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my|CalPERS Retirement Contract Overview for Public Agencies

and Schools
Overview
Course This course is designed to prepare you to:
Description
e Access and navigate your retirement contract within my|CalPERS
e Submit a resolution
e Access your annual actuarial valuation
¢ View the optional benefits listing
e Request and submit a valuation
e Amend your retirement contract with and without an approved valuation
request
o Generate the Business Partner Retirement Contract Report
Welcome to In addition to this student guide, there is a my|CalPERS Quick Reference
my|CalPERS Guide for Employers on our website to assist users on getting started on
Training performing common my|CalPERS functions.
Pathway: CalPERS website > Employers > | Want To...: Find my|CalPERS
Student Guides > scroll down to the Supplemental Materials section
To learn more about the business rules related to contract-coverage
procedures, please refer to the Public Agency & Schools Reference Guide.
Pathway: CalPERS website > Employers > Policies & Procedures >
Reference & Health Guides > Public Agency & Schools Reference Guide
Disclaimer: No actual employer or member information was compromised in
the making of this my|CalPERS student guide.
Contents This student guide contains the following:
Topic See Page
Unit 1: Your Retirement Contract 3
Unit 2: Annual Actuarial Valuation 29
Unit 3: View the Optional Benefits Listing 33
Unit 4: Amend a Retirement Contract 44
Unit 5: Reports 87
Appendix: Retirement Contract 99
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Overview

Introduction

Unit
Objectives

my|CalPERS
System
Navigation

Contents

© 2016 California Public Employees’ Retirement System (CalPERS)

Unit 1: Your Retirement Contract

In this unit, you will learn how navigating through your retirement contract
empowers you to be informed and make timely decisions on behalf of your
agency.

Using my|CalPERS, you will learn how to request and submit resolutions.
You can identify a specific resolution, criteria, and view its status.

After completing this unit, you will be able to:

o Navigate through your retirement contract
e Submit a resolution — Employer Paid Member Contributions (EPMC)

The primary purpose of this course is system navigation. It's important to
always remember that while using my|CalPERS to NEVER USE THE
“BACK” button.

Navigation is best using this simple motto: “Go back by going forward.”

This unit contains the following scenarios:

Topic See Page
Scenario 1: Navigate through Your Retirement Contract 4
Scenario 2: Submit a Resolution — Employer Paid Member 15
Contributions (EPMC)
3
R6.2 10142016



Scenario 1:

Step-by-step

Navigate through Your Retirement Contract

employees.

Information: You need to make organizational decisions regarding
retirement benefits that your agency offers its employees. You must decide
whether to increase or decrease retirement benefits for future and/or current

Scenario: In this scenario, you will navigate through your retirement contract

to view the contract’s details.

Follow the steps below to navigate through your retirement contract.

Step | Action | Result
Access Retirement Contract

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

2 Select Retirement Contract local navigation link.
You may also scroll down to the bottom of the page | See Figure 1-1.
and select the Retirement Contract link from the Contracts/Agreements section
Contracts/Agreements section, or you may also
select the Reporting global navigation tab then the
Retirement Contract Summary left hand navigation | Retirement Contract Summary
link. page displays.

Overview of Each Section

3 Within the Retirement Contract Information section | See Figure 1-2. Retirement
review the following: Contract Information section
e Contract Number
o Contract Effective Date
e Contract Status
o View Benefit Information link

4 Within the Contract Event Summary section review | See Figure 1-3. Contract Event
the following: Summary section
e Contract Event
o Status
e Member Category
¢ Submission Date
o Effective Date
o Amendment Status
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Scenario 1: Navigate through Your Retirement Contract, continued

Figure 1-1. Contracts/Agreements section

@ Contracts/Agreements

Contract/ Contract/ Status Date Status Effective Termination Related
Agreement Type Agreement ID Changed Date Date Parties
Reciprocal Agreement 20487 Active 04/01/1977 04/01/1977
|Retirement Contract | 30366 Active 09/01/1970 09/01/1970
?;féa}' SERLDETATREEOEL e Active 01/01/1955 01/01/1955
PEMHCA CalPERS Health 5543, Amended  01/01/2016 08/01/1989
Contract
B Amended  01/01/2016 08/01/1989

Health Contract

Direct Authorization 1000001174  Terminated 06/30/2010 02/29/1988 06/30/2010 <@iser Foundation
Agreement Permanente

Figure 1-2. Retirement Contract Information section

@ Retirement Contract Information
Contract Number: 30366 Contract Status: Active

Contract Effective Date: 09/01/1970 I View Benefit Information

Figure 1-3. Contract Event Summary section

@ contract Event Sum mary View More Actions & Records»|
. . . Amendment
Contract Event Status Member Category Submission Date Effective Date Status
Amendment Approved Miscellaneous 08/08/2012 06/08/2012 Completed
Safety - Fire
Safety - Fire
Amendment Cancelled Safety - Fire 08/15/2014 08/15/2014
Safety - Fire
Safety - Fire
Amendment Approved Srin - i 08/26/2014 12/20/2014 Completed
Safety - Police
Amendment Approved Safety - Fire 03/12/2012 02/08/2012 Completed

Continued on next page
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Scenario 1: Navigate through Your Retirement Contract, continued

Step

Action

Result

5

Within the Rate Summary section, review the
following:

e Member Category

o Benefit Level

e CBU

o Effective Date

o Rate Plan Identifier

o Effective Employer Rate
o Employee Rate

o Employee Rate Modifier
o Net Employee Rate

o Total Rate

See Figure 1-4. Rate Summary
section

Within the Employer Resolutions/Written Labor
Agreements section, review the following:

¢ Resolution Type
o Status

o Submission Date
o Effective Date

o Affected Group

o Resolution Status

This is where you'll see a listing of employer
resolutions and written labor agreements which
may include:

o Two years of additional service credit
(Golden Handshake)

o Employer Paid Member Contributions
(EPMC)

o Reporting EPMC as special compensation

See Figure 1-5. Employer
Resolutions/Written Labor
Agreements section
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Scenario 1: Navigate through Your Retirement Contract, continued

Figure 1-4. Rate Summary section

(O]
\L) Rate Summary

Member
Category

Rate Plan

Benefit Level CBU Effective Date Identifier

Miscellaneous First Level
Miscellaneous Second Level
PEPRA New
Members
Safety - Fire  First Level

08/01/1965
06/08/2012 30555

01/01/2013 27415
07/01/1976 30556

Miscellaneous

Effective
Employer
Rate

0%

0%

-4%

Employee
Rate

8%
6.75%
9%

View More Actions»|

Employee Net
Rate Employee
Modifier Rate

0% 8% 8%
0% 6.75% 6.75¢
4% 13% 9%

Figure 1-5. Employer Resolutions/Written Labor Agreements section

@ Employer Resolutions /Written Labor Agreements | Add New |

View More Actions & Records»|

- Submission Effective Resolution
Resolution Type Status Date Date Affected Group Status
Tax-Deferred Member Contribution Active 02/04/2013 01/01/2013 Completed
Two Year Additional Service Credit Active 10/20/2009 06/03/2009 Completed
Two Year Additional Service Credit Active 06/30/2009 06/03/2009 Completed
Employer Paid Member Contribution Active 06/03/1996 06/04/1996 Completed

Continued on next page
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Scenario 1: Navigate through Your Retirement Contract, continued

Step

Action

Result

7

Within the Exclusions section, review the
following:

e Exclusion

e Exclusion Effective Date
o Removal Date

o Removed Prospectively

See Figure 1-6. Exclusions
section

Within the Positions section, review the following:

e Position

e Member Category

e Exclude From Retirement Contract
o Retirement Exclusion Reason

See Figure 1-7. Positions section

Within the Special Provisions section, review the
following:

o Effective Date

e Member Category

e Enroliment Level

¢ Collective Bargaining Unit
o Position

See Figure 1-8. Special
Provisions section

10

Within the Available Actions section, review the
following:

e Submit Valuation Request

e System Transfer Out

¢ Request Amendment to Contract
e Terminate Contract

See Figure 1-9. Available
Actions section

This concludes the basic contracts overview.
Next we are going to review the benefit
summary information.
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Scenario 1: Navigate through Your Retirement Contract, continued

Figure 1-6. Exclusions section

@ Exclusions View More Actions & Records»|
Exclusion Exclusion Effective Date Removal Date Removed Prospectively
Other - MEMBERS OF BOARDS AND

COMMISSIONS APPOINTED BY MAYOR AND 09/01/1970 No

CITY COUNCIL
Other - BOARD OF EDUCATION EMPLOYEES

AND MEMBERS 09/01/1970 Ne
Other - PERSONS EMPLOYED ON PROVISIONAL

APPOINTMENTS PURSUANT TO THE CITY OF

OAKLAND'S CHARTER, SECTION 903, OTHER

THAN THE CITY OF OAKLAND'S EMPLOYEES e -

WHO ARE MEMBERS OF THE PUBLIC
EMPLOYEES' RETIREMENT SYSTEM AND
ACCEPT SUCH APPOINTMENT AFTER
SEPTEMBER 1, 1970

Other - Permanent part-time employees hired
prior to September 1, 1970 were excluded from
membership in the Public Employees’
Retirement System prior to July 4, 1981
because they were not eligible for membership
in the Oakland Municipal Employees’ 07/04/1981 No
Retirement System and could not execute a

waiver of rights pursuant to paragraph 4.a. of

this contract. This exclusion shall not apply to

those employees in employment of public

agency on or after July 4, 1981.

Figure 1-7. Positions section

@ positions View More Actions>»|
o Exclude From . -

Position Member Category Retirement Contract Retirement Exclusion Reason

Golden Handshake Miscellaneous No

Office Clerk Miscellaneous No

Figure 1-8. Special Provisions section

(O] Special Provisions 'w More Actions & Records»|

Effective Date Member Category Enrollment Level Collective Bargaining Unit Position

08/01/1965 Miscellaneous Classic And Pepra

08/01/1965 Miscellaneous Classic And Pepra -
12/01/1969 Miscellaneous Classic And Pepra -
04/01/1971 Miscellaneous Classic And Pepra -

Figure 1-9. Available Actions section

@ Available Actions

Select an Available Action: O Submit Valuation Request
() System Transfer Out

() Request Amendment to Contract

(O Terminate Contract

Continued on next page
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Scenario 1: Navigate through Your Retirement Contract, continued

Benefit Level, within the Benefit Levels section,
select the appropriate Benefit Level radio button,
then select the Display Benefit Provisions
button.

Within the Provision Details section, review the
following:

¢ Provision Type and Name

e Government Code section

o Effective Begin and End Dates
e Source

Step | Action | Result
Review the Benefit Summary Information
11 Within the Retirement Contract Summary page, in | Benefit Summary page displays.
the Retirement Contract Information section,
select the View Benefit Information link.
my|CalPERS defaults to active provisions only.
12 | Within the Benefit Summary section, review the See Figure 1-10. Benefit
following: Summary section
e Member Category
o Number of Benefit Levels
o Merger
o Additional Benefits
13 | To view all benefit levels for each member Benefit Levels section expands
category, within the Benefit Summary section, to show all classic and PEPRA
check the appropriate checkbox(es), then select benefit levels for all member
the Display Benefit Levels button. categories.
See Figure 1-11. Benefit Levels
section
14 | To view the provision details for a particular Page refreshes with Provision

Details section displaying for
selected Benefit Level(s).

See Figure 1-12. Provision
Details section

This concludes the benefit summary information
review. Next we are going to review the Rate
Summary section and the employer’s rates for
your agency’s member categories.
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Scenario 1: Navigate through Your Retirement Contract, continued

Figure 1-10. Benefit Summary section

@ Benefit Sum mary

Number of
[ iy Benefit Levels
(il Miscellaneous (3)
] Safety - Fire (3)
[ Safety - Police (3)

Display Benefit Levels

View More Actions»

Additional Benefits

@ Benefit Levels

Enroll
Benefit Level Effective Formula
Date
0,
it (] = e 08/01/1965 %‘57 k@ g0
) Second Level - Misc. 06/08/2012 ?55% @ 8.0
o A TED 01/01/2013 2% @ 62 6.75

Members - Misc.

Display Benefit Provisions |

- - Rate
SSA soo'cllti:;b“:l oM pooled Plan Status|
cation Identifier
None No 899 Active
None No 30555 Active
None No 27415 Active

Figure 1-12. Provision Details section

@ provision Details

This page lists the benefit provisions effective for selected member category during the specified date range. You can
use the Effective As Of Date Textbox and Display Button to view different date ranges of effective provisions.

Effective As Of e [ Provision Type:
Date: 01/26/2016 Display

Provision Type

2% @ 62 Formula for
Miscellaneous/Industrial Members

SR Benefit Formula

Final Compensation Final Compensation 3 Year

Period
Post Retirement Post-Retirement Survivor Allowance to
Survivor Allowance Continue After Remarriage

Pre Retirement Death Benefits to
continue after remarriage of survivor
Local System Service Credit Included in
Basic Death Benefit

Death Benefits

Service Credit

Post Retirement
Survivor Allowance
Death Benefits $500 Retired Death Benefit

Military/Relocation
Credit

Post-Retirement Survivor Allowance

Military Service Credit as Public Service

Public Service Credit for Peace Corps
AmeriCorps VISTA, or AmeriCorps
Service

Military/Relocation
Credit

M View Al

Government
Code Section

Section 7522.20 01/01/2013 PEPRA
Section 20037 01/01/2013 PEPRA
Section 21635 06/08/2012 Contract
Section 21551 06/08/2012 Contract
Section 21536 06/08/2012 Contract]
Section

21624/21626 06/08/2012 Caontract
Section 21620 06/08/2012 Contract]
Section 21024 06/08/2012 Contract
Section 21023.5 06/08/2012 Contract

Effective Effective
Begin Date 1 End Date
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Scenario 1: Navigate through Your Retirement Contract, continued

Step | Action Result
Review Rate Summary and Employer Rate
15 Select the Retirement Contract local Retirement Contract Summary page
navigation link. displays.
16 | Within the Rate Summary section, select Rate Summary section expands to
the View More Actions >> link. show all employer and employee
rates for all member categories.
See Figure 1-13. Rate Summary
section
17 | Within the Rate Summary section, review See Figure 1-13. Rate Summary
the following: section
e Member Category
o Benefit Level
e CBU
o Effective Date
o Rate Plan Identifier
e Employer and Employee Rates
o Net Employee Rate
o« Employee Rate Modifier
o Total Rate
18 | To view the rate history and the total Employer Rate List page displays.
employer rate, within the Rate Summary
section, select the appropriate Effective
Employer Rate link.
19 | Within the Rate History section, review the | See Figure 1-14. Rate History
following: section
o Rate Effective Date
o Rate Type
o Total Employer Rate
o Effective Employer Rate
e Valuation Report
« Rate Replaced
20 To view Rate Details, within the Rate Employer Rate Details page displays.
History section, select the appropriate Total
Employer Rate link. See Figure 1-15. Rate Details
section
You have completed this scenario.

12
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Scenario 1: Navigate through Your Retirement Contract, continued

Figure 1-13. Rate Summary section

@ Rate Summary

. Effective Employee Net
(l:.:tLb:"r Benefit Level CBU % Illc?(:ﬁt[i’lli::.' Employer ER':ZIOYEE Rate Employee
=ateqory — Rate Modifier Rate
Miscellaneous First Level 08/01/1965 8%
Miscellaneous Second Level 06/08/2012 30555 0% 8% 0% 8% 8%
Miscellaneous ;iﬁ?efsew 01/01/2013 27415 0% 6.75% 0% 6.75%  6.75%
Safety - Fire  First Level 07/01/1976 30556 1% 9% 4% 13% 9%
Safety - Fire Second Level 02/08/2012 30558 -1% 9% 4% 13% 9%
Safety - Fire o W 01/01/2013 25845 0% 12% 0% 12% 12%
gglflitey - First Level 07/01/1976 900 0% 9% 0% 9% 9%
Egﬁf;" - Second Level 02/08/2012 30557 0% 9%, 0% 9% 9%
gglflectey - N ew 01/01/2013 25846 0% 12% 0% 12% 12%

Figure 1-14. Rate History section

@ Rate History

Rate Effective Rate Type Total Employer
Date O Rate
07/01/2016 Annual 34.232
07/01/2015 Rate Adjustment 32.928
07/05/2014 Rate Adjustment 30.159
07/01/2014 Annual 30.159
07/01/2013 Annual 27.295
03/01/2013 Rate Adjustment 25.115
01/01/2013 Annual 25.115

Effective Valuation Rate
Employer Rate Report Replaced
34.232 View No

0.0 No
30.072 View No
30.159 View No
27.295 MNo
25.115 View No
25.115 View No

Figure 1-15. Rate Details section

@ Current Rate Details

Current Rate Details
Rate Plan Identifier: 27415

Risk Pool: No
Superfunded: No
Pre-paid: Yes

0% Rate Prepayment Amount: $63,656,646.00
Rate Plan Effective Date: 07/01/2015

Unfunded Accrued Liability

Unfunded Accrued Liability
Monthly Amount: $0.00

Member Category: Miscellansous Unfunded Actuarial Liability Rate: 21.723%

Normal Cost Rate: 11.205%

Phase Qut Rate: 0.0%
Side Fund Rate: 0.0%
Class 1 Surcharge Rate: 0.0%

Total Employer Rate: 32.928%

Prepaid Rate Adjustment: -32.928%

Effective Employer Rate: 0.0%

Unfunded Accrued Liability
Prepayment Amount: $0.00
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Scenario 2: Submit a Resolution — Employer Paid Member
Contributions (EPMC)

Introduction

Employers may submit a resolution to add the following to their retirement
contract:

e Employer Paid Member Contribution

o Tax-Deferred Member Contribution

e Tax-Deferred Service Credit Purchase

e Two years Additional Service Credit

e Special Compensation Written Labor Agreement

my|CalPERS provides employers the opportunity to select particular
resolution criteria, upload and submit documentation in PDF format, and
monitor the status online.

Employer Paid Member Contributions (EPMC) GC 20691 allows CalPERS
contracting public agencies to pay a portion of the normal contributions
required to be paid by their classic members.

Scenario: Your agency will submit a resolution to add EPMC for a particular
group of covered employees through my|CalPERS.

In this scenario, the following actions must be completed to successfully
submit a resolution within my|CalPERS:

Steps Actions

1 Download and complete the appropriate CalPERS Retirement
Program Resolutions form from the CalPERS website, or
reference the form as a sample template.
Pathway: CalPERS website > Forms & Publications: View All
link > Search box: Resolution
Obtain approval from the agency’s governing body.
Within my|CalPERS:

N

w

o Request to add a resolution and identify particular criteria
¢ Upload the approved resolution form in PDF format
o Submit the resolution

Continued on next page
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Scenario 2: Submit a Resolution — Employer Paid Member
Contributions (EPMC), cContinued

Step-by-step

(EPMC) resolution in my|CalPERS.

Follow the steps below to request an Employer Paid Member Contributions

Step |

Action |

Result

Navigate to the Resolution for Employer Paid Member Contributions Document

1

From the CalPERS website, navigate to and
select the Resolution for Employer Paid Member
Contributions document.

Pathway: CalPERS website > Forms &
Publications: View All link > Search box:
Resolution for Employer Paid Member
Contributions

Word version of Resolution for
Employer Paid Member
Contributions document opens in
new window.

See Figure 1-16. Resolution
document links

2 Save or print the Resolution for Employer Paid
Member Contributions document.
Obtain Approval from Governing Body
3 Obtain resolution approval from governing body.
4 Scan the completed and approved resolution
document to your computer and save as PDF
document.
Important! All resolution documentations must
be saved as PDF in order to upload to
my|CalPERS.
Request, Upload, and Submit a Resolution using my|CalPERS
Request
5 From the My Home page, select the Profile Business Partner Summary page
global navigation tab. displays.
6 Select the Retirement Contract local navigation Retirement Contract Summary
link. page displays.
7 Within the Employer Resolutions/Written Labor See Figure 1-17. Employer

Agreements section, select the Add New button.

Resolutions/Written Labor
Agreements section

Select Resolution/Agreement
Type page displays.

16
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Scenario 2: Submit a Resolution — Employer Paid Member
Contributions (EPMC), continued

Figure 1-16. Resolution for Employer Paid Member Contributions link

Home - Forms & Publications

Forms & Publications

Browse or search forms, publications, and other documents. To have a form or publication mailed to you, please contact us. Employers may email us to

request bulk quantities.

Show| 25 entries | Resolutior| X

Filter Your Results

Clear All

Title E

© Active Members Employer Resolution for Tax Deferred Deduction Plan for Service Credit Purchases (DOCX)

I Resolution for Employer Paid Member Contributions (DOCX) |

Retirees
Resolution for Employer Paid Member Contributions with Time-in-Grade Exceptions (DOCX)
Employers Resolution for Employer Pick-Up (DOCX)
Interested Parties Resolution for Paying and Reporting the Value of Employer Paid Member Contributions
(DOCX)
Document Type Resolution for Paying and Reporting the Value of Employer Paid Member Contributions with

Time-in-Grade Exception (DOCX)
Resolution to Tax Defer Member Paid Contributions - IRC 414(h)(2) Employer Pick-Up (DOCX)

Showing 1 to 7 of 7 entries (filtered from 554 tot
al entries) Previous - Next

Figure 1-17. Employer Resolutions/Written Labor Agreements section

@ Employer Resolutions /Written Labor Agreements; | Add New | View More Actions & Records»|
. Submission Effective Resolution
Resolution Type Status Date Date Affected Group Status
Tax-Deferred Member Contribution Active 02/04/2013 01/01/2013 Completed
Two Year Additional Service Credit Active 10/20/2009 06/03/2009 Completed
Two Year Additional Service Credit Active 06/30/2009 06/03/2009 Completed
Employer Paid Member Contribution Active 06/03/1996 06/04/1996 Completed

Continued on next page
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Scenario 2: Submit a Resolution — Employer Paid Member
Contributions (EPMC), cContinued

Step Action Result

8 Within the Select Resolution/Agreement Type Figure 1-18. Select
section, select the Employer Paid Member Resolution/Agreement Type
Contribution radio button, then select the Continue | section
button.

Employer Paid Member
Contributions (EPMC) Details
page displays.

9 Within the Employer Paid Member Contributions See Figure 1-19. Employer
EPMC Details section, enter the Resolution Paid Member Contributions
Effective Date. EPMC Details section
Important! The Resolution Effective Date may be
different than the date approved by the governing
body on the Resolution for Employer Paid Member
Contributions document.

10 | Within the same section, select the appropriate radio | See Figure 1-19. Employer
button for What Portion of the member Paid Member Contributions
contribution will be covered? Then enter the EPMC Details section.
appropriate value in the field which displays. Usually will be a “fixed

amount”

11 Does the resolution include time-in-grade?

If.. | Then...

yes | select the Yes radio button and consult
the my|CalPERS Help tool for Time-in-
Grade procedure and continue to step 12

no ensure the No radio button is selected
and continue to step 12

18
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Scenario 2: Submit a Resolution — Employer Paid Member
Contributions (EPMC), cContinued

Figure 1-18. Select Resolution/Agreement Type section

® Select Resolution/Agreement Type

Select Resolution/Agreement Type

) Employer Paid Member Contribution

(EPMC) Resolution (Employers may select to pay a portion of the member contribution: Government Code 20691 or
Report the Value of EPMC - 20636 (c)(4))

) Tax-Deferred Member Contribution
Resolution (The member's contribution deduction is pre-taxed: Internal Revenue Code (IRC) 414 (h)(2))

) Tax-Deferred Service Credit Purchase
Resolution (The member's service credit purchase deduction is pre-taxed)

() Two Year Additional Service Credit

(Golden Handshake) Resolution (Selected members are granted additional service credit if they retire during a
designated window period)

) Special Compensation Written Labor Agreement

(Selected members will report different types of special compensation depending on the type of written labor
agreement: California Code of Regulations (CCR) 571(a) and (b))

Figure 1-19. Employer Paid Member Contributions EPMC Details section

® Employer Paid Member Contributions EPMC Details

EPMC Details
Please enter the details about your EPMC resolution.

Resolution Effective | |—
Date:*
What Portion of the member contribution will be covered? *
() Fixed Percent
) Relative Adjustment
) Dollar Adjustment

C
C

Does the resolution include time-in-grade? (New hires must be vested within five years to be
eligible for EPMC):*
O Yes
@® No
EPMC as Compensation
Will the value of EPMC be considered compensation?*

O Yes
@ No
Save & Continug]

Continued on next page
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Scenario 2: Submit a Resolution — Employer Paid Member
Contributions (EPMC), cContinued

Step Action Result
12 | Will the value of Employer Paid Member See Figure 1-19. Employer
Contributions (EPMC) be considered compensation? | Paid Member Contributions
EPMC Details section (On
If... | Then... previous page)
yes | select the Yes radio button
no select the No radio button

13 | Select the Save & Continue button. Identify Covered Employees

page displays.

14 | Will this resolution cover all employees? See Figure 1-20. Identify

Covered Employees section

If... | Then...
yes | select the Include all employees radio

button, select the Save & Continue

button, then skip to step 20
no select the Identify specific group of

covered employees radio button, select

the Save & Continue button, and then

continue to step 15

15 Within the Select Criteria section, enter a Criteria
Name.

16 Within the same section, select the Select link next See Figure 1-21. Select
to Member Category: to select the appropriate Criteria section
group(s) of employees for which the resolution
applies. Select Criteria Values page

displays.

17 Within the Select Criteria Values section, select the Criteria Values now display in
Add All Criteria link, or select the criteria value(s), the Selected Criteria Values
then select the Add Criteria > button. field.

See Figure 1-22. Select
Criteria Values section
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Scenario 2: Submit a Resolution — Employer Paid Member
Contributions (EPMC), cContinued

Figure 1-20. Identify Covered Employees section

® Identify Covered Employees
Please identify the covered employees.

Select Members
Choose your method of selecting members below. You can include all of your employees or identify specific
covered employees. *
) Include all employees
() Identify specific group of covered employees

[Save & Continug| [Clear|

Figure 1-21. Select Criteria section

® Select Criteria
Criteria Name:*

Please click the Select link to choose/modify criteria values for groups of employees.

Member Category: 0 selected Select
Collective Bargaining Unit: 0 selected Select
Position: 0 selected Select

Division: 0 selected Select

I need to identify a group of Employees not classified by the above criteria: *
O Yes (@ No

Figure 1-22. Select Criteria Values section

@ select criteria Values

Please select one or more values from the choices listed on the left and move them to the list on the right by selecting
the > button. If you wish to move multiple choices, press and hold the Ctrl key as you select each choice with your
mouse.

Criteria: Member Category

Criteria Values: Selected Criteria Values:
Safety - Palice Safety - Fire
Miscellanecus

Add Criteria = | Add All Criteria Remove Criteria < Remove All Criteria

Continued on next page
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Scenario 2: Submit a Resolution — Employer Paid Member
Contributions (EPMC), cContinued

Step Action Result
18 Within the same section, if necessary, select the See Figure 1-22. Select
Remove All Criteria link, or select the criteria Criteria Values section (On
value(s) from the right side, then select the Remove | previous page)
Criteria > button
Select the Save button when the appropriate criteria Select Criteria page
value(s) are selected. displays.
19 Do you need to select individual employees not See Figure 1-23. Select
identified by predetermined criteria? Criteria section
If... | Then... Select Criteria section
yes | select the Yes radio button and consult the expands allowing individual
my|CalPERS Help tool for procedures in employees to be selected.
selecting appropriate employees, then
select the Save & Continue button, then
continue to step 20 Employer Resolution
no | ensure the No radio button is selected, Written Labor Agreement
select the Save & Continue button, then Summary page displays.
continue to step 20
20 Do you need to modify your resolution details?
If... | Then...
yes | continue to step 21
no skip to step 22
21 Select the appropriate links from the following: See Figure 1-24. Employer
Resolution/Written Labor
o Edit Details Agreement Summary and
e Change Covered Method Covered Employees
o Edit Criteria sections
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Scenario 2: Submit a Resolution — Employer Paid Member
Contributions (EPMC), continued

Figure 1-23. Select Criteria section

@ Select Criteria
Criteria Name:* ||

Please click the Select link to choose/modify criteria values for groups of employees.

Member Category: 1 selected Select
Collective Bargaining Unit: 0 selected Select
Position: 0 selected Select

Division: 0 selected  Select

I need to identify a group of Employees not classified by the above criteria:*
O Yes (@ No

Employees section

Figure 1-24. Employer Resolution/Written Labor Agreement Summary and Covered

@ Employer Resolution/Written Labor Agreement Summary

Edit Details

Resolution Details

Type: Employer Paid Member Contribution (EPMC) Time-in-Grade
Effective Date:

Status: Pending Time-in-Grade
Schedule:

Effective Date: 01/01/2016
Percentage Covered by 7.0%
the Employer:
EPMC Reported No
as Compensation:

@ Covered Employees

Change Covered Method Edit Criteria

2016 EPMC

Continued on next page
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Scenario 2: Submit a Resolution — Employer Paid Member
Contributions (EPMC), cContinued

Step | Action Result
Upload

22 Within the Documents section, select the first See Figure 1-25. Documents
Download link to download the Memorandum of | section
Understanding (MOU) coversheet.

New window opens displaying
my|CalPERS requires you to upload a document | the PDF version of the MOU
in order to complete the submission process. document.

23 | Save the MOU coversheet in PDF to your
computer, then close the window.

CalPERS Does not require the actual MOU.

24 Within the Documents section, select the first Submit Documentation page
Provide Document link. displays.

25 | Within the Submit Documentation section, keep See Figure 1-26. Submit
the selection “Upload” from the Submission Documentation section
Method drop-down list.

26 | Within the same section, select the Browse... See Figure 1-26. Submit
button. Documentation section

New window opens displaying

the available files.

27 | Navigate to the recently saved MOU coversheet | Window closes.

(PDF) document; select the file, then select the
Open button on the dialog box.

28 | Select the Submit button to upload the Employer Resolution/Written
coversheet. Labor Agreement Summary

page displays.

29 Within the Documents section, select the second | Submit Documentation page
Provide Document link to upload the recently displays.
approved and scanned resolution document.

30 | Within the Submit Documentation section, keep See Figure 1-26. Submit
the selection “Upload” from the Submission Documentation section
Method drop-down list.
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Scenario 2: Submit a Resolution — Employer Paid Member

Contributions (EPMC), continued

MOU is not required — only upload
the coversheet downloaded from

Figure 1-25. Documents section the link on the right hand side

@ Documents

Document Requirement Submission Ppzed Received Replace Coversheet/

Type Status Method Document Document Template

Memorandum of Understanding : Provide

(MOU) Required Document Download

Resolution for EPMC Required Provide Download
Document

Figure 1-26. Submit Documentation section

@ Submit Documentation

For faster processing of the required documentation, you can upload documents directly to CalPERS. If a cover sheet is
generated when you submit, please print the cover sheet and submit it along with the document you are sending to
CalPERS.
Document Category: Retirement Contract
Document Type: Memorandum of Understanding (MOU)

Submission Method:* |Upload v

Path:* Browse.

Continued on next page
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Scenario 2: Submit a Resolution — Employer Paid Member
Contributions (EPMC), cContinued

Step Action Result

31 Within the same section, select the Browse... New window opens displaying
button. the available files.

32 Navigate to the saved resolution (PDF) Window closes.
document, select the file, and then select the
Open button on the dialog box.

33 | Select the Submit button to upload the Employer Resolution/Written
completed resolution document. Labor Agreement Summary

page displays.
Submit
34 Within the Available Actions section, select the See Figure 1-27. Documents

Submit Resolution radio button, then select the
Submit button.

To view the submitted resolution, you may select
the View More Actions & Records>> link in the
upper right hand corner of the Employer
Resolutions/Written Labor Agreement section.

and Available Actions sections

Retirement Contract Summary
page displays with green
confirmation box. If you do not
receive the green confirmation
message and the status shows
as “pending”, the resolution has
not been submitted.

See 1-28. Resolution
confirmation and Employer
Resolutions/Written Labor
Agreement section

You have completed this scenario.
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Scenario 2: Submit a Resolution — Employer Paid Member
Contributions (EPMC), continued

Figure 1-27. Documents and Available Actions sections

@ Documents

Document Requirement Submission Received Received Replace Coversheet/

Type Status Method Date Document Document Template

Memorandum of Understanding : Provide

(MOU) Required Document Download

Resolution for EPMC Required E’ro_vlde Download
ocument

@ Available Actions

Select An Action:* ® Submit Resolution
() Cancel Resolution

Figure 1-28. Resolution confirmation and Employer Resolutions/Written Labor Agreement
section

Thank you for your Resolution submission. CalPERS will notify you of when you may begin to report EPMC.

@ Employer Resolutions /Written Labor Agreements

Submission Effective Resolution

Resolution Type Status Date Date Affected Group Status
Two Year Additional Service Credit Active 06/30/2009 06/03/2009 Completed
Tax-Deferred Member Contribution Active 01/05/2009 01/06/2009 Completed
Tax-Deferred Member Contribution Active 02/04/2013 01/01/2013 Completed
Employer Paid Member Contribution Active 06/03/1996 06/04/1996 Completed
Two Year Additional Service Credit Active 10/20/2009 06/03/2009 Completed
Tax-Deferred Service Credit Purchase Active 03/29/2009 03/30/2009 Completed
Tax-Deferred Member Contribution Cancelled 01/24/2013 01/01/2013 Temp

Employer Paid Member Contribution Submitted 01/26/2016 01/01/2016 2016 EPMC |

Continued on next page
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Overview

Introduction

CalPERS
Website
Resources

Contents

Unit 2: Annual Actuarial Valuation

CalPERS retirement benefits are funded through contributions paid by
CalPERS contracting employers, member contributions, and earnings from
CalPERS investments.

Employer contribution rates are determined by periodic "actuarial valuations"
under state law. The actuarial valuations are based on the benefit formulas
the agency provides and the employee groups covered. These required
contribution amounts are expressed as a percentage of the active members’
payroll that is reported to CalPERS. The annual actuarial valuation is
available in October for the following fiscal year.

Public agency employer contribution rates
Pathway: CalPERS website > Employers > Actuarial Services > Employer
Contribution Rates

Public agency actuarial valuation reports
Pathway: CalPERS website > Employers > Actuarial Services> Public
Agency Actuarial Valuation Reports

This unit contains the following scenario:

Topic See Page
Scenario: View your Annual Actuarial Valuation 30
29
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Scenario: View your Annual Actuarial Valuation

Step-by-step

contract:

e Current employer contribution rates
e Next fiscal year’s rates
¢ And the projected rates in two years

Scenario: It's October and you were tasked to review your agency’s
employer contribution rates and annual actuarial valuation reports. Using
my|CalPERS, you will review the following information within your agency’s

Note: The same information can be found using the CalPERS website;
Resources provided in Unit 2: Overview page (the previous page).

and actuarial valuation report(s).

Follow the steps below to view your agency’s employer contribution rate(s)

Step | Action | Result
Current Employer Contribution Rates
1 From the My Home page, select the Profile | Business Partner Summary page
global navigation tab. displays.
2 Select the Retirement Contract local Retirement Contract Summary page
navigation link. displays.
3 Within the Rate Summary section, select the | See Figure 2-1. Rate Summary
View More Actions>> link. section
Retirement Contract Summary page
refreshes with the Retirement
Contract Information and the
extended Rate Summary sections.
Next Fiscal Year’s Rates
4 Within the Rate Summary section, select the | See Figure 2-2. Effective Employer
Effective Employer Rate link for the Rate
appropriate member category.
Employer Rate List page displays.
Projected Rate in Two Years
5 Within the Rate Summary section, select the | See Figure 2-3. Rate History section
Valuation Report View link for the
appropriate rate effective date. PDF Annual Actuarial Valuation
Report will populate.
You have completed this scenario.
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Scenario: View your Annual Actuarial Valuation, continued

Figure 2-1. Rate Summary section

@ Rate Summary View More Actions»
Effective Employee met
:;l:'::b:]ar Benefit Level CBU Effective Date ;R:;ﬁt[i)l!ia:;: Employer El:t[;loyee Rate Employee
gory Rate Modifier Rate
Miscellaneous First Level 08/01/1965
Miscellaneous Second Level 06/08/2012 30555 0% 8% 0% 8% 8%
Miscellaneous R hE 01/01/2013 27415 0% 6.75% 0% 6.75% 6.75%
Members
Safety - Fire  First Level 07/01/1976 30556 -4% 9% 4% 13% 9%

Figure 2-2. Effective Employer Rate

C":’ Rate Summary

Effective Employee Net

Member Effective Rate Plan Employee

e —— Benefit Level CBU =——— g Employer Rate Employee

Category Date Identifier Rate Rate Modifier Rate

Miscellaneous First Level 08/01/1965 8%

Miscellaneous Second Level 06/08/2012 30555 0% 8% 0% 8% 8%

Miscellaneous SRR D 01/01/2013 27415 0% 6.75% 0% 6.75% 6.75%
Members

Safety - Fire  First Level 07/01/1976 30556 -4% 9% 4% 13% 9%

Safety - Fire  Second Level 02/08/2012 30558 -4% 9% 4% 13% 9%

Safety - Fire PEPRA New 01/01/2013 25845 0% 12% 0% 12% 12%
Members

Figure 2-3. Rate History section

® Rate History

Rate Effective Total Employer Effective Valuation Rate
Date [ Rate Employer Rate Report Replaced
07/01/2015 Rate Adjustment 32.928 0.0 No
07/05/2014 Rate Adjustment 30.159 30.072 View MNo
07/01/2014 Annual 30.159 30.159 View No
07/01/2013 Annual 27.295 27.295 View MNo
03/01/2013 Rate Adjustment 25.115 24.248 View No
07/01/2012 Annual 25.115 25.115 View MNo
06/08/2012 Converted Rate 23.604 23.604 No
07/01/2011 Converted Rate 23.604 23.604 MNo
31
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Unit 3: View the Optional Benefits Listing

Overview

Introduction Each year, public agencies are sent a Circular Letter with the Optional
Benefits Listing attached. The Circular Letter includes information about
changes to optional contract provisions and other information particular to the
amendment process. There are different contract options you may choose to
offer your employees. The Optional Benefits Listing (PERS-CON-40) gives
information about each of the options available.

In this unit, you will locate the Optional Benefits Listing and review several
different optional benefits.

CalPERS The Contract Amendments page on the CalPERS website provides the
Website following information:
Resources

e Contract Amendment Procedures

o Optional Benefits Listing (PERS-CON-40)

e Public Agency & Schools Reference Guide
e 1959 Survivors Benefits Contract Program
e Employer Contribution Rates

e Risk Pooling

Pathway: CalPERS website > Employers > Contracts > Contract
Amendments

Contents This unit contains the following scenarios:

Topic See Page
Scenario 1: CalPERS Optional Benéefits Listing 34
Scenario 2: Optional Benefit — Section 20903 Two 36
Years Additional Service Credit
Scenario 3: Optional Benefit — Section 21548 Pre- 40
Retirement Option 2W Death Benefit
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Scenario 1:

Step-by-step

CalPERS Optional Benefits Listing

Scenario: You would like to examine the benefit options available to
CalPERS contracting agencies.

You will find the information using the CalPERS website.

Follow the steps below to view CalPERS Optional Benefits Listing.

Listing (PERS-CON-40) link.

Step Action Result
1 From the home page of www.calpers.ca.gov, See Figure 3-1. Find Forms &
select the View All link at the bottom of the Find Publications
Forms & Publications column.
Forms & Publications page
displays.
2 Within the Search Engine, type the word See Figure 3-2. Filter Your
‘Optional’. Results page
3 Scroll down, then select the Optional Benefits See Figure 3-3. Optional

Benefits Listing (PERS-CON-
40) link

PDF California Public
Employee’s Retirement System
Optional Benefits Listing will
populate.

You have completed this scenario.
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Scenario 1: CalPERS Optional Benefits Listing, Continued

Figure 3-1. Find Forms & Publications

Figure 3-2. Search engine link

Show 25 |v| entries Optional

Title

b

Election of Optional Membership - Elective Officer (my | CalPERS 0841) (PDF)

Figure 3-3. Optional Benefits link
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Scenario 2: Optional Benefit - Section 20903 Two Years
Additional Service Credit

Introduction

Step-by-step

Section 20903 Two Years Additional Service Credit is a provision that
allows an agency to provide two years additional service credit to members
who retire during a designated period and meet particular requirements.

This optional benefit will increase, for eligible employees who retire during
the designated period, an additional two years of service credit towards their
pension calculation.

After an agency amends their retirement contract to include this option, the
agency needs to submit a resolution for the two years additional service
credit to designate the time period. For more information on how to amend a
contract, see Unit 1, Scenario 2: Submit a Resolution.

Scenario: Before your agency adds the optional benefit, they want to know
the following:

e What is Section 20903 Two Years Additional Service Credit?

e How much would this cost the employer, i.e., employer contribution rate?

o How much would this cost the employee?

¢ Is our agency eligible to add this optional benefit, if so, do we need an
approved valuation request?

You will query the CalPERS Optional Benefits Listing document to learn
more about the optional benefit.

Follow the steps below to learn about Section 20903 Two Years Additional
Service Credit.

Step Action Result
1 Within the CalPERS Optional Benefits Listing Content page displays.
document, navigate to the Contents page.
2 Within item D. Optional Benefit Provisions See Figure 3-4. Page number
section, locate Section 20903 Two Years found
Additional Service Credit.
3 Navigate to the page number found. Located information about
Section 20903 Two Years
Additional Service Credit.

Continued on next page
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Scenario 2: Optional Benefit - Section 20903 Two Years
Additional Service Credit, continued

Figure 3-4. Page number found
CONTENTS
Item Page
AL Introduction e 1
B. Member Groups Eligible for Separate Benefits
C. Purchasing Power Protection Account and Amendments to Provide Cost-of-Living
F T I T T T OSSR 2
D. Optional Benefit Provisions ... 2
1. Section 20325 Optional Membership for Part-Time Employees. ... 2
2. Section 20475  Different Level of Benefits ...
3. Section 20503 Removal of Contract Exclusions Prospectively Only
4. Section 20516 Employees Sharing Adittional Cost ... 4
5. Section 20530.1 Credit for Local Retirement System Service After Contract Date .. 5
B. Section 20571.5 Termination of a Portion of the Contract.......... 5
7. Section 20680 Employee Contribution Rate for CSUC Auxiliary Organizations Reduced to
State Member Level ... 6
8. Section 20903 Two Years Additional Service Credit ... 6
9. Section 20936  Prior Service Credit for Employees of an Assumed Agency or Function ... 11
10. Section 20938  Limit Prior Service to Persons Employed on Contract Date ... 11
11. Section 20965  Credit for Unused Sick Leave ... e 11
12. Section 20996  Military Service Credit as Prior Service ... ... 12
13. Section 21020.5 Public Service Credit for California Senate Fellows, Assembly, Fellowship,
Executive Fellowship, or Judicial Administration Fellowship Programs...._. 12
14. Section 21022  Public Service Credit for Penods of Layoff ... . 12
15. Section 21023.5 Public Service Credit for Peace Corps, AmeriCorps VISTA, or AmeriCorps
L= OSSO 13
16. Section 21024  Military Service Credit as Public Service ... 13
17. Section 210245 Public Service Credit for Permanent Career Civilian Federal Firefighter or
Permanent Career State Firefighter Service. ... 14
18. Section 21025 Public Service Credit for Employees of an Assumed Agency or Function.. 14
19. Section 21026  Public Service Credit for Service Rendered to a California Monprofit
COMPOTATION. .ot 14
20. Section 21027 Military Service Credit for Retired Persons..._.........
21. Section 21031 Public Service Credit for Limited Prior Service
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Scenario 2: Optional Benefit - Section 20903 Two Years
Additional Service Credit, continued

Step Action Result
4 Review information about Section 20903 Two Years | See Figure 3-5. Two Years
Additional Service Credit. Additional Service Credit
Locate the following
information:
o Optional benefit’s
description
o Employer Cost: Necessary
steps
o Rough Estimate: Increase
in the employer contribution
rate percentage
o Member’s Cost
e Who's eligible to add this
optional benefit
o A valuation request is
required or not required
5 Would you like to amend your retirement contract to
include Section 20903 Two Years Additional
Service Credit?
If... | Then...
yes | amend your retirement contract through
my|CalPERS. See Unit 4, Scenario 1:
Amend a Retirement Contract without
a Valuation Request.
no you have completed this scenario
You have completed this scenario.
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Scenario 2: Optional Benefit - Section 20903 Two Years

Additional Service Credit, continued

Figure 3-5. Two Years Additional Service Credit

10.

Section 20903 Two Years Additional Service Credit

An agency may amend its contract to provide two years additional service credit to
members who retire during a designated period because of impending mandatory
transfers, layoffs, or demotions and the following requirements are met:

a.  The member is employed in a specified job classification, department, or other
organizational unit and retired within the period designated by the governing body.
The designated period must be subsequent to the effective date of the contract
amendment and can not be less than 90 or more than 180 days in length. (The
benefit cannot be provided on the basis of employee organization or non-
represented groups).

b.  The goveming body must certify that it is electing to be subject to the provisions of
this section due to mandatory transfers, layoffs and/or demotions that constitute at
least one percent of the job classification, department, or organizational unit.

c.  The govemning body must certify that it is the intention at the time Section 20903
becomes operative that any vacancies created by retirements under this section or
at least one vacancy in any position in any department or organizational unit shall
remain permanently unfilled thereby resulting in an overall reduction in the work
force of such department or organizational unit.

d.  The govemning body must certify that it has complied with the provisions of
Government Code Section 7507 and has disclosed the additional employer
confributions and the funding of those employer contributions, at a public meeting.

To be eligible for this service credit, a member must have at least five years of service
credit, be in employment status with the providing agency for at least one day during the
designated period and retire during the designated period. The member’s retirement date
may not be the first day of the designated period. A member cannct receive credit under
this section if the member receives any unemployment insurance payments during the
designated period. If the retired member subsequently reenters membership, the
additional service credit is forfeited.

Employer Cost: The added cost to the retirement fund for all eligible employses who
retire during the designated period will be included in the contracting
agency's employer contribution rate. The governing body satisfies
the requirements of Government Code Section 7507 by disclosing an
estimate of the present value of the additional employer
contributions. This estimate is calculated by the agency, using the
worksheet and factors provided below. The actual present value of
additional contributions may differ from the estimate for two reasons:

1) Some of the members who are eligible to retire and receive the
two years service credit (and who are included in the estimate)
may choose not to retire, and

2)  There may be an additional cost to the agency (called an
experience loss) if the total number of members retiring in the
fiscal year exceads the number predicted by the actuarial
assumptions. An experience loss occurs very often when the
two years service credit is offered because some members

retire who would have otherwise waited until later years.

The cost of the two years additional service credit will be included in
the contracting agency’s employer contribution rate commencing with
the fiscal year starting two years after the end of the designated
period. The increase in the employer contribution rate may continue
for as long as 20 years.

The annual valuation report for the fiscal year that begins two years
after the end of the designated period will show the amount of the
increase in the employer contribution rate resulting from the two
years service credit.

Follow the instructions below to estimate the increase in the
employer contribution rate percentage:

e Take the estimate of the present value of additional

employer contributions disclosed at the public meeting, and
«  First divide by 13.24 (the 20-year amortization factor), and
«  Then divide by the annual payroll of the plan.

Member Cost: None.

Continued on next page
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Scenario 3: Optional Benefit - Section 21548 Pre-Retirement
Option 2W Death Benefit

Introduction Section 21548 Pre-Retirement Option 2W Death Benefit is a provision that
is mandated for pooled plans and is an optional benefit for non-pooled plans.

This optional benefit provides the spouse or domestic partner of a deceased
member, who was eligible to retire for service at the time of death, the option
to elect and receive the Pre-Retirement Option 2W Death Benefit in lieu of
the lump sum Basic Death Benefit. The benefit is a monthly allowance equal
to the amount the member would have received if he/she had retired for
service on the date of death and elected Option 2W, the highest monthly
allowance a member can leave a spouse or domestic partner.

This benefit shall apply only to service credit accumulated after the effective
date of the amendment to contract for this provision.

Scenario: Before your agency adds the optional benefit, they want to know
the following:

e What is Section 21548 Pre-Retirement Option 2W Death Benefits?

e How much would this cost the employer, i.e., employer contribution rate?

e How much would this cost the employee?

¢ Is our agency eligible to add this optional benefit, if so, do we need an
approved valuation request?

You will query CalPERS Optional Benefits Listing document to learn more
about the optional benefit.

Step-by-step Follow the steps below to learn about Section 21548 Pre-Retirement Option
2W Death Benefit.

Step Action Result
1 Within the CalPERS Optional Benefits Listing Content page displays.
document, navigate to the Contents page.
2 Within item D. Optional Benefit Provisions See Figure 3-6. Page number
section, locate Section 21548 Pre-Retirement found
Option 2W Death Benefit.

Continued on next page
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Scenario 3: Optional Benefit - Section 21548 Pre-Retirement
Option 2W Death Benefit, continued

Figure 3-6. Page number found

Item Page
22, Section 21100  1.5% @ 65 Formula for Local Miscellaneous Members ... 16
23, Section 21118  Partial Service Retirement. ... e 17
24, Section 21131 Age 60 Mandatory Retirement for Local Safety Members ... 17
25, Section 21151  Industnal Disability Retirement for Lecal Miscellanecus Members............ 17
26. Section 21328  One-Time 1% to 6% Increase for Members Who Retired or Died Prior to
Januany 1, 1008 e 18
27. Section 21335  Annual Cost-of-Living Allowance Increase ... 18
28. Section 21427  Improved Nonindustrial Disability Allowance ... 19
29. Section 21428  Increased Industnal Disability Allowance to 75% of Final Compensation... 20
30. Section 21430  Improved Industrial Disability Allowance for Local Safety Members.......... 20
31. Section 21536 Local System Service Credit Included in Basic Death Benefit.................. 21
32. Section 215405 Special Death Benefit — Violent Act ... 21
33. Section 21547.7 Alternate Death Benefit for Local Fire Members Credited with 20 or More
Years of Service e 21
34. Section 21548 Pre-Retirement Option 2W Death Benefit. ... 22
35. Section 21574  Fourth Level of 1959 Survivor Benefits ... 23
36. Section 215745 Indexed Level of 1959 Survivor Benefits ... 24
37. Section 21580 1959 Survivor Benefits to Surviving Spouse or Domestic Partner at Age 60
................................................................................................................... 25
38. Section 21582  Additional Opportunity to Elect 1959 Surviver Benefits ... 25
39. Section 21622 5600 Retired Death Benefit ... 26
40. Section 21623.5 52,000, $3.000, 54,000, or $5,000 Retired Death Benefit ... 26
41. Sections 21624, 21626 & 21628
Post-Retirement Survivor Allowance ... 27
E. Miscellaneous Member Classification Optionally Reclassified to Safety by Amendment
LT (LR T i e USSR UR SRS URRRRSRSR 28
Fo RISK POOIING (oot e 30
G. Special ltem- CalPERS Health Benefits Program ... s 32
H. Special ltem- CalPERS Supplemental Income 457 Plan ... ... 34
. Special ltem- California Employers’ Retiree Benefit Trust ... 36

Note: All section references are to the California Government Code

Continued on next page
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Scenario 3: Optional Benefit - Section 21548 Pre-Retirement
Option 2W Death Benefit, continued

Step Action Result

3 Navigate to the page number found. Located information about
Section 21548 Pre-
Retirement Option 2W Death

Benefit.
4 Review information about Section 21548 Pre- See Figure 3-7. Pre-
Retirement Option 2W Death Benefit. Retirement Option 2W Death
Benefit

Locate the following
information:

o Optional benefit's
description

e Employer’s normal cost for
2011/2012

e Member’s Cost

e Who's eligible to add this
optional benefit

o A valuation request is
required or not required

5 Would you like to amend your retirement contract to
include Section 214548 Pre-Retirement Option 2W
Death Benefit?

If... | Then...

yes | amend your retirement contract through
my|CalPERS. See Unit 4, Scenario 2:
Amend a Retirement Contract with an
Approved Valuation Request.

no you have completed this scenario

You have completed this scenario.

Continued on next page
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Scenario 3: Optional Benefit - Section 21548 Pre-Retirement
Option 2W Death Benefit, continued

Figure 3-7. Pre-Retirement Option 2W Death Benefit

45, Section 21548 Pre-Retirement Option 2W Death Benefit
This provision is mandated for pooled plans.

The spouse or domestic partner of a deceased member, who was eligible to retire for
service at the time of death, may elect to receive the Pre-Retirement Option 2W Death
Benefit in lieu of the lump sum Basic Death Benefit. The benefit is a monthly allowance
equal fo the amount the member would have received if he/she had retired for service on
the date of death and elected Option 2W, the highest monthly allowance a member can
leave a spouse or domestic partner.

Employer Cost:  Valuation required for non-pooled plans only.
Rough Estimate:  Impact on Employer Normal Cost:
* 0.1% to 0.2% of payroll for miscellaneous groups
e 0.05% to 0.1% of payroll for safety groups
Impact on Total Employer Contribution Rate:

PERS-CON-40 (Rev. 312 ) Page 27

* 0.2% to 0.4% of payroll for miscellaneous groups
* 0.1% to 0.3% of payroll for safety groups
Member Cost: None.
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Unit 4: Amend a Retirement Contract

Overview

Introduction Public agencies may amend their contract to provide additional benefits to
their employees. Some benefits require an actuarial valuation to determine
any estimated change to the employer contribution rate before proceeding
with an amendment.

An employer can request an amendment through my|CalPERS in the

following ways:

o Initiate a contract amendment with no valuation required or

e Submit a valuation request and receive the actuarial valuation through
my|CalPERS, then amend from the submitted valuation request

Next, once the employer requests to amend their contract through

my|CalPERS, there will be three processing phases that follow:

1. CalPERS provides documents for the employer to complete and upload
through my|CalPERS

2. CalPERS will review the documents and then will overnight additional
documentation for the employer to complete and return to CalPERS

3. CalPERS will review all required documents, then approve the
amendment through my|CalPERS.

It can take up to three to four months to complete a contract amendment.

This unit has scenarios to help us amend a retirement contract, with and
without a valuation request.

CalPERS The Contract Amendments page on the CalPERS website provides the
Website following information:
Resources

e Contract Amendment Procedures

o Optional Benefits Listing (PERS-CON-40)

¢ Public Agency & Schools Reference Guide
e 1959 Survivors Benefits Contract Program
e Employer Contribution Rates

¢ Risk Pooling

Pathway: CalPERS website > Employers > Contracts > Contract
Amendments

Continued on next page
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https://www.calpers.ca.gov/page/employers/contracts/contract-amendments

Overview, Continued

Step-by-step Follow the steps below to view the employer’s actions through a contract
amendment.

Step Employer’s Actions

1 Review the Optional Benefits Listing document to see if the optional benefit that your
agency wants needs a valuation.

2

If ... Then ...
the optional benefit does | request a contract amendment through my|CalPERS
not require a valuation
the optional benefit
requires a valuation Step Action

1 Submit a valuation request

2 | Pay the $300 fee

3 Review the valuation report

4 | Request the contract amendment through
my|CalPERS

3 Download and complete necessary documents, then upload the documents through
my|CalPERS.

4 Complete the additional documentations that will be mailed to your agency. Some
documents will need to be mailed back and others will to be uploaded through
my|CalPERS.

5 | Your agency can see the “Approved” status for the amendment through
my|CalPERS.

Contents This part contains the following topics:

Topic See Page

Scenario 1: Initiate a Retirement Contract Amendment 46
without a Valuation

Scenario 2: Initiate a Retirement Contract Amendment 53
with an Approved Valuation

Scenario 3: Complete the Amendment Process 72

45

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



Scenario 1:

Valuation

Step-by-step

Initiate a Retirement Contract Amendment without a

request.

Scenario: Your agency wants to amend their retirement contract to include
the optional benefit Section 20903 Two Years Additional Service Credit for
your miscellaneous members. You have looked at the CalPERS Optional

Benefits Listing and determined that you do not need to submit a valuation

You will proceed with the first step to amending your agency’s retirement
contract without a valuation through my|CalPERS.

contract without a valuation.

Follow the steps below to view to initiate an amendment to the retirement

Step | Action

| Result

1

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

Business Partner Summary page
displays.

2 | Select the Retirement Contract local navigation Retirement Contract Summary
link. page displays.
3 | Scroll down to the Available Actions section, See Figure 4-1. Available
select the Request Amendment to Contract Actions section
radio button, and then select the Submit button.
Initiate Amendment page
displays.
4 Within the Initiate Amendment section, select the See Figure 4-2. Initiate
Initiate Contract Amendment (no valuation Amendment section
required) radio button, then select the Continue
button. Amendment without Valuation
page displays.
5 | Within the Amendment Not Requiring Valuation See Figure 4-3. Amendment Not

Request section, select the Select Provisions link
for the appropriate member category.

Requiring Valuation Request
section

Cost Scenarios Details page
displays.
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Scenario 1: Initiate a Retirement Contract Amendment without a
Valuation, Continued

Figure 4-1. Available Actions section

® Available Actions

Select an Available Action: O Submit Valuation Request
() _System Transfer Out
I ) Request Amendment to Contract I
() Terminate Contract

Figure 4-2. Initiate Amendment section

@ Initiate Amendment

Please select an amendment process listed below.

Choose One:* () Amend from a previously submitted valuation request.

() Initiate Contract Amendment (no valuation required)

Figure 4-3. Amendment Not Requiring Valuation Request section

@ Amendment Not Requiring Valuation Request

Member Category Selected Benefits
: Select
Miscellaneous =
Provisions
Safety - Fire Select
Provisions
Safety - Police M_
Provisions

Continued on next page
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Scenario 1: Initiate a Retirement Contract Amendment without a
Valuation, Continued

Step Action Result

6 Within the Service Credit Provisions section, check | See Figure 4-4. Service
the appropriate checkbox, then select the Save & Credit Provisions section
Continue button.

Amendment without Valuation
page displays.

7 Would you like to add more benefits to the other
member category?

If... | Then ...
yes | complete steps 5 -6
no continue to step 8

8 Within the Amendment without Valuation page, Amendment Summary page
select the Continue button. displays.

9 Within the Anticipated Schedule for Agency Actions | See Figure 4-5. Anticipated
section, select the Add Anticipated Schedule of Schedule of Agency Actions
Agency Actions link at the top right to complete this | section
section.

Schedule of Agency Actions
page displays.
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Scenario 1: Initiate a Retirement Contract Amendment without a
Valuation, Continued

Figure 4-4. Service Credit Provisions section

@ se e Credit Pro D

+/| Section 20903 - Additional Service Credit 2 Years - Local Member

[] Section 21027 - Military Service Credit for Retired Persons

+| Section 21024 - Military Service Credit as Public Service

[] Section 21020.5 - Public Service Credit for California Senate Fellows, Assembly
Fellowship, Executive Fellowship, or Judicial Administration Fellowship Programs
[] Section 21025 - Public Service Credit for Employees of an Assumed Agency or
Function

/| Section 21023.5 - Public Service Credit for Peace Corps, AmeriCorps VISTA, or
AmeriCorps Service

[] Section 21031 - Public Service Credit for Limited Prior Service

[] Section 21022 - Public Service Credit for Periods of Layoff

Figure 4-5. Anticipated Schedule of Agency Actions section

® A Tl adule of Age A ctio
Add Anticipated Schedule of Agency Actions
Agency Need by Date Final
for Resolution of Ordinance/Resolution
intention: Adoption:
Adoption of Effective Date of
Resolution of Ordinance/Resolution:
Intention:

Employee Election:

Effective Date of
Amendment:
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Scenario 1: Initiate a Retirement Contract Amendment without a
Valuation, Continued

Step Action Result

10 | Within the Anticipated Schedule of Agency See Figure 4-6. Anticipated
Action section, complete the following fields Schedule of Agency Action link
provided by your agency: opens

o The date your agency needs the Amendment Summary page
Resolution of Intention from the Public displays.
Agency Contract Services office to
include in agenda for your governing
body:
e Adoption of Resolution of Intention: ]
o« Employee Election:
o Date of Final Ordinance Adoption:
o Effective Date of Ordinance:
¢ Urgency Ordinance: (optional)
o Effective Date of CalPERS Amendment
to Contract:

Depending on the amendment, if it is
required, enter the date a day after the
Adoption of the Resolution of
Intention date

Then select the Save & Continue button.
11 Scroll down to the Available Actions section, See Figure 4-7. Available Actions
select the Request Amendment to Contract | section

radio button, and then select the Submit
button. Figure 4-8. Retirement Contract
Summary page displays with a green
message box stating, “Thank you
for your request to amend the
contract. A CalPERS contract
analyst will compile and send you
the documents needed to proceed
with the next steps in the
amendment.”

You have completed this scenario.

Important! After submitting a request to amend the contract, see Unit 4, Scenario 3:
Complete the Amendment Process.

Continued on next page
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Scenario 1: Initiate a Retirement Contract Amendment without a
Valuation, Continued

Figure 4-6. Anticipated Schedule of Agency Action link opens

@ Anticipated Schedule of Agency Action

To initiate the contracting process with CalPERS, please enter the below anticipated dates.

Anticipated Schedule of Agency Actions
The date your agency needs the Resolution of Intention from the Public Agency I:l—
Contract Services office to include in agenda for your governing body: *

Adoption of Resolution of Intention:

*®
Employee Election: * s
*

Date of Final Ordinance Adoption:

Effective Date of Ordinance: * s

] Urgency
Ordinance
Effective Date of CalPERS Amendment to Contract: * I:l—

CalPERS will prepare all documents necessary to complete your contract upon the submission of your final benefit
scenarios. If your agency attempts to expedite the contract process by proceeding without the documents provided by
CalPERS, legal review may be required which could delay the anticipated effective date of the contract.

Figure 4-7. Available Actions section

@ Available Actions

Select an Available Action:* () Reguest Amendment to Contract
() Cancel Amendment

Figure 4-8. Retirement Contract Summary page displays with a green message box stating

Thank you for your request to amend the contract. A CalPERS contract analyst will compile and send you the
documents needed to proceed with the next steps in the amendment.

® Retirement Contract Information
Contract Number: 30366 Contract Status: Active
Contract Effective Date: 09/01/1970 View Benefit Information

@ contract Event Summary View More Actions & Records»|

Amendment
Status

Contract Event Status Member Category Submission Date Effective Date

Amendment Amendment In Progress Miscellaneous 09/23/2015 09/23/2015
Safety - Police
Amendment Approved Safety - Fire 03/12/2012 02/08/2012 Completed

Continued on next page
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Scenario 2: Initiate a Retirement Contract Amendment with an
Approved Valuation

Introduction

Some optional benefits require an approved actuarial valuation before
amending the retirement contract. A valuation allows an employer the
opportunity to view how changes to their retirement contract provisions can
potentially impact their employer contribution rates if the contract is
amended. All valuation requests must be submitted individually and costs
$300 which needs to be paid prior to the valuation process. It takes
approximately 30 days to process an actuarial valuation request.

There are three valuation categories in which employers may request:

1. Change benefits for existing member categories,
2. Reclassify positions from one category to another, or
3. Add a new member category

Once an employer has successfully submitted their valuation request through
my|CalPERS, they will receive a cost disclosure report. Depending on the
agency’s preferred communication, the employer will receive a confirmation
that the valuation has been completed. The employer will find their valuation
in my|CalPERS.

At this time, the employer can decide to initiate an amendment to include the
provision by completing and attaching the Contract Amendment Request
form or amend the retirement contract through my|CalPERS.

Only one contract amendment is allowed at a time.

Scenario: Your agency wants to amend their retirement contract to add the
optional benefit Section 21548 Pre-Retirement Option 2W Death Benefit to
apply to their miscellaneous members.

You have looked at the CalPERS Optional Benefits Listing and found that
you need to submit a valuation request and can request a valuation request
because your agency is not in a risk pool.

To complete this scenario, you will do the following:

e Submit a valuation request

o Pay the $300 fee

¢ Review the valuation report

e Request a contract amendment through my|CalPERS

Continued on next page
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Scenario 2: Initiate a Retirement Contract Amendment with an
Approved Valuation, cContinued

Step-by-step

Follow the steps below to submit a valuation request via my|CalPERS.

Step | Action | Result
Submit a valuation request
1 From the My Home page, select the Profile Business Partner Summary page
global navigation tab. displays.
2 Select the Retirement Contract local navigation Retirement Contract Summary
link. page displays.
3 Within the Available Actions section, select the See Figure 4-9. Available
Submit Valuation Request radio button, then Actions section
select the Submit button.
Select Amendment Reason page
displays.
4 Within the Select Amendment Action section, See Figure 4-10. Select
select the Change Benefits for Existing Amendment Action section
Member Categories radio button.
Select Amendment Action section expands with
additional selections depending on which Select
Amendment Action radio button is selected.
5 Within the same section, check the Improve Select Member Category page
Benefits checkbox, then select the Save & displays.
Continue button.
6 Within the Select Member Categories section, See Figure 4-11. Select Member
select the appropriate Member Category radio Categories section
button, then select the Continue button.
Valuation Request Summary
page displays.
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Scenario 2: Initiate a Retirement Contract Amendment with an
Approved Valuation, cContinued

Figure 4-9. Available Actions section

@ Available Actions

Select an Available Action: |©_Submit Valuation Request

() System Transfer Out
() Request Amendment to Contract
() Terminate Contract

Figure 4-10. Select Amendment Action section

® Select Amendment Action

Select Amendment ©® Change Benefits for Existing Member Categories
Action:* () Reclassify Positions from one Member Category to Another
(O Add a New Member Category

Change Benefits for Existing Member Categories

[] Improve Benefits

[] Different Level of Benefits for Future Employees Entering Membership in a Member Category for the First Time
(Section 20475)

[] Remove Exclusions

[] Add Exclusions

Figure 4-11. Select Member Categories section

® Select Member Categories

Please select the member category for this valuation request:*
() Miscellaneous
() Safety - Fire
() Safety - Police

Continued on next page
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Scenario 2: Initiate a Retirement Contract Amendment with an
Approved Valuation, cContinued

the Provision Change Summary section.

Any correction can still be made by using the
Edit Selected Provisions link on the right side; If
not, then proceed by selecting the Continue
button.

Select the OK button in the Message from
webpage pop-up box.

Step Action Result

7 Within the Valuation Request Actions section, See Figure 4-12. Valuation

select the Improve Benefits link. Request Actions section
Cost Scenario Details page
displays.

8 Within the Beneficiary/Survivor Benefit See Figure 4-13.
Provisions section, select the appropriate Beneficiary/Survivor Benefit
benefit from the Retirement Death Benefit Provisions section
drop-down list, then select the Save &

Continue button. Provision Change Summary page
displays.

9 Confirm your amendment action details within See Figure 4-14. Provision

Change Summary section

Valuation Request Summary page
displays.
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Scenario 2: Initiate a Retirement Contract Amendment with an
Approved Valuation, cContinued

Figure 4-12. Valuation Request Actions section

@ valuation Request Actions IR Lol View More Actions & Records>

Please use the links under the Action Requested column to complete the details for each amendment action you have
selected. Each amendment action will be "Pending” until the details are provided.

Member Category Action Requested Action Status
Miscellaneous Improve Benefits

Pending

Figure 4-13. Beneficiary/Survivor Benefit Provisions section

@ Beneficiary/Survivor Ben

Post-Retirement | Section 21620 - $500 Retired Death Benefit v

Death Benefit:*

Retirement |Secti0n 21548 - Pre-Retirement Option 2W Death Benefit V|
Death Benefit:

[] Section 21624/26/28 - Post-Retirement Survivor [] Apply to Prior Merger Service
Allowance

+/ Section 21536 - Local System Service Credit Included in Basic Death Benefit

[] Section 21580 - 1959 Survivor Benefits to Surviving Spouse or Domestic Partner at Age 60
[] Section 21540.5 - Special Death Benefit - Violent Act

+/ Section 21551 - Pre Retirement Death Benefits to continue after remarriage of survivor

Section 21635 - Post-Retirement Survivor Allowance to Continue After Remarriage

Figure 4-14. Provision Change Summary section

@ Provision Change Summary

Member Category: Miscellaneous Edit Selected Provisions

Provision Gov Code Section Modification Replaces Gov Code Section Replaces Provision
Pre-Retirement Option 2W .
Death Benefit Section 21548 Added

Continued on next page
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Scenario 2: Initiate a Retirement Contract Amendment with an
Approved Valuation, cContinued

Step Action Result
10 Within the Documents section, select the See Figure 4-15. Download link
Download link to download the coversheet.
New window opens with PDF
version of barcoded coversheet.
Important! my|CalPERS requires you to Save, print, and scan it to your
download the coversheet in order to complete computer as needed, then close
the valuation process. window when finished.
11 Within the same section, select the Provide See Figure 4-16. Provide
Document link. Document link
12 | Within the Submit Documentation section, keep | See Figure 4-17. Submit
the selection “Upload” from the Submission Documentation section
Method drop-down list to upload the (PDF)
coversheet recently downloaded.
Only PDF documents can be uploaded.
13 | Within the same section, select the Browse... New window opens displaying
button. available files.
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Scenario 2: Initiate a Retirement Contract Amendment with an

Approved Valuation, cContinued

Figure 4-15. Download link

® Documents

Document Requirement Submission Received Received Replace Coversheet/
Type Status Method Date Document Document Template
Memorandum of Understanding Optional Provide Download
(Mou) P Document -

Figure 4-16. Provide Document link

@ Documents

Document Requirement Submission Received Received Replace Coversheet/
Type Status Method Date Document Document Template
Memorandum of Understanding Optional Provide Download
(Mow) P Document -

Figure 4-17. Submit Documentation section

CalPERS.

Document Category: Retirement Contract

Submission Method:* |Upload v

Path:* Browse. .

Document Type: Memorandum of Understanding (MOU)

@’ Submit Documentation

For faster processing of the required documentation, you can upload documents directly to CalPERS. If a cover sheet is
generated when you submit, please print the cover sheet and submit it along with the document you are sending to
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Scenario 2: Initiate a Retirement Contract Amendment with an
Approved Valuation, cContinued

Step Action Result

14 Navigate to the appropriate file (PDF version of | Submit Documentation page
the coversheet), select the file, and then select refreshes with document name in
the Open button. the Path field.

15 | Select the Submit button. Valuation Request Summary page

displays.

16 Within the Available Actions section, select the See Figure 4-18. Available
Submit Valuation Request radio button, then Actions section
select the Submit button.

Valuation Cost Summary page
displays.

17 | Review the Valuation Cost Summary section to | See Figure 4-19. Valuation Cost
ensure that the correct valuation request is Summary and Total Cost sections
displayed before submitting to CalPERS.

18 Within the Total Cost section, select See Figure 4-19. Valuation Cost
“Employer” from the Requested by drop- Summary and Total Cost sections
down list, then select the | Agree to Pay the
Total Cost Shown checkbox.

Important! CalPERS will not begin to process
the valuation request until the $300
administrative fee is paid in full.

19 | Select the Save & Continue button. Retirement Contract Summary

page displays.
To view all contract events within the Contract
Event Summary section, select the View More See Figure 4-20. Confirmation of
Actions & Records >> link. Select the View Max | successful submission of valuation
link at the bottom of the Contract Event request
Summary section if needed.
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Scenario 2: Initiate a Retirement Contract Amendment with an
Approved Valuation, cContinued

Figure 4-18. Available Actions section

@ Available Actions

Choose One:*| () Submit Valuation Request

() Cancel Valuation Request

Figure 4-19. Valuation Cost Summary and Total Cost sections

@ Valuation Cost Summary

You have requested the analysis of the following valuation requests. Validate that the correct valuation requests are
displayed below before submitting to CalPERS. Note that you will be charged the amount shown under the Cost to
Perform Valuation

Valuation Request ID: 181168

Member Category Amendment Actions Cost to Perform Valuation
Miscellaneous Improve Benefits $300.00

® Total Cost

**Total Cost:$300.00|

Requested by:*

[] I Agree to Pay the Total Cost Shown

Save & Continue

Figure 4-20. Confirmation of successful submission of valuation request

Thank you for your Valuation Request/s submission. A CalPERS contract analyst will review the submitted
information and documentation and will contact you if additional information is needed.

@ Contract Event Summary

Contract Event Status Member Category e SLe Ll
Date Date By
Valuation Request WValuation Complete Miscellaneous 06/26/2012 06/26/2012 Employer
Valuation Request Valuation Complete Safety - Police 03/02/2012 03/02/2012 Employer
Valuation Request Pending Miscellaneous 01/26/2016 01/26/2016
Valuation Request  Valuation Request Submitted Miscellaneous 01/26/2016 01/26/2016 Employer |
Showing records 5 - 8 First << Previous 12345 Next>> Llast| View Max|

Continued on next page
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Scenario 2: Initiate a Retirement Contract Amendment with an
Approved Valuation, cContinued

Step | Action | Result
Pay the $300 Fee

20 | To view and pay the $300 admin fee, select the | Receivables page displays.
Receivables local navigation link to view and
make payments on valuation request. See Figure 4-21. $300 Admin Fee

for Valuation Request

If the Receivables local navigation link is not
available, select the Profile global navigation
tab.

21 Within the Receivables section, select the Receivables Summary page
checkbox for the $300 Admin Fee for the displays.
valuation request, then select the Make
Payment button.

22 Within the Summary section, review receivable | Payment Setup page displays.
details, then select the Make a Payment
button. See Figure 4-22. Summary

section

23 | Within the Payment Information section, select | See Figure 4-23. Payment Setup
the radio button for the $300 payment, ensure page
the correct Payment Method and Payment
Account are selected, and then select the Payment Setup Summary page
Save & Continue button. displays.
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Scenario 2: Initiate a Retirement Contract Amendment with an
Approved Valuation, cContinued

Figure 4-21. $300 Admin Fee for Valuation Request

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

Receivable Receivable
Balance

Receivable Description

Employer Contribution, PEPRA New, 27415,

L] 06/30/2016 (5688,442.32) (§686,442.32) 100000014555522 "B NS o PiTe

Employer Contribution, PEPRA New, 25846,
[] 06/30/2016 $945.32 $945.32 100000014554102 (BN

Employer Contribution, PEPRA New, 25845,
Ll 06/30/2016 ($2,779.37)  ($2,779.37)  100000014554101 ~IEANET TP il
[] 06/30/2016 $376,086.49 $376,086.49  100000014550752 gg"fg;’;’s;scmmb”m”’ Classic, 900, CalPERS,
[] 06/30/2016 ($449,567.98) ($449,567.98) 100000014550751 gg’iﬂj’g;g””t”b”"""' (G, GE2, G,
[] 03/01/2016 $1,031.00 $1,031.00 100000014684854 Mandatory Arrears, CalPERS
] 02/25/2016 $300.00 $300.00 100000014694784 Admin Fee - Amendment Valuation, CalPERS
[m]

02/10/2016 $7,077,487.94 $7,077,487.94 100000014692525 Employer Billing, Health - Medical

Figure 4-22. Summary section

® Summary
Receivable ID: 100000014694784 Receivable Description: Admin Fee - Amendment
Valuation, CalPERS
Receivable Issue Date: 01/26/2016 Receivable Amount: $300.00

Payment Due Date: 02/25/2016

Make a Paymeni

Figure 4-23. Payment Setup page

Payment Amount
IC- Payment Amount Due: £300.00 |
Sum of Pending Payments: $0.00

) Other Amount:

Payment Authorization Date

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

Payment Authorization Date: 01/27/2016 ]

@ Payment Method

Payment Method: |EFT - Debit v

O] Payment Account

Select your payment account from the list below. To enter a new payment account, select the new payment account
option and follow the instructions.

Payment Account: General Fund v I -

O New Payment Account

Continued on next page
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Scenario 2: Initiate a Retirement Contract Amendment with an

Approved Valuation, cContinued

Step Action Result
24 | Check the checkboxes in both the CalPERS See Figure 4-24. | have read and

Terms and Conditions for Electronic Payments | | understand CalPERS On-line

and Automatic Payment and e-Signature Terms & Conditions and | have

sections, then select the Save & Continue read and agree to the Electronic

button. Signature Agreement above
checkboxes
Payment Request Acceptance
page displays.
See Figure 4-25. Payment
Request Acceptance, Payment
Setup Total, and Payment
Summary sections

Important! Once you have successfully submitted your valuation online and pay the

© 2016 California Public Employees’ Retirement System (CalPERS)

$300 fee CalPERS will notify you about your cost disclosure report. At that
time, you can review the valuation report through my|CalPERS. Your agency
then can decide if they still want to initiate an amendment to include the
provision by completing the attached Contract Amendment Request form or
amend the retirement contract through my|CalPERS.

Continue this scenario to amend a retirement contract through my|CalPERS.
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Scenario 2: Initiate a Retirement Contract Amendment with an
Approved Valuation, cContinued

Figure 4-24. | have read and | understand CalPERS On-line Terms & Conditions and | have
read and agree to the Electronic Signature Agreement above checkboxes

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

||:| *I have read and I understand CalPERS On-line Terms & Conditions I

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

||:| * 1 have read and agree to the Electronic Signature Agreement above. |

Figure 4-25. Payment Request Acceptance, Payment Setup Total, and Payment Summary
sections

@ Payment Request Acceptance

Your request for payment has been accepted.

* Please print this page for your records.

* If you need to contact us with questions regarding this payment, please have your Payment Confirmation Number
for faster access.

* Your payment will be reflected in your CalPERS account once the payment has been received by CalPERS.

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

® Payment Setup Total
Total Payment Amount: $300.00

@ Payment Summary

S - Payme[\t . Receivable Receivable Payment HERIEE
Confirmation Authorization D Description Method Account
Number Date p Nickname
Admin Fee - Amendment EFT - General
1000651829 01/27/2016 100000014694784 Valuation, CalPERS Debit Fund $300.00

Continued on next page
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Scenario 2: Initiate a Retirement Contract Amendment with an
Approved Valuation, cContinued

Step-by-step

Follow the steps below to amend a retirement contract through my|CalPERS.

Step | Action Result
Review the valuation report

25 | Select the Retirement Contract local navigation Retirement Contract Summary

link. page displays.

If the Retirement Contract local navigation link is

not available, select the Profile global navigation

tab.

26 | Scroll down. See Figure 4-26. Available

Actions section

Within the Available Actions section, select the

Request Amendment to Contract radio button, Initiate Amendment page

then select the Submit button. displays.

27 | Within the Initiate Amendment section, select the | See Figure 4-27. Initiate
Amend From a previously submitted valuation | Amendment section
request radio button, then select the Continue
button. Select Valuation page displays.

28 | Within the Select Valuation Request section, See Figure 4-28. Select
select the Valuation Request link for the valuation | Valuation Request section
you want to review.

Valuation Request Details page
displays.

29 | Within the Valuation Request Details section, See Figure 4-29. Valuation
select the View Cost Disclosure Valuation Report | Request Details section
link to review the valuation report.

A PDF window will open with
the report.

30 Return back to the my|CalPERS window after See Figure 4-29. Valuation
reading the full Cost Disclosure Valuation Report. | Request Details section
Within the Valuation Request Details, select thel | Select Valuation page displays.
have read the full Cost Disclosure Valuation
Report check box, then select the Save button.
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Scenario 2: Initiate a Retirement Contract Amendment with an
Approved Valuation, cContinued

Figure 4-26. Available Action section

@® Available Actions

Select an Available Action: (O Submit Valuation Request
() System Transfer Out

| © Request Amendment to Contract |
() Terminate Contract

Figure 4-27. Initiate Amendment section

@ Initiate Amendment

Please select an amendment process listed below.

Choose One:*| O Amend from a previously submitted valuation request.

() Initiate Contract Amendment (no valuation required)

Figure 4-28. Select Valuation Request section

@ select Valuation Request

Before you may select a valuation you must view the Cost Disclosure Valuation Report by clicking on the Valuation
Request ID Link. Once you have reviewed the Cost Disclosure Valuation Reports and indicated that you have read the
reports, please select a valuation to continue the amendment process.

Cost Disclosure

Valuation Member Valuation valuation Report Requested
Request Category Valid Until Reviewed? By
(] 50107 Miscellaneous No Employer
O 35106 Safety - Police Yes Employer
] 35107 Safety - Fire Yes Employer
1 67109 Miscellaneous No Employer

Figure 4-29. Valuation Request Details section

@® valuation Request Details

Before you may select a valuation you must view the Cost Disclosure Valuation Report for the valuation by clicking on
link below. Once you have reviewed the Cost Disclosure Valuation Report and indicated that you have read the report.
You can continue to the Select Valuation Page to make your valuation selection.

Valuation Request 50107 Valuation Valid Until:

1D:

Member Category: Miscellansous

View Cost Disclosure Valuation Report
0 * I have read the full Cost Disclosure Valuation Report

Amendment Action Member Categol Change Gov Code Section Details

Continued on next page
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Scenario 2: Initiate a Retirement Contract Amendment with an
Approved Valuation, cContinued

section, complete the following fields provided by
your agency:

e The date your agency needs the Resolution
of Intention from the Public Agency Contract
Services office to include in agenda for your
governing body:

Step | Action | Result
Request a contract amendment through my|CalPERS

31 Within the Select Valuation Request section, See Figure 4-30. Select
select the check box of the valuation request that | Valuation Request section
has been reviewed and approved to amend, then
select the Select button. Amendment Summary page

displays.

32 | Within the Anticipated Schedule for Agency See Figure 4-31. Anticipated
Actions section, select the Add Anticipated Schedule of Agency Actions
Schedule of Agency Actions link at the top right to | section
complete this section.

Schedule of Agency Actions
page displays.

33 | Within the Anticipated Schedule of Agency Action | See Figure 4-32. Anticipated

Schedule of Agency Action link
opens

Amendment Summary page
displays.

o Adoption of Resolution of Intention:
o Employee Election:
o Date of Final Ordinance Adoption:
o Effective Date of Ordinance:

¢ Urgency Ordinance:

Depending on the amendment, if it is
required, enter the date a day after
the Adoption of the Resolution of
Intention date

o Effective Date of CalPERS Amendment to
Contract:

Then select the Save & Continue button.
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Scenario 2: Initiate a Retirement Contract Amendment with an
Approved Valuation, cContinued

Figure 4-30. Select Valuation Request section

@ Select Valuation Request

Before you may select a valuation you must view the Cost Disclosure Valuation Report by clicking on the Valuation
Request ID Link. Once you have reviewed the Cost Disclosure Valuation Reports and indicated that you have read the
reports, please select a valuation to continue the amendment process.

Cost Disclosure

Valuation Member Valuation Valuation Report Requested
Request Category valid Until e —— By
] 50107 Miscellaneous Mo Employer
[l 35106 Safety - Police Yes Employer I
O 35107 Safety - Fire Yes Employer
[l 67109 Miscellaneous Mo Employer

Figure 4-31. Anticipated Schedule of Agency Actions section

0 A pated el e of Age A 0
Add Anticipated Schedule of Agency Actions

Agency Need by Date Final
for Resolution of Ordinance/Resolution
intention: Adoption:
Adoption of Effective Date of
Resolution of Ordinance/Resolution:

Intention:
Employee Election: Effective Date of
Amendment:

Figure 4-32. Anticipated Schedule of Agency Action link opens

@ Anticipated Schedule of Agency Action

To initiate the contracting process with CalPERS, please enter the below anticipated dates.

Anticipated Schedule of Agency Actions
The date your agency needs the Resolution of Intention from the Public Agency l:l—
Contract Services office to include in agenda for your governing body: *
Adoption of Resolution of Intention: * =

Employee Election: * m|

Date of Final Ordinance Adoption: * =

Effective Date of Ordinance: * F
[] Urgency
Ordinance
Effective Date of CalPERS Amendment to Contract: # l:l—

CalPERS will prepare all documents necessary to complete your contract upon the submission of your final benefit
scenarios. If your agency attempts to expedite the contract process by proceeding without the documents provided by
CalPERS, legal review may be required which could delay the anticipated effective date of the contract.

Continued on next page
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Scenario 2: Initiate a Retirement Contract Amendment with an
Approved Valuation, cContinued

Step Action Result
34 | Scroll down. See Figure 4-33. Available
Actions section

Within the Available Actions section, select the
Request Amendment to Contract radio button, See Figure 4-34. Retirement
then select the Submit button. Contract Summary page
displays with a green message
box stating, “Thank you for
your request to amend the
contract. A CalPERS contract
analyst will compile and send
you the documents needed to
proceed with the next steps in
the amendment.”

You have completed this scenario.

Important! After submitting a request to amend the contract, see Unit 4, Scenario 3:
Complete the Amendment Process.

Continued on next page
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Scenario 2: Initiate a Retirement Contract Amendment with an
Approved Valuation, cContinued

Figure 4-33. Available Actions section

® Available Actions

select an Available Action:* ) Reguest Amendment to Contract
() Cancel Amendment

Submit

Figure 4-34. Retirement Contract Summary page displays with a green message box stating,
“Thank you for your request to amend the contract. A CalPERS contract analyst will
compile and send you the documents needed to proceed with the next steps in the
amendment.”

Thank you for your request to amend the contract. A CalPERS contract analyst will compile and send you the
documents needed to proceed with the next steps in the amendment.

@ Retirement Contract Information

Contract Number: 30366 Contract Status: Active
Contract Effective Date: 09/01/1970 View Benefit Information
@ Contract Event Summary View More Actions & Records»
Contract Event Status Member Category Submission Date Effective Date ;;:f::ment
Amendment Amendment In Progress  Safety - Police 09/23/2015 09/23/2015
Safety - Fire
Amendment Approved Safety - Fire 08/26/2014 12/20/2014 Completed
Amendment Cancelled Miscellaneous 09/23/2015 08/23/2015
Amendment Approved Miscellaneous 08/08/2012 Q6/08/2012 Completed
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Scenario 3:

Introduction

Complete the Amendment Process

Once an employer requests to amend their contract through my|CalPERS,
there will be three processing phases that follow: receiving initial contract
amendment documents, receiving final contract amendment documents, and
receiving approval through my|CalPERS.

Phase

Employer’s Actions

Depending on the employer’'s communication information on their agency’s
profile page, CalPERS will notify the employer to check their my|CalPERS
account.

Depending on the agency type and amendment, determines what
documents the employer will receive.

The employer will use my|CalPERS to download and complete the required
documents, upload the documents, and then submit them through
my|CalPERS.

Step-by-step

Follow the steps below to complete the amendment process through
my|CalPERS.

Step | Action | Result
Download the documents

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

2 Select the Retirement Contract local navigation link. Retirement Contract

Summary page displays.

3 Within the Contract Event Summary section, select See Figure 4-35. Contract
the appropriate contract event Amendment link. Event Summary section
Select the View More Actions & Records >> link if Amendment Summary page
needed. displays.

4 Within the Documents section, select the Download See Figure 4-36.
link for each document type. Documents section
Open, save and print each document type. Then A PDF document will
complete each document type before scanning the populate on to your page.
document and saving it to your desktop. my|CalPERS is still open in

the background.

Continued on next page
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Scenario 3: Complete the Amendment Process, Continued

Figure 4-35. Contract Event Summary section

o D [I'd D 0 [
[l
D e atego i D e Date
Amgnd ment Amendment In Progress Safety - Police 09/23/2015 09/23/2015
Safety - Fire
Amendment Approved Safety - Fire 08/26/2014 12/20/2014 Completed
Amendment Cancelled Miscellaneous 09/23/2015 09/23/2015
Amendment Approved Miscellaneous 08/08/2012 06,/08/2012 Completed

Figure 4-36. Documents section

© 2016 California Public Employees’ Retirement System (CalPERS)
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Scenario 3: Complete the Amendment Process, Continued

Step | Action | Result
Upload the documents
5 From the My Home page, select the Profile Business Partner Summary page
global navigation tab. displays.
6 Select the Retirement Contract local navigation Retirement Contract Summary
link. page displays.
7 Within the Contract Event Summary section, Amendment Summary page
select the appropriate contract event displays.
Amendment link.
Select the View More Actions & Records >> link
if needed.
8 Within the Documents section, select the first See Figure 4-37. Documents
Provide Document link. section
Submit Documentation page
displays.
9 Within the Submit Documentation section, select | See Figure 4-38. Submit
the Browse... button. Documentation section
Choose File to Upload windows
opens.
10 | Select the appropriate completed document for Remain on the Submit
the document type and select the Open button. Documentation page.
11 Select the Submit button. Amendment Summary page
displays.
12 | Are there any more Provide Document links
within the Documents section?
If ... Then ...
yes repeat steps 8 — 12
no continue to step 13
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Scenario 3: Complete the Amendment Process, Continued

Figure 4-37. Documents section

Figure 4-38. Submit Documentation section

® Submit Documentation

For faster processing of the required documentation, you can upload documents directly to CalPERS. If a cover sheet is
generated when you submit, please print the cover sheet and submit it along with the document you are sending to
CalPERS.
Document Category: Retirement Contract
Document Type: Memorandum of Understanding (MOU)

Submission Method:* |Upload v

Path:* Browse. .

Continued on next page
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Scenario 3: Complete the Amendment Process, Continued

Step | Action | Result
Submit the documents
13 | Within the Available Actions section, select the See Figure 4-39. Available

Submit Initial Contract Amendment Actions section
Documents radio button, then select the Submit
button. See Figure 4-40. Retirement

Contract Summary page displays
with a green message box
stating, “Thank you for your
Initial Amendment Contract
Documents submission.”

Phase CalPERS Actions
You have Once all the documents are completed, uploaded and submitted through
completed my|CalPERS, CalPERS will review the documents.

phase 1

If the review is successful, they will overnight a packet which will include the
following:

o A pre-paid envelope

o Additional required documents (depending on the optional benefits)
e Two copies of the blue Amendment To Contract

¢ An instructional coversheet to explain what to mail and/or upload

Continued on next page
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Scenario 3: Complete the Amendment Process, Continued

Figure 4-39. Available Actions section

@ Available Actions

Select an Available Action:#* () Submit Initial Contract Amendment Documents
) Submit Final Contract Amendment Documents

() Cancel Amendment

Figure 4-40. Retirement Contract Summary page displays with a green message box stating,
“Thank you for your Initial Amendment Contract Documents submission.”

Thank you for your Initial Amendment Contract Documents submission.

Continued on next page
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Scenario 3: Complete the Amendment Process, Continued

Phase

Employer’s Actions

2

Review the coversheet provided in the overnight packet.

Complete the two copies of the blue “Amendment To Contract” documents
and mail it back to CalPERS with the provided pre-paid envelope. The original

copies are required.

For all other forms, submit them through my|CalPERS.

Step-by-step

After mailing the two copies of the blue “Amendment To Contract”

documents to CalPERS, follow the steps below to complete the amendment

process through my|CalPERS.

Step | Action Result
Download the documents

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

2 Select the Retirement Contract local navigation link. Retirement Contract

Summary page displays.

3 Within the Contract Event Summary section, select See Figure 4-41. Contract
the appropriate contract event Amendment link. Event Summary section
Select the View More Actions & Records >> link if Amendment Summary page
needed. displays.

4 Within the Documents section, select the Download See Figure 4-42.
link for each document type that has a submission Documents section
method of Provide Document.

A PDF document will
Open, save and print each document type. Then populate on to your page.
complete each document type before scanning the my|CalPERS is still open in
document and saving it to your desktop. the background.
Upload the documents

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

6 Select the Retirement Contract local navigation link. Retirement Contract

Summary page displays.

7 Within the Contract Event Summary section, select Amendment Summary page
the appropriate contract event Amendment link. displays.
Select the View More Actions & Records >> link if
needed.
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Scenario 3: Complete the Amendment Process, Continued

Figure 4-41. Contract Event Summary section

@ Contract Event Summary View More Actions & Records»
Contract Event Status Member Category Submission Date Effective Date ;tl:_:;a::ment
Amendment Amendment In Progress Safety - Police 09/23/2015 09/23/2015

Safety - Fire
Amendment Approved Safety - Fire 08/26/2014 12/20/2014 Completed
Amendment Cancelled Miscellansous 09/23/2015 09/23/2015
Amendment Approved Miscellaneous 08/08/2012 06/08/2012 Completed

Figure 4-42. Documents section

Continued on next page
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Scenario 3: Complete the Amendment Process, Continued

Step Action Result
8 Within the Documents section, select the first Submit Documentation page
Provide Document link. displays.
9 Within the Submit Documentation section, select | See Figure 4-43. Submit
the Browse... button. Documentation section
Choose File to Upload windows
opens.
10 Select the appropriate completed document for Remain on the Submit
the document type and select the Open button. Documentation page.
11 Select the Submit button. Amendment Summary page
displays.
12 | Are there any more Provide Document links
within the Documents section?
If ... Then ...
yes repeat steps 8 — 12
no continue to step 13
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Scenario 3: Complete the Amendment Process, Continued

Figure 4-43. Submit Documentation section

® Submit Documentation

For faster processing of the required documentation, you can upload documents directly to CalPERS. If a cover sheet is

generated when you submit, please print the cover sheet and submit it along with the document you are sending to
CalPERS.

Document Category: Retirement Contract
Document Type: Memorandum of Understanding (MOU)

Submission Method:* |Upload v

Path:* Browse. .

Continued on next page
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Scenario 3: Complete the Amendment Process, Continued

Step | Action | Result
Submit the documents
13 | Within the Available Actions section, select the See Figure 4-44. Available

Submit Final Contract Amendment Actions section
Documents radio button, then select the Submit
button. See Figure 4-45. Retirement

Contract Summary page displays
with a green message box
stating, “Thank you for your
Final Amendment Contract
Documents submission.”

Phase CalPERS Actions
You have Once all the documents are completed, uploaded and submitted through
completed my|CalPERS, and CalPERS has received the original hard copies of the
phase 2. two blue “Amendment To Contract” documents, CalPERS will review the

documents. If the review is successful, they will approve the amendment
through my|CalPERS and send both “Amendment To Contract” documents
to the appropriate authorized signature.

Continued on next page
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Scenario 3: Complete the Amendment Process, Continued

Figure 4-44. Available Actions section

@® Available Actions

Select an Available Action:# () _Submit Initial Contract Amendment Documents
() Submit Final Contract Amendment Documents |
() Cancel Amendment

Figure 4-45. Retirement Contract Summary page displays with a green message box stating,
“Thank you for your Final Amendment Contract Documents submission.”

Thank you for your Initial Amendment Contract Documents submission.

Continued on next page
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Scenario 3: Complete the Amendment Process, Continued

Phase Employer’s Actions
3 An employer may check my|CalPERS to verify their amendment status, to
determine if it is still Amendment In progress or Approved.

Step | Action | Result
Check “Approved” status
1 From the My Home page, select the Profile global Business Partner Summary
navigation tab. page displays.

2 Select the Retirement Contract local navigation link. Retirement Contract
Summary page displays.

3 Within the Contract Event Summary section, select See Figure 4-46. Contract
the appropriate contract event Amendment link. Event Summary section

Select the View More Actions & Records >> if you
don’t see the amendment.
You have completed this scenario.

Phase CalPERS Actions
You have Once the authorized signature has been applied to both of the
completed “Amendment To Contract” documents, CalPERS will keep one copy, and
phase 3. mail the other to the agency to keep.
Continued on next page
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Scenario 3: Complete the Amendment Process, Continued

Figure 4-46. Contract Event Summary section
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Unit 5: Reports

Overview

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

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

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

Contents This unit contains the following scenario:
Topic See Page
Scenario: Generate a Contract Detail Report 88
Cognos Reports Online Resources 96
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Scenario: Generate a Contract Detail Report

Introduction

Step-by-step

The Contract Detail Report provides employers with a list of contract

provisions, exclusions, and resolution details.

Scenario: You are tasked with presenting a summary of your agency’s
retirement contract provisions to your senior management.

You will use the Cognos application in my|CalPERS to run the Contract

Detail Report in order to gather your information about your agency’s

retirement contract.

my|CalPERS.

Follow the steps below to run a Contract Detail Report via Cognos in

Step |

Action

Result

Open Cognos Application

1

From the My Home page select the Common
Tasks left side navigation link.

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

Select the Reports left side navigation link.

See Figure 5-1. Reports under
Common Tasks on lefts-side
navigation menu

New window opens featuring
Cognos application.

Select the My home button from the Cognos
window.

See Figure 5-2. My home button
on Cognos window

IBM Cognos Connection displays
in separate Cognos window
featuring report folders.
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Scenario: Generate a Contract Detail Report, continued

Figure 5-1. Reports under Common Tasks on left hand navigation menu

®

Common Tasks

Reports

Document History

Inguiry List

Submit Ingui

Figure 5-2. My home button on Cognos window

Continued on next page
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Scenario: Generate a Contract Detail Report, continued

Step-by-step, continued

Step | Action | Result
Navigate through Cognos Window
4 Select the PSR REPORTS ENV98 link located See Figure 5-3. Public folders

next to the (yellow) folder 7. in Cognos

Folder opens displaying reports
contained inside.

5 | Navigate through the reports using the * ¥ See Figure 5-4. Reports in
directional arrows, enter a keyword from the name Cognos window

of report in the search field

, or increase the
entry amount per page. Then select the search
icon.

Reports are listed alphabetically.

Continued on next page
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Scenario: Generate a Contract Detail Report, continued

Figure 5-3. Public folders in Cognos

Figure 5-4. Reports in Cognos window

IBM Cognos Connection

Annimai LogQOn ¥ 4] — B~ ﬁ“' T T

Iij'? | Public Folders My Folders

Public Folders = PSR_REPORTS_ENV98

T EEE XIEN

B Arrears Receivable Notice Report

P Business Partner Health Contract Report
b Business Partner Info Report
 Business Partner Retirement Contract Report

F  CalPERS Health Subscriber Out of Service Population - Employer
b Chancellors Office Parent Child Recertification Report for C5U

p Collection Contributions and Payment Repart

b Collection Interest Calculation Repart

b Collective Contributions Error and Exception Report by Code Value

b Collective Outstanding Payroll Error Report
b Collective Outstanding Payroll Exception Repart

P Contract Detail Report
F  Contribution Detail Repart
b Contribution Summary Report

15 e R

April 12, 2014 11:38:36 PM
April 12, 2014 11:28:32FPM
April 12, 2014 11:28:33PM
April 12, 2014 11:28:37 PM
April 12, 2014 11:38:37FPM
April 12, 2014 11:38:35FPM
April 12, 2014 11:28:37 PM
April 12, 2014 11:28:38 PM
April 12, 2014 11:28:35PM
April 12, 2014 11:28:30 PM
April 12, 2014 11:28:29 PM
April 12, 2014 11:28:30 PM
April 12, 2014 11:28:32FPM

April 12, 2014 11:28:37 FPM

Entries: - 15 &) M
| | name ¢ | Modified £ | Actions
1  SsavedReports March 3, 2014 11:01:22 FM Maore. ..

b B3 More...
b E3 More...
b E3 More..
b B3 More...
} More...
b 3 More...
b E3 More...
b E3More..
b E3 More...
} More...
b 3 More...
b E3 More...
b E3 More...
b EE More...
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Scenario: Generate a Contract Detail Report, continued

Step-by-step, continued

Step | Action

Result

View and Save Report

6 Select link for the Contract Detail Report.

Cognos window refreshes with
prompts for running report.

7 Select the appropriate CalPERS ID in the BP
CalPERS ID field, then select the Finish button.

Figure 5-5. Business Partner
Retirement Contract Report in
Cognos

Business Partner Retirement
Contract Report details displays
in open Cognos window.

8 Use the scroll bars to view all rows and columns of
report if desired.

There may be more than one page.

Figure 5-6. Business Partner
Retirement Contract Report
details

9 Do you want to save a copy of this report?

If... | Then...

yes | continue to step 10

no you have completed this scenario
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Scenario: Generate a Contract Detail Report, continued

Figure 5-5. Contract Detail Report in Cognos

Figure 5-6. Contract Detail Report details

Continued on next page
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Scenario: Generate a Contract Detail Report, continued

Step-by-step, continued

Step

Action

Result

10

Select the View in HTML drop-down arrow to
display saving selections.

When selecting the View in Excel Options,
different versions and options are available:

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

For a clean excel sheet with just the raw data, use
the View in CSV Format. Select Open and Yes
when prompted.

Figure 5-7. View in HTML drop-
down arrow

The View in HTML drop-down
arrow expands to display the
following:

View in HTML Format
View in PDF Format
fal View in XML Format

| “f View in Excel Options »

You have completed this scenario.
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Scenario: Generate a Contract Detail Report, continued

Figure 5-7. View in HTML drop-down arrow
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Cognos Reports Online Resources

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

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

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

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

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

See Figure 5-8. my|CalPERS Technical Requirements page

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

my|CalPERS Cognos Reports Browser Requirements

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

See Figure 5-9. my|CalPERS Employer Reports (Cognos) page

Continued on next page
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Cognos Reports Online Resources, Continued

Figure 5-8. my|CalPERS Technical Requirements page

~ >

Figure 5-9. my|CalPERS Employer Reports (Cognos) page

97

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



This page intentionally left blank.

98

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



Overview

Introduction

Contents

Appendix: Retirement Contract

There are several ways to contact CalPERS to get assistance in using

my|CalPERS. These are:

¢ Help link in my|CalPERS

e Submit Inquiry feature in my|CalPERS

e Email CalPERS Employer Communications@calpers.ca.gov

e Phone 888 CalPERS (or 888-225-7377)

Other resources include:

e The Employers pages on the CalPERS website
o CalPERS Employer Bulletin and Circular Letter subscription
e Forms & Publications page on the CalPERS website

This section contains the following topics:

Topic See Page
my|CalPERS and Windows Tips 100
Global Navigation Tabs 101
Common Tasks Tools 102
Online Help Tool 103
Navigating my|CalPERS 104
my|CalPERS Submit Inquiry 109
CalPERS Resources 111
Contract Resources 113
Defect Enhancement Instructions 114
CalPERS Contacts 115
99
R6.2 10142016

© 2016 California Public Employees’ Retirement System (CalPERS)



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

my|CalPERS and Windows Tips

Introduction

Windows Font
Size

Open a New
Tab in
Windows

Open Multiple
Windows

Quick
Keyboard
Entry

Refresh
my|CalPERS

Go Back

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

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

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

Open multiple my|CalPERS windows to multi-task. Right click on any tab or
link select “Open in new window.”

To evenly split the multiple windows, use the “Windows” key (between Ctrl
& Alt keys) and select the “left or right” arrow key. Or, grab the top of the
window with your cursor and drag the window to the side of the screen. Let
go when window shaded area is in the desired position.

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

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

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

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

e The 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.

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

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

Also, refresh between queries.

Avoid using the Internet “back” arrow or Backspace key, unless you're using
Cognos (reports). Use the navigation tabs and links to return to the previous

page.

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

Introduction

Home

Profile

Reporting

Person
Information

Education

Other
Organizations

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

, Home TT 'Reporting T Person Information TT Other Organizations |

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

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

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

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

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

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

Verify membership status.

Query and maintain employee and retiree profile pages.

Sign up for employer instructor-led or online classes.

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

Introduction

Reports

Document
History

Inquiry List

Submit
Inquiry

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.

Common Tasks ()

Reports
Document History

Inquiry List

Submit Ingui

Run reports via the Cognos application.

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

View your communication and inquiry/response history with CalPERS

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

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

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

Continued on next page
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Online Help Tool

Introduction

Table of
Contents

Search

Glossary

Back and
Forward

© 2016 California Public Employees’ Retirement System (CalPERS)

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

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

my|CalPERS

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

.Talkdmtems @, Search Glossary Back Forward

7 Accessible Table of Contents

7 my|Calpers Online Help Overvie ™
7 Glossary

& How To

& Apply For Benefits

& Employer Billing

& Employer Reporting

(& Generate and Distribute Docum
(& Health Reconciliation

(> Manage Agreements

> Manage Benefits

& Manage Case Workflow Inguirie
@ Manage Finandial Activities

& Manage Health Contract

& Manage Health Enroliment

& Manage Retirement Contract
(2 Manage Retirement Enrollment

My Home Page
Purpose

This is your home page which you see when you first enter my|CalPERS

This page displays an overview of open and closed cases along with personal
CalPERS messages that pertain to your organization or contacts within your
organization. You can also obtain information on health plans available in your
area, and select your own Quick Links for commonly used sites you visit
frequently. In addition you can view up to date information on various CalPERS
related issues, events, investments, and more.

& Manage Your Participant Recorc Items on the Page TLkTG
1 Manage Your Profile oo

7 Access Details Page » Welcome

_’i‘ Acot_:unt Access Not Allowed « Important Messages

|7 Business Partner Category S My C

|7 Business Partner Contact Dei + by Lases

7] Business Partner Contact Lis! » CalPERS News

|7 Business Partner Informatior « CalPERS Market Value

|7’ Business Partner Relationshi H L Rat

|7 Business Partner Relationshiy + Home Loan Rales

7 Business Partner Summary P » Quick Links

|7 Confirm Address Page « Messages from CalPERS

|7 Contact Us Page
|7 Log in to my|CalPERS Page , | This Online Help page describes all items and functions that may be performed v

(-7. o @i = e N on the corresponding mvICalPERS page. Denending on vour securitv rolefs).

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

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

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

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

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

¢ Global navigation tabs

e Local navigation links

o Left-side navigation links
e Help links

Global navigation tabs

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

l'hy‘ualr [ RTe]

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

Requests

Header links

Common Tasks  ® Local navigation links Access the Forms and

Welcome Publications page

Person Search Employer News

Contact Personal
Security Settin

orization Vendors, Health Plan Business Partners, and Dental merms and
Left Slde Publications Center »

. . - UICK LINKS
naV|gat|on rtant Dates for Direct Authorization Vendors (PDF) Q i .
orization Vendor User Guide (PDF, 4.43 MB) CalPERS Quick Picks

Ilnks S Enhancements Presentation (PPT, 3.65 MB) CalPERS On-Line [
L Edit Quick Links >>
* Visit my|CalPERS Emplover Reports (Cognos) to view the updated list of available - B
reports.
* View my|CalPERS Cognos Reports Browser Requirements (PDF) to ensure your
browser is properly configured.
* View my|CalPERS Course 205: So You Want to Run a Cognos Report? (PDF) for
Check My Messages instructions on how to generate reports.
. ’ 2
for important updates @My Messages Don’t Miss
. . Date Message Outl
and Upcommg tralnlng CalPERS Benefit Education Events - Rehnert Park (Jan 29-30) A .
I’t t 01/11/2016 CalPERS is hosting the CalPERS Benefits Education Events to help your ccess “allmng via
Oppo uniues employees make informed decisions about their retirement. Get the word the Education tab
out by posting the attached flier at your workplace. View Document
2016 Employer Education Classes (Jan 12-14, Jan 26-28)

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

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

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

01/07/2016

under the Affordable Care Act. The extension applies to applicable larger

employers and providers of minimum essential coverage. View Document View More Actions
Box] : ©my Cases - ; expands section to
S ase Title H
O area IS . 207 = = MNon-PERS Health Contract Closed ShOW more Items
Ca”ed a SeCtlon 7 2083391 Amend Retirement Contract Open
2078300 Amend Retirement Contract Closed

fl_ Health
Employer News Plan

at the top. Search by
ZIP Code

CalPERS News
at the bottom.

Continued on next page
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Navigating my|CalPERS, continued

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

Navigation Common Tasks items do not change.

Links, and

Left-Side

Links

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

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

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

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

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

Education: Sign up for employer instructor-led or online classes.
Other Organizations: View other employer contact information e.g.,

addresses, email, name and phone numbers, if the employer opted to make
it public to other employers.

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

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

Continued on next page
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Navigating my|CalPERS, continued

Local e From the Profile global navigation tab:

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

Links, cancelled, etc.

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

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

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

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

o From the Reporting global navigation tab:

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

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

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

o Health Reconciliation: This is only used by health carriers

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

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

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

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

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

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

Document History

Continued on next page
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Navigating my|CalPERS, continued

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

Links,

continued e From the Home global navigation tab:

o Person Search: Query
employee/retiree information

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

o From the Profile global navigation tab:

o Contacts: Lists current and former my|CalPERS contacts

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

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

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

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

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

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

o Group Summary: View the medical groups

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

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

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

Continued on next page
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Navigating my|CalPERS, continued

Left-Side
Navigation
Links,
continued

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

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

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

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

Inquiry
Step | Action | Result
Submit Inquiry

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

2 Select the Submit Inquiry link from the left- See Figure A-1. Submit Inquiry
side navigation menu. left-side navigation link

3 Select or enter: See Figure A-2. Contact
e Category (Required field) Information section

o Associated Case (Select the case number
from the dropdown list if there is one)

e Program (Selecting one is encouraged)

e Preferred Method of Response

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

contact phone number is populated) you will receive a system-
o Email (Ensure your email is populated) generated email.
4 Type inquiry in Inquiry field. See Figure A-2. Inquiry section
5 Select the Submit button. Self-Serve Inquiry page displays.
Figure A-1. Common Figure A-2. Contact Information and Inquiry sections
Tasks menu and Submit
Inquiry left-side link
By providing the required personal data with your inguiry, you are helping our agents expedite your response. The
following fields hawve been populated with the contact information you hawve on file. Changes made for this inquiry will not
?:rd:;:;stpaam\:neflormat\un we have on file for you. You can also visit our Contact Us page to find out other ways to reach us
Category:* [~]
Assodiated Case: [=]
Program: [=]
Preferred Method =]
of Response:
Address:
Country: United States [=]
City:
State: [~]
ZIP Code:
work/Day‘tinje thje -Numbel:
(B Seotam et I reporting dependent
demographic changes, state
Please submit your inguiry. WhiCh type Of documented
Inquiry=* .
You may enter I& pl’OOf yOU have eg, drlver
license, birth certificate,

confidential

information in the Social Security card. etc.

Inquiry textbox

Continued on next page
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my|CalPERS Submit Inquiry, Continued

Step | Action

| Result

View Response

6 To view the details of your inquiry after
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 You may sort by column headers

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

Information Obtain information for Employers on the CalPERS website at
for Employers www.calpers.ca.gov, then select the Employers tab:

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

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

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

Circular

Letters

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

Pathway: CalPERS website > Employers > Resources: Circular Letters
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Contract Resources

Contract
Resources on
the CalPERS
Website

The following links are valuable references to assist you in completing your
online transactions in my|CalPERS:

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

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

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

Agency Changes
Pathway: CalPERS website > Employers > Contracts > Agency Changes

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

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

Contract Amendment Procedures
Pathway: CalPERS website > Employers > Contracts > Contract
Amendments
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Defect/Enhancement Instructions

Email If you encounter any defect in my|CalPERS, please submit defect information
Instructions by including a brief description of the issue in the Subject line of your email.
Some examples would be: “Slow Page Load of UID #” or “Health Plan
Enroliment Error Message.” Include all the sections listed below, then email
the Defect Report to:
CalPERS Employer Communications@CalPERS.CA.GOV. A my|CalPERS
employer educator will contact you after your Defect Report email has been

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

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

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

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

the following two pieces of information:

» What was the defect/issue (include error

message # and language if applicable)

» What should have happened
11. Steps Provide step-by-step detail on how to get to where
the defect/issue occurred within the system; include
data being used (drop-down selections, fields
entered, links selected, etc.).
12. Screen Shot(s) | Include two screen shots of the UID page, one with
the defect/issue and one of the UID page prior to
that.
13. Comments Add any additional information relevant to this issue
not included above.
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CalPERS Contacts

Contact
CalPERS via
Email

Contact
CalPERS by
Phone or Fax

Submit a
Question,
Comment, &
Complaint

Membership
and
Enroliment

Email Contact

© 2016 California Public Employees’ Retirement System (CalPERS)

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

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

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

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

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

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

General Questions, Comments, or Complaints can be submitted to CalPERS
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. For step actions on
how to submit an inquiry through my|CalPERS, please see my|CalPERS
Submit Inquiry in the appendix.

If you have questions regarding membership eligibility and/or enrolling an
employee, please contact CalPERS at the following email address:
Membership Reporting@calpers.ca.gov
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	Information: You need to make organizational decisions regarding retirement benefits that your agency offers its employees. You must decide whether to increase or decrease retirement benefits for future and/or current employees. 
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	Within the Retirement Contract Summary page, in the Retirement Contract Information section, select the View Benefit Information link. 
	Within the Retirement Contract Summary page, in the Retirement Contract Information section, select the View Benefit Information link. 
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	This concludes the benefit summary information review. Next we are going to review the Rate Summary section and the employer’s rates for your agency’s member categories. 
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	 Select the Retirement Contract local navigation link. 
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	Within the Rate Summary section, select the View More Actions >> link. 
	Within the Rate Summary section, select the View More Actions >> link. 
	 

	Rate Summary section expands to show all employer and employee rates for all member categories. 
	Rate Summary section expands to show all employer and employee rates for all member categories. 
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	To view the rate history and the total employer rate, within the Rate Summary section, select the appropriate Effective Employer Rate link. 
	To view the rate history and the total employer rate, within the Rate Summary section, select the appropriate Effective Employer Rate link. 

	Employer Rate List page displays. 
	Employer Rate List page displays. 
	 

	Span

	19 
	19 
	19 

	Within the Rate History section, review the following: 
	Within the Rate History section, review the following: 
	 
	 Rate Effective Date 
	 Rate Effective Date 
	 Rate Effective Date 

	 Rate Type 
	 Rate Type 

	 Total Employer Rate 
	 Total Employer Rate 

	 Effective Employer Rate 
	 Effective Employer Rate 

	 Valuation Report  
	 Valuation Report  

	 Rate Replaced 
	 Rate Replaced 



	See Figure 1-14. Rate History section 
	See Figure 1-14. Rate History section 

	Span

	20 
	20 
	20 

	To view Rate Details, within the Rate History section, select the appropriate Total Employer Rate link. 
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	Employers may submit a resolution to add the following to their retirement contract: 
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	Employer Paid Member Contributions (EPMC) GC 20691 allows CalPERS contracting public agencies to pay a portion of the normal contributions required to be paid by their classic members. 
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	Step-by-step 
	Step-by-step 
	Step-by-step 
	Step-by-step 

	Follow the steps below to request an Employer Paid Member Contributions (EPMC) resolution in my|CalPERS. 
	Follow the steps below to request an Employer Paid Member Contributions (EPMC) resolution in my|CalPERS. 
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	Navigate to the Resolution for Employer Paid Member Contributions Document 
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	From the CalPERS website, navigate to and select the 
	From the CalPERS website, navigate to and select the 
	From the CalPERS website, navigate to and select the 
	Resolution for Employer Paid Member Contributions
	Resolution for Employer Paid Member Contributions

	 document. 

	 
	Pathway: CalPERS website > 
	Pathway: CalPERS website > 
	Forms & Publications
	Forms & Publications

	: View All link > Search box: Resolution for Employer Paid Member Contributions 


	Word version of Resolution for Employer Paid Member Contributions document opens in new window. 
	Word version of Resolution for Employer Paid Member Contributions document opens in new window. 
	 
	See Figure 1-16. Resolution document links 
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	Save or print the Resolution for Employer Paid Member Contributions document. 
	Save or print the Resolution for Employer Paid Member Contributions document. 
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	Obtain Approval from Governing Body 
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	Obtain resolution approval from governing body. 
	Obtain resolution approval from governing body. 
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	Scan the completed and approved resolution document to your computer and save as PDF document. 
	Scan the completed and approved resolution document to your computer and save as PDF document. 
	 
	Important! All resolution documentations must be saved as PDF in order to upload to my|CalPERS. 
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	Request, Upload, and Submit a Resolution using my|CalPERS 

	Span

	TR
	TD
	Span
	Request 

	Span

	5 
	5 
	5 

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

	Business Partner Summary page displays. 
	Business Partner Summary page displays. 
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	Select the Retirement Contract local navigation link. 
	Select the Retirement Contract local navigation link. 

	Retirement Contract Summary page displays. 
	Retirement Contract Summary page displays. 
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	Within the Employer Resolutions/Written Labor Agreements section, select the Add New button. 
	Within the Employer Resolutions/Written Labor Agreements section, select the Add New button. 

	See Figure 1-17. Employer Resolutions/Written Labor Agreements section 
	See Figure 1-17. Employer Resolutions/Written Labor Agreements section 
	 
	Select Resolution/Agreement Type page displays. 
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	Figure 1-16. Resolution for Employer Paid Member Contributions link 
	Figure 1-16. Resolution for Employer Paid Member Contributions link 
	Figure 1-16. Resolution for Employer Paid Member Contributions link 
	Figure 1-16. Resolution for Employer Paid Member Contributions link 
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	Figure 1-17. Employer Resolutions/Written Labor Agreements section 
	Figure 1-17. Employer Resolutions/Written Labor Agreements section 
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	Within the Select Resolution/Agreement Type section, select the Employer Paid Member Contribution radio button, then select the Continue button. 
	Within the Select Resolution/Agreement Type section, select the Employer Paid Member Contribution radio button, then select the Continue button. 

	Figure 1-18. Select Resolution/Agreement Type section 
	Figure 1-18. Select Resolution/Agreement Type section 
	 
	Employer Paid Member Contributions (EPMC) Details page displays. 
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	Within the Employer Paid Member Contributions EPMC Details section, enter the Resolution Effective Date. 
	Within the Employer Paid Member Contributions EPMC Details section, enter the Resolution Effective Date. 
	 
	Important! The Resolution Effective Date may be different than the date approved by the governing body on the Resolution for Employer Paid Member Contributions document. 

	See Figure 1-19. Employer Paid Member Contributions EPMC Details section 
	See Figure 1-19. Employer Paid Member Contributions EPMC Details section 
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	Within the same section, select the appropriate radio button for What Portion of the member contribution will be covered? Then enter the appropriate value in the field which displays. 
	Within the same section, select the appropriate radio button for What Portion of the member contribution will be covered? Then enter the appropriate value in the field which displays. 

	See Figure 1-19. Employer Paid Member Contributions EPMC Details section. Usually will be a “fixed amount” 
	See Figure 1-19. Employer Paid Member Contributions EPMC Details section. Usually will be a “fixed amount” 
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	Does the resolution include time-in-grade? 
	Does the resolution include time-in-grade? 
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	select the Yes radio button and consult the my|CalPERS Help tool for Time-in-Grade procedure and continue to step 12 
	select the Yes radio button and consult the my|CalPERS Help tool for Time-in-Grade procedure and continue to step 12 
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	ensure the No radio button is selected and continue to step 12 
	ensure the No radio button is selected and continue to step 12 
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	Figure 1-18. Select Resolution/Agreement Type section 
	Figure 1-18. Select Resolution/Agreement Type section 
	Figure 1-18. Select Resolution/Agreement Type section 
	Figure 1-18. Select Resolution/Agreement Type section 
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	Figure 1-19. Employer Paid Member Contributions EPMC Details section 
	Figure 1-19. Employer Paid Member Contributions EPMC Details section 
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	Will the value of Employer Paid Member Contributions (EPMC) be considered compensation? 
	Will the value of Employer Paid Member Contributions (EPMC) be considered compensation? 
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	select the Yes radio button 
	select the Yes radio button 
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	select the No radio button 
	select the No radio button 
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	See Figure 1-19. Employer Paid Member Contributions EPMC Details section (On previous page) 
	See Figure 1-19. Employer Paid Member Contributions EPMC Details section (On previous page) 
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	Select the Save & Continue button. 
	Select the Save & Continue button. 

	Identify Covered Employees page displays. 
	Identify Covered Employees page displays. 
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	Will this resolution cover all employees? 
	Will this resolution cover all employees? 
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	select the Include all employees radio button, select the Save & Continue button, then skip to step 20 
	select the Include all employees radio button, select the Save & Continue button, then skip to step 20 
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	select the Identify specific group of covered employees radio button, select the Save & Continue button, and then continue to step 15 
	select the Identify specific group of covered employees radio button, select the Save & Continue button, and then continue to step 15 
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	See Figure 1-20. Identify Covered Employees section 
	See Figure 1-20. Identify Covered Employees section 
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	Within the Select Criteria section, enter a Criteria Name. 
	Within the Select Criteria section, enter a Criteria Name. 
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	Within the same section, select the Select link next to Member Category: to select the appropriate group(s) of employees for which the resolution applies. 
	Within the same section, select the Select link next to Member Category: to select the appropriate group(s) of employees for which the resolution applies. 

	See Figure 1-21. Select Criteria section 
	See Figure 1-21. Select Criteria section 
	 
	Select Criteria Values page displays. 
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	Within the Select Criteria Values section, select the Add All Criteria link, or select the criteria value(s), then select the Add Criteria > button. 
	Within the Select Criteria Values section, select the Add All Criteria link, or select the criteria value(s), then select the Add Criteria > button. 

	Criteria Values now display in the Selected Criteria Values field. 
	Criteria Values now display in the Selected Criteria Values field. 
	 
	See Figure 1-22. Select Criteria Values section 
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	Figure 1-20. Identify Covered Employees section 
	Figure 1-20. Identify Covered Employees section 
	Figure 1-20. Identify Covered Employees section 
	Figure 1-20. Identify Covered Employees section 
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	Figure 1-21. Select Criteria section 
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	Figure 1-22. Select Criteria Values section 
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	Within the same section, if necessary, select the Remove All Criteria link, or select the criteria value(s) from the right side, then select the Remove Criteria > button 
	Within the same section, if necessary, select the Remove All Criteria link, or select the criteria value(s) from the right side, then select the Remove Criteria > button 
	 
	Select the Save button when the appropriate criteria value(s) are selected.  

	See Figure 1-22. Select Criteria Values section (On previous page) 
	See Figure 1-22. Select Criteria Values section (On previous page) 
	 
	 
	Select Criteria page displays. 
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	Do you need to select individual employees not identified by predetermined criteria? 
	Do you need to select individual employees not identified by predetermined criteria? 
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	select the Yes radio button and consult the my|CalPERS Help tool for procedures in selecting appropriate employees, then select the Save & Continue button, then continue to step 20 
	select the Yes radio button and consult the my|CalPERS Help tool for procedures in selecting appropriate employees, then select the Save & Continue button, then continue to step 20 
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	ensure the No radio button is selected, select the Save & Continue button, then continue to step 20 
	ensure the No radio button is selected, select the Save & Continue button, then continue to step 20 
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	See Figure 1-23.  Select Criteria section 
	See Figure 1-23.  Select Criteria section 
	 
	Select Criteria section expands allowing individual employees to be selected. 
	 
	 
	Employer Resolution Written Labor Agreement Summary page displays. 
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	Do you need to modify your resolution details?  
	Do you need to modify your resolution details?  
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	continue to step 21 
	continue to step 21 
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	skip to step 22 
	skip to step 22 
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	Select the appropriate links from the following: 
	Select the appropriate links from the following: 
	 
	 Edit Details 
	 Edit Details 
	 Edit Details 

	 Change Covered Method 
	 Change Covered Method 

	 Edit Criteria 
	 Edit Criteria 



	See Figure 1-24. Employer Resolution/Written Labor Agreement Summary and Covered Employees sections 
	See Figure 1-24. Employer Resolution/Written Labor Agreement Summary and Covered Employees sections 
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	Figure 1-23.  Select Criteria section 
	Figure 1-23.  Select Criteria section 
	Figure 1-23.  Select Criteria section 
	Figure 1-23.  Select Criteria section 
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	Figure 1-24. Employer Resolution/Written Labor Agreement Summary and Covered Employees section  
	Figure 1-24. Employer Resolution/Written Labor Agreement Summary and Covered Employees section  
	Figure 1-24. Employer Resolution/Written Labor Agreement Summary and Covered Employees section  
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	Within the Documents section, select the first Download link to download the Memorandum of Understanding (MOU) coversheet. 
	Within the Documents section, select the first Download link to download the Memorandum of Understanding (MOU) coversheet. 
	 
	my|CalPERS requires you to upload a document in order to complete the submission process. 

	See Figure 1-25. Documents section 
	See Figure 1-25. Documents section 
	 
	New window opens displaying the PDF version of the MOU document. 
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	Save the MOU coversheet in PDF to your computer, then close the window. 
	Save the MOU coversheet in PDF to your computer, then close the window. 
	 
	CalPERS Does not require the actual MOU. 
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	Within the Documents section, select the first Provide Document link. 
	Within the Documents section, select the first Provide Document link. 

	Submit Documentation page displays. 
	Submit Documentation page displays. 
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	Within the Submit Documentation section, keep the selection “Upload” from the Submission Method drop-down list. 
	Within the Submit Documentation section, keep the selection “Upload” from the Submission Method drop-down list. 

	See Figure 1-26. Submit Documentation section 
	See Figure 1-26. Submit Documentation section 
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	Within the same section, select the Browse… button. 
	Within the same section, select the Browse… button. 

	See Figure 1-26. Submit Documentation section 
	See Figure 1-26. Submit Documentation section 
	 
	New window opens displaying the available files. 
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	Navigate to the recently saved MOU coversheet (PDF) document; select the file, then select the Open button on the dialog box. 
	Navigate to the recently saved MOU coversheet (PDF) document; select the file, then select the Open button on the dialog box. 

	Window closes. 
	Window closes. 
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	Select the Submit button to upload the coversheet. 
	Select the Submit button to upload the coversheet. 

	Employer Resolution/Written Labor Agreement Summary page displays. 
	Employer Resolution/Written Labor Agreement Summary page displays. 
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	Within the Documents section, select the second Provide Document link to upload the recently approved and scanned resolution document. 
	Within the Documents section, select the second Provide Document link to upload the recently approved and scanned resolution document. 

	Submit Documentation page displays. 
	Submit Documentation page displays. 
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	Within the Submit Documentation section, keep the selection “Upload” from the Submission Method drop-down list. 
	Within the Submit Documentation section, keep the selection “Upload” from the Submission Method drop-down list. 

	See Figure 1-26. Submit Documentation section 
	See Figure 1-26. Submit Documentation section 
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	Figure 1-25. Documents section 
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	Within the same section, select the Browse… button. 
	Within the same section, select the Browse… button. 

	New window opens displaying the available files. 
	New window opens displaying the available files. 

	Span

	32 
	32 
	32 

	Navigate to the saved resolution (PDF) document, select the file, and then select the Open button on the dialog box. 
	Navigate to the saved resolution (PDF) document, select the file, and then select the Open button on the dialog box. 

	Window closes. 
	Window closes. 
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	Select the Submit button to upload the completed resolution document. 
	Select the Submit button to upload the completed resolution document. 

	Employer Resolution/Written Labor Agreement Summary page displays. 
	Employer Resolution/Written Labor Agreement Summary page displays. 
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	Within the Available Actions section, select the Submit Resolution radio button, then select the Submit button. 
	Within the Available Actions section, select the Submit Resolution radio button, then select the Submit button. 
	 
	To view the submitted resolution, you may select the View More Actions & Records>> link in the upper right hand corner of the Employer Resolutions/Written Labor Agreement section. 

	See Figure 1-27. Documents and Available Actions sections 
	See Figure 1-27. Documents and Available Actions sections 
	 
	Retirement Contract Summary page displays with green confirmation box. If you do not receive the green confirmation message and the status shows as “pending”, the resolution has not been submitted. 
	 
	See 1-28. Resolution confirmation and Employer Resolutions/Written Labor Agreement section 
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	You have completed this scenario. 
	You have completed this scenario. 
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	Figure 1-27. Documents and Available Actions sections 
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	Figure 1-27. Documents and Available Actions sections 
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	Figure 1-28. Resolution confirmation and Employer Resolutions/Written Labor Agreement section 
	Figure 1-28. Resolution confirmation and Employer Resolutions/Written Labor Agreement section 
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	Introduction 

	CalPERS retirement benefits are funded through contributions paid by CalPERS contracting employers, member contributions, and earnings from CalPERS investments. 
	CalPERS retirement benefits are funded through contributions paid by CalPERS contracting employers, member contributions, and earnings from CalPERS investments. 
	 
	Employer contribution rates are determined by periodic "actuarial valuations" under state law. The actuarial valuations are based on the benefit formulas the agency provides and the employee groups covered. These required contribution amounts are expressed as a percentage of the active members’ payroll that is reported to CalPERS. The annual actuarial valuation is available in October for the following fiscal year.  
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	Pathway: CalPERS website > Employers > Actuarial Services > Employer Contribution Rates 
	 
	Public agency actuarial valuation reports
	Public agency actuarial valuation reports
	Public agency actuarial valuation reports

	 

	Pathway: CalPERS website > Employers > Actuarial Services> Public Agency Actuarial Valuation Reports 
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	This unit contains the following scenario: 
	This unit contains the following scenario: 
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	Scenario: It’s October and you were tasked to review your agency’s employer contribution rates and annual actuarial valuation reports. Using my|CalPERS, you will review the following information within your agency’s contract: 
	Scenario: It’s October and you were tasked to review your agency’s employer contribution rates and annual actuarial valuation reports. Using my|CalPERS, you will review the following information within your agency’s contract: 
	 
	 Current employer contribution rates 
	 Current employer contribution rates 
	 Current employer contribution rates 

	 Next fiscal year’s rates 
	 Next fiscal year’s rates 

	 And the projected rates in two years 
	 And the projected rates in two years 


	 
	Note: The same information can be found using the CalPERS website; Resources provided in Unit 2: Overview page (the previous page).  



	  
	  
	  


	Step-by-step 
	Step-by-step 
	Step-by-step 
	Step-by-step 

	Follow the steps below to view your agency’s employer contribution rate(s) and actuarial valuation report(s). 
	Follow the steps below to view your agency’s employer contribution rate(s) and actuarial valuation report(s). 
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	From the My Home page, select the Profile global navigation tab. 
	From the My Home page, select the Profile global navigation tab. 

	Business Partner Summary page displays. 
	Business Partner Summary page displays. 
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	Select the Retirement Contract local navigation link. 
	Select the Retirement Contract local navigation link. 

	Retirement Contract Summary page displays. 
	Retirement Contract Summary page displays. 
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	Within the Rate Summary section, select the View More Actions>> link.  
	Within the Rate Summary section, select the View More Actions>> link.  

	See Figure 2-1. Rate Summary section 
	See Figure 2-1. Rate Summary section 
	 
	Retirement Contract Summary page refreshes with the Retirement Contract Information and the extended Rate Summary sections. 
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	Within the Rate Summary section, select the Effective Employer Rate link for the appropriate member category. 
	Within the Rate Summary section, select the Effective Employer Rate link for the appropriate member category. 

	See Figure 2-2. Effective Employer Rate 
	See Figure 2-2. Effective Employer Rate 
	 
	Employer Rate List page displays. 
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	Within the Rate Summary section, select the Valuation Report View link for the appropriate rate effective date. 
	Within the Rate Summary section, select the Valuation Report View link for the appropriate rate effective date. 

	See Figure 2-3. Rate History section 
	See Figure 2-3. Rate History section 
	 
	PDF Annual Actuarial Valuation Report will populate.  
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	You have completed this scenario. 
	You have completed this scenario. 
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	Each year, public agencies are sent a Circular Letter with the Optional Benefits Listing attached. The Circular Letter includes information about changes to optional contract provisions and other information particular to the amendment process. There are different contract options you may choose to offer your employees. The Optional Benefits Listing (PERS-CON-40) gives information about each of the options available.  
	Each year, public agencies are sent a Circular Letter with the Optional Benefits Listing attached. The Circular Letter includes information about changes to optional contract provisions and other information particular to the amendment process. There are different contract options you may choose to offer your employees. The Optional Benefits Listing (PERS-CON-40) gives information about each of the options available.  
	In this unit, you will locate the Optional Benefits Listing and review several different optional benefits.  



	  
	  
	  


	CalPERS Website Resources 
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	The 
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	The 
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	Contract Amendments

	 page on the CalPERS website provides the following information: 

	 
	 Contract Amendment Procedures 
	 Contract Amendment Procedures 
	 Contract Amendment Procedures 

	 Optional Benefits Listing (PERS-CON-40) 
	 Optional Benefits Listing (PERS-CON-40) 

	 Public Agency & Schools Reference Guide 
	 Public Agency & Schools Reference Guide 

	 1959 Survivors Benefits Contract Program 
	 1959 Survivors Benefits Contract Program 

	 Employer Contribution Rates 
	 Employer Contribution Rates 

	 Risk Pooling 
	 Risk Pooling 


	 
	Pathway: CalPERS website > Employers > Contracts > Contract Amendments 
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	This unit contains the following scenarios: 
	This unit contains the following scenarios: 
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	Scenario 2: Optional Benefit – Section 20903 Two Years Additional Service Credit
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	Scenario: You would like to examine the benefit options available to CalPERS contracting agencies. 
	Scenario: You would like to examine the benefit options available to CalPERS contracting agencies. 
	 
	You will find the information using the CalPERS website.  



	  
	  
	  


	Step-by-step 
	Step-by-step 
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	Step-by-step 

	Follow the steps below to view CalPERS Optional Benefits Listing. 
	Follow the steps below to view CalPERS Optional Benefits Listing. 
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	From the home page of 
	From the home page of 
	From the home page of 
	www.calpers.ca.gov
	www.calpers.ca.gov

	, select the View All link at the bottom of the Find Forms & Publications column.  


	See Figure 3-1. Find Forms & Publications  
	See Figure 3-1. Find Forms & Publications  
	 
	Forms & Publications page displays. 
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	Within the Search Engine, type the word ‘Optional’. 
	Within the Search Engine, type the word ‘Optional’. 

	See Figure 3-2. Filter Your Results page 
	See Figure 3-2. Filter Your Results page 
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	Scroll down, then select the Optional Benefits Listing (PERS-CON-40) link.  
	Scroll down, then select the Optional Benefits Listing (PERS-CON-40) link.  

	See Figure 3-3. Optional Benefits Listing (PERS-CON-40) link 
	See Figure 3-3. Optional Benefits Listing (PERS-CON-40) link 
	 
	PDF California Public Employee’s Retirement System Optional Benefits Listing will populate. 
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	You have completed this scenario. 
	You have completed this scenario. 
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	Continued on next page 
	  
	Scenario 1: CalPERS Optional Benefits Listing, Continued 
	  
	  
	  


	Figure 3-1. Find Forms & Publications  
	Figure 3-1. Find Forms & Publications  
	Figure 3-1. Find Forms & Publications  
	Figure 3-1. Find Forms & Publications  
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	Figure 3-2. Search engine link 
	Figure 3-2. Search engine link 
	Figure 3-2. Search engine link 
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	Figure 3-3. Optional Benefits link 
	Figure 3-3. Optional Benefits link 
	Figure 3-3. Optional Benefits link 
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	Scenario 2: Optional Benefit - Section 20903 Two Years Additional Service Credit 
	  
	  
	  


	Introduction 
	Introduction 
	Introduction 
	Introduction 

	Section 20903 Two Years Additional Service Credit is a provision that allows an agency to provide two years additional service credit to members who retire during a designated period and meet particular requirements. 
	Section 20903 Two Years Additional Service Credit is a provision that allows an agency to provide two years additional service credit to members who retire during a designated period and meet particular requirements. 
	 
	This optional benefit will increase, for eligible employees who retire during the designated period, an additional two years of service credit towards their pension calculation.  
	 
	After an agency amends their retirement contract to include this option, the agency needs to submit a resolution for the two years additional service credit to designate the time period. For more information on how to amend a contract, see Unit 1, Scenario 2: Submit a Resolution. 



	  
	  
	  


	 
	 
	 
	 

	Scenario: Before your agency adds the optional benefit, they want to know the following: 
	Scenario: Before your agency adds the optional benefit, they want to know the following: 
	 
	 What is Section 20903 Two Years Additional Service Credit? 
	 What is Section 20903 Two Years Additional Service Credit? 
	 What is Section 20903 Two Years Additional Service Credit? 

	 How much would this cost the employer, i.e., employer contribution rate? 
	 How much would this cost the employer, i.e., employer contribution rate? 

	 How much would this cost the employee? 
	 How much would this cost the employee? 

	 Is our agency eligible to add this optional benefit, if so, do we need an approved valuation request? 
	 Is our agency eligible to add this optional benefit, if so, do we need an approved valuation request? 


	 
	You will query the CalPERS Optional Benefits Listing document to learn more about the optional benefit.  



	  
	  
	  


	Step-by-step 
	Step-by-step 
	Step-by-step 
	Step-by-step 

	Follow the steps below to learn about Section 20903 Two Years Additional Service Credit.  
	Follow the steps below to learn about Section 20903 Two Years Additional Service Credit.  
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	Within the CalPERS Optional Benefits Listing document, navigate to the Contents page.  
	Within the CalPERS Optional Benefits Listing document, navigate to the Contents page.  

	Content page displays. 
	Content page displays. 

	Span
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	2 
	2 

	Within item D. Optional Benefit Provisions section, locate Section 20903 Two Years Additional Service Credit. 
	Within item D. Optional Benefit Provisions section, locate Section 20903 Two Years Additional Service Credit. 

	See Figure 3-4. Page number found 
	See Figure 3-4. Page number found 
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	Navigate to the page number found.  
	Navigate to the page number found.  

	Located information about Section 20903 Two Years Additional Service Credit. 
	Located information about Section 20903 Two Years Additional Service Credit. 
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	Scenario 2: Optional Benefit - Section 20903 Two Years Additional Service Credit, Continued 
	  
	  
	  


	Figure 3-4. Page number found 
	Figure 3-4. Page number found 
	Figure 3-4. Page number found 
	Figure 3-4. Page number found 
	 
	 
	 

	Span


	 Continued on next page 
	 Continued on next page 
	 Continued on next page 


	  
	Scenario 2: Optional Benefit - Section 20903 Two Years Additional Service Credit, Continued 
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	Review information about Section 20903 Two Years Additional Service Credit. 
	Review information about Section 20903 Two Years Additional Service Credit. 

	See Figure 3-5. Two Years Additional Service Credit 
	See Figure 3-5. Two Years Additional Service Credit 
	 
	Locate the following information: 
	 
	 Optional  benefit’s description 
	 Optional  benefit’s description 
	 Optional  benefit’s description 

	 Employer Cost: Necessary steps 
	 Employer Cost: Necessary steps 

	 Rough Estimate: Increase in the employer contribution rate percentage 
	 Rough Estimate: Increase in the employer contribution rate percentage 

	 Member’s Cost 
	 Member’s Cost 

	 Who’s eligible to add this optional benefit 
	 Who’s eligible to add this optional benefit 

	 A valuation request is required or not required 
	 A valuation request is required or not required 
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	Would you like to amend your retirement contract to include Section 20903 Two Years Additional Service Credit? 
	Would you like to amend your retirement contract to include Section 20903 Two Years Additional Service Credit? 
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	Then ... 

	Span

	yes 
	yes 
	yes 

	amend your retirement contract through my|CalPERS.  See Unit 4, Scenario 1: Amend a Retirement Contract without a Valuation Request. 
	amend your retirement contract through my|CalPERS.  See Unit 4, Scenario 1: Amend a Retirement Contract without a Valuation Request. 
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	you have completed this scenario 
	you have completed this scenario 
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	You have completed this scenario. 
	You have completed this scenario. 

	TD
	Span
	 

	Span


	 Continued on next page 
	 Continued on next page 
	 Continued on next page 


	  
	Scenario 2: Optional Benefit - Section 20903 Two Years Additional Service Credit, Continued 
	  
	  
	  


	Figure 3-5. Two Years Additional Service Credit 
	Figure 3-5. Two Years Additional Service Credit 
	Figure 3-5. Two Years Additional Service Credit 
	Figure 3-5. Two Years Additional Service Credit 
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	Continued on next page 
	  
	Scenario 3: Optional Benefit - Section 21548 Pre-Retirement Option 2W Death Benefit 
	  
	  
	  


	Introduction 
	Introduction 
	Introduction 
	Introduction 

	Section 21548 Pre-Retirement Option 2W Death Benefit is a provision that is mandated for pooled plans and is an optional benefit for non-pooled plans.   
	Section 21548 Pre-Retirement Option 2W Death Benefit is a provision that is mandated for pooled plans and is an optional benefit for non-pooled plans.   
	 
	This optional benefit provides the spouse or domestic partner of a deceased member, who was eligible to retire for service at the time of death, the option to elect and receive the Pre-Retirement Option 2W Death Benefit in lieu of the lump sum Basic Death Benefit. The benefit is a monthly allowance equal to the amount the member would have received if he/she had retired for service on the date of death and elected Option 2W, the highest monthly allowance a member can leave a spouse or domestic partner. 
	 
	This benefit shall apply only to service credit accumulated after the effective date of the amendment to contract for this provision. 



	  
	  
	  


	 
	 
	 
	 

	Scenario: Before your agency adds the optional benefit, they want to know the following: 
	Scenario: Before your agency adds the optional benefit, they want to know the following: 
	 
	 What is Section 21548 Pre-Retirement Option 2W Death Benefits? 
	 What is Section 21548 Pre-Retirement Option 2W Death Benefits? 
	 What is Section 21548 Pre-Retirement Option 2W Death Benefits? 

	 How much would this cost the employer, i.e., employer contribution rate? 
	 How much would this cost the employer, i.e., employer contribution rate? 

	 How much would this cost the employee? 
	 How much would this cost the employee? 

	 Is our agency eligible to add this optional benefit, if so, do we need an approved valuation request? 
	 Is our agency eligible to add this optional benefit, if so, do we need an approved valuation request? 


	 
	You will query CalPERS Optional Benefits Listing document to learn more about the optional benefit.  



	  
	  
	  


	Step-by-step 
	Step-by-step 
	Step-by-step 
	Step-by-step 

	Follow the steps below to learn about Section 21548 Pre-Retirement Option 2W Death Benefit.  
	Follow the steps below to learn about Section 21548 Pre-Retirement Option 2W Death Benefit.  
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	Within the CalPERS Optional Benefits Listing document, navigate to the Contents page.  
	Within the CalPERS Optional Benefits Listing document, navigate to the Contents page.  

	Content page displays. 
	Content page displays. 
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	2 
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	Within item D. Optional Benefit Provisions section, locate Section 21548 Pre-Retirement Option 2W Death Benefit. 
	Within item D. Optional Benefit Provisions section, locate Section 21548 Pre-Retirement Option 2W Death Benefit. 

	See Figure 3-6. Page number found 
	See Figure 3-6. Page number found 
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	Scenario 3: Optional Benefit - Section 21548 Pre-Retirement Option 2W Death Benefit, Continued 
	  
	  
	  


	Figure 3-6. Page number found 
	Figure 3-6. Page number found 
	Figure 3-6. Page number found 
	Figure 3-6. Page number found 
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	Scenario 3: Optional Benefit - Section 21548 Pre-Retirement Option 2W Death Benefit, Continued 
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	Navigate to the page number found.  
	Navigate to the page number found.  

	Located information about Section 21548 Pre-Retirement Option 2W Death Benefit. 
	Located information about Section 21548 Pre-Retirement Option 2W Death Benefit. 
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	Review information about Section 21548 Pre-Retirement Option 2W Death Benefit. 
	Review information about Section 21548 Pre-Retirement Option 2W Death Benefit. 

	See Figure 3-7. Pre-Retirement Option 2W Death Benefit 
	See Figure 3-7. Pre-Retirement Option 2W Death Benefit 
	 
	Locate the following information: 
	 
	 Optional benefit’s description 
	 Optional benefit’s description 
	 Optional benefit’s description 

	 Employer’s normal cost for 2011/2012 
	 Employer’s normal cost for 2011/2012 

	 Member’s Cost 
	 Member’s Cost 

	 Who’s eligible to add this optional benefit 
	 Who’s eligible to add this optional benefit 

	 A valuation request is required or not required 
	 A valuation request is required or not required 
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	Would you like to amend your retirement contract to include Section 214548 Pre-Retirement Option 2W Death Benefit? 
	Would you like to amend your retirement contract to include Section 214548 Pre-Retirement Option 2W Death Benefit? 
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	yes 

	amend your retirement contract through my|CalPERS. See Unit 4, Scenario 2: Amend a Retirement Contract with an Approved Valuation Request. 
	amend your retirement contract through my|CalPERS. See Unit 4, Scenario 2: Amend a Retirement Contract with an Approved Valuation Request. 
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	you have completed this scenario 
	you have completed this scenario 
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	You have completed this scenario. 
	You have completed this scenario. 
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	Scenario 3: Optional Benefit - Section 21548 Pre-Retirement Option 2W Death Benefit, Continued 
	  
	  
	  


	Figure 3-7. Pre-Retirement Option 2W Death Benefit 
	Figure 3-7. Pre-Retirement Option 2W Death Benefit 
	Figure 3-7. Pre-Retirement Option 2W Death Benefit 
	Figure 3-7. Pre-Retirement Option 2W Death Benefit 
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	Unit 4: Amend a Retirement Contract 
	Overview 
	  
	  
	  


	Introduction 
	Introduction 
	Introduction 
	Introduction 

	Public agencies may amend their contract to provide additional benefits to their employees. Some benefits require an actuarial valuation to determine any estimated change to the employer contribution rate before proceeding with an amendment.  
	Public agencies may amend their contract to provide additional benefits to their employees. Some benefits require an actuarial valuation to determine any estimated change to the employer contribution rate before proceeding with an amendment.  
	 
	An employer can request an amendment through my|CalPERS in the following ways: 
	 Initiate a contract amendment with no valuation required or 
	 Initiate a contract amendment with no valuation required or 
	 Initiate a contract amendment with no valuation required or 

	 Submit a valuation request and receive the actuarial valuation through my|CalPERS, then amend from the submitted valuation request 
	 Submit a valuation request and receive the actuarial valuation through my|CalPERS, then amend from the submitted valuation request 


	 
	Next, once the employer requests to amend their contract through my|CalPERS, there will be three processing phases that follow: 
	1. CalPERS provides documents for the employer to complete and upload through my|CalPERS 
	1. CalPERS provides documents for the employer to complete and upload through my|CalPERS 
	1. CalPERS provides documents for the employer to complete and upload through my|CalPERS 

	2. CalPERS will review the documents and then will overnight additional documentation for the employer to complete and return to CalPERS 
	2. CalPERS will review the documents and then will overnight additional documentation for the employer to complete and return to CalPERS 

	3. CalPERS will review all required documents, then approve the amendment through my|CalPERS.   
	3. CalPERS will review all required documents, then approve the amendment through my|CalPERS.   


	 
	It can take up to three to four months to complete a contract amendment. 
	This unit has scenarios to help us amend a retirement contract, with and without a valuation request.  



	  
	  
	  


	CalPERS Website Resources 
	CalPERS Website Resources 
	CalPERS Website Resources 
	CalPERS Website Resources 

	The 
	The 
	The 
	Contract Amendments
	Contract Amendments

	 page on the CalPERS website provides the following information: 

	 
	 Contract Amendment Procedures 
	 Contract Amendment Procedures 
	 Contract Amendment Procedures 

	 Optional Benefits Listing (PERS-CON-40) 
	 Optional Benefits Listing (PERS-CON-40) 

	 Public Agency & Schools Reference Guide 
	 Public Agency & Schools Reference Guide 

	 1959 Survivors Benefits Contract Program 
	 1959 Survivors Benefits Contract Program 

	 Employer Contribution Rates 
	 Employer Contribution Rates 

	 Risk Pooling 
	 Risk Pooling 


	 
	Pathway: CalPERS website > Employers > Contracts > Contract Amendments 
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	Step-by-step 
	Step-by-step 
	Step-by-step 
	Step-by-step 

	Follow the steps below to view the employer’s actions through a contract amendment. 
	Follow the steps below to view the employer’s actions through a contract amendment. 
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	Employer’s Actions 
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	1 
	1 
	1 

	Review the Optional Benefits Listing document to see if the optional benefit that your agency wants needs a valuation. 
	Review the Optional Benefits Listing document to see if the optional benefit that your agency wants needs a valuation. 
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	2 
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	If ... 
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	Then ... 
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	the optional benefit does not require a valuation 
	the optional benefit does not require a valuation 
	the optional benefit does not require a valuation 

	request a contract amendment through my|CalPERS 
	request a contract amendment through my|CalPERS 
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	the optional benefit requires a valuation 
	the optional benefit requires a valuation 
	the optional benefit requires a valuation 
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	Submit a valuation request 
	Submit a valuation request 
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	Pay the $300 fee 
	Pay the $300 fee 

	Span
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	Review the valuation report 
	Review the valuation report 

	Span
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	4 

	Request the contract amendment through my|CalPERS 
	Request the contract amendment through my|CalPERS 

	Span
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	Download and complete necessary documents, then upload the documents through my|CalPERS. 
	Download and complete necessary documents, then upload the documents through my|CalPERS. 
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	Complete the additional documentations that will be mailed to your agency. Some documents will need to be mailed back and others will to be uploaded through my|CalPERS. 
	Complete the additional documentations that will be mailed to your agency. Some documents will need to be mailed back and others will to be uploaded through my|CalPERS. 
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	Your agency can see the “Approved” status for the amendment through my|CalPERS.   
	Your agency can see the “Approved” status for the amendment through my|CalPERS.   

	Span


	 



	  
	  
	  


	Contents 
	Contents 
	Contents 
	Contents 

	This part contains the following topics: 
	This part contains the following topics: 
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	Scenario 1: Initiate a Retirement Contract Amendment without a Valuation
	Scenario 1: Initiate a Retirement Contract Amendment without a Valuation
	Scenario 1: Initiate a Retirement Contract Amendment without a Valuation
	Scenario 1: Initiate a Retirement Contract Amendment without a Valuation
	Scenario 1: Initiate a Retirement Contract Amendment without a Valuation
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	Scenario 2: Initiate a Retirement Contract Amendment with an Approved Valuation
	Scenario 2: Initiate a Retirement Contract Amendment with an Approved Valuation
	Scenario 2: Initiate a Retirement Contract Amendment with an Approved Valuation
	Scenario 2: Initiate a Retirement Contract Amendment with an Approved Valuation
	Scenario 2: Initiate a Retirement Contract Amendment with an Approved Valuation
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	Scenario 3: Complete the Amendment Process
	Scenario 3: Complete the Amendment Process
	Scenario 3: Complete the Amendment Process
	Scenario 3: Complete the Amendment Process
	Scenario 3: Complete the Amendment Process
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	Scenario 1: Initiate a Retirement Contract Amendment without a Valuation 
	  
	  
	  


	 
	 
	 
	 

	Scenario: Your agency wants to amend their retirement contract to include the optional benefit Section 20903 Two Years Additional Service Credit for your miscellaneous members. You have looked at the CalPERS Optional Benefits Listing and determined that you do not need to submit a valuation request.   
	Scenario: Your agency wants to amend their retirement contract to include the optional benefit Section 20903 Two Years Additional Service Credit for your miscellaneous members. You have looked at the CalPERS Optional Benefits Listing and determined that you do not need to submit a valuation request.   
	 
	You will proceed with the first step to amending your agency’s retirement contract without a valuation through my|CalPERS. 



	  
	  
	  


	Step-by-step 
	Step-by-step 
	Step-by-step 
	Step-by-step 

	Follow the steps below to view to initiate an amendment to the retirement contract without a valuation. 
	Follow the steps below to view to initiate an amendment to the retirement contract without a valuation. 
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	TD
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	Result  
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	1 

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

	Business Partner Summary page displays. 
	Business Partner Summary page displays. 

	Span

	2 
	2 
	2 

	Select the Retirement Contract local navigation link. 
	Select the Retirement Contract local navigation link. 

	Retirement Contract Summary page displays. 
	Retirement Contract Summary page displays. 

	Span
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	Scroll down to the Available Actions section, select the Request Amendment to Contract radio button, and then select the Submit button.  
	Scroll down to the Available Actions section, select the Request Amendment to Contract radio button, and then select the Submit button.  

	See Figure 4-1. Available Actions section 
	See Figure 4-1. Available Actions section 
	 
	Initiate Amendment page displays. 

	Span
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	Within the Initiate Amendment section, select the Initiate Contract Amendment (no valuation required) radio button, then select the Continue button. 
	Within the Initiate Amendment section, select the Initiate Contract Amendment (no valuation required) radio button, then select the Continue button. 

	See Figure 4-2.  Initiate Amendment section  
	See Figure 4-2.  Initiate Amendment section  
	 
	Amendment without Valuation page displays. 
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	Within the Amendment Not Requiring Valuation Request section, select the Select Provisions link for the appropriate member category.  
	Within the Amendment Not Requiring Valuation Request section, select the Select Provisions link for the appropriate member category.  

	See Figure 4-3. Amendment Not Requiring Valuation Request section 
	See Figure 4-3. Amendment Not Requiring Valuation Request section 
	 
	Cost Scenarios Details page displays.  
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	Scenario 1: Initiate a Retirement Contract Amendment without a Valuation, Continued 
	  
	  
	  


	Figure 4-1. Available Actions section 
	Figure 4-1. Available Actions section 
	Figure 4-1. Available Actions section 
	Figure 4-1. Available Actions section 
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	Figure 4-2.  Initiate Amendment section  
	Figure 4-2.  Initiate Amendment section  
	Figure 4-2.  Initiate Amendment section  
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	Figure 4-3. Amendment Not Requiring Valuation Request section 
	Figure 4-3. Amendment Not Requiring Valuation Request section 
	Figure 4-3. Amendment Not Requiring Valuation Request section 
	 
	 
	 

	Span


	Continued on next page 
	  
	Scenario 1: Initiate a Retirement Contract Amendment without a Valuation, Continued 
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	Step 

	TD
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	Action 
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	6 
	6 
	6 

	Within the Service Credit Provisions section, check the appropriate checkbox, then select the Save & Continue button.  
	Within the Service Credit Provisions section, check the appropriate checkbox, then select the Save & Continue button.  

	See Figure 4-4. Service Credit Provisions section 
	See Figure 4-4. Service Credit Provisions section 
	 
	Amendment without Valuation page displays.  
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	Would you like to add more benefits to the other member category? 
	Would you like to add more benefits to the other member category? 
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	yes 
	yes 
	yes 

	complete steps 5 – 6 
	complete steps 5 – 6 
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	no 

	continue to step 8 
	continue to step 8 
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	Within the Amendment without Valuation page, select the Continue button.  
	Within the Amendment without Valuation page, select the Continue button.  

	Amendment Summary page displays. 
	Amendment Summary page displays. 
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	Within the Anticipated Schedule for Agency Actions section, select the Add Anticipated Schedule of Agency Actions link at the top right to complete this section.  
	Within the Anticipated Schedule for Agency Actions section, select the Add Anticipated Schedule of Agency Actions link at the top right to complete this section.  

	See Figure 4-5. Anticipated Schedule of Agency Actions section 
	See Figure 4-5. Anticipated Schedule of Agency Actions section 
	 
	Schedule of Agency Actions page displays. 
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	Scenario 1: Initiate a Retirement Contract Amendment without a Valuation, Continued 
	  
	  
	  


	Figure 4-4. Service Credit Provisions section 
	Figure 4-4. Service Credit Provisions section 
	Figure 4-4. Service Credit Provisions section 
	Figure 4-4. Service Credit Provisions section 
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	Figure 4-5. Anticipated Schedule of Agency Actions section 
	Figure 4-5. Anticipated Schedule of Agency Actions section 
	Figure 4-5. Anticipated Schedule of Agency Actions section 
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	Scenario 1: Initiate a Retirement Contract Amendment without a Valuation, Continued 
	  
	  
	  


	Table
	TR
	TD
	Span
	Step 

	TD
	Span
	Action 

	TD
	Span
	Result  

	Span

	10 
	10 
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	Within the Anticipated Schedule of Agency Action section, complete the following fields provided by your agency: 
	Within the Anticipated Schedule of Agency Action section, complete the following fields provided by your agency: 
	 
	 The date your agency needs the Resolution of Intention from the Public Agency Contract Services office to include in agenda for your governing body: 
	 The date your agency needs the Resolution of Intention from the Public Agency Contract Services office to include in agenda for your governing body: 
	 The date your agency needs the Resolution of Intention from the Public Agency Contract Services office to include in agenda for your governing body: 

	 Adoption of Resolution of Intention: 
	 Adoption of Resolution of Intention: 

	 Employee Election:  
	 Employee Election:  

	 Date of Final Ordinance Adoption: 
	 Date of Final Ordinance Adoption: 

	 Effective Date of Ordinance: 
	 Effective Date of Ordinance: 

	 Urgency Ordinance: (optional) 
	 Urgency Ordinance: (optional) 

	 Effective Date of CalPERS Amendment to Contract: 
	 Effective Date of CalPERS Amendment to Contract: 


	 
	Then select the Save & Continue button.  

	See Figure 4-6. Anticipated Schedule of Agency Action link opens 
	See Figure 4-6. Anticipated Schedule of Agency Action link opens 
	 
	Amendment Summary page displays. 
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	Scroll down to the Available Actions section, select the Request Amendment to Contract radio button, and then select the Submit button.  
	Scroll down to the Available Actions section, select the Request Amendment to Contract radio button, and then select the Submit button.  

	See Figure 4-7. Available Actions section 
	See Figure 4-7. Available Actions section 
	 
	Figure 4-8. Retirement Contract Summary page displays with a green message box stating, “Thank you for your request to amend the contract.  A CalPERS contract analyst will compile and send you the documents needed to proceed with the next steps in the amendment.” 
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	You have completed this scenario. 
	You have completed this scenario. 
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	Important! 
	Important! 
	Important! 
	Important! 

	After submitting a request to amend the contract, see Unit 4, Scenario 3: Complete the Amendment Process. 
	After submitting a request to amend the contract, see Unit 4, Scenario 3: Complete the Amendment Process. 
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	Scenario 1: Initiate a Retirement Contract Amendment without a Valuation, Continued 
	  
	  
	  


	Figure 4-6. Anticipated Schedule of Agency Action link opens 
	Figure 4-6. Anticipated Schedule of Agency Action link opens 
	Figure 4-6. Anticipated Schedule of Agency Action link opens 
	Figure 4-6. Anticipated Schedule of Agency Action link opens 
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	Figure 4-7. Available Actions section 
	Figure 4-7. Available Actions section 
	Figure 4-7. Available Actions section 
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	Figure 4-8. Retirement Contract Summary page displays with a green message box stating 
	Figure 4-8. Retirement Contract Summary page displays with a green message box stating 
	Figure 4-8. Retirement Contract Summary page displays with a green message box stating 
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	Scenario 2: Initiate a Retirement Contract Amendment with an Approved Valuation 
	  
	  
	  


	Introduction 
	Introduction 
	Introduction 
	Introduction 

	Some optional benefits require an approved actuarial valuation before amending the retirement contract. A valuation allows an employer the opportunity to view how changes to their retirement contract provisions can potentially impact their employer contribution rates if the contract is amended. All valuation requests must be submitted individually and costs $300 which needs to be paid prior to the valuation process. It takes approximately 30 days to process an actuarial valuation request. 
	Some optional benefits require an approved actuarial valuation before amending the retirement contract. A valuation allows an employer the opportunity to view how changes to their retirement contract provisions can potentially impact their employer contribution rates if the contract is amended. All valuation requests must be submitted individually and costs $300 which needs to be paid prior to the valuation process. It takes approximately 30 days to process an actuarial valuation request. 
	 
	There are three valuation categories in which employers may request: 
	 
	1. Change benefits for existing member categories,  
	1. Change benefits for existing member categories,  
	1. Change benefits for existing member categories,  

	2. Reclassify positions from one category to another, or  
	2. Reclassify positions from one category to another, or  

	3. Add a new member category 
	3. Add a new member category 


	 
	Once an employer has successfully submitted their valuation request through my|CalPERS, they will receive a cost disclosure report. Depending on the agency’s preferred communication, the employer will receive a confirmation that the valuation has been completed. The employer will find their valuation in my|CalPERS.  
	 
	At this time, the employer can decide to initiate an amendment to include the provision by completing and attaching the Contract Amendment Request form or amend the retirement contract through my|CalPERS.   
	 
	Only one contract amendment is allowed at a time.  



	  
	  
	  


	 
	 
	 
	 

	Scenario: Your agency wants to amend their retirement contract to add the optional benefit Section 21548 Pre-Retirement Option 2W Death Benefit to apply to their miscellaneous members.  
	Scenario: Your agency wants to amend their retirement contract to add the optional benefit Section 21548 Pre-Retirement Option 2W Death Benefit to apply to their miscellaneous members.  
	 
	You have looked at the CalPERS Optional Benefits Listing and found that you need to submit a valuation request and can request a valuation request because your agency is not in a risk pool. 
	 
	To complete this scenario, you will do the following: 
	 Submit a valuation request 
	 Submit a valuation request 
	 Submit a valuation request 

	 Pay the $300 fee 
	 Pay the $300 fee 

	 Review the valuation report 
	 Review the valuation report 

	 Request a contract amendment through my|CalPERS 
	 Request a contract amendment through my|CalPERS 
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	Step-by-step 
	Step-by-step 
	Step-by-step 
	Step-by-step 

	Follow the steps below to submit a valuation request via my|CalPERS. 
	Follow the steps below to submit a valuation request via my|CalPERS. 
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	Submit a valuation request 

	Span

	1 
	1 
	1 

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

	Business Partner Summary page displays. 
	Business Partner Summary page displays. 

	Span

	2 
	2 
	2 

	Select the Retirement Contract local navigation link. 
	Select the Retirement Contract local navigation link. 

	Retirement Contract Summary page displays. 
	Retirement Contract Summary page displays. 

	Span

	3 
	3 
	3 

	Within the Available Actions section, select the Submit Valuation Request radio button, then select the Submit button. 
	Within the Available Actions section, select the Submit Valuation Request radio button, then select the Submit button. 

	See Figure 4-9. Available Actions section 
	See Figure 4-9. Available Actions section 
	 
	Select Amendment Reason page displays. 

	Span
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	4 
	4 

	Within the Select Amendment Action section, select the Change Benefits for Existing Member Categories radio button. 
	Within the Select Amendment Action section, select the Change Benefits for Existing Member Categories radio button. 
	 
	Select Amendment Action section expands with additional selections depending on which Select Amendment Action radio button is selected. 

	See Figure 4-10. Select Amendment Action section 
	See Figure 4-10. Select Amendment Action section 
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	Within the same section, check the Improve Benefits checkbox, then select the Save & Continue button. 
	Within the same section, check the Improve Benefits checkbox, then select the Save & Continue button. 

	Select Member Category page displays. 
	Select Member Category page displays. 
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	6 

	Within the Select Member Categories section, select the appropriate Member Category radio button, then select the Continue button. 
	Within the Select Member Categories section, select the appropriate Member Category radio button, then select the Continue button. 

	See Figure 4-11. Select Member Categories section 
	See Figure 4-11. Select Member Categories section 
	 
	Valuation Request Summary page displays. 

	Span
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	Figure 4-9. Available Actions section  
	Figure 4-9. Available Actions section  
	Figure 4-9. Available Actions section  
	Figure 4-9. Available Actions section  
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	Figure 4-10. Select Amendment Action section 
	Figure 4-10. Select Amendment Action section 
	Figure 4-10. Select Amendment Action section 
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	Figure 4-11. Select Member Categories section 
	Figure 4-11. Select Member Categories section 
	Figure 4-11. Select Member Categories section 
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	Within the Valuation Request Actions section, select the Improve Benefits link. 
	Within the Valuation Request Actions section, select the Improve Benefits link. 

	See Figure 4-12. Valuation Request Actions section 
	See Figure 4-12. Valuation Request Actions section 
	 
	Cost Scenario Details page displays. 
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	Within the Beneficiary/Survivor Benefit Provisions section, select the appropriate benefit from the Retirement Death Benefit drop-down list, then select the Save & Continue button. 
	Within the Beneficiary/Survivor Benefit Provisions section, select the appropriate benefit from the Retirement Death Benefit drop-down list, then select the Save & Continue button. 

	See Figure 4-13. Beneficiary/Survivor Benefit Provisions section  
	See Figure 4-13. Beneficiary/Survivor Benefit Provisions section  
	 
	Provision Change Summary page displays. 
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	Confirm your amendment action details within the Provision Change Summary section.   
	Confirm your amendment action details within the Provision Change Summary section.   
	 
	Any correction can still be made by using the Edit Selected Provisions link on the right side; If not, then proceed by selecting the Continue button. 
	 
	Select the OK button in the Message from webpage pop-up box.  

	See Figure 4-14. Provision Change Summary section 
	See Figure 4-14. Provision Change Summary section 
	 
	Valuation Request Summary page displays. 
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	Figure 4-12. Valuation Request Actions section 
	Figure 4-12. Valuation Request Actions section 
	Figure 4-12. Valuation Request Actions section 
	Figure 4-12. Valuation Request Actions section 
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	Figure 4-13. Beneficiary/Survivor Benefit Provisions section 
	Figure 4-13. Beneficiary/Survivor Benefit Provisions section 
	Figure 4-13. Beneficiary/Survivor Benefit Provisions section 
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	Figure 4-14. Provision Change Summary section 
	Figure 4-14. Provision Change Summary section 
	Figure 4-14. Provision Change Summary section 
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	Within the Documents section, select the Download link to download the coversheet. 
	Within the Documents section, select the Download link to download the coversheet. 
	 
	 
	 
	Important! my|CalPERS requires you to download the coversheet in order to complete the valuation process. 

	See Figure 4-15. Download link 
	See Figure 4-15. Download link 
	 
	New window opens with PDF version of barcoded coversheet. 
	 
	Save, print, and scan it to your computer as needed, then close window when finished. 
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	Within the same section, select the Provide Document link. 
	Within the same section, select the Provide Document link. 

	See Figure 4-16. Provide Document link 
	See Figure 4-16. Provide Document link 
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	Within the Submit Documentation section, keep the selection “Upload” from the Submission Method drop-down list to upload the (PDF) coversheet recently downloaded. 
	Within the Submit Documentation section, keep the selection “Upload” from the Submission Method drop-down list to upload the (PDF) coversheet recently downloaded. 
	 
	Only PDF documents can be uploaded. 

	See Figure 4-17. Submit Documentation section 
	See Figure 4-17. Submit Documentation section 
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	Within the same section, select the Browse… button. 
	Within the same section, select the Browse… button. 

	New window opens displaying available files. 
	New window opens displaying available files. 

	Span


	Continued on next page 
	  
	Scenario 2: Initiate a Retirement Contract Amendment with an Approved Valuation, Continued 
	  
	  
	  


	Figure 4-15. Download link  
	Figure 4-15. Download link  
	Figure 4-15. Download link  
	Figure 4-15. Download link  
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	Figure 4-16. Provide Document link 
	Figure 4-16. Provide Document link 
	Figure 4-16. Provide Document link 
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	Figure 4-17. Submit Documentation section 
	Figure 4-17. Submit Documentation section 
	Figure 4-17. Submit Documentation section 
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	Navigate to the appropriate file (PDF version of the coversheet), select the file, and then select the Open button. 
	Navigate to the appropriate file (PDF version of the coversheet), select the file, and then select the Open button. 

	Submit Documentation page refreshes with document name in the Path field. 
	Submit Documentation page refreshes with document name in the Path field. 
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	Select the Submit button. 
	Select the Submit button. 

	Valuation Request Summary page displays. 
	Valuation Request Summary page displays. 
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	Within the Available Actions section, select the Submit Valuation Request radio button, then select the Submit button. 
	Within the Available Actions section, select the Submit Valuation Request radio button, then select the Submit button. 

	See Figure 4-18. Available Actions section 
	See Figure 4-18. Available Actions section 
	 
	Valuation Cost Summary page displays. 
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	Review the Valuation Cost Summary section to ensure that the correct valuation request is displayed before submitting to CalPERS. 
	Review the Valuation Cost Summary section to ensure that the correct valuation request is displayed before submitting to CalPERS. 

	See Figure 4-19. Valuation Cost Summary and Total Cost sections 
	See Figure 4-19. Valuation Cost Summary and Total Cost sections 
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	Within the Total Cost section, select “Employer” from the Requested by drop-down list, then select the I Agree to Pay the Total Cost Shown checkbox. 
	Within the Total Cost section, select “Employer” from the Requested by drop-down list, then select the I Agree to Pay the Total Cost Shown checkbox. 
	 
	Important! CalPERS will not begin to process the valuation request until the $300 administrative fee is paid in full. 

	See Figure 4-19. Valuation Cost Summary and Total Cost sections 
	See Figure 4-19. Valuation Cost Summary and Total Cost sections 
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	Select the Save & Continue button. 
	Select the Save & Continue button. 
	 
	To view all contract events within the Contract Event Summary section, select the View More Actions & Records >> link. Select the View Max link at the bottom of the Contract Event Summary section if needed.   

	Retirement Contract Summary page displays. 
	Retirement Contract Summary page displays. 
	 
	See Figure 4-20. Confirmation of successful submission of valuation request 

	Span
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	Figure 4-18. Available Actions section 
	Figure 4-18. Available Actions section 
	Figure 4-18. Available Actions section 
	Figure 4-18. Available Actions section 
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	Figure 4-19. Valuation Cost Summary and Total Cost sections 
	Figure 4-19. Valuation Cost Summary and Total Cost sections 
	Figure 4-19. Valuation Cost Summary and Total Cost sections 
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	Figure 4-20. Confirmation of successful submission of valuation request 
	Figure 4-20. Confirmation of successful submission of valuation request 
	Figure 4-20. Confirmation of successful submission of valuation request 
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	To view and pay the $300 admin fee, select the Receivables local navigation link to view and make payments on valuation request. 
	To view and pay the $300 admin fee, select the Receivables local navigation link to view and make payments on valuation request. 
	 
	If the Receivables local navigation link is not available, select the Profile global navigation tab. 

	Receivables page displays. 
	Receivables page displays. 
	 
	See Figure 4-21. $300 Admin Fee for Valuation Request 
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	Within the Receivables section, select the checkbox for the $300 Admin Fee for the valuation request, then select the Make Payment button. 
	Within the Receivables section, select the checkbox for the $300 Admin Fee for the valuation request, then select the Make Payment button. 

	Receivables Summary page displays. 
	Receivables Summary page displays. 
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	Within the Summary section, review receivable details, then select the Make a Payment button. 
	Within the Summary section, review receivable details, then select the Make a Payment button. 

	Payment Setup page displays. 
	Payment Setup page displays. 
	 
	See Figure 4-22. Summary section 

	Span

	23 
	23 
	23 

	Within the Payment Information section, select the radio button for the $300 payment, ensure the correct Payment Method and Payment Account are selected, and then select the Save & Continue button. 
	Within the Payment Information section, select the radio button for the $300 payment, ensure the correct Payment Method and Payment Account are selected, and then select the Save & Continue button. 

	See Figure 4-23.  Payment Setup page 
	See Figure 4-23.  Payment Setup page 
	 
	Payment Setup Summary page displays. 
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	Figure 4-21. $300 Admin Fee for Valuation Request 
	Figure 4-21. $300 Admin Fee for Valuation Request 
	Figure 4-21. $300 Admin Fee for Valuation Request 
	Figure 4-21. $300 Admin Fee for Valuation Request 
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	Figure 4-22. Summary section 
	Figure 4-22. Summary section 
	Figure 4-22. Summary section 
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	Figure 4-23.  Payment Setup page  
	Figure 4-23.  Payment Setup page  
	Figure 4-23.  Payment Setup page  
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	Check the checkboxes in both the CalPERS Terms and Conditions for Electronic Payments and Automatic Payment and e-Signature sections, then select the Save & Continue button. 
	Check the checkboxes in both the CalPERS Terms and Conditions for Electronic Payments and Automatic Payment and e-Signature sections, then select the Save & Continue button. 

	See Figure 4-24. I have read and I understand CalPERS On-line Terms & Conditions and I have read and agree to the Electronic Signature Agreement above checkboxes 
	See Figure 4-24. I have read and I understand CalPERS On-line Terms & Conditions and I have read and agree to the Electronic Signature Agreement above checkboxes 
	 
	Payment Request Acceptance page displays. 
	 
	See Figure 4-25. Payment Request Acceptance, Payment Setup Total, and Payment Summary sections 

	Span


	  
	  
	  


	Important! 
	Important! 
	Important! 
	Important! 

	Once you have successfully submitted your valuation online and pay the $300 fee CalPERS will notify you about your cost disclosure report. At that time, you can review the valuation report through my|CalPERS.  Your agency then can decide if they still want to initiate an amendment to include the provision by completing the attached Contract Amendment Request form or amend the retirement contract through my|CalPERS.   
	Once you have successfully submitted your valuation online and pay the $300 fee CalPERS will notify you about your cost disclosure report. At that time, you can review the valuation report through my|CalPERS.  Your agency then can decide if they still want to initiate an amendment to include the provision by completing the attached Contract Amendment Request form or amend the retirement contract through my|CalPERS.   
	 
	Continue this scenario to amend a retirement contract through my|CalPERS. 
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	Figure 4-24. I have read and I understand CalPERS On-line Terms & Conditions and I have read and agree to the Electronic Signature Agreement above checkboxes 
	Figure 4-24. I have read and I understand CalPERS On-line Terms & Conditions and I have read and agree to the Electronic Signature Agreement above checkboxes 
	Figure 4-24. I have read and I understand CalPERS On-line Terms & Conditions and I have read and agree to the Electronic Signature Agreement above checkboxes 
	Figure 4-24. I have read and I understand CalPERS On-line Terms & Conditions and I have read and agree to the Electronic Signature Agreement above checkboxes 
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	Figure 4-25. Payment Request Acceptance, Payment Setup Total, and Payment Summary sections 
	Figure 4-25. Payment Request Acceptance, Payment Setup Total, and Payment Summary sections 
	Figure 4-25. Payment Request Acceptance, Payment Setup Total, and Payment Summary sections 
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	Step-by-step 
	Step-by-step 
	Step-by-step 
	Step-by-step 

	Follow the steps below to amend a retirement contract through my|CalPERS. 
	Follow the steps below to amend a retirement contract through my|CalPERS. 
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	Select the Retirement Contract local navigation link. 
	Select the Retirement Contract local navigation link. 
	 
	If the Retirement Contract local navigation link is not available, select the Profile global navigation tab. 

	Retirement Contract Summary page displays. 
	Retirement Contract Summary page displays. 
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	Scroll down.   
	Scroll down.   
	 
	Within the Available Actions section, select the Request Amendment to Contract radio button, then select the Submit button.  

	See Figure 4-26.  Available Actions section 
	See Figure 4-26.  Available Actions section 
	 
	Initiate Amendment page displays. 
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	Within the Initiate Amendment section, select the Amend From a previously submitted valuation request radio button, then select the Continue button. 
	Within the Initiate Amendment section, select the Amend From a previously submitted valuation request radio button, then select the Continue button. 

	See Figure 4-27. Initiate Amendment section 
	See Figure 4-27. Initiate Amendment section 
	 
	Select Valuation page displays. 
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	Within the Select Valuation Request section, select the Valuation Request link for the valuation you want to review. 
	Within the Select Valuation Request section, select the Valuation Request link for the valuation you want to review. 

	See Figure 4-28. Select Valuation Request section 
	See Figure 4-28. Select Valuation Request section 
	 
	Valuation Request Details page displays.  
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	Within the Valuation Request Details section, select the View Cost Disclosure Valuation Report link to review the valuation report.  
	Within the Valuation Request Details section, select the View Cost Disclosure Valuation Report link to review the valuation report.  

	See Figure 4-29. Valuation Request Details section 
	See Figure 4-29. Valuation Request Details section 
	 
	A PDF window will open with the report.   
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	Return back to the my|CalPERS window after reading the full Cost Disclosure Valuation Report.   
	Return back to the my|CalPERS window after reading the full Cost Disclosure Valuation Report.   
	 
	Within the Valuation Request Details, select the I have read the full Cost Disclosure Valuation Report check box, then select the Save button.  

	See Figure 4-29. Valuation Request Details section 
	See Figure 4-29. Valuation Request Details section 
	 
	Select Valuation page displays. 

	Span


	Continued on next page 
	  
	Scenario 2: Initiate a Retirement Contract Amendment with an Approved Valuation, Continued 
	  
	  
	  


	Figure 4-26. Available Action section 
	Figure 4-26. Available Action section 
	Figure 4-26. Available Action section 
	Figure 4-26. Available Action section 
	 
	 
	 

	Span

	Figure 4-27. Initiate Amendment section 
	Figure 4-27. Initiate Amendment section 
	Figure 4-27. Initiate Amendment section 
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	Figure 4-28. Select Valuation Request section 
	Figure 4-28. Select Valuation Request section 
	Figure 4-28. Select Valuation Request section 
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	Figure 4-29. Valuation Request Details section 
	Figure 4-29. Valuation Request Details section 
	Figure 4-29. Valuation Request Details section 
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	Within the Select Valuation Request section, select the check box of the valuation request that has been reviewed and approved to amend, then select the Select button.  
	Within the Select Valuation Request section, select the check box of the valuation request that has been reviewed and approved to amend, then select the Select button.  

	See Figure 4-30. Select Valuation Request section 
	See Figure 4-30. Select Valuation Request section 
	 
	Amendment Summary page displays. 
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	Within the Anticipated Schedule for Agency Actions section, select the Add Anticipated Schedule of Agency Actions link at the top right to complete this section. 
	Within the Anticipated Schedule for Agency Actions section, select the Add Anticipated Schedule of Agency Actions link at the top right to complete this section. 

	See Figure 4-31. Anticipated Schedule of Agency Actions section 
	See Figure 4-31. Anticipated Schedule of Agency Actions section 
	 
	Schedule of Agency Actions page displays. 
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	Within the Anticipated Schedule of Agency Action section, complete the following fields provided by your agency: 
	Within the Anticipated Schedule of Agency Action section, complete the following fields provided by your agency: 
	 
	 The date your agency needs the Resolution of Intention from the Public Agency Contract Services office to include in agenda for your governing body: 
	 The date your agency needs the Resolution of Intention from the Public Agency Contract Services office to include in agenda for your governing body: 
	 The date your agency needs the Resolution of Intention from the Public Agency Contract Services office to include in agenda for your governing body: 

	 Adoption of Resolution of Intention: 
	 Adoption of Resolution of Intention: 

	 Employee Election: 
	 Employee Election: 

	 Date of Final Ordinance Adoption: 
	 Date of Final Ordinance Adoption: 

	 Effective Date of Ordinance: 
	 Effective Date of Ordinance: 

	 Urgency Ordinance: 
	 Urgency Ordinance: 

	 Effective Date of CalPERS Amendment to Contract: 
	 Effective Date of CalPERS Amendment to Contract: 


	 
	Then select the Save & Continue button.  

	See Figure 4-32. Anticipated Schedule of Agency Action link opens 
	See Figure 4-32. Anticipated Schedule of Agency Action link opens 
	 
	Amendment Summary page displays. 
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	Figure 4-30. Select Valuation Request section 
	Figure 4-30. Select Valuation Request section 
	Figure 4-30. Select Valuation Request section 
	Figure 4-30. Select Valuation Request section 
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	Figure 4-31. Anticipated Schedule of Agency Actions section 
	Figure 4-31. Anticipated Schedule of Agency Actions section 
	Figure 4-31. Anticipated Schedule of Agency Actions section 
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	Figure 4-32. Anticipated Schedule of Agency Action link opens 
	Figure 4-32. Anticipated Schedule of Agency Action link opens 
	Figure 4-32. Anticipated Schedule of Agency Action link opens 
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	Scroll down. 
	Scroll down. 
	 
	Within the Available Actions section, select the Request Amendment to Contract radio button, then select the Submit button.  

	See Figure 4-33. Available Actions section 
	See Figure 4-33. Available Actions section 
	 
	See Figure 4-34. Retirement Contract Summary page displays with a green message box stating, “Thank you for your request to amend the contract. A CalPERS contract analyst will compile and send you the documents needed to proceed with the next steps in the amendment.” 
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	You have completed this scenario. 
	You have completed this scenario. 
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	Important! 
	Important! 
	Important! 
	Important! 

	After submitting a request to amend the contract, see Unit 4, Scenario 3: Complete the Amendment Process. 
	After submitting a request to amend the contract, see Unit 4, Scenario 3: Complete the Amendment Process. 
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	Figure 4-33. Available Actions section 
	Figure 4-33. Available Actions section 
	Figure 4-33. Available Actions section 
	Figure 4-33. Available Actions section 
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	Figure 4-34. Retirement Contract Summary page displays with a green message box stating, “Thank you for your request to amend the contract.  A CalPERS contract analyst will compile and send you the documents needed to proceed with the next steps in the amendment.” 
	Figure 4-34. Retirement Contract Summary page displays with a green message box stating, “Thank you for your request to amend the contract.  A CalPERS contract analyst will compile and send you the documents needed to proceed with the next steps in the amendment.” 
	Figure 4-34. Retirement Contract Summary page displays with a green message box stating, “Thank you for your request to amend the contract.  A CalPERS contract analyst will compile and send you the documents needed to proceed with the next steps in the amendment.” 
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	Introduction 
	Introduction 
	Introduction 
	Introduction 

	Once an employer requests to amend their contract through my|CalPERS, there will be three processing phases that follow: receiving initial contract amendment documents, receiving final contract amendment documents, and receiving approval through my|CalPERS.  
	Once an employer requests to amend their contract through my|CalPERS, there will be three processing phases that follow: receiving initial contract amendment documents, receiving final contract amendment documents, and receiving approval through my|CalPERS.  
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	Depending on the employer’s communication information on their agency’s profile page, CalPERS will notify the employer to check their my|CalPERS account.  
	Depending on the employer’s communication information on their agency’s profile page, CalPERS will notify the employer to check their my|CalPERS account.  
	 
	Depending on the agency type and amendment, determines what documents the employer will receive. 
	 
	The employer will use my|CalPERS to download and complete the required documents, upload the documents, and then submit them through my|CalPERS. 
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	Step-by-step 
	Step-by-step 
	Step-by-step 
	Step-by-step 

	Follow the steps below to complete the amendment process through my|CalPERS. 
	Follow the steps below to complete the amendment process through my|CalPERS. 
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	From the My Home page, select the Profile global navigation tab. 
	From the My Home page, select the Profile global navigation tab. 

	Business Partner Summary page displays. 
	Business Partner Summary page displays. 

	Span

	2 
	2 
	2 

	Select the Retirement Contract local navigation link. 
	Select the Retirement Contract local navigation link. 

	Retirement Contract Summary page displays. 
	Retirement Contract Summary page displays. 
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	Within the Contract Event Summary section, select the appropriate contract event Amendment link. 
	Within the Contract Event Summary section, select the appropriate contract event Amendment link. 
	 
	Select the View More Actions & Records >> link if needed. 

	See Figure 4-35. Contract Event Summary section 
	See Figure 4-35. Contract Event Summary section 
	 
	Amendment Summary page displays. 
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	Within the Documents section, select the Download link for each document type.  
	Within the Documents section, select the Download link for each document type.  
	 
	Open, save and print each document type. Then complete each document type before scanning the document and saving it to your desktop.  

	See Figure 4-36. Documents section 
	See Figure 4-36. Documents section 
	 
	A PDF document will populate on to your page. my|CalPERS is still open in the background. 
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	From the My Home page, select the Profile global navigation tab. 
	From the My Home page, select the Profile global navigation tab. 

	Business Partner Summary page displays. 
	Business Partner Summary page displays. 
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	Select the Retirement Contract local navigation link. 
	Select the Retirement Contract local navigation link. 

	Retirement Contract Summary page displays. 
	Retirement Contract Summary page displays. 
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	Within the Contract Event Summary section, select the appropriate contract event Amendment link. 
	Within the Contract Event Summary section, select the appropriate contract event Amendment link. 
	 
	Select the View More Actions & Records >> link if needed. 

	Amendment Summary page displays. 
	Amendment Summary page displays. 
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	Within the Documents section, select the first Provide Document link. 
	Within the Documents section, select the first Provide Document link. 

	See Figure 4-37. Documents section 
	See Figure 4-37. Documents section 
	 
	Submit Documentation page displays. 
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	Within the Submit Documentation section, select the Browse… button. 
	Within the Submit Documentation section, select the Browse… button. 

	See Figure 4-38. Submit Documentation section 
	See Figure 4-38. Submit Documentation section 
	 
	Choose File to Upload windows opens.  
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	Select the appropriate completed document for the document type and select the Open button. 
	Select the appropriate completed document for the document type and select the Open button. 

	Remain on the Submit Documentation page. 
	Remain on the Submit Documentation page. 
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	Select the Submit button. 
	Select the Submit button. 

	Amendment Summary page displays. 
	Amendment Summary page displays. 
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	Are there any more Provide Document links within the Documents section? 
	Are there any more Provide Document links within the Documents section? 
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	Figure 4-38. Submit Documentation section 
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	Within the Available Actions section, select the Submit Initial Contract Amendment Documents radio button, then select the Submit button. 
	Within the Available Actions section, select the Submit Initial Contract Amendment Documents radio button, then select the Submit button. 
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	See Figure 4-40. Retirement Contract Summary page displays with a green message box stating, “Thank you for your Initial Amendment Contract Documents submission.” 
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	You have completed phase 1 
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	Once all the documents are completed, uploaded and submitted through my|CalPERS, CalPERS will review the documents.  
	Once all the documents are completed, uploaded and submitted through my|CalPERS, CalPERS will review the documents.  
	 
	If the review is successful, they will overnight a packet which will include the following: 
	 
	 A pre-paid envelope 
	 A pre-paid envelope 
	 A pre-paid envelope 

	 Additional required documents (depending on the optional benefits) 
	 Additional required documents (depending on the optional benefits) 

	 Two copies of the blue Amendment To Contract 
	 Two copies of the blue Amendment To Contract 

	 An instructional coversheet to explain what to mail and/or upload 
	 An instructional coversheet to explain what to mail and/or upload 
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	Figure 4-40. Retirement Contract Summary page displays with a green message box stating, “Thank you for your Initial Amendment Contract Documents submission.” 
	Figure 4-40. Retirement Contract Summary page displays with a green message box stating, “Thank you for your Initial Amendment Contract Documents submission.” 
	Figure 4-40. Retirement Contract Summary page displays with a green message box stating, “Thank you for your Initial Amendment Contract Documents submission.” 
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	Review the coversheet provided in the overnight packet. 
	Review the coversheet provided in the overnight packet. 
	 
	Complete the two copies of the blue “Amendment To Contract” documents and mail it back to CalPERS with the provided pre-paid envelope. The original copies are required.  
	 
	For all other forms, submit them through my|CalPERS.  
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	After mailing the two copies of the blue “Amendment To Contract” documents to CalPERS, follow the steps below to complete the amendment process through my|CalPERS. 
	After mailing the two copies of the blue “Amendment To Contract” documents to CalPERS, follow the steps below to complete the amendment process through my|CalPERS. 
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	From the My Home page, select the Profile global navigation tab. 
	From the My Home page, select the Profile global navigation tab. 

	Business Partner Summary page displays. 
	Business Partner Summary page displays. 
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	Select the Retirement Contract local navigation link. 
	Select the Retirement Contract local navigation link. 

	Retirement Contract Summary page displays. 
	Retirement Contract Summary page displays. 
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	Within the Contract Event Summary section, select the appropriate contract event Amendment link. 
	Within the Contract Event Summary section, select the appropriate contract event Amendment link. 
	 
	Select the View More Actions & Records >> link if needed. 

	See Figure 4-41. Contract Event Summary section 
	See Figure 4-41. Contract Event Summary section 
	 
	Amendment Summary page displays. 
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	Within the Documents section, select the Download link for each document type that has a submission method of Provide Document.  
	Within the Documents section, select the Download link for each document type that has a submission method of Provide Document.  
	 
	Open, save and print each document type. Then complete each document type before scanning the document and saving it to your desktop.  

	See Figure 4-42. Documents section 
	See Figure 4-42. Documents section 
	 
	A PDF document will populate on to your page. my|CalPERS is still open in the background. 
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	From the My Home page, select the Profile global navigation tab. 
	From the My Home page, select the Profile global navigation tab. 

	Business Partner Summary page displays. 
	Business Partner Summary page displays. 
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	Select the Retirement Contract local navigation link. 
	Select the Retirement Contract local navigation link. 

	Retirement Contract Summary page displays. 
	Retirement Contract Summary page displays. 
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	Within the Contract Event Summary section, select the appropriate contract event Amendment link. 
	Within the Contract Event Summary section, select the appropriate contract event Amendment link. 
	 
	Select the View More Actions & Records >> link if needed. 

	Amendment Summary page displays. 
	Amendment Summary page displays. 
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	Within the Documents section, select the first Provide Document link. 
	Within the Documents section, select the first Provide Document link. 

	Submit Documentation page displays. 
	Submit Documentation page displays. 
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	Within the Submit Documentation section, select the Browse… button. 
	Within the Submit Documentation section, select the Browse… button. 

	See Figure 4-43. Submit Documentation section 
	See Figure 4-43. Submit Documentation section 
	 
	Choose File to Upload windows opens.  
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	Select the appropriate completed document for the document type and select the Open button. 
	Select the appropriate completed document for the document type and select the Open button. 

	Remain on the Submit Documentation page. 
	Remain on the Submit Documentation page. 
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	Select the Submit button. 
	Select the Submit button. 

	Amendment Summary page displays. 
	Amendment Summary page displays. 
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	Are there any more Provide Document links within the Documents section? 
	Are there any more Provide Document links within the Documents section? 
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	Within the Available Actions section, select the Submit Final Contract Amendment Documents radio button, then select the Submit button. 
	Within the Available Actions section, select the Submit Final Contract Amendment Documents radio button, then select the Submit button. 
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	See Figure 4-44. Available Actions section 
	 
	See Figure 4-45. Retirement Contract Summary page displays with a green message box stating, “Thank you for your Final Amendment Contract Documents submission.” 
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	Once all the documents are completed, uploaded and submitted through my|CalPERS, and CalPERS has received the original hard copies of the two blue “Amendment To Contract” documents, CalPERS will review the documents. If the review is successful, they will approve the amendment through my|CalPERS and send both “Amendment To Contract” documents to the appropriate authorized signature. 
	Once all the documents are completed, uploaded and submitted through my|CalPERS, and CalPERS has received the original hard copies of the two blue “Amendment To Contract” documents, CalPERS will review the documents. If the review is successful, they will approve the amendment through my|CalPERS and send both “Amendment To Contract” documents to the appropriate authorized signature. 
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	Figure 4-45. Retirement Contract Summary page displays with a green message box stating, “Thank you for your Final Amendment Contract Documents submission.” 
	Figure 4-45. Retirement Contract Summary page displays with a green message box stating, “Thank you for your Final Amendment Contract Documents submission.” 
	Figure 4-45. Retirement Contract Summary page displays with a green message box stating, “Thank you for your Final Amendment Contract Documents submission.” 
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	An employer may check my|CalPERS to verify their amendment status, to determine if it is still Amendment In progress or Approved. 
	An employer may check my|CalPERS to verify their amendment status, to determine if it is still Amendment In progress or Approved. 
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	From the My Home page, select the Profile global navigation tab. 
	From the My Home page, select the Profile global navigation tab. 

	Business Partner Summary page displays. 
	Business Partner Summary page displays. 
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	Select the Retirement Contract local navigation link. 
	Select the Retirement Contract local navigation link. 

	Retirement Contract Summary page displays. 
	Retirement Contract Summary page displays. 
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	Within the Contract Event Summary section, select the appropriate contract event Amendment link. 
	Within the Contract Event Summary section, select the appropriate contract event Amendment link. 
	 
	Select the View More Actions & Records >> if you don’t see the amendment. 

	See Figure 4-46. Contract Event Summary section 
	See Figure 4-46. Contract Event Summary section 
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	Once the authorized signature has been applied to both of the “Amendment To Contract” documents, CalPERS will keep one copy, and mail the other to the agency to keep.  
	Once the authorized signature has been applied to both of the “Amendment To Contract” documents, CalPERS will keep one copy, and mail the other to the agency to keep.  
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	Introduction 
	Introduction 

	The IBM Cognos tool runs the reports within my|CalPERS.  
	The IBM Cognos tool runs the reports within my|CalPERS.  
	 
	In this unit, you will learn how to access Cognos through the my|CalPERS Reports link and locate and download reports relevant to Retirement Contract. 
	 
	Cognos online resources are also included in this unit such as: 
	 my|CalPERS report descriptions, user roles, and status 
	 my|CalPERS report descriptions, user roles, and status 
	 my|CalPERS report descriptions, user roles, and status 

	 Web browser settings requirements 
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	The Contract Detail Report provides employers with a list of contract provisions, exclusions, and resolution details. 
	The Contract Detail Report provides employers with a list of contract provisions, exclusions, and resolution details. 



	  
	  
	  


	 
	 
	 
	 

	Scenario: You are tasked with presenting a summary of your agency’s retirement contract provisions to your senior management. 
	Scenario: You are tasked with presenting a summary of your agency’s retirement contract provisions to your senior management. 
	 
	You will use the Cognos application in my|CalPERS to run the Contract Detail Report in order to gather your information about your agency’s retirement contract. 



	  
	  
	  


	Step-by-step 
	Step-by-step 
	Step-by-step 
	Step-by-step 

	Follow the steps below to run a Contract Detail Report via Cognos in my|CalPERS. 
	Follow the steps below to run a Contract Detail Report via Cognos in my|CalPERS. 
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	From the My Home page select the Common Tasks left side navigation link. 
	From the My Home page select the Common Tasks left side navigation link. 

	Common Tasks expands to display additional left-side navigation selections. 
	Common Tasks expands to display additional left-side navigation selections. 
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	Select the Reports left side navigation link. 
	Select the Reports left side navigation link. 

	See Figure 5-1. Reports under Common Tasks on lefts-side navigation menu 
	See Figure 5-1. Reports under Common Tasks on lefts-side navigation menu 
	 
	New window opens featuring Cognos application. 
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	Select the My home button from the Cognos window. 
	Select the My home button from the Cognos window. 

	See Figure 5-2. My home button on Cognos window 
	See Figure 5-2. My home button on Cognos window 
	 
	IBM Cognos Connection displays in separate Cognos window featuring report folders. 
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	Figure 5-1. Reports under Common Tasks on left hand navigation menu 
	Figure 5-1. Reports under Common Tasks on left hand navigation menu 
	Figure 5-1. Reports under Common Tasks on left hand navigation menu 
	Figure 5-1. Reports under Common Tasks on left hand navigation menu 
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	Figure 5-2. My home button on Cognos window 
	 
	 
	 

	Span


	Continued on next page 
	  
	Scenario: Generate a Contract Detail Report, Continued 
	  
	  
	  


	Step-by-step, continued 
	Step-by-step, continued 
	Step-by-step, continued 
	Step-by-step, continued 


	TR
	TD
	Span
	Step 

	TD
	Span
	Action 

	TD
	Span
	Result  

	Span

	TR
	TD
	Span
	Navigate through Cognos Window 

	Span

	4 
	4 
	4 

	Select the PSR REPORTS ENV98 link located next to the (yellow) folder . 
	Select the PSR REPORTS ENV98 link located next to the (yellow) folder . 

	See Figure 5-3. Public folders in Cognos 
	See Figure 5-3. Public folders in Cognos 
	 
	Folder opens displaying reports contained inside. 
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	Navigate through the reports using the directional arrows, enter a keyword from the name of report in the search field   , or increase the entry amount per page. Then select the search icon. 
	Navigate through the reports using the directional arrows, enter a keyword from the name of report in the search field   , or increase the entry amount per page. Then select the search icon. 
	 
	Reports are listed alphabetically. 

	See Figure 5-4. Reports in Cognos window 
	See Figure 5-4. Reports in Cognos window 
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	Select link for the Contract Detail Report. 
	Select link for the Contract Detail Report. 

	Cognos window refreshes with prompts for running report.  
	Cognos window refreshes with prompts for running report.  
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	Select the appropriate CalPERS ID in the BP CalPERS ID field, then select the Finish button. 
	Select the appropriate CalPERS ID in the BP CalPERS ID field, then select the Finish button. 

	Figure 5-5. Business Partner Retirement Contract Report in Cognos 
	Figure 5-5. Business Partner Retirement Contract Report in Cognos 
	 
	Business Partner Retirement Contract Report details displays in open Cognos window. 
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	Use the scroll bars to view all rows and columns of report if desired.  
	Use the scroll bars to view all rows and columns of report if desired.  
	 
	There may be more than one page.  

	Figure 5-6. Business Partner Retirement Contract Report details 
	Figure 5-6. Business Partner Retirement Contract Report details 

	Span

	9 
	9 
	9 

	Do you want to save a copy of this report? 
	Do you want to save a copy of this report? 
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	Select the View in HTML  drop-down arrow to display saving selections. 
	Select the View in HTML  drop-down arrow to display saving selections. 
	 
	When selecting the View in Excel Options, different versions and options are available: 
	 
	 
	 
	For a clean excel sheet with just the raw data, use the View in CSV Format. Select Open and Yes when prompted. 

	Figure 5-7. View in HTML drop-down arrow 
	Figure 5-7. View in HTML drop-down arrow 
	 
	The View in HTML drop-down arrow expands to display the following: 
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	You have completed this scenario. 
	You have completed this scenario. 
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	The CalPERS website has a page where you can view reports descriptions; user roles needed, and web browser settings procedures. 
	The CalPERS website has a page where you can view reports descriptions; user roles needed, and web browser settings procedures. 



	  
	  
	  


	my|CalPERS  
	my|CalPERS  
	my|CalPERS  
	my|CalPERS  
	Report Descriptions, User Roles and Status 

	The my|CalPERS Employer Reports (Cognos) page includes a listing of the Cognos reports available to employers, a description of each report, the user roles* needed to run each report, and the status (if the report is available or unavailable) of the report. Each report name link includes a sample of the generated report. 
	The my|CalPERS Employer Reports (Cognos) page includes a listing of the Cognos reports available to employers, a description of each report, the user roles* needed to run each report, and the status (if the report is available or unavailable) of the report. Each report name link includes a sample of the generated report. 
	 
	my|CalPERS Employer Reports (Cognos)
	my|CalPERS Employer Reports (Cognos)
	my|CalPERS Employer Reports (Cognos)

	 

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

	 > my|CalPERS Employer Reports (Cognos) 

	 
	*If you don’t have the user roles needed to run a report, your agency’s system access administrator (SAA) can grant the roles to you. SAAs can select the 
	*If you don’t have the user roles needed to run a report, your agency’s system access administrator (SAA) can grant the roles to you. SAAs can select the 
	System Access Administrators
	System Access Administrators

	 link on the my|CalPERS Technical Requirements page for helpful resources. 

	 
	See Figure 5-8. my|CalPERS Technical Requirements page 
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	Web Browser Settings 

	A document outlining step-by-step procedures to update your web browser settings is located at: 
	A document outlining step-by-step procedures to update your web browser settings is located at: 
	 
	my|CalPERS Cognos Reports Browser Requirements
	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 
	 
	See Figure 5-9. my|CalPERS Employer Reports (Cognos) page 
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	There are several ways to contact CalPERS to get assistance in using my|CalPERS. These are: 
	There are several ways to contact CalPERS to get assistance in using my|CalPERS. These are: 
	 
	 Help link in my|CalPERS 
	 Help link in my|CalPERS 
	 Help link in my|CalPERS 

	 Submit Inquiry feature in my|CalPERS 
	 Submit Inquiry feature in my|CalPERS 

	 Email 
	 Email 
	 Email 
	CalPERS_Employer_Communications@calpers.ca.gov
	CalPERS_Employer_Communications@calpers.ca.gov

	 


	 Phone 888 CalPERS (or 888-225-7377) 
	 Phone 888 CalPERS (or 888-225-7377) 


	 
	Other resources include: 
	 
	 The 
	 The 
	 The 
	 The 
	Employers pages
	Employers pages

	 on the CalPERS website  


	 CalPERS Employer Bulletin and Circular Letter subscription 
	 CalPERS Employer Bulletin and Circular Letter subscription 

	 Forms & Publications
	 Forms & Publications
	 Forms & Publications
	 Forms & Publications

	 page on  the CalPERS website  
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	Listed are tips to make using my|CalPERS easier and more efficiently. 
	Listed are tips to make using my|CalPERS easier and more efficiently. 



	  
	  
	  


	Windows Font Size 
	Windows Font Size 
	Windows Font Size 
	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 scroll up and down with your mouse wheel 
	 Press and hold the “Ctrl” key and scroll up and down with your mouse wheel 
	 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  
	 Press and hold the “Ctrl” key  and use the “+” or “-“ key  





	  
	  
	  


	Open a New Tab in Windows 
	Open a New Tab in Windows 
	Open a New Tab in Windows 
	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 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 Windows 
	Open Multiple Windows 
	Open Multiple Windows 

	Open multiple my|CalPERS windows to multi-task. Right click on any tab or link select “Open in new window.”  
	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 
	Quick Keyboard Entry 
	Quick Keyboard Entry 
	Quick Keyboard Entry 

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

	 Dates and phone number can be entered without / - ( or ) 
	 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 button on the page, press the Enter key 

	 If the cursor is on a radio button, press the spacebar 
	 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. 
	 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 
	Refresh my|CalPERS 
	Refresh my|CalPERS 
	Refresh my|CalPERS 

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



	  
	  
	  


	Global Navigation Tabs 
	  
	  
	  


	Introduction 
	Introduction 
	Introduction 
	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. 
	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 
	Home 
	Home 
	Home 

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

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



	  
	  
	  


	Reporting 
	Reporting 
	Reporting 
	Reporting 

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



	  
	  
	  


	Person Information 
	Person Information 
	Person Information 
	Person Information 

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



	  
	  
	  


	Education 
	Education 
	Education 
	Education 

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



	  
	  
	  


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

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

	Run reports via the Cognos application. 
	Run reports via the Cognos application. 



	  
	  
	  


	Document History 
	Document History 
	Document History 
	Document History 

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



	  
	  
	  


	Inquiry List 
	Inquiry List 
	Inquiry List 
	Inquiry List 

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



	  
	  
	  


	Submit Inquiry 
	Submit Inquiry 
	Submit Inquiry 
	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.   
	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 
	Introduction 
	Introduction 
	Introduction 

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

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



	  
	  
	  


	Search 
	Search 
	Search 
	Search 

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



	  
	  
	  


	Glossary 
	Glossary 
	Glossary 
	Glossary 

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

	The Back and Forward buttons only work in the Online Help tool. 
	The Back and Forward buttons only work in the Online Help tool. 
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	my|CalPERS – My Home Page 
	my|CalPERS – My Home Page 
	my|CalPERS – My Home Page 
	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: 
	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 
	 Global navigation tabs 
	 Global navigation tabs 

	 Local navigation links 
	 Local navigation links 

	 Left-side navigation links 
	 Left-side navigation links 

	 Help links 
	 Help links 
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	my|CalPERS – 
	my|CalPERS – 
	my|CalPERS – 
	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.  
	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 
	Global Navigation Tabs 
	Global Navigation Tabs 
	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 
	Local Navigation Links 
	Local Navigation Links 
	Local Navigation Links 

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

	o Requests: Request publications 
	o Requests: Request publications 
	o Requests: Request publications 
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	Local Navigation Links, continued 
	Local Navigation Links, continued 
	Local Navigation Links, continued 
	Local Navigation Links, continued 

	 From the Profile global navigation tab: 
	 From the Profile global navigation tab: 
	 From the Profile global navigation tab: 
	 From the Profile global navigation tab: 

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

	o Receivables: View open & closed receivables, due dates & amounts, receivable balance, and receivable description. You can also generate an employer receivable report. 
	o Receivables: View open & closed receivables, due dates & amounts, receivable balance, and receivable description. You can also generate an employer receivable report. 

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

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



	 
	 From the Reporting global navigation tab: 
	 From the Reporting global navigation tab: 
	 From the Reporting global navigation tab: 

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

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

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

	o Health Reconciliation: This is only used by health carriers 
	o Health Reconciliation: This is only used by health carriers 






	  
	  
	  


	Left-Side Navigation Links 
	Left-Side Navigation Links 
	Left-Side Navigation Links 
	Left-Side Navigation Links 

	 From the Common Tasks folder left-side link: 
	 From the Common Tasks folder left-side link: 
	 From the Common Tasks folder left-side link: 
	 From the Common Tasks folder left-side link: 

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

	o Document History: View documents  
	o Document 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. 
	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. 
	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. 
	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. 

	o Submit Inquiry: Submit a question or information to CalPERS through a secure 
	o Submit Inquiry: Submit a question or information to CalPERS through a secure 

	connection with my|CalPERS. You can include confidential data, such as an SSN. Refer to the Submit Inquiry details which are located after this information on Navigating my|CalPERS. 
	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. 
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	Left-Side Navigation Links, continued 
	Left-Side Navigation Links, continued 
	Left-Side Navigation Links, 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. 
	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: 
	 From the Home global navigation tab: 
	 From the Home global navigation tab: 

	o Person Search: Query 
	o Person Search: Query 
	o Person Search: Query 

	employee/retiree information 
	employee/retiree information 

	o Contact Personal Security Settings: 
	o Contact Personal Security Settings: 

	Change your password, challenge 
	Change your password, challenge 

	questions, or security image and 
	questions, or security image and 

	message 
	message 



	 
	 From the Profile global navigation tab: 
	 From the Profile global navigation tab: 
	 From the Profile global navigation tab: 

	o Contacts: Lists current and former my|CalPERS contacts 
	o Contacts: Lists current and former my|CalPERS contacts 
	o Contacts: Lists current and former my|CalPERS contacts 

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

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

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



	 
	 From the Profile tab, Receivables local link: 
	 From the Profile tab, Receivables local link: 
	 From the Profile tab, Receivables local link: 

	o Payments: View payments e.g., pending, posted, cancelled etc.  
	o Payments: View payments e.g., pending, posted, cancelled etc.  
	o Payments: View payments e.g., pending, posted, cancelled etc.  

	o Payment Accounts: View, add, or delete banking accounts 
	o Payment Accounts: View, add, or delete banking accounts 

	o Rate Plan Details: View the year-to-date PERS contributions   
	o Rate Plan Details: View the year-to-date PERS contributions   



	 
	 From the Profile tab, Retirement Contract local link:  
	 From the Profile tab, Retirement Contract local link:  
	 From the Profile tab, Retirement Contract local link:  

	o View Benefits: View benefit levels and provision 
	o View Benefits: View benefit levels and provision 
	o View Benefits: View benefit levels and provision 



	Maintain Positions: Add or update positions. Each agency determines the codes and position names for each category. 
	 
	 From the Profile tab, Health Contract local link, select a health contract link: 
	 From the Profile tab, Health Contract local link, select a health contract link: 
	 From the Profile tab, Health Contract local link, select a health contract link: 

	o Group Summary: View the medical groups  
	o Group Summary: View the medical groups  
	o Group Summary: View the medical groups  

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

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

	o Contract History: View the contract’s state, type, status, etc. 
	o Contract History: View the contract’s state, type, status, etc. 
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	Left-Side Navigation Links, continued 
	Left-Side Navigation Links, continued 
	Left-Side Navigation Links, continued 
	Left-Side Navigation Links, continued 

	 From the Reporting global navigation tab: 
	 From the Reporting global navigation tab: 
	 From the Reporting global navigation tab: 
	 From the Reporting global navigation tab: 

	o Adjustment Reports: Create a payroll adjustment report to add adjustment records 
	o Adjustment Reports: Create a payroll adjustment report to add adjustment records 
	o Adjustment Reports: Create a payroll adjustment report to add adjustment records 

	o Search Payroll Records by Participant: To search for posted or unposted payroll records for a specific employee 
	o Search 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: 
	 From the Reporting tab, Billing and Payments local link: 
	 From the Reporting tab, Billing and Payments local link: 

	o Super Funded Accounts: View the details of rate plans for which you are super funded 
	o Super Funded Accounts: View the details of rate plans for which you are super funded 
	o Super Funded Accounts: View the details of rate plans for which you are super funded 

	o Payment Accounts: Add or delete a banking account for online payments 
	o Payment Accounts: Add or delete a banking account for online payments 



	 
	 From the Reporting tab, Payroll Schedule local link: 
	 From the Reporting tab, Payroll Schedule local link: 
	 From the Reporting tab, Payroll Schedule local link: 

	o Fees List: View a list of your assessed fees and waived fees, view the date, type, amount and status of all fees by program and fiscal year. You can change the displayed information by selecting a program and/or fiscal year and the Display button. 
	o Fees List: View a list of your assessed fees and waived fees, view the date, type, amount and status of all fees by program and fiscal year. You can change the displayed information by selecting a program and/or fiscal year and the Display button. 
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	my|CalPERS Submit Inquiry  
	my|CalPERS Submit Inquiry  
	my|CalPERS Submit Inquiry  
	my|CalPERS Submit Inquiry  

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

	TD
	Span
	Action 

	TD
	Span
	Result  

	Span

	TR
	TD
	Span
	Submit Inquiry 

	Span

	1 
	1 
	1 

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

	Span

	2 
	2 
	2 

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

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

	Span

	3 
	3 
	3 

	Select or enter: 
	Select or enter: 
	 Category (Required field) 
	 Category (Required field) 
	 Category (Required field) 

	 Associated Case (Select the case number from the dropdown list if there is one) 
	 Associated Case (Select the case number from the dropdown list if there is one) 

	 Program (Selecting one is encouraged) 
	 Program (Selecting one is encouraged) 

	 Preferred Method of Response 
	 Preferred Method of Response 

	 Work/Daytime Phone Number (Ensure your contact phone number is populated) 
	 Work/Daytime Phone Number (Ensure your contact phone number is populated) 

	 Email (Ensure your email is populated) 
	 Email (Ensure your email is populated) 



	See Figure A-2. Contact Information section 
	See Figure A-2. Contact Information section 
	 
	 
	 
	 
	When your inquiry is answered, you will receive a system-generated email. 

	Span
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	Type inquiry in Inquiry field. 
	Type inquiry in Inquiry field. 

	See Figure A-2. Inquiry section 
	See Figure A-2. Inquiry section 

	Span
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	Select the Submit button. 
	Select the Submit button. 

	Self-Serve Inquiry page displays. 
	Self-Serve Inquiry page displays. 

	Span


	  
	  
	  


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

	Figure A-2. Contact Information and Inquiry sections 
	Figure A-2. Contact Information and Inquiry sections 
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	View Response 

	Span
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	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. 
	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. 
	Inquiry List page displays. 

	Span

	7 
	7 
	7 

	Select Inquiry ID number. 
	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 
	See Figure A-3. Inquiries section 
	 
	Self -Serve Inquiry page displays. 

	Span


	  
	  
	  


	Figure A-3. Inquiries section 
	Figure A-3. Inquiries section 
	Figure A-3. Inquiries section 
	Figure A-3. Inquiries section 
	 
	 
	 
	 
	 

	Span


	  
	  
	  


	  
	CalPERS Resources 
	  
	  
	  


	Information for Employers  
	Information for Employers  
	Information for Employers  
	Information for Employers  

	Obtain information for Employers on the CalPERS website at 
	Obtain information for Employers on the CalPERS website at 
	Obtain information for Employers on the CalPERS website at 
	www.calpers.ca.gov
	www.calpers.ca.gov

	, then select the 
	Employers
	Employers

	 tab: 

	 



	  
	  
	  


	Forms & Publications Page 
	Forms & Publications Page 
	Forms & Publications Page 
	Forms & Publications Page 

	Obtain forms and publications by going to the CalPERS website at 
	Obtain forms and publications by going to the CalPERS website at 
	Obtain forms and publications by going to the CalPERS website at 
	www.calpers.ca.gov
	www.calpers.ca.gov

	, then select the 
	View All
	View All

	 link under Forms & Publications: 

	 



	  
	  
	  


	  
	CalPERS Resources, Continued 
	  
	  
	  


	Subscribe to Employer Bulletins and Circular Letters 
	Subscribe to Employer Bulletins and Circular Letters 
	Subscribe to Employer Bulletins and Circular Letters 
	Subscribe to Employer Bulletins and Circular Letters 

	Subscribe to Employer Bulletins and receive Circular Letters via email by going to the CalPERS website at 
	Subscribe to Employer Bulletins and receive Circular Letters via email by going to the CalPERS website at 
	Subscribe to Employer Bulletins and receive Circular Letters via email by going to the CalPERS website at 
	www.calpers.ca.gov
	www.calpers.ca.gov

	, 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: 
	Pathway: CalPERS website > Employers > Resources: 
	Circular Letters
	Circular Letters

	 




	  
	  
	  


	  
	Contract Resources 
	  
	  
	  


	Contract Resources on the CalPERS Website 
	Contract Resources on the CalPERS Website 
	Contract Resources on the CalPERS Website 
	Contract Resources on the CalPERS Website 

	The following links are valuable references to assist you in completing your online transactions in my|CalPERS: 
	The following links are valuable references to assist you in completing your online transactions in my|CalPERS: 
	 
	my|CalPERS Student Guides
	my|CalPERS Student Guides
	my|CalPERS Student Guides

	 

	Pathway: CalPERS website > Employers > I Want To…: Find my|CalPERS Student Guides 
	 
	my|CalPERS Quick Reference Guide for Employers
	my|CalPERS Quick Reference Guide for Employers
	my|CalPERS Quick Reference Guide for Employers

	 

	Pathway: CalPERS website > Employers > I Want To…: Find my|CalPERS Student Guides> scroll down to the Supplemental Materials section 
	 
	Employer Education Schedule
	Employer Education Schedule
	Employer Education Schedule

	 

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

	 

	Pathway: CalPERS website > Employers > Contracts > Agency Changes 
	 
	my|CalPERS Cognos Reports Browser Requirements document
	my|CalPERS Cognos Reports Browser Requirements document
	my|CalPERS Cognos Reports Browser Requirements document

	 

	Pathway: CalPERS website > Employers > my|CalPERS Technical Requirements > my|CalPERS Employer Reports (Cognos) 
	 
	Public Agency and Schools Reference Guide
	Public Agency and Schools Reference Guide
	Public Agency and Schools Reference Guide

	 

	Pathway: CalPERS website > Employers > Policies & Procedures > Reference & Health Guides >Public Agency & Schools Reference Guide 
	 
	Contract Amendment Procedures
	Contract Amendment Procedures
	Contract Amendment Procedures

	 

	Pathway: CalPERS website > Employers > Contracts > Contract Amendments 



	  
	  
	  


	  
	Defect/Enhancement Instructions 
	  
	  
	  


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

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




	  
	  
	  


	Sections & Instructions 
	Sections & Instructions 
	Sections & Instructions 
	Sections & Instructions 

	Please include each section below in your email: 
	Please include each section below in your email: 
	Table
	TR
	TH
	Span
	Section 

	TH
	Span
	Instructions 

	Span

	1. Date of Incident 
	1. Date of Incident 
	1. Date of Incident 
	1. Date of Incident 
	1. Date of Incident 



	Enter the date the incident occurred. 
	Enter the date the incident occurred. 

	Span

	2. Time of Incident 
	2. Time of Incident 
	2. Time of Incident 
	2. Time of Incident 
	2. Time of Incident 



	Enter the time the incident occurred. 
	Enter the time the incident occurred. 

	Span

	3. Agency CID # 
	3. Agency CID # 
	3. Agency CID # 
	3. Agency CID # 
	3. Agency CID # 



	Enter your agency CalPERS ID (CID) #. 
	Enter your agency CalPERS ID (CID) #. 

	Span

	4. Agency Name 
	4. Agency Name 
	4. Agency Name 
	4. Agency Name 
	4. Agency Name 



	Enter your agency name reporting the possible defect. 
	Enter your agency name reporting the possible defect. 

	Span

	5. Person’s Name 
	5. Person’s Name 
	5. Person’s Name 
	5. Person’s Name 
	5. Person’s Name 



	Enter the name of the person reporting the defect. 
	Enter the name of the person reporting the defect. 

	Span

	6. Employer Phone # 
	6. Employer Phone # 
	6. Employer Phone # 
	6. Employer Phone # 
	6. Employer Phone # 



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

	Span

	7. UID Screen # 
	7. UID Screen # 
	7. UID Screen # 
	7. UID Screen # 
	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.  
	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.  

	Span

	8. Participant ID # 
	8. Participant ID # 
	8. Participant ID # 
	8. Participant ID # 
	8. Participant ID # 



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

	Span

	9. Participant Name 
	9. Participant Name 
	9. Participant Name 
	9. Participant Name 
	9. Participant Name 



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

	Span

	10. Description 
	10. Description 
	10. Description 
	10. Description 
	10. Description 



	When describing the defect/issue, please include the following two pieces of information: 
	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 was the defect/issue (include error message # and language if applicable) 
	 What was the defect/issue (include error message # and language if applicable) 

	 What should have happened 
	 What should have happened 



	Span

	11. Steps 
	11. Steps 
	11. Steps 
	11. Steps 
	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.).  
	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.).  

	Span

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

	Span

	13. Comments 
	13. Comments 
	13. Comments 
	13. Comments 
	13. Comments 



	Add any additional information relevant to this issue not included above. 
	Add any additional information relevant to this issue not included above. 

	Span


	 



	  
	  
	  


	CalPERS Contacts 
	  
	  
	  


	Contact CalPERS via Email 
	Contact CalPERS via Email 
	Contact CalPERS via Email 
	Contact CalPERS via Email 

	Email 
	Email 
	Email 
	CalPERS_Employer_Communications@calpers.ca.gov
	CalPERS_Employer_Communications@calpers.ca.gov

	 to connect with training staff and CalPERS subject matter experts for questions and inquiries. 

	Email 
	Email 
	Employer.Response.Team@calpers.ca.gov
	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 
	For more information on ERT, refer to the January 17, 2014 Circular Letter 
	200-005-14
	200-005-14

	 New Service-Employer Response Team.                              Pathway: CalPERS website > Employers > Resources: 
	Circular Letters
	Circular Letters

	 > Enter 200-005-14 in the Search Letter No. field 




	  
	  
	  


	Contact CalPERS by Phone or Fax 
	Contact CalPERS by Phone or Fax 
	Contact CalPERS by Phone or Fax 
	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. 
	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) 
	 TTY: (877) 249-7442 (This number does not accept voice calls) 
	 TTY: (877) 249-7442 (This number does not accept voice calls) 

	 CalPERS centralized fax number: (800) 959-6545 
	 CalPERS centralized fax number: (800) 959-6545 

	 Employer Response Team phone number: (800) 253-4594 
	 Employer Response Team phone number: (800) 253-4594 





	  
	  
	  


	Submit a Question, Comment, & Complaint 
	Submit a Question, Comment, & Complaint 
	Submit a Question, Comment, & Complaint 
	Submit a Question, Comment, & Complaint 

	General 
	General 
	General 
	Questions, Comments, or Complaints
	Questions, Comments, or Complaints

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



	  
	  
	  


	Membership and Enrollment Email Contact 
	Membership and Enrollment Email Contact 
	Membership and Enrollment Email Contact 
	Membership and Enrollment Email Contact 

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

	 




	  
	  
	  


	 



