6 Click or tab into the Social 
Security Number field and 
type the payee’s 9-digit 
social security number. This 
is a required field. 

  
 

Note: An error message will 
appear if you enter spaces, 
dashes, or a number other 
than 9 digits.  

7 Click or tab into the Name 
field and type the payee’s 
first and last name. This is a 
required field.  

 
 
Note: Prefixes, middle initials 
and suffixes may be used if 
necessary. 

 

 

66 
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Step Action 

8 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.  

 
 
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 

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

 
 
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 

10 
  

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. 

 
 
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 

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

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

 

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

 
 
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 

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

 
 

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 

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

 
 

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 

15 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. 

 

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

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

17 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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. NYSLRS ID 

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 

18 Click on the Generate File 
button. 
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Step Action 

19 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 

20 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 

21 The data you entered will be 
converted into the pipe-
delimited format and will be 
visible in the ‘Output’ 
section. 
 
Note: The output is a 
preview of what the .txt file 
will look like. Do not enter 
any information in the 
Output area as this will 
negatively impact your file. 

 

22 At the same time, a pop-up 
will appear showing you the 
name of the successfully 
created .txt file. 
 
Click the OK button. 

 
 
Note: Do not change the 
assigned name of the .txt 
file. In the event the name is 
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 

23 In order to verify the newly 
created file for accuracy 
and/or to upload it, locate 
and open the appropriate 
folder on your device.  
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Step Action 

24 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 
OSC’s Secure File Transfer 
Services Interface. 
 
You have now successfully 
created a file using the 
Credits and Deductions 
Setup Tool.  
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