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Update Home, Check, and Mailing Addresses

Each time you make a change to your information in NYS Payroll Online (NYSPO), an
email will be sent notifying you of the change. This message will be sent to all your email
addresses stored in NYSPO. It is important that you maintain up-to-date contact
information. Please see the Update Email Addresses Job Aid for information on
maintaining and updating email addresses.

1. Enter your username and password.
2. Click Sign In.
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Forgot your Username or Password
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NOTE: If you have never logged into NYSPO before, please check out the NYSPO
Enrollment and Access job aid or contact your agency coordinator



https://www.osc.state.ny.us/sites/default/files/state-agencies/documents/pdf/2019-09/update-email-addresses.pdf
https://www.osc.state.ny.us/payroll/nyspo/enrollment_access.pdf

3. Click Update Personal Information on the left menu.

From here you can view your home, mailing, and check addresses, update
existing addresses, or add a new address.

Offics ORK Home Sign Out Terms of Use
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NYS Payroll Online EXd Payroll News EXd

View Paycheck
View your past and present pay stubs Coming Soon! NYSPO Employee Address Add/Update Implementation

View Direct Deposit Account(s)
Wiew your direct deposit account details.

The Office of the State Comptroller (OSC) is preparning for the upcoming implementation of NYSPO
address change for mid-November. This new functionality to NYSPO will allow employees to view and

Go Paperless update home, check and mailing addresses and modify your payroll options. A bulletin will be released

Opt In/Out of receiving printed pay stubs and /or soon with additional information. If you have any questions on the upcoming functionality,

W-25. contact NYSPOHelp@osc.ny.gov

Update Tax Withholdings

tax withholding information.

ViewW-2 Direct Deposit Enroliment Information

View and print your past and present W-2s.

Update Email Addresses The Office of the State Comptroller (OSC) encourages all employees paid through the New York State

View and update your email addresses. payroll system to enroll in direct deposit. Enrolling in direct deposit will help ensure employees are able
h 1o safely access their payroll funds.

Update Personal Information h 3

View and update home. mailing. aNd check With direct deposit, you get paid even when you are out sick or out of town. It saves you from having to

addresses. go to the bank to cash your check and from worrying that your check has been lost, misplaced, or

stolen. Your net pay can be deposited in up to § accounts, giving you flexibility in managing your money.

How Can We Improve This Site? Over 85% of the State workforce is already enrolled.

Take a quick survey and share your thoughts.
y To enroll in direct deposit, complete the Direct Deposit Form for NYS Employees (AC-2772) and submit
NYS Payroll Online Help ERd it ta your agency's Office of Human Resources or Payroll Office

There are three Address Types available for employees to update on NYSPO:
Home, Check, and Mailing.

The Update Personal Information page will display current and submitted
addresses as well as the Payroll Option, and the current email address(es) on
file.

Home address is required and should be the address at which you reside. Year
End Form W-2s are always sent to the Mailing address on file. If no Mailing
address exists, the Home address will be used. To have paychecks and/or
advices mailed to your Home address, ensure that it is selected in the Payroll
Options table (see page 14).

Check address is optional. It may be designated as the address at which you
would like to receive paychecks and/or advices, but will not be used for any other
purpose. To have paychecks and/or advices mailed to your Check address,
ensure that it is selected in the Payroll Options table (see page 14).

Mailing address is optional. If it is entered, your Mailing address is used to send
your Year End Form W-2 and any correspondence from NYS Payroll. It may also
be designated as the address at which you would like to receive pay checks
and/or advices. To have paychecks and/or advices mailed to your Mailing
address, ensure that it is selected in the Payroll Options table (see page 14).
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Update Existing Address

1. Under Addresses, click the Update Address button to enter changes for any
type of existing address.

#Oo o,  Office of the NEW YORK
g -
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Personal Information Summary

Expand Al Collapse Al

NYS EMPLOYEE

Addresses
Addresses
Address Type Status Country Address
110 STATE STREET
Home Current USA ALBANY, NY 12207
Mailing Current USA 99 EAGLE STREET

ALBANY, NY 12207

Update Addresses 4— 1

Payroll Options
Payroll Options
Company Address Type Address Country Status
110 STATE STREET
STATE OF NEW YORK Home ALBANY. NY 12207 LUSA Current
Update Payroll Options

Email Addresses
Email Addresses

Email Type Email Address Preferred

Work NYSPOHelp@osc.ny.gov 4

Contact your Payroll Administrator if any of your Employee Information is incorrect.

Return to NY'S Payroll Online




2. Click the Edit icon next to the address to be updated.

STATE COMPTROLLER | NYSPO
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Personal Information

Addresses
NYS EMPLOYEE

Addresses
Address Type Status Country Address Edit
110 STATE STREET ﬁ
Home Current USA ALBANY, NY 12207 2 4
- 99 EAGLE STREET
Mailing Current USA ALBANY, NY 12207 s
*Address Type > Ada




3. Enter all required address fields designated by an asterisk (Address 1, City, State,
**Postal) using the tab key to proceed from one field to the next. If any required
fields are left blank, an error message will display upon the attempt to save and
any update(s) will not be saved.

**County field will auto populate only if the postal code entered is within one of the
five NYC counties/boroughs: New York, Brooklyn, Queens, Bronx, Richmond.
After entering the postal code, press tab on the keyboard. If no county populates,
you may enter the county associated with the postal code.

Ensure there are no non-numerical characters (ie: &@%$%$()*!?) in any of the fields
and that the address is accurate. If any non-numerical characters are present, an
error message will display and the update(s) will not be saved. Leading spaces in
any address field should be avoided.

*Country United States Change Country
*Address 1| 110 State Street
Address 2
Address 3

*City Albany *State [NY A New York

*Postal 12207

SO 1 Message
Save Cancel

This address contains invalid characters (29000 55)

This address contains invalid characters. Only A-Z_ 0-9, spaces and hyphens/dashes are
allowed

OK

In both cases, the user will need to correct any blank required fields or remove
non-numerical characters before the address updates can be saved.




Office of the NEW YORK

STATE COMPTROLLER | NYSPO

NYS ComptroBier Thomas P. DiMapaoli New York State Payroll Online

Edit Home Address

*Country United States Change Country ‘_ 4

'—} *Address 1
N\
\ Address 2

Address 3
*City *State Q h 3
*Postal

County

Save Cancel

4. The country and address are automatically defaulted to the United States format.
If the address is outside of the United States, click the Change Country button.

5. Scroll through the list of countries and select the desired country. Once selected,
the address format will be updated based on the country’s requirements. Adhere
to the guidelines provided in step 3 when entering the address.

Look Up *Country
Search by: [Couniry  w |begins with
Look Up Cancel Advanced Lookup

Search Resulis
View 100 First (4 12s6cof2s8 (k) Last

Country Dezcription

ABW  Aruba

AFG Afghanistan
AGD  Angola

AlA Anguilla

ALA Aland lslands
ALE Albania

AND  Andorra
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6. Once the address is entered completely and accurately, click the Save button.

Office of the NEW YORK

STATE COMPTROLLER | NYSPO

'*n'r_.';.ﬂ"' MNY'S Comptrofier Thomas P. DiMapoli Mew York State Payrcll Online

Edit Home Address

*Country United States Change Country

*Address 1855 Central Avenue
Address 2
Address 3
*City | Albany *State | NY 3 New York

*Postal | 12207

County

6 —} Save Cancel




7. The below message will display:

a. to notify the user that the address will be verified with USPS and updated if
necessary;

b. to inform the user of other information regarding updating addresses and
tax information.

After reviewing the message, click the OK button.

Message

This address will be verfied with USPS and updated if necassary.

Changes made in NYSPO only update the State Payroll System; vou will need to separately
update other systems (e.g., agency Human Resources, retirement systems, NY'S Dept of Civil
Service, NYSHIP, NY'S Deferred Compensation Flan, Y3529 Plan).

You may wish to update your state and federal tax withholdings if your Home address has

changed. Your Year End W-2 form will be mailed to your Home address, unless you have an
active Mailing address. {0,0)

7 ——} Ok Cancel

If a NYC address has been entered, the following message will display. After
reviewing the message, click the OK button.

Message

Y¥ou have indicated you live in a county within Mew York City. New York State Publication WY S-50
directs employers to withhold Mew York City income tax from employees who live in Bronx, Kings,
Mew York, CQueens, and Richmond counties.

You should ensure your NY'S Form 1T-2104 on file accurately reflects Mew York City residency. This
change may affect Mew York City wages reported in Box 18 on the W-2. (0,0)

7 — -} 0K Cancel




8. When the record has been successfully saved, the Save Confirmation message
will display. Click OK to navigate back to the Addresses page.

Home Sign Out Terms of Use

ATE COMPTROLLER | NYSPO

NY¥S Comptrofier Thomas P. DiNapali New York State Payroll Online

Mew Window | Ferzonalize Fage
Home and Mailing Address

Save Confirmation

W Your change was successiully saved

OK HB

On the Addresses page, you will now see any previous addresses listed with a
status of “Current” and the updated address listed with a status of “Submitted for
Approval’.

A, s

f the

+% STATE COMPTROLLER | NYSPO

MYS ComptroSier Thomas P. DiNapaoli Wew York State Payroll Online

Personal Information

Addresses
NYS EMPLOYEE

Addresses
Address Type Status Country Address Edit
110 STATE STREET

Home Current USA ALBANY, NY 12207 &
i e . o 855 CENTRAL AVENUE

Home Submitted for Approval USA ALBANY. NY 12207
) R 89 EAGLE STREET

Mailing Current USA ALBANY. MY 12207 &
“Address Typei > E Add

At the end of OSC'’s daily schedule, a program runs to pick up any addresses
“Submitted for Approval” in NYSPO and enters the change in the NYS Payroll
System. Once the program completes, the address previously designated as

“Submitted for Approval” will display as the “Current” address.



9. Click the Return to NYS Payroll Online link to be returned to the NYSPO Home
Page.

Office of the NEW YORK

STATE COMPTROLLER | NYSPO
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Personal Information
Addresses

NYS EMPLOYEE

Addresses

Address Type Status Country Address Edit
855 CENTRAL AVENUE

Home Current USA ALBANY, NY 12207 g.‘?

Mailing Current USA e V4

ALBANY, NY 12207

Return to NY'S Payroll Cnline 4— 9

Please note that each address type can only be updated once a day. If you
attempt to update the same address type more than once a day, the following
message will be received.

Message

Addresses can only be updated once a day through self service (29000, 54)

Addresses can only be updated once a day through self service. Please contact vour Payraol
Administrator if you need further updates

OK




Add a New Check or Mailing Address

1. Under Addresses, click the Update Address button to add a new type of
address.

STATE COMPTROLLER | NYSPO

NYS Comptrofier Thomas P. DiMapoli Mew ¥ State Payroll Online

Personal Information Summary

Expand Al Collapse All

NYS EMPLOYEE

Addresses
Addresses
Address Type Status Country Address
855 CENTRAL AVENUE
Home Current UsA ALBANY, NY 12207
Mailing Current USA LS L 22

ALBANY, NY 12207

Update Addresses 4— 1

Payroll Options
Payroll Options

Company Address Type Address Country Status
855 CENTRAL AVENUE
STATE OF NEW YORK Home ALBANY NY 12207 USA Current

Update Payroll Oplions

Email Addresses
Email Addresses

Email Type Email Address Preferred

Waork MNYSPOHelp@osc.ny.gov v

Contact your Payroll Administrator if any of your Employee Information is incorrect.

Return to NS Payroll Online
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2. In the Address Type drop down select the type of address you would like to add.
Only Address Types that do not already exist are able to be selected in the drop
down.

3. Click Add.

#7T ™, Office of the NEW YORK

STATE COMPTROLLER | NYSPO

NYS ComptroBer Thomas P. Dilapoli Wew York State Payrell Online

Personal Information
Addresses

NYS EMPLOYEE

Addresses
Address Type Status Country Address Edit
i K 855 CENTRAL AVENUE
Home Current USA ALBANY NY 12207 &
. 110 STATE STREET
Mailing Current USA ALBANY. NY 12207 g?
*Address Type -4 Add

requrearion [N 4t— 2

Return to Personal Information

Return to NY'S Payroll Online

4. Enter the required address information as specified in steps 3-5 of the Update
Existing Address section of this job aid (page 5).

, Offic e N
STATE COMPTROLLER | NYSPO

WY5 Comptrofier Thomas P. DiMapoli Mew York State Payrcll Online

Add Check Address

*Country United States Change Country

4 =Address 1|39 Washington Avenue

L
\\ Address 2
\Hess 3
*City [Albany *State | NY G, NewYork 4_ 4

*Postal | 12234

County

5 —’ Save Cancel
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5. Once the address is entered completely and accurately, click the Save button.
6. After reviewing the pop-up messages, click the OK button.

Message

This address will bhe verfied with USPS and updated if necessary.

Changes made in NYSPO only update the State Payroll System; vou will need to separately
update other systems (e.q., agency Human Resources, retirement systems, MY'S Dept of Civil
Service, NYSHIF, NYS Deferred Compensation Flan, NY3529 Plan).

You may wish to update your state and federal tax withholdings if your Home address has

changed. Your Year End W-2 form will be mailed to your Home address, unless you have an
active Mailing address. {0,0)

6 ——} QK Cancel

7. When the record has been successfully saved, the Save Confirmation message
will display. Click OK to navigate back to the Addresses page.

Home Sign Out Terms of Use

STATE COMPTROLLER | NYSPO

NY¥S Comptrofier Thomas P. DiNapali New York State Payroll Online

New Window | Personalize Page
Home and Mailing Address
Save Confirmation

™ Your change was successiully saved

OK h7
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On the Addresses page, you will now see any previous addresses listed with a

status of “Current” and the newly added address listed with a status of “Submitted
for Approval’”.

A, Dffice of the NEW YORK

({1} STATE COMPTROLLER | NYSPO

“*n;;'l“r NYS Compirofier Thomas P. DiNapaoli Wew York State Payrell Online

Addresses

NYS EMPLOYEE

Addresses

Address Type Statusz Country Address Edit
Checl Submitted for Approval USA E‘iéﬁ’;’?ﬁH FTEI%;:'VENUE

Home Current USA ii%gﬁ?Tﬁfl{gﬁNUE Va
Mailing Current USA 110 STATE STREET 4

ALBANY, NY 12207

Return to NYS FPayroll Cnline {— 8

At the end of OSC'’s daily schedule, a program runs to pick up any addresses
“Submitted for Approval” in NYSPO and enters the change in the NYS Payroll
System. Once the program completes, the address previously designated as

“Submitted for Approval” will display as the “Current” address.

Office of the NEW YORK

STATE COMPTROLLER | NYSPO

“;‘:':'r;a" NYS Compircfier Thomas P. DiNapoli New York State Payroll Online

Personal Information Summary
Expand Al - Coliapse Al

NYS EMPLOYEE

Addresses
Addresses
Address Type Status Country Address
: . 89 WASHINGTON AVENUE
Check Current USA ALBANY, NY 12234
855 CENTRAL AVENUE

Home Current USA ALBANY NY 12207

Mailing Current USA 110 STATE STREET

ALBANY, NY 12207
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8. Click the Return to NYS Payroll Online link to be returned to the NYSPO Home
Page.

Please note that each address type can only be updated once a day. If you
attempt to update the same address type more than once a day, the following

message will be received.

Message

Addresses can only be updated once a day through self service (29000, 54)

Addresses can only be updated once a day through self service. Please contact vour Payraol
Administrator if you need further updates

OK
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Update Payroll Options

1. Click Update Personal Information on the left menu.

From here you can view and update your Payroll Options. The Payroll Options
page identifies your address for your Distribution Mail Option, which determines
where your paycheck and/or advice will be mailed.

Home: Sign Out Terms of Use

éTATE COMPTROLLER | NYSPO

- xmptroler Thomas P. DiNapol New York State Payroll Online
NYS Payroll Online =3 Payroll News X3
View Paycheck ) .
View your past and present pay stubs. Coming Soon! NYSPO Employee Address Add/Update Implementation

View Direct Deposit Account(s)

View your direct deposk acooud detalls. The Office of the State Comptroller (OSC) is preparing for the upcoming implementation of NYSPO

address change for mid-November. This new functionality to NYSPO will allow employees to view and

Go Paperless update home, check and mailing addresses and modify your payroll options. A bulletin will be released
Opt In/Out of receiving printed pay stubs and for soon with additional information. If you have any questions on the upcoming functionality,
W-2s. contact NYSPOHelp@osc ny.gov

Update Tax Withholdings
View and update your Federal, State, and Local Of Interest.__
tax withholding information.

View W-2 Direct Deposit Enroliment Information

View and print your past and present W-2s

Update Email Addresses The Office of the State Comptroller (OSC) encourages all employees paid through the New York State
View and update your email addresses payroll system to enroll in direct deposit. Enrolling in direct deposit will help ensure employees are able

to safely access their payroll funds.
Update Personal Information
View and update home, mailing, and check With direct deposit, you get paid even when you are out sick or out of town. It saves you from having to
addresses. go to the bank to cash your check and from worrying that your check has been lost, misplaced, or
stolen. Your net pay can be deposited in up to & accounts, giving you flexibility in managing your money.

How Gan We Improve This Site? Over 85% of the State workforce s already enrolled.

Take a quick survey and share your thoughts.
: To enroll in direct deposit, complete the Direct Depaosit Form for NYS Employees (AC-2772) and submit
NYS Payroll Online Help x4 it to your agency’s Office of Human Resources or Payroll Office.

There are three Address Types available for update on NYSPO: Home, Check,
and Mailing. When updating Payroll Options, user should select address where
the paycheck and/or advice should be mailed.




2. The Payroll Options section displays the current address type and address for
each company you are employed in. To update your Payroll Option to an address
that already exists in NYSPO, proceed with steps 3 — 6.

If you need to update your Payroll Options to an address that does not yet exist
in NYSPO, refer to the Add a New Check or Mailing Address section of this job
aid on page 10 first, and then proceed with the steps below.

Select Update Payroll Options to make changes to your distribution mail option
in NYSPO. This will open the Edit Payroll Options by Company page. If you have
multiple companies, you will be able to update each one on this page.

-]

J STATE COMPTROLLER | NYSPO

Dffice of the NEW YORK

’;:m,é’ NY'S Comptrofier Thomas P. DiNapaoli Wew York State Payroll Online

Personal Information Summary

Expand Al  Collapse All

NYS EMPLOYEE

Addresses
Addresses
Address Type Status Country Address

i . 855 CENTRAL AVENUE
Home Current USA ALBANY NY 12207

) . 110 STATE STREET
Mailing Current USA ALBANY, NY 12207
Update Addresses

Payroll Options
Payroll Options
Company Addrezs Type Address Country Status

. W 855 CENTRAL AVENUE " o
STATE OF NEW YORK Home ALBANY NY 12207 UsA Current

Update Payroll Options 4— 2

Email Addresses
Email Addresses

Email Type Email Address Preferred

Work NYSPOHelp@osc.ny.gov v

Contact your Payroll Administrator if any of your Employee Information is incorrect.

Return to NY'S Payroll Online
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3. Select the Edit icon next to the company for which you would like to update your
distribution mail option.

#T ™,  Office of the NEW YORK

STATE COMPTROLLER | NYSPO

Mew York State Payroll Online

s v
Mgegw®  NYS Complrofier Thomas P, DiNapoli

Edit Payroll Options by Company
3

Payroll Options
Company

Address Type Address Country Status

" W ; 855 CENTRAL AVENUE .
STATE OF NEW YORK Home ALBANY NY 12207 USA Current

Y

Return to Personal Information

Return to NY'S Payroll Online




4. On the Edit Payroll Options page, the radio button will be filled next to the
address that is currently selected. All available addresses to be selected will be
displayed. Pre-existing addresses will have an Address Status of “Current”, while
newly added or updated addresses will have an Address Status of “Submitted for

Approval”. Toggle the radio button to select the address you would like to submit
as the new Payroll Option. Click Save.

q'.'d.-q-'ﬁfi_ Oiffice of the NEW YORK
(_.,L} STATE COMPTROLLER | NYSPO

e NYS Comptrofier Thomas P DiNapoli Mew York State Payroll Online

Edit Page

Edit Payroll Options
STATE OF NEW YORK

Currently Saved: Home

There are three Address Types available for update on NYSPO: Home, Check, and Mailing. When updating Payroll Options,
users should select the address where the paycheck and/or advice should be mailed.

Your Home address is required and should be the address at which you reside. Year End Form W-25 are always sent to the Mailing
address on file. If no Mailing address exists, the Home address will be used. To have paychecks andfor advices mailed to your Home
address, ensure that it is selected on the Payroll Options table below.

Your Check address is optional. It may be designated as the address at which you would like to receive paychecks and/or advices, but
will not be used for any other purpose. To have paychecks and/or advices mailed to your Check address, ensure that it is selected on
the Payroll Options table below.

Your Mailing address is optional. If it is entered, your Mailing address is used to send your Year End Form W-2 and any
correspondence from NY'S Payroll. It may also be designated as the address at which you would like fo receive pay checks and/or
advices. To have paychecks and/or advices mailed to your Mailing address, ensure that it is selected on the Payroll Options table

below.

Add\ress Type Address Country Address Status

Check E?_é;?\{'_ Irta\:’arzr:;‘;;va\ UE UsSA Submitted for Approval 9]
Home i?_SB;EEETrF\‘}#Eg%E‘NUE USA Current ®
Mailing L ST, USA Current O

4 —R Save Cancel

The Payroll Option can be updated multiple times per day.
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5. The below message will display. After reviewing the message to ensure this is the
desired change, click OK.

Message

] Paychecks andfor advices as well as any NY'S Payroll cormrespondence will be mailed to the Mailing
address. Your Year End Form W-2 will be mailed to the Mailing address. (0.0}

P — ra— ] e

You will then be directed back to the Edit Payroll Options by Company page
where you will see the Current Payroll Option displayed as well as the one
Submitted for Approval.

At the end of OSC'’s daily schedule, a program runs to pick up any addresses
“Submitted for Approval” in NYSPO and enters the change in the NYS Payroll
System. Once the program completes, the address previously designated as

“Submitted for Approval” will display as the “Current” address.

# o hy,  Office of the NEW YORK

(_. .L:i STATE COMPTROLLER | NYSPO

”'nr,.-i*’ NY'5 Comptrofier Thomas P. DiNapoli Mew York State Payroll Online

Edit Payroll Options by Company

Payroll Options

Company Address Type Address Country Status

STATE OF NEW YORK  Home ii%gﬁﬂ?ﬁ;‘zﬁ”“ USA Current 4
STATE OF NEW YORK  Mailing 11%314?&3555? USA E;Epﬂ':;d 1

Return to Personal Information

Return to NYS Payroll Online 6

6. Click the Return to NYS Payroll Online link to be returned to the NYSPO Home
Page or Return to Personal Information link to be returned to the Personal
Information Summary page.




Sign Out

For security purposes, you should always Sign out of NYSPO when you are finished
viewing or updating your payroll information. Close all open browser windows when
finished.

Home Sign Out Terms of Use

STATE COMPTROLLER | NYSPO

N¥E Comptrofier Thomas P. Di i State Payroll Online

Payroll News

View Paycheck
View your past and present pay stubs Coming Soon! NYSPO Employee Address Add/Update Implementation

View Direct Deposit Account(s)

View your direct deposit account details. The Office of the State Comptroller (OSC) is preparing for the upcoming implementation of NYSPO

address change for mid-November. This new functionality to NYSPO will allow employees to view and

Go Paperless update home, check and mailing addresses and modify your payroll options. A bulletin will be released
Opt In/Out of receiving printed pay stubs and Jor 500N with additional information. If you have any guestions on the upcoming functionality,

W-2s. contact NYSPOHelp@osc.ny.gov

Update Tax Withholdings

View and update your Federal, State, and Local Of Interest... s
tax withholding information.

View W-2 Direct Deposit Enroliment Information

View and print your past and present W-2s

Update Email Addresses The Office of the State Comptroller (OSC) encourages all employees paid through the New York State
View and update your email addresses. payroll system to enroll in direct deposit. Enrolling in direct deposit will help ensure employees are able

1o safely access their payroll funds.
Update Personal Information

View and update home. mailing. and check With direct deposit, you get paid even when you are out sick or out of town. It saves you from having to
addresses. go to the bank to cash your check and from worrying that your check has been lost, misplaced, or

. stolen. Your net pay can be deposited in up to & accounts, giving you flexibility in managing your money.
How Can _We Improve This Site? QOver 85% of the State workforce is already enrolled.
Take a quick survey and share your thoughts.

NY'S Payroll Online Help

To enroll in direct deposit, complete the Direct Deposit Form for NYS Employees (AC-2772) and submit

it to your agency's Office of Human Resources or Payroll Office




