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Introduction
This guide is a resource to assist you with earned period payroll reporting.
Training Opportunities

Prior to taking a myCalPERS System Training instructor-led class, new users should review the
Introduction to myCalPERS for Business Partners (PDF) student guide and take a Business Rules

training class. The business rules training (instructor-led or online) class covers the simplified
explanation of laws defined by the California Public Employees’ Retirement Law (PERL).

Disclaimer

As a security safeguard, business partner and participant information has been masked in this
procedure guide.
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Unit 1: Person Search Tool

Use the Person Search tool to confirm an employee’s event dates and contribution rate,
because they are crucial when reporting payroll.

System Logic

The Person Search tool needs to be refreshed in between searches. Clear the last employee’s
profile information by selecting the Person Search left-side link before searching for another

employee.

Step Actions

Step 1 From the home page, select the Person Information global navigation tab.

Step 2 Complete the Person Search section.

‘ Home | Profile | GELLL G| Person Information | Education ‘ Other Organizations

@ Person Search
Please enter the Social Security Number or CalPERS ID of the person for whom you are searching.

SSN / Federal or l:l

Individual Tax ID:

Step 3 Select the Search button.

Step 4 Within the Appointment History section, select the Employer link that has an
“Active” appointment status.

@ Summary

Profile
Update Personal Information
SSN: s00-xx-2999 CalPERS ID: 9876543210
Name: Their Name Optional Member: No
Date of Birth: 05/18/1550 Date of Death:
Prior School Membership: No Prior School Membership Date:
Membership Date: 01/05/2020 Retirement Date:

Restrictions: No
Last Reporting Date:

Communication
Undeliverable Date

Preferred Communication:

Primary Phone Number: (510) 569-5555 Update

Primary Email Address: TheirfEmail@address.com Update
Mailing Address: 7000 COLISEUM WAY

OAKLAND, CA 94621 B

Physical Address: Update

(T Pre-Ratirement Banefit Information

CalPERS - Active
Account Type: Member Membership Date: 01/06/2020

Taxed Contributions: $0.00 Elected Service Credit: 0.000
Tax Deferred Contributions: $0.00
Interest on Contributions: $0.00
Balance: $0.00
Posted Service Credit: 0.000
Service Credit Total: 0.000 as of 05/05/2020 12:14 PM

@ Appointment History TN View More Actions»|

Employer Division J Position Title Ca Start Date End Date

Agency Mame Regular iscell. ) Active 01/06/2020
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Step 5

Confirm the employee’s event dates and contribution rate.

Participant Name: Their Name CalPERS ID: 9876543210
(@ Member Details
MName: Their Name CalPERS ID: 9276543210
Gender: Female Date of Birth: 05/18/1550

@ Appointment Event History IETEE0

Comect Event [] Wiew All Site Events

Ewvent Datell] Event Details
(9] 01/06/2020 Mew Appointment Wiew Event Details

| Comect Event
ppointment Details

ograms

[] Wiew All Site Events

Program: CaIPER£ Membership Date: 01/06/2020
Membership Status: Active Enrollment Eligibility Date: 01/06/2020
Position Information

Employer: Agency Name CalPERS ID (Employer): 3876543210
Original Hire Date: 01/06/2020
ber C y: Miscell Work Calendar: Work 12 Months/Paid 12 Months
Transit Worker: No
Position Title: Temporary Position: No
CBU: - Is member subject to local No
Alternate Retirement Plan
(Gov Code Section 20306)?
Retired Annuitant: No Appointment ID: 98765432
Contributing Appointment: Yes Contributing Appointment Date: 01/06/2020
Appointment Status: Active Leave Type:
Years Prior Service:
Enrollment Level: PEPRA New Formula Name: 2% @ 52 Formula for
Miscell /Industrial E
Member Base Rate: 7.25 Cost Share: 0.0
Contribution Modification:
Created by User: Employer
Created on: 01/31/2020 01:30 PM
Appointment Profile Last Refunded Appointment: No

Refreshed: 01/31/2020 01:30 PM

(©) Membership Information

Is the member subject to Social Security? Yes

CalPERS/CalSTRS Election

Is this a CalPERS covered Position for which the member No
elects State Teachers i t ( il

CalSTRS/CalPERS Election
Is this a State Teachers Retirement System (STRS) covered No
position for which the ber elects Cal Il

Optional Member
Optional Member? No

The information entered is used to determine retirement enrollment level only, it will not establish reciprocity for the participant. For auditing purposes, the

employer must sign and retain the completed Reciprocal Self-Certification form for their records. Do not send a copy of the form to CalPERS.
Reciprocal Member Indicator: No

You have completed this scenario.
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Unit 2: Initiate Payroll Reporting

In this unit, you will learn how to create a payroll report with CalPERS.

Online vs File Upload Reporting

There are two reporting methods, and the difference is how the payroll is submitted to
CalPERS:

e Online data entry: Manage payroll reporting using myCalPERS
e File upload: Manage payroll reporting using another system outside of myCalPERS, then
upload the file into myCalPERS

This training is designed for online data entry.

If you’re interested in using the file-upload method, send an email to the employer educators

for questions and inquiries at CalPERS_Employer_Communications@CalPERS.CA.GOV.
Reporting Payroll Adjustments Records

For online-data-entry users, if you are only reporting adjustment records, create an adjustment
report. See our myCalPERS Payroll Adjustments (PDF) student guide for step actions.
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Scenario 1: File Upload

Scenario
As a file upload reporter, you will upload an XML payroll file for the current earned period via
myCalPERS.

File Statuses

e Ready: The payroll file is ready to go through processing in myCalPERS.

o Accepted: The payroll file passed first level validations (formatting, required fields, etc.).

¢ Rejected: The file did not pass first level validations (contribution totals, payroll dates with
regards to permanent separations, etc.).

Step Actions
Step 1 Select the Reporting global navigation tab.

Step 2 Within the Create or Edit Report section, select Upload File from the Method
drop-down list.

‘- Home | HilE8| Reporting ‘ Person Information ‘ Education ‘ Other Organizations

L ENGEDEN el Billing and Payments  Payroll Schedule  Out-of-Class Validation Mei

Common Tasks @ VNESNPCRY CalPERS ID: 9876543210

Organization Search ® create or Edit Report

Adjustment Reports v|

Canrch D=auorreall

Step 3 Select the Continue button.

Step 4 Select the Browse... button in the Upload File section.

@ upload File
Select Browse g locate a file to upload prior to selecting the Upload File button.
Path:* Browse...

Upload File

Step 5 Navigate through folders to the appropriate file, select the payroll file, and then
select the Open button.

Step 6 Select the Upload File button.

® Upload File
Use the Browse or Upload File buttons to upload a data file:

Path:* Browse...

Upload Filej
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Step 7 Select the View Preprocessing Areas link at the bottom right-hand side of page.
:i;ﬂing 09/11/2017  Relecied  Failed 20170911140500_000_10006.xml
E’{a"’m". 08/29/2017 Accepted  Completed 20170828162500_000_10006.xml 158 0O 158
eporting
I;ayr‘oll_ 08/14/2017 Accepted Completed 20170814120601_000_10006.xml 159 0 159
eporting
;Z‘éfr't'ing 08/14/2017 Rejected  Failed 20170814120600_000_10006.xm|
Showingrecords 1 -25 |Frst<<Previous 1234567891011 Next>> Last| View Max
View Preprocessing Areas
Step 8 Within the Preprocessing Area section, select the Payroll Reporting link.
@ Preprocessing Area
Preprocessed Data E
Affected Subscriber List 90 2 92
Census - - -
Direct Authorization 90 2 92
Health Carrier Rate Data - - -
Health Enrcllment : : :
Medical Group Assignmenit List - - -
Payroll Reporting - - -
Retirement Enrollment - - -
Upload Data File View Upload History
Step 9 Within the Work On Existing Payroll Reports section, select the View Max link at
the bottom of the page to display all payroll reports.
Step 10 Sort by column header(s) to locate the appropriate report.
Step 11 Select the appropriate Earned Period/Adjustment Date link to view payroll
records for the earned period.
Note: The report will have a “Posted” status if no errors were found and a
“Suspended” status if there is at least one error found.
Step 12 To access the records within the prior earned period report, select the View
Records link on the bottom right-hand corner of the page.
Step 13 From the View Payroll Records page, select the Process Report button to post
the report.
Step 14 Select the Yes button under the Confirmation Page section to confirm the

request to process the report.

You have completed this scenario.
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Scenario 2: New Contracting Agency — Online Data Entry

Scenario

As a first time online-data-entry employer, payroll records need to be manually entered into a
payroll report.

System Logic
After CalPERS has updated your payroll schedule into your agency’s myCalPERS account, you
can immediately enter payroll records.

Step Actions
Step 1 Select the Reporting global navigation tab.

Step 2 Within the Create or Edit Report section, select the Manually Create Earned
Period Report option from the Method drop-down list.

|- Home | geille8l Reporting | Person Information | Education | Other Organizations

L ENE e Billing and Payments  Payroll Schedule  Out-of-Class Validation  Mear

Common Tasks ® - City calPERS ID: 0876543210

Organization Search

@ Create or Edit Report
Adjustment Reports  [Method:*|\anually Create Eamed Period Report V|| Continue

Ol Pime e 0

Step 3 Select the Continue button.

Step 4 Complete the Create Report section.

@ create Report
Program:* [CalPERS w

Report Type:* ® Payroll-Earned Period

Payroll Schedule:* |Bi-Weskly : v
Earned Period:* [01/06/2018 - 01/19/2013 V|

‘Save & Continue
Step 5 Select the Save & Continue button.
Step 6 Within the Search and Add New Record to the Report section, enter the

employee’s SSN or CalPERS ID in the appropriate field.

Step 7 Select the Add New button.

To search for a record in the existing report, enter or select values from the dropdown list and click Search. To add a new payroll record for a participant, enter a
CalPERS ID or SSN and click Add New.

s e —
CalPERS ID:
Record Type: | v Transaction Type:
Member Category:
Division: Rate Plan:

Record status:
Error Message:
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Step 8

If needed, within the Maintain Record Details section, modify the Begin and End
Dates.

(@ Maintain Record Details
To add details to the record select Display after entering dates.

Begin Date:* [12/25/2019 ] End Date:* [01/10/2020 [ Display
Pavroll Recora weme: [ |

View Employee Rate Summary

Step 9

Select the Display button to expand the section.

Step 10

Within the Maintain Record Details section, complete the Earnings subsection.

@ Maintain Record Details

To add details to the record select Display after entering dates.

Begin Date:* [12/28/2018 | End Date:* (01102020 | —
Payrol Record Hemes [ |

Appointment:* (' Agency’s Name: Appt Id - 92437366 : 2017-01-28 : Safety - Police : Regular

Earnings

Pay Rate Type: Pay Rate: $
Reportable Earnings: $
Scheduled Full Time Scheduled Full Time
Hours Per Week: Days Per Week:
Total Hours Worked:
Special Compensation: (0 View Special Compensation
Contributions
Taxed Member $ Tax Deferred Member $
Paid Contributions: Paid Contributions:

Tax Deferred Employer Paid $

Member Contributions:

Service Credit Purchase Deductions

Taxed Member Paid $ Tax Deferred Member $

Contribution: Paid Contribution:
View Employee Rate Summary
[Save & Continue] [Save & Exif|

Note:
e Scheduled Full Time Days Per Week: Modify if pay rate type is daily
¢ Total Hours Worked: Modify only if employee is a retired annuitant

Step 11

Is there special compensation that needs to be added?
Yes: Continue to step 12

No: Skip to step 20

Step 12

Select the View Special Compensation link.

Step 13

Within the View Special Compensation section, select an Add New button.

@ View Special Compensation

Select All | Delete Add Mew

Mo results found.
Select All | Delete Add New

Return
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Step 14 Complete the Maintain Special Compensation Details section.
@ Maintain Special Compensation Details
Special Compensation Category:* l—v|
Special Compensation Type:*
Amount:® $’00{)—‘
Step 15 Does additional special compensation need to be reported?
Yes: Continue to step 16
No: Skip to step 18
Step 16 Select the Save and Add Another button.
Step 17 Return to step 14.
Step 18 Select the Save button.
Step 19 Select the Return link at the bottom right.
Step 20 Within the Maintain Record Details section, Contributions subsection, report the
contribution amount(s) in the appropriate field(s).
Contributions
e sl T
e e
Step 21 Does a Service Credit Purchase deduction need to be reported?
Yes: Continue to step 22
No: Skip to step 23
Step 22 Within the Service Credit Purchase Deductions subsection, report contribution
amount(s) in the appropriate field(s).
Service Credit Purchase Deductions
e e
Step 23 Select the Save & Exit button.
Step 24 Repeat steps 6-23 until all payroll records are in the report.

You have completed this scenario.
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Scenario 3: Online Data Entry — Copy Forward

System Logic
You can only copy forward earned period reports. Records that do not copy over are:
e Adjustment records

e Earned Period No Contribution and No Service records
e Zero-payroll records (Zero contributions and no special compensation)

Step Actions
Step 1 Select the Reporting global navigation tab.

Step 2 Within the Create or Edit Report section, select Copy Prior Posted Payroll Report
from the Method drop-down list.

|' Home | G EN Reporting | Person Information | Education | Other Organizations

WERED e Billing and Payments  Payroll Schedule  Out-of-Class Validation Member Requests Health Rec

Common Tasks @ VNN City CalPERS ID: 9876543210

0Organization Search

@ create or Edit Report

Adjustment Reports  [Method:*|Copy Prior Posted Payroll Report v| Continue
Step 3 Select the Continue button.
Step 4 Complete the Create Report section.

@ Create Report

Program:*

Report Type: (») Payroll-Earned Period

Payroll Schedule:*
Earned Period:* |01/06/2015 - 01/19/2018 V|
Report Name: |

Prior Posted Payroll [12/23/2017 - 01/05/2018 V|

Report:*
Report Summary
Earned Period: 12/23/2017 - Status: Posted Due 02/04/2018
01/05/2018 Date:

Total Employer $42,373.42 Total Member $34,290.18
Contributions: Contributions:

[Save & Continug

Step 5 Select the Save & Continue button.

You have completed this scenario.
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Unit 3: Payroll Reporting

You must report payroll for both contributory and non-contributory employees accurately and
timely, as earned not paid, to ensure correct payment of benefits.

System Logic

e When data is not reportable for a field, then that field must be left at zero (0.0).

e On the View Payroll Records page, do not use the Apply Mass Update link.

e Employer Paid Arrears records will post after the arrears determination appeal window
closes. You may contact CalPERS to waive your appeal rights and close the determination
window.

e |t is recommended that you post Employer Paid Arrears records in an adjustment report
instead of an earned period report to avoid late reporting fees for outstanding suspended
earned period reports. In addition, you can easily reconcile your receivable when the records
arein a separate adjustment report.

Status of Transactions

e Error — Record needs to be corrected

¢ Pending Validation — Record has not been validated

¢ Valid With Exceptions — Record does not indicate the record has an error, but it could be an
issue. You will need to review the exception and verify that the record details are accurate.
Example: Name doesn’t match the name on the employee’s profile.

e Valid But Held — When there are two records for the same earned period, but one has an
error

e Valid — Record has passed the first level of validation and is most likely error free

e Posted — Record is error free and the record has posted to the member’s account

Contents
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Scenario 1: Delete an Employee’s Payroll Record

Step Actions

Step 1

Complete the Search and Add New Record to the Report section.

@ Search and Add New Record to the Report

To search for a record in the existing report, enter or select values from the dropdown list and click Search. To add a new payroll record for a participant, enter a
CalPERS ID or SSM and click Add New.

sw ] T —

Record Type: | v Transaction Type:
Member Category:
bivision: Rate pian:

Record Status:
Error Message:

Step 2

Select the Search button.

Step 3

Within the Records Present in the Report section, select the check box next to
the SSN link of the employee’s record for whom you wish to delete.

Step 4

Select the Delete button.

To search for a record in the existing report, enter or select values from the dropdown list and click Search. To add a new payroll record for a participant, enter a
CalPERS ID or SSN and click Add New.

s | —
CalPERS ID: (0123456789

Record Type: | v Transaction Type:
Member Category:
ovision: Rate Plan:

Record Status:
Error Message:

@ Records Present in the Report

Select All [ Delete ||| Edit Selected Records | [ Save Selection |

Apply Mass Update

e Member 0
SSN CalPERS ID Division Name Cateao Status Earnings

M sooexxx-0123 0123456789 City District A PHAM 09/05/2020- 09/18/2020 Miscellaneous Pending Validation $3,454.80 $0.00

Belect all [ Delete | [ Edit Selected Records | [ Save Selection |

Step 5

Confirm the deletion by selecting the Yes button.

You have completed this scenario.
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Scenario 2: Add a Payroll Record for a New Active Employee

System Logic

e An employee’s PERS appointment must be established before payroll can be reported.

e Transaction types are determined by the earned period begin and end dates.

e For employees who started in the middle of an earned period, their earnings and
contributions may need to be adjusted for the next earned period reporting.

Step Actions
Step 1 Within the Search and Add New Record to the Report section, enter the
employee’s SSN or CalPERS ID in the appropriate field.

Step 2 Select the Add New button.

@ Search and Add New Record to the Report
To search for a record in the existing report, enter or select values from the dropdown list and click Search. To add a new payroll record for a participant, enter a
CalPERS ID or SSN and click Add New.

CalPERS ID:
Record Type: ‘ v Transaction Type:
Member Category:
Division: Rate Plan:

Error Message:

Step 3 If needed, within the Maintain Record Details section, modify the Begin and End
Dates.

@ Maintain Record Details
To add details to the record select Display after entering dates.

Payroll Record Memo: l:I

Step 4 Select the Display button to expand the section.

Step 5 Within the Maintain Record Details section, complete the Earnings subsection.

To add details to the record select Display after entering dates.

Begin Date:* [12/26/2019 m End Date:* [01/10/2020 =

Payroll Record Memo: [ |
Appointment:* O Agency's Name: Appt Id - 92437366 : 2017-01-28 : Safety - Police : Regular

Pay Rate Type: Pay Rate: 5

~
<
3
Scheduled Full Time
Days Per Week:
Sy

Special Compensation: (0

Earnings

Reportable Earni

Note:
e Scheduled Full Time Days Per Week: Modify if pay rate type is daily
¢ Total Hours Worked: Modify only if employee is a retired annuitant

Step 6 Is there special compensation that needs to be added?
Yes: Continue to step 7

No: Skip to step 15
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Step 7 Select the View Special Compensation link.
Step 8 Within the View Special Compensation section, select an Add New button.

rteess [ oo
Step 9 Complete the Maintain Special Compensation Details section.

@ Maintain Special Compensation Details

Special Compensation Category:* ]—v\
Special Compensation Type:*
Amount:# $’(}D{)—‘

Step 10 Does additional special compensation need to be reported?

Yes: Continue to step 11

No: Skip to step 13
Step 11 Select Save and Add Another button.
Step 12 Return to step 9.
Step 13 Select the Save button.
Step 14 Select the Return link at bottom right.
Step 15 Within the Maintain Record Details section, Contributions subsection, report the

contribution amount(s) in the appropriate field(s).

Contributions

e e
Pei e L (.

Step 16 Does a Service Credit Purchase deduction need to be reported?

Yes: Continue to step 17

No: Skip to step 18
Step 17 Within the Service Credit Purchase Deductions subsection, report contribution

amount(s) in the appropriate field(s).

Service Credit Purchase Deductions

s I R I

Step 18 Select the Save & Exit button.

You have completed this scenario.
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Scenario 3: Add a Payroll Record for a Non-Contributory Employee

System Logic

e Earned Period No Contribution and No Service transaction types do not copy forward. You
must enter your non-contributory position payroll records for each earned period they work.

e If a retired annuitant’s hours cross over fiscal years, report two records (one per fiscal year).

¢ Do not report special compensation for retired annuitants unless they are in the earnings-
limit program approved by the disability retirement section, otherwise they will be reinstated.

Step Actions
Step 1 Within the Search and Add New Record to the Report section, enter the
employee’s SSN or CalPERS ID in the appropriate field.

Step 2 Select the Add New button.

To search for a record in the existing report, enter or select values from the dropdown list and click Search. To add a new payroll record for a participant, enter a
CalPERS ID or SSN and click Add New.

CalPERS ID:
Record Type: ‘ v Transaction Type:
Member Category:
Division: Rate Plan:

Error Message:

Step 3 If needed, within the Maintain Record Details section, modify the Begin and End
Dates.

@ Maintain Record Details

To add details to the record select Display after entering dates.

Begin Date:* [12/25/2019 == End Date:* [g1/10/2020 I~ | Display

View Employee Rate Summary

Step 4 Select the Display button to expand the section.
Step 5 Within the Maintain Record Details section, complete the Earnings subsection.
(@ mMaintain Record Details
Begin Date:* — End Date:* [gi/19/2018 | ,m‘

Payroll Record Memo: [ ]

Earnings
Appointment:* @® City of Gothom : Appt Id - 92054300 : 2014-08-13 : Miscellaneous : Regular

Transaction [Earned Period No Contribution and Mo Service ~|
Type:*

Pay Rate Type: Pay Rate: sfso |
Reportable

Earnings:
Scheduled Full Scheduled Full Time
Time Days Per Week:
Hours Per
Week:

Total Hours

Worked:

Special oo

fiew —
Camnoancatinme View Special Compensation

Note:
e Scheduled Full Time Days Per Week: Modify if pay rate type is daily
¢ Total Hours Worked: Modify only if employee is a retired annuitant
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Step 6

Is there special compensation to be reported?
Yes: Continue to step 7

No: Skip to step 15

Step 7

Select the View Special Compensation link.

Step 8

Within the View Special Compensation section, select an Add New button.

@ View Special Compensation

Select All | Delete

Mo results found.

Select All | Delete

Return

Step 9

Complete the Maintain Special Compensation Details section.

@ Maintain Special Compensation Details

Special Compensation Category:* s

Special Compensation Type:*

Amount:® £0 00

[Save and Add Anothel

Step 10

Is there additional special compensation to be reported?
Yes: Continue to step 11

No: Skip to step 13

Step 11

Select Save and Add Another button.

Step 12

Return to step 9.

Step 13

Select the Save button.

Step 14

Select the Return link at bottom right.

Step 15

Select the Save & Exit button.

You have completed this scenario.

September 29, 2020
Page 16 of 51



Scenario 4: Report a Zero-Payroll Record

You may report a zero-payroll record for both contributory and non-contributory employees

who do not work the earned period. This will remove active employees and retired annuitants

from the Retirement Appointment Reconciliation and Payroll Schedules pages.

System Logic

e Zero-payroll records do not copy forward. You must enter your zero-payroll records manually
for each earned period they work.

e Special compensation should be deleted and not reported as a 0 amount.

e Zero-payroll records will have the transaction status of Valid With Exceptions.

Step Actions

Step 1 Within the Search and Add New Record to the Report section, enter the
employee’s SSN or CalPERS ID in the appropriate field.
Step 2 Select the Search button.
Step 3 If no results are found, select the Add New button to add a new record, or
@ Search and Add New Record to the Report
To search for a record in the existing report, enter or select values from the dropdown list and click Search. To add a new payroll record for a participant, enter a
CalPERS ID or SSN and click Add New.
s tosttome: |
CalPERS ID:
Record Type: | v T ion Type: v
Member Category:
Division: Rate Plan:
Record Status:
Error Message:
Select the SSN link for the employee’s record you wish to modify.
@ Records Present in the Report
Select Al | Delete | | Edit Selected Records | | Save Selection | Apply Mass Update
SSN CalPERS ID Division Name s:;ﬁi z:%b:r Status Earnings %’::Jnsation
] xex-xxx-0123 |0123456789 City District A PHAM 09/05/2020- 09/18/2020 Miscellaneous Pending Validation £3,454.80 $0.00
Select Al [ Delete | | Edit Selected Records | | Save Selection |
Step 4 If needed, within the Maintain Record Details section, modify the Begin and End
Dates.
(@ Maintain Record Details
To add details to the record select Display after entering dates.
Payroll Record Memo: l:l
View Employee Rate Summary |
Step 5 Select the Display button to expand the section.
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Step 6 Within the Maintain Record Details section, complete the Earnings subsection.
e Appointment: * O Agency's Name: Appt Id - 92437366 : 2017-01-28 : Safety - Police : Regular
Transaction Type:*
Pay Rate Type: Pay Rate: $
Reportable Earnings: $
ot e
Total Hours Worked:
Special Compensation: View Special Compensation
Note:
e Transaction Types:
— Use Earned Period Reporting for active employees
— Use Earned Period No Contribution No Service for retired annuitants and
active employees in an overtime position
e |Leave the pay rate type blank, then populate the fields with zero (0)
Step 7 Is there special compensation that needs to be deleted?
Yes: Continue to step 8
No: Skip to step 12
Step 8 Select the View Special Compensation link.
Step 9 Select the Special Compensation check box(s).
[ P i ——"—
Select All | Delete Add New
Category
Special Assignment Pay Bilingual Premium $100.00
Select All | Delete Add New
Step 10 Select a Delete button.
Step 11 Select the Return link at bottom right.
Step 12 Within the Maintain Record Details section, Contributions subsection, report
zero (0) contribution amount(s) in the appropriate field(s).
Contributions
e e
Gy (O
Step 13 In the Service Credit Purchase Deductions subsection, report zero (0)
contribution amount(s) in the appropriate field(s).
Service Credit Purchase Deductiun_s
e (T
Step 14 Select the Save & Exit button.

You have completed this scenario.
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Scenario 5: Modify the End Date on Payroll Due to Permanent Separation

An employee’s permanent separation is within the middle of the earned period. You will update
their earned period record to modify the end date, reportable earnings, and contributions.

System Logic

e On the employee’s appointment, the permanent separation date must be reported as the day
after the employee’s last day on payroll with your agency, even if the date falls on a weekend
or a holiday unless they’ve been on a leave of absence.

e This record will copy forward for the next earned period report and will need to be deleted.

Step Actions

Step 1 Within the Search and Add New Record to the Report section, enter the
employee’s SSN or CalPERS ID in the appropriate field.

Step 2 Select the Search button.

Step 3 Select the SSN link for the employee’s record you wish to modify.

@ Records Present in the Report

Select Al | Delete | | EditSelected Records | | Save Selection | Apply Mass Update

Earned Member

SSN CalPERS ID Division Name Period Cateqa! Status Earnings T =
] xox-xxx-0123 |0123456789 City District A PHAM 09/05/2020- 09/18/2020 Miscellaneous Pending Validation $3,454.80 $0.00

Select Al [ Delete | [ Edit Selected Records | [ Save Selection |

Step 4 Within the Maintain Record Details section, modify the End Date.
Begin Date:* [p1/05/2018 | End Date:* [01/12/2018 | | Display
Payroll Record Memo: l:l
Step 5 Select the Display button.
Step 6 Within the Maintain Record Details section, modify the reportable earnings.
Earnings
Appointment:* ® City of Gothom : ApptId - 91810310 : 2013-07-27 : Miscellaneous : Regular
Transaction Type:*
Pay Rate Type: Pay Rate: (3245 |
Reportable Earnings: £
schadeed Pl T [0 | Schoduad ol Tie 00|
Total Hours Worked:
Special Compensation: $124.00 View Special Compensation
Step 7 Is there special compensation that needs to be added or modified?

Yes: Continue to step 8

No: Skip to step 16

Step 8 Select the View Special Compensation link.
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Step 9 Does a special compensation item need to be modified?
Yes: Within the View Special Compensation section, select the Special
Compensation Category link to modify the item
No: Within the View Special Compensation section, select an Add New button
e en | oo
Step 10 Complete the Maintain Special Compensation Details section.
® Maintain Special Compensation Details
Special Compensation Category:#* ]—v|
Special Compensation Type:*
Amount:* $’0_00—|
Step 11 Does additional special compensation need to be reported?
Yes: Continue to step 12
No: Skip to step 14
Step 12 Select Save and Add Another button.
Step 13 Return to step 10.
Step 14 Select the Save button.
Step 15 Select the Return link at bottom right.
Step 16 Within the Maintain Record Details section, Contributions subsection, report the
contribution amount(s) in the appropriate field(s).
Contributions
Paid Contributions: ~ T ard Contributions:
Tax Deferred Employer Paid ¢
Member Contributions:
Step 17 Are there service credit purchase deductions to be reported?
Yes: Continue to step 18
No: Skip to step 19
Step 18 In the Service Credit Purchase Deductions subsection, report the contribution(s).
Service Credit Purchase Deductions
T Cemanation, 1] T i Conritation 00|
View Employee Rate Summary
Step 19 Select the Save & Exit button.

You have completed this scenario.
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Scenario 6: Modify a Payroll Record with a Pay Rate Increase

You will modify an employee’s earned period payroll record to reflect a pay rate increase that

was effective the beginning of the earned period.

Step Actions

Step 1 Within the Search and Add New Record to the Report section, enter the
employee’s SSN or CalPERS ID in the appropriate field.
Step 2 Select the Search button.
Step 3 Select the SSN link next to the employee’s record you wish to modify.
@ Search and Add New Record to the Report
To search for a record in the existing report, enter or select values from the dropdown list and click Search. To add a new payroll record for a participant, enter a
CalPERS ID or SSN and click Add New.
S — T —
CalPERS ID:
Record Type: | v T jonType: [ v
Member Category:
Division: Rate Plan:
Record Status:
Error Message:
@ Records Present in the Report
Select All [ Delete | | Edit Selected Records | | Save Selection | Apply Mass Update
SSN CalPERS ID Division Name ::I:%b:r Status Earnings %%ialnsntion
] xxex-xxx-0123 0123456789 City District A PHAM 09/05/2020- 09/18/2020 Miscellaneous Pending Validation $3,454.80 $0.00
IGelect All | Delete || Edit Selected Records | ‘ Save Selection |
Step 4 Within the Maintain Record Details section, Earnings subsection, modify the Pay
Rate and Reportable Earnings fields.
@ Maintain Record Details
Begin Date:* — End Date:* [g4/10/2018 = | Display
Payroll Record Memo: I:l
Reported Name and CalPERS ID
Last Name:* First Name: middle Name: [ |
Earnings
Appointment:* @ City of Gothom : Appt Id - 31764070 : 2006-10-16 : Miscellaneous
Transaction Type:*
Pay Rate Type: Pay Rate: $
Reportable Earnings: $
Scheduled Full Ti 1 Scheduled Full Ti
Hours Per Week: " Daye per week:
Total Hours Worked:
Special Compensation: $0.00 View Special Compeansation
Contributions
Taxed Memb Tax Defi d Memb: 116.82
paid Contributions: *batd Contributions:
ferred | id
o ember Contributions: *
Step 5 Is there special compensation that needs to be added or modified?
Yes: Continue to step 6
No: Skip to step 14
Step 6 Select the View Special Compensation link.
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Step 7

Does a special compensation item need to be modified?

Yes: Within the View Special Compensation section, select the Special
Compensation Category link to modify the item

No: Within the View Special Compensation section, select an Add New button

(@ View Special Compensation

Select All | Delete

Mo results found.

Select All | Delete

Return

Step 8

Complete the Maintain Special Compensation Details section.

@ Maintain Special Compensation Details

Special Compensation Category:# ~

Special Compensation Type:*

Amount:* 000

iSave and Add Anothes

Step 9

Is there additional special compensation to be reported?
Yes: Continue to step 10

No: Skip to step 12

Step 10

Select Save and Add Another button.

Step 11

Return to step 8.

Step 12

Select the Save button.

Step 13

Select the Return link at bottom right.

Step 14

Within the Contributions subsection, report the contribution amount(s).

Contributions

Taxed Member $ Tax Deferred Member $

Paid Contributions: Paid Contributions:

Tax Deferred Employer Paid %

Member Contributions:

Step 15

Are there service credit purchase deductions to be reported?
Yes: Continue to step 16

No: Skip to step 17

Step 16

Within the Service Credit Purchase Deductions section, report contribution
amount(s) in the appropriate field(s).

Service Credit Purchase Deductions

Taxed Member Paid Tax Deferred Member

Contribution: Paid Contribution:

View Employee Rate Summary

Step 17

Select the Save & Exit button.

You have completed this scenario.
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Scenario 7: Modify and Add a Payroll Record with a Mid-Earned Period Pay Rate
Increase

System Logic
e Two earned period records

— First, you will modify the current earned period record with an earlier end date. The end
date will be the day before the pay rate increase. The earnings and contributions will also
need to be modified.

— Second, you will add another payroll record. The begin date will reflect the first day of the
pay rate increase and the end date will be the last day of the earned period. The new pay
rate, earnings, and contributions will need to reflect what was earned within these dates.

e For online data entry reporters, both records will copy forward for the next earned period
report. Delete the old pay rate record and modify the other/new pay rate record with the
updated earnings and contributions for the full earned period.

Step Actions

First Payroll Record
Step 1 Within the Search and Add New Record to the Report section, enter the
employee’s SSN or CalPERS ID in the appropriate field.

Step 2 Select the Search button.

Step 3 Select the SSN link for the employee’s record you wish to modify.

@ Search and Add New Record to the Report
To search for a record in the existing report, enter or select values from the dropdown list and click Search. To add a new payroll record for a participant, enter a
CalPERS ID or SSN and click Add New.

S — tast mame: |
CalPERS ID:
Record Type: | ~ Transaction Type:
Member Category:
Division: Rate Plan:

Error Message:

@ Records Present in the Report

Select All ‘ Delete H Edit Selected Records ‘ | Save Selection ‘ Apply Mass Update

Earned Member Special
Period Category Compensation
] xeex-xxx-0123 0123456789 City District A PHAM 09/05/2020- 09/18/2020 Miscellaneous Pending Validation $3,454.80 $0.00

SSN CalPERS ID Division Name Status Earnings

[Belect All [ Delete | [ Edit Selected Records | | Save Selection |

Step 4 Within the Maintain Record Details section, modify the End Date to the last day

prior to the pay rate increase.

@ Maintain Record Details

Begin Date:* 01062018 | End Date:* [g1/122018 || Display |

Payroll Record Memo: | |

Step 5 Select the Display button.
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Step 6

Within the Maintain Record Details section, modify the Reportable Earnings.

@ Maintain Record Details

Begin Date:* (01/06/2018 = End Date:* [p1/12/2013 | Display
Payroll Record Memo: I:l

Reported Name and CalPERS ID
CalPERS ID:* [0123456730
LostName:* (Sse | First Name:* [orarce | Middle Name:| |

Earnings
Appointment:* ® City of Gothom : Appt Id - 23992450 : 2000-11-06 : Miscellaneous

Transaction Type:* [Earned Period Reporting V|
Pay Rate Type: [Hourly Pay Rate: $
Reportable Earnings:
Scheduled Full Time Scheduled Full Time

Hours Per Week: Days Per Week:

Total Hours Worked:

Special Compensation: $0.00 View Special Compensation

Step 7

Is there special compensation that needs to be added or modified?
Yes: Continue to step 8

No: Skip to step 16

Step 8

Select the View Special Compensation link.

Step 9

Does a special compensation item need to be modified?

Yes: Within the View Special Compensation section, select the Special
Compensation Category link to modify the item

No: Within the View Special Compensation section, select an Add New button

@ View Special Compensation

Select All | Delete

Mo results found.

Select All | Delete

Return

Step 10

Complete the Maintain Special Compensation Details section.

® Maintain Special Compensation Details

Special Compensation Category:* v

Special Compensation Type:*

Amount:* £0.00

[Save and Add Anothe

Step 11

Does additional special compensation need to be reported?
Yes: Continue to step 12

No: Skip to step 14

Step 12

Select Save and Add Another button.

Step 13

Return to step 10.
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Step 14 Select the Save button.

Step 15 Select the Return link at the bottom right.

Step 16 Within the Maintain Record Details section, Contributions subsection, report the

contribution amount(s) in the appropriate field(s).

Contributions

Taxed Member $ Tax Deferred Member $

Paid Contributions: Paid Contributions:

Tax Deferred Employer Paid $

Member Contributions:

Step 17 Are there service credit purchase deductions to be reported?
Yes: Continue to step 18

No: Skip to step 19

Step 18 Within the Service Credit Purchase Deductions subsection, report contribution
amount(s) in the appropriate field(s).

Service Credit Purchase Deductions

Taxed Member Paid Tax Deferred Member

Contribution: Paid Contribution:

View Employee Rate Summary

Step 19 Select the Save & Continue button.

Second Payroll Record

Step 20 Within the Search and Add New Record to the Report section, select the Add
New button.

@ Search and Add New Record to the Report

To search for a record in the existing report, enter or select values from the dropdown list and click Search. To add a new payroll record for a participant, enter a
CalPERS ID or SSM and click Add New.

s LastNome: [
CalPERS ID: (9376543210
Record Type: | ~ Transaction Type:

Member Category:
Division:
Record Status: L

Error Message: | [
Step 21 Within the Maintain Record Details section, modify the Begin Date to the first

day of the pay increase.

'@ Maintain Record Details
To add details to the record select Display after entering dates.

Begin Date:* [12/28/2019 = End Date:* |01/10/2020 — | Display
Pavroll Record Memo: [ |

View Employee Rate Summary

Step 22 Select the Display button.
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Step 23

Complete the Maintain Record Details section.

@ Maintain Record Details

To add details to the record select Display after entering dates.

Begin Date:* 1212812019 | End Date:* [01/102020 |
PavrollRecord Wemes [ |

Appointment:* () Agency's Mame: Appt Id - 92437366 : 2017-01-28 : Safety - Police : Regular

Earnings

Transaction Type:*
Pay Rate Type: Pay Rate: $
Reportable Earnings: $
Scheduled Full Time Scheduled Full Time
Hours Per Week: Days Per Week:
Total Hours Worked:
Special Compensation: (.9 View Special Compensation
Contributions
Taxed Member $ Tax Deferred Member $
Paid Contributions: Paid Contributions:

Tax Deferred Employer Paid $

Member Contributions:

Service Credit Purchase Deductions

Taxed Member Paid $ Tax Deferred Member $

Contribution: Paid Contribution:

View Emplovee Rate Summary

[Save & Continue] Save & Exif
Note:

e Scheduled Full Time Days Per Week: Modify if pay rate type is daily
¢ Total Hours Worked: Modify only if employee is a retired annuitant

Step 24 Is there special compensation that needs to be added?
Yes: Continue to step 25
No: Skip to step 31
Step 25 Select the View Special Compensation link.
Step 26 Within the View Special Compensation section, select an Add New button.
Mo results found.
Select All | Delete
Step 27 Complete the Maintain Special Compensation Details section.

® Maintain Special Compensation Details

Special Compensation Category:# v

Special Compensation Type:#

Amount:* g0 00

[Save and Add Anothe

Step 28

Does additional special compensation need to be reported?
Yes: Continue to step 29

No: Skip to step 31

Step 29

Select Save and Add Another button.

Step 30

Return to step 27.

Step 31

Select the Save button.
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Step 32 Select the Return link at the bottom right.
Step 33 Enter the contributions within the Contributions subsection.
Contributions
S . TR .
e et (T
Step 34 Are there service credit purchase deductions to be reported?
Yes: Continue to step 35
No: Skip to step 36
Step 35 Within the Service Credit Purchase Deductions subsection, report the
contribution amount(s) in the appropriate field(s).
Service Credit Purchase Deductions
e T e
Step 36 Select the Save & Exit button.

You have completed this scenario.
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Scenario 8: Modify a Payroll Record to add Special Compensation

System Logic
Special compensation needs to be reported with the correct category and type to CalPERS as
earned, not paid.

Step Actions

Step 1 Within the Search and Add New Record to the Report section, enter the
employee’s SSN or CalPERS ID in the appropriate field.
Step 2 Select the Search button.
Step 3 Select the SSN link for the employee’s record you wish to modify.
To search for a record in the existing report, enter or select values from the dropdown list and click Search. To add a new payroll record for a participant, enter a
CalPERS ID or SSN and click Add New.
s | tosthame: |
CalPERS ID:
Record Type: | ~ Transaction Type:
Member Category:
Division: Rate Plan:
Record Status:
Error Message:
@ Records Present in the Report
Select All | Delete | | Edit Selected Records | | Save Selection | Apply Mass Update
S5N CalPERS ID Division ::I:%b:r Status Earnings %%ialnsntion
] xxx-xxx-0123 |0123456789 City District A PHAM 09/05/2020- 09/18/2020 Miscellaneous Pending Validation $3,454.80 $0.00
[Belect All | Delete | [ Edit Selected Records | | Save Selection |
Step 4 If needed, within the Maintain Record Details section, modify the Begin and End
Dates.
@ Maintain Record Details
Begin Date:* — End Date:* [gi/19/2012 | Display
Payroll Record Memo: |:|
View Employee Rate Summary
Step 5 Within the Maintain Record Details section, select the View Special
Compensation link.
Earnings
Appointment:* ® City of Gothom : Appt Id - 10035180 : 1997-06-09 : Miscellaneous
Transaction Type:* [Earned Period Reporfing |
Pay Rate Type: [Hourly v Pay Rate: $
Reportable Earnings: 5
Scheduled Full Time (400 Scheduled Full Time
Hours Per Week: Days Per Week:
Total Hours Worked:
Special Compensation: $0.00 View Special Compensation
Step 6 Within the View Special Compensation section, select an Add New button.
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@ View Special Compensation

Select All | Datate

Mo results found.

Select All | Delete

Return

Step 7

Complete the Maintain Special Compensation Details section.

® Maintain Special Compensation Details

Special Compensation Category:* ~

Special Compensation Type:#

Amount:* £0 00

[Save and Add Anothe

Step 8

Is there additional special compensation to be reported?
Yes: Continue to step 9

No: Skip to step 11

Step 9

Select Save and Add Another button.

Step 10

Return tostep 7.

Step 11

Select the Save button.

Step 12

Select the Return link.

Amount

(] Incentive Pay Longevity Pay £100.00

Select All

Retum

Step 13

Within the Maintain Record Details section, Contributions subsection, report the
contribution amount(s) in the appropriate field(s).

Contributions

Taxed Member 3 Tax Deferred Member %

Paid Contributions: Paid Contributions:

Tax Deferred Employer Paid

Member Contributions:

Step 14

Are there service credit purchase deductions to be reported?
Yes: Continue to step 15

No: Skip to step 16

Step 15

Report the contributions in the Service Credit Purchase Deductions subsection.

Service Credit Purchase Deductions

Taxed Member Paid Tax Deferred Member

Contribution: Paid Contribution:

View Employee Rate Summary

Step 16

Select the Save & Exit button.

You have completed this scenario.
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Scenario 9: Reporting Payroll When an Employee Has Reached the
Compensation Limit

Compensation includes reported earnings and special compensation. Each year, CalPERS
releases a Circular Letter with the annual compensation limits for Classicand New PEPRA
members. Compensation limits affect those who first became members on or after July 1, 1996.

Once the compensation limit has been reached, any compensation over the limit is required to
be reported to CalPERS without member contributions.

System Logic
An error will occur if an earned period record includes compensation with contributions is over
the Internal Revenue Code limit.

Error CRBO0034 The Participant has crossed the IRC 401(a)(17) limits for the calendar year. The total
earnings and special compensation for this Participant for all employers in this calendar year is
$136,440. Report the earnings over IRC401(a)(17) limit of $136,440 without contribution.

Scenario
You are going to submit one earned period record with the compensation up to the limit and its
contributions in an earned period report.

After that record posts, you are going to submit a Prior Period Adjustment record with the
same earned period dates. Compensation that is over the limit won’t include any contributions.

Note: Continue to report the employee’s compensation without member contributions for the
rest of the calendar year.

Step Actions

First Record
Step 1 Within the Search and Add New Record to the Report section, enter the
employee’s SSN or CalPERS ID in the appropriate field.

Step 2 Select the Search button.

Step 3 Select the SSN link for the employee’s record you wish to modify.

@ Search and Add New Record to the Report

To search for a record in the existing report, enter or select values from the dropdown list and click Search. To add a new payroll record for a participant, enter a
CalPERS ID or SSN and click Add New.

s e —
CalPERS ID:
Record Type: | v T fonType: [ |
Member Category:
Division: Rate Plan:

Error Message:

@ Records Present in the Report

Select All | Delete | | EditSelected Records | [ Save Selection | Apply Mass Update

A Member g Special
SSN CalPERS ID Division Name category Status Earnings Compensation

] xoex-xxx-0123 (0123456789 City District A PHAM 09/05/2020- 09/18/2020 Mi: Pending Validati $3,454.80 $0.00

Select All | Delete | | Edit Selected Records | | Save Selection
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Step 4

Within the Record Details section, adjust the reportable earnings and special
compensation to the compensation limit.

End Date:* __01110/2020 aae| -Display

Begin Date:* (12/28/2019 E
PayrollRecord Memos ||

Reported Name and CalPERS ID
CalPERS ID:* 9876543210

Earnings

Appointment:* ©® Agency’s Name : Appt Id - 92437366 : 2017-01-28 : Safety - Police : Regular

Transaction Type:* |Eamned Period Reporting v
Pay Rate Type: Pay Rate: $ 1000

Reportable Earnings: ¢ (3000.0
Scheduled Full Time Scheduled Full Time

Hours Per Week: Days Per Week:

Total Hours Worked:

Special Compensation: $514.46 View Special Compensation

Contributions
Taxed Member $ Tax Deferred Member $ (97916

Paid Contributions: Paid Contributions:

Tax Deferred Employer Paid §

Member Contributions:

Service Credit Purchase Deductions

Taxed Member Paid § Tax Deferred Member §

Paid Contribution:

Contribution:
Return to View Records page View Employee Rate Summary
[Save & Continue] [Save & Exit| Delete Record

Step 5

Report contributions to reflect the compensation that is being reported in this

record.

Step 6

Select the Save & Exit button.

Second Record

Step 7

Within an adjustment report, in the Search a Record in the Report section, enter
the employee’s SSN or CalPERS ID in the appropriate field.

Step 8

Within the Search and Add New Record to the Report section, select the Add
New button.

@ Search and Add New Record to the Report
To search for a record in the existing report, enter or select values from the dropdown list and click Search. To add a new payroll record for a participant, enter a

CalPERS ID or SSN and click Add New.

Record Type: Transaction Type:
Member Category:
Division: Rate Plan:

Record Status:
Error Message:

Step 9

Within the Maintain Records Details section, enter the entire pay period dates in
which the employee reached the compensation limit.

@ Maintain Record Details
To add details to the record select Display after entering dates.

Begin Date:* l:l— End Date:* :|_ Display
Payroll Record Memo: l:l

View Employee Rate Summary

[Save & Continue] Save & Exit

Step 10

Select the Display button to expand the section.

September 29, 2020
Page 31 of 51



Step 11

Within the Maintain Record Details section, complete payroll information in the
Earnings subsection.

(© Maintain Record Details

To add details to the record select Display after entering dates.

Begin Date:* |12/10/2019 = End Date:* [01/10/2020 | Display
Payroll Record Memo: |:|

Earnings

Appointment:* (O AQeNCY's Name: Appt Id - 92911778 : 2020-01-06 : Miscellaneous : Regular

Transaction Type:* | ~
Pay Rate Type: ~ Pay Rate: $

Reportable Earnings: $
Scheduled Full Time Scheduled Full Time

Hours Per Week: Days Per Week:
Total Hours Worked:
Special Compensation: 010 View Special Compensation

Contributions

Taxed Member $ Tax Deferred Member $

Paid Contributions: Paid Contributions:

Tax Deferred Employer Paid $

Member Contributions:

Service Credit Purchase Deductions

Taxed Member Paid $ Tax Deferred Member $

Contribution: Paid Contribution:

View Employee Rate Summary

Save & Continue] [Save & Exit

Note: For this prior period adjustment, enter the remaining reportable earnings
that are over the limit. Do not include any contributions.

Step 12

Select the Save and Exit button.

You have completed this scenario.
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Scenario 10: Pay Rate Threshold

myCalPERS has two pay rate thresholds that will cause an error. The errors require verification
to allow the payroll record to be processed. After the pay rate has been verified, you will need
to re-verify when the pay rate increases more than 5%.

Threshold Conversion

Below are the monthly, hourly and daily thresholds:

Monthly Hourly Daily
| First Threshold $20,000 $116 $924
| Second Threshold $30,000 $174 $1,385

First Threshold
If the monthly pay rate reaches the first threshold, an error code CRB00249 will display at the
top of the page.

@ Errors

Severity Error Code Error Record Text

The reported Pay Rate exceeds the threshold for the Pay Rate Type. Please update your entry
or verify the Pay Rate complies with the Public Employees' Retirement Law.

Exception CRB0O0027 The reported pay rate is not within the 1280 - 14000 range.

Error CRBO0249

You will need to select the “I verify the pay rate is in compliance with the Public Employees’
Retirement Law” check box located at the bottom of the page, then select the Save and
Continue button. The error will clear, and the payroll record will process.

@ Pay Rate Verification
I verify the pay rate is in compliance with the Public Employees' Retirement Law. Verified By:

Second Threshold

If the monthly pay rate reaches the second threshold, an error code CRB00250 will display at
the top of the page.

@ Errors

Severity Error Code Error Record Text
The reported Pay Rate exceeds the maximum threshold for the Pay Rate Type. Please update
your entry or contact us at 888 CalPERS (888-225-7377() to review and verify the Pay Rate.

Exception CRB00027 The reported pay rate is not within the 1280 - 14000 range.

Error CRBO0250

You will need to select the “I verify the Pay Rate is in compliance with the Public Employees’
Retirement Law,” and then contact CalPERS at 888 CalPERS (or 888-225-7377) to review and
verify the pay rate.

@ Pay Rate Verification
I verify the pay rate is in compliance with the Public Employees' Retirement Law. Verified By:

CalPERS Review Completed. Verified By:
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Re-Verification Thresholds

Once a pay rate is verified, it does not need to be re-verified until the pay rate increase

sover

5%. If the pay rate increases over the 5% threshold, error code CRB00260 or/and CRB00261 will

display at the top of the page.

@ Errors
Severity Error Code Error Record Text

The reported Pay Rate requires re-verification. Please update your entry or verify the Pay Rate
Error CRBO0260 complies with the Public Employees’ Retirement Law.

Exception CRBO0027 The reported pay rate is not within the 1280 - 14000 range.

@ Errors

e CRBOMEEd The reported Pay Rate requires re-verification. Please update your entry or verify the Pay Rate
eomplies with the Public Employees’ Retirement Lawi.

The reported Pay Rate requires re-verification. Please update your entry or contact us at 888
CalPERS (888-225-7377193 to review and verify the reported Pay Rate.

Exception CRB00027 The reported pay rate is not within the 1280 - 14000 range.

Error CRBOO261

You will need to complete the pay rate verification process again.
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Unit 4: Process an Earned Period Payroll Report

The Process Report button may be accessed through the Payroll Report Detail page or View
Payroll Records page which will initiate a series of validations on the records within the report.

Payroll Report Statuses

Pending Release
This is a new report that needs to be validated and posted. The report can be cancelled.

Processing
The report undergoes a level 2 validation (Record/Field):

e [fan error is detected, the status will change from “Processing” to “Suspended.” Delete or
correct the error(s), then select the Process Report button to resubmit the report.
e |f no errors are found, the status will change from “Processing” to “Posted.”

Posted
e The report has been processed and all records have posted to the members’ accounts.
e Once posted, an adjustment is required to correct employees’ accounts.

Suspended

e The report may be suspended if there are error(s) or arrears detected. When this occurs, you
may accept valid records (recommended) and correct the errors later. You may use the
Accept Valid Records button once per report.

e The report can be cancelled if no records have posted.

e If you delete all remaining errors/arrears records, the report will still have a “Suspended”
status. To reflect a “Posted” status, process the report again.

‘Hnme ‘Prnﬂla Reporting ‘ Person Information | Education ‘Other Organizations

\WELEL G Billing and Payments  Payroll Schedule  Out-of-Class Validation Member Requests Health Reconciliation  Retirement Appointment Reconciliation

Common Tasks (@ V. City CalPERS ID: 5876543210

Organization Search @ create or Edit Report
Adjustment Reports _ [Method:*| ~|| Continue

Search Payroll
Records by
Participant

(® work On Existing Payroll Reports

Maintain Payroll Program: Fiscal Year: :tea[t)::: v R:{‘):: v

Records Schedule Earned Period [/ Initial Record Report Posted Test Repoi

Preprocessing Area Name  Adjustment Datel] Status Due Date posted Date _ Date Report Name [id

File Upload History 07/03/2020 - 07/03/2020 Pending Release Payroll - Adjustments 07/03/2020 No

Ty —— 06/30/2020 - 06/30/2020 Posted Payroll - Adjustments 06/30/2020 06/30/2020  06/30/2020 No

Summary 06/19/2020 - 06/19/2020 Posted Payroll - Adjustments 06/19/2020 06/19/2020  06/19/2020 No

e 06/19/2020 - 06/19/2020 Posted Payroll - Adjustments 06/19/2020 06/16/2020  06/18/2020 No

e 06/17/2020 - 06/17/2020 Posted Payroll - Adjustments 06/17/2020 06/18/2020  06/18/2020 No

S — 06/16/2020 - 06/16/2020 Posted Payroll - Adjustments 06/16/2020 06/16/2020  06/16/2020 No

[ —— 06/05/2020 - 06/05/2020 Posted Payroll - Adjustments 06/05/2020 06/05/2020  06/05/2020 No
Unresolved Historical ?
A 06/02/2020 - 06/02/2020 Posted Payroll - Adjustments 06/02/2020 06/02/2020  06/02/2020 No
i 05/30/2020 - 06/12/2020 Posted Payroll - Earned Period 07/12/2020 06/24/2020 07/03/2020  07/03/2020 No

I‘S'lj:jrlnjt:gnzmplover 05/19/2020 - 05/19/2020 Posted Payroll - Adjustments 05/19/2020 05/19/2020  05/19/2020 No

e p—— 05/16/2020 - 05/29/2020 Posted Payroll - Earned Period 06/28/2020 06/12/2020 06/17/2020  06/17/2020 No
05/13/2020 - 05/13/2020 Posted Payroll - Adjustments 05/13/2020 05/13/2020  05/13/2020 No
05/11/2020 - 05/11/2020 Posted Payroll - Adjustments 05/11/2020 06/22/2020  06/22/2020 No
05/07/2020 - 05/07/2020 Posted payroll - Adjustments 05/07/2020 05/11/2020  05/11/2020 No
05/05/2020 - 05/05/2020 Posted Payroll - Adjustments 05/05/2020 05/05/2020  05/05/2020 No
05/02/2020 - 05/15/2020 Posted Payroll - Earned Period 06/14/2020 05/28/2020 06/08/2020  06/08/2020 No
04/22/2020 - 04/22/2020 Posted Payroll - Adjustments 04/22/2020 04/22/2020  04/22/2020 No
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Payroll Report Detail Page

Within the Work On Existing Payroll Reports section, select the Earned Period/ Adjustment
Date link.

@ work on Existing Payroll Reports

Program: Fiscal Year: Report v| Report W
Status: Type:

Schedule Eﬂtned Period / Status P Due Date Submit Initial Record Report Posted Test ~

Name Adjustment Datefl = Report Type = Date Posted Date Date Report
05/06/2020 - 05/06/2020 Pending Release Payroll - Adjustments 05/06/2020 No
01/17/2020 - 01/17/2020 Posted Payroll - Adjustments 01/17/2020 01/17/2020 No H. Cool
01/13/2020 - 01/13/2020 Posted Payroll - Adjustments 01/13/2020 01/13/2020 01/13/2020 No Port_lz
01/08/2020 - 01/08/2020 Posted Payroll - Adjustments 01/08/2020 01/08/2020 No Port_D
01/07/2020 - 01/07/2020 Posted Payroll - Adjustments 01/07/2020 01/07/2020 No C. Ked
01/07/2020 - 01/07/2020 Posted Payroll - Adjustments 01/07/2020 01/07/2020 01/07/2020 No Port_D
01/06/2020 - 01/06/2020 Posted Payroll - Adjustments 01/06/2020 01/06/2020 No Port De
12/28/2019 - 01/10/2020 Pending Release Payroll - Earned Period 02/09/2020 05/06/2020 No
12/24/2019 - 12/24/2019 Posted Payroll - Adjustments 12/24/2019 12/24/2019 No Annuitz
12/20{2019 - 12/20/2019 Posted Payroll - Adjustments 12/20/2019 12/20/2019 12/20/2019 No Port_D
12/14/2019 - 12/27/2019 Posted Payroll - Earned Period 01/26/2020 01/08/2020 01/10/2020 01/10/2020 No
12/13/2019 - 12/13/2019 Posted Payroll - Adjustments 12/13/2019 12/16/2019 No Bi Wee
12/09/2019 - 12/09/2019 Posted Payroll - Adjustments 12/09/2019 12/09/2019 12/09/2019 No
12/09/2019 - 12/09/2019 Posted Payroll - Adjustments 12/09/2019 12/09/2019 No J.onkp
12/09/2019 - 12/09/2019 Posted Payroll - Adjustments 12/09/2019 12/09/2019 No Port_N:
12/09/2019 - 12/09/2019 Posted Payroll - Adjustments 12/09/2019 12/09/2019 12/09/2019 No L. Rior
12/06/2019 - 12/06/2019 Posted Payroll - Adjustments 12/06/2019 12/06/2019 No 1. Onk
11/30/2019 - 12/13/2019 Posted Payroll - Earned Period 01/12/2020 12/26/2019 12/30/2019 12/30/2019 No
11/25/2019 - 11/25/2019 Posted Payroll - Adjustments 11/25/2019 12/02/2019 No Bi Wee
11/25/2019 - 11/25/2019 Posted Payroll - Adjustments 11/25/2019 11/25/2019 No W. Tak
11/19/2019 - 11/19/2019 Posted Payroll - Adjustments 11/19/2019 11/19/2019 11/19/2019 No Port_N:
11/18/2019 - 11/18/2019 Posted Payroll - Adjustments 11/18/2019 11/18/2019 No L. Ram
11/16/2019 - 11/29/2019 Posted Payroll - Earned Period 12/29/2019 12/12/2019 12/16/2019 12/16/2019 No
11/14/2019 - 11/14/2019 Posted Payroll - Adjustments 11/14/2019 11/14/2019 11/14/2019 No Annuitz
11/13/2019 - 11/13/2019 Posted Payroll - Adjustments 11/13/2019 11/18/2019 No Backou,

Showing records 1 - 25 | First << Previous 1234567891011 Next>> Last| View Max

>

Within the Payroll Report Detail page, you can view the payroll report statistics (number of
records reported, posted, unposted, and with errors) of the selected payroll report.

® Report Details
Report Type: Payroll - Earned Period Earned Period: 12/28/2019 - 01/10/2020 Report Status: Pending Release
Program: CalPERS Schedule Name: Test Report: No
Report Name:

® Report Statistics
Records Reported Records Posted Unposted Records Records with Errors
Total 84 0 84 1

® Records Statistics

Records Reported Records Posted Unposted Records Records with Errors
Payroll Record 84 (1] 84 1
Service Credit Purchase Deduction Record 5 0 5 0
@ Pa Report Summary

Uncategorized earnings and contributions can occur in reports in Pending Release status that have not been processed
or in reports in Suspended status that have records in error. Total Contributions is the sum of reported contributions and
deductions, excluding reported earnings.

Earnings
25846 Safety - Police $8,514.46 $532.47 $1,582.24 $0.00 $0.00 $2,114.71
Uncategorized $340,410.35 $30,578.74 $0.00 $0.30 $331.63 $30,919.67
Totals $348,024.81 $31,111.21 $1,582.24 $9.30 $321.63 $32,034.38

® Generate Report
Report Type:
@) Payroll Record Errors Report
) Payroll Record Exceptions Report

enerate Report]

@ override Report Details

The report name you enter is not saved until you select the Update Report Name button.
Report Name: | ‘

pdate Report Namej

[Process Repor [Cancel Reporf [Generate Report Summary]| View Records

Return to Manage Reports
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Accept Valid Records Button

If the report suspends due to records with errors, you can accept the valid records to post to
member accounts and correct and/or delete the error records later. You will then have 60 days
to fix or delete errors to avoid a $200 late correction fee.

If the report suspends due to arrears, then select the Accept Valid Records button to post both
the valid records and the Arrears Apply- Employer Paid records.

The Accept Valid Records button is displayed for specific report types (Earned, Adjustment,
and/or Gap) and if the report has one record with a ‘Valid’ or ‘Arrears Apply — Employer Paid’
status and no records in ‘Posted’ status (See figure below). You may use the Accept Valid
Records button once per report.

@ Report Statistics

|| AcceptValid Records
Records Reported Records Posted Unposted Records Records with Errors

Total 615 0 615 2

Payroll Report Summary
View the total contributions of a payroll report without having to generate a Cognos report.

[:‘D Payroll Report Summary

Uncategorized earnings and contributions can occur in reports in Pending Release status that have not been processed
or in reports in Suspended status that have records in error. Total Contributions is the sum of reported contributions and
deductions, excluding reported earnings.

Rate Plan Member Total Member Member Employer 1959 Survivor Service Cily
Identifier Category Earnings Contributions  Contributions Contribution

161 Miscellaneous  $360,765.10 $24,530.63 $27,796.08 $0.00 $423.52

162 Safety - Fire $40,841.99 $3,675.78 $6,926.39 $8.37 $568.03

Safety - County

25137 peace Officar | $2422.50 $260.42 $410.83 40.03 $0.00

26088 Miscellaneous  $93,024.77 $5,814.05 $7,240.12 $0.00 $821.81 .,
Totals $497,054.36  $34,280.88 $42,373.42 $9.30 $1,813.36

£ >

Generate Report Summary Button

This is at the bottom left of the page and is used to view a financial data summary of the payroll
report in a Cognos report. See Unit 4, Scenario 3: The Error List, Payroll Exception, and Payroll
Summary Reports.

[Process Repord [Cancel Repord [Generate Report Summary| View Records

Return to Manage Reports

Override Report Details

You may give your report a name. Complete the Report Name field, then select the Update
Report Name button to save the name. Select the Yes button to confirm the name. A report
name cannot be changed once the report has posted.

G’) Override Report Details
The report name you entar is not saved until yvou select the Update Report Name button.

Report Name: | |

[Update Report Name|
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Cancel Report Button
You can cancel reports without posted records. For example:

e File reporters can cancel a test or non-test report prior to a new file submission for same
earned period

e Cancel adjustment reports created in error

e Cancel copy forwarded reports that are pending release or in suspended status without any
posted records

Process Report [Cancel Repori [Generate Report Summary| View Records

eturn to Manage Reports

Contents

Scenario 1: Process an Earned Period Payroll REPOIt......ccveeeeciveeieciiiee et 39
SCENATIO 2: PAYFOIl SUMNVEY ..ottt sttt st st sbe e s aa e st e e b e e naeesaeesnseenee 41
Scenario 3: The Error List, Payroll Exception, and Payroll Summary Reports ......ccccevveeeecrvereennee. 42
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Scenario 1: Process an Earned Period Payroll Report

Process your report through the Payroll Report Detail page or the View Payroll Records page.

Step Actions

Payroll Report Detail Page

Step 1

Select the Reporting global navigation tab.

Step 2

Within the Work On Existing Payroll Reports section, select the appropriate
Earned Period / Adjustment Date link.

‘Hnme ‘Prbﬁle Reporting ‘Persan Information ‘Edn:ation |0ther0rganizalions

Manage Reports

Billing and Payments Payroll Schedule  Out-of-Class Validation Member Requests Health iliation

Common Tasks @ VN City CalPERS ID: 9876543210

(o]0 ELFZIWELEY MMl (© Create or Edit Report
Adi Reports _ | V]| Continue

Search Payroll
Records by
Participant

® work On Existing Payroll Reports

et gl Program: Fiscal Year: v sl::;::;t v R;;;:; ~
LT R chedule Earned Period / Initial Record Report Posted Tast  Repos
Preprocessing Area Name _ Adjustment Datefl Status DueDate Posted Date _Date Report Name
File Ugluad Histaq 07/03/2020 - 07/03/2020 Pending Release Payroll - Adjustments 07/03/2020
Retirement Contract 06/30/2020 - 06/30/2020 Posted Payroll - Adjustments 06/30/2020 06/30/2020 06/30/2020 No
Summary 06/19/2020 - 06/19/2020 Posted Payroll - Adjustments 06/19/2020 06/19/2020 06/19/2020 No
Maintain DA 06/19/2020 - 06/19/2020 Posted Payroll - Adjustments 06/19/2020 06/19/2020 06/19/2020 No
Deductions 06/17/2020 - 06/17/2020 Posted Payroll - Adjustments 06/17/2020 06/19/2020 06/19/2020 No
T A B 06/16/2020 - 06/16/2020 Posted Payroll - Adjustments 06/16/2020 06/16/2020  06/16/2020  MNo
O et Bt | 06/05/2020 - 06/05/2020 Posted payroll - Adjustments 06/05/2020 06/05/2020  06/05/2020  MNe
B s 06/02/2020 - 06/02/2020 Posted payroll - Adjustments 06/02/2020 06/02/2020  06/02/2020  MNe
P — 05/30/2020 - 06/12/2020 Posted payroll - Earned Period 07/12/2020 06/24/2020 07/03/2020  07/03/2020 Mo
ESL?ZQHZ’“""’VE' 05/19/2020 - 05/19/2020 Posted payroll - Adjustments 05/19/2020 05/19/2020  05/19/2020 No
Documents 05/16/2020 - 05/29/2020 Posted Payroll - Earned Period 06/28/2020 06/12/2020 06/17/2020 06/17/2020 No
05/13/2020 - 05/13/2020 Posted Payroll - Adjustments 05/13/2020 05/13/2020 05/13/2020 No
05/11/2020 - 05/11/2020 Posted Payroll - Adjustments 05/11/2020 06/22/2020 06/22/2020 No
05/07/2020 - 05/07/2020 Posted Payroll - Adjustments 05/07/2020 05/11/2020 05/11/2020 No
05/05/2020 - 05/05/2020 Posted Payroll - Adjustments 05/05/2020 05/05/2020 05/05/2020 No
05/02/2020 - 05/15/2020 Posted Payroll - Earned Period 06/14/2020 05/28/2020 06/08/2020  06/08/2020 Mo
04/22/2020 - 04/22/2020 Posted Payroll - Adjustments 04/22/2020 04/22/2020  04/22/2020 Mo

Step 3

From the Payroll Report Detail page, select the Process Report button.

©@ Generate Report

Report Type:
@ Payroll Record Errors Report
O Payroll Record Exceptions Report

Generate Report

®@ override Report Details

The report name you enter is not saved until you select the Update Report Name button.

Report Name: | |

Update Report Name

Process Report Cancel Report| (Generate Report Summary View Records

Return to Manage Reports

Step 4

Select the Yes button under the Confirmation Page section to confirm the

request to process the report.

@ Confirmation Page

Do you want to process this report?

Step 5

Select the Save & Exit button.

You have completed this scenario.
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View Payroll Records Page

Step 1

Select the Reporting global navigation tab.

Step 2

Within the Work On Existing Payroll Reports section, select the appropriate
Earned Period / Adjustment Date link.

to: Content | Footer | Welcome ANNIMAL | Help | Contact Us | Log out  July 22, 2020

myCaIPERS This is the File Readiness Testing environment.

‘ Home ‘ Profile ‘ Person Information ‘ Education ‘ o Organizations

Out-of-Class Validation

Member Request: Health

CELELELGETEN Billing and Payments

Payroll Schedule

Common Tasks @

Organization Search  [JONNT e R d L]

Reports | || Continue

Search Payroll

Name: City CalPERS ID: 9876543210
*Required Fields

E::t‘i];f‘;g! ® work On Existing Payroll Reports
—farcpant Program: Fiscal Year: 2 Report v| Report ~
Maintain Payroll et T
B sl Schedule Earned Period / ot Record Report Posted Test
Preprocessing Area Name Adjustment Datel] Status Report Type Due Date Date
File Upload History 07/03/2020 - 07/03/2020 Pending Release Payroll - Adjustments 07/03/2020 No
Retirement Contract 06/30/2020 - 06/30/2020 Posted Payroll - Adjustments 06/30/2020 06/30/2020  06/30/2020  No
Summary 06/19/2020 - 06/19/2020 Posted payroll - Adjustments 06/19/2020 06/19/2020  06/19/2020  No
——— 06/19/2020 - 06/19/2020 Posted payroll - Adjustments 06/19/2020 06/19/2020  06/19/2020  No
Deductions 06/17/2020 - 06/17/2020 Posted payroll - Adjustments 06/17/2020 06/19/2020  06/19/2020  No
T [T 06/16/2020 - 06/16/2020 Posted Payroll - Adjustments 06/16/2020 06/16/2020  06/16/2020  No
e | 06/05/2020 - 06/05/2020 Posted Payroll - Adjustments 06/05/2020 06/05/2020  06/05/2020  No
DA Errore 06/02/2020 - 06/02/2020 Posted payroll - Adjustments 06/02/2020 06/02/2020  06/02/2020  No
e 05/30/2020 - 06/12/2020 Posted payroll - Earned Period 07/12/2020 06/24/2020 07/03/2020  07/03/2020 Mo
ES;:S;;’"'J'DVE' 05/19/2020 - 05/19/2020 Pested payroll - Adjustments 05/19/2020 05/19/2020 05/19/2020 No
B " 05/16/2020 - 05/29/2020 Posted Payroll - Earned Period 06/28/2020 06/12/2020 06/17/2020  06/17/2020 Mo
05/13/2020 - 05/13/2020 Posted Payroll - Adjustments 05/13/2020 05/13/2020  05/13/2020  No
05/11/2020 - 05/11/2020 Posted payroll - Adjustments 05/11/2020 06/22/2020  06/22/2020  No
05/07/2020 - 05/07/2020 Posted payroll - Adjustments 05/07/2020 05/11/2020  05/11/2020  No
05/05/2020 - 05/05/2020 Posted payroll - Adjustments 05/05/2020 05/05/2020  05/05/2020  No
05/02/2020 - 05/15/2020 Posted Payroll - Earned Period 06/14/2020 05/28/2020 06/08/2020  06/08/2020 Mo
04/22/2020 - 04/22/2020 Posted Payroll - Adjustments 04/22/2020 04/22/2020  04/22/2020  No

Step 3

Select the View Records link at the bottom right of the page.

Report Type:
@ Payroll Record Errors Report
O Payroll Record Exceptions Report

Generate Report.

(© Override Report Details

The report name you enter is not saved until you select the Update Report Name button.

Report Name: | |

Update Report Name

Process Report| Cancel Report| (Generate Report Summary View Records

Return to Manage Reports

Step 4

Select the Process Report button.

She
elect Al [ Delete | | Edit Selected Records | [ Save Selection |

ing records 1 - 25 | First << Previous 1234 Next>> Last | View Max

Process Reporf [Generate Report Summary| View Payroll Report Summary

Step 5

Select the Yes button under the Confirmation Page section to confirm the
request to process the report.

@ Confirmation Page

Do you want to process this report?

You have completed this scenario.
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Scenario 2: Payroll Survey

Every 90 days, you will receive a short survey after submitting a payroll report in myCalPERS.
CalPERS reviews the survey results to gauge customer satisfaction of myCalPERS and to target
process improvement.

o |f you take or decline to take the survey, it will suppress for 90 days.
e |f the survey is ignored, it will appear when you complete your next payroll submission.

Take a Short Survey

Tell us about your experience processing payroll reporting.

Very Very
Rate your satisfaction with the following items: Satisfied Satisfied Dissatisfied  Dissatisfied

The ease of completing payroll reporting

The simplicity of the process from end to end
The ease of navigating through the process
Your overall satisfaction with this experience

Very Very
Rate your level of comfort with the following item: Comfortable  Comfortable Uncomfortable Uncomfortable

How comfortable do you feel using my|CalPERS?

Do you have any suggestions for improving the payroll reporting process?

500 characters left (Maximum 500 characters)

[ Check if you want us to contact you about your comments.

Submit Survey | | Cancel Survey

Contact You About Your Comment

¥ Check if you want us to contact you about your comments.

First Name (required) Last Name (required)

Preferred Contact Method (required)
O Phone

O Email

Submit Survey ‘ ’ Cancel Survey
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Scenario 3: The Error List, Payroll Exception, and Payroll Summary Reports
Within the Payroll Report Detail page, you will run three reports:

e Error List Report=Lists the records with errors and error descriptions

e Payroll Exception Report=Lists the records with a Valid with Exception status and the
exception descriptions

e Payroll Report Summary=Lists the report statistics and financial summary for the earned
period report. You may select the Earned Period/Payroll Adjustment Date link to view the
Contribution Detail Report.

System Logic

The Error List Report and the Payroll Exception Report will not retrieve pending validation
records. Before running these reports, you need to validate each record to update the status
from Pending Validation to Valid or Valid with Exceptions.

Step Actions
Step 1 Select the Reporting global navigation tab.

Step 2 Within the Work On Existing Payroll Reports section, select the appropriate
Earned Period / Adjustment Date link.

‘Hnme ‘Pmﬁ]e Reporting ‘Persnn Information ‘Edm:ation |0ther Organizations

UEURLE e Billing and Payments  Payroll Schedule  Out-of-Class Validation  Member Requests  Health iliation

Common Tasks (D [V city CalPERS ID: 9876543210

(oI CLIFEUENELCI MM (© Create or Edit Report
i Reports | '—V‘ Continue

Search Payroll

Records by
Participant

® work On Existing Payroll Reports

ey Program: Fiscal Year: v E;l;(;'::rt v R;eyp:: v

Records Schedule Eorned Period / ot Record ReporiPosted Test Repo

Preprocessing Area Name  Adjustment Datefl nfus DRauo Date Date [»

File Upload History 07/03/2020 - 07/03/2020 Pending Release Payroll - Adjustments 07/03/2020 No

Retirement Contract 06/30/2020 - 06/30/2020 Posted Payroll - Adjustments 06/30/2020 06/30/2020 06/30/2020 No

Summary 06/19/2020 - 06/19/2020 Posted Payroll - Adjustments 06/19/2020 06/19/2020 06/19/2020 No

Maintain DA 06/19/2020 - 06/19/2020 Posted Payroll - Adjustments 06/19/2020 06/19/2020 06/19/2020 No

e o 06/17/2020 - 06/17/2020 Posted payroll - Adjustments 06/17/2020 06/19/2020  06/18/2020 Mo

e TR B 06/16/2020 - 06/16/2020 Posted payroll - Adjustments 06/16/2020 06/16/2020  06/16/2020 Mo

Bl — 06/05/2020 - 06/05/2020 Posted payroll - Adjustments 06/05/2020 06/05/2020  06/05/2020 Mo
Unresolved Historical ]
DA Errore 06/02/2020 - 06/02/2020 Posted payroll - Adjustments 06/02/2020 06/02/2020  06/02/2020 Mo
D 05/30/2020 - 06/12/2020 Posted payroll - Earned Period 07/12/2020 06/24/2020 07/03/2020  07/03/2020 Mo

ES:::QE“""’VE' 05/19/2020 - 05/19/2020 Posted payroll - Adjustments 05/19/2020 05/19/2020 05/19/2020 Ne

Documents 05/16/2020 - 05/29/2020 Posted Payroll - Earned Period 06/28/2020 06/12/2020 06/17/2020 06/17/2020 No
05/13/2020 - 05/13/2020 Posted Payroll - Adjustments 05/13/2020 05/13/2020 05/13/2020 No
05/11/2020 - 05/11/2020 Posted Payroll - Adjustments 05/11/2020 06/22/2020 06/22/2020 No
05/07/2020 - 05/07/2020 Posted Payroll - Adjustments 05/07/2020 05/11/2020 05/11/2020 No
05/05/2020 - 05/05/2020 Posted Payroll - Adjustments 05/05/2020 05/05/2020 05/05/2020 No
05/02/2020 - 05/15/2020 Posted payroll - Earned Period 06/14/2020 05/28/2020 06/08/2020  06/08/2020 Mo
04/22/2020 - 04/22/2020 Posted payroll - Adjustments 04/22/2020 04/22/2020  04/22/2020 Mo

Step 3 If you want to run the...
Error List Report or the Payroll Exception Report: Continue to step 4

Payroll Summary Report: Skip to step 6

September 29, 2020
Page 42 of 51



Step 4

Within the Generate Report section, select the Payroll Record Errors Report or
the Payroll Record Exceptions Report radio button.

® Report Details
Report Type: Payroll - Earned Period Earned Period: 08/10/2019 - 08/22/2019 Report Status: Pending Release
Program: CalPERS Schedule Name: Test Report: No

Report Name:

® Report Statistics
Records Reported Unposted Records Records with Errors

Total 2351 o 3251 o

@ Records Statistics

Record Type Records Reported Records Posted Unposted Records Records with Errors
Payroll Record 3351 o 3351 o
Service Credit Purchase Deduction Record 55 o 55 o

@' Payroll Report Summary
Uncategorized earnings and contributions can occur in reports in Pending Release status that have not been processed
or in reports in Suspended status that have records in error. Total Contributions is the sum of reported contributions and

deductions, excluding reported earnings.

Total Member 1959 Survivor
fies E; Col b n
Uncategorized $13,374,863.86  $1,309,656.26 $0.00 $395.25 $13,148.33 $1,323,199.84
Totals $13,374,863.86 $1,309,656.26 $0.00 $395.25 $13,148.33 $1,323,199.84
Report Type:

(® Payroll Record Errors Report
() Payroll Record Exceptions Report

Generate Report

@ Override Report Details

The report name you enter is not saved until you select the Update Report Name button.

Report Name: | |

Update Report Name!

Process Report| Cancel Report Generate Report Summary View Records

Return to Manage Reparts

Step 5

Select the Generate Report button.

Step 6

At the bottom of the page, select the Generate Report Summary button to
access the Payroll Report Summary.

You have completed this scenario.
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Unit 5: Reconcile Unposted Payroll Records

CalPERS will assess a $200 late reporting fee for each earned period report that has at least one
missing payroll record after the earned period report due date (30 days after the end day of the
earned period). There will be an additional $200 administrative fee for each missing retired
annuitant payroll record.

In this unit, you will use the Payroll Schedule local navigation link to reconcile your
appointments by earned period. Within each earned period, you may view a list of
appointments that did not have payroll reported. You may maintain each appointment or
confirm unposted payroll records for multiple employees at one time.

System Logic

e This option is available 15 days before the earned period end date.

e Maintaining the appointments or confirming missing payroll records within the Payroll
Schedule pages automatically updates the list.

e Transactions completed outside the Payroll Schedule page (e.g., posting payroll adjustment
records or updating their profile page) will update the list after the nightly batch.

e When maintaining your appointments, myCalPERS allows you to select up to multiple
appointments to the shopping cart feature to reduce steps. Use the Skip Appointment button
if you do not want to maintain the appointment that was selected.

e An On Leave appointment event less than six months with no end date or has an end leave
date will not display. Once the leave has exceeded six months or the end leave date ends, the
employee will be included in the Retirement Appointment Reconciliation (RAR) process.

e The View link displays under the Participants with Unposted Payroll column when there are
appointments to reconcile.

Best Practices

e By waiting to reconcile your payroll at least one day after your payroll posts saves time,
because only the appointments missing payroll display.

e Report zero-payroll record instead of confirming unposted payroll records for employees who
will be off pay status for more than 6 months.

e After payroll has been reconciled, continue to check if the View link displays under the
Participants with Unposted Payroll column due to a retroactive new enrollment.

Scenario: Confirm Unposted Payroll

Step Actions
Step 1 Select the Reporting global navigation tab.

Step 2 Select the Payroll Schedule local navigation link.
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Step 3

Within the Existing Payroll Schedules section, select the appropriate payroll
schedule View Periods link.

‘ Home H Profile ‘l Person Information H Education H Other Organizations |

Manage Reports  Billing and Payments |20 B0 CLITER Qut-of-Class Validation  Member Health iliation i Appointment Reconciliation
L] Name: City CalPERS ID: 9876543210

Fees List @ Payroll Schedule Options
Method:* () Add New Payroll Schedule
() Request Extension for Existing Payroll Schedule
(O Request Exemption for Non-Reportable Payroll Earned Period

Continue

@ Select A Prograi

Lpieper |

Existing Payroll Schedules
Name Begin Date Status
Bi-Weekly 06/19/1982 Approved

Step 4

Within the Payroll Periods section, select the appropriate Fiscal Year from the
drop-down list.

Name: myCalPERS System Training CalPERS ID: 1234567550

® Schedule Details
Type: Bi-Weekly Name:
Status: Approved Program: CalPERS
Schedule Begin Date: 06/19/1982

(U payroll Periods

Fiscal Year: 55725515 | [ Display
unposted Payroll

Earned Period

06/15/2019-06/28/2019 07/28/2019
06/01/2019-06/14/2019 07/14/2019
05/18/2019-05/31/2019 06/30/2019
05/04/2019-05/17/2019 06/16/2019

Step 5

Select the Display button.

Step 6

Under the Participants with Unposted Payroll column, select the appropriate

View link.

Name: myCalPERS System Training CalPERS ID: 1234567850

@ schedule Details

Type: Bi-Weekly Name:
Status: Approved Program: CalPERS
Schedule Begin Date: 06/19/1982

() payroll Periods

Fiscal Year: 55155015 v| [ Display

Earned Period Boport Report Submitted ~ LoPort Report Status
Due Date Post Date

06/15/2019-06/28/2019  07/28/2019

06/01/2019-06/14/2019  07/14/2019

05/18/2019-05/31/2019  06/30/2019

05/04/2019-05/17/2019  06/16/2019

04/20/2019-05/03/2019  06/02/2019

04/06/2019-04/19/2019 05/19/2019

03/23/2019-04/05/2019 05/05/2016  04/19/2019 Suspended @

03/09/2019-03/22/2019 04/21/2019

02/23/2019-03/08/2019 04/07/2019 03/21/2019 03/25/2019 Posted
02/09/2019-02/22/2019 03/24/2019  03/06/201% 03/08/2019  Posted
01/26/2019-02/08/2019 03/10/2019  02/21/2019 02/21/2019  Posted
01/12/2019-01/25/2019 02/24/2019  02/07/2019 02/08/2019  Posted
12/29/2018-01/11/2019 02/10/2019 01/24/2019 01/28/2019 Posted
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Step 7

The Search for Participants with Unposted Payroll section can be filtered by
selecting different fields. If there are no filters selected, continue to the
Participants with Unposted Payroll section.

@ Unposted Payroll Reconciliation

Earned Period: 03/23/2019 - 04/05/2019 Total Number of Appointments Listed: 3538
@ Search for Participants with Unposted Payroll

Program: |CalPERS v

iision: ivision CatpeRs T0: (|

B — Particpant CalPeRs 101 |
Member Category/ Rate Plan: Member Account Status:
Appt Status: Retired Annuitant:

Search i Clear

Step 8

Select the appropriate Participant CalPERS ID check boxes to confirm unposted
payroll.

Name: myCalPERS System Training CalPERS ID: 0123456789

® unposted Payroll Reconciliation

Fees List
Earned Period: 03/23/2019 - 04/05/201% Total Number of Appointments Listed: 3538
Program: CalPERS v
Divisions 7] Division CalPERS IO [
Last Name: Participant CalPERS ID: :
SSN:
Member Category/ Rate Plan: v b Status: v
Appt Status: v Retired Annuitant:

Search

@ Participants with Unposted Payroll
Payroll has not been posted for the following participants. Please report payroll or select the applicable appointments to confirm payroll is not reportable or
naintain the enrollment.
Celect All
[ Maintain Encoliment | [ Confirm Unpasted Payroll | h
how entries
Ehowing 1 to 25 of 1,000 entries First  Previous | 1 i 2 3 4 5 .. 40 Next |Last

X Member - Last Reported Projected
:.wens ;‘; Name Appt ID g’a".:_s Account :::"?dnl Division ~ Payroll Record  Rate Plan  Member
Status Status Contributions
[] |1234567890 Kovacs, Walter 92420166 Active  Active No Posted 27415 $0.00
# [] P334567890 lupiter, Laurie 45264630 Active Active Ne Posted 893 £0.00
(] 441234560 Vedit, Adrian 21244970 Active  Active No Posted 300 $0.00

Tip: Use the Show entries drop-down list and Select All link to allow up to 500
employees to be selected at once.

Step 9

Select the Confirm Unposted Payroll button.

You have completed this scenario.
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Unit 6: Add Payroll Schedules
You can request new payroll schedules: Monthly, semi-monthly, bi-weekly, and quadri-weekly.
System Logic

You will receive a letter after your request is submitted. After CalPERS approves the new payroll
schedule, you will receive a letter, and then you may report payroll using this schedule.

Step Actions

Step 1 Select the Reporting global navigation tab.
Step 2 Select the Payroll Schedule local navigation link.
Step 3 Within the Payroll Schedule Options section, select the Add New Payroll

Schedule radio button.

‘ Home " Profile ‘l Person Information H Education H ‘Other Organizations

Manage Reports  Billing and Payments | =\ e LT ES Out-of-Class Validation  Member Health iliation  Retil it Appointment

CalPERS ID: 9876543210
Menu ® *Required Fields

Method:* © Add New Payroll Schedule
) Request Extension for Existing Payroll Schedule
() Request Exemption for Non-Reportable Payroll Earned Period

Continue

@ Sclect A Program
Program: [CalPERS v| | Display

@ Existing Payroll Schedules View More Actions»|

Type Name Begin Date Status View Periods
Bi-Weekly 06/19/1982 Approved View Periods
Step 4 Select the Continue button.
Step 5 Complete the Maintain Payroll Schedule Details section.
Name: City Of Gotham CalPERS ID: 9876543210

*Required Fields

® Maintain Payroll Schedule Details

Program:* | CalPERS v

Payroll Schedule [Monthly v
Type:*
Schedule Name:* |Monthly
Begin Date:* [03/022018 |7~
Reason:* |New payroll schedule for monthly employees. Ii
|
Step 6 Select the Save button.

You have completed this scenario.
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Unit 7: Request Extension for Earned Payroll Reporting

System Logic

e Payroll extension requests must be made 10 business days prior to the payroll due date and
no more than 30 days after the due date. Otherwise, myCalPERS will not provide an extension
request option.

o |f myCalPERS does not provide an extension request option and a late fee has been assessed
for the selected earned period, you may request a waiver of penalties through the waiver
request and dispute process.

e Within 2-5 business days, the Extension Status will update to reflect approved or rejected.

Step Actions

Step 1

Select the Reporting global navigation tab.

Step 2

Select the Payroll Schedule local navigation link.

Step 3

Within the Payroll Schedule Options section, select the Request Extension for
Existing Payroll Schedule radio button.

"Home |[Profile ‘l Person Information H Education 'H'Dther Organizations |

Manage Reports  Billing and Payments |23 Bee BLTER Out-of-Class Validation  Member Health iliation  Retil it Appointment Reconciliation

Common Tasks @ esepeT CalPERS ID: 9876543210

Fees List @ Payroll Schedule Options
Method:* © Add New Payroll Schedule
) Request Extension for Existing Payroll Schedule
() Request Exemption for Nen-Reportable Payroll Earned Peried

Continue

@ Select A Program

Program: Display

View More Actions>»|
View Periods
Approved View Periods

@® Existing Payroll Schedules

Type Begin Date
Bi-Weekly 06/18/1982

Step 4

Select the Continue button.

Step 5

Complete the Maintain Reporting Extension section.

@ Maintain Reporting Extension

Program: | CalPERS
Payroll Schedule Type:* | gi-weekly :: +

Earned Period:* [02/22/2020 - 03/06/2020 |
Report Due Date: 04/05/2020
Requested Extension Date:* | |—

Approved Extension Date:
Reason for Extension:*

Step 6

Select the Save button.
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Step 7

View the status of your request under the Extension Status column.

Payroll Periods

iscal Year: [ 5010/2020 | | Display

Earned Period

Report

Report Status

Extension

tion

Participants with

06/13/2020-06/26/2020
05/30/2020-06/12/2020
05/16/2020-05/29/2020
05/02/2020-05/15/2020
04/18/2020-05/01/2020
04/04,/2020-04/17/2020
03/21/2020-04/03/2020
03/07/2020-03/20/2020
02/22/2020-03/06/2020
02/08/2020-02/21/2020
01/25/2020-02/07/2020
01/11/2020-01/24/2020
12/28/2019-01/10/2020
12/14/2019-12/27/2019
11/30/2019-12/13/2019
11/16/2019-11/29/2019
11/02/2019-11/15/2019
10/19/2019-11/01/2019
10/05/2019-10/18/2019
09/21/2019-10/04/2019
09/07/2019-09/20/2019
08/24/2019-09/06/2019
08/10/2019-08/23/2019
07/27/2019-08/09/2019
07/13/2019-07/26/2019
06/29/2019-07/12/2019

Display

Due Date

07/26/2020
07/12/2020
06/28/2020
06/14/2020
05/31/2020
05/17/2020
05/03/2020
04/19/2020
04/05/2020
03/22/2020
03/08/2020
02/23/2020
02/09/2020
01/26/2020
01/12/2020
12/29/2019
12/15/2019
12/01/2019
11/17/2019
11/03/2019
10/20/2019
10/06/2019
09/22/2019
09/08/2019
08/25/2019
08/11/2019

- Report
Report Submitted
Report Submitted Post Date

01/08/2020
12/26/20189
12/12/2019
11/26/2019
11/14/20189
10/31/20189
10/18/20189
10/08/2019
09/19/2019
09/17/2019
08/21/2019
08/08/2019
07/31/2019

01/10/2020
12/30/2019
12/16/2019
11/27/2019
11/18/2019
11/01/2019
10/25/2019
10/11/2019
09/30/2019
09/18/2019
08/23/2019
08/19/2019
08/05/2019

Posted
Posted
Posted
Posted
Posted
Posted
Posted
Posted
Posted
Posted
Posted
Posted
Posted

Status

Pending Approval
Pending Approval

Unposted Payroll

You have completed this scenario.
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CalPERS Resources

Obtain more information by visiting the CalPERS website at www.calpers.ca.gov.

e myCalPERS Student Guides & Resources
Pathway: CalPERS website > Employers > | Want To...: Find myCalPERS Student Guides

e Online Classes for Employers (PDF)
Pathway: CalPERS website > Employers > | Want To...: Find myCalPERS Student Guides >
Online Classes for Employers (PDF)

e Employer Education Schedule (PDF)
Pathway: CalPERS website > Employers > | Want To...: Find myCalPERS Student Guides >
Employer Education Schedule (PDF)

e myCalPERS Technical Requirements

Pathway: CalPERS website > Employers > myCalPERS Technical Requirements

e Public Agency & Schools Reference Guide (PDF)
Pathway: CalPERS website > Employers > Policies & Procedures > Reference & Health Guides
> Public Agency & Schools Reference Guide (PDF)

e Circular Letters

Pathway: CalPERS website > Employers > Policies & Procedures > Circular Letters
e Public Employees' Retirement Law (PERL)

Pathway: CalPERS website > About > Laws, Legislation & Regulations > Public Employees’
Retirement Law (PERL)
e myCalPERS Employer Reports (Cognos) Catalog

Pathway: CalPERS website > Employers > myCalPERS Technical Requirements > myCalPERS
Employer Reports (Cognos) Catalog

— Collective Outstanding Payroll Error Report
— Collective Outstanding Payroll Exception Report
— Contribution Summary for a Fiscal Year Report
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CalPERS Contacts

Email

e To contact the employer educators for questions and inquiries, email
CalPERS_Employer_Communications@CalPERS.CA.GOV

e To contact the Employer Response Team for assistance with your most critical, complex, or
time-sensitive issues, email ERT@CalPERS.CA.GOV

e To contact CalPERS Membership Unit for questions regarding membership eligibility or if a

non-contributory employee does not have the Earned Period No Contribution and No Service
in the Transaction Type drop-down list, email Membership_Reporting@CalPERS.CA.GOV

e To contact the Compensation Compliance & Review Unit for special compensation questions
and inquiries, email MOU_Review @ CalPERS.CA.GOV

Phone or Fax

You can reach CalPERS at 888 CalPERS (or 888-225-7377), Monday through Friday, 8:00 a.m. to
5:00 p.m., except on state holidays.

e TTY: (877) 249-7442 (This number does not accept voice calls)
e CalPERS centralized fax number: (800) 959-6545

e Employer Response Team phone number: (800) 253-4594
Submit Inquiry

You can send secure messages through myCalPERS. Expand the Common Tasks left-side
navigation folder and select the Submit Inquiry link to submit a question or request.
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