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Introduction
This student guide is a resource to assist you with payroll reporting adjustments.
Disclaimer

As a security safeguard, business partner and participant information has been masked in this
procedure guide.

Training Opportunities

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

training class. The business rules training (instructor-led or online) class covers the simplified
explanation of laws defined by the California Public Employees’ Retirement Law (PERL).
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Unit 1: Review Employee Posted Payroll History

Prior to processing a payroll adjustment, review the employee’s posted payroll record through

one of the following options:

e View Service History link
e View Transaction History link
e Reported Member-Detail Report

Contents
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Scenario 1: View Service History Link

The View Service History link generates a summary page that captures the payroll records
including earnings, contributions, and detailed special compensation (amount, category, and
type) information for each earned period. Service history displays records by start date order.
You may also view zero-payroll records and adjustment records.

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

Step 2 Complete the Person Search section.

‘. Home | Profile | GERLGL G| Person Information | Education ‘ Other Organizations

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

SSN / Federal or l:l

Individual Tax ID:

Step 3 Select the Search button.
Step 4 Within the Menu left-side navigation folder, select the View Service History link.

Common Tacks _®
Summary

Profile
Person Search
Appointment History SSN: x0c-xx-5593
Payroll Information Name: Their Name
Contributory Date of Birth: 11/17/1954
Appointment History Prior School Membership: Mo
View Service History Membership Date: 02/27/1995
View Transaction Restrictions: No
History Last Reporting Date: 12/27/201%9
Employee Rate Communication
Summary
Step 5 Select the appropriate fiscal year check box(es).

@ Service Histary by Fiscal Year
The Member's Service History by Fiscal Year is displayed below. To view the existing service periods, select individual fiscal years and the View
History butten.

View History
Service
Tax Deferred Credit
Contributions Purchase
Available
[J] =ois/zo1s $64,653.23 £0.00 0.872 $0.00 £4,364,08 No £0.00
[0 =zo17/2018 £81,704.35 £0.00 1.000 £0.00 £5,514,97 Mo £0.00
] =ois/zo17 $37,554.37 £0,00 0.558 £0,00 £2,534,88 No £0,00
[0 =zo14/z015 $37,229.13 £0.00 0.131 $0.00 $606.07 No £0.00
View History
Step 6 Select a View History button.
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Step 7

Within the Display Criteria section, you may use the filters to find the payroll
record needed.

(@ pisplay Criteria

To display service history, select the appointment, current status, and service type, then select the Display button.

Appointment: () 12345678 .: CalPERS Employer - Miscellaneous - 01/03/2017

Cament tatus:

Service Type: |

D Display payroll records with zero amounts reported

]

Display

Step 8

Within the Service History section, select the appropriate Start Date link to
display payroll record details.

@ Service History View More Actions»]
Service Type Start Date End Dat Somen current P2 L pte Earmings SPecial e M T
rvice e | ate i late "!ce Status e ay Kate amings cuml,ensatilln Contribulions lemil _er _al mp o_yﬂr_ 'a|
Credit Type Contributions Contribution|
06/17/2017 06/30/2017 0.044  Posted Hourly $50.21  $3,765.50 $45.00 $0.00 £304.84 $0.00
g:\‘jjg:d 06/03/2017 06/16/2017 0.044  Posted Hourly $50.21  $3,765.50 $45.00 $0.00 £304.84 $0.00
g;a:::d 05/20/2017 06/02/2017 0.044  Posted Hourly $50.21  $3,765.50 $45.00 $0.00 £304.84 $0.00
g::"zd 05/06/2017 05/19/2017 0.044  Posted Hourly $50.21  $3,765.50 $45.00 $0.00 £304.84 $0.00
g?ﬂ:ﬁid 04/22/2017 05/05/2017 0.044  Posted Hourly $50.21  $3,765.50 $45.00 $0.00 £304.84 $0.00
g:“j‘i:_d 04/08/2017 04/21/2017 0.044  Posted  Hourly $50.21  $3,765.50 $45.00 $0.00 £304.84 $0.00
g:\‘j::d 03/25/2017 04/07/2017 0.044  Posted Hourly $50.21  $3,765.50 $45.00 $0.00 $304.84 $0.00
g:s;g‘;d 03/11/2017 03/24/2017 0.044  Posted Hourly $50.21  $3,765.50 $45.00 $0.00 £304.84 $0.00
g:s;:d 02/25/2017 03/10/2017 0.044  Posted Hourly $50.21  $3,765.50 $45.00 $0.00 £304.84 $0.00
g::fz:d 02/11/2017 02/24/2017 0.044  Posted Hourly $50.21  $3,765.50 $45.00 $0.00 £304.84 $0.00
g:ditid 01/28/2017 02/10/2017 0.044  Posted  Hourly $50.21  $3,765.50 $45.00 $0.00 £304.84 $0.00
g:s‘ig‘éd 01/14/2017 01/27/2017 0.044  Posted Hourly $50.21  $3,765.50 $45.00 $0.00 £304.84 $0.00
g:&::d 13/31/2016 01/13/2017 0.044  Posted Hourly $48.28  $3,620.71 $45.00 $0.00 £293.25 $0.00
g;a::g:d 12/17/2016 12/30/2016 0.044 Posted Hourly $48.28  $3,620.71 $45.00 $0.00 £293.25 $0.00
g:ditid 12/03/2016 12/16/2016 0.044 Posted Hourly $48.28  %3,620.70 $45.00 $0.00 £293.28 $0.00
g:s‘ig‘éd 11/19/2016 12/02/2016 0.044  Posted Hourly $48.28  $3,620.70 $45.00 $0.00 £293.26 $0.00
g:&::d 11/05/2016 11/18/2016 0.044  Posted Hourly $48.28  $3,620.70 $45.00 $0.00 £293.25 $0.00
g::"g:d 10/27/2016 11/04/2016 0.044  Posted Hourly $48.28  $3,620.70 $45.00 $0.00 £293.25 $0.00
gfdit‘:d 10/08/2016 10/21/2016 0.044 Posted Hourly $48.28  $3,620.70 $45.00 $0.00 £293.25 $0.00
g:&ig‘;d 09/24/2016 10/07/2016 0.044  Posted Hourly $48.28  $3,620.70 $45.00 $0.00 £293.26 $0.00

Step 9

View the earned period payroll record.

Associated Appointment Enrollment

Employer: Agency’s Name CalPERS ID: 4015143822
Division: Appointment Start Date: 02/27/1935
ber C y: Mi I Appointment End Date:
Appointment Id: 617280 SCO Payroll Sequence Number:
Benefits Provisions
Retirement Formula: 2.7% @ 55 Formula for Local Miscellaneous Members Years of Final Compensation: 1
Service Period Detail
Service Credit Type: Credited Service Pay Rate: $48.28
Start Date of Service Period: 12/03/2016 Earnings: $3,620.70
End Date of Service Period: 12/16/2016 Tax Deferred Member Paid Contribution Amount: $293.26
Pay Rate Type: Hourly Taxed Member Paid Contribution Amount: $0.00
Certified Service Credit: 0.044 Tax Deferred Employer Paid Contribution Amount: $0.00
Scheduled Days per Week: 0.0 1959 Survivor: $0.00

Scheduled Hours per Week: 37.5
Total Hours Worked: 0.0

® view Special Compensation
Category Type Amount
Special Assignment Pay Bilingual Premium $45.00

You have completed this scenario.
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Scenario 2: View Transaction History Link

The View Transaction History link generates a summary page that captures all payroll
transactions. For each transaction, you can view information such as the transaction type,
earnings, special compensation amount (not category and type), contributions, and interest.
Transaction history displays records, including zero payroll records, in posting date order.

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

Step 2 Complete the Person Search section.

‘. Home | Profile | GERLGL G| Person Information | Education ‘ Other Organizations

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

SSN / Federal or l:l

Individual Tax ID:

Step 3 Select the Search button.

Step 4 Within the Menu left side navigation folder, select the View Transaction History
link.

Common Tasks @&
® Summary

Profile

Person Search

Appointment History S5N: xxx-xx-5593
Payroll Information Name: Their Name
Contributory Date of Birth: 11/17/1954
Appointment History Prior School Membership: No

View Service History Membership Date: 02/27/1995
View Transaction Restrictions: No

History Last Reporting Date: 12/27/2019
Employee Rate Communication

Summary

Step 5 Select the appropriate fiscal year check box.

E:' Transaction History by Fiscal Year Posted
The Member's Transaction History by Fiscal Year is displayed below. To view the existing Transaction perieds, select individual fiscal years and the
View History buttan,

Wiew Histony
- Taxed Tax Deferred Posted

e FEE I Contributions Contributions Interest
I 2018/2019 £92,903.57 £0.00 £52.20 £4,364.08 £0.00 £12,541.31
O 2017/2018 £81,704.35 £0.00 £0.00 £5,514.97 £351.16 £9,125.03
O 2016/2017 £37,554.37 £0.00 £0.00 £2,534.88 £64.85 £32,258.90
O 2015/2016 £0.00 £0.00 £0.00 £0.00 £43.75 £659,17
| 2014/2015 £8,978.79 £0.00 £0.00 £606.07 £9.35 £615.42

Wiew History
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Step 6 Select a View History button.

Step 7 Within the Transaction History Details to Display section, you may use the filters
to find the payroll record needed.

(L) Transaction History Details to Dispia

Modify Selected Years

Program: CalPERS Account Type: Member
Status: Active
Employer: | Transaction Type: v
Member Category: :l Division:
Begin Date: :l*-' End Date: O Display Payroll Records with|

Zero Amounts Reported
[Display

(@ Transaction History Details

Eamed Period Earmmed Period Transaction
Begin Date End Date Type

Annuzl
2016/2017 08/05/2017 06/30/2017 Interest Miscellzneous £0.00 $0.00 0.0 [}
Credit
Earned
2016/2017 07/13/2017  06/30/2017 06/17/2017 08/30/2017 Period Miscellaneous Hourly $50.21  $3,765.50 37.5 [
Reporting
Earned
2016/2017 07/03/2017 06/16/2017 06/03/2017 06/16/2017 Period Miscellaneous Hourly $30.21 $3,765.50 37.5 (|
Reporting
Earned
2016/2017  06/18/2017 06/02/2017 05/20/2017 06/02/2017 Period Miscellaneous Houry $30.21 $3,765.50 37.5 [}
Reporting
Earned
2016/2017 06/02/2017 05/19/2017 03/06/2017 03/19/2017 Period Miscellzneous Hourly $50.21 $3,765.50 37.5 L
Reporting
Earned
2016/2017 053/1%/2017 05/03/2017 04/22/2017 03/05/2017 Period Miscellaneous Hourly $30.21 $3,765.50 37.5 {
Reporting
Earned
2016/2017 05/03/2017 04/21/2017 04,/08/2017 04/21/2017 Period Miscellaneous Hourly $30.21 $3,765.50 37.5 i
Reporting
Ezrned
2016/2017  04/21/2017 04/07/2017 03/25/2017 04/07/2017 Period Miscellzneous  Hourly $:ED.2]. $3,765.50 37.5 i
Reporting
Earned
2016/2017 04/10/2017 03/24/2017 03,/11/2017 03/24/2017 Period Miscellzneous Hourly $50.21 $3,765.50 37.5 i
Reporting
Earned
2016/2017  03/24/2017  03/10/2017 02/25/2017 03/10/2017 Period Miscellaneous Hourly $50.21  $3,765.50 37.5 ¢
Reporting
Earned
2016/2017 03/10/2017 02/24/2017 02/11/2017 02/24/2017 Period Miscellaneous Hourly $30.21 $3,765.50 37.5 1
Reporting
Earned
2016/2017  02/27/2017 02/10/2017 01/28/2017 02/10/2017 Period Miscellaneous Houry $30.21 $3,765.50 37.5 [}
Reporting
Earned
2016/2017 02/17/2017 01/27/2017 01/14/2017 01/27/2017 Period Miscellzneous Hourly $50.21 $3,765.50 37.5 L
Reporting
Earned
2016/2017 02/10/2017 01/13/2017 12/31/2016 01/13/2017 Period Miscellzneous Hourly $48.28 $3,620.71 37.5 i
Reporting
EarnEld

Eiscal Year Posting Date Effective Date Pay Rate Earnings

Export to Excel

Step 8 Select the Export to Excel button on the bottom of the page to view the data in
Microsoft Excel.

You have completed this scenario.
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Scenario 3: Reported Member-Detail Report

The Reported Member-Detail Report provides posted earnings and member contributions by
fiscal year including special compensation details.

The report is only located in the Cognos application. For more information on Cognos and learn
its functionality, review the myCalPERS Employer Reports (Cognos) (PDF) student guide on the
CalPERS website.

Step Actions
Step 1 From the home page, select the Common Tasks left-side navigation link.

Step 2 Select the Reports left-side navigation link.

LN Requests

Common Tasks @ ® My C
dSEeS

Reports Case ID Case Title Case Type

Document History 2370161 Amend Ret
Inquiry List 2308552 Business Partner Review Business P:
Submit Inaui 2305303 Amend Ret
& N0 Arnrnd DAt
Step 3 From the left-side navigation, select the Team content folder.

;=:. IBM Cognos Analytics Welcome

Welcome to IBM Cognos Analytics

o‘ HEE N
LU Get started by opening a dashboard, report or story!
E Recent
° [ REPORT [ RePORT
Step 4 Select PSR_REPORTS_Env98.

:_;_ IBM Cognos Analytics Welcome

f} B Teamcontent oY N &
PSR_Audit i

O’ S 512019459 P 1a|yt|cs

or story!

B gy PSR At 4101

11/29/2016 2:15 PM
| m|m = PSR_Operational_Reporting_Enva6 Showmore..  Quick reference

1/24/2020 12:21 PM

(<] = PSR _Produstion_Reporting_Envo6 - v Getstarted
1/24/2020 12:25 PM

ution Summary for a Fiscal B Overview
= PSR_Reporting Envo6 sport
12472020 12:18 PM Get started videos
PSR_REPORTS_Enve8 :
‘ W nsaAM nv [ +38PM > Sample data
= PSR_Security_Reporting_Env6 — > Support
12/18/2019 4:51PM | ™
Step 5 Locate the Reported Member-Detail report.
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Step 6

Select the Reported Member-Detail Report link.

u o IBM Cognos Analytics

[a ¢ Bu > PSRREPORTSENves © Y Ty (A
O, [ Ressvablesand Payment o Aeport ~ | Cognos Analytics
V2412020 12:18 PM lashboard, report or story!
B E Remittance Advice Report
1/24/2020 12:25 PM
m Show more...
IE Reported Member Summary Report
1/24/2020 12:21 PM I—
o B Reported Member-Detail Report [ rePoRT
1/28/2020 3:05 PM - Y
Contribution Summary for a Fiscal
[ Petired Annuitant Hours Worked Report Year Report
5/5/2020 3:12 PM
[Ie] Retired Annuitant Late Fee Status Report . 2/18/2020 4:38 PM
1/24/2020 12:21 PM
v v

Step 7

Complete the report criteria. You must select the Reprompt button after
entering the employee’s CalPERS ID.

Reported Member-Detail Report v

Reported Member-Detail Report

The purpose of this report is to display the earnings and the posted contributions of a Participant for a selected
Employer and a fiscal year

CalPERS

Select Employer: *| Agency's Name

—Select Participant

A
OQ
a —Select ploy
m
®

Participant CalPERS ID : :I Reprompt

—Select Program

Program : H I

—Select Fiscal Year

Fiscal Year: >

Cancel

Step 8

Select the Finish button.

Step 9

Optional: Select the Run as icon in the top left corner of the page.

Step 10

Select the desired format.

You have completed this scenario.
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Unit 2: Adjustment Report

Adjustment records may be submitted through myCalPERS by either file upload or by manual
entry. Records can be submitted in an earned period report or in an adjustment report.

You may add a name to a report to help identify which employee records are in the report.

Scenario: Create an Adjustment Report

Create an adjustment report to manually enter adjustment records.

Step Actions

Step 1

Select the Reporting global navigation tab.

Step 2

Select the Adjustment Reports left-side navigation link.

|' Home | I ES| Reporting ‘ Person Information ‘ Education ‘ Other Organizations

CELEREN e Billing and Payments  Payroll Schedule Out-of-Class Validation Memb:

Common Tasks @

Name: City CalPERS ID: 98756543210

Organization Search @ Create or Edit Report

| Adjustment Reports | Method:*| v|

Camrah Naveeall

Step 3

Within the Create New Adjustment Report section, select Manually Enter
Adjustment Records from the Method drop-down list.

® Create New Adjustment Report

Method:*| V|| Continue

Step 4

Complete the Create Report section.

*Required Fields
* Required Fields

@ Create Report
Program:*

Report Type:*
Payroll Schedule:*

Report Name:

Save & Continug|

Step 5

Select Save & Continue button.

You have completed this scenario.
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Unit 3: Retroactive Salary Adjustment

e The Retroactive Salary Adjustment (RSA) transaction type is used to report positive
retroactive salary increases or to reverse a posted retroactive salary adjustment record for
both contributory and non-contributory members.

e The RSA transaction may be used to report multiple prior periods only if the periods have
the same pay rate and are within the same fiscal year reporting due to employer rate
change.

e Using the RSA transaction type captures a new higher pay rate and difference in the
reportable earnings and contributions for contributory members. This rule is the same
when using an RSA transaction type for non-contributory members except contributions
should not be reported.

Contents
Scenario 1: Positive Retroactive Salary Adjustment ........occeeveiviinienie e 11
Scenario 2: Retroactive Salary Adjustment — Reverse an Adjustment .......ccceceevveerciiveeneeniienieens 13

September 29, 2020
Page 10 of 56



Scenario 1: Positive Retroactive Salary Adjustment

The Retroactive Salary Adjustment (RSA) transaction type is used to report positive salary

increases for one or more earned periods.

Step Actions

Step 1

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

O] Report Details
Report Type: Payroll - Adjustments Adjustment Date: 09/16/2020 Report Status: Pending Release
Program: CalPERS Schedule Name: Test Report: No
Report Name:

@ search and Add New Record to the Report

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

CalPERSID: [ |
Record Type: Transaction Type:
Member Category
Division Rate Plan:
Record Status:
Error Message:

@ Records Present in the Report
Select All [ Delete | [ Edit Selected Records | | Save Selection |

SSN  CalPERS ID Name Saffed Member Status Earnings Special

Category Compensation

No results found.

Belect All | Delete | [ EditSelected Recards | [ Save Selection |

[Process Repori Generate Report Summary| View Payroll Report Summary

Step 2

Select the Add New button.

Step 3

Complete the Maintain Record Details section.

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

Payroll Record Memo: I:l

View Employee Rate Summary

Step 4

Select the Display button to expand the section.
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Step 5

Complete the Maintain Record Details section.

@ Maintain Record Details

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

Begin Date:* |12/14/2019 =
Payroll Record Memo: l:l

Earnings

Transaction Type:* | ~
Pay Rate Type: A4
Reportable Earnings: $
Scheduled Full Time

Hours Per Week:

Total Hours Worked:

Special Compensation: 0.0

Contributions

Taxed Member $

Paid Contributions:

Service Credit Purchase Deductions

Taxed Member Paid $

Contribution:

Appointment:* (O Agency's Nams : Appt Id - 92911779 : 2019-12-14 : Miscellansous : Regular

End Date:* [12/27/2019 | Display

Pay Rate: $
Scheduled Full Time

Days Per Week:

View Special Compensation

Tax Deferred Member $

Paid Contributions:

Tax Deferred Employer Paid $

Member Contributions:

Tax Deferred Member $

Paid Contribution:

View Employee Rate Summary

[3ave & Continue| [save & Exif

Note:

e Pay Rate: Enter the new increased rate

¢ Reportable Earnings: Enter the difference in what should have been reported

e Contributions: Report the difference for the contributions

Step 6

Select the Save & Exit button.

You have completed this scenario.
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Scenario 2: Retroactive Salary Adjustment — Reverse an Adjustment

The Retroactive Salary Adjustment (RSA) transaction type may be used to reverse a retroactive
salary adjustment record for one or more prior periods.

Step Actions

Step 1 Within the Search and Add New Record to the Report section, enter the

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

® Report Details

Report Type: Payroll - Adjustments Adjustment Date: 09/16/2020 Report Status: Pending Release
Program: CalPERS Schedule Name:

Test Report: No
Report Name:

® Search and Add New Record to the Report

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

CalPERSID: [ |
Record Type: Transaction Type:
Member Category:
Division: Rate Plan:
Record Status:

Error Message:

@ Records Present in the Report

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

SSN  CalPERS ID Name Earned Member

q Special
e Status Earnings
No results found.

Compensation

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

[Process Reporl Generate Report Summary]|

View Payroll Report Summary

Step 2 Select the Add New button.

Step 3 Complete the Maintain Record Details section.

(© Maintain Record Details

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

Payroll Record Memo: I:l

View Employee Rate Summary

Step 4 Select the Display button to expand the section.

September 29, 2020
Page 13 of 56



Step 5

Complete the Maintain Record Details section.

@ Maintain Record Details

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

Begin Date:* [12/14/2019 = End Date:* [1227/2019 || Display
Payroll Recora Wemoz [ |

Earnings
Appointment:* (O Agency's Nams : Appt Id - 92911779 : 2019-12-14 : Miscellansous : Regular
Transaction Type:* | ~
Pay Rate Type: A4 Pay Rate: $

Reportable Earnings: $
Scheduled Full Time Scheduled Full Time

Hours Per Week: Days Per Week:
Total Hours Worked:
Special Compensation: 0.0 View Special Compensation
Contributions
Taxed Member $ Tax Deferred Member $
Paid Contributions: Paid Contributions:

Tax Deferred Employer Paid $

Member Contributions:

Service Credit Purchase Deductions

Taxed Member Paid $ Tax Deferred Member $

Contribution: Paid Contribution:

View Employee Rate Summary

[3ave & Continue| [save & Exif

Note: When reversing an RSA record, only the Reporting Earnings and
Contributions should be negative amounts.

Step 6

Select the Save & Exit button.

You have completed this scenario.
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Unit 4: Retroactive Special Compensation Adjustment

e The Retroactive Special Compensation Adjustment (RSC) transaction is used to report
positive retroactive special compensation or to reverse a posted retroactive special
compensation adjustment record for both contributory and non-contributory members.

e The RSC transaction may be used to report for one or more earned periods only if the
periods are within the same fiscal year due to the employer rate change.

e Using the RSC transaction type captures the new special compensation and the difference in
contributions. This rule is the same when using an RSC transaction type for non-
contributory members except contributions should not be reported.

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

System Logic

Effective June 17, 2017, you are no longer required to report the Pay Rate Type and Pay Rate
when reporting retroactive special compensation adjustments.

Contents
Scenario 1: Positive Retroactive Special Compensation Adjustment ........cccceeeeveeeevciieeeeccineeeennnen, 16
Scenario 2: Retroactive Special Compensation — Reverse an Adjustment........cccceeevivveeeeciieeeennnee, 19
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Scenario 1: Positive Retroactive Special Compensation Adjustment

The Retroactive Special Compensation Adjustment (RSC) transaction type may be used to
report positive special compensation values for one or more prior periods.

System Logic
e Each earned period within a multiple pay period record must be within the same fiscal year

(same employer rate).
e Partial earned periods should be reported separately.

Step Actions

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

@ Report Details
Report Type: Payroll - Adjustments Adjustment Date: 09/16/2020
Program: CalPERS Schedule Name:
Report Name:

Report Status: Pending Release
Test Report: No

@ Search and Add New Record to the Report

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

CalPERSID: [ |
Record Type: Transaction Type:
Member Category:
Division: Rate Plan:

Record Status:
Error Message:

@ Records Present in the Report

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

SSN  calPERS ID Name Earned SIETRer Status e

Period Earnings Compensation
Mo results found.

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

[Process Repor Generate Report Summary]|

View Payroll Report Summary

Step 2 Select the Add New button.

Step 3 Complete the Maintain Record Details section.

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

Payroll Record Memo: l:l

View Employee Rate Summary

Step 4 Select the Display button to expand the section.
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Step 5

Complete only the following fields in the Maintain Record Details section,

Earning subsection:

e Appointment
e Transaction Type
e Scheduled Full Time Hours Per Week

@ Maintain Record Details

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

Begin Date:* |12/14/2019 =
Payroll Record Memo: l:l

Earnings

Transaction Type:* | ~
Pay Rate Type: A4
Reportable Earnings: $
Scheduled Full Time

Hours Per Week:

Total Hours Worked:

Special Compensation: 0.0

Contributions

Taxed Member $

Paid Contributions:

Service Credit Purchase Deductions

Taxed Member Paid $

Contribution:

Appointment:* () Agency’s Name : Appt Id - 92911779 : 2018-12-14 : Miscellaneous : Regular

End Date:* [12/27/2019 | Display

Pay Rate: $
Scheduled Full Time

Days Per Week:
View Special Compensation

Tax Deferred Member $

Paid Contributions:

Tax Deferred Employer Paid $

Member Contributions:

Tax Deferred Member $

Paid Contribution:

View Employee Rate Summary

[3ave & Continue| [save & Exif

Step 6 Within the Maintain Records Details section, select the View Special
Compensation link.
Step 7 Within the View the Special Compensation section, select an Add New button.

Step 8

Complete the Maintain Special Compensation Details section.

@ Maintain Special Compensation Details

Special Compensation Category:* s

Special Compensation Type:*

Amount:® £0 00

ave and Add Anothe

Step 9 Does additional special compensation need to be reported?
Yes: Continue to step 10
No: Skip to step 12

Step 10 Select Save and Add Another button.

Step 11 Return to step 8.

Step 12

Select the Save button.

Step 13

Select the Return link at the bottom right.
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Step 14 Within the Maintain Record Details section, Contributions subsection, report the
contribution amount(s) in the appropriate field(s).
Contributions
pota e ember 10 ] To Deferred amber 00
TR e
Step 15 Do you need to add another adjustment record for this same employee?
Yes: Continue to step 16
No: Skip to step 18
Step 16 Select Save and Continue button.
Step 17 Return to step 3.
Step 18 Select the Save & Exit button.

You have completed this scenario.
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Scenario 2: Retroactive Special Compensation — Reverse an Adjustment

The Retroactive Special Compensation Adjustment (RSC) transaction type may be used to
reverse a posted retroactive special compensation adjustment record for one or more prior
periods.

System Logic
Pay rate and pay rate type are only required if the original record you are trying to adjust was
reported with values in those fields.

Step Actions

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

® Report Details
Report Type: Payroll - Adjustments Adjustment Date: 09/16/2020 Report Status: Pending Release
Program: CalPERS Schedule Name: Test Report: No
Report Name:

@ Search and Add New Record to the Report

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

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

Record Status:
Error Message:

® Records Present in the Report

Select All ‘ Delete H Edit Selected Records H Save Selection |

Earned Member . Special
SSN  CalPERS ID Name Category Status Earnings Compensation

No results found.

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

[Process Reporf [Generate Report Summary| View Payroll Report Summary

Step 2 Select the Add New button.

Step 3 Complete the Maintain Record Details section.

@ Mainiain Record Details

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

Payroll Record Memo: |:|

View Employee Rate Summary

Step 4 Select the Display button to expand the section.
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Step 5

Complete the Maintain Record Details section, Earnings subsection to match the
original record that needs to be reversed.

@ Maintain Record Details

To add details to the record select Display after entering dates.
Begin Date:* [12/14/2019 ™ End Date:* |12/27/2019 —| Display
Payroll Recora wemo: ||
Earnings
Appointment:* (O Agency's Nams : Appt Id - 92911779 : 2019-12-14 : Miscellansous : Regular
Transaction Type:* | v
Pay Rate Type: ~ Pay Rate: $
Reportable Earnings: $
Scheduled Full Time Scheduled Full Time
Hours Per Week: Days Per Week:
Total Hours Worked:
Special Compensation: 00 View Special Compensation
Contributions
Taxed Member $- Tax Deferred Member $-
Paid Contributions: Paid Contributions:
Tax Deferred Employer Paid $
Member Contributions:
Service Credit Purchase Deductions
Taxed Member Paid $ Tax Deferred Member $
Contribution: Paid Contribution:
View Employee Rate Summary

[Save & Continue [ave & Exi

Step 6 Within the Maintain Records Details section, select the View Special
Compensation link.
Step 7 Within the View the Special Compensation section, select an Add New button.

() View Sperial Compensation

Select Al Delete _

Category Type Amount
Mo results found.

Select All | Delete

Return

Step 8

Complete the Maintain Special Compensation Details section.

® Maintain Special Compensation Details

Special Compensation Category:* ~

Special Compensation Type:#

Amount:* £0 00

Note: Add a negative sign to the special compensation amount to reverse the

original record.

Step 9

Does additional special compensation need to be reversed?
Yes: Continue to step 10

No: Skip to step 12

Step 10

Select the Save and Add Another button.

Step 11

Return to step 8.

Step 12

Select the Save button.
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Step 13 Select the Return link at the bottom right.

Step 14 Within the Maintain Record Details section, Contributions subsection, report the
contribution amount(s) in the appropriate field(s).

Contributions

Taxed Member $ Tax Deferred Member $

Paid Contributions: Paid Contributions:

Tax Deferred Employer Paid $

Member Contributions:

Note: Add a negative sign to the contribution amount to reverse the original
record.

Step 15 Do you need to add another adjustment record for this same employee?
Yes: Continue to step 16

No: Skip to step 18

Step 16 Select Save and Continue button.
Step 17 Return to step 3.
Step 18 Select the Save & Exit button.

You have completed this scenario.
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Unit 5: Prior Period Adjustment

The Prior Period Adjustment (PPA) transaction type is used to report either positive or negative
adjustments for one earned period at a time for contributory members.

Using the PPA transaction type captures all components of the payroll record that may be
modified.

The following methods may be used to correct payroll:

e Report the positive difference of the earnings, special compensation, and contributions in
one record.

e Reporttwo records. One record to reverse the original payroll record, then report another
record to resubmit the correct payroll information (preferred method for better audit trail).

Contents

Scenario 1: Prior Period Adjustment — Due to Missing Payroll Record .........ccccovveviiirveeneenienninnns 23
Scenario 2: Prior Period Adjustment — Due to Under Reported Earnings ......ccccceeevcveeeercreeeennnnen, 26
Scenario 3: Prior Period Adjustment —Reverse & Resubmit......ccccccvevieniiniiiiienneeniesiecieeseeneene 29
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Scenario 1: Prior Period Adjustment — Due to Missing Payroll Record

Scenario

You will report an employee’s payroll that was not previously reported in an earned period

report.

Step Actions

Step 1 Within the Search and Add New Record to the Report section, enter the

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

® Report Details
Report Type: Payroll - Adjustments Adjustment Date: 09/16/2020
Program: CalPERS Schedule Name:

Report Name:

Report Status: Pending Release

Test Report: No

@ Search and Add New Record to the Report

CalPERS ID or SSN and click Add New.

Member Category:

Record Status:
Error Message:

To search for a record in the existing report, enter or select values from the dropdown list and click Search. Te add a new payroll recerd for a participant, enter a

Record Type: Transaction Type:

Division: Rate Plan:

© Records Present in the Report

‘ Delete H Edit Selected Records H Save Selection |

Member

SSN CalPERS ID Name Status

Earnings Special

Category
Mo results found.

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

Compensation

[Process Reporl [Generate Report Summary]|

View Payroll Report Summary

Step 2 Select the Add New button.

Step 3 Complete the Maintain Record Details section.

(® Maintain Record Details

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

End Date:* Jgzez| -Display

View Employee Rate Summary

Step 4 Select the Display button to expand the section.
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Step 5 Complete the Maintain Record Details section, Earning subsection.

@ Maintain Record Details

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

Begin Date:* [12/14/2019 = End Date:* [1227/2019 || Display
Payroll Recora Wemoz [ |

Earnings
Appointment:* (O Agency's Nams : Appt Id - 92911779 : 2019-12-14 : Miscellansous : Regular
Transaction Type:* | ~
Pay Rate Type: A4 Pay Rate: $
Reportable Earnings: $
Scheduled Full Time Scheduled Full Time
Hours Per Week: Days Per Week:
Total Hours Worked:
Special Compensation: 0.0 View Special Compensation
Contributions
Taxed Member $- Tax Deferred Member $-
Paid Contributions: Paid Contributions:

Tax Deferred Employer Paid $

Member Contributions:

Service Credit Purchase Deductions

Taxed Member Paid $ Tax Deferred Member $

Contribution: Paid Contribution:

View Employee Rate Summary

[3ave & Continue| [save & Exif

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

No: Skip to step 15

Step 7 Within the Maintain Records Details section, select the View Special
Compensation link.

Step 8 Select the Add New button.

(¥ View Sparial Compansation

Category Type Amount
Mo results found.

Select All | Delete

Return

Step 9 Complete the Maintain Special Compensation Details section.

@ Maintain Special Compensation Details

Special Compensation Category:* s

Special Compensation Type:*

Amount:* £0.00

[Save and Add Anothe

Step 10 Does additional special compensation need to be reported?
Yes: Continue to step 11

No: Skip to step 13

Step 11 Select Save and Add Another button.

Step 12 Return to step 9.
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Step 13 Select the Save button.
Step 14 Select the Return link at the bottom right.
Step 15 Within the Maintain Record Details section, Contributions subsection, report the
contribution amount(s) in the appropriate field(s).
Contributions
Y ] b e
S o
Step 16 Do you need to add another adjustment record for this same employee?
Yes: Continue to step 17
No: Skip to step 19
Step 17 Select Save and Continue button.
Step 18 Return to step 3.
Step 19 Select the Save & Exit button.

You have completed this scenario.
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Scenario 2: Prior Period Adjustment — Due to Under Reported Earnings

Scenario

Underpaid earnings were incorrectly posted to an employee’s account. Within one adjustment

record, you will report the increased difference in earnings and contributions.

Step Actions

Step 1

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

® Report Details
Report Type: Payroll - Adjustments Adjustment Date: 09/16/2020 Report Status: Pending Release
Program: CalPERS Schedule Name: Test Report: No

Report Name:

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

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

Record Status:
Error Message:

@ Records Present in the Report
Select All [ Delete | [ Edit Selected Records | | Save Selection |

Member Special

SSN  CalPERS ID Name gy Status Earnings Compensation

Mo results found.
Select All | Delete || Edit Selected Records ‘ ‘ Save Selection ‘

[Process Reporl [Generate Report Summary]| View Payroll Report Summary

Step 2

Select the Add New button.

Step 3

Within the Maintain Record Details section, enter the prior earned period Begin
Date and End Date.

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

Begin Date: * sz End Date:* I:l— Display
Payroll Record Memo: I:l

View Employee Rate Summary

Step 4

Select the Display button to expand the section.
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Step 5

Complete the Maintain Record Details section, Earning subsection.

@ Maintain Record Details

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

Begin Date:* [12/14/2019 = End Date:* [1227/2019 || Display
Payroll Recora Wemoz [ |

Earnings
Appointment:* (O Agency's Nams : Appt Id - 92911779 : 2019-12-14 : Miscellansous : Regular
Transaction Type:* | ~
Pay Rate Type: A4 Pay Rate: $
Reportable Earnings: $
Scheduled Full Time Scheduled Full Time
Hours Per Week: Days Per Week:
Total Hours Worked:
Special Compensation: 0.0 View Special Compensation
Contributions
Taxed Member $- Tax Deferred Member $-
Paid Contributions: Paid Contributions:

Tax Deferred Employer Paid $

Member Contributions:

Service Credit Purchase Deductions

Taxed Member Paid $ Tax Deferred Member $

Contribution: Paid Contribution:

View Employee Rate Summary

[3ave & Continue| [save & Exif

Note: Only report the positive difference of the reportable earnings.

Step 6

Is there special compensation that needs to be added?

Yes: Continue to step 7

No: Skip to step 15

Step 7

Within the Maintain Records Details section, select the View Special
Compensation link.

Step 8

Select an Add New button.

(@ View Special Compensation

= ] .

Category Type Amount
No results found.

Select All | Delete

Return

Step 9

Complete the Maintain Special Compensation Details section.

® Maintain Special Compensation Details

Special Compensation Category:* v

Special Compensation Type:*

Amount:* £(.00

[Save and Add Anothe

Step 10

Does additional special compensation need to be reported?
Yes: Continue to step 11

No: Skip to step 13

Step 11

Select Save and Add Another button.
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Step 12

Return to step 9.

Step 13 Select the Save button.
Step 14 Select the Return link at the bottom right.
Step 15 Within the Maintain Record Details section, Contributions subsection, report the
contribution amount(s) in the appropriate field(s).
Contributions
rald Commbamong: L T e comribunons 22
Bt b LU
Step 16 Do you need to add another adjustment record for this same employee?
Yes: Continue to step 17
No: Skip to step 19
Step 17 Select Save and Continue button.
Step 18 Return to step 3.
Step 19 Select the Save & Exit button.

You have completed this scenario.
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Scenario 3: Prior Period Adjustment — Reverse & Resubmit

You can use the Prior Period Adjustment type to report two records to fix any payroll reporting
issue. Process one record to reverse the original payroll record, then process another to
resubmit the correct payroll information. This method is preferred for a better audit trail.

Scenario
Overpaid earnings were incorrectly posted to an employee’s account.

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

@ Report Details
Report Type: Payroll - Adjustments Adjustment Date: 09/16/2020 Report Status: Pending Release
Program: CalPERS Schedule Name: Test Report: No

Report Name:

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

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

Record Status:
Error Message:

@ Records Present in the Report

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

Member
Category

Special

SSN CalPERS ID Name -
Compensation

Status Earnings

No results found.

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

[Process Repori] Generate Report Summary]| View Payroll Report Summary

Step 2 Select the Add New button.

Step 3 Complete the Maintain Record Details section.

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

Payroll Record Memo: I:l

View Employee Rate Summary

Step 4 Select the Display button to expand the section.
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Step 7

Complete the Maintain Record Details section, Earnings subsection.
Reversing: Report negative earnings and contributions

Resubmitting: Report positive earnings and contributions

@ Maintain Record Details

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

Begin Date:* [12/14/2019 =] End Date:* [12/27/2019 —| Display
payroll Recora wemoz ||

Earnings
Appointment:* (O Agency's Nams : Appt Id - 92911779 : 2019-12-14 : Miscellansous : Regular
Transaction Type:* | v
Pay Rate Type: ~ Pay Rate: $
Reportable Earnings: $
Scheduled Full Time Scheduled Full Time
Hours Per Week: Days Per Week:
Total Hours Worked:
Special Compensation: 00 View Special Compensation
Contributions
paid Comeribatons, " " Combtionss 10—

Tax Deferred Employer Paid $

Member Contributions:

Service Credit Purchase Deductions

Taxed Member Paid $ Tax Deferred Member $

Contribution: Paid Contribution:

View Employee Rate Summary

[Save & Continue [ave & Exi

Step 8

Is there special compensation that needs to be reversed and/or reported?
Yes: Continue to step 9

No: Skip to step 17

Step 9

Within the Maintain Records Details section, select the View Special
Compensation link.

Step 10

Select an Add New button.

(@ View Sperial Compensation

Select Al Delete _

Category Type Amount
Mo results found.

Select All | Delete

Return

Step 11

Complete the Maintain Special Compensation Details section.

Reversing: Report a negative amount
Resubmitting: Report a positive amount

@ Maintain Special Compensation Details

Special Compensation Category:* v

Special Compensation Type:*

Amount:* £(.00

[Save and Add Anothe
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Step 12 Does additional special compensation need to be reported?
Yes: Continue to step 13
No: Skip to step 15
Step 13 Select the Save and Add Another button.
Step 14 Return to step 11.
Step 15 Select the Save button.
Step 16 Select the Return link at the bottom right.
Step 17 Within the Maintain Record Details section, Contributions subsection, report the
contribution amount(s) in the appropriate field(s).
R Taxed Member 500 | Tax Deferred Member §00 |
ran etere oo oot 75—
Member Contributions:
Step 18 Do you need to add another adjustment record for this employee?
Yes: Continue to step 19
No: Skip to step 21
Step 19 Select Save and Continue button.
Step 20 Return to step 3.
Step 21 Select the Save & Exit button.

You have completed this scenario.
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Unit 6: Prior Period No Contribution and No Service Adjustment

The Prior Period No Contribution & No Service (PPN) transaction type is used to report both
positive and negative adjustments for one earned period at a time for non-contributory
positions, i.e., retired annuitants (RA), local Alternate Retirement Program (ARP) members, and
overtime positions.

Using the PPN transaction type captures all components of the payroll record that may be
modified.

The following methods may be used to correct payroll:

e Report the positive difference of the earnings and special compensation in one record.

e Report two records. Process one record to reverse the original payroll record (including
negative total hours worked for retired annuitants to avoid exceeding 960 hours), then
resubmit the correct payroll information in a second record.

Contents

Scenario 1: Prior Period No Contribution and No Service Adjustment — Difference Earned........ 33

Scenario 2: Prior Period No Contribution and No Service Adjustment — Reverse & Resubmit ....36
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Scenario 1: Prior Period No Contribution and No Service Adjustment: Difference
Earned

Scenario

Earnings and hours worked were underreported for your retired annuitant (RA). Within one
adjustment record, you will report the difference of additional reportable earnings and total
hours worked for an RA.

System Logic
Only report the difference in total hours worked for RAs to ensure they do not exceed the 960
hours limit within a fiscal year.

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

® Report Details
Report Type: Payroll - Adjustments Adjustment Date: 09/16/2020 Report Status: Pending Release
Program: CalPERS Schedule Name: Test Report: No

Report Name:

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

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

Record Status:
Error Message:

@ Records Present in the Report

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

Special
Compensation

Member

T Status Earnings

SSN CalPERS ID Name

No results found.

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

[Process Repori] Generate Report Summary]| View Payroll Report Summary

Step 2 Select the Add New button.

Step 3 Complete the Maintain Record Details section.

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

Payroll Record Memo: I:l

View Employee Rate Summary

Step 4 Select the Display button to expand the section.
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Step 5

Complete the Maintain Record Details section.

@ Maintain Record Details

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

Begin Date:* [11/182017 | End Date:* 12012017 |7
Payroll Record Memo: I:l

Appointment:* (® Agency's Name : Appt Id - 92156344 : 2012-08-18 : Miscellaneous : Regular

Earnings

Transaction Type:# | ~
Pay Rate Type: v Pay Rate: $
Reportable Earnings: $
Scheduled Full Time Scheduled Full Time

Hours Per Week: Days Per Week:

Total Hours Worked:

Special Compensation: 0.0 View Special Compensation
Vview Employee Rate Summary

[Save & Continue] [Save & Exil

Step 6

Is there special compensation that needs to be reversed and/or reported?

Yes: Continue to step 7

No: Skip to step 18

Step 7

Select the View Special Compensation link.

Step 8

Select the Add New button.

@ View Special Compensation

Select All | Delete

Mo results found.

Select All | Delete

Return

Step 9

Complete the Maintain Special Compensation Details section.

Reversing: Report a negative amount
Resubmitting: Report a positive amount

@ Maintain Special Compensation Details

Special Compensation Category:* v

Special Compensation Type:#

Amount:* £0.00

[Save and Add Anothe

Step 10

Does additional special compensation need to be reported?
Yes: Continue to step 11

No: Skip to step 13

Step 11

Select the Save and Add Another button.

Step 12

Return to step 11.

Step 13

Select the Save button.

Step 14

Select the Return link at the bottom right.

September 29, 2020
Page 34 of 56



Step 15 Do you need to add another adjustment record for this employee?
Yes: Continue to step 16
No: Skip to step 18

Step 16 Select Save and Continue button.

Step 17 Return to step 3.

Step 18 Select the Save & Exit button.

You have completed this scenario.
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Scenario 2: Prior Period No Contribution and No Service Adjustment: Reverse &

Resubmit

Scenario

Overreported earnings and total hours worked were reported for your retired annuitant. You
will create two adjustment records: (1) reverse the original payroll record, (2) resubmit with the

correct payroll information.

Step Actions
Step 1

Within the Search and Add New Record to the Report section, enter the

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

® Report Details
Report Type: Payroll - Adjustments
Program: CalPERS
Report Name:

Adjustment Date: 09/16/2020
Schedule Name:

Report Status: Pending Release
Test Report: No

CalPERS ID or SSN and click Add New.

Record Type:
Member Category:
Division:

Record Status:
Error Message:

® Search and Add New Record to the Report

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

Transaction Type:

Rate Plan:

@ Records Present in the Report

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

Earned

Member

SSN CalPERS ID

No results found.

Name Period

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

Category

Special
Compensation

Status Earnings

[Process Repor [Generate Report Summary]|

View Payroll Report Summary

Step 2 Select the Add New button.

Step 3

(© Maintain Record Details

Complete the Maintain Record Details section.

To add details to the record select Display after entering dates.
Begin Date:#*

Payroll Record Memo: I:l

View Employee Rate Summary

Step 4

Select the Display button to expand the section.
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Step 5

Complete the Maintain Record Details section, Earnings subsection.
Reversing: Report negative earnings (and negative hours worked for an RA)

Resubmitting: Report positive earnings (and hours worked for an RA)

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

Begin Date:* |11/18/2017 = End Date:* [12/01/2017 | Display
Payroll Record Memo: |:|

Appointment:* (® Agency's Name : Appt Id - 82156344 : 2012-08-18 : Miscellaneous : Regular

Earnings

Transaction Type:* | v
Pay Rate Type: v Pay Rate: $
Reportable Earnings: $
Scheduled Full Time Scheduled Full Time

Hours Per Week: Days Per Week:

Total Hours Worked:

Special Compensation: 00 View Special Compensation

View Employee Rate Summary

[Save & Continue] [Save & Exil

Step 6

Is there special compensation that needs to be reversed and/or reported?

Yes: Continue to step 7

No: Skip to step 18

Step 7

Select the View Special Compensation link.

Step 8

Select the Add New button.

@ View Special Compensation

Select All | Delete

Mo results found.

Select All | Delete _

Return

Step 9

Complete the Maintain Special Compensation Details section.

Reversing: Report a negative amount
Resubmitting: Report a positive amount

® Maintain Special Compensation Details

Special Compensation Category:* v

Special Compensation Type:*

Amount:* £(.00

[Save and Add Anothe

Step 10

Does additional special compensation need to be reported?
Yes: Continue to step 11

No: Skip to step 13

Step 11

Select the Save and Add Another button.

Step 12

Return to step 11.
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Step 13 Select the Save button.

Step 14 Select the Return link at the bottom right.

Step 15 Do you need to add another adjustment record for this employee?
Yes: Continue to step 16
No: Skip to step 18

Step 16 Select Save and Continue button.

Step 17 Return to step 3.

Step 18 Select the Save & Exit button.

You have completed this scenario.
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Unit 7: Process an Adjustment Report

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

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

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

e |f one error is detected, the status will change from “Processing” to “Suspended.” You will
need to delete or correct the error(s), then select the Process Report button to resubmit the
report.

e |f no errors are found, the status will change from “Processing” to “Posted.”

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

Suspended

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

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

¢ In a suspended report, if you delete all the remaining errors, it will still have a “Suspended”

status. Process the report again to reflect a “Posted” status.
|Hume |Proﬁle | Person Information |Edu\:alim\ |0ther Organizations

| ELELCERE Ll Billing and Payments  Payroll Schedule  Out-of-Class Validation Member Requests  Health Reconciliation Retirement Appointment Reconciliation

Common Tasks @ [V City CalPERS ID: 9876543210

Organization Search @ Create or Edit Report
j Reports | V|| Continue

Search Payroll

RS 7 @ work On Existing Payroll Reports

Participant -
Program: [CalPERS v Fiscal Year:

Maintain Payroll
Records Schedule Earned Period /
Preprocessing Area Name Adjustment Datell

Report w| Report v 5
Status: Type: Display

Initial Record Report Posted Test Repo
Posted Date  Date Report Name

Status Due Date

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

Beiemen: Eaeet 06/30/2020 - 06/30/2020 Posted Payroll - Adjustments 06/30/2020 06/30/2020  06/30/2020 No

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

D B 06/19/2020 - 06/19/2020 Posted Payroll - Adjustments 06/19/2020 06/19/2020  06/19/2020 No

il 06/17/2020 - 06/17/2020 Posted Payroll - Adjustments 06/17/2020 06/19/2020  06/19/2020 No

ey e— 06/16/2020 - 06/16/2020 Posted Payroll - Adjustments 06/16/2020 06/16/2020  06/16/2020 No

e — 06/05/2020 - 06/05/2020 Posted Payroll - Adjustments 06/05/2020 06/05/2020  06/05/2020 No
Unresolved Historical .

DA Errors 06/02/2020 - 06/02/2020 Posted Payroll - Adjustments 06/02/2020 06/02/2020  06/02/2020 No

[ ——— 05/30/2020 - 06/12/2020 Posted Payroll - Earned Period 07/12/2020 06/24/2020 07/03/2020  07/03/2020 No

Psﬂj'l)r;:xnzmplwﬂ 05/19/2020 - 05/19/2020 Posted Payroll - Adjustments 05/19/2020 05/18/2020 05/19/2020 No

e 05/16/2020 - 05/29/2020 Posted Payroll - Earned Period 06/28/2020 06/12/2020 06/17/2020  06/17/2020 No

05/13/2020 - 05/13/2020 Posted payroll - Adjustments 05/13/2020 05/13/2020  05/13/2020 No

05/11/2020 - 05/11/2020 Posted Payroll - Adjustments 05/11/2020 06/22/2020  06/22/2020 No

05/07/2020 - 05/07/2020 Posted Payroll - Adjustments 05/07/2020 05/11/2020  05/11/2020 No

05/05/2020 - 05/05/2020 Posted Payroll - Adjustments 05/05/2020 05/05/2020  05/05/2020 No

05/02/2020 - 05/15/2020 Posted Payroll - Earned Period 06/14/2020 05/28/2020 06/08/2020  06/08/2020 No

04/22/2020 - 04/22/2020 Posted Payroll - Adjustments 04/22/2020 04/22/2020  04/22/2020 No
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Payroll Report Detail Page

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

@ work on Existing Payroll Reports

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

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

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

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

>

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

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

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

® Records Statistics

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

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

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

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

enerate Report]

@ override Report Details

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

pdate Report Namej

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

Return to Manage Reports
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Accept Valid Records Button

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

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

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

@ Report Statistics

Accept Valid Records
Records Reported Records Posted Unposted Records Records with Errors
1] 2

Total 615 615

Payroll Report Summary
This section allows you to view the total contributions of a payroll report without having to
generate a Cognos report.

@ Payroll Report Summary

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

Rate Plan Member Total Member Member Employer 1959 Survivor Service c:k
Identifier Category Earnings Contributions Contributions Contribution Purchase [a}

161 Miscellaneous $360,765.10 $24,530.63 $27,796.08 $0.00 $423.52
162 Safety - Fire $40,841.99 $3,675.78 $6,926.39 $8.37 $568.03
Safety - County
25137 Peace Officer $2,422.50 $260.42 $410.83 $0.93 $0.00
26088 Miscellaneous  $93,024.77 $5,814.05 $7,240.12 $0.00 $821.81 v
Totals 4$497,054.36 $34,280.88 $42,373.42 $9.30 $1,813.36
>

Generate Report Summary Button
The Generate Report Summary button is used to view a financial data summary of the payroll
report in a Cognos report.

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

Feturn to Manage Reports

Override Report Details

This section allows you to override the report name to help identify which records are in the
adjustment report. Complete the Report Name field, select the Update Report Name button,
then select the Yes button to confirm the new name. A report name cannot be changed once
the report has posted.

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

Report Name: | |

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

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

e Cancel adjustment reports created in error

e Cancel copy forwarded reports that are pending release or in suspended status

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

Return to Manage Reports

Employer Paid Arrears Records

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

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

Scenario: Process an Adjustment Report
Process your report through the Payroll Report Detail page or the View Payroll Records page.

Step Actions

Process from the Payroll Report Detail Page
Step 1 Select the Reporting global navigation tab.

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

‘ Home ‘ L0lEd| Reporting ‘ Person Information | Education ‘ Other Organizations

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

Common Tasks @ RSN city CalPERS ID: 9876543210

(oI ENFENENIEECU Ml O Create or Edit Report
i Reports  [Method:*[ v Continue

Search Payroll
Rl ® Work On Existing Payroll Reports
AR S— =
Program: [CalPERS v Fiscal Year: v|  Report ~| Report v =

Maintain payroll gram: [CaPERS V] o i Display
Records Schedule Earned Period / Submit Initial Record Report Posted Test Repo
Preprocessing Area Name  Adjustment Datefd Date Posted Date _ Date Report Name
File Upload History 07/03/2020 - 07/02/2020 Pending Release Payroll - Adjustments 07/03/2020 No

Status Report Type Due Date

Step 3 From the Payroll Report Detail page, select the Process Report button.

@ Override Report Details

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

Report Name: | |

Update Report Name

Process Report| Cancel Repart Generate Report Summary View Records

Return to Manage Reports
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Step 4 Select the Yes button under the Confirmation Page section to confirm the
request to process the report.

@ confirmation Page
Do you want to process this report?

Step 5 Select the Save & Exit button.

You have completed this scenario.

Process from the View Payroll Records Page
Step 1 Select the Reporting global navigation tab.

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

‘Hnme ‘Pruﬁle Reporting ‘Persoll Information ‘Education ‘Olher Organizations

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

Common Tasks @ Name: City CalPERS ID: 9876543210

Organization Search _ [[ONT Tt a= ds o ed
i Reports [ || Continue

Search Payroll
Records by
DarticiEant
Maintain Payroll
Records

@ work On Existing Payroll Reports

Program: [CalPERS v

Fiscal Year: v

Report v| Report v

Status: Type:

el Schedule Earned Period / Status Report T Due Date Submit Initial Record Report Posted Test Repo
il i e
Preprocessing Area Name Adjustment Datefl Date Posted Date  Date Report Name gl

File Upload History 07/03/2020 - 07/02/2020 Pending Release Payroll - Adjustments 07/03/2020 No

Step 3 Select the View Records link at the bottom right of the page.

Report Type:
(@) Payroll Record Errors Report
(0) Payroll Record Exceptions Report

Generate Repart

@ override Report Details

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

Report Name: | |

Update Report Name

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

Return to Manage Reports

Step 4 Select the Process Report button.

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

elect All ‘ Delete H Edit Selected Records ‘ | Save Selection ‘

Process Reporf [Generate Report Si | View Payroll Report Summary

Step 5 Select the Yes button under the Confirmation Page section to confirm the
request to process the report.

@ Confirmation Page
Do you want to process this report?

You have completed this scenario.
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Unit 8: Simplified Payroll Adjustment Process

In this unit, you will learn how to reverse and modify one or multiple posted payroll records
without having to manually enter each reversal record.

System Logic

e The Simplified payroll adjustment process may be used for records posted with myCalPERS
(July 2011 — present).

e Toadjust records prior toJuly 2011, you must use the standard adjustment process as those
records will not be displayed for modifications in this functionality.
e The system will automatically create an adjustment report and add the reversal record(s).

Contents
Scenario 1: Reverse Posted Payroll RECOIAS ........oouiiiiiiiniiniiiieeeese e 45
Scenario 2: Modify Posted Payroll RECOIAS ......cuuiiieiiieiieiee ettt eree e eetre e e eetre e e eetree e eenreee s 49
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Scenario 1: Reverse Posted Payroll Records

Scenario

Using the simplified payroll adjustment process, you will identify and reverse misreported
payroll for two employees who were on a leave of absence.

System Logic

e Toreverse arecord that contains a service credit purchase deduction, use the standard
adjustment process.

e Multiple records for the same period will be truncated. To view all records that encompass
one earned period, select the earned period link.

Step Actions
Step 1

Select the Reporting global navigation tab.

Step 2

Select the Maintain Payroll Records left-side navigation link.

‘ Home | 0TI Reporting | Person Infermation | Education | Other Organizations

ENEGENEERGes Billing and Payments  Payroll Schedule  Out-of-Class Validation Member Requests  Health Reconciliation  Retire

Common Tasks @ [V City CalPERS ID: 9876543210

Organization Search  JORNr o a AT
Adjustment Reports _ [Method:*|
Search Payroll

~| Continue

E::tci'sa:z @ Work On Existing Payroll Reports
T Program: |CalPERS v Fiscal Year: Report ~
Maintain Payroll Status:
Records = F
Schedule Earned Period / Submit
- schedule r Submit
Preprocessing Area Name  Adjustment Datefl S Report Type Due Date

File Upload History 07/03/2020 - 07/03/2020 Pending Rel Payroll - Adjustments 07/03/2020
Retirement Contract 06/30/2020 - 06/30/2020 Posted Payroll - Adjustments 06/30/2020 06y

Step 3

Complete the Search Payroll Records by Participant section.

@® search Payroll Records by Participant

Enter a CalPERS ID or SSN and specify a retirement program to search for payroll records posted with an earned period record end date falling in or after
2011/2012 fiscal year. Please manually submit an adjustment report to maintain records with Service Credit Purchase or Additional Contributions.

Transaction Type: | v Fiscal Year:
Record Begin Date: Record End Date:

Search Clear

® Participant Defails

CalPERS ID: SSN: xxx-xx-0000

Last Name: First Name: Middle Name:
Retirement Date:

To display posted payroll records, select the appointment, and then select the Display button.

Appointment:

@ posted Records for the Participant
No results returned based on the search criteria provided. Please refine your search criteria.

Step 4

Select the Search button.
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Step 5

If necessary, in the Participant Details section, select the appropriate
appointment radio button if your employee has more than one appointment.

® Participant Details

CalPERS ID: 3876543210 SSN: 000123

Last Name: Their First Name: Name Middle Name:
Retirement Date:

To display posted payroll records, select the appointment, and then select the Display button.

24822970 : Agency’s Name - Miscellaneous - 04/14/2001 - 08/01/2019

Appointment:

Step 6

Select the Display button.

Step 7

In the Posted Records for the Participant section, select the checkbox(es) for the
posted payroll record(s) that need to be reversed.

@ posted Records for the Participant

The page displays up to 30 records at a time. To select records across multiple pages, click the View Max link.
Select All

Pay Rate Pay Reportable Special

Type Rate Earnings Compensation
Eamned
07/01/2017- o 07/31/2017  Period Hourly  $20.63 $1,021.22  $0.00 37.5 0.0 0.0
[ 07/14/2017 .
Reporting
Retroactive
o 07/14/2017- 07/03/2018  Salary Hourly — $21.46 $35.42 $0.00 37.5 0.0 0.0
07/14/2017
Adjustment
Earned
o 07/15/2017- o 08/14/2017  Period Hourly  $20.63 $928.38 $0.00 37.5 0.0 0.0
07/28/2017 -
Reporting
Retroactive
o O7/15/2017- 07/03/2018  Salary Hourly — $21.46 $35.42 $0.00 37.5 0.0 0.0
07/28/2017
Adjustment
Earned
O 8;;-??;%3%;7 No 08/25/2017 Period Hourly £20.63 $928.38 4$0.00 37.5 0.0 0.0
Reporting
Retroactive
o g;ﬁiﬁgi; No 07/03/2018  Salary Hourly $21.46 $35.42 $0.00 37.5 0.0 0.0
Adjustment
Earned
O ggﬁ;;ﬁ%gi;- No 09/08/2017 Period Hourly £20.63 5$928.38 $0.00 37.5 0.0 0.0
Reporting
Retroactive
O ggﬁgﬁgi; No 07/03/2018  Salary Hourly $21.46 $35.42 £0.00 37.5 0.0 0.0
Adjustment
Earned
O e No 09/21/2017  Period Houly — $20.63 $1,021.22  $0.00 37.5 0.0 0.0
Reporting
Retroactive
O ggﬁégi%gi;r No 07/03/2018 Salary Hourly £21.46 $35.42 40,00 37.5 0.0 0.0
Adjustment
Earned
0 ggﬁggﬁgg' No 10/06/2017  Period Hourly $20.63 $866.43 $0.00 37.5 0.0 0.0
Reporting
Retroactive
O ggﬁggiigi? No 07/03/2018 Salary Hourly £21.46 5$35.42 $0.00 37.5 0.0 0.0
Adjustment
Eamed
0O ggﬁgﬁgg' No 10/20/2017  Period Hourly £20.63 $928.38 $0.00 37.5 0.0 0.0
Reporting
Retroactive
05/23/2017- No 07/03/2018 Salary Hourly £21.46 5$35.42 $0.00 37.5 0.0 0.0
[l 10/06/2017
Adjustment
Earned e
10/07/2017- .. e e e - - s . JE R P B — — -
L4 >

[ Modify Record | | Reverse Record |

Step 8

Select the Reverse Record button.

Step 9

Are there additional records to reverse?
Yes: Continue to step 10

No: Skip to step 12
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Step 10

Select the Add Records link.

Name: MCU Company CalPERS ID: 9876543210

® Ppending Transactions

Scheduled Full Sched)

Earned . Transaction Pay Rate Pay Reportable Special . .
CalPERS ID Name period Begin Date End Date T T Rate Earnings TirmraeTiT Time Hours Per Time L|
Week Week
Pym, 05/27/2017- Prior Period _ ~
0123456789 | /T T as A 05/27/2017 06/09/2017 P Hourly $43.64 $-3,491.52 $-69.83 40.0 0.0
Pym, 06/10/2017- Prior Period _ ~ (v
0123456789 Hank 06/23/2017 06/10/2017 06/23/2017 Adjustment Hourly $43.64 $-3,491.52 $-69.83 40.0 0.0
< >
Add Records View Report Summary

Step 11

Return to step 3.

Step 12

Select the View Report Summary link.

Note: The link may be located next to the Add Records link in different internet

browser windows.

Name: MCU Company CalPERS ID: 9876543210

@ Pending Transactions

Earned Transaction Pay Rate Pay Reportable Special

CalPERS ID Name Period Begin Date End Date

Scheduled Full Sched|

Type Type Rate Earnings Compensation R:':I‘H"“B e T

Week

Pym, 05/27/2017- Prior Period ¥ ~
0123456789 Hanlk 06/09/2017 05/27/2017 06/09/2017 Adjustment Hourly $43.64 $-3,491.52 3$-69.83 40.0 0.0
Pym, 08/10/2017- Prior Period ~ ~ v
0123455789 [ FT 00/23/2017 06/10/2017 06/23/2017 Adjustment Hourly $43.64 $-3,491.52 $-60.83 40.0 0.0
< >
Add Records View Report Summary

Step 13

Do you want to update the report name?

Yes: Within the Override Report Details section, enter your new report name in

the Report Name field

No: Skip to step 16

Step 14

Select the Update Report Name button.

® Report Details
Report Type: Payrall - Adjustments Adjustment Date: 05/06/2020 Report Status: Pending Release
Program: CalPERS Schedule Name: Test Report: No
Report Name: External Correction

® Report Stal

Records Reported Records Posted Unposted Records Records with Errors
Total 1 0 1 0

@ Records Statistics
Record Type Records Reported Records Posted Unposted Records Records with Errors
Payroll Record 1 0 1 [

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

Total Member Employer

Total

1959 Survivor

Service Credit

gs Contributions _Contribution Purchase Contributions _ [a}
Miscellaneous  ($1,021.22) ($81.70) $0.00 $0.00 $0.00 ($81.70) W

($1,021.22) {$81.70) $0.00 $0.00 $0.00 {$81.70)

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

(Generate Report

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

Report Name:

[Update Report Name|
[Process Repord [Cancel Reporf (Generate Report Summary View Records

Correct Posted Records

Return to Manage Reports
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Step 15

Select the Yes button to confirm your request to update the report name.

'@ Confirmation Page
Do you want to update the report name?

Step 16

Do you have additional posted payroll records to reverse?
Yes: Continue to step 17

No: Skip to step 19

Step 17

Select the Correct Posted Records link at the bottom right.

@ Report Details
Report Type: Payroll - Adjustments Adjustment Date: 05/06/2020 Report Status: Pending Release
Program: CalPERS Schedule Name: Test Report: No
Report Name: External Correction

@® Raport Statistics

Records Reported Records Posted Unposted Records Records with Errors
Total 1 0 1 0

@ Records Statistics
Record Type Records Reported Records Posted Unposted Records Records with Errors
Payroll Record 1 0 1 0

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

deductions, excluding reported earnings.

Rate Plan Member Total Member Member Employer 1959 Surviver Service Credit Total

Identifier [0 Category Earnings Contributions Contributions Contribution Purchase Contributions 2
899 Miscellaneous ($1,021.22) ($81.70) 4£0.00 $0.00 4$0.00 ($81.70) v
Totals ($1,021.22) ($81.70) $0.00 $0.00 $0.00 ($81.70)

Report Type:

(@ Payroll Record Errors Report
(O Payroll Record Exceptions Report

Generate Repori

@ override Report Details

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

Update Report Name

Correct Posted Record

|Process Repord| [Cancel Repord [Generate Report Summany

Return to Manage Reports

Step 18

Return to Step 3.

Step 19

Select the Process Report button to process the adjustment report.

[Process Repord [Cancel Reporf [Generate Report Summary View Records
Corract Posted Records

Step 20

Select the Yes button to confirm the request to process the report.

'@ Confirmation Page
Do you want to process this report?

You have completed this scenario.

September 29, 2020
Page 48 of 56



Scenario 2: Modify Posted Payroll Records

Scenario

You will modify the erroneously posted payroll records by using the simplified payroll
adjustment process to override the original payroll information.

System Logic

e Do not use this function for a mid-earned period retroactive salary increase because the
system will reverse the full earned period.

e Begin and end dates can be modified outside of the originally reported range.

Step Actions
Step 1 Select the Reporting global navigation tab.

Step 2 Select the Maintain Payroll Records left-side navigation link.

| Home | N Reporting | Person Information | Education | Other Organizations

WENEEENE s Billing and Payments  Payroll Schedule  Out-of-Class Validation Member Requests Health Reconciliation Retire

Common Tasks @ Name: City

Organization Search @ create or Edit Report

CalPERS ID: 9876543210

Adjustment Reports _ [Method:*| v| Continue
Search Payroll
Records by

® work on Existing Payroll Reports

Program:

Fiscal Year: Report \

Status:

Participant
Maintain Payroll
Records

Schedule Earned Period / Submit
. - - == T8t = Date
Preprocessing Area Name  Adjustment Datefd Status Report Type Due Date 1,
File Upload History 07/03/2020 - 07/03/2020 Pending Release Payroll - Adjustments 07/03/2020

Retirement Contract 06/30/2020 - 06/30/2020 Posted Payroll - Adjustments 06/30/2020 06/
Step 3 Complete the Search Payroll Records by Participant section.

@ search Payroll Records by Participant

Enter a CalPERS ID or SSN and specify a retirement program to search for payroll records posted with an earned period record end date falling in or after
2011/2012 fiscal year. Please manually submit an adjustment report to maintain records with Service Credit Purchase or Additional Contributions.

Transaction Type: | ~ Fiscal Year:
Record Begin Date: Record End Date:

Search Clear

® Participant Defails

CalPERS ID: SSN: xxx-xx-0000

Last Name: First Name: Middle Name:
Retirement Date:

To display posted payroll records, select the appointment, and then select the Display button.

Appointment:

@ Posted Records for the Participant
No results returned based on the search criteria provided. Please refine your search criteria.

Step 4 Select the Search button.
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Step 5

In the Participant Details section, select the appropriate appointment radio
button if your employee has more than one appointment.

® Participant Details

CalPERS ID: 3876543210 SSN: 000123
Last Name: Their First Name: Name Middle Name:
Retirement Date:

To display posted payroll records, select the appointment, and then select the Display button.

Appointment: () 24822970 : Agency's Name - Miscellaneous - 04/14/2001 - 08/01/2019

Step 6

Select the Display button.

Step 7

In the Posted Records for the Participant section, select the checkbox(es) for the
posted payroll record(s) that need to be reversed.

@ posted Records for the Parti

The page displays up to 30 records at a time. To select records across multiple pages, click the View Max link.
Belect All
<
Pay Rate Pay Reportable Spedal
Type Rate Eammings Compensation
Eamned
07/01/2017- 07/31/2017  Period Hourly  $20.63 $1,021.22  $0.00 37.5 0.0 0.0
O 07/14/2017 Frermiine
Retroactive
07/14/2017- 07/03/2018  Salary Hourly — $21.46 $35.42 $0.00 37.5 0.0 0.0
L1 07/14/2017 Adjustment
Earned
o 07/15/2017- 08/14/2017  Period Hourly  $20.63 $928.38  $0.00 37.5 0.0 0.0
07/28/2017 e
Retroactive
07/15/2017- 1, 07/03/2018  Salary Hourly — $21.46 $35.42 $0.00 37.5 0.0 0.0
[ o07/28/2017 Adjustment
Earned
o ggﬁ?‘;ggg' o 08/25/2017  Period Hourly — $20.63 $928.38  $0.00 37.5 0.0 0.0
Reporting
Retroactive
07/25/2017- 07/03/2018  Salary Hourly — $21.46 $35.42 $0.00 37.5 0.0 0.0
O os/11/2017 Adjustment
Earned
o ggﬁéﬁgg' o 09/08/2017  Period Hourly — $20.63 $928.38  $0.00 37.5 0.0 0.0
Reporting
Retroactive
08/12/2017- 07/03/2018  Salary Hourly — $21.46 $35.42 $0.00 37.5 0.0 0.0
[J os/2s/2017 Adjustment
Earned
O ggﬁgﬁgg' o 09/21/2017  Period Hourly — $20.63 $1,021.22  $0.00 37.5 0.0 0.0
Reporting
Retroactive
08/26/2017- ., 07/03/2018  Salary Hourly — $21.46 $35.42 $0.00 37.5 0.0 0.0
O 0s/08/2017 Adjustment
Earned
O ggﬁggﬁgg' o 10/06/2017  Period Hourly — $20.63 $866.43  $0.00 37.5 0.0 0.0
Reporting
Retroactive
0%/0%/2017- g 07/03/2018  Salary Hourly — $21.46 $35.42 $0.00 37.5 0.0 0.0
[ 0s/22/2017 Adjustment
Eamed
o ggﬁégﬁgg' o 10/20/2017  Period Hourly — $20.63 $928.33 $0.00 37.5 0.0 0.0
Reporting
Retroactive
08/23:2017- 07/03/2018  Salary Hourly — $21.46 $35.42 $0.00 37.5 0.0 0.0
[l 10/06/2017 Adjustment
Earned e
10/07/2017- .. PO L U . - .- .-
< >
| Modify Record ‘ ‘ Reverse Record |

Step 8

Select the Modify Record button.
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Step 9

Within the Maintain Record Details section, change the fields as necessary to

report a correct payroll record.

@ Selected Records

Pending Earned Transaction Pay Rate Pay Reportable Special =
Tl Update Period Type Type Rate [Earnings Compensation El::kllours S :"’:':kua's e Worked

Earned
1 No 07/09/2016-  poriog Hourly — $32.15 $2,7572.00 $0.00 40.0 0.0 0.0 0.0y
07/22/2016  gaporting

@ Maintain Record Details (Record 1 of 1)

Scheduled Full Scheduled Full

Enter the preferred values below. Dollar amounts must be greater than zero. Use the Clear Edits button to refresh the panel with the currently posted values.
Use the Remove Record button to de-select the record. When modifications are complete, the system will create one transaction to reverse the posted record
and one transaction to re-post the record based on the values you entered.
Begin Date:* [o7nspoie | End Date:* [5rnsatT6 0 o
Payroll Record Memo: @ Payroll Schedule:* {g\pp(o\gvea : Bi-Weekly - 06/26/1982 - y]
Reported Name and CalPERS ID
CalPERS ID:* 4153456789
Last Name:* .. First Name:* . Middle Name:
Earnings
Appointment: 91747922 : MCU Company - Miscellaneous - 01/28/2013
Transaction Type:* |Prior Period v]
Pay Rate Type: [Hourly v/ Pay Rate: ¢
Reportable Earnings: ¢ 771376
Scheduled Full Time o ] heduled Full Time (55
Hours Per Week: Days Per Week: —
Special Compensation: £0.00 View Special Compensation
Contributions
Taxed Member Tax Deferred Member ¢ [175 ¢
Paid Contributions: * oo ] Paid Contributions: ¥ 1631
Tax Deferred Employer Paid $ [0.00
ber Contributi L

| Save & Continue || Clear Edits || Save & Retum | | Remove Record || Gancel Report |

Step 10

Is there special compensation that needs to be added or modified?

Yes: Continue to step 11

No: Skip to step 19

Step 11

Within the Maintain Records Details section, select the View Special

Compensation link.

Step 12

Does the employee already have a special compensation item that needs to be

modified?
Yes: Select the Special Compensation Category link

No: Select the Add New button

@ View Special Compensation

Select All | Detate

Mo results found.

Select All | Delete

Return
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Step 13 Complete the Maintain Special Compensation Details section.
@ Maintain Special Compensation Details
Special Compensation Category:* s
Special Compensation Type:*
Amount:* £(.00
Step 14 Does additional special compensation need to be reported?
Yes: Continue to step 15
No: Skip to step 17
Step 15 Select Save and Add Another button.
Step 16 Return to step 13.
Step 17 Select the Save button.
Step 18 Select the Return link at the bottom right.
Step 19 Within the Maintain Record Details section, Contributions subsection, report the
contribution amount(s) in the appropriate field(s).
Contributions
paid Contributione: * T ald Contributions: *
T cmber Comtribations: *
Step 20 Select the Save & Continue button to see the pending transactions.
Step 21 Are there additional records to reverse?
Yes: Continue to step 22
No: Skip to step 24
Step 22 Select the Add Records link.
Name: MCU Company CalPERS ID: 9876543210
@ Pending Transactions
CalPERS ID Name Begin Date End Date E?,';sadi"“ ﬁ::ate ::‘t’e :::’I'.’i"nt;:'e g:ﬁf;:'“saﬁm if.:'i:ﬁ'.'ﬁ.dr: :::r Emk[l
0123456789 ;ir;%t ggﬁgﬁgg' 05/27/2017 06/09/2017 ;‘;;.’J;;fﬂl?ﬁ Hourly — $43.64 $-3,491.52 $-69.83 40.0 0.0
0123456789 'giggtf ggi;g;ggg' 06/10/2017 06/23/2017 :Q?Jsifﬂ’;‘z Hourly — $43.64 $-3,491.52 $-69.83 40.0 0.0 ¥
< >
Add Records View Report Summary
Step 23 Return to step 3.
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Step 24

Select the View Report Summary link.

Note: The link may be located next to the Add Records link in different internet
browser window.

Name: MCU Company CalPERS ID: 9875543210

‘E:‘ Pending Transactions

- . Scheduled Full Sched|
Transaction Pay Rate Pay Reportable Special Time Hours Per Time [

CalPERS ID Name Begin Date End Date o -
Type Type Rate Earnings Compensation Week Week

Prior Period
Adjustment

Lang, 05/27/2017-
0123456789 ot 0a/oej201y 05/27/2017 06/09/2017 $43.64 $-3,491.52 $-69.83

Lang 06/10/2017- Prior Period ~ ~ v
0123456789 8 06/23/2017 06/10/2017 06/23/2017 Adjustment Hourly $43.64 $-3,401.52 $-60.83 40.0 0.0
< >
Add Records View Report Summary

Step 25

Do you want to update the report name?

Yes: Within the Override Report Details section, enter your new report name in
the Report Name field and continue to step 26.

No: Skip to step 28

Step 26

Select the Update Report Name button.

@ Report Details
Report Type: Payroll - Adjustments Adjustment Date: 05/06/2020 Report Status: Pending Release
Program: CalPERS Schedule Name: Test Report: No
Report Name: External Correction

@ Report Statistics
Records Reported Records Posted Unposted Records Records with Errors
Total 1 0 1 o

® Records Statistics

Record Type Records Reported Records Posted Unposted Records Records with Errors
Payroll Record 1 (1] 1 1]

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

Rate Plan Member Total Member Employer 1959 Survivor Service Credit Total
Identifier 1 Category Earnings ibuti Contributions Contribution Purchase Contributions 2

899 Miscellaneous (%1,021.22) (481.70) %0.00 $0.00 50,00 ($81.70)

v
Totals ($1,021.22) ($81.70) $0.00 $0.00 $0.00 ($81.70)

Report Type:
@ Payroll Record Errors Report
() Payroll Record Exceptions Report

Generate Report|

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

Update Report Name]

|Process Repord| [Cancel Repert] [Generate Report Summany View Records
Correct Posted Records

Return to Manage Reports

Step 27

Select the Yes button to confirm your request to update the report name.

(G ——— Page
Do you want to update the report name?

Yes
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Step 28

Do you have additional posted payroll records to reverse?
Yes: Continue to step 29

No: Skip to step 31

Step 29

Select the Correct Posted Records link at the bottom right.

® Report Details
Report Type: Payroll - Adjustments Adjustment Date: 05/06/2020 Report Status: Pending Release
Program: CalPERS Schedule Name: Test Report: No
Report Name: External Correction

@ Report Statistics

Records Reported Records Posted Unposted Records Records with Errors
Total 1 0 1 0

@ Records Statistics
Record Type Records Reported Records Posted Unposted Records Records with Errors

Payroll Record 1 (1] 1 0

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

Rate Plan Member Total Member

Member 1959 Survivor Service Credit Total

Employer

Identifier [0 Category Earnings Contributions Contributions Contribution Purchase Contributions 2
899 Miscellaneous ($1,021.22) ($81.70) $0.00 $0.00 $0.00 ($81.70) V)
Totals ($1,021.22) ($81.70) 4$0.00 $0.00 $0.00 {%$81.70)

Report Type:

(@ Payroll Record Errors Report
(& Payroll Recard Exceptions Report

Generate Repor|

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

Update Report Name

Correct Posted Record

[Process Repori] [Cancel Repord [Generaie Report Summany|

Return to Manage Reports

Step 30

Return to Step 3.

Step 31

Select the Process Report button to process the adjustment report.

|Process Reperd [Cancel Repor [Generate Report Summarny View Records
Correct Posted Records

Step 32

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

@ confirmation Page
Do you want to process this report?

You have completed this scenario.
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CalPERS Resources

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

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

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

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

e myCalPERS Technical Requirements

Pathway: CalPERS website > Employers > myCalPERS Technical Requirements

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

e Circular Letters

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

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

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

Email

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

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

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

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

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

Phone or Fax

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

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

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

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