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Granting System Access for Business Partner Health Contracts and 
Maintaining the Employer Identification Number 

  
Introduction The purpose of this guide is to assist a my|CalPERS System Access Administrator 

(SAA) grant the Business Partner Health Contracts role and provide the steps to edit 
the EIN used for minimum essential coverage (MEC) reporting purposes.   
 
Please note that a my|CalPERS user is required to have the Business Partner Health 
Contracts role to be able to edit the EIN used for MEC reporting in my|CalPERS. The 
my|CalPERS System Access Administration and Establish Business Partner 
Relationship guide is available online for help on adding or updating user roles in the 
system.  
 

  
Granting 
System 
Access for 
Business 
Partner 
Health 
Contracts 

Designate a contact with the Business Partner Health Contracts role, by following 
the steps below. 
 

Step Action Result  
1 Select “Profile” global navigation tab. Business Partner 

Summary page 
displays. 

2 Within the Contacts section, select the 
Contact Type link for the contact responsible 
for MEC reporting. 
 
See Figure 1-1. 

Business Partner 
Contact Detail 
page displays. 

3 Within the Maintain Contact Details section, 
select the “Allow System Access” box.  
 
See Figure 1-2 

System Access 
link appears. 

4 Select the System Access link. Maintain Contact 
page displays. 

5 Within the Assign Roles section, select the box 
for the “Business Partner Health Contracts” 
role. 
 
See Figure 1-3  

Assign Roles 

6 Select the “Save” button.  
 
 
See Figure 1-3 

The Business 
Partner Health 
Contract role is 
assigned. 

 

https://www.calpers.ca.gov/docs/saa-bp-guide.pdf
https://www.calpers.ca.gov/docs/saa-bp-guide.pdf
https://www.calpers.ca.gov/docs/saa-bp-guide.pdf
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Figure 1-1 
Summary and 
Contacts 

 

  
Figure 1-2 
Maintain 
Contact 
Details 
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Figure 1-3 
Assign Roles 
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Employer 
Identification 
Number (EIN) 
for Minimum 
Essential 
Coverage 
(MEC) 

Enter and maintain the EIN used for MEC purposes here.  
 

Step Action Result 
1 Select the “Profile” global navigation tab.  

 
See Figure 2-1 

Business Partner 
Summary page 
displays. 

2 Select the “Health Contract” local navigation 
tab.  
 

See Figure 2-1 

Health Contract page 
displays.  

3 In the Minimum Essential Coverage section, 
select the “Edit” button and enter the EIN 
used for MEC reporting purposes here.  
 

See Figure 2-1 

Entry box for EIN 
appears. 

4 Select the “Save” button.  
 

See Figure 2-2 

The EIN used for MEC 
reporting is saved. 

 

  
Figure 2-1 
Health 
Contact 
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Figure 2-2 
Minimum 
Essential 
Coverage 
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