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my|CalPERS Course 205: So You Want to Run a Cognos 
Report? 

Overview 

Introduction my|CalPERS generates reports using IBM Cognos software. Cognos queries 
your agency’s data in my|CalPERS and generates reports in multiple formats 
using criteria that you choose. 

Using this 
Student Guide 

This student guide provides procedures on how to navigate through Cognos 
and learn its functionality. There are screen shots that correspond with the 
steps in each procedure. 

The soft copy of this guide is easily accessible on the CalPERS website. 
Simply navigate to the my|CalPERS Student Guides page by using this 
Pathway: CalPERS website > Employers > I Want To…:Find my|CalPERS 
Student Guides 

Disclaimer: No actual employer or member information was compromised in 
the making of this my|CalPERS student guide. 

Contents This section contains the following topics: 

Topic See Page 
Report Descriptions, User Roles, Status and Browser 
Requirements 
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Report Descriptions, User Roles, Status and Browser 
Requirements 

  
Introduction Before you use Cognos to generate reports within my|CalPERS, you want to 

ensure the following: 
• You have the proper user roles to run the report you need 
• The report you want to run is enabled to generate 
• Your web browser is configured properly to allow Cognos to function 

properly 

  
my|CalPERS  
Reports 
(Cognos) 
Page 

my|CalPERS Employer Reports (Cognos) page 
Pathway: CalPERS website > Employers > my|CalPERS Technical 
Requirements > my|CalPERS Employer Reports (Cognos) 
 
The my|CalPERS Employer Reports (Cognos) page includes: 
• A listing of the Cognos reports available to employers 
• An example of each available report 
• A description of each report 
• The user roles needed to generate the report  
• The status of each report 
 
See Figure 1. my|CalPERS Employer Reports (Cognos) 

  
my|CalPERS 
Cognos 
Reports 
Browser 
Requirements 

my|CalPERS Cognos Reports Browser Requirements  
Pathway: CalPERS website > Employers > my|CalPERS Technical 
Requirements > my|CalPERS Employer Reports (Cognos) > my|CalPERS 
Cognos Reports Browser Requirements 
 
Within this document, some of the most important settings include: 
• Adding my|CalPERS to your list of trusted websites  
• Enable automatic prompting for file downloads  
• Configuring your pop-up blocker for my|CalPERS  
• Making Internet Explorer v10 compatible 
• Updating Adobe Reader to export Cognos reports into PDF version  

 
Important! Browser settings may need to be reconfigured if your browser is 
updated.  
 
See Figure 1. my|CalPERS Cognos Reports Browser Requirements link on 
the my|CalPERS Employer Reports (Cognos) page 

 Continued on next page  

https://www.calpers.ca.gov/page/employers/mycalpers-technical-requirements/employer-reports
https://www.calpers.ca.gov/docs/cognos-browser-req.pdf
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Report Descriptions, User Roles, Status and Browser 
Requirements, Continued 

  
Figure 1. my|CalPERS Employer Reports (Cognos) 
 

 
 

  
  

my|CalPERS Cognos Reports 
Browser Requirements link 
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my|CalPERS System Access Administration 
  

Introduction A System Access Administrator (SAA) serves a critical role for your agency, 
with the responsibility to maintain access their agency’s my|CalPERS 
account.  
 
SAA responsibilities include: 
• Maintain agency contacts, contact types, primary contacts and system 

privileges/user roles 
• Maintain accurate agency contact information 
• Deactivate and reactivate user accounts 
• Identify additional SAA’s for your agency 
• Reset user passwords and update usernames 
• Create business partner relationships  

  
System 
Access 
Administration 
Resources 

System Access Administrators page on the CalPERS website 
Pathway: CalPERS website > Employers > my|CalPERS Technical 
Requirements > System Access Administrators 

 
my|CalPERS System Access Administration & Establish a Business Partner 
Relationship Supplemental Guide 
Pathway: CalPERS website > Employers > my|CalPERS Technical 
Requirements > System Access Administrators > my|CalPERS System 
Access Administration & Establish a Business Partner Relationship 
Supplemental Guide  
 
my|CalPERS System Privileges for Business Partner Roles 
Pathway: CalPERS website > Employers > my|CalPERS Technical 
Requirements > System Access Administrators > Resources: my|CalPERS 
System Privileges for Business Partner Roles  
 
See Figure 2. my|CalPERS Assign Roles 

Continued on next page  

https://www.calpers.ca.gov/page/employers/mycalpers-technical-requirements/system-access-administrators
https://www.calpers.ca.gov/docs/saa-bp-guide.pdf
https://www.calpers.ca.gov/docs/saa-bp-guide.pdf
https://www.calpers.ca.gov/docs/system-privileges.pdf
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my|CalPERS System Access, Continued 

  
Figure 2. my|CalPERS Assign Roles 
 

 
 

  
Assign Roles 
Section 

Located in my|CalPERS and is only accessible by the system access 
administrator (SAA). SAA may grant system role(s) to an employee when 
adding them to the contact list, or after, by selecting the System Access link 
on the employee’s Business Partner Contact Detail page.  

  
  

Read Only (RO) access will 
not enable user to perform 
any my|CalPERS transactions 
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Commonly Used Reports 

Overview 

  
Introduction In this section you will learn about the commonly used Cognos reports, 

including the criteria used to generate the report, an example of each 
generated report and suggested uses. The reports are grouped by their type; 
Benefits, Contributions, Enrollment, Financials and Health. 

  
Contents This section contains the following topics: 

 
Topic See Page 

Benefits 8 
Contributions 11 
Enrollment 15 
Financials 17 
Health 21 
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Benefits 
  

Benefit 
Recipients by 
Employer 
Report 

This report provides a listing of all the benefit recipients (including 
beneficiaries and survivors) whose benefits are funded by the employer. The 
report provides: 
• A listing of benefit recipients that could be used to mailing distributions 
• Gross benefit amounts 

  
Criteria 

 

  
Generated 

 
 

 

 Continued on next page 
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Benefits, Continued 

  
Retired 
Annuitant 
Hours Worked 
Report 

This report provides a listing of Retired Annuitants (RAs) with active 
appointments within your agency during the date range selected. The report 
provides: 
• The total hours worked within your agency  
• The total hours worked for all other CalPERS agencies (useful when the RA 

works at multiple CalPERS agencies) 
 
We suggest running this report with a start as the beginning of the fiscal year 
(July 1) and an end date as the last day of the fiscal year (June 30). 

  
Criteria  

 

  
Generated 

 
 

 

 Continued on next page 
  

Required field 
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Benefits, Continued 

  
Retirement 
Planning for 
PAS Report 

This report is only for Public Agencies and Schools (PAS) and provides a 
listing of active and inactive employees age 45 and older with 5 or more 
years of total service credit.  The report aids employers in: 
• Planning for turnover and succession 
• Providing retirement planning information to the appropriate employees 

  
Criteria 

 

  
Generated 

 

  
  

Members are listed 
in three groups: 

• 45 – 50 
• 50 – 55 
• 55 and over 
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Contributions 
  

Collective 
Outstanding 
Payroll Error 
Report 

This report provides a listing of all outstanding (non-posted) payroll records 
across all suspended or pending release reports.  This report can be used 
to: 
• Reconcile payroll discrepancies 
• Correct payroll errors within 30 calendar days of the end of the pay period 
• Decrease the administrative and late correction fees  

  
Criteria 

 

  
Generated 

 
 

 
 

 

 Continued on next page 
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Contributions, Continued 

  
Contribution 
Summary for a 
Fiscal Year 
Report 

 

This new report provides a summary of the contributions from posted payroll 
records for the selected fiscal year.  This report can be used to reconcile: 
• Posted payroll 
• Service Credit earnings 
• Annual Member Statements 
 
For a detailed listed of posted contributions by pay period and employee, run 
the Contribution Posted Detail Report or select the Earned 
Period/Adjustment Date link. 

  
Criteria 

 

  
Generated 

 

 Continued on next page 
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Contributions, Continued 

  
Present 
Employer 
Statement 
Report 

This report replaced the Annual Member Statement Employer Report and is 
only functional for the retirement contract owner. It displays the summarized 
contribution information for an agency's employees, including the total: 
• Taxed Contributions 
• Tax Deferred Contribution 
• Posted Interest 
• Contributions and Interest 
• Service Credit 
 
The data that is provided is as of the most current posted payroll. 

  
Criteria 

 

  
Generated 

 

 Continued on next page 
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Contributions, Continued 

  
Reported 
Member Detail 
and Summary 
Reports 

These reports display a list of the agency’s employees, and their reported 
earnings and contributions. This report can be used to reconcile: 
• Posted payroll 
• Annual Member Statements 
 
For additional details about an employee select their CalPERS ID link. The 
Reported Member Detail Report will display showing: 
• Pay period begin and end dates 
• Pay Rate 
• Contributions (taxed, taxed deferred, employer paid, etc.) 
• Special Compensation (category, type and amount) 
• Category 

  
Criteria 

 

  
Generated 
Reported 
Member 
Summary 
Report 

 

 

  
Generated 
Reported 
Member-
Detail Report  
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Enrollment 
  

Participant 
Appointment 
Details Report 

This report provides a list of active and inactive employees’ appointment 
information with your agency during the specified date range.  Employers can 
use this report to: 
• Review appointments  
• Reconcile active/separated employees 
 
You may enter future dates if a future appointment has been keyed into 
my|CalPERS. 

  
Criteria 

 

  
Generated 

 
 

 

 Continued on next page 
  

Active or Separated 

Classic or PEPRA New 
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Enrollment, Continued 

  
Participant 
Pension 
Enrollment 
Data Report 

This report lists all active employees’ enrollment data, including their 
enrollment levels as of the date entered. Employers can use this report to:  
• Reconcile their active/separated appointments 
• Filter by Enrollment Level, Pension Formula and/or Rate 

  
Circular Letter 
200-015-16 

Reporting Permanent Separation Dates in my|CalPERS Circular Letter 200-
015-16: 
• Permanent separations should be reported once an employee ends 

employment, for any reason 
• Permanent separations must be reported as the day after the last day the 

employer works for your agency 
• my|CalPERS is reliant on correct appointment information 
• Helps to ensure benefits are administered  timely and accurately 

  
Criteria 

 

  
Generated 

 

  
  

Classic or PEPRA New 

https://www.calpers.ca.gov/docs/circular-letters/2016/200-015-16.pdf
https://www.calpers.ca.gov/docs/circular-letters/2016/200-015-16.pdf
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Financials 
  

Arrears 
Receivable 
Detail and 
Summary 
Reports 

This report provides a detailed list of individual member receivables created 
for mandatory arrears and Government Code 20283 arrears. Employers can 
use this report to:  
• Verify which employee(s) are included in the receivable invoice 
• Determine the begin and end dates, and employer and member 

contribution rates of the arrears  

  
Employer 
Paid Arrears 
(GC 20283) 

Any employer that fails to enroll an employee into membership when he or 
she becomes eligible, or within 90 days thereof, when the employer knows or 
can reasonably be expected to have known of that eligibility shall be required 
to pay all arrears costs for member contributions and administrative costs of 
five hundred dollars ($500) per member as a reimbursement to this system's 
current year budget. An employer shall not pass on to an employee any costs 
assessed pursuant to subdivision. 

  
Mandatory 
Arrears 
(GC 20160) 

Mandatory arrears apply if a member qualified for membership and the 
arrears period is prior to July 1, 1994. In mandatory arrears cases, the 
member is responsible for the member contributions and the employer is 
responsible for the employer contributions for the arrears period. 

  
Criteria 

 

  
Generated 

 

 Continued on next page 
  

Additional information 
provided in the details report 
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Financials, Continued 

  
Employer 
Payment 
Report 

This report provides a detailed list of your agency’s payments that have 
posted to a receivable.  Employers can use this report to verify the: 
• Status of their payment(s) 
• Payments were properly applied to the correct receivable(s) 
• Date the payment was posted to the receivable(s) 

  
Criteria  

 

  
Generated 

 

 Continued on next page 
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Financials, Continued 

  
Employer 
Receivable 
Report 

This report provides a summary of receivables, the current balance, the 
receivable ID and a description of the receivable. 

  
Criteria 

 

  
Generated 

 

 Continued on next page 
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Financials, Continued 

  
Replacement 
Benefit Fund 
(RBF) Invoice 
Detail Report 

This report provides a listing of Replacement Benefit Fund (RBF) participants 
(payee) and the benefit amount that corresponds to the invoice number 
specified in the criteria. RBF relates to Internal Revenue Service code 415 
(IRC 415). 

  
Criteria 

 

  
Generated 
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Health 
  

Employer 
Health Event 
Notification 
Report 

This report lists the updated health transactions based on the posting 
(processing date), not effective date. 
• Public Agencies and Schools: Health bills are generated approximately on 

the 14th of each month, so they may want to schedule this report to run on 
the 15th of every month to help reconcile their bill. 

• State Agencies: CalPERS suggests that you use the Employer Health 
Event Transaction Report to verify if any 26-year-old dependents have 
been deleted. This report will use the effective date, instead of the posting 
date. 

  
Criteria 

 

  
Generated 

 

 

  
Health 
Extracts 

Health data extracts can be provided by sending a request to  
MAMD_Data_Services@calpers.ca.gov 
 
Include a detailed list of the elements being requested in the report and a 
brief explanation of why it is needed. 
 
Employers should be contacted within 10 business days. 

 Continued on next page 
  

mailto:MAMD_Data_Services@calpers.ca.gov
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Health, Continued 

  
Parent-Child 
Relationship 
Dependent 
with Expiring 
Certification 
Report 

This report provides a listing of members whose parent-child relationship 
certifications are approaching expiration. 
 
For all active CSU campuses: 
• Review the Chancellor’s Office Parent Child Recertification Report or  
• Contact CalPERS at  MAMD_Data_Services@calpers.ca.gov 

  
Criteria 

 

 

  
Generated  

 

  
  

Will include 
effective dates 
within 90 days of 
date entered 

mailto:MAMD_Data_Services@calpers.ca.gov


23 
© 2016 California Public Employees’ Retirement System (CalPERS)                          R6.2 10142016 

 
 
 
 
 
 
 
 
 

This page intentionally left blank. 
  



24 
© 2016 California Public Employees’ Retirement System (CalPERS)                          R6.2 10142016 

Scenario 1: Navigate through Cognos  
  

Introduction Navigating through the Cognos environment includes sorting reports 
alphabetically by name, using navigation arrows to advance through pages, 
maximizing the amount of entries per page, and searching for a report by 
partial name or key word. 

  

 
Locate a report by using the Cognos tools available. 

  
Step-by-step Follow the steps below to navigate through the Cognos environment. 
 

Step Action Result  
Open Cognos Application 

1 From the my|CalPERS home page, select the 
Common Tasks from the left-side navigation. 

Common Tasks expands to 
display additional left-side 
navigation selections. 

2 Select the Reports left-side navigation link. See Figure 1-1. Reports under 
Common Tasks on left-side 
navigation menu 
 
The IBM Cognos Software page 
opens. 

3 Select the My home or IBM Cognos Content 
icons from the Cognos window.  
 

See Figure 1-2. My home and 
IBM Cognos icons 
 
Public Folders page displays. 
 
See Figure 1-3. Public Folders 
page 

Navigate through Cognos and Search for Reports 
4 Select the PSR REPORTS ENV98 link located 

next to the yellow folder. 
PSR_REPORTS_ENV98 page 
displays. 

  
Saved 
Reports 
Folder 

The Saved Reports folder contains the reports generated by CalPERS that 
have been requested by employers.  
 
For more information, see the CalPERS Contacts section of the Appendix of 
this Student Guide. 

 Continued on next page 
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Scenario 1: Navigate through Cognos, Continued 

  
Figure 1-1. Reports under Common Tasks on the left-side navigation menu 
 

 
 
Figure 1-2. My home icon 
 

 
 
Figure 1-3. Public Folders page 
 

 

Continued on next page 
  

Navigate to the 
yellow folder Cognos Help 
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Scenario 1: Navigate through Cognos, Continued 

  
Step Action Result  

5 Use the Next Page button  to advance one 
page forward. 

Next page of reports displays.  
 
See Figure 1-4. Navigate 
through the Cognos window 

6 Use the Last Page button  to advance to the 
last page of reports. 

Final page of reports displays. 

7 Use the Previous Page button  to advance 
back one page. 

Previous page of reports 
displays. 

8 Use the First Page button  to advance to the 
first page of reports. 

First page of reports displays. 

9 Change the Display Entries To Number box 
amount and select the Go To button  to see 
additional entries per page. 

See Figure 1-4. Navigate 
through the Cognos window 

10 Select the up and down pointing arrow icon  
next to Name or Modified column headings to 
sort reports in ascending or descending order.  

Reports will resort. 

11 To search reports available, in the Search field 
enter the name of the report to search by key 
words.  
 

 
 

See Figure 1-5. Search page 

12 Select the Search  icon. Search results will display. 

13 
Select the Refresh icon  to refresh the 
current page. 

See Figure 1-6. Refresh, Home 
and Return icons 

14 
Select the Home icon  to return to the Public 
Folders page. 

PSR_REPORTS_ENV98 page 
displays. 
 

15 
Select the Return icon  to return to the 
previous page you were on. 

See Figure 1-6. Refresh, Home 
and Return icons 

16 
Select the Details View icon to display the 
description of the folder or report. 
Note: List View is the default view. 

Report discriptions will display. 

 You have completed this scenario.  

Continued on next page 
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Scenario 1: Navigate through Cognos, Continued 

   
Figure 1-4. Navigate through the Cognos window 
 

  
 
Figure 1-5. Search page 
 

 
 

Figure 1-6. Refresh, Home and Return icons 
 

 
 

  
  

Search for reports 

Navigate through 
pages using the blue 
arrow buttons 

Sort ascending or 
descending by 
column headers 

View more entries per page 
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Scenario 2: Run & View Reports 
  

Introduction Users can run reports in HTML format without options with one click. After 
the report is run, it can be exported to different formats. 

  

 
You will run a report and view it in different formats. 

  
Step-by-step Follow the steps below to run, export, print and save reports. 
 

Step Action Result  
Locate Report 

 1 Navigate to the PSR_REPORTS_ENV98 page. 
 

PSR_REPORTS_ENV98 page 
displays. 

2 Locate the desired report using tools in Scenario 
1: Navigate through Cognos.  

See Figure 2-1. Navigate 
through Cognos 

3 Select the link for the desired report. 
 

Window refreshes prompting user 
to select or enter report criteria. 

Run Report 
4 Enter or select the report criteria as prompted. See Figure 2-2. Enter report 

criteria 
5 Select the Finish button. Window refreshes with the run 

report. 
6 Do you want to view your report in a different 

format? 
 
If ... Then ... 
Yes  

Format… Step… 
PDF Skip to step 7 
Excel (CSV) Skip to step 15 

  
No You have completed this scenario 

   

 

 Continued on next page 
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Scenario 2: Run & View Reports, Continued 

  
Figure 2-1. Navigate through Cognos  
 

 
 
Figure 2-2. Enter report criteria 
 

 
 

 Continued on next page  

Acceptable date formats: 
• M/D/YY or M-D-YY 
• M/D/YYYY or M-D-YYYY 
• MM/DD/YY or MM-DD-YY 
• MM/DD/YYYY or MM-DD-YYYY 
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Scenario 2: Run & View Reports, Continued 

  
Step Action Result  

View, Print & Save Report in PDF Format 
7 Select the Format  icon located near the top 

right corner of the page. 
Drop-down expands showing 
different viewing and saving 
options.  

8 Select View in PDF Format link from the drop-
down list. 

See Figure 2-3. View in PDF 
Format 
 
Cognos window refreshes with 
report in PDF format.  

9 Do you want to print this report? 
 
If ... Then ... 
Yes Skip to step 10 
No Skip to step 12 

   

 

10 Select Ctrl + P on your keyboard. Print diablog box opens. 
11 Select the Print button. See Figure 2-4. Print dialog box 
12 Do you want to save this report? 

 
If ... Then ... 
Yes Skip to step 13 
No Return to step 6 

  

 

13 Select Shift + Ctrl + S on your keyboard. Save As dialog box opens. 
14 Select the Save button. See Figure 2-5. Save As dialog 

box 

 Continued on next page 
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Scenario 2: Run & View Reports, Continued 

  
Figure 2-3. View in PDF Format 
 

 
 

Figure 2-4. Print dialog box 
 

 
 
Figure 2-5. Save As dialog box 
 

 
 

 Continued on next page  
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Scenario 2: Run & View Reports, Continued 

  
Step Action Result  

View, Print & Save Report in Excel (CSV) Format 
15 Select the Format  icon located near the top 

right corner of the page. 
See Figure 2-6. View in CSV 
Format 

16 Select the View in Excel Options link from the 
drop-down list, and then select the View in CSV 
Format link. 

File Download dialog box opens 
prompting users to open or save 
file. 
 
See Figure 2-7. File Download 
dialog box 

17 Select the Open button within the File Download 
dialog box. 

Microsoft Excel dialog box opens. 
 
See Figure 2-8. File Download 
dialog box 

18 Select Yes button on Microsoft Excel dialog box. Report opens in Excel. 
19 Do you want to print this report? 

 
If ... Then ... 
Yes Skip to step 20 
No Skip to step 22 

   

 

20 Select Ctrl + P on your keyboard. Print dialog box opens. 
21 Select the Print button. See Figure 2-9. Print dialog box 
22 Do you want to save this report? 

 
If ... Then ... 
Yes Skip to step 23 
No Return to step 6 

  

 

23 Select Ctrl + S on your keyboard. Save As dialog box opens. 
24 Select the Save button. Report is saved in the selected 

location. 
 You have completed this scenario.  

 Continued on next page 
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Scenario 2: Run & View Reports, Continued 

  
Figure 2-6. View in CSV Format 
 

 
 

Figure 2-7. View in CSV Format  
 

 
 

Figure 2-8. File Download dialog box 
 

  
 
Figure 2-9. Print dialog box 
 

 
 
  

You may save the report 
outside of Cognos 
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Scenario 3: Cognos Tools 
  

Introduction IBM Cognos features many tools that help users. 
 

Tool Icon/Link Functionality 
Set properties 

 
Specifies the report properties set by 
CalPERS. Users can rename item. 

Run with options 

 

Run the report in different or multiple 
formats, specify when the report will run 
and where the report will be saved 

Schedule 
 

View, set or disable a schedule for a 
report in the My Folders tab 

More… 
 

Provides access to the tools listed below 

View report 
output versions  

View the output versions of a report that 
is saved in the My Folders tab 

View my 
permissions  

View your access permissions of a 
report 

View Run History 
 

View the run history of reports scheduled 
to run in the background 

Copy 
 

Copy a report or folder that is saved 
within the My Folders tab 

Create a shortcut 
to this entry  

Create a shortcut of a report within the 
My Folders tab 

Create a report 
view of this 
report  

Rename a report and save it in the My 
Folders tab  

Please do not 
use this option  

This is a disabled option and may not be 
viewable on all browsers. 

  

  

 
Select the different tool icons to view their functionality.  
 

  
Step-by-step Follow the steps below to review Cognos tools in my|CalPERS. 
 

Step Action Result  
Set properties  

1 Navigate to the PSR_REPORTS_ENV98 page. PSR_REPORTS_ENV98 page 
displays. 

2 Locate the desired report using tools in Scenario 
1: Navigate through Cognos. 

See Figure 3-1. PSR REPORTS 
ENV98 page 

3 Select the Set properties  icon for the desired 
report. 

See Figure 3-2. Set Properties 
page 

Continued on next page  
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Scenario 3: Cognos Tools, Continued 

  
Figure 3-1. PSR_REPORTS_ENV98 page 
 

 
 
Figure 3-2. Set Properties page 
 

 
 

Continued on next page 
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Scenario 3: Cognos Tools, Continued 

   
Step Action Result  

4 Select the Close button. PSR_REPORTS_ENV98 page 
displays. 

Run with options 
5 Locate the desired report and select the Run 

with options  icon. 
Run with options page displays. 
 
See Figure 3-3. Run with options 
page 

6 Select the Cancel button. PSR_REPORTS_ENV98 page 
displays. 

Schedule 
7 Locate the desired report and select the 

Schedule  icon. 
  
Note: A schedule can only be set on an entry 
saved  in the My Folders tab. 

Schedule page displays.  

8 Select the Close button. PSR_REPORTS_ENV98 page 
displays. 

More… 
9 Locate the desired report and select the More… 

link. 
Perform an action page displays. 
 
See Figure 3-4. Perform an 
action page 

10 Select the Cancel button. PSR_REPORTS_ENV98 page 
displays. 

 You have completed this scenario.  

Continued on next page 
  



37 
© 2016 California Public Employees’ Retirement System (CalPERS)                          R6.2 10142016 

Scenario 3: Cognos Tools, Continued 

  
Figure 3-3. Run with options page 
 

 
 
Figure 3-4. Perform an action page 
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Scenario 4: Report View 
  

Introduction Creating a report view of a report allows the user to rename the report and 
save the report within their My Folders tab. The report will not have any 
criteria saved to it. 

  

 
Run a report using the Create a report view of this report link. 

  
Step-by-step Follow the steps below to create a report view. 
 

Step Action Result  
Locate Report 

 1 Navigate to the PSR_REPORTS_ENV98 page. 
 

PSR_REPORTS_ENV98 page 
displays. 

2 Locate the desired report and select the More… 
link. 

Perform an action page displays. 

3 Within the Perform an action page, select the 
Create a report view of this report… link 

See Figure 4-1. Perform an 
action page 

Create Report View 
4 Confirm or update the Name, Description, 

and/or Screen tip fields. 
Figure 4-2. Specify a name and 
description dialog box 

5 Where do you want to save the report? 
 
If ... Then ... 
My 
Folders 

Select the Select My Folders link 
and skip to step 8 

Another 
location 

Select the Select another 
location… link 

  

 

6 Select the location within the pathway. Figure 4-3. Select a location 
dialog box 

7 Select the OK button. Specify a name and description 
dialog box displays. 

8 Select the Finish button. Report view of the report is 
available in the specified location. 

 You have completed this scenario.  

 Continued on next page 
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Scenario 4: Report View, Continued 

  
Figure 4-1. Perform an action page 
 

 
 
Figure 4-2. Specify a name and description dialog box 
 

 
 
Figure 4-3. Select a location dialog box 
 

 
 

 Continued on next page  
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Scenario 5: Run Reports in Different Formats 
  

Introduction Users have the ability to run and view a report in formats other than just 
HTML.  

  

 
Run and view a report in different formats. 

  
Step-by-Step Follow the steps below to run and view a report in different formats. 
 

Step Action Result  
Locate Report 

 1 Navigate to the PSR_REPORTS_ENV98 page. 
 

PSR_REPORTS_ENV98 page 
displays. 

2 Locate the desired report using tools in Scenario 
1: Navigate through Cognos.  

 

3 Select the Run with options icon associated 
to the desired report. 

Run with options page displays. 
 
See Figure 5-1. Run with options 
page 

Run Report 
4 Within the Run with options page, select the 

appropriate option from the Format drop-down 
list. 

See Figure 5-1. Run with options 
page 

5 Select the Run button located at the bottom of 
the window. 

Enter report criteria page 
displays. 

6 Enter or select report criteria (e.g. CalPERS ID, 
dates, etc.). 

See Figure 5-2. Enter report 
criteria 

7 Select the Finish button located at the bottom of 
the page. 

Report opens in the desired 
format. 

 You have completed this scenario.  

 Continued on next page 
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Scenario 5: Run Reports in Different Formats, Continued 

  
Figure 5-1. Run with options page 
 

 
 
Figure 5-2. Enter report criteria page 
 

 
 

 

  
  

Select the report format: 
HTML, XML, PDF or Excel 
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Scenario 6: Folders 

  
Introduction Within the My Folders tab of Cognos, users can create folders to assist in 

the management of their reports. 

  

 
We will create folders in the My Folders tab. Then we will utilize the different 
features in Cognos that allow the user to utilize folders. 
 
Features include: 
• Copy  
• Delete 
• Move 

  
Step-by-step Follow the steps below to create a new folder in Cognos. 
 

Step Action Result  
Locate the My Folders tab 

1 Navigate to the PSR_REPORTS_ENV98 page.  
 

2 Select the My Folders tab located at the top left 
of the window. 

My Folders page displays. 
 
See Figure 6-1. The My Folders 
tab 

Add a New Folder 
3 Select the New Folder  icon located near the 

top right corner of the window. 
Specify a name and description –
New Folder wizard page 
displays.  

4 Confirm or update the Name, Description, 
and/or Screen tip fields. 

Figure 6-2. Specify a name and 
description dialog box 

5 Where do you want to save the report? 
 
If ... Then ... 
My 
Folders 

Select the Select My Folders link 
and skip to step 8 

Another 
location 

Select the Select another 
location… link 

  

 

6 Select the location within the pathway.  
7 Select the OK button. Specify a name and description 

dialog box displays. 
8 Select the Finish button. Figure 6-3. My Folders tab 

Continued on next page  
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Scenario 6: Folders, Continued 

  
Figure 6-1. The My Folders tab 
 

 
 
Figure 6-2. Specify a name and description 
 

 
 
Figure 6-3. My Folders tab 
 

 
 

Continued on next page 
  

Description and Screen 
tip fields are optional 
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Scenario 6: Folders, Continued 

   
Step Action Result  

Add a New Sub-Folder 
9 Select the link for the folder where you want to 

add a sub-folder. 
The selected folder will open. 

10 Select the New Folder  icon. Specify a name and description –
New Folder Wizard page 
displays. 

11 Enter the new folder’s name in the Name field. See Figure 6-4 Specify a name 
and description  – New Folder 
wizard page 

12 Do you want to save the folder in a different 
location? 
 
If ... Then ... 
Yes Select the Select another location… 

link & go to step 13 
No Skip to step 15 

  

See Figure 6-4 Specify a name 
and description  – New Folder 
wizard page 

13 Select the location within the pathway. See Figure 6-5. Select a location 
14 Select the OK button.  
15 Select the Finish button. Window displays the page where 

the new folder lives. 
Copy 

16 Select the More… link for the item you want to 
copy.  

See Figure 6-6. Sub-folder’s 
More… link 

17 Select the Copy… link.  Save as a copy page displays. 
18 Update the new folders name in the Name field. Returns the user back to the 

folder the user was originally. 
19 Do you want to save the folder in a different 

location? 
 
If ... Then ... 
Yes Select the Select another location… 

link & go to step 13 
No Skip to step 22 

  

See Figure 6-4 Specify a name 
and description  – New Folder 
wizard page 

20 Select the location within the pathway. See Figure 6-5. Select a location  
21 Select the OK button.  
22 Select the OK button. See Figure 6-7. My Folders tab 

Continued on next page 
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Scenario 6: Folders, Continued 

  
Figure 6-4. Specify a name and description  – New Folder wizard page  
 

 
 

Figure 6-5. Select a location  
 

 
 
Figure 6-6. Sub-folder’s More… link 
 

 
 

Figure 6-7. My Folders tab 
 

 
 

Continue on next page  
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Scenario 6: Folders, Continued 

 
Step Action Result  

Delete 
20 Select the checkbox of the item(s) that you want 

to delete. 
See Figure 6-8. Sub-Folder’s 
checkbox 

21 Select the Delete  icon. Dialogue box displays requesting 
confirmation to delete folder. 
 
See Figure 6-9. Dialogue box 

22 Select the OK button to confirm that you want to 
delete the select(ed) item(s). 

My Folders page will refresh 
without the deleted item. 

Move 
23 Locate to the item you want to move.  
24 Select the More… link associated with that item. Perform an action page displays. 

 
See Figure 6-10. Perform an 
action 

25 Select the Move… link. Select a location (Navigate) page 
displays. 

26 Select the location within the pathway where you 
wish to move the item. 

 

27 Select the OK button. My Folders page refreshes. 
 You have completed this scenario.  

Continue on next page 
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Scenario 6: Folders, Continued 

  
Figure 6-8. Sub-Folder’s checkbox 
 

 
 

Figure 6-9.  Dialogue box 
 

 
 

Figure 6-10. Perform an action  
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Scenario 7: Set and Disable Schedules 
  

Introduction You can schedule reports to run at times that are convenient for you. Reports 
may be run at night or on weekends, and at any interval (daily, weekly, etc.). 
 
In order to set a schedule to a report it must first be run and saved within the 
My Folders tab. The criteria that were used to run the original report will 
remain the same when the schedule runs. Only one schedule can be 
associated with each entry. 
 
Reports may be scheduled to run and saved in any of the formats available.   

  

 
Run a report, set a schedule and disable a schedule. 

  
Step-by-step Follow the steps below to set a schedule for a report and disable the 

schedule. 
 

Step Action Result  
Locate Report 

1 Navigate to the PSR_REPORTS_ENV98 page. PSR_REPORTS_ENV98 page 
displays. 

2 Locate the desired report you want to run.   
Save to My Folders tab 

3 Select the Run with options icon associated to 
the desired report. 

Run with options page displays. 
 
See Figure 7-1. Run with options 
page 

4 Select the advanced options link, located near 
the top right corner of the page. 

Run with advanced options page 
displays. 

5 Within the Time and mode section, select the 
Run in the background radio button. 

Window refreshes with more 
options for scheduling report to 
run in the background. 

6 When do you want the report to run? 
 
If ... Then ... 
Now Select the Now radio button & skip to 

step 9 
Later Skip to step 7 

  

 

Continued on next page 
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Scenario 7: Set and Disable Schedules, Continued 

  
Figure 7-1. Run with options page 
 

 
 

Continued on next page 
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Scenario 7: Set and Disable Schedules, Continued 

  
Step Action Result  

7 Select the Later radio button. See Figure 7-2. Run with 
advanced options page 

8 Complete the Date and Time fields of when you 
want the report to run. 

 

9 Within the Options section, Formats subsection, 
select the appropriate format(s) you wish to 
generate the report in. 

See Figure 7-2. Run with 
advanced options page 

10 Do you wish to rename the report and save it in a 
different location? 
 
If ... Then ... 
Yes Skip to step 11 
No Skip to step 18 

  

 

11 
 

In the Options section, Delivery subsection, 
select the Edit the options… link associated 
with the Save the report as a report view 
checkbox. 

Save as report view page 
displays. 

12 In the Name field, rename the entry. 
 

See Figure 7-3. Save as report 
view 

13 Where do you want to save the report? 
 
If ... Then ... 
My Folders tab Skip to step 17 
Another location Skip to step 14 

  

See Figure 7-3. Save as report 
view 

14 Select the Select another location link. See Figure 7-3. Save as report 
view 

Continued on next page 
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Scenario 7: Set and Disable Schedules, Continued 

  
Figure 7-2. Run with advanced options page 
 

 
 
Figure 7-3. Save as report view 
 

 
 
 

Continued on next page  
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Scenario 7: Set and Disable Schedules, Continued 

  
Step Action Result  
15 Locate to the folder where you want the future 

report to be saved and select the radio button for 
the appropriate folder. 
 
Use the path at the top of the dialog box to 
navigate through the My Folders tab, or create a 
new folder using the New folder… link at the 
bottom far right, if necessary. 

See Figure 7-4. Select a location 
(Navigate) page 

16 Select the OK button. 
 

Save as report view page 
displays. 

17 Select the OK button. Run with advanced options page 
displays. 

18 Select the Run button. Enter report criteria page displays. 
Select Report Criteria 

19 Complete the report criteria fields.  
20 Select the Finish button. Report confirmation page 

displays. 
21 Select the OK button. • See Figure 7-5. Report 

confirmation 
• PSR_REPORTS_ENV98 page 

displays 
• Report will be saved to the folder 

indicated in the Delivery sub-
section 

Set a Schedule  
22 Navigate to the My Folders tab.  My Folders page displays. 
23 Locate the entry you want to set a schedule.  
24 Select the Schedule  icon associated to the 

entry.  
Schedule page displays. 

25 Within the Frequency section, select the 
appropriate frequency tab and complete the 
necessary fields. 

See Figure 7-6. Schedule page 

26 Enter a Start date and time. See Figure 7-6. Schedule page 
27 Do you want to indicate an end date and time? 

 
If ... Then ... 
Yes Skip to step 22 
No Skip to step 24 

  

See Figure 7-6. Schedule page 

28 Select the End by radio button. See Figure 7-6. Schedule page 
29 Enter an End date and time. See Figure 7-6. Schedule page 
30 Select the OK button. My Folders page displays. 

Continued on next page 
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Scenario 7: Set and Disable Schedules, Continued 

  
Figure 7-4. Select a location (Navigate) page 
 

 
 
Figure 7-5. Report confirmation page 
 

 
 
Figure 7-6. Schedule page 
 

 
 

Continued on next page 
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Scenario 7: Set and Disable Schedules, Continued 

  
Step Action Result  

Disable a Schedule 
31 Navigate to the My Folders tab.  My Folders page displays. 
32 Locate the entry you want to set a schedule.   
33 Select the Schedule  icon associated to the 

entry.  
Schedule page displays. 

34 Select the Disable the schedule checkbox. See Figure 7-7. Schedule page 
35 Select the OK button. See Figure 7-7. Schedule page 
 You have completed this scenario.  

Continued on next page 
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Scenario 7: Set and Disable Schedules, Continued 

  
Figure 7-7. Schedule page 
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Scenario 8: Future Reports 
  

Introduction You may schedule a report to run at a future date and time. Reports can run 
with your computer turned off or if you are out of the office. 

  

 
Run a report at a future date and time. 

  
Step-by-step Follow the steps below to schedule a report for a future date in Cognos. 
 

Step Action Result  
Locate Report 

1 Navigate to the PSR_REPORTS_ENV98 page. PSR_REPORTS_ENV98 page 
displays. 

2 Locate the desired report you want to run.   
Select Options 

3 Select the Run with options icon associated 
to the desired report. 

Run with options page displays. 
 
See Figure 8-1. Run with options 
page 

4 Select the advanced options link, located near 
the top right corner of the page. 

Run with advanced options page 
displays. 

5 Within the Time and mode section, select the 
Run in the background radio button. 

Window refreshes with more 
options for scheduling report to 
run in the future. 

6 Under the Run in the background section, select 
the Later radio button. 

See Figure 8-2. Time and mode 
section 

7 Complete the Date and Time fields of when you 
want the report to run. 

See Figure 8-2. Time and mode 
section 

 Continued on next page 
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Scenario 8: Future Reports, Continued 

  
Figure 8-1. Run with options page 
 

 
 
Figure 8-2. Time and mode section 
 

 
 

 Continued on next page 
  

Set date and time to 
run report in the future 
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Scenario 8: Future Reports, Continued 

  
Step Action Result  

8 Do you wish to rename the report and save it in a 
different location? 
 
If … Then … 
Yes Skip to step 9 
No Skip to step 15 

  

See Figure 8-3. Save as report 
view 

9 In the Options section, Delivery subsection, 
select the Edit the options… link associated 
with the Save the report as a report view 
checkbox. 

Save as report view page 
displays. 

10 In the Name field, rename the entry. 
 

See Figure 8-3. Save as report 
view 

11 
 

Where do you want to save the report? 
 
If ... Then ... 
My Folders tab Skip to step 14 
Another location Skip to step 12 

  

See Figure 8-3. Save as report 
view  

12 Select the Select another location link. Select a location (Navigate) page 
displays. 

13 Select the radio button for the appropriate folder. 
 
Use the path at the top of the dialog box to 
navigate through the My Folders tab, or create a 
new folder using the New folder… link at the 
bottom far right, if necessary. 

See Figure 8-4. Select a location 
(Navigate) page 

14 Select the OK button. Save as report view page 
displays. 

15 Select the OK button. Run with advanced options page 
displays. 

16 Select the Run button at the bottom of the page. Enter report criteria page displays. 

 Continued on next page 
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Scenario 8: Future Reports, Continued 

  
Figure 8-3. Save as report view  

 

 
 
Figure 8-4. Select a location (Navigate) page 
 
 

 
 

 Continued on next page 
  

Create a 
new folder 

Use path to navigate to 
appropriate folder 

Select the radio 
button for appropriate 
folder 
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Scenario 8: Future Reports, Continued 

  
Step Action Result  

Select Report Criteria 
17 Enter or select report criteria.  
18 Select the Finish button. Future report confirmation page 

displays. 
 
See Figure 8-5. Future report 
confirmation 

18 Select the OK button located at the bottom of the 
page. 

PSR_REPORTS_ENV98 page 
displays. 
 
Report will be saved to the folder 
indicated in the Delivery sub-
section. 

 You have completed this scenario.   

 Continued on next page 
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Scenario 8: Future Reports, Continued 

  
See Figure 8-5. Future report confirmation  
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Scenario 9: Create Password Protected PDF Report 

  
Introduction Reports can be run in many different formats, including PDF. PDF formatted 

reports can also be password protected from opening and/or editing the 
content of the report. 

  

 
Run a report in PDF format with a password. 

  
Step-by-step Follow the steps below to run a report in PDF format and enable password 

protection in Cognos. 
 

Step Action Result 
Locate Report 

1 Navigate to the PSR_REPORTS_ENV98 page. PSR_REPORTS_ENV98 page 
displays. 

2 Locate the desired report that you want to run.  
Set Advanced Options for Password Protection 

3 Select the Run with options icon associated 
to the desired report. 

Run with options page displays. 
 
See Figure 9-1. Run with options 
page 

4 Select the advanced options link, located near 
the top right corner of the page. 

Run with advanced options page 
displays. 

5 Within the Time and mode section, select the 
Run in the background radio button. 

Window refreshes with options for 
report format and delivery. 

6 When do you want the report to run? 
 
If ... Then ... 
Now Select the Now radio button & skip to 

step 9 
Later Skip to step 7 

  

See Figure 9-2. Run with 
advanced options page 

7 Under the Run in the background section, select 
the Later radio button. 

See Figure 9-2. Run with 
advanced options page 

8 Complete the Date and Time fields of when you 
want the report to run. 

 

9 Within the Options section, Format subsection, 
uncheck the HTML checkbox and select the 
checkbox for PDF. 

See Figure 9-2. Run with 
advanced options page 

 Continued on next page 
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Scenario 9: Create Password Protected PDF Report, Continued 

  
Figure 9-1. Run with options page 
 

 
 
Figure 9-2. Run with advanced options page 
 

 
 

 Continued on next page 
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Scenario 9: Create Password Protected PDF Report, Continued 

  
Step Action Result 

Set Password Protection 
10 Do you want to password protect the report? 

 
If ... Then ... 
Yes Skip to step 11 
No Skip to step 22 

  

See Figure 9-3. Formats and 
Delivery subsections 

11 Select the Set… link. See Figure 9-3. Formats and 
Delivery subsections 

12 Do you want to require a password to open the 
report? 
 
If ... Then ... 
Yes Skip to step 13 
No Skip to step 16 

  

 
See Figure 9-4. Access control 
section 

13 Within the Access control section, select the 
Requires a password to open the report 
checkbox. 

Password and Confirm 
password fields open. 

14 Within the Password field, enter your desired 
password. 

See Figure 9-4. Access control 
section 

15 Within the Confirm Password field, re-enter the 
password. 

See Figure 9-4. Access control 
section 

16 Do you want to require a password to access 
options? 
 
If … Then … 
Yes Skip to step 17 
No Skip to step 21 

  

See Figure 9-4. Access control 
section 

17 Within the Access control section, select the 
Requires a password to access options 
checkbox. 

Password and Confirm 
password fields open. 

18 Within the Password field, enter your desired 
password. 

See Figure 9-4. Access control 
section 

19 Within the Confirm Password field, re-enter the 
password. 

See Figure 9-4. Access control 
section 

20 If necessary, select the check boxes within the 
Allow changes and Allow content extraction 
sub-sections. 

See Figure 9-4. Access control 
section 

21 Select the OK button. Run with advanced options page 
displays. 

 Continued on next page 
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Scenario 9: Create Password Protected PDF Report, Continued 

  
Figure 9-3. Formats and Delivery subsections 
 

 
 

Figure 9-4. Access control section 
 

 
 

 Continued on next page 
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Scenario 9: Create Password Protected PDF Report, Continued 

  
Step Action Result 

Delivery Subsection 
22 Do you wish to rename the report and save it in a 

different location? 
 
If ... Then ... 
Yes Skip to step 23 
No Skip to step 30 

  

See Figure 9-5. Save as report 
view page 

23 In the Options section, Delivery subsection, 
select the Edit the options… link associated 
with the Save the report as a report view 
checkbox. 

Save as report view page 
displays. 

24 In the Name field, rename the entry. 
 

See Figure 9-5. Save as report 
view page 

25 Where do you want to save the report? 
 
If ... Then ... 
My Folders tab Skip to step 29 
Another location Skip to step 26 

  

See Figure 9-5. Save as report 
view page 

26 Select the Select another location link. Select a location (Navigate) page 
displays. 

27 Select the radio button for the appropriate folder. 
 
Use the path at the top of the dialog box to 
navigate through the My Folders tab, or create a 
new folder using the New folder… link at the 
bottom far right, if necessary. 

See Figure 9-6. Select a location 
(Navigate) page 
 

28 Select the OK button. Save as report view page 
displays. 

29 Select the OK button. Run with advanced options page 
displays. 

Run the Report 
30 Select the Run button located at the bottom. Report criteria page displays. 
31 Enter or select the report criteria.  
32 Select the Finish button. Future report confirmation page 

displays. 
33 Select the OK button. PSR_REPORTS_ENV98 page 

displays. 
 
Report will be saved to the folder 
indicated in the Delivery sub-
section. 

 You have completed this scenario.   

 Continued on next page  
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Scenario 9: Create Password Protected PDF Report, Continued 

  
Figure 9-5. Save as report view page 
 

 
 

Figure 9-6. Select a location (Navigate) page 
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Scenario 10: Manage Folders & Reports 

  
Introduction Items within the My Folders tab of Cognos can be managed and renamed  

to make them easily accessible. 

  

 
We will arrange the items located within the My Folders tab and rename an 
item. 

  
Step-by-step Follow the steps below to manage items in the My Folders tab. 
 

Step Action Result  
Locate the My Folders tab 

1 Navigate to the PSR_REPORTS_ENV98 page or 
select the Home icon.  

 
 

2 Select the My Folders tab located at the top left 
of the window. 

My Folders page displays. 

Ordering Folders & Reports 
3 Select the Order   icon. See Figure 10-1. My Folders tab 

 
4 Select the item(s) you want to set an order to. 

 
Note: Hold the Ctrl key to select more than one 
item. 

See Figure 10-2. Order folders 
and entries window 

5 Use the green right arrow   icon to move the 
item(s) to the right column. 

See Figure 10-2. Order folders 
and entries window 

6 Use the green left arrow  icon to move the 
item(s) to the left column. 

Item moves to the Shown in 
default order column. 

7 Use the green double right arrow   icon to 
move all items to the right column. 

Item moves to the Shown first 
column. 

8 Use the green double left arrow   icon to move 
all items to the left column. 

Items move to the Shown first 
column. 

9 Use the Up link to move the item(s) up one spot. Item moves up in the Shown 
first column. 

10 Use the Down link to move the item(s) down one 
spot. 

Item moves down in the Shown 
first column. 

11 Use the To top link to move the item(s) to the top 
of the column. 

Item moves to the top in the 
Shown first column. 

12 Use the To bottom link to move the item(s) to 
the top of the column. 

Item moves to the bottom in the 
Shown first column. 

13 Select the OK button. My Folders page refreshes with 
updated order of folders. 

 Continued on next page 
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Scenario 10: Manage Folders & Reports, Continued 

  
Figure 10-1. My Folders tab 
 

 
 
Figure 10-2. Order folders and entries window 
 

 
 

 Continued on next page 
  

Order icon 
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Scenario 10: Manage Folders & Reports, Continued

Step Action Result 
Rename Folders & Reports 

14 Locate the desired item within the My Folders 
tab. 

15 Select the More… link for the desired report. Perform and action page 
displays. 

16 Select the Set properties  link. See Figure 10-3. Perform an 
action page 

17 Locate the name field and modify the name of 
the item. 

See Figure 10-4. Set properties 
page 

18 Select the OK button. Return to the My Folders tab. 
You have completed this scenario. 

Continued on next page 
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Scenario 10: Manage Folders & Reports, Continued

Figure 10-3. Perform an action page 

Figure 10-4. Set properties page 
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Scenario 11: Multiple Formats & Set a Schedule

Introduction Reports can be run using the tools and functionality demonstrated in the 
previous scenarios. 

Run a report in HTML, Excel (CSV) and PDF with password protection to 
open, and set a schedule to the report. 

Step-by-step Follow the steps below to run a report in multiple formats, to include a 
password protection on the PDF format version, and set a schedule to the 
entry for all the formats. 

Step Action Result 
Locate Report 

1 Navigate to the PSR_REPORTS_ENV98 page. PSR_REPORTS_ENV98 page 
displays. 

2 Locate the desired report that you want to run. 
Run Report with Mutiple Views 

3 Select the Run with options icon associated to 
desired report. 

Run with options page displays. 

See Figure 11-1. Run with options 
page 

4 Select the advanced options link, located near 
the top right corner of the page. 

Run with advanced options page 
displays. 

5 Within the Time and mode section, select the 
Run in the background radio button. 

Window refreshes with options for 
report format and delivery. 

6 When do you want the report to run? 

If ... Then ... 
Now Select the Now radio button & skip to 

step 9 
Later Skip to step 7 

See Figure 11-2. Run with 
advanced options page 

7 Under the Run in the background section, select 
the Later radio button. 

See Figure 11-2. Run with 
advanced options page 

8 Complete the Date and Time fields of when you 
want the report to run. 

See Figure 11-2. Run with 
advanced options page 

9 Within the Options section, Format subsection, 
select the appropriate formats. 

See Figure 11-2. Run with 
advanced options page 

Continued on next page 
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Scenario 11: Multiple Formats & Set a Schedule, Continued

Figure 11-1. Run with options page 

Figure 11-2. Formats and Delivery subsections 

Continued on next page 

Select various Format 
options to run the report 
in multiple views 
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Scenario 11: Multiple Formats & Set a Schedule, Continued

Step Action Result 
Set Password Protection 

10 Do you want to password protect the report? 

If ... Then ... 
Yes Skip to step 11 
No Skip to step 22 

See figure 11-3. Formats and 
delivery sub-section 

11 Select the Set… link. See figure 11-3. Formats and 
delivery sub-section 

12 Do you want to require a password to open the 
report? 

If ... Then ... 
Yes Skip to step 13 
No Skip to step 16 

See Figure 11-4. Access control 
section 

13 Within the Access control section, select the 
Requires a password to open the report 
checkbox. 

See Figure 11-4. Access control 
section 

14 Within the Password field, enter your desired 
password. 

See Figure 11-4. Access control 
section 

15 Within the Confirm Password field, re-enter the 
password. 

See Figure 11-4. Access control 
section 

16 Do you want to require a password to access 
options? 

If … Then … 
Yes Skip to step 17 
No Skip to step 21 

See Figure 11-4. Access control 
section 

17 Within the Access control section, select the 
Requires a password to access options 
checkbox. 

See Figure 11-4. Access control 
section 

18 Within the Password field, enter your desired 
password. 

See Figure 11-4. Access control 
section 

19 Within the Confirm Password field, re-enter the 
password. 

See Figure 11-4. Access control 
section 

20 If necessary, select the check boxes within the 
Allow changes and Allow content extraction 
sub-sections. 

See Figure 11-4. Access control 
section 

21 Select the OK button. Run with advanced options page 
displays. 

Continued on next page 
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Scenario 11: Multiple Formats & Set a Schedule, Continued

Figure 11-3. Formats and Delivery subsections 

Figure 11-4. Access control section 

Continued on next page 

Select various Format 
options to run the report 
in multiple views 
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Scenario 11: Multiple Formats & Set a Schedule , Continued 

  
Step Action Result 

Delivery Subsection 
22 In the Options section, Delivery subsection, 

select the Edit the options… link associated 
with the Save the report as a report view 
checkbox. 

Save as report view page 
displays. 

22 In the Name field, rename the entry. See Figure 11-5. Save as report 
view page 

23 Where do you want to save the report? 
 
If ... Then ... 
My Folders tab Skip to step 27 
Another location Skip to step 24 

  

Select a location (Navigate) page 
displays. 

24 Select the Select another location link. Select a location (Navigate) page 
displays. 

25 Select the radio button for the appropriate folder. 
 
Use the path at the top of the dialog box to 
navigate through the My Folders tab, or create a 
new folder using the New folder… link at the 
bottom far right, if necessary. 

See Figure 11-6. Select a location 
(Navigate) page 

26 Select the OK button. Save as report view page 
displays. 

27 Select the OK button. Run with advanced options page 
displays. 

Run the Report 
28 Select the Run button located at the bottom. Report criteria page displays. 
29 Enter or select the report criteria.  
30 Select the Finish button. Future report confirmation page 

displays. 
31 Select the OK button. PSR_REPORTS_ENV98 page 

displays. 
 
Report will be saved to the folder 
indicated in the Delivery sub-
section. 

 Continued on next page 
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Scenario 11: Multiple Formats & Set a Schedule, Continued

Figure 11-5. Save as report view page 

Figure 11-6. Select a location (Navigate) page 

Continued on next page 
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Scenario 11: Multiple Formats & Set a Schedule , Continued

Step Action Result 
Set a Schedule 

32 Navigate to the My Folders tab.  
33 Locate the entry you want to set a schedule. 
34 Select the Schedule  icon associated to the 

entry. 
Schedule page displays. 

35 Within the Frequency section, select the 
appropriate frequency tab and complete the 
necessary fields. 

See Figure 11-7. Schedule Page 

36 Enter a Start date and time. See Figure 11-7. Schedule Page 
47 Do you want to indicate an end date and time? 

If ... Then ... 
Yes Skip to step 38 
No Skip to step 40 

See Figure 11-7. Schedule Page 

38 Select the End by radio button. See Figure 11-7. Schedule Page 
39 Enter an End date and time. See Figure 11-7. Schedule Page 
40 Select the OK button. My Folders page displays. 

View Output Versions 
41 Locate the entry that you wish to view. 
42 Select the View the output versions for this 

report icon associated to the entry. 

View report output versions page 
displays. 

43 Select the format you wish to view. See Figure 11-8. View report 
output versions page 

You have completed this scenario. 

Continued on next page 
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Scenario 11: Multiple Formats & Set a Schedule, Continued

Figure 11-7. Schedule page 

Figure 11-8. View report output versions page 
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Appendix: Cognos Resources 

Overview 

Introduction There are several ways to contact CalPERS to get assistance in using 
my|CalPERS and Cognos. 

Contents This section contains the following topics: 

Topic See Page 
Cognos Help Features 82 
my|CalPERS and Windows Tips 83 
Global Navigation Tabs 84 
Common Tasks Tools 85 
Online Help Tool 86 
Navigating my|CalPERS 87 
my|CalPERS Submit Inquiry 92 
CalPERS Resources 94 
Cognos Resources 96 
Defect/Enhancement Instructions 97 
CalPERS Contacts 98 
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Cognos Help Features 

Cognos Help 
Feature 

To access the Cognos Help feature from the Public Folders or My Folders 
pages, select the question mark  icon or the downward pointing arrow  . 
The Help feature offers assistance on a variety of topics through several links 
and online tutorials. 

Cognos User 
Guide 

Select the Help link from the downward pointing arrow  icon to open the 
Cognos User Guide in a new window. 

Note: Cognos Connection User Guide will not provide support regarding the 
content of the unique reports. For help with the content, call the Contact 
Center phone number, located at the end of this student guide.  

Select from 
drop-down 
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my|CalPERS and Windows Tips 

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

  
Windows Font 
Size 

• Press and hold the “Ctrl” key and scroll up and down with your mouse 
wheel 

• Press and hold the “Ctrl” key  and use the “+” or “-“ key  

  
Open a New 
Tab in 
Windows 

Open multiple my|CalPERS tabs to multi-task. On any tab or link, right click 
and select “Open in new tab” or click the mouse wheel to open item in a new 
tab. 

  
Open Multiple 
Windows 

Open multiple my|CalPERS windows to multi-task. 
 
Right click on any tab or link select “Open in new window.”  
 
To evenly split the multiple windows, use the “Windows”  key (between 
Ctrl & Alt keys) and select the “left or right” arrow key.  
 
Or, grab the top of the window with your cursor and drag the window to the 
side of the screen. Let go when window shaded area is in the desired 
position. 

  
Quick 
Keyboard 
Entry 

• Tab to move forward, Shift+Tab to go back 
• Dates and phone number can be entered without / - ( or ) 
• If the cursor is on a button on the page, press the Enter key 
• If the cursor is on a radio button, press the spacebar 
• The dropdown fields are letter sensitive, if you type the first letter or 

number, it will populate that item e.g., “f” for female, “h” for hourly, etc. 

  
Refresh 
my|CalPERS 

Selecting  at the top left is a refresh option and returns you to the 
Home page.  
 
If you receive an error page and you no longer see the global navigation tabs, 
select the my|CalPERS logo to refresh. Also, refresh between queries.  

  
Go Back Avoid using the Internet “back” arrow or Backspace key, unless you’re using 

Cognos (reports).  Use the navigation tabs and links to return to the previous 
page. 
 
See Defect/Enhancement Instructions in the appendix to request for 
Return links. 
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Global Navigation Tabs 

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

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

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

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

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

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

Reporting Process a new retirement enrollment, health enrollments, and report payroll. 

Person 
Information 

Verify membership status. 

Query and maintain employee and retiree profile pages. 

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

Other 
Organizations 

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



85 
© 2016 California Public Employees’ Retirement System (CalPERS)   R6.2 10142016 

Common Tasks Tools 

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

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

Reports Run reports via the Cognos application. 

Document 
History 

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

Inquiry List View your communication and inquiry/response history with CalPERS 

Submit 
Inquiry 

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

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

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

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

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

 
 

  
Table of 
Contents 

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

  
Search The Search button allows users to search for and view keywords or phrases 

within all online help and “How To…” pages.  

  
Glossary The Online Help glossary contains key acronyms and common terms that 

appear throughout online help and displays alphabetical links along the top.  

  
Back and 
Forward 

The Back and Forward buttons only work in the Online Help tool. 
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Navigating my|CalPERS 

my|CalPERS 
– My Home
Page 

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

• Global navigation tabs
• Local navigation links
• Left-side navigation links
• Help links

 
 

Continued on next page 

Header links 

View More Actions 
expands section to 
show more items 

Access the Forms and 
Publications page 

Employer News 
at the top.  

CalPERS News 
 at the bottom. 

Global navigation tabs 

Local navigation links 

Left-side 
navigation 
links 

Box/area is 
called a section 

Check My Messages 
for important updates 
and upcoming training 
opportunities 

Health 
Plan 
Search by 
ZIP Code 
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Navigating my|CalPERS, Continued 

  
my|CalPERS – 
Global 
Navigation 
Tabs, Local 
Navigation 
Links, and 
Left-Side 
Links 

Listed below are descriptions of the global navigation tabs and the commonly 
used local navigation links and left-side navigation links. Local and left-side 
navigation links change depending on the global navigation tab you selected.  
 
Common Tasks items do not change. 

  
Global 
Navigation 
Tabs 

 
Home: Refresh the query page to search for another employee or retiree 
with the agency. 
 
Profile: Displays an agency’s Business Partner Summary page which lists 
employer address(s) & communication information, contacts & users for the 
agency, business partner relationships, and retirement contract/agreements. 
Refreshing by selecting the Profile tab will prevent the expiring password 
reminder from reoccurring. 
 
Reporting: Process a new retirement enrollment, health enrollments, and 
payroll. See the Billing and Payments local link below for additional 
information. 
  
Person Information: Query employee and retiree health and retirement 
information; add, correct, and delete appointment information. 
 
Education: Sign up for employer instructor-led or online classes.  
 
Other Organizations: View other employer contact information e.g., 
addresses, email, name and phone numbers, if the employer opted to make 
it public to other employers. 

  
Local 
Navigation 
Links 

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

 
 
• From the Home global navigation tab: 

o Requests: Request publications 

Continued on next page  
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Navigating my|CalPERS, Continued

Local 
Navigation 
Links, 
continued 

• From the Profile global navigation tab:
oPayments: View the status of payments e.g., pending, posted,

cancelled, etc.
oReceivables: View open & closed receivables, due dates & amounts,

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

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

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

• From the Reporting global navigation tab:
oBilling and Payments: View year-to-date billing and payments for

contributions and health, receivable history, health billing roster, and
the option to quick pay a receivable or download a Remittance Advice
Report to mail with a check to pay contributions

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

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

oHealth Reconciliation: This is only used by health carriers

Left-Side 
Navigation 
Links 

• From the Common Tasks folder left-side link:
oReports: Run reports via the Cognos application (See unit 4)
oDocument History: View documents

that you sent or those CalPERS provided for
the agency

o Inquiry List: View communication and
inquiry/response history. Refer to the Submit
Inquiry steps 6 – 7 which are located after this
information on Navigating my|CalPERS.

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

Continued on next page 
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Navigating my|CalPERS, Continued

Left-Side 
Navigation 
Links, 
continued 

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

• From the Home global navigation tab:
oPerson Search: Query

employee/retiree information
oContact Personal Security

Settings: Change your password,
challenge questions, or security
image and message

• From the Profile global navigation tab:
oContacts: Lists current and former my|CalPERS contacts
oRelationships: Lists any business partner relationships that you

established to do business on behalf of your agency
oDivisions: Lists an agency under the umbrella of your agency e.g., a

school district is a division of a county office
oFindings: Displays the findings after a CalPERS auditor has reviewed

the agency

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

• From the Profile tab, Retirement Contract local link:
oView Benefits: View benefit levels and provision

Maintain Positions: Add or update positions. Each agency determines
the codes and position names for each category.

• From the Profile tab, Health Contract local link, select a health contract
link:
o Group Summary: View the medical groups
oContribution Preview: View the agency’s contribution toward

enrollees’ health premiums & vesting information 
oSubscriber List: View all enrolled under the agency and the number

covered
oContract History: View the contract’s state, type, status, etc.

Continued on next page 
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Navigating my|CalPERS, Continued

Left-Side 
Navigation 
Links, 
continued 

• From the Reporting global navigation tab:
oAdjustment Reports: Create a payroll adjustment report to add

adjustment records
oSearch Payroll Records by Participant: To search for posted or

unposted payroll records for a specific employee

• From the Reporting tab, Billing and Payments local link:
oSuper Funded Accounts: View the details of rate plans for which you

are super funded
oPayment Accounts: Add or delete a banking account for online

payments

• From the Reporting tab, Payroll Schedule local link:
oFees List: View a list of your assessed fees and waived fees, view the

date, type, amount and status of all fees by program and fiscal year.
You can change the displayed information by selecting a program
and/or fiscal year and the Display button.
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my|CalPERS Submit Inquiry 

my|CalPERS 
Submit 
Inquiry  

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

Step Action Result 
Submit Inquiry 

1 From any page in my|CalPERS, select the 
Common Tasks menu left-side navigation link. 

See Figure A-1. Common Tasks 
menu on left-side navigation links 

2 Select the Submit Inquiry link from the left-
side navigation menu.  

See Figure A-1. Submit Inquiry 
left-side navigation link 

3 Select or enter: 
• Category (Required field)
• Associated Case (Select the case number

from the dropdown list if there is one)
• Program (Selecting one is encouraged)
• Preferred Method of Response
• Work/Daytime Phone Number (Ensure your

contact phone number is populated)
• Email (Ensure your email is populated)

See Figure A-2. Contact 
Information section 

When your inquiry is answered, 
you will receive a system-
generated email. 

4 Type inquiry in Inquiry field. See Figure A-2. Inquiry section 
5 Select the Submit button. Self-Serve Inquiry page displays. 

Figure A-1. Common 
Tasks menu and Submit 
Inquiry left-side link 

Figure A-2. Contact Information and Inquiry sections 

Continued on next page 

If reporting dependent demographic 
changes, state which type of 
documented proof you have e.g., 
driver license, birth certificate, 
Social Security card, etc. 

You may enter 
confidential 
information in the 
Inquiry textbox 
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my|CalPERS Submit Inquiry, Continued

Step Action Result 
View Response 

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

Inquiry List page displays. 

7 Select Inquiry ID number. 

CalPERS does not send confidential 
information via email. The email that you 
receive is only to notify you that your inquiry 
has been worked and most likely completed. 

See Figure A-3. Inquiries section 

Self -Serve Inquiry page displays. 

Figure A-3. Inquiries section 

Select Inquiry ID link to 
view inquiry and response 

You may sort by column headers 
to find submitted inquiries 
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CalPERS Resources 

Information 
for Employers 

Obtain information for employers by going to the CalPERS website at 
www.calpers.ca.gov, and then selecting Employers: 

Forms & 
Publication 
Page 

Obtain forms and publications by going to CalPERS website at 
www.calpers.ca.gov, and then selecting the View All link under Forms & 
Publications: 

Continued on next page 

http://www.calpers.ca.gov/
https://www.calpers.ca.gov/page/employers
http://www.calpers.ca.gov/
https://www.calpers.ca.gov/page/forms-publications
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CalPERS Resources, Continued

Subscribe to 
Employer 
Bulletins and 
Circular 
Letters  

Subscribe to Employer Bulletins and Circular Letters via email by going 
to the CalPERS website at www.calpers.ca.gov, and then enter your email 
address under Subscribe. 

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

Pathway: CalPERS website > Employers > Resources: Circular Letters 

https://www.calpers.ca.gov/page/email-subscriptions
http://www.calpers.ca.gov/
https://www.calpers.ca.gov/page/employers/policies-and-procedures/circular-letters
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Cognos Resources 

Cognos 
Resources on 
the CalPERS 
Website 

my|CalPERS Student Guides 
Pathway: CalPERS website > Employers > I Want To…: Find my|CalPERS 
Student Guides  

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

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

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

my|CalPERS Technical Requirements 
Pathway: CalPERS website > Employers > my|CalPERS Technical 
Requirements  

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

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

https://www.calpers.ca.gov/page/education-center/employer-education/employer-training-classes/mycalpers-student-guides
https://www.calpers.ca.gov/docs/quick-reference-guide-employers.pdf
https://www.calpers.ca.gov/docs/employer-education-schedule.pdf
https://www.calpers.ca.gov/page/faq
https://www.calpers.ca.gov/page/employers/mycalpers-technical-requirements
https://www.calpers.ca.gov/page/employers/mycalpers-technical-requirements/employer-reports
https://www.calpers.ca.gov/docs/cognos-browser-req.pdf
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Defect/Enhancement Instructions 

Email 
Instructions 

If you encounter any defect in my|CalPERS, please submit defect information 
by including a brief description of the issue in the Subject line of your email. 
Some examples would be: “Slow Page Load of UID #” or “Health Plan 
Enrollment Error Message.” This can also be used to request enhancements. 

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

Sections & 
Instructions 

Please include each section below in your email: 

Section Instructions 
1. Date of Incident Enter the date the incident occurred.
2. Time of Incident Enter the time the incident occurred.
3. Agency CID # Enter your agency CalPERS ID (CID) #. 
4. Agency Name Enter your agency name reporting the possible

defect. 
5. Person’s Name Enter the name of the person reporting the defect.
6. Employer

Phone #
Enter phone number where the person can be 
reached. You can include more than one number. 

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

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

9. Participant
Name

Enter the employee’s name if the defect/issue is on 
an employee’s profile page. 

10. Description When describing the defect/issue, please include 
the following two pieces of information: 
 What was the defect/issue (include error

message # and language if applicable)
 What should have happened

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

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

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

Contact 
CalPERS via 
Email 

To connect with training staff and CalPERS subject matter experts for 
questions and inquiries, email 
CalPERS_Employer_Communications@CALPERS.CA.GOV 

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

For more information on ERT, refer to the January 17, 2014 Circular Letter 
#200-005-14 

Pathway: CalPERS website > Employers > Resources: Circular Letters > 
Enter 200-005-14 in the Search field 

  
Contact 
CalPERS by 
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. 
 
• TTY: (877) 249-7442 (This number does not accept voice calls) 
• CalPERS centralized fax number: (800) 959-6545 
• Employer Response Team phone number: (800) 253-4594 

  
Submit a 
Question, 
Comment, & 
Complaint 

General Questions, Comments, or Complaints can be submitted to 
CalPERS thru the CalPERS website. We'll respond to general inquiries 
within five business days. If you have a complaint, we may contact you within 
30 days if further information is needed. This is not a secure method to 
contact CalPERS; therefore, confidential information should not be included. 
Pathway: CalPERS website > Contact > Questions, Comments, & 
Complaints 
 
To submit a secure online message, log in to your business partner 
my|CalPERS account to use the Submit Inquiry feature. See Common Tasks 
Tools within the appendix. 

  
Request a 
Health Data 
Extract via 
Email 

If you need data that is not in a current report or a health report is 
unavailable, email MAMD_Data_Services@calpers.ca.gov and include: 
 
• a detailed list of every element being requested 
• a brief explanation of why it is needed 
 
The estimated turnaround time is 10 business days. 
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