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my|CalPERS System Privileges for Business Partner Roles

Overview

Purpose

System
Access Roles

The purpose of this document is to provide your my|CalPERS System
Access Administrator(s) (SAA) with a list of privileges for each
Business Partner role in my|CalPERS. The SAA is responsible for
determining which system privileges users should or should not have,
and then assign the appropriate roles accordingly. This document
should be used as a resource.

Based on your organizational needs, security and confidentiality
practices, each user should be assigned the roles necessary to
perform the functions of his or her position. While viewing this
document please note that not all of the roles listed below are
applicable to every business partner based on agency type.

If you have any questions regarding the information contained within
this document, please contact the 888 CalPERS (or 888-225-7377).

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

Each user’s system access roles determine which parts of the
my|CalPERS system are available to the user. Regardless of the
user’'s Contact Type or the Programs Supported. The user must be
granted the roles required by the agency’s System Access
Administrator (SAA).

Note: A user with a Read-Only (RO) role type will have access to
view parts of the system accessible to that role, but will not be able to
makes changes, upload data, or correct transactions.

my|CalPERS System Access Administration & Establish a Business
Partner Relationship Supplemental Guide

Pathway: CalPERS website > Employers > my|CalPERS Technical
Requirements > System Access Administrator > my|CalPERS System
Access Administration & Establish a Business Partner Relationship
Supplemental Guide

Continued on next page
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https://www.calpers.ca.gov/page/education-center/employer-education/employer-training-classes/mycalpers-student-guides
https://www.calpers.ca.gov/docs/saa-bp-guide.pdf
https://www.calpers.ca.gov/docs/saa-bp-guide.pdf
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Overview, Continued

Assign Roles
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Authorized Personal Loan Representative

Description This role allows the user to view and maintain invoice, payment, and
banking information.

System o View and maintain Loan Eligibility
Privileges « View and maintain Employer Receivables
¢ View and update contract agreement type
¢ View and maintain business partner summary
¢ View and maintain participant and dependent address and
communication details
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Business Partner AR/BIlling

Description This role allows the user to view and maintain information pertaining
to accounts receivable and billing.

System ¢ View and maintain invoices
Privileges o Initiate and maintain banking accounts
¢ View and maintain transaction history and payment information
e View fee(s) list
o View and maintain billing and payment summary
¢ View and maintain super funded accounts
o View employer rate lists and invoice summary
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Business Partner AR/Billing RO (Read Only)

Description This role allows your financial officer to view and pay receivables.
System o Initiate electronic payments to CalPERS to cover financial
Privileges obligations at CalPERS

e Maintain and view details of the electronic payment account to pay
current payment obligations

¢ View billing and payment information by program and fiscal year

o View previous electronic payment transactions

o View member categories which are super funded

e Maintain super funded accounts

o View details of warrant disbursement

¢ View warrant status, actions, and dispositions

¢ View list of fees assessed or waived for an employer

¢ View current and historical employer rate data

o View summary of information related to a receivable
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Business Partner Appointment Management — Non-PERS
and CalSTRS

Description This role allows users of Non-PERS and CalSTRS agencies to
maintain participant demographic and appointment information.

System o View and maintain participant address and communication
Privileges information

o Initiate and maintain appointment history

¢ View and maintain health enroliment information
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Business Partner Direct Authorization

Description This role allows the user to view and maintain information pertaining
to profile, direct authorization, and invoice information.

System o View and maintain direct authorization summary
Privileges ¢ View and maintain business partner summary
¢ View and maintain participant and dependent address and
communication details
o View and maintain invoice and banking information
« View other organization/agency contact information
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Business Partner Direct Authorization Agreements

Description This role allows the user to view and maintain direct authorization
agreement information.

System ¢ View and maintain direct authorization deductions
Privileges o View and maintain direct authorization agreements
¢ View and maintain direct authorization summary page
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Business Partner Employer Inquiry

Description This role is a default role provided to all contacts.
System ¢ View business partner summary
Privileges o View participant summary

¢ View and maintain survivor and contact information
¢ View service credit purchases

o Initiate and maintain benefit estimates

o View liabilities and community property cases

o View reciprocity election list
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Business Partner Employer Maintenance

Description

System
Privileges

This role allows the user to maintain basic agency information and is
required in order to submit an inquiry using the Submit Inquiry left-side
link and enroll in classes via the Education global navigation tab.

¢ View and maintain business partner summary, contracts, and
agreements

¢ View and maintain business relationships

¢ View business partner merger history

¢ View and submit documents

¢ View Supplemental Income Plan (SIP) summary information

e View preprocessed data for submitted reports and file upload history

o View and maintain list of saved inquiries

¢ View case summary and details

o View member and program event rate history

« View other organization/agency contact information
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Business Partner Health Contracts

Description This role allows the user to view information pertaining to health
contracts.

System ¢ View health contract agreements and details

Privileges e View health contract information

o View group details and optional provisions at group level

e View group type e.g., CalPERS/CalSTRS

¢ View and maintain contract and group details

o View medical benefit types such as the contribution type, share
type, and the number of active and retired subscribers

e View group notes that were entered by CalPERS Health Contracts
staff

o View employer contribution rates and also export them to Excel

¢ View active and retired subscriber details (all or by group)

e View subscribers whose health enrollment will be terminated as a
result of termination of a contract or group

¢ View health plan details relative to health contract

¢ View eligible retirees for an associated health contract

¢ View and maintain medical group assignment details

¢ View summary of Social Security/Medicare agreement and
exclusion information

¢ View and maintain business partner summary, contracts, and
agreements

¢ View health contract history (when initiated, amended, terminated)
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Business Partner Health Enrollment

Description This role provides your Health Benefit Officer with access to view and
modify member health enrollment information.

System e Submit documentation
Privileges o View summary of health enrollment for primary subscriber
e View a covered person’s health enroliment details
¢ View primary subscriber’s health enrollment summary
o View details for health transactions
o Initiate and maintain covered person list
¢ Upload health enroliment file
o Initiate and maintain health enrollment records
¢ View findings
¢ View death notification summary and details
« Initiate and maintain contacts captured during death notification
o View health carrier list
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Business Partner Health Enrollment RO (Read Only)

Description This role provides your Health Benefits Officer with access to view
member health enroliment information only.

System o View summary of health enrollment for primary subscriber
Privileges e View a covered person’s health enrollment details
14
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Business Partner IME/JA

Description This role allows the user to initiate and maintain Independent Medical
Examiner (IME) and Job Assessor (JA) information as well as basic
agency information.

System ¢ View and maintain IME fees, administrative hearing fees, and
Privileges cancellation fees

¢ View and maintain JA summary and fee schedules

e Submit documentation

¢ View documents

¢ View file upload history

¢ View and maintain business partner summary

¢ View and maintain participant and dependent address and

communication details
« View other organization/agency contact information
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Business Partner Limited

Description This role allows the user to view basic agency information.
System ¢ View business partner summary and cases
Privileges ¢ View health plan quick search
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Business Partner PA Billing

Description This role allows the user to view and pay Public Agency (PA)
receivables.

System « Initiate and maintain payments, payment methods, and payment

Privileges accounts

o Initiate and maintain automatic payments

e View current invoice and invoice history

o View monthly billing roster

¢ View billing and payment information by program and fiscal year
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Business Partner Payroll

Description This role allows the user to report your agency’s payroll and view
member service credit information.

System o View member’s service history by fiscal year
Privileges o View participant current balance, previously generated participant
account statements, contributions, and service credit details
o View recent balance of third-party administered Supplemental
Income Plan, defined benefit records, and defined contributions
accounts by participant
¢ View transaction history by fiscal year
¢ View service history details and service credit status history
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Business Partner Payroll RO (Read Only)

Description This role allows the user to view payroll and service credit information.
System ¢ View and maintain business partner summary
Privileges o View addresses for a business partner

¢ View business partner contact information

¢ View existing participant address and communication information
¢ View documentation and inquiries

¢ View history of file uploads

o View information related to reciprocal agreement

¢ View cases and agreements
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Business Partner Reciprocal

Description This role allows the user to view and maintain information pertaining
to profile and member reciprocal data.

System ¢ View and maintain member reciprocal data summary and details
Privileges ¢ View and maintain business partner summary
¢ View and maintain participant and dependent address and
communication details
o View and maintain service credit purchase employment certification
list
« View other organization/agency contact information
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Business Partner Retirement Contracts

Description This role allows the user to view and manage retirement contracts,
amendments, and resolutions.

System ¢ Initiate and maintain retirement contract information, create
Privileges exclusions, and maintain cost scenarios

o ldentify member categories included in retirement contract

¢ View Social Security or Medicare only agreement information

« Initiate and maintain retirement enrollment reports/records

o View direct authorization deductions

¢ View and maintain Golden Handshake (two years additional service

credit) details

o View Employer Paid Member Contribution (EPMC) details

¢ View and maintain special compensation labor agreement details

¢ View schedule of agency actions during contracting process

e Initiate and maintain amendment actions

o View and maintain written employer resolution labor agreement

summary

¢ View valuation cost summary

o Initiate amendment to retirement contract

e Maintain termination reasons for a contract termination

« Initiate final compensation cost option selection

¢ View business partner merger history

o Initiate and maintain reciprocal agreements

¢ View payment details for third party payees

o View and maintain business partner summary
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Business Partner Retirement Enrollment

Description

System
Privileges

© 2016 California Public Employees’ Retirement System (CalPERS)

This role allows the user to view and maintain employee retirement

appointment information.

¢ View and maintain census data

¢ View and maintain participant address and communication
information

o View summary information to begin a benefit estimate

o View estimate results

o Initiate and maintain retirement enrollment reports/records

o Initiate and maintain appointment history

¢ View retirement contract summary

¢ View findings and determination details

¢ View death notification summary and details

¢ View health transaction details

¢ View and maintain contributory appointment history
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Business Partner Retirement Enrollment RO (Read Only)

Description This role allows the user to view member retirement appointment
information.

System e View and maintain appointment history

Privileges ¢ View retirement contract summary

¢ View death notification summary and details
¢ View health transaction details
¢ View site change history
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Business Partner SCP (Service Credit Purchase)
Certification

Description This role allows the user to view and maintain member service credit
purchase information.

System o Upload file of employee information
Privileges o Initiate and maintain special compensation details
¢ View submitted records
o View and maintain employment certification requests
o Initiate and maintain service period records
¢ View and maintain service credit purchase determination information
o View and maintain reciprocal eligibility determination information
o View member’s contribution adjustment cost information
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Business Partner Supplemental Income Plan

Description This role allows the user to view and report supplemental income plan
information.

System e Select contract/agreement type

Privileges o Initiate agreement

o Upload file of employee information

¢ View SIP agreement details

e Freeze contributions, submit termination agreement request, or
make provision changes to maintain SIP agreements

o Initiate and maintain SIP agreements
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Carrier

Description This role allows the carrier to view and maintain information pertaining
to carrier plans. Carrier can also view and maintain member health
enrollment data.

System e View carrier, plan, and service area details
Privileges ¢ View health deduction history and details
¢ View and maintain carrier zip code plan relationship data staging
o View participant and dependent health enrollment summary
o View and maintain manage health subscription
¢ View health transaction details
¢ View and maintain premium and enrollment discrepancies
o View state restricted service area list
¢ View and maintain business partner summary
¢ View and maintain address and communication details
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GASB Contact

Description This role is required to obtain GASB 68 information, reports, and pay
invoices for Public Agencies only.

System o Initiate and maintain GASB 68 information
Privileges ¢ View GASB 68 Reports
¢ View and maintain GASB Census Data
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System Access Administrator

Description This role allows the user to add and maintain contact information,
grant access to system users, and establish business partner
relationships.

System o Initiate and maintain agency contacts
Privileges e Maintain preferred communication details
e Maintain contact address details
e Assign usernames
e Grant system access
¢ Assign system access roles
e Reset user passwords
o Create and maintain business partner relationships between
agencies and/or third party administrators
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