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Setting Up EFT Accounts & Making Payments

Overview

Course
Description

Welcome to
my|CalPERS
Training

Contents

This course is designed to assist your fiscal staff in:

o Understanding your agency’s billing and payments

e Setting up electronic funds transfer (EFT) banking account in my|CalPERS
e Making EFT payments in my|CalPERS

e Making a single/multiple payments

e Making payments by check

e Generating, viewing, saving, and printing payment and receivables reports

We are committed to providing assistance and support for both new and
experienced my|CalPERS users.

This user-friendly student guide is a resource to assist with setting up
electronic funds transfer (EFT) banking account(s) in my|CalPERS and
making payments. The guide is divided into units and scenarios which contain
transactional step-actions and helpful illustrations.

¢ To take advantage of valuable online my|CalPERS resources, visit the
Employers page of the CalPERS website at www.calpers.ca.gov.

Disclaimer: All financial information used in this student guide is synthetic.
No actual public agency financial information is used in any scenarios.

This student guide contains the following:

Topic See Page

Basic Navigation 3
Unit 1: Business Partner Receivables 9
Unit 2: Electronic Funds Transfer (EFT) Accounts 15
Unit 3: Making Payments on Your Receivables 25
Unit 4: Managing Your Payments and Banking Accounts 51
Unit 5: Generating Reports 63
Appendix: Setting Up EFT Accounts & Making Payments 83
Resources
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Basic Navigation

Overview

Introduction This section was created to help first time users with basic navigation tools
such as the following:

e Learn my|CalPERS and Windows tips

o Understand the different global navigation tabs
e Use the Common Tasks tools

e Know all communication outlets

e Locate the Online Help tool

Contents

Topic See Page

my|CalPERS and Windows Tips

Global Navigation Tabs

Common Tasks Tools

Communication Outlets

(N[O

Online Help Tool
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my|CalPERS and Windows Tips

Introduction

Windows Font
Size

Open a New
Tab in
Windows

Open Multiple
Windows

Quick
Keyboard
Entry

Refresh
my|CalPERS

Go Back

Listed are tips to make using my|CalPERS easier and more efficiently.

e Press and hold the “Ctrl” key and scroll up and down with your mouse
wheel
e Press and hold the “Ctrl” key and use the “+” or

[T

-“ key

Open multiple my|CalPERS tabs to multi-task.

On any tab or link, right click and select “Open in new tab” or click the mouse
wheel to open item in a new tab.

Open multiple my|CalPERS windows to multi-task.

Right click on any tab or link select “Open in new window.”

To evenly split the multiple windows, use the “Windows”  key (between
Ctrl & Alt keys) and select the “left or right” arrow key.

Or, grab the top of the window with your cursor and drag the window to the
side of the screen. Let go when window shaded area is in the desired
position.

e Tab to move forward, Shift+Tab to go back

o Dates and phone number can be entered without / - (or)

o If the cursor is on a button on the page, press the Enter key

o If the cursor is on a radio button, press the spacebar

e The drop-down fields are letter sensitive, if you type the first letter or
number, it will populate that item e.g., “f” for female, “h” for hourly, etc.

Selecting at the top left is a refresh option and returns you to the
Home page.

If you receive an error page and you no longer see the global navigation tabs,
select the my|CalPERS logo to refresh. Also, refresh between queries.

Avoid using the Internet “back” arrow or Backspace key, unless you're using
Cognos (reports).

Use the navigation tabs and links to return to the previous page.

See Defect/Enhancement Instructions in the appendix to request for
Return links.
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Global Navigation Tabs

Introduction

Home

Profile

Reporting

Person
Information

Education

Other
Organizations

my|CalPERS global navigation tabs do not change. Knowing what each tab
is used for can help you navigate through my|CalPERS more easily.

, Home 'Reporting T Person Information 'Other Organizations /

Each tab populates different local navigation links located directly below the
tabs and also populates different left-side navigation links located under the
Menu left-side column.

For more details about these links, please see Navigating my|CalPERS in
the appendix.

Refresh the query page to search for another employee or retiree with the
agency.

Tip! On the Home page is the left side Contact Personal Security Settings
link that will allow users to change their password, challenge questions, or
security image and message.

Displays an agency’s Business Partner Summary page which lists employer
address, communication information, contacts, business partner
relationships, and retirement contract/agreements.

Process a new retirement enroliment, health enrollments, and report payroll.

Verify membership status.
Query and maintain employee and retiree profile pages.

Sign up for employer instructor-led or online classes.

View other employer contact information e.g., addresses, email, name and
phone numbers if the employer opted to make it viewable to other
organizations

Common Tasks Tools

Introduction

Common Tasks on the left side includes additional tools and is available on
the Home, Profile, Reporting, and Education global navigation tabs.
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Reports

Document
History

Inquiry List

Submit
Inquiry

Select the Common Tasks title or the carrot to expand the menu.

Common Tasks (&)

Reports
Document History

Inquiry List

Submit Ingui

Run reports via the Cognos application.

View documents that your agency sent or those CalPERS provided for the
agency.

View your communication and inquiry/response history with CalPERS

This tool allows you to securely request information, submit a question, or
clarify a particular issue regarding your CalPERS record. The inquiry may
include confidential data, such as an SSN.

After a CalPERS representative replies, you can view the response to your
inquiry.

For step actions on how to submit an inquiry through my|CalPERS, please
see my|CalPERS Submit Inquiry in the appendix.

Continued on next page
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Communication Outlets

Introduction

Submit
Inquiry

Employer
System
Educators

Contact
Center

Employer
Response
Team

CalPERS
Website
Contact Link

© 2016 California Public Employees’ Retirement System (CalPERS)

Listed below are varies method to communicate with CalPERS:

e Submit Inquiry

e Employer system educators

e Employer Response Team

o Contact center

o CalPERS website contact link

This tool allows you to securely request information, submit a question, or
clarify a particular issue regarding your CalPERS record.

Email CalPERS Employer Communications@CalPERS.CA.GOV to connect
with training staff.

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

Email Employer.Response.Team@CalPERS.CA.GOV_for when you need
more specialized or escalated assistance, or contact them at (800) 253-4594.

Submit anonymous questions, comments or complaints via the CalPERS
website.

Pathway: CalPERS website > Contact > Questions, Comments, &
Complaints
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Online Help Tool

Introduction

Table of
Contents

Search

Glossary

Back and
Forward

Access the my|CalPERS Online Help tool by selecting the Help link in the
header of any page in my|CalPERS.

Skip to: Content | Footer | Welcome rneil | Help | Zontact Us | CalPERS On-Line | Log out

my|CalPERS

The intuitive Online Help tool opens a new window and refers to the
my|CalPERS page you are currently viewing.

The Table of Contents is organized by business processes or common
functionality.

The Search button allows users to search for and view keywords or phrases
within all online help and “How To...” pages.

The Online Help glossary contains key acronyms and common terms that
appear throughout online help and displays alphabetical links along the top.

The Back and Forward buttons only work in the Online Help tool.
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Overview

Introduction

Receivable
Types

Contents

Unit 1: Business Partner Receivables

Receivables are financial obligations you have to CalPERS and require full
payment by the payment due date to avoid additional fees or penalties.

Health Receivables

As a public agency, school district, or non-central state agency, you can view
your health billing account information online via my|CalPERS. Your Monthly
Billing Summary shows receivable information, such as payment status and
due dates for your medical coverage.

PERS Contributions Receivables
Posting either an earned period or an adjustment payroll report will trigger a
receivable to be generated in my|CalPERS.

Other Business Partner Receivables
Other receivables include fees and other CalPERS program receivables.

This unit contains the following:

Topic See Page
Scenario 1: Health Receivables — Information 10
Scenario 2: PERS Contributions Receivables — 13
Information
Scenario 3: Other Business Partner Receivables - 14
Information
9
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Scenario 1: Health Receivables — Information

Introduction Public agencies, schools, and non-central state agencies that contract for
health will be billed once a month and the health receivable will need to be

paid as billed.
Health The Health Premium Statements will reflect a subscriber’s health enroliment
Premium as of 5:00 PM on the date the statement is generated, usually on or around
Statements the 15" of the month. Agencies are notified via a Circular Letter as to the

actual statement generation dates in June, for the following year. The
Circular Letter also includes information about administrative fee.

For example: If an agency adds a dependent to a subscriber’s health
account which changes the party rate/premium prior to 5:00 PM on the date
the health premium statement is generated and the statement is generated
that same night at approximately 11:00 PM, then the statement and billing
roster will reflect the new party rate/premium for the health subscriber’s
health account.

Note: Depending on the employer’s preferred communication method, they
can opt to receive their statements online by selecting “email” as their
preferred communication method or continue to receive their statements by
mail if they leave their preferred communication method as “mail.”

2016 Cut-off The following table lists 2016 health billing cut-off dates:

Dates PERS and OTHER
Health Coverage Month STRSA'E‘TE:;{:ES g Employees and
Annuitants
January 2016 12/8/15 12/9/15
February 2016 1/5/16 1/6/16
March 2016 2/2/16 2/10/16
April 2016 3/8/16 3/9/16
May 2016 4/5/16 4/13/16
June 2016 5/3/16 5/11/16
July 2016 6/7/16 6/8/16
August 2016 7/5/16 7/13/16
September 2016 8/9/16 8/10/16
October 2016 9/6/16 9/12/16
November 2016 10/4/16 10/12/16
December 2016 11/1/16 11/8/16
January 2017 12/6/16 12/7/16

Continued on next page
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Scenario 1: Health Receivables — Information, Continued

Monthly An employer can access the Monthly Billing Roster page which shows

Billing Roster  specific enrolled health plan codes and party rates, total number of active
and retired subscribers enrolled, and the amount billed to the employer for
the premiums.

On the Monthly Billing Roster page, an employer can search for a subscriber
by CalPERS ID and by their active or retired status.

Note: The Download Roster link can be exported into a report, then export
it into Excel.

Reconciling An employer may reconcile the details in the Monthly Billing Roster with their
internal records to include correct billing amount and ensure correct health

enrollments.
STRS A STRS annuitant’s warrant will reflect what was sent to STRS to be
Annuitant’s processed on the STRS health deduction file, which occurs on or around the
Warrant 5" of each month.

If a change has been made to an annuitant's health account between cut-off
for the STRS health deduction file and public agency billing roll which occurs
around the 14th of the month, the Health Premium Statement for the school
district will reflect the add/change/delete; however, the STRS retiree warrant
will not.

Changes will be reflected when the next STRS health deduction file is sent
along with any under/over payment.

Continued on next page
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Scenario 1: Health Receivables — Information, Continued

Pay As Billed

Health premium payments are to be paid in full by the 10th of each
month.

Important! This monthly statement is a demand for payment in accordance
with the Public Employees’ Medical and Hospital Care Act. Payments which
are not received in full on or before this date will be assessed interest on the
next month’s statement and may be subject to the delinquency process.
Delinquency process such as termination of health care coverage for your
agency and collection of any outstanding amounts, including, but not limited
to, all outstanding health premium payments/contributions, interest,
penalties, and the costs of collection, including reasonable legal fees, when
necessary to collect the amounts due.

The CalPERS Board or Administration may terminate the participation of a
contracting agency if it fails for three months after a demand to perform any
act required by this part or by Board rules or regulations.

Reference: California Public Employees’ Retirement Law, Sections 599.515
and 22939.
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Scenario 2: PERS Contributions Receivables — Information

Introduction

Contribution
Payments

Payroll
Reporting
Deadlines

References

Public agencies, schools, and non-central State agencies that contract for
retirement will receive a receivable for their posted payroll reports.

At least 90% of the member and employer contributions must be received by
CalPERS within 15 calendar days after the end date of the payroll period.
The remaining balances of contributions are due 30 calendar days after the
payroll period end date.

Earned period reports must be submitted by each employer on or before 30
calendar days after the end of the previous service period.

Effective July 1, 2012, a $200.00 administrative fee will be assessed every
additional 30 calendar days until the late or missing earned period report is
submitted. Adjustment reports will not be subject to this part of administrative
fees.

Also, after 60 days of the posted payroll, a $200.00 late correction
administrative fee will be applied due to any uncorrected errors within the
report.

CalPERS Business Rules Training: The CalPERS Business Rules training
unit helps agencies conduct business with CalPERS.

Pathway: CalPERS website > Employers > | Want To...: Attend Training &
Events > Employer Training Classes

Public Agency & Schools Reference Guide
Pathway: CalPERS website > Employers > Policies & Procedures >
Reference & Health Guides > Public Agency & Schools Reference Guide
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Scenario 3: Other Business Partner Receivables -
Information

Introduction Other business partner receivables include:
e 20283 Arrears

o Administrative fees which include
— Late payroll reporting

— Late payroll correction

— 20283 Arrears

— Valuation requests

e Supplemental Income Plan (SIP) 401/457 contributions

Arrears Arrears are a result of when an employee qualifies for membership, and the
employer didn’t enroll them with CalPERS and report their payroll with 90
days. If enroliment and payroll reporting does not happen within 90 days,
the employer is responsible for paying both the employer and the member
contributions up to the employee’s eligibility date, plus a $500 administrative
fee.

Note: If the arrears period is prior to July 1, 1994, this is considered a
mandatory arrears case. In mandatory arrears cases, the member is
responsible for the member contributions and the employer is responsible
for the employer contributions.
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Unit 2: Electronic Funds Transfer (EFT) Accounts

Overview

Introduction Electronic Funds Transfer (EFT) is a method of instructing the financial
institutions to electronically transfer money from one account to another,
eliminating the use of paper checks.

CalPERS offers EFT payment services for all receivables. With EFT
payments, you may expect to benefit from a reduction of manual paper
processing and the associated errors. An employer may experience reduced
costs associated with check processing, reconciliation, and postage, as well
as assuring the date your payment is received.

Circular Letter 200-042-15
Subject: Benefits of Using Electronic Funds Transfer (EFT)
To: All Contracting Public Agencies, School Employers, and Non-Central
State Agencies
Date: July 30, 2015

200-012-16

Subject: EFT Bank Vendor Change

To: All Contracting Public Agencies, School Employers, and Non-Central
State Agencies

Date: May 2, 2016

How Funds Electronic funds are transferred through an Automated Clearing House
Are (ACH). The Automated Clearing House is a partnership of financial
Transferred institutions established to exchange funds electronically between
participants.
Contents This unit contains the following:
Topic See Page
Scenario 1: Electronic Funds Transfer (EFT) Accounts 16
- Information
Scenario 2: Set Up an EFT — Debit Account 20
15
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Scenario 1: Electronic Funds Transfer (EFT) Accounts -
Information

Introduction CalPERS offers two electronic payment services you can use to pay your
receivables:

e EFT — Credit method - initiated through your financial institution
e EFT — Debit method (preferred) — initiated online through my|CalPERS

Preferred method is the Debit Method for its accuracy and ease of use.

The EFT- The EFT-Credit Method — this method instructs your financial institution to
Credit Method debit your bank account and credit the state’s bank account. The Business
Partner contacts CalPERS staff to setup the EFT-Credit payment process.

If you are interested in the credit method, contact staff: Twilia Caruthers
(916) 795-2948 or Patty Fong (916) 795-1322. You may also email your
request to: FCSD_Cashiers@CalPERS.CA.GOV

Once the Business Partner contacts Cashiers, you will be emailed or faxed
an agreement between CalPERS and your agency to authorize the EFT
Credit process. Complete and return the “ELECTRONIC FUND TRANSFER
(EFT CREDIT) AUTHORIZATION AGREEMENT”.

CalPERS will then supply the Credit File Bank specifications; and an
addendum that displays the individual bank account numbers. The bank
account numbers will be used to coincide with the account receivables in
“‘my|CalPERS.”

Next, contact your financial institution and provide them the CalPERS Credit
File Specifications. You will need to instruct your financial institution to
transmit funds from your bank account to CalPERS bank account. For this
type of transaction ensure your financial institution has the ability to transmit
Accounting Clearing House (ACH) credit transactions using the required
CalPERS Credit File Specifications format.

There are normally set-up and transaction fees for which you are
responsible. There may also be special hardware and software
requirements. Contact your financial institution for detailed requirements.

Continued on next page
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Scenario 1: Electronic Funds Transfer (EFT) Accounts -
Information, Continued

EFT — Debit The Debit method of EFT is the preferred payment method because of its

Method ease of use. It can be set up within minutes. The my|CalPERS website offers
real-time access, tracking of your payment transactions, and control and
flexibility of your billing and payments.

¢ Security — all payment information is encrypted

e Accuracy — review, modify, or cancel a payment any time before 5:00 PM
on the authorization date

e Convenience — payment history is just a click away

e No cost — CalPERS pays the cost for you to report an ACH debit
transaction

EFT — Debit The ACH debit method allows an employer to transfer funds by authorizing
Method CalPERS to electronically debit a bank account via my|CalPERS.
Enroliment

Note: The CalPERS ACH ID number is 1946207465.

Effective July 1, 2016, the EFT bank vendor has changed from Citibank to
Union Bank. The CalPERS ACH number will stay the same, but please notify
your bank to allow Union bank to process EFT payments from your account
for all payments initiated using my|CalPERS after 3:00 p.m. on June 30,
2016. If you do not notify your bank, your payment may be rejected if your
account has existing blocks which require your approval to change.

Important! CalPERS does not access bank accounts without authorization
by the ACH debit process for each payment. Funds can only be transferred
to CalPERS for the specific purpose and dollar amounts requested and
initiated.

Continued on next page
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Scenario 1: Electronic Funds Transfer (EFT) Accounts -
Information, Continued

Payment
Authorization
— EFT - Debit
Method

Below is a listing of important dates relating to EFT — Debit:
The payment due date is the date the receivable is due.

The payment authorization date is the date the employer authorized
CalPERS to initiate the payment process.

The payment posting date is the date the payment funds were transferred
from the agency’s banking account and reflected in my|CalPERS, which
needs to be before or on the payment due date.

If the EFT Debit payment was processed before 5:00 PM, it will take two
banking days to process the payment to CalPERS and debit the receivable.
If it was processed after 5:00 PM, it will take three banking days to process
the payment to CalPERS and debit the receivable.

Example: If your payment due date is Monday, March 10", you must have
authorized an EFT Debit payment by 5:00 PM on Thursday, March 6". Then,
the payment will be credited to the receivable on Monday, March 10™.

1 March, 2014 ¥

Payment due March 10'"

Su Mo Tu We Th Fr 5a

25 26 27 28 1

5 6 ] - date needs to be no later

Payment authorization

23 24
2 4 -<<
11 12 1= 14 15 than March 6th at 5:00 PM

16 17 18 19 20 21 22
22 24 25 2 27T 28 29
331 1 2 3 4 5

Important! Banking days are from Monday through Friday, even if your
financial institution opens on weekends. Also, remember to calculate
additional time for bank holidays.

Continued on next page
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Scenario 1: Electronic Funds Transfer (EFT) Accounts -
Information, Continued

Important! No cancellations are allowed after 5:00 PM on the authorization date.
However, a business partner can call their bank to reverse an EFT
transaction that was made in error within 7 days from the authorization date.

EFT DEBIT PAYMENT REVERSAL OPTIONS AFTER 5:00 PM

1.) Option 1 - Reversal of a Payment
o Business Partner contacts their bank and request the payment be
reversed.
¢ The Business Partner’s bank will contact Union Bank to reverse the
payment. The length time to reverse a payment varies depending
on the agency’s bank. Process time is usually within 3-5 business
days depending on when the reversal is requested.

2.) Option 2 - Transfer of a Payment

e The other option to clear a payment is to request the payment
amount be transferred to another open receivable. This option is a
common alterative. Processing time is done within 1-2 days of the
agency’s request.

e Business Partner contacts CalPERS @ 888 CalPERS (888-225-
7377), or by email to Cashiers Inbox,
FCSD_ Cashiers@CalPERS.CA.GOV with information to process a
transfer of funds.

Note: Business Partners should verify payments previously made in
my|CalPERS to avoid duplicate, overpaid, or underpaid payment issues.

19
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Scenario 2: Set Up an EFT — Debit Account

Step-by-step

Scenario: You would like to establish an EFT — Debit account within

my|CalPERS to make online payments.

Important! Remember to notify your financial institution of the CalPERS
ACH ID number: 1946207465 before processing an EFT — Debit payment.

Follow the steps below to add a new EFT — Debit banking account.

Step Action Result

1 From the My Home page, select the Profile global | Business Partner Summary
navigation tab. page displays.

2 Select the Receivables local navigation link. Receivables page displays.
Note: The Receivable Status drop-down menu See Figure 2-1. Receivables
filters the Receivable section below and is default | page
to “Open.”

3 Select the Payment Accounts left-side See Figure 2-1. Receivables
navigation link. page

Banking Accounts page
displays.

4 Within the Banking Accounts section, select the See Figure 2-2. Banking
Add New button. Accounts section

Maintain Banking Account page
displays.

20
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Scenario 2: Set Up an EFT — Debit Account, Continued

Figure 2-1. Receivables page

e et [i  You may view receivables by their Status,
“Open” or “Closed,” or by their Type

You may generate an Employer
ﬂ Receivables Report by selecting
the Generate Report button

Summary

Common Tasks (&) Y- City of Oakland

Payments Receivable Status: Open [v]
l Payment Accounts Receivable Type: EH Display ][ Generate Report
Rate Plan Details

Figure 2-2. Banking Accounts section

Notify your financial institution of the
® Banking Account » IEZI0 CalPERS ACH ID number: 1946207465

CalPERS will retain your payment account information fip
confidential and your payment account information wi
or receivables that you authorize.
= To add a new payment account, please click the Ay
= To view the details of a payment account or mody
Account Nickname link from the list below.
« Only minimal updates can be made to banking
delete this payment account and set up a ny .
» Please Note:The CalPERS ACH ID number#as changed with the roll out of the new my|CalPERS system. The new
CalPERS ACH 1D number is:
If you pay by Electronic Funds Transfer (EFT), you must notify your bank that this CalPERS ACH ID number is
assigned to an approved payee in order for the payment to be processed by your bank. If you have already
submitted an EFT using the old CalPERS ACH ID, please resubmit the EFT with the new CalPERS ACH ID listed
above.
« If you wish to begin using EFT, you must establish a new EFT account in my/CalPERS and then notify your bank of
the CalPERS ID number.

Alence. CalPERS will keep your information
~4d to facilitate the transfer of funds to pay bills

«ltton above.
ent account information, please select a Payment

Aount information. If additional updates are needed, pleass

Associated to

Payment Account Type Financial Institution Payment Account Nickname Pending or
Automatic Payment

No results

found.
Receivable ¢ Receivable Status of “Open” means the receivable has not been paid in
Status full. However, the annual Employer Contribution receivables are always

opened, even when it’s paid in full.

¢ Receivable Status of “Closed” means the receivable has been paid in
full. For example, paid admin fees, delinquency and underpayment
receivables.

Continued on next page
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Scenario 2: Set Up an EFT — Debit Account, Continued

Step Action Result
5 Populate the following fields in the Add New See Figure 2-3. Add New
Banking Account section: Banking Account section

e Account Holder Name(s)
e Banking Account Number
o Re-enter Banking Account Number
¢ Nine Digit Routing Number
o Payment Account Nickname
o Use an easily identifiable name to
associate different types of payments or
for several bank accounts
o Example: “Health” or “Payroll”
6 Select the Save & Continue button. e Banking Accounts page
displays
e Routing number is validated
against known financial

institutions
7 Does your Financial Institution display upon the See Figure 2-4. New Banking
page refreshing? Account successfully added

o If yes, you have completed this scenario @

e If NO, re-enter a new routing number as
prompted or contact your financial institution

Note: Account information is saved.
You have completed this scenario.

Same Routing More than one financial institution may be found for a routing number (i.e.,

Number for when two financial institutions merge or when small institutions share a
More Than routing number).

One Financial

Institution When this happens, you must select the appropriate financial institution from

the list of names in the Confirm Financial Institution Name section by
selecting the Confirm button.

Continued on next page
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Scenario 2: Set Up an EFT — Debit Account, Continued

Figure 2-3. Add New Banking Account section

(@ Add New Banking Account

= In order to successfully complete this page, please have account information available.

= Please enter your account number twice for verification purposes.

+ Please give a payment account nickname for security purposes. Your nickname can be anything except your Social
Security Number, Tax ID Number, banking account number, CalPERS 1D, or date of birth.

+ The information you enter will be kept confidential and will be used only for the purpose of transferring funds from
your account to satisfy an associated receivable.

Account Holder Name(s):* |

Banking Account Number: * |

Re-enter Banking Account Number:* |
Nine Digit Routing Number:* |
Payment Account Nickname:* |

Figure 2-4. New Banking Account successfully added

Associated to

Payment Account Type Financial Institution Payment Account Nickname Pending or
Automatic Pa

) EFT - Debit EXCHANGE BANK Wells Fargo No

) EFT - Debit 1.P. MORGAN CHASE BANK  TEST FULLMAME18196 No

Delete
Deleting Delete a payment account by selecting the radio button for the account, and
Payment then select the Delete button.
Accounts

Important! You cannot delete an account with a pending payment.

If you want to delete a payment account that was associated to a pending
payment, you should associate the payment(s) to a different payment
account and reschedule the payment so the receivable does not become
delinquent.
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Unit 3: Making Payments on Your Receivables

Overview

Introduction An employer can pay a single or multiple receivables in one payment
transaction.

While paying a single receivable, an employer may set up automatic
payments for future due dates. When setting up automatic payments, an
employer has two payment options: either make one full payment or
individual payments on the receivable so that it is fully paid before the
payment due date. This option excludes health and SIP receivables which
need to be paid in full.

Regardless of which payment option you select, you can either:
o initiate electronic funds transfer (EFT) payments to pay off your

receivable(s) in my|CalPERS, or
e mail in payments

Contents This unit contains the following:
Topic See Page
Scenario 1: Pay a Single Receivable via EFT — Debit 26
Scenario 2: Pay Multiple Receivables Using Quick Pay 34
Scenario 3: Generate a Remittance Advice Report and 42
Pay Your Contributions by Check
Scenario 4: Pay Your Health Bill by Check 48
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Scenario 1: Pay a Single Receivable via EFT — Debit

Step-by-step

An employer may pay a single receivable via EFT — Debit through
my|CalPERS. After authorizing a single payment, they have an option to set
up automatic payments for the same receivable. Automatic payments may be
set to pay one receivable multiple times at different amounts for the current
or next month, depending on the selected day(s). The scheduled automatic
payments will repeat for every month until the employer cancels the
automatic payment.

Note: Once automatic payments are scheduled, the employer may view only
the most current pending automatic payment through the Payments local
navigation link. To cancel the automatic payments, the employer needs to
cancel the pending payment. For more information, see Unit 5, Scenario 2:
Cancel a Pending Payment.

Scenario: Your agency has an existing EFT — Debit account in
my|CalPERS. You need to make a single EFT — Debit payment towards your
agency’s receivable and you don’t want to set up automatic payments.

Follow the steps below to submit an EFT — Debit payment toward a single
receivable.

Step | Action | Result
Navigate to Receivables
1 From the My Home page, select the Profile Business Partner Summary page
global navigation tab. displays.
2 Select the Receivables local navigation link. Receivables page displays.
Make a Single Online Payment
3 Within the Receivables section, select the See Figure 3-1. Receivables
checkbox for the appropriate Receivable ID. section
4 Select the Make Payment button at the bottom | Receivable Summary page
left side of the page. displays.
See Figure 3-2. Summary section
5 Select the Make a Payment button at the Payment Setup page displays.
bottom left side of the page.

Continued on next page
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Scenario 1: Pay a Single Receivable via EFT — Debit, Continued

Figure 3-1. Display Criteria and Receivables sections

® Receivables
1. To set up a payment for your receivable(s), select the check box(es) of the desired receivable(s) and click the Make
Payment button.
2. If you are setting up a payment with a future payment authorization date, you may make modifications to the
payment information and payment account associated to any receivable up to 3:00 PM PST the day prior to the payment
authonzation date.
Mote: For interest bearing receivable types, the Receivable Balance displayed includes interest as of the date of the |ast
payment. The payoff balance may differ based on daily interest charges since the last payment.

Select All

Next
Due Payment
Date [ Amount Due

06/30/2017 $1,136,916.80 $1,136,916.80 100000014777231

Receivable Receivable
Balance iD If more than one checkbox is
selected, the Quick Pay feature will
be enabled. Steps for using Quick

Pay are outlined in Unit 4, Scenario 2.

06/30/2017 $1,768,646.39 $1,768,646.39 100000012

Employe

CaIPEF{S, TOUIOTZ0L7

Employer Contribution, PEPRA MNew, 25846,
CalPERS, 2016/2017

Employer Contribution, PEPRA New, 27415,
CalPERS, 2016/2017

10/10/2016 $7,065,447.23 $7,065,447.23 100000014834202 Employer Billing, Health - Madical
09/01/2014 ($4,701.48)  ($4,701.48)  100000014245030 20283 Arrears, CalPERS

06/30/2017 $126,221.46 —%1z0,2ZL.96  100000014780522

06/30/2017 $566,969.05  $566,969.05  100000014780523

06/30/2017 $384,781.55 $384,781.55 100000014781944

OO oOgd o & O o

Figure 3-2. Summary section

PERS Contribution Receivable

® Summary
Receivable ID: 100000014780522 Receivable Description: Employer Contribution,
PEPRA MNew, 25845,
CalPERS, 2016/2017

Receivable Issue Date: 06/21/2016

(@ Receivable Information
Unpaid Contribution: $126,221.46 Total Year-To-Date Contributions: $761,488.34
Total Payment To-Date: $635,266.88 Sum of Pending Payments: £134,825.67

Health Receivable

Receivable ID: 100000014772472 Receivable Description: Employer Billing, Health -
Medical
Receivable Issue Date: 06/14/2016 Receivable Amount: $7,205,482.23

Payment Due Date: 07/10/2016

Continued on next page

Scenario 1: Pay a Single Receivable via EFT — Debit, Continued
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Step

Action

Result

Within the Payment Information section, select
the appropriate Payment Amount radio button.

Note: The Payment Information section for
health receivables differs from that of other
receivables.

See Figure 3-3. Payment

Information section

For receivables other than health, arrears, and
admin fees, within the Payment Information
section, enter the Payment Authorization
Date.

See Figure 3-3. Payment

Information section

Within the Payment Method section, ensure that
“EFT — Debit” is selected from the Payment
Method drop-down list.

Within the Payment Account section, select the
appropriate Payment Account from the drop-
down list.

Important! Selecting the New Payment
Account radio button allows the user to
immediately set up a new EFT-Debit account.

10

Select the Save & Continue button.

o Payment information is saved
e Payment Setup Summary page

displays

11

Do you need to modify your payment?
e If no, skip to step 13
o If yes, within the Payment Setup Summary

section select the Modify Payment link at top
right of the Payment Setup Summary section

See Figure 3-4. Payment Setup

Summary section

12

Repeat steps 6 — 10.

A contribution receivable may be paid prior to posting a payroll report, since
that receivable ID doesn’t change and remains open for the entire fiscal year.
A new receivable ID will be created before each fiscal year. Use the Unpaid
Contributions or the One Time Payment Amount radio button and enter
the projected amount in the appropriate field.
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Scenario 1: Pay a Single Receivable via EFT — Debit, Continued

Figure 3-3. Payment Information section

PERS Contribution and other business partner receivables
Select appropriate

(E' Payment Information radio button for

SETE T Payment Amount

®  Unpaid Contributions: 1 [126221.46 |
Sum of Pending Payments: £134,825.67

@] One Time Payment Amount: | |

Payment Authorization Date

Select your payment authorization date. If you select a payment authorization date that is a banking holiday or
weekend, CalPERS will initiate the payment process the next business day. Please select a payment authorization date
that will enable your payment to be timely. Payments may take up to three business days to be reflected in your
account.

Payment Authorization Date: [10/04/2016 I

Select appropriate
radio button for
Payment Amount

Health Receivables

® Payment Information
Payment Ampe

Payment Amount Due: $7,205,482.23
Sum of Pending Payments: £0.00

O other Amount: |

Payment Authorization Date

Select your payment authorization date. If you select a payment authorization date that is a3 banking holiday or
weekend, CalPERS will initiate the payment process the next business day. Please select a payment authorization date
that will enable your payment to be timely. Payments may take up to three business days to be reflected in your
account.

Payment Authorization Date: [07/01/2016 Modify Payment link
enables you to update

payment information,
method, and account for
this single receivable

Figure 3-4. Payment Setup Summary section

'E:’ Payment Setup Summary

Modify Payment

- o Payment Payment Payment Selected
Rem'r‘;a::ﬁ. ;t[t)acewahle Due Authorization Account Payment
P Date Date Nickname Amount
Employer Contribution, PEPRA New, 25845, 100000014780522 10/04/2016 Wells $126,221.46

CalPERS, 2016/2017 Fargo

Continued on next page
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Scenario 1: Pay a Single Receivable via EFT — Debit, Continued

payment schedule?
o If yes, continue to step 17

e If No, you have completed this scenario @

Note: Some receivables, for example, PERS
contributions, will allow you to set up automatic
payment schedules.

Step | Action | Result
Agree to Payment Terms

13 | Within the CalPERS Terms and Conditions for See Figure 3-5. CalPERS Terms
Electronic Payments and Automatic Payment and Conditions for Electronic
section, select the | have read and | Payments and Automatic Payment
understand CalPERS On-line Terms and and e-Signature sections
Conditions checkbox.

14 | Within the e-Signature section, select the | have | See Figure 3-5. CalPERS Terms
read and agree to the Electronic Signature and Conditions for Electronic
Agreement above checkbox. Payments and Automatic Payment

and e-Signature sections

15 | Select the Save & Continue button. Payment Request Acceptance

page displays.

16 | Were you prompted to set up an automatic
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Scenario 1: Pay a Single Receivable via EFT — Debit, Continued

Figure 3-5. CalPERS Terms and Conditions for Electronic Payments and Automatic Payment
and e-Signature sections

(¥) CalPERS Terms and Conditions for Electronic Payments and Automatic Payment

Payments Date and Time Information CzIPERS will accept payment for your bills and recesivables 24 hours per day.
The cut-off time for zll payment entries is 3:00 P.M. Pacific Standard Time {PST} on your payment authorization date.
Please plan accerdingly. If you select a payment authorization date that is a banking holiday or weekend, CalPERS will
initiate the payment process the next business day. Please select a payment authorization date that will enable your
payment to be timely. Payments may take up to three business days to be reflacted in your account.

Incomplete Payments and Returned Payments You are responsible for all incomplete payments and returned
payments. Please check all your account related information before you make the payment to prevent payment related
problems. CalPERS is not responsible for the events that may occur as a result of incomplete payments or returned
payments.

Please Mote:

e The CalPERS ACH ID number has changed with the roll cut of the new my|CalPERS system. The new CalPERS ACH
ID number is: 1946207465,

e If you pay by Electronic Funds Transfer (EFT), you must notify your bank that this CalPERS ACH ID number is
assigned to an approved payee in order for the payment to be processed by your bank. If you have already
submitted an EFT using the old CalPERS ACH ID, please resubmit the EFT with the new CalPERS ACH ID listed
abowve.

* If you wish to begin using EFT, you must establish a new EFT account in my/CalPERS and then notify your bank of
the CalPERS ID number.

Limitation of Liability and Governing Law IN NO EVENT SHALL CalPERS (OR ITS LICENSORS, AGENTS, SUPPLIERS,
RESELLERS, SERVICE PROVIDERS, OR ANY OTHER SUBSCRIBERS OR SUPPLIERS) BE LIABLE TO YOU, OR ANY OTHER
THIRD PARTY FOR ANY DIRECT, SPECIAL, INDIRECT, INCIDENTAL, CONSEQUENTIAL, EXEMPLARY, OR PUNITIVE
DAMAGES, INCLUDING WITHOUT LIMITATION, DAMAGES FOR LOSS OF PROFITE, REVEMUE. OR GOODWILL, WHICH
MAY ARISE FROM ANY PERSON'S USE, MISUSE, OR INABILITY TO USE THE SITES OR ANY OF THE MATERIALS
COMTAIMED THEREIN, EVEN IF CalPERS HAS BEEN ADVISED OF THE PROBABILITY OF SUCH DAMAGES. THIS IS FOR
ANY MATTER. ARISING QUT OF OR. RELATING TO THIS AGREEMENT, WHETHER. SUCH LIABILITY IS ASSERTED OM THE
BASIS OF CONTRACT, TORT OR OTHERWISE, EVEN IF CalPERS HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH
DAMAGES. IN NO EVENT SHALL CalPERS' MAXIMUM TOTAL AGGREGATE LIABILITY HEREUNDER FOR DIRECT DAMAGES
EXCEED THE TOTAL FEES ACTUALLY PAID BY YOU FOR USE OF A SITE OR SITES FOR A PERIOD OF NO MORE THAN ONE
(1] MONTH FROM THE ACCRUAL OF THE APPLICABLE CAUSE OR CAUSES OF ACTION.

[ *1 have read and I understand CalPERS On-line Terms & Conditions

@ e-Signature

[You Are Not Required to Complete This Transaction Electronically

If vou do not wish to complete this transaction electronically, please call the CalPERS Customer Contact Center at
1-883-CalPERS (1-888-225-7377g) for assistance. The TTY - For Speech & Hearing Impaired number is
[916) 795-3240.

Electronic Signature Agreement

You may complete this transaction electronically by selecting the "Save & Continue” button which appears on|
your computer screan.

By completing this transaction electronically, you acknowledge and agree that:

(1) This transaction will be conducted by electronic means in accordance with the federal Electronic
ISignatures in Global and National Commerce Act (E-Sign), 15 U.5.C.A. sections 7001-7031 and the Uniform
Electronic Transactions Act, California Civil Code sections 1633.1 to 1633.17;

(2) You have read and understand the terms and conditions regarding this transaction;

(2) You accept the terms and conditions of this Electronic Signature Agreement and the above terms and
lconditions regarding this transaction; and

(4) Completion of this transaction electronically shall have the same effect as if you signed your name in ink
lon a piece of paper to accomplish the transaction and CalPERS will store by electronic means an electronic
record of this transaction.

[] = I have read and agree to the Elactronic Signature Agreement above. I

Continued on next page
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Scenario 1: Pay a Single Receivable via EFT — Debit, Continued

Step | Action | Result
Set Up Automatic Payment Schedule
17 Do you want to set up an automatic payment See Figure 3-6. Payment
schedule? Summary and Automatic

Payment sections
o If yes, continue to step 18

o If no, from within the Automatic Payment Receivables page displays.
section, select the Do not make these
Automatic Payments radio button, select the
Save & Continue button and you have
completed this scenario @

18 | Select the Automatically post all payments See Figure 3-6. Payment
from the selected payment account according | Summary and Automatic

to the payment schedule radio button and Payment sections
populate the Date drop-down lists and Payment
Amount fields appropriately, then select the Receivable Summary page
Save & Continue button. displays.
Important! Do not select the Make a See Figure 3-7. Receivable
Payment button under the Payment Summary page

Information section or this will generate a
duplicate payment for the same receivable!
You have completed this scenario.

Confirm Within the Profile global navigation tab, select the Payments local
Payments navigation link.

Note: For more information, see Unit 5, Scenario 1: View Your Payment
History.

Continued on next page
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Scenario 1: Pay a Single Receivable via EFT — Debit, Continued

Make a soft or hard
copy for your records

E:') Payment Setup Total
Total Payment Amount: $151,699.73

Figure 3-6. Payment Summary and Automatic Payment sections

[:9 Payment Summary
Payment Payment

Payment Selected
Account Payment
Nickname Amount

Receivable Receivable

Confirmation Authorization D Description

Number Date

Employer Contribution,
1000716370  07/01/2016 100000014554102 PEPRA New, 25846,
CalPERS, 2015/2016

EFT - Wells

Debit Fargo $151,699.73

[::':’ Automatic Payment
Select an automatic payment option:*
() Automatically post all payments from the selected payment account according to the payment schedule.
@ Do not make these Automatic Payments. All future payments will need to be set up prior to the scheduled payment
date with the exception of the first payment.

Figure 3-7. Receivable Summary page

@ Pending Payments

Scheduled for payment. To cancel, select the Payment Authorization Date link.

P t Authorization Do , :
nzim:zmﬁ s Cancel this pending

payment through this link

Payment Account Nickname
Wells Fargo

=
) payment Information

Change Payment Information

Current Payment Method: EFT Checking

Current Payment Account: Wells Fargo

Next Automatic Payment Authorization Date: 07/01/2016
Next Automatic Payment Amount: $151,699.73

Set up for Autnmatic Pavment- Yoc

Selecting the Make a Payment Make changes to the
button will generate a duplicate payment schedule through
payment for the same | the Change Payment
receivable! | Information link
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Scenario 2: Pay Multiple Receivables Using Quick Pay

Introduction

Step-by-step

Quick Pay allows you to make payments on multiple receivable types using

an existing banking account. For most receivables, you will have the option
to enter any payment amount as long as it does not exceed the receivable

amount.

Important! When using Quick Pay, you may not select the payment

authorization date.

Pay.

Scenario: You want to pay several of your agency’s receivables at one time.
You will submit one EFT-Debit payment for multiple receivables using Quick

Quick Pay.

Follow the steps below to make a payment on multiple receivables using

Step |

Action

Result

Navigate to Receivables

1

From the My Home page, select the Reporting global
navigation tab.

Manage Reports page
displays.

2 Select the Billing and Payments local navigation link. Billing and Payment
Summary page displays.
3 Within the Billing and Payment Summary section, if Billing and Payment

necessary, select the appropriate Fiscal Year from the
drop-down list, then select the Display button.

Note: The Billing and Payment Summary page displays
the different program types for which you owe a
receivable. The program types are broken down to
show:

e Year-To-Date Contributions/ Billed amount
e Year-To-Date Payments
o Outstanding Balance/ Total Outstanding

Important!

o Within the Contribution for Defined Benefit section, an
employer may have more than one rate plan in
accordance to their CalPERS contract

e Agencies which contract for health will have billing and
payment details displaying in the Health Premium
Deduction section

Summary page refreshes,
displaying the different
program types for which
you owe a receivable.

See Figure 3-8. Billing and
Payment Summary,
Contribution for Defined
Benefits — CalPERS,
Health Premium
Deduction, and Arrears
Contributions sections

34

© 2016 California Public Employees’ Retirement System (CalPERS)

Continued on next page

R6.2 10142016



Scenario 2: Pay Multiple Receivables Using Quick Pay,

Continued

Figure 3-8. Billing and Payment Summary, Contribution for Defined Benefits — CalPERS,
Health Premium Deduction, and Arrears Contributions sections

@ Billing and Payment Summary

Fiscal Year:[2016/2017 v Display

Total Obligation: $11,048,982.48 Make Payvment

Total Obligations
Remittance Advice for Manual Check

Mote: The Year-To-Date Outstanding Balance includes contributions, less payments, plus adjustments (both positive
and negative) relative to the Fiscal Year selected above. Payments received against receivables with a $0.00 balance
will not be posted until the next time contributions are reported. The Year-To-Date Outstanding Balance includes the
amount in delinguent status for the selected Fiscal Year. Delinguencies from Prior Fiscal Years are relative to the
selected Fiscal Year and are not included in the Percentage of Contributions paid.

@ Contributions For Defined Benefit CalPERS
Rate Plan 25845 - Safety - Fire - PEPRA New
Year-To-Date Contributions
Membear Contributions
Employer Contributions
1959 Survivor Contributions
Total Year-To-Date Contributions
Posted
Year-To-Date Payments
Pricr Fiscal Year Overpayments
Pasted Payments
Total Year-To-Date Payments
Year-To-Date Outstanding Balance
Year-To-Date Qutstanding Balance
Parcentage of Contribution Paid

1 §193,232.06
1 5602,336.74
1 $348.75

: $795,917.55 View Contributions Details

: $34,429.21
: $635,266.88

1 5669,696.09 View Payment Details

1 $126,221.46
1 B4.14%

Total Outstanding :%$126,221.46

Rate Plan 25846 - Safety - Police - PEPRA New
Year-To-Date Contributions

@ Health Premium Deduction

Yaar-To-Date Billed Premiums
Year-To-Date Admin Fees/Interest
Tatal Year-To-Date Payments
Year-To-Date Qutstanding Balance

: $21,278,457.89
: §72,986.26

: 514,285,996.92
: 57,065,447.23

View Payment Details
View Invoice History

@ Arrears Contributions

Year-To-Date Billed Contributions @ $48,600.67 View Arrears Invoice Summary
Year-To-Date Admin Fees : $1,000.00
Total Year-To-Date Payments : 549,600.67 View Payment Details
Year-To-Date Qutstanding Balance : $0.00
Continued on next page
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Scenario 2: Pay Multiple Receivables Using Quick Pay,

Continued
Step Action Result
4 Within the Billing and Payment Summary section, | See Figure 3-9. Billing and
select the Make Payment link. Payment Summary section
Payment Setup page displays.
Set Up Multiple Online Payments
5 | Within the Summary (Quick Pay) section, enter Payment Information section
the dollar amount(s) for the receivable(s) you refreshes and displays total
wish to pay, and then select the Calculate Total | payment amount due.
Payment Amount button.
See Figure 3-10. Summary
Note: For most receivables, you will have the (Quick Pay) section
option to enter any payment amount as long as it
does not exceed the receivable amount.
Note: You can enter a Quick Pay Amount for
your health deductions, PERS contributions, and
other business partner receivables.
Important! When using the Quick Pay feature,
you may not select the Payment Authorization
Date.
6 Within the Payment Method section, ensure that | See Figure 3-11. Payment
“EFT — Debit” is selected the from the Payment | Information, Payment Method, and
Method drop-down list. Payment Account sections
7 | Within the Payment Account section, select the See Figure 3-11. Payment
appropriate Payment Account from the drop- Information, Payment Method, and
down list. Payment Account sections
8 Select the Save & Continue button. o Payment information is saved
o Payment Setup Summary page
displays
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Scenario 2: Pay Multiple Receivables Using Quick Pay,

Continued

Figure 3-9. Billing and Payment Summary section

(B' Billing and Payment Summary

Fiscal Year:[2016/2017 v Display

Total Obligation: $11,D48,982.48!Make Pavmentl Remittance Advice for Manual Check

Total Obligations

Mote: The Year-To-Date Outstanding Balance includes contributions, less payments, plus adjustments (both positive
and negative) relative to the Fiscal Year selected above. Payments received against recsivables with a $0.00 balance
will not be posted until the next time contributions are reported. The Year-To-Date Qutstanding Balance includes the
amount in delinguent status for the selected Fiscal Year. Delinguencies from Prior Fiscal Years are relative to the
selected Fiscal Year and are not included in the Percentage of Contributions paid.

Figure 3-10. Summary (Quick Pay) section

® Summary (Quick Pay)

Payment amount shown on this page may be different from the previously shown invoice amount because some

receivables accrue interest penalty. Pay off the late receivable to avoid further interest charges.
. Payment Next - .
Receivable Description :I[t[t)ecewahle Due Payment :ﬁ:ﬂ:!t' ! Ulﬂtl:’ta‘b'
Date Amount Due

Employer Billing, Health - $

Medical 100000014834202 10/10/2016 3$7,065,447.23 $0.00 [0.00 |

Employer Contribution,

Classic, 899, CalPERS, 100000014777231 06/30/2017 $1,136,916.80 $2,053,322.92 |D o0 |

2016/2017 -

Employar Contribution,

Classic, 200, CalPERS, 100000014777232 06/30/2017 %1,768,646.39 £2,166,822.01 |CI 00 |

2016/2017 -

Employer Contribution, PEPRA

Mew, 25845, CalPERS, 100000014780522 06/30/2017 $126,221.46 £261,047.13 |D o0 |

2016/2017 -

Employer Contribution, PEPRA

MNew, 25846, CalPERS, 100000014780523 06/30/2017 $566,969.05 £710,871.73 ISBEQBQ 05 I

2016/2017 -

Employer Contribution, PEPRA

Mew, 27415, CalPERS, 100000014781944 06/30/2017 $384,781.35 £513,583.21

2016/2017 138478159 ]
I Calculate Total Payment Amount I

Figure 3-11. Payment Information, Payment Method, and Payment Account sections

(¥ Payment Information
Total Payment Amount: $951,750.60

Payment Authorization Date: 10/04/2016

(¥ Payment Method

Select Payment Method: |EFT - Debit v

—
X)) payment Account

Select your payment account from the list below.
Payment Account: |[TEST FULLNAME18196 |

Continued on next page
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Scenario 2: Pay Multiple Receivables Using Quick Pay,

Continued
Step Action Result
9 Do you need to modify your payment?

e If no, skip to step 11

o If yes, within the Payment Setup Summary
section select the Modify Payment link

See Figure 3-12. Payment Setup
Summary section

Payment Setup page displays.

10 | Repeat steps 5 — 8.
Agree to Payment Terms

11 | Within the CalPERS Terms and Conditions for See Figure 3-13. CalPERS Terms
Electronic Payments and Automatic Payment and Conditions for Electronic
section, select the | have read and | understand | Payments and Automatic Payment
CalPERS On-line Terms and Conditions and e-Signature sections
checkbox.

12 | Within the e-Signature section, select the | have | See Figure 3-13. CalPERS Terms

read and agree to the Electronic Signature
Agreement above checkbox.

and Conditions for Electronic
Payments and Automatic Payment
and e-Signature sections
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Scenario 2: Pay Multiple Receivables Using Quick Pay,

Continued

Figure 3-12. Payment Setup Summary section

=
(¥ Payment Setup Summary

Receivable
Description ID

Modify Payment link enables you to update
the Quick Pay Amount, payment method,
and account for these multiple receivables

Employer Contribution, PEPRA New,
27415, CalPERS, 2015/2016 LN LI S
Employer Contribution, PEPRA New,

100000014554102

25846, CalPERS, 2015/2016 HITHLEEEY FULLNAME18196

Figure 3-13. CalPERS Terms and Conditions for Electronic Payments and Automatic Payment
and e-Signature sections

X CalPERS Terms and Conditions for Electronic Payments and Automatic Payment

Payments Date and Time Information CzlPERS will accept payment for your bills and receivables 24 hours per day.
The cut-off time for all payment entries is 3:00 P.M. Pacific Standard Time {FST} on your payment autherization date.
Please plan accordingly. If you select a payment authorization date that is a banking holiday or weekend, CalPERS will
initiate the payment process the next business day. Please select a payment authorization date that will enable your
payment to ba timely. Payments may take up to thres business days to be reflactad in your account.

Incomplete Payments and Returned Pay You are r ible for all inc payments and returned
payments. Please check all your account related information before you make the payment to prevent payment related
problems. CalPERS is not responsible for the events that may cccur as a result of incomplete payments or returned
payments.

Please Note:

* The CalPERS ACH ID number has changed with the roll cut of the new my|CalPERS system. The new CalPERS ACH
ID number is: 1946207465.

If you pay by Electronic Funds Transfer (EFT}, you must notify your bank that this CalPERS ACH ID number is
assigned to an approved payee in order for the payment to be processed by your bank. If you have already
submitted an EFT using the old CalPERS ACH ID, please resubmit the EFT with the new CalPERS ACH ID listed
above.

If you wish to begin using EFT, you must establish a new EFT account in my/CalPERS and then naotify your bank of
the CalPERS ID number.

Limitation of Liability and Governing Law IN NO EVENT SHALL CalPERS (OR ITS LICENSCRS, AGENTS, SUFFLIERS,
RESELLERS, SERVICE PROVIDERS, OR ANY OTHER SUBSCRIBERS OR SUPPLIERS) BE LIABLE TO YOU, OR ANY OTHER
THIRD PARTY FOR ANY DIRECT, SPECIAL, INDIRECT, INCIDENTAL, CONSEQUENTIAL, EXEMPLARY, OR PUNITIVE
DAMAGES, INCLUDING WITHOUT LIMITATION, DAMAGES FOR LOSS OF PROFITS, REVENUE, OR GOODWILL, WHICH
MAY ARISE FROM ANY PERSON'S USE, MISUSE, OR INABILITY TO USE THE SITES OR ANY OF THE MATERIALS
CONTAINED THEREIN, EVEN IF CalPERS HAS BEEN ADVISED OF THE PROBABILITY OF SUCH DAMAGES. THIS IS FOR
ANY MATTER ARISING QUT OF OR RELATING TO THIS AGREEMENT, WHETHER SUCH LIABILITY IS ASSERTED ON THE
BASIS OF CONTRACT, TORT OR OTHERWISE, EVEN IF CalPERS HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH
DAMAGES. IN NO EVENT SHALL CalPERS' MAXIMUM TOTAL AGGREGATE LIABILITY HEREUNDER FOR DIRECT DAMAGES
EXCEED THE TOTAL FEES ACTUALLY PAID BY ¥OU FOR USE OF A SITE OR SITES FOR A PERIOD OF NO MORE THAN ONE
1) MONTH FROM THE ACCRUAL OF THE APPLICABLE CAUSE OR CAUSES OF ACTION.

[1*1 have read and I understand CalPERS On-line Terms & Conditions

Signature

[fou Are Mot Reguired to Complete This Transaction Electronically

[If you do_not wish to complete this transaction electronically, please call the CalPERS Customer Contact Center at
1-888-CalPERS) (1-888-225-7377@) for assistance. The TTY - For Speech & Hearing Impaired number is

(916) 795-324009.

Electronic Signature Agreement

[You may complete this transaction electronically by selecting the "Save & Continue” button which appears on|
lyour computer screen.

By completing this transaction electronically, you acknowledge and agree that:

(1) This transaction will be conducted by electronic means in accordance with the federal Electronic
ISignatures in Global and National Commerce Act (E-Sign), 15 U.5.C.A. sections 7001-7031 and the Uniform
Electronic Transactions Act, California Civil Code sections 1633.1 to 16332.17;

(2) You have read and understand the terms and c fiti regarding this tr tion;

(2) You accept the terms and conditions of this Electronic Signature Agreement and the above terms and
Jiti ling this tr tion; and

(4) Completion of this transaction electronically shall have the same effect as if you signed your name in ink
lon a piece of paper to accomplish the transaction and CalPERS will store by electronic means an electronic
record of this transaction.

[1 * I have read and agree to the Elactronic Signature Agreement above. I

Continued on next page
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Scenario 2: Pay Multiple Receivables Using Quick Pay,

Continued
Step Action Result
13 | Select the Save & Continue button. Payment Request Acceptance

page displays.

See Figure 3-14. Payment
Request Acceptance, Payment
Setup Total and Payment
Summary sections

You have completed this scenario.

Confirm Within the Profile global navigation tab, select the Payments local
Payments navigation link.

Note: For more information, see Unit 4, Scenario 1: View Your Payment
History.

Continued on next page
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Scenario 2: Pay Multiple Receivables Using Quick Pay,

Continued

Figure 3-14. Payment Request Acceptance, Payment Setup Total and Payment Summary
sections

Make a soft or hard

E:' Payment Request Acceptance Copy fOI" your records

Your request for payment has been accepted. V
+ Please print this page for your records.
« If you need to contact us with questions regarding this payment, please have your Payment Confirmation Mumber
for faster access.
« Your payment will be reflected in your CalPERS account once the payment has been received by CalPERS.

= Your payment account may take longer to post, depending upon your Financial Institution. Once your payment is
processed, CalPERS will send a confirmation email to the email address in your profile.

E:' Payment Setup Total
Total Payment Amount: $951,750.60

® Payment Summary

Payment . Payme!lt . Receivable Receivable Pa nt Payment Selected
Confirmation Authorization D Description Heﬂmd Account Payment
Number Date P Nickname Amount
Employer
Contribution, PEPRA EFT - TEST
1000760206 10/04/2016 100000014780523 New, 25846, Dehit FULLNAMEIE196 $566,969.05
CalPERS, 2016/2017
Employer
Contribution, PEPRA  EFT - TEST
1000760207 10/04/2016 100000014781944 New, 27415, Dehit FULLNAMEL8196 $384,781.55
CalPERS, 2016/2017
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Scenario 3: Generate a Remittance Advice Report and Pay
Your Contributions by Check

Step-by-step

Scenario: Your agency has not yet established an EFT account to make
online payments for its financial obligations in my|CalPERS. You still
continue to pay your receivables by check.

A Remittance Advice Report is a document that you will need to generate
using one of two methods, provided in the step-actions below. The
Remittance Advice Report details what is being paid for and any balances or
credited. You will mail this Remittance Advice Report with your check
payment for the receivable, to CalPERS. The report is a way of ensuring the
correct amount is paid by summarizing the transaction details.

Note: CalPERS prefers that you use this method to generate a Remittance
Advice Report for receivables other than Health. Unit 4, Scenario 4 covers
how to generate a Health Premium Statement Remittance Slip to accompany
your check payment sent to CalPERS

Follow the steps below to generate a Remittance Advice Report in order to
remit a check payment.

Ste

Action Results

1 From the My Home page, select the Reporting Manage Reports page displays.
global navigation tab.

Note: Health-only agencies will not see the
Remittance Advice for Manual Check link.

2 | Select the Billing and Payments local Billing and Payment Summary
navigation link. page displays.

3 | Within the Billing and Payment Summary section, | See Figure 3-15. Billing and
select the Remittance Advice for Manual Payment Summary section
Check link.

Continued on next page
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Scenario 3: Generate a Remittance Advice Report and Pay
Your Contributions by Check, Continued

Figure 3-15. Billing and Payment Summary section

PERS agency’s view

® Billing and Payment Summary

Fiscal Year:[2016/2017 v Display

Total Obligation: $11,048,982.48 Make Payment IF‘.errittance Advice for Manual Check]

Total Obligations

MNote: The Year-To-Date Qutstanding Balance includes contributions, less payments, plus adjustments (both positive
and negative) relative to the Fiscal Year selected above. Payments received against receivables with a $0.00 balance
will not be posted until the next time contributions are reported. The Year-To-Date Outstanding Balance includes the
amount in delinguent status for the selected Fiscal Year. Delinguencies from Pricr Fiscal Years are relative to the
selected Fiscal Year and are not included in the Percentage of Contributions paid.

Health-only agency’s view

@ Billing and Payment Summary

Fiscal Year:|2013/2014[ -

Total Obligation: $0.00

Total Obligations

Note: The Year-To-Date Outstanding Balance includes contributions, less payments, plus adjustments (both positive and
negative) relative to the Fiscal Year selected above. Payments received against receivables with a $0.00 balance will not be
posted until the next time contributions are reported. The Year-To-Date Outstanding Balance includes the amount in
delinquent status for the selected Fiscal Year. Delinquencies from Prior Fiscal Years are relative to the selected Fiscal Year
and are not included in the Percentage of Contributions paid.

Year-To-Date Billed Amount 1 $16,912,559.67 View Invoice History

Posted Payments : $16,908,885.15 View Payment Details
Total Year-To-Date Payments : $16,908,885.15

Year-To-Date Outstanding Balance : $0.00

Delinquency Count : Level O

Continued on next page
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Scenario 3: Generate a Remittance Advice Report and Pay
Your Contributions by Check, Continued

Ste Action Results
p
Enter Parameters and Generate Report
4 | Select from each drop-down list: See Figure 3-16. Remittance Advice
Report Criteria page
e Employer Name and CalPERS ID
o Fiscal Year
e Program
5 Select the Finish button. Window refreshes with HTML version
of Remittance Advice Report.
6 Do you want to print the report in PDF or in
Excel?
o If PDF, continue to step 7
o If Excel, skip to step 9
7 | Select the globe icon 8l ~ from the upper See Figure 3-17. Viewing and
right hand corner of the Cognos window, and | Printing options
then select View in PDF Format.
PDF version of Remittance Advice
Note: Save PDF file to PC if necessary. Report displays in new window.
8 Print Remittance Advice Report, then skip to
step 11.
9 | Select the globe icon [ ~ from the upper See Figure 3-17. Viewing and
right hand corner of the Cognos window, printing options
select View Excel Options, and then select
View in Excel 2007 Format.
10 | Open Excel file, format as necessary, enter
total dollar amounts for each receivable in the
appropriate cells, print Excel file generated in
step 9, then skip to step 12.
Note: Save Excel file to PC if necessary.

© 2016 California Public Employees’ Retirement System (CalPERS)
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Scenario 3: Generate a Remittance Advice Report and Pay
Your Contributions by Check, Continued

Figure 3-16. Remittance Advice Report Criteria page

IBM Cognos Viewer - Remittance Advice Report Gty of Oakland LogOn ~ | fff About

b B~

v
Remittance Advice Report

The purpose of this reportis to allow the Employer to generate remittance advice which will accompany
payment. The Employer will fill the amount they are paying for each type of outstanding obligation

-Enter Employer CalPERS ID Select Employer Name
and CalPERS ID

Employer Name and CalPERS ID :  *[City of Oakland-4015143822 v

rSelect Fiscal Year

Fiscal Year *|2014/2015 1{4 Select appropriate

Fiscal Year

rSelect Program

Program: % | Contributions For Defined Benefit-CalPERS |
Admin/Other Fees — Select appropriate
Other Obligations
Cancel Health Premium Deduction Program

Figure 3-17. Viewing and printing options

Globe icon

Continued on next page
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Scenario 3: Generate a Remittance Advice Report and Pay
Your Contributions by Check, Continued

Ste Action Result
p

Mail Check to CalPERS

11 | Within the printed Remittance Advice Report, | See Figure 3-18. Remittance Advice
write in the Amount Paid in the appropriate Report in PDF

Total Check No. row.
12 | Mail Remittance Advice Report with your See Figure 3-18. Remittance Advice
check payment to CalPERS. Report in PDF

You have completed this scenario.

Annual Lump  On June 2, 2014, CalPERS informed employers about the annual lump sum

Sum prepayment option through the Circular Letter 200-027-14 : Annual Lump
Prepayments = Sum Prepayment Option Now Available Through my|CalPERS.
Through Pathway: CalPERS website > Employers > Resources: Circular Letters >

my|CalPERS Enter 200-027-14 in the Search Letter No. field

Note: CalPERS requests that if submitting an annual lump sum prepayment
by check, ensure that it's accompanied with a remittance advice report.

Cognos The Remittance Advice Report can be run through Cognos using the
Reporting left-side navigation link, under the Common Tasks menu. For
more information, see Unit 5, Scenario 2 or Course 205: So You Want to Run
a Cognos Report?

Continued on next page
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https://www.calpers.ca.gov/docs/circular-letters/2014/200-027-14.pdf
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Scenario 3: Generate a Remittance Advice Report to
Accompany Your Check Payment, Continued

Figure 3-18. Remittance Advice Report in PDF

IBM Cognos Viewer - Remittance Advice Report City of Oakland LoooOn ~ | % About

b ~ilel -]

A Remittance Advice Report A
Send your Remittance Advice
CalPERS ID : 4015143822 Report and check payment to this
Employer : City of Oakland /I address
/.
7~

Please remit payment and this form to
400 Q Street, P.O. Box 1982, Sacramento, CA
95g812-1982

Receivable Id Amount

Qutstanding

Contributions For Defined Benefit-CalPERS

100000014312281 Rate Plan 899 Member Contributions $13,871,867.70
Employer Contributions $52,143,892.10
Semvice Credit Purchase Contributions $313.271.40
Prior Fiscal Year Overpayments ($2.279.168.81)
Year-To-Date Payments B67 976,678 45
Total Qutstanding - Contributions $135,816.94
Total Qutstanding $135,816.94
Year End Adjustment $4,062,533.00
Total $135,816.94
Check No. - v

/

=
Write total dollar amount
paid for each rate plan
here (PDF version) or Ensure total check ampunt
enter in Excel version adds up to amount paid for
each rate plan
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Scenario 4: Pay Your Health Bill by Check

Step-by-step

Scenario: You have reviewed the receivable for your agency’s health bill.
You will generate a Health Premium Statement Remittance Slip to
accompany the check payment you will send to CalPERS.

The slip should include the total amount being paid. Ensure that your check

includes your agency’s CalPERS ID.

Slip to remit a check payment.

Follow the steps below to generate a Health Premium Statement Remittance

Step Action Result

1 From the my|CalPERS — My Home page, select | Manage Reports page displays.
the Reporting global navigation tab.

2 Select the Billing and Payments local Billing and Payment Summary
navigation link. page displays.

3 Within the Billing and Payment Summary Billing and Payment Summary
section, select the appropriate Fiscal Year from | page refreshes with selected
the drop-down list, then select the Display Fiscal Year.
button.

4 Within the Health Premium Deduction section, Invoice History page displays.
select the View Invoice History link.

5 Within the Receivable History section, select the | Monthly Billing Summary page
appropriate Receivable ID link. displays.

6 At the bottom left-hand side of the page, select | See Figure 3-19. View Invoice
the View Invoice button. button

7 Print the third (last) page of the Health Premium | See Figure 3-20. Last page of

Statement, complete the Remittance Slip, and Health Premium Statement
mail to CalPERS with your check payment.
Important! Send check or money order to
CalPERS address indicated on last page of the
Health Premium Statement.

8 Close the open window with the invoice.

You have completed this scenario.
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Scenario 4: Pay Your Health Bill by Check, Continued

Figure 3-19. Payment Details section and View Invoice button

(@ payment Details

Total Payment Due £6,684,596.82
Total Payment Made £0.00
Total Payment Owed $6,684,595.82

[Wiew Invoice [Quick Pay

Figure 3-20. Last page of Health Premium Statement

Health Premium Statement

REMITTANCE SLIP

If you are paying by check, please complete and return this Remittance Slip with your payment for
health premiums.

Checks should include your agency's CalPERS ID Mumber and be made payable to the California Public
Employees' Retirement System. Please mail checkimoney order to the following address:

Califomia Public Employees’ Retirement System
Fiscal Services Division
P.O. Box 4032
Sacramento, CA 958124032

MOTE: K paying via overnight mail, please remit payment, including Remittance Slip, to:

Califomia Public Employees’ Retirement System
Fiscal Services Division
400 Q Street
Sacramento, CA 95811-6201

CalPERS ID: 0123456789 Amount Enclosed:
Statement Number: 731 1000000051819389
Statement Date: oTMe/I2012

Due Date: oeM0/2012

Amount Due: $5,682,572.20

Califoonia Public Employees” Fefirement System
wwrw calpers ca. gov

Page 3 of 3

my|CalFERS 2002

427200085 14388~

-0
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Unit 4: Managing Your Payments and Banking Accounts

Overview

Introduction my|CalPERS enables you to view payment information such as the
authorization date, the payment amount, and the payment status. The
payment list can be filtered by the payment status and by the receivable type.

You can add additional banking accounts or update existing ones within
my|CalPERS. When updating a banking account, you can only change the
account holder name(s) and the payment account nickname. If additional
updates to the banking account are required, you must first delete the
banking account, and then set up a new account.

Contents This unit contains the following:
Topic See Page
Scenario 1: View Your Payment History and Generate 52
an Employer Payment Report
Scenario 2: Cancel a Pending Payment 56
Scenario 3: Update or Delete an EFT Payment Account 58
51
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Scenario 1: View Your Payment History and Generate an
Employer Payment Report

Scenario: You are reconciling your bank statements with your pending, paid,
and posted receivables. You will view your agency’s receivables in
my|CalPERS. If desired, you may generate an Employer Payment Report
which displays a detailed payment summary of your business partner
receivables.

Step-by-step Follow the steps below to view your agency’s receivables and generate an
Employer Payment Report.

Step | Action | Result
View Payment History
1 From the My Home page, select the Profile global | Business Partner Summary

navigation tab. page displays.
2 Select the Payments local navigation link. Payment History page displays.
3 Within the Display Criteria section, select the See Figure 4-1. Display
appropriate Payment Status from the drop-down Criteria and Payments sections
list.

4 Within the Display Criteria section, select the
appropriate Receivable Type from the drop-down
list, if necessary.

Note: If you do not select a Receivable Type from
the drop-down list, all payments from the selected
Payment Status will display after selecting the
Display button.

5 Select the Display button. Payment History page
refreshes with Payments
section populated.
Generate Employer Payment Report

6 Would you like to generate an Employer Payment
Report?

o If N0, then you have completed this scenario @

o If yes, then continue to step 7

Note: Generating reports is covered in more detail
in Unit 6 of this student guide.

Continued on next page
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Scenario 1: View Your Payment History and Generate an
Employer Payment Report, Continued

Figure 4-1. Display Criteria and Payments sections

(E' Display Criteria

Payment |Pending hd
Status:
REOEI_:::LEl V|| Display ” Generate Report |

® Payments

o cancel a pending payment, select the Payment Authonzation Date link.

Payment Payment Payment

o 3 Confirmation Payment Payment Receivable Receivable
Authorization Posting Number Amount M Status 1D Description
Date [ Date Nickname

Employer
Contribution,|
10/04/2016 1000760204  $126,221.46 Wells Fargo Pending  100000014780522 zggﬁ’;‘ E
CalPERS,
2016/2017
Employar
Contribution,|
e TEST : PEPRA New,
10/04/2016 1000760207  $384,781.55 L)'\ ave1gios PENMiNG  100000014781944 27415,
CalPERS,
2016/2017
Employer
Contribution,|
TEST . PEPRA New,
10/04/2016 1000760206  $566,969.05 ¢, naME1gios Pending  100000014780523 o a5,
CalPERS,
2016/2017
Payment e Pending: Payment and receivable information has not matched up
Status o Posted: Payment has posted to the receivable

e Cancelled: Payment was cancelled
o Dishonored Payment: Payment was returned to agency’s bank
¢ In Process: Payment has a future authorization date

Continued on next page
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Scenario 1: View Your Payment History and Generate an
Employer Payment Report, Continued

saving options, and then make the appropriate
selection.

Note: In selecting View in Excel Options, different
versions and options are available:

F view in Excel 2007 Data
E View in Excel 2007 Format
J Wiew in Excel 2002 Format
View in C5Y Format

Important! For best results, select View in CSV
Format. You may save the CSV file in Excel to your
computer.

Note: You may rename the file and designate a
location in your computer to save it.

Step Action Result
7 Within the Display Criteria section, select the See Figure 4-2. Generate
appropriate Payment Status from the drop-down Report button in Display
list, then select the Generate Report button. Criteria section
Note: Pending payments do not display in the Cognos window opens and
Employer Payment Report. report displays.
See Figure 4-3. Employer
Payment Report
8 Do you want to save a copy of this report?
o If yes, continue to step 9
e If N0, you have completed this scenario @
9 | Select the globe icon @! drop-down arrow to display | The globe icon drop-down

arrow expands to display the
following:

View in HTML Format
View in PDF Format
fan] Yiew in %ML Format

| g View in Excel Options P

You have completed this scenario.
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Scenario 1: View Your Payment History and Generate an
Employer Payment Report, Continued

Figure 4-2. Generate Report button in Display Criteria section

@ Display Criteria
Payment |Posted [
Status:
Receivable | v
Type: | Display || Generate Report

Figure 4-3. Employer Payment Report

Continued on next page
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Scenario 2: Cancel a Pending Payment

Introduction

Step-by-step

the payment authorization date.

You can cancel a pending payment until 5:00 PM Pacific Time on the day of

Important! You cannot modify a pending payment. If you want to make a
change to a pending payment, first cancel the existing pending payment then

create a new one.

delete the banking account.

Scenario: After initiating a payment on a receivable, you realized that you
had selected the wrong banking account for the transaction — an account you
intend to delete. You must first cancel the pending payment before you can

Note: At a later time you will reinitiate payment on the receivable using the

correct bank account.

Follow the steps below to cancel a pending payment.

Step

Action

Result

1

From the My Home page, select the Profile global
navigation tab.

Business Partner Summary
page displays.

account to this receivable now or later by selecting
the appropriate radio button, then select the Save &
Continue button.

2 Select the Payments local navigation link. Payment History page

displays.

3 Within the Payments section, select the Payment Pending Payment
Authorization Date link for the appropriate pending Cancellation page displays.
payment.

See Figure 4-4. Payments
section

4 | Within the Cancel Pending Payment section, select See Figure 4-5. Cancel
the Yes, cancel this pending payment radio button, | Pending Payment section
and then select the Save & Continue button.

Cancellation Request
Acceptance page displays.
5 Determine whether you want to associate a payment | See Figure 4-6. Payment

Cancellation Summary and
Payment Options sections

Receivable page displays.

You have completed this scenario.
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Scenario 2: Cancel a Pending Payment, Continued

Figure 4-4. Payments section

® Payments
o cancel a pending payment, select the Payment Authorization Data link.

Payment Payment - Payment -
Authorization Posting ﬁz:l]ibr;n_ahon :?:::Iﬁ't't Account ;gt':::“t :I[tll)acenrahle
Date 0 Date Nickname
Employear
Contribution
10/04/2016 1000760204  $126,221.46 Wells Fargo Pending  100000014780522 2';:2";‘ R
CalPERS,
2016/2017
Employer
Contribution
e e IEST : PEPRA MNew,
10/04/2016 1 L NAMELB19E Pending 100000014781944 27415,
Select the CalPERS,
appropriate link 2016/2017
Employer
Contribution
TEST g PEPRA New,
10/04/2016 1000760206 $566,969.05 FULLMAMELS196 Pending 100000014780523 25846,
CalPERS,
2016/2017
< >

Figure 4-5. Cancel Pending Payment section

‘3:' Cancel Pending Payment

Receivable Description: Employer Contribution, PEPRA Mew, 25846, CalPERS, 2016/2017
Receivable ID: 100000014780523
Pending Payment Amount: $566,969.05
Payment Authorization Date: 10/04/2016
Payment Account Nickname: TEST FULLNAMEL1S8196
Confirmation Number: 1000760206

You have selected this pending payment for cancellation. To keep this payment timely, please associate a new
account to this receivable as soon as possible.

If you have guestions or concerns regarding your ability to make this payment or have this payment reach our office
in a timely manner, please call us at (888) 225-73778).

@ Yes, cancel this pending payment.
() Mo, do not cancel this pending payment.

Figure 4-6. Payment Cancellation Summary and Payment Options sections

ti:' Payment Cancellation Summary
Cancellation
Confirmation
Number

Payment
Account
Nickname

Cancellation Receivable Receivable
Date ID Description

Payment
Amount

Employer

Contribution, PEPRA EFT TEST
1000760208 10/04/2016 100000014780523 Naw, 25846, CalPERS, Checking FULLNAMELS8196 $566,969.05
2016/2017

(@ Payment Options You may do this
) I want to associate a payment account now.
now or later

@ I will associate a payment account at a later time. —
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Scenario 3: Update or Delete an EFT Payment Account

Scenario: Your agency uses two banking accounts to pay its receivables.
Your manager has decided to now use only one account. You will update
one banking account, renaming it to reflect its new purpose in paying all
receivables, and then delete the one no longer required.

When updating two or more accounts, use nicknames to easily identify the
accounts. For example, use nicknames like “Health,” and “Payroll.”

Step-by-step Follow the steps below to update or delete an EFT — Debit account in

my|CalPERS.
Step | Action | Result
Access Payment Accounts
1 From the My Home page, select the Profile global | Business Partner Summary
navigation tab. page displays.
2 Select the Receivables local navigation link. Receivables page displays.
3 Select the Payment Accounts left-side Banking Accounts page
navigation link. displays.
4 Do you want to update or delete an EFT account?
o If update, continue to step 5
o If delete, skip to step 8
Update a Payment Account
5 Within the Banking Accounts section, select the Maintain Banking Account page
Payment Account Nickname link for the bank displays.
you want to update.
See Figure 4-7. Banking
Accounts section
6 Within the Maintain Banking Account section,
update as necessary:
e Account Holder Name(s)
o« Payment Account Nickname
Important! Only minimal updates can be made to
banking account information. If additional updates
are needed, such as the banking account number
or the financial institution name, delete the
payment account and add a new one.
7 Select the Save & Continue button and you have | Banking Accounts page
completed this scenario displays.

Continued on next page
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Scenario 3: Update or Delete an EFT Payment Account,
Continued

Figure 4-7. Banking Accounts section

'B' Banking Accounts | dd new |

® CalPERS will retain your payment account information for your convenience. CaIPERS will keep your information

confidential and your payment account information will only be used to facilitate the transfer of funds to pay bills

or receivables that you authorize.

To add a new payment account, please click the Add New button above.

To view the details of a payment account or modify payment account information, please select a Payment

Account Nickname link from the list below.

* Only minimal updates can be made to banking account informatien. If additional updates are needed, please
delete this payment account and set up a new one.

* Please Mote:

* The CalPERS ACH ID number has changed with the roll out of the new my|CalPERS system. The new CalPERS ACH

ID number is: 1946207465.

If you pay by Electronic Funds Transfer (EFT), you must notify your bank that this CalPERS ACH ID number is

assigned to an approved payee in order for the payment to be processed by your bank. If you have already

submitted an EFT using the old CalPERS ACH ID, please resubmit the EFT with the new CalPERS ACH ID listed

above.

* If you wish to begin using EFT, you must establish a new EFT account in my,/CalPERS and then notify your bank of
the CalPERS ID number.

Delete

Financial Institution

Payment Account Type

Payment Account |

Select link(s) to update
as necessary

) EFT - Debit EXCHANGE BANK Wells Fargo

® EFT - Debit EXCHANGE BANK BofA MES
O EFT - Debit J.P. MORGAN CHASE BANK ~ TEST FULLNAME18196 Yes
Deletel

Continued on next page
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Scenario 3: Update or Delete an EFT Payment Account,

Continued
Step | Action | Result
Delete a Payment Account
8 Within the Banking Accounts section, select the See Figure 4-8. Deleting

radio button for the appropriate account, then
select the Delete button.

Important! You cannot delete a payment account
with a pending payment. You must first cancel the
pending payment before deleting the payment
account.

payment account

Banking Accounts page
refreshes with green
confirmation message.

See Figure 4-9. Payment
Account has been deleted
confirmation

select the OK button.

Important! You must first cancel the pending
payment associated to the banking account you
are attempting to delete.

9 Did the Message from webpage dialog box See Figure 4-10. Message from
display indicating that you are attempting to delete | webpage dialog box and error
a banking account associated to a pending message
payment?
o If yes, then continue to step 10
e If no, then you have completed this scenario
10 | Within the Message from webpage dialog box, Banking Accounts page displays

no longer showing the payment
account which was deleted.

You have completed this scenario.
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Scenario 3: Update or Delete an EFT Payment Account,
Continued

Figure 4-8. Deleting payment account Select radio button, then
select the Delete button

Associated to

Payment Account T rinancial Institution Payment Account Nickname
() ~ Debit EXCHANGE BANK Wells Fargo No
) EFT - Debit EXCHANGE BANK BofA Yes
(O EFT - Debit J.P. MORGAN CHASE BANK  General Fund Yes
Delets

Figure 4-9. Payment Account has been deleted confirmation

The selected payment account has been deleted.

Figure 4-10. Message from webpage dialog box and error message

Message from webpage

'\-I You have selected to remove a payment account associated to a

' pending or recurring payment. You will need to associate another
payment account to the receivable by selecting the Receivables link in
the panel to the left. To remove the payment account, select the OK
Button, Otherwise, please select the Cancel Button

[ OK J ’ Cancel
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Unit 5: Generating Reports

Overview

Introduction The IBM Cognos tool runs the reports within my|CalPERS.

In this unit, you will learn how to access Cognos through the my|CalPERS
Reports link and locate and download reports.

Cognos online resources are also included in this unit such as:
e my|CalPERS report descriptions, user roles, and status
e Web browser settings requirements

Contents This unit contains the following:
Topic See Page
Scenario 1: Monthly Employer Billing Roster 64
Scenario 2: Generate a Report Using Cognos Reports 66
Link
Scenario 3: Commonly Used Reports - Information 72
Cognos Reports Online Resources 80
Continued on next page
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Scenario 1: Monthly Employer Billing Roster

Introduction

Step-by-step

The Monthly Employer Billing Roster shows all active employees and retirees

which make up the employer’s current month health receivable.

Important! This report can only be generated through my|CalPERS instead

of Cognos.

Follow the steps below to generate a Monthly Employer Billing Roster.

Step Action Result

1 From the My Home page, select the Reporting | Manage Reports page displays.
global navigation tab.

2 Select the Billing and Payments local Billing and Payments Summary
navigation link. page displays.

3 Within the Billing and Payment Summary Billing and Payments Summary
section, select the appropriate Fiscal Year from | page refreshes with selected
the drop-down list, then select the Display Fiscal Year.
button.

4 Within the Health Premium Deduction section, Invoice History page displays.
select the View Invoice History link.

5 Within the Receivable History section, select the | Monthly Billing Summary page
appropriate Receivable ID link. displays.

6 Within the Monthly Billing Summary section, Monthly Billing Roster page
select the View Billing Roster link. displays.

7 Within the Monthly Employer Billing Roster Cognos window opens
section, select the Download Roster link. displaying Monthly Employer

Billing Roster Report.

8 Download or print roster as necessary according | See Figure 5-1. Monthly
to this unit, Scenario 2: Generate a Report Employer Billing Roster Report
Using Cognos, step 10. generated
You have completed this scenario.
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Scenario 1: Monthly Employer Billing Roster, Continued

Figure 5-1. Monthly Employer Billing Roster Report generated

Billing Roster Repo Gity of Oakland

bl B iR

Monthly Employer

~
CalPERS
Business Partner Name : CalPERS ID :
Receivable ID : 100000014548220 Total Due :
Coverage Month : Due Date :
Medical Retiremen Plan |Payment | Coverage | Prel Pal nt | Employer LIS
M CelfERs 0 “ Amount Sha Share pant
Active 5426238419 ADDISON-TERRY,FREDAH 005 SWORN PERS Blue Shield 1243 On-going $2,263.56 $0.00 $2,263.56 $0.00 $0.00
POLICE Netvalue
UNIT Bay Area
Active 2155609160 BAUTHEROT,MAI LANI 004 UPE, PERS Anthem 4501 On-going $827.57 $0.00 $827.57 $0.00 $0.00
LOCAL 790 Blue Cross
UNIT B C D Traditional
HMO Bay
Area
Active 1855919752 BENZAKEN,RUBERTA 001 UNREP PERS Kaiser 1042  On-going %1,428.90 $0.00 $1,428.90 $0.00 %0.00
UNIT AHM Permanente
WaX California
Bay Area
Active 1839628941 BISHOP- 006 SWORN PERS Kaiser 1043 On-going $1,857.57 $0.00 $1,857.57 $0.00 $0.00
DRESSEL,LE'ARTHUR FIRE UNIT Permanente
California
Bay Area
Active 1955310356 BOGHOSIAN,THOMAS IAN 001 UNREP  PERS Kaiser 1041 On-going $714.45 $0.00 $714.45 $0.00 $0.00
UNIT AHM Permanente
Wa X California
Bay Area
Active 2227945040 BOLDT-LARUE,ELONDRA 004 UPE, PERS Kaiser 1042  On-going $1,428.90 $0.00 $1,428.90 $0.00 $0.00
LOCAL 790 Permanente
UNIT B C D California
Bay Area
Active 6314189150 BRUMBELOW,AWATEF 001 UNREP PERS Kaiser 1043 On-going $1,857.57 $0.00 $1,857.57 $0.00 $0.00
UNIT AH M Permanente
Wa X California
Bay Area
Active 2340862050 BUCHBORGER,MONIREH 001 UNREP  PERS Kaiser 1043 On-going $1,857.57 $0.00 $1,857.57 $0.00 $0.00
UNIT A H M Permanente
W& X California
Bay Area
Active 1409015823 BUDENSIEK,MEDARDO 004 UPE, PERS Kaiser 1043 On-going $1,857.57 $0.00  $1,857.57 $0.00 $0.00
LOCAL 790 Permanente
UNITB CD California
Bay Area
Active 2438125317 BURTS-FORD,FEROLY 006 SWORN PERS Blue Shield 1013 O©On-going $2,103.97 $0.00 $2,103.97 $0.00 $0.00 WV
FIRE UNIT Access+

= Top % Page up ¥ Page down = Bottom
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Scenario 2: Generate a Report Using Cognos Reports Link

Scenario: You are tasked with reconciling your agency’s receivables and
payments. You will generate the Receivables and Payment Info report using
the Cognos Reports left-side navigation link.

Step-by-step Follow the steps below to generate a report in Cognos.

Ste Action Result
p

Open Cognos Application

1 From the my|CalPERS My Home page, select | Common Tasks expands to display
the Common Tasks left-side navigation link. additional left-side navigation
selections.

2 | Select the Reports left-side navigation link. See Figure 5-2. Reports under
Common Tasks on left-side
navigation menu

New window opens featuring Cognos

application.
3 | Select the My home icon from the Cognos See Figure 5-3. My home icon on
window. Cognos window

IBM Cognos Connection displays in
separate window featuring report
folders.

Continued on next page
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Scenario 2: Generate a Report Using Cognos Reports Link
Reports Link, Continued

Figure 5-2. Reports under Common Tasks on left-side navigation links

Common Tasks @

Reports
Document History

Ingquiry List

Submit Inguiry

Figure 5-3. My home icon on Cognos window

Continued on next page
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Scenario 2: Generate a Report Using Cognos Reports Link
Reports Link, Continued

Ste Action Result
p

Navigate through Cognos® Window
4 | Select the PSR REPORTS ENV98 link located | See Figure 5-4. Public folders in

next to the yellow folder 7. Cognos

Folder opens displaying reports
contained inside.

5 | Navigate through reports using * ¥ the See Figure 5-5. Reports in Cognos
directional arrows, or enter a keyword from the | window

name of report in the search field,

then select the search icon.

Note: Reports are listed alphabetically.
6 Select the link for the appropriate report. Report opens, prompting user to
enter required information.
Generate, View, Save, and Print Report

7 | Enter required (or optional) report criteria
within the appropriate fields or select criteria
from each drop-down list.

8 | Select the Finish button. Report details display in open
Cognos window.

Note: Report may take several minutes to run.
9 | Do you want to save a copy of this report?

o If yes, continue to step 10
e If o, you have completed this scenario @

Continued on next page
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Scenario 2: Generate a Report Using Cognos Reports Link
Reports Link, Continued

Figure 5-4. Public folders in Cognos

Figure 5-5. Reports in Cognos window Navigate through
pages using blue

A arrows

Search by name (or partial
name)

Continued on next page
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Scenario 2: Generate a Report Using Cognos Reports Link
Reports Link, Continued

Ste Action Result
p
Export to Excel
10 | Select the globe icon @! drop-down arrow to Figure 5-6. Globe icon drop-down

indicate saving selections.

Note: In selecting View in Excel Options,
different versions and options are available:

P view in Excel 2007 Data
E Wiew in Excel 2007 Format
J View in Excel 2002 Format
View in C5V Format

Important! For best results for sorting and
filtering, select View in CSV Format. You may
save the CSV file in Excel to your computer.

Note: You may rename the file and designate
a location in your computer to save it.

arrow

The globe drop-down arrow expands
to display the following:

View in HTML Format
View in PDF Format
fd Yiew in %ML Format

| g View in Excel Options P

You have completed this scenario.
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Scenario 2: Generate a Report Using Cognos Reports Link
Reports Link, Continued

Figure 5-6. Globe icon drop-down arrow Use globe icon for viewing

and saving options

ff +©1 About

i B B &

LlegCn ~

IBM Cognos Viewer - Receivables and Payment Info Report

r

City of Oakland

Receivables and Payment Info Report

CalPERS
Program : CalPERS Fiscal Year : 2015/2016
Start Date : 07/01/2015 End Date : 06/30/2016

Transaction Payment
PDStEd Date m Ite'“ Descrlptmn

April 05/18/2016 100000014550752 Employer Contribution ($461.05) %0.00
05/06/2016 100000014550751 Employer Contribution 899 $411,328.80 $0.00
100000014550752 Employer Contribution Q00 $459,742.41 $0.00
100000014554101 Employer Contribution 25845 £31,794.92 30.00
100000014554102 Employer Contribution 25846 $122,027.09 30.00
100000014555522 Employer Contribution 27415 £81,225.31 30.00
04/27/2016 100000014550751  Employer Contribution 899 $146,480.52 $0.00
100000014555522 Employer Contribution 27415 $16,208.43 $0.00
04/26/2016 100000014550751  Employer Contribution 899 £0.00 $6,765.83
Employer Contribution 899 $6,765.83 $0.00
100000014550752 Employer Contribution Q00 £0.00 $10,905.21
Employer Contribution 200 £10,905.21 %0.00
04/22/2016 100000014550751 | Employer Contribution 899 £0.00 $406,627.05
Employer Contribution 899 $815,540.28 %0.00
100000014550752  Employer Contribution Q00 £0.00 $451,107.86
Employer Contribution Qa0 $004,031.60 %0.00
100000014554101  Employer Contribution 25845 £0.00 $25,674.61
Employer Contribution 25845 £51,349.22 $0.00
100000014554102 Employer Contribution 25846 £0.00 $121,263.31
Employer Contribution 25846 $242,526.62 %0.00

07/01/2016, 01:49 PM Page 1 v
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Scenario 3: Commonly Used Reports - Information

Introduction

Contents

There are several reports available for viewing and reconciling receivables,
payments and health billing and reporting. These reports are:

Receivables
e Arrears Receivable Summary Report
e Employer Receivable Report

Receivables and Payments
e Receivables and Payment Info Report (Unit 5, scenario 2)

Payments
e Employer Payment Report (Unit 4, Scenario 1)
e SCP Payments Due Report

Health
e Employer Health Event Notification Report
e Employer Health Transaction Notification Report

This scenario contains the following:

Topic See Page
Arrears Receivable Summary Report 73
Employer Receivable Report 74
Receivables and Payment Info Report 75
Employer Payment Report 76
SCP Payments Due Report 77
Employer Health Event Notification Report 78
Employer Health Transaction Notification Report 79

Continued on next page

72

© 2016 California Public Employees’ Retirement System (CalPERS) R6.2 10142016




Scenario 3: Commonly Used Reports - Information, Continued

Arrears IBM Cognos Viewer - Arrears Receivable Summary Report City of Oakland LogOn ~ +1  about

Receivable P dy

Summary Arrears Receivable Summary Report

Report The purpose of this report is to provide a summary list of individual member receivables created for Mandatory
Arrears and 20283 Arrears. The report includes employer and member details, the Receivable 1D, balance currentty
owed, administrative fees and the invoice date for each receivable generated in myCalPERS by PeopleSoft.

rinvoice Date

Start Date IJuI 1, 2014 i
End Date IJun 30, 2015 i

rBusiness Partner

Select Business Partner |City of Dakland

rReceivable ID

Receivable ID I

Cancel Finish

Arrears Receivable Summary Report generated

nos Viewer - Arrears Receivable Summary CGity of Oakland

Arrears Receivable Summary Report
CalPERS

Invoice Date : 07/01/ 2014 through 06/30/2015
Receivable ID:
Business Partner Name: City of Oakland

Receivable ID Receivable Financial Financial Balance Invoice Participant Last First Business Business Service Service
Description Reporting Reporting Amount Date CalPERS Name Name Partner Partner Period Period
Business  Business D CalPERS Name Begin End Date
Partner Partner ID Date
CalPERS Name
1D
100000014345029 Admin Fee - 4015143822  City of $0.00  07/30/2014 5011393946 YINGLING KITARO
20283 Qakland
Arrears
100000014345030 20283 4015143822  City of $0.00 07/30/2014 5011393946 YINGLING KITARO 4015143822 City of 10/01/2004  10/31/2005
Arrears OQakland Qakland
Jul 8, 20159:20:27 AM Page 1 of ? SPS3667

Continued on next page
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Scenario 3: Commonly Used Reports - Information, Continued

Employer
Receivable
Report

IBM Cognos Viewer - Employer Receivable Report Gity of Oaldand LogOn ~ | fff *1 About

Employer Receivable Report

The purpose of the Employer Receivable Report is to provide external business partners with th
ability to easily view receivable information. The user will receive a high level receivable
summary based on the selections made when generated from UID187 or from the COGNOS
reporting UI

r Enter Business Partner CalPERS ID

Business Partner's Calpers ID and Name: *|4015 143822-City of Oakland ﬂ

rSelect Receivable Status

Receivable Status |Dper| ﬂ

rSelect Receivable Type

Receivable Type I ﬂ

Cancel Finish

Employer Receivable Report generated

IBM Cognos Viewer - Employer Receivable Report GtyofOakland Llogon ~ | & *+1 About

bl B i@

A, Employer Receivable Report A
AlPE]
CalPERS ID: 4015143822 Employer Name : City of Oakland
Receivable Status : Open Receivable Type :
Payment Due Next Payment Receivable . Receivable
Recelvable I | pescription
06/30/2016 $0.00 $0.00 100000014550751 Employer
Contribution,
Classic, 899,
CalPERS,
2015/2016
06/30/2016 3$0.00 $0.00 100000014550752 Employer
Contribution,
Classic, 900,
CalPERS,
2015/2016
06/30/2016 $0.00 $0.00 100000014554101 Employer
Contribution,
PEPRA Mew,
25845,
CalPERS,
2015/2016
06/30/2016 $0.00 $0.00 100000014554102 Employer

Contribution,

AEARA Rl

= Top £ Page up ¥ Page down X Bottom
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Scenario 3: Commonly Used Reports - Information, Continued

Receivables
and Payment
Info Report

IBM Cognos Viewer - Receivables and Payment Info Report Gity of Oakland LogOn ~ i

Receivables and Payment Info Report

The purpose of this reportis to allow the Employer to view transaction for period within a fiscal year

rSelect Employer Calpers Id

Employer Name and CalPERS ID: ~ *|City of Oakland-4015143822 v|

rSelect Program

Program : *lCaIPERS ﬂ

rSelect Fiscal Year

Fiscal Year : *[2014/2015 v|

rSelect Receivable Start Date
Start Date : * [qul1, 2014 -

r Select Receivable End Date

End Date : * [7un 30, 2015 -

Cancel

Receivable and Payment Info Report generated

IBM Cognos Viewer - Receivables and Payment Info Report Gity of Oakland LogOn ~ i

b BB

A Receivables and Payment Info Report ~
Program : CalPERS Fiscal Year : 2014/2015
Start Date : 07/01/2014 End Date : 06/30/2015
ERE T T
April 05/07/2015 100000014312281 Employer Contribution 899  $1,898,085.86
100000014312282 Employer Contribution 900 | $1,827,996.49 $0.00
100000014315623 Employer Contribution 25845 $73,549.89 $0.00
100000014315624 Employer Contribution 25846 $324,178.48 $0.00
100000014317040 Employer Contribution 27415 $278,906.88 $0.00
05/06/2015 100000014312281 Employer Contribution 899 $6,840.52 $0.00
04/30/2015 100000014345029 $0.00 $500.00
100000014345030 $0.00 $10,054.59
$10,054.59 $0.00
100000014492049 $0.00 $966.60
$966.60 $0.00
100000014509980 $0.00 $500.00
100000014509981 $0.00 $3,585.96 W

47 ror ne Anonn
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Scenario 3: Commonly Used Reports - Information, Continued

Employetr IBM Cognos Viewer - Employer Payment Report ~ GityofOakland Leaon ~ | ff 1 About
aymen . . .
y b BB 6]

Report
Employer Payment Report
The purpose of the Employer Payment Report is to provide external business partners with

the ability to easily view receivable information. The user will receive a detailed payment
summary when generated from UID302 or from the COGNOS reporting UL

r Enter Business Partner CalPERS ID

Business Partner’s Calpers ID and Name:*|4015143822—city of Oakland

rSelect Receivable Status

Payment Status |Pending

rSelect Receivable Type

Receivable Type |

Cancel Finish

Employer Payment Report generated

IBM Cognos Viewer - Employer Payment Report City of 0akland logon ~ | ff *1  about
ol e B @l
A, Employer Payment Report A
Al
CalPERSID : 4015143822 Employer : City of Oakland
Payment Status:  Pending Receivable Type :
Payment Payment 1 Payment -
Authorization | Posting Erm || e Account e Receivable ID Receuyal_)le
Number Amount . Status Description
Date Date Nickname
07/08/2015 1000572820 $74,254.96  General Pending Employer
Fund 100000014312282 Contribution,
Classic, 200,
CalPERS,
2014/2015
07/08/2015 1000572821 $500.00 General Pending Admin Fee -
Fund 100000014539661 20283 W
Arrears.

Continued on next page
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Scenario 3: Commonly Used Reports - Information, Continued

SCP
Payments
Due Report

SCP Payments Due Report generated

Continued on next page
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Scenario 3: Commonly Used Reports - Information, Continued

Employer
Health Event
Notification
Report

IBM Cognos Viewer - Employer Health Event Notification Report City of Oakdand LogOn ~ | 1 *1 About

Employer Health Event Notification Report

The purpose of this report is to summarize the transactions submitted by the Public Agencies / School
Districts for a particular Active Employer.

r Enter Business Partner's CalPERS ID

Select Business Partner’s CalPERS ID : a'eICit‘,r of Oakland

rSelect Posting Date Range

Posting Start Date : IJun 14, 2015 -
Posting End Date : IJuI 15, 2015 ik

Cancel Finish

Employer Health Event Notification Report Generated

City of Oakland LogOn ~ i

nt Notification Report ~

Yosting End Date : Jul 15, 2015
Health Event Health Benefit
Plan Name
Reason Type
Parent-Child Relationship Kaiser Permanente California Bay Area Health - Medical Future
LOA Blue Shield NetValue Bay Area Health - Medical Future
v

COBRA Div/Sep/Mv from Household Kaiser Permanente California Bay Area Health - Medical Future

Continued on next page
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Scenario 3: Commonly Used Reports - Information, Continued

Employer
Health Event
Transaction
Report

IBM Cognos Viewer - Employer Health Event Transaction Report Gty of Oakland logOn v | fif *1 About

Ple o R~

Employer Health Event Transaction Report

The purpose of this report is to show all transactions submitted by a given Business Partner CalPERS ID.This includes
batch transactions based on acreate date range(when the transaction was processed) or for a given effective date range
(when the transaction takes effect). Please note that not inputting values on the create date range and effective date range
will produce a report of every transaction submitted by the Business Partner,including every batch transaction processed.

r Select Employer Name

Employer Name : * [city of Oakland 4015143822

r Select Effective Date Range

Effective From Date : IJu\ 1, 2015 -
Effective To Date : I Oct 1, 2015 M-

r Select Event Create Date Range

Event Create From Date : I itk
Event Create To Date : I i

Cancel Finish

Employer Health Event Transaction Report Generated

Subscriber Name Subscriber Status Enrollee Hame Enrollee Date of Birth Retirement System
CalPERS ID

1003132865 Grotepas, Belton, Employment Kooper, Kitty, 09/15/2012 PERS
1839628941 Bishop-Dressel, Le"Arthur, ¥ Employment Bishop-Dressel, Vandi, C 06/20/11989 PERS

Parent-Child 004 UPE, LOCAL 780 UNTBCD 08/01/2015 Parent-Child Relationship Add Dependent 0710712015

Natural Bern Child 006 SWORN FIRE UNIT 07/01/2015 26 year old delete - Batch Delete Dependent 06/02/2015

Created by User Event Status “ Health Eligibility Zip Code | Health Benefit Type ‘

External Business Partner Confirmed Kaiser Permanente California Bay Area Medical

Service Confirmed Kaiser Permanente California Bay Area 104 54531 Medical

Participant County Health Benefit Type Party Rate Employee Premium | Employer Premium | Total Premium
Share Share

Alameda Medical SelfiB and 2+/B §1,735.57 F122.00 B1,857.57
Contra Costa Medical SelfiB and 2+/B 50.00 51,857.57 51,857.57
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Cognos Reports Online Resources

Introduction The CalPERS website has a page where you can view reports descriptions;
user roles needed, and web browser settings procedures.

my|CalPERS The my|CalPERS Employer Reports (Cognos) page includes a listing of the

Report Cognos reports available to employers, a description of each report, the user
Descriptions, roles* needed to run each report, and the status (if the report is available or
User Roles unavailable) of the report. Each report name link includes a sample of the
and Status generated report.

my|CalPERS Employer Reports (Cognos)
Pathway: CalPERS website > Employers > my|CalPERS Technical
Requirements > my|CalPERS Employer Reports (Cognos)

*If you don’t have the user roles needed to run a report, your agency’s
system access administrator (SAA) can grant the roles to you. SAAs can
select the System Access Administrators link on the my|CalPERS Technical
Requirements page for some helpful resources.

See Figure 5-7. my|CalPERS Technical Requirements page

Web Browser A document outlining step-by-step procedures to update your web browser
Settings settings is located at:

my|CalPERS Cognos Reports Browser Requirements

Pathway: CalPERS website > Employers > my|CalPERS Technical
Requirements > my|CalPERS Employer Reports (Cognos) > my|CalPERS
Cognos Reports Browser Requirements

See Figure 5-8. my|CalPERS Employer Reports (Cognos) page

Continued on next page
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https://www.calpers.ca.gov/page/employers/mycalpers-technical-requirements/employer-reports
https://www.calpers.ca.gov/page/employers/mycalpers-technical-requirements/system-access-administrators
https://www.calpers.ca.gov/docs/cognos-browser-req.pdf

Cognos Reports Online Resources, Continued

Figure 5-7. my|CalPERS Technical Requirements page

Figure 5-8. my|CalPERS Employer Reports (Cognos) page

81

© 2016 California Public Employees’ Retirement System (CalPERS) R6.2 10142016



Appendix: Setting Up EFT Accounts & Making Payments
Resources

Overview

Introduction There are several ways to contact CalPERS to get assistance in using
my|CalPERS. These are:

e Help link in my|CalPERS

e Submit Inquiry feature in my|CalPERS

e Email CalPERS Employer Communications@CalPERS.CA.GOV
e Phone 888 CalPERS (or 888-225-7377)

Other resources include:

¢ Information for Employers on the CalPERS website at www.calpers.ca.gov

o CalPERS Employer Bulletin and Circular Letter subscription

o Forms & Publications page on the CalPERS website at
www.calpers.ca.gov

Contents This section contains the following topics:
Topic See Page
Defect Report Instructions 83
CalPERS Resources 84
Resources for Making Payments 86
CalPERS Contacts 94
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Defect Report Instructions

Email If you encounter any defect in my|CalPERS, please submit defect information

Instructions by including a brief description of the issue in the Subject line of your email.
Some examples would be: “Slow Page Load of UID #” or “Health Plan
Enrollment Error Message.”

Include all the sections listed below, then email the Defect Report to:
CalPERS Employer Communications@CalPERS.CA.GOV

A my|CalPERS employer educator will contact you after your Defect Report
email has been received.

Sections & Please include each section below in your email:
Instructions Section Instructions
1. Date of Incident | Enter the date the incident occurred.
2. Time of Incident | Enter the time the incident occurred.
3. Agency CID # Enter your agency CalPERS ID (CID) #.
4. Agency Name Enter your agency name reporting the possible
defect.
5. Person’s Name | Enter the name of the person reporting the defect.
6. Employer Enter phone number where the person can be
Phone # reached. You can include more than one number.

7. UID Screen # User Interface Design (UID) # is assigned to each
individual Web page within my|CalPERS. This is
used to identify the page where the defect or issue
occurred. You can locate the UID in the upper right
hand corner by hovering over the date with your
cursor.

8. Participant ID # | Enter the employee’s CalPERS ID (CID) # if the
defect/issue is on an employee’s profile page.

9. Participant Enter the employee’s name if the defect/issue is on
Name an employee’s profile page.
10. Description When describing the defect/issue, please include

the following two pieces of information:
= What was the defect/issue (include error
message # and language if applicable)
= What should have happened

11. Steps Provide step-by-step detail on how to get to where
the defect/issue occurred within the system; include
data being used (drop-down selections, fields
entered, links selected, etc.).

12. Screen Shot(s) | Include two screen shots of the UID page, one with
the defect/issue and one of the UID page prior to
that.

13. Comments Add any additional information relevant to this issue
not included above.
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CalPERS Resources

Employers Obtain information for employers on the CalPERS website, then select the
page Employers tab:

Forms & Obtain forms and publications by going to the CalPERS website, then select
Publication the View All link under Forms & Publications:

Center

Continued on next page

84

© 2016 California Public Employees’ Retirement System (CalPERS) R6.2 10142016


https://www.calpers.ca.gov/page/employers
https://www.calpers.ca.gov/page/forms-publications
https://www.calpers.ca.gov/page/forms-publications

CalPERS Resources, Continued

Subscribeto  Subscribe to Employer Bulletins and receive Circular Letters via email by

Employer going to the CalPERS website, then enter your email address under
Bulletins and  Subscribe.

Circular

Letters

Note: You may also search for a previously published Circular Letters by
subject or date.

Pathway: CalPERS website > Employers > Resources: Circular Letters
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Resources for Making Payments

Resources for The following links are valuable references to assist you in making payments

Making to CalPERS:

Payments on

the CalPERS my|CalPERS Student Guides

Website Pathway: CalPERS website > Employers > | Want To...: Find my|CalPERS
Student Guides

Employer Education Schedule
Pathway: CalPERS website > Employers > | Want To...: Find my|CalPERS
Student Guides > Employer Education Schedule

my|CalPERS Quick Reference Guide for Employers
Pathway: CalPERS website > Employers > | Want To...: Find my|CalPERS
Student Guides > scroll down to the Supplemental Materials section

Frequently Asked Questions (FAQ)
Pathway: CalPERS website > About > Resources: Frequently Asked
Questions

Circular Letter No. 200-041-13: Implementation of Interest on Delinquent
Retirement Contributions:

Pathway: CalPERS website > Employers > Resources: Circular Letters >
Enter 200-041-13 in the Search Letter No. field

Circular Letter No. 200-024-12: Implementation of Assessments of
Administrative Fees and Interest on Erroneous Payroll and Contribution
Information

Pathway: CalPERS website > Employers > Resources: Circular Letters >
Enter 200-024-12 in the Search Letter No. field

Circular Letter No. 200-012-16:EFT Bank Vendor Change Information
Pathway: CalPERS website > Employers > Resources: Circular Letters >
Enter 200-012-16 in the Search Letter No. field

Public Agency & Schools Reference Guide
Pathway: CalPERS website > Employers > Policies & Procedures >
Reference & Health Guides > Public Agency & Schools Reference Guide
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Navigating my|CalPERS

my|CalPERS
— My Home
Page

The screenshot below shows the my|CalPERS — My Home page with a
description of the main features. See the following pages for more details

about:

¢ Global navigation tabs

e Local navigation links

o Left-side navigation links
e Help links

Common Tasks

Contact Personal
Security Settin

Requests

@

Global navigation tabs

l'hy‘ualr [ RTe]

|' Profile | Reportingﬂ[ Person Information | Education | Other Organizations

Local navigation links

Welcome

Person Search

Employer News

o: Content | Footer | Welcome Hillary | Help | Contact Us | CalPERS | Log out January 12, 2016

Header links

Access the Forms and
Publications page

Check My Messages

for important updates
and upcoming training
opportunities

Box/area is
called a section

4

Employer News
at the top.

CalPERS News
at the bottom.

Left-side
navigation

inks

* Visit my|CalPERS Emplover Reports (Cognos) to view the updated list of available

orization Vendors, Health Plan Business Partners, and Dental

rtant Dates for Direct Authorization Vendors (PDF)
orization Vendor User Guide (PDF, 4.43 MB)
S Enhancements Presentation {PPT, 3.65 MB)

s

reports.

* View my|CalPERS Cognos Reports Browser Requirements (PDF) to ensure your

browser is properly configured.
* View my|CalPERS Course 205: So You Want to Run a Cognos Report? (PDF) for

instructions on how to generate reports.

@Mv Messages

Date

01/11/2016

01/07/2016

Message

CalPERS Benefit Education Events - Rehnert Park (Jan 29-30)
CalPERS is hosting the CalPERS Benefits Education Events to help your
employees make informed decisions about their retirement. Get the word
out by posting the attached flier at your workplace. View Document
2016 Employer Education Classes (Jan 12-14, Jan 26-28)

CalPERS offers both Business Rules and my|CalPERS training to help you
successfully conduct business with us. Register now for classes offered at
the Walnut Creek Regional Office. View Document

IRS Extension of Affordable Care Act Reporting for 2015 (Section
6055 & 6056)

12/30/2015 The IRS extended due dates for 2015 information reporting requirements

under the Affordable Care Act. The extension applies to applicable larger
employers and providers of minimum essential coverage. View Document

®my Cases

Case ID Case Title
2120725
20832391
2078300

Non-PERS Health Contract Closed
Amend Retirement Contract Open
Amend Retirement Contract Closed

f Health
Plan

Forms and

Publications Center »

QUICK LINKS

CalPERS Quick Picks
CalPERS On-Line [

Edit Quick Links >>

Vo)

Don’t Miss
Out!

Access training via
the Education tab

View More Actions
expands section to
show more items

Search by
ZIP Code
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Navigating my|CalPERS, Continued

my|CalPERS - Listed below are descriptions of the global navigation tabs and the commonly
Global used local navigation links and left-side navigation links. Local and left-side
Navigation navigation links change depending on the global navigation tab you selected.
Tabs, Local

Navigation Common Tasks items do not change.

Links, and

Left-Side

Links

Global "Home TT Reporting T Person Information TT Other Organizations .

Navigation Home: Refresh the query page to search for another employee or retiree
Tabs with the agency.

Profile: Displays an agency’s Business Partner Summary page which lists
employer address(s) & communication information, contacts & users for the
agency, business partner relationships, and retirement contract/agreements.
Refreshing by selecting the Profile tab will prevent the expiring password
reminder from reoccurring.

Reporting: Process a new retirement enroliment, health enroliments, and
payroll. See the Billing and Payments local link below for additional
information.

Person Information: Query employee and retiree health and retirement
information; add, correct, and delete appointment information.

Education: Sign up for employer instructor-led or online classes.

Other Organizations: View other employer contact information e.g.,
addresses, email, name and phone numbers, if the employer opted to make
it public to other employers.

Local The first local links are not included in this list because they refresh the same
Navigation page as the global tab.
Links

o From the Home global navigation tab:
o Requests: Request publications

Continued on next page
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Navigating my|CalPERS, Continued

Local e From the Profile global navigation tab:

Navigation o Payments: View the status of payments e.g., pending, posted,
Links, cancelled, etc.

continued o Receivables: View open & closed receivables, due dates & amounts,

receivable balance, and receivable description. You can also generate
an employer receivable report.

o Retirement Contract: View, add, or modify a resolution, submit a
valuation request, request an amendment to an agency’s CalPERS
contract

o Health Contract: View an agency’s health contract(s) and their
effective dates

o From the Reporting global navigation tab:

o Billing and Payments: View year-to-date billing and payments for
contributions and health, receivable history, health billing roster, and
the option to quick pay a receivable or download a Remittance Advice
Report to mail with a check to pay contributions

o Payroll Schedule: Add a new schedule, request an extension or
exemption

o Member Requests: Update the status of an employment certification
request, view historical certification information, provide employer
certification for a period of service that is not listed, and add a new
employment service period

o Health Reconciliation: This is only used by health carriers

Left-Side e From the Common Tasks folder left-side link:

Navigation o Reports: Run reports via the Cognos application (See unit 4)

Links o Document History: View documents
that you sent or those CalPERS provided for
the agency Reports

o Inquiry List: View communication and
inquiry/response history. Refer to the Submit
Inquiry steps 6 — 7 which are located after this Inguiry List

information on Navigating my|CalPERS. Submit Ingui
o Submit Inquiry: Submit a question or
information to CalPERS through a secure

connection with my|CalPERS. You can include confidential data, such
as an SSN. Refer to the Submit Inquiry details which are located after
this information on Navigating my|CalPERS.

Document History

Continued on next page
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Navigating my|CalPERS, Continued

Left-Side The left-side links are dictated by the global navigation tabs, local navigation
Navigation links, and some links within the body of the pages.

Links,

continued o From the Home global navigation tab:

o Person Search: Query
employee/retiree information

o Contact Personal Security
Settings: Change your password,
challenge questions, or security
image and message

o From the Profile global navigation tab:

o Contacts: Lists current and former my|CalPERS contacts

o Relationships: Lists any business partner relationships that you
established to do business on behalf of your agency

o Divisions: Lists an agency under the umbrella of your agency e.g., a
school district is a division of a county office

o Findings: Displays the findings after a CalPERS auditor has reviewed
the agency

e From the Profile tab, Receivables local link:
o Payments: View payments e.g., pending, posted, cancelled etc.
o Payment Accounts: View, add, or delete banking accounts
o Rate Plan Details: View the year-to-date PERS contributions

e From the Profile tab, Retirement Contract local link:
o View Benefits: View benefit levels and provision
Maintain Positions: Add or update positions. Each agency determines
the codes and position names for each category.

o From the Profile tab, Health Contract local link, select a health contract
link:

o Group Summary: View the medical groups

o Contribution Preview: View the agency’s contribution toward
enrollees’ health premiums & vesting information

o Subscriber List: View all enrolled under the agency and the number
covered

o Contract History: View the contract’s state, type, status, etc.

Continued on next page
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Navigating my|CalPERS, Continued

Left-Side
Navigation
Links,
continued

my|CalPERS
Help Link

o From the Reporting global navigation tab:
o Adjustment Reports: Create a payroll adjustment report to add
adjustment records
o Search Payroll Records by Participant: To search for posted or
unposted payroll records for a specific employee

o From the Reporting tab, Billing and Payments local link:
o Super Funded Accounts: View the details of rate plans for which you
are super funded
o Payment Accounts: Add or delete a banking account for online
payments

¢ From the Reporting tab, Payroll Schedule local link:
o Fees List: View a list of your assessed fees and waived fees, view the
date, type, amount and status of all fees by program and fiscal year.
You can change the displayed information by selecting a program
and/or fiscal year and the Display button.

Access the my|CalPERS Help link in the header of any page in
my|CalPERS:

Skip to: Content | Footer | Welcome rneil | Help | ‘Zontact Us | CalPERS On-Line | Log out

my|CalPERS

Use Table of
Contents and Search
to search by topic or
key word

The my|CalPERS Help link features information that will assist you with

conducting business and transactions in my|CalPERS

/' .Tahlenf(])ntems %Search Glossary Back Forward tO the mle&|PERS page

& hitps:/fwww-simext-mycalpers.calpers.ca.gov/#Manage_Your_Profile/OH832_My_Homehtm - Online H Help iS intuitive and refers

you are currently viewing

(-3 Manae Financial Activities

8“‘5”35 Hazlth Coptract / =
Manage My Home Page

Sveeed Help features an

2 Managg

timanagd alphabetical glossary
7aeqd of CalPERS terms

7 Busi an overview of open and closed cases along with personal

7 Busi Es that pertain to your organization or contacts within your

7| Business Partner Contact Lisi organization. You can also obtain information on health plans available in your area,
A Business Partner Information| and select your own Quick Links for commonly used sites you visit frequently. In

|7’ Business Fartner Relationshiy addition you can view up to date information on various CalPERS related issues,

7 Business Partner Relationshif| = || events, investments, and more.

|7 Business Partner Summary F
7 Confirm Address Page

7 Contact Us Page Items on the Page Back to
|2 Log in to my|CalPERS Page Top

|7 Login Credentials Page
7 Maintain Addresses and Corr! + Welcome

age which you see when you first enter my|CalPERS.

|7 My Home Page » Important Messages
|7 My Profile Page

7 Participant Account Maintena * My Cases
|7 Participant and Business Part + CalPERS News
|7 Pre-Log in Page = + CalPERS Market Value -
L T « i v
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my|CalPERS Submit Inquiry

my|CalPERS  Access and use my|CalPERS Submit Inquiry by following the steps below.
Submit

Inquiry
Step | Action | Result
Submit Inquiry
1 From any page in my|CalPERS, select the See Figure A-20. Common

Common Tasks menu left-side navigation link. | Tasks menu on left-side
navigation links

2 Select the Submit Inquiry link from the left- See Figure A-20. Submit Inquiry
side navigation menu. left-side navigation link

3 Select or enter: See Figure A-21. Contact
o Category (Required field) Information section

o Associated Case (Select the case number
from the drop-down list if there is one)

e Program (Selecting one is encouraged)

e Preferred Method of Response

e Work/Daytime Phone Number (Ensure your | When your inquiry is answered,

contact phone number is populated) you will receive a system-
o Email (Ensure your email is populated) generated email.
4 Type inquiry in Inquiry field. See Figure A-21. Inquiry section
5 Select the Submit button. Self-Serve Inquiry page displays.
Figure A-20. Common Figure A-21. Contact Information and Inquiry sections
Tasks menu and Submit
A . . @ Contact Information
IanIry Ieft-SIde Ilnk By ovdgte r . ired personal data with your inquiry, you are helping our agents expedite your response. The
following fields have been populated with the contact information you have on file. Changes made for this inquiry will not
n;grds;:i;raemw:ng:rmamun we have on file for you. You can also visit our Contact Us page to find out other ways to reach us
Category:* El
Associated Case: [~]
Program: [~]
Preferred Method [+]
of Response:
Address:
Country:  United States EI
City:
State: =]
ZIP Code:
Work/Daytime Phone Number
Btwn. 8:00am - 5:00pm): . .
‘ emat | | If reporting dependent demographic
changes, state which type of
Ploase submit vour inguiry. documented proof you have e.g.,
Inquiry:* . . . Iy
You may enter > driver license, birth certificate,
confidential Social Security card, etc.
information in the
Inquiry textbox |

Continued on next page
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my|CalPERS Submit Inquiry, Continued

Step | Action | Result

View Response

6 To view the details of your inquiry after Inquiry List page displays.
receiving a system generated notification via
email, select Inquiry List from Common
Tasks from the left-side navigation links.

7 Select Inquiry ID number. See Figure A-22. Inquiries section

CalPERS does not send confidential Self -Serve Inquiry page displays.
information via email. The email that you

receive is only to notify you that your inquiry
has been worked and most likely completed.

Figure A-22. Inquiries section

Select Inquiry ID link to You may sort by column headers

view inquiry and response to find submitted inquiries
@ Inquiries
Inquiry ID Pee Received Contacted About
0001884439 04/23/2013 Health Enrollment Health - Medical Closed City of Oakland
0001413538 12/13/2012 Retirement Contract CalPERS Closed City of Oakland
0000186068 11/22/2011 Payroll Reporting CalPERS Closed City of Oakland
0000039389 09/29/2011 Service Credit Purchase CalPERS Closed City of Oakland
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CalPERS Contacts

Contact
CalPERS via
Email

Contact
CalPERS by
Phone or Fax

Submit a
Question,
Comment, &
Complaint

Membership
and
Enroliment

Email Contact

© 2016 California Public Employees’ Retirement System (CalPERS)

Email CalPERS Employer Communications@calpers.ca.gov to connect with
training staff and CalPERS subject matter experts for questions and
inquiries.

Email Employer.Response.Team@calpers.ca.gov for when you need more
specialized assistance. The Employer Response Team (ERT) will help your
executives to resolve time-critical, sensitive and complex issues quickly.

For more information on ERT, refer to the January 17, 2014 Circular Letter
200-005-14 New Service-Employer Response Team.

Pathway: CalPERS website > Employers > Resources: Circular Letters >
Enter 200-005-14 in the Search Letter No. field

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.

o 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

General Questions, Comments, or Complaints can be submitted to CalPERS
through the CalPERS website. We'll respond to general inquiries within five
business days. If you have a complaint, we may contact you within 30 days if
further information is needed (Citizens Complaint Act, 1997). This is not a
secure method to contact CalPERS; therefore, confidential information
should not be included.

Pathway: CalPERS website > Contact > Questions, Comments, &
Complaints

To submit a secure online message, login into your business partner
my|CalPERS account to use the Submit Inquiry feature. For step actions on
how to submit an inquiry through my|CalPERS, please see my|CalPERS
Submit Inquiry in the appendix.

If you have questions regarding membership eligibility and/or enrolling an
employee, please contact CalPERS at the following email address:
Membership Reporting@calpers.ca.gov
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