NYS Payroll Online
(NYSPO) Guide

State and Student employees can SOpEOUTClpRper Ry S OrzS

use the NYS Paer" Online portal to. ¢ Change your federal or state tax deductions
¢ View and print W-2s

¢ Enroll in or update Direct Deposit

¢ Update your mailing address
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Access Instructions

= Supported Browsers
NYS Payroll Online only supports Google Chrome and Microsoft Edge for optimal security and compatibility.

= Accessing the Portal
Users must navigate to
NYS Pavroll Online portal
https://www2.sysadm.suny.edu/hrportal/
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= Login and Account Linking

= Employees log in with Farmingdale SSO.

= Employee ID (NYS ID #) 01234567 Notifications
After login, the NYS Employee ID will be displayed in
the upper right corner of the homepage.

* Write down or copy your N number for the next step.

Farmingdale
State College

SUNY ) ety FARMINGDALE.EDU State University of New York



https://www2.sysadm.suny.edu/hrportal/
https://www2.sysadm.suny.edu/hrportal/

Payroll Online and MFA Set Up

= SUNY HR Home Navigation

Select NYS Pavyroll Online icon for the

correct system.

Self Service
WA ’ a
Time and View SUNY HR
Attendance Paycheck Self Service

NYS
Payroll Online

Fer icons to see functionality.
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= MFA Setup Options

Users can select from SMS, Okta Verify, or

Google Authenticator for secure authentication

methods.

The SMS setup involves entering a phone

number, receiving a code via SMS, and verifying.

Below are the steps to set up SMS
authorization:

—_—

Click Setup under SMS Authorization.
2. Enter phone number and Send Code.
3. Enter Code from SMS message.

4. Scroll Down and click Finish.

5. You may be requested to send an

additional SMS code to finish setting up

your account.
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Set up multifactor authentication

Enrolled factors
€ SMS Authenticatiol n

Additional optional factors
0 Okta Verify
Use a push notification sent to the
Setup
e Coogle Authenticator
Enter single-use code from the
Setup

Voice Call Authentication

Setup
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NYSPO-MyNY.gov Online Services

= Complete the User Verification form.

*Only use your FSC email for the Work Email

Address box. Also, you cannot copy and paste

your email.
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= The NYSPO post-setup link does not work for SUNY employees.
Do NOT click the link in the message to log back in.

You have been successilly ervolled in NY

will be autormatically logged out of NYS Payroll Online 10 complete the ¢

rocess. Once logoed cut, you can log In agan

= NYS Payroll Online portal

= Instead-Return to the SUNY HR Home page to access NYSPO:

= https://www2.sysadm.suny.edu/hrportal/

3 NY.GOV ID

Secure Access to New York State Services

Username
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Not the correct
login screen for
SUNY employees
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NYSPO Setup Complete

= After signing back into NYSPO, you will have the ability to review your NYS Payroll.

= Any top-left link will trigger a request to add an email address.

*This step is required only on your first use.

Now vou are finished!

For the future, you will sign in with an SMS Verification Code

*If you run into any problems, please reach out to:

HR@farminadale.edu or Pavroll@farmingdale.edu
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NYS Payroll Online

View Paycheck
View your past and present pay stubs.

Update Direct Deposit
View and update your direct deposit details.

Go Paperless
Opt In/Out of receiving printed pay stubs and /or W-2s.

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

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

Update Email Addresses
View and update your email addresses

Update Personal Information
View and update home, mailing, and check addresses.
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How to reset MFA

To reset Multi-Factor Authentication (MFA), the employee must contact the ITS
Service Desk at 844-891-1786 and select option 2.

They should be prepared to provide their username and employee ID number.

The Service Desk will assist them in resetting their MFA profile.

Once the reset is complete, the employee should close all browser windows,
clear their cache, and then open a new session.

After doing so, they can log in to NYS Payroll Online and re-enroll in MFA using
an alternative authentication method.
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