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my|CalPERS Login, Demographics and Profile Maintenance for
Direct Authorization Vendors

Part 1: my|CalPERS Login

Log in to my|CalPERS

Log in to my|CalPERS for the first time with a temporary password
assigned by your organization’s system access administrator

Your organization®s system access administrator will need to assign a username
and system access roles before a system user can log in to my|CalPERS.
my|CalPERS will generate a temporary password that will need to be
documented and provided to the user by the system access administrator (this
process is covered in the Establish a Business Partner Contact and the Assign
and Modify Business Partner Contact Roles activities later in this user guide).
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Through the Internet, connect to my|CalPERS at https://my.calpers.ca.gov. The
my|CalPERS Log In page displays.

Select the Business Partner radio button and then the Continue button.


https://my.calpers.ca.gov/
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The my|CalPERS Business Partner Login page displays.

Help | Contact Us | CalPERS On-Line  March 8, 2011

my\CaIPERS

* Required Fields

Business Partner

Please log in with your Usemname and Password.

Username: * Notice: Authorization to access this system is limited to users authorized by the
filereporter California Public Employees’ Retirement System, and may only be used in the

Password: * proper conduct of official business. All other access is unauthorized and unlawful.

Forgot Your Password?
Please be sure to log out when you are done. For your security, we also recommend that you close all of your browser windows after you log out.
New User

Reqgistering is easy.
Register Now

Copyright® 2008 | Privacy Policy | Conditions of Use | Site Requirements

Enter your assigned username in the Username field and the temporary
password provided by your organization®s system access administrator in the
Password field and then select the Log In button.
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The my|CalPERS Business Partner Login page refreshes.

You will need to establish your new password. Enter the temporary password in
the Old Password field and your new password in the New Password and
Confirm New Password fields and then select the Save button.
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The my|CalPERS Security Agreement page displays.

Skip to: Content | Footer | Help | Contact Us | CalPERS On-Line May 26, 2011

my|CalPERS

Security Agreement

CalPERS is committed to protecting your confidential member information and has taken extra steps to ensure your information is protected. To
continue the registration process you must review and agree to the CalPERS Security Agreement below. Your future use of this Web site
acknowledges that you have read, understood, and agreed to the Security Agreement Terms and Conditions. These terms and conditions include
responsibilities for both CalPERS and for you. Following these guidelines will greatly reduce the risk to your personal information.

Last Revised: November 2009
Terms | &| Conditions

CalPERS Responsibilities

* CalPERS will use Internet security technology to protect your online information, including powerful data encryption, program time-outs, and
Password authentication.

* Every attempt is made to ensure the information provided is accurate and access is available at all times. However, CalPERS accepts no
responsibility for problems that occur as a result of interruption, inability to access the service for any reason, or user error.

Your Role in Security

* Review the CalPERS Privacy Policy and Security Policy for further security information.

* Protect your personal online "assets" by not revealing your Username and Password to anyone. CalPERS staff will never ask you for your
password.

* Change your Password regularly, and contact CalPERS if an unauthorized person gets access to your Username, Password, Challenge
Questions or Answers, or if you discover unauthorized activity.

* Don't walk away from your computer if you are in the middle of a session. Log out and completely shut down your browser first.

[ | Agree ] [ | Do Mot Agree ]

Read the security agreement and then select the | Agree button.
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You will be prompted to set up responses to five security questions in case you
forget your password. By providing the correct answers to the selected security
questions, you will be able to reset your password in the future.

Skip to: Content | Footer | Welcome Edward | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

my|CalPERS

*Required Fields

® Update Your Challenge Questions

Please modify your Challenge questions and answers below:
Question 1:* [=]

Answer 1:%

Question 2:% |Z|
Answer 2:*
Question 3:* [=]
Answer 3:%
Question 4:% |Z|
Answer 4:*
Question 5:% |Z|
Answer 5:%

Save and Continue

Select a question from each dropdown and provide a response that you will recall
at a future date. Select the Save and Continue button.

Here is an example of five selected challenge questions and answers:

Skip to: Content | Footer | Welcome Edward | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

my|CalPERS

*Required Fields

@ Update Your Challenge Questions

Please modify your Challenge questions and answers below:
Question 1:* |In what city did you meet your Spouse or Significant other? =
Answer 1% Naw York
Question 2:* || what city were you bom? E|
Answer 2:* Aflania

Question 3:* | \What was the first concert you attended? [=]
Answer 3:* The Beatles

Question 4:* | What was the name of your best man or maid of honor at your wedding? [+ |
Answer 4:% George

Question 5:* |What is your favorite ice cream flavor?| + |
Answer 5:* Sirawberny|

Save and Continue
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The Conditions of Use for Business Partners (Employers) page displays.

Read the my|CalPERS conditions of use and then select the Accept button to
acknowledge the condition that the user is accessing the system for official
business. Please note that the data within my|CalPERS is confidential and
should be treated accordingly.

The my|CalPERS Home page displays.

Skip to: Content | Footer | Welcome Walter = Contact Us | Ca S On-Line | Log out May 25, 2011

my|CalPERS

( Reporting || Person Information [‘Other Organizations

Common Tasks @
® My Cases View More Actions:

Case ID Case Title Case Type Program Status

Person Search 731239 Initiate DA Agreement
731151 Initiate DA Agreement Closed

Change Password

Change Challenge
Questions
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Log in to my|CalPERS after initial log in

Through the Internet, connect to my|CalPERS at https://my.calpers.ca.gov. The
my|CalPERS Log In page displays.

Select the Business Partner radio button and then the Continue button.
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The Business Partner Login page displays. Your organization“s system access
administrator must first establish your username and password and provide this
login information to you. Your login information will be associated with a specific
system user role that provides access to the screens you need to perform the
business functions assigned to you.

Enter your username and password and then select the Log In button.

The Conditions of Use for Business Partners (Employers) page displays.

Skip to: Content | Footer | ‘Welcome Andrea | Customize | Help | Contact Us | CaIPERS On-Line | Log out  March 15, 2011

11} CalPEFiS

@ conditions of Use for Business Partners (Employers)
By accessing this application you acknowledge that all information accessible to you will be used only to assist you in conducting official business
with CalPERS.

Review the conditions of use statement and then select the Accept button.
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The my|CalPERS Home page displays.

Skip to: Content | Footer | Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

| Profile 'Reporting Person Information

May 26, 2011

[Other Organizations

Common Tasks @& . i
@ My Cases View More Actions»|
Case ID Case Title Case Type Program Status
e SreE b 731879 Initiate DA Agreement Closed

Change Password
Change Challenge
Questions

This scenario illustrates the error message displayed if an incorrect username
and/or password are entered:

Enter your username and password and then select the Log In button.

10
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If you enter an incorrect username and/or password, the error message “You
have entered an incorrect Username and Password combination. Please try
again” will display on the my|CalPERS Business Partner Login page.

11
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Part 2: Update Business Partner Demographics
Business Partner Demographics

Update a business partner’s address and communication information

Through the Internet, connect to my|CalPERS at https://my.calpers.ca.gov. The
my|CalPERS Log In page displays.

Select the Business Partner radio button and then the Continue button.

12
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The Business Partner Login page displays. Your organization“s system access
administrator must first establish your username and password and provide this
login information to you. Your login information will be associated with a specific
system user role that provides access to the screens you need to perform the
business functions assigned to you.

Enter your username and password and then select the Log In button.

The Conditions of Use for Business Partners (Employers) page displays.

Skip to: Content | Footer | ‘Welcome Andrea | Customize | Help | Contact Us | CaIPERS On-Line | Log out  March 15, 2011

11} CalPEFiS

@ conditions of Use for Business Partners (Employers)
By accessing this application you acknowledge that all information accessible to you will be used only to assist you in conducting official business
with CalPERS.

Review the conditions of use statement and then select the Accept button.

13
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The my|CalPERS Home page displays.

Skip to: Content | Footer |

my|CalPERS

'Reportlng Person Information
My Home

Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out  May 26, 2011

[Other Organizations

Common Tasks @&

@ My Cases View More Actions

Person Search

Case ID Case Title Case Type
731879 Initiate DA Agreement Closed

Change Password
Change Challenge
Questions

Select the Profile global navigation tab.

The Business Partner Profile Summary page displays.

Skip t ntent | Footer | Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

May 26, 2011

Profile || Reporting [Person Information | Other Organizations

EIUERYS  Agreements

ummary

Profile

Request update

Contacts CalPERS ID: 3897160905 Status: Active
Federal Tax ID: 1234567-83 Name: Direct Authorization
Organization

Category: Direct Authorization Organization

Addresses 43 Mailing Street, Sacramento, CA 49 Mailing Street, Sacramento, CA

Physical: gjcco Mailing: g45q7
Communication Information
Preferred Communication: Email
Primary Email: robert@daocu.org Primary Phone Number: 916-789-1111

@ contacts IETEN View More Actions?|

Contact Type Contact Type Detail Program Name Phone Number
General Main CalPERS Robert Dillman

® Business Relationships | ada new |

Service
Provided

Name CcalPERS ID Program

No results found.

@ contracts/Agreements

Date Status Effective Termination Related
Changed Date Date Parties
04/01/1978 04/01/1978

Contract/Agreement Type Status

Direct Authorization Agreement Active

Select the Physical link in the Addresses area within the Summary section.

14
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The current physical address ("49 Mailing Street, Sacramento, CA 84567” in this
example) displays within the Maintain Address Details section.

Enter the revised address information in the Maintain Address Details section. In
this example, we entered "7691Farwell St, Addison, CA 92020-4567". Select the
Save button.

15
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The Confirm Address page displays. my|CalPERS searches for matching U.S.
postal records. Select either the Entered Address or the U.S. Postal Service
Matches radio button next to the correct physical mailing address and then
select the Confirm button.

Skip to: Content | Footer | Help | Contact Us | CalPERS On-Line  March 15, 2011

my|CalPERS

@ confirm Address

We have validated your address against U.S. postal records and have provided an alternate choice according to these results, Please choose the
address you wish to use or select the Cancel button to return to the address page to change your entry.

Entered Address: () 7691 Farwell Street, Addison, CA 92020
U.8. Postal Service Matches: @ 7691 FARWELL STREET, ADDISON, CA 92020-4567

The confirmed physical address displays in the Maintain Address Details section.

If the revised physical address is displayed correctly, select the Save button.

16
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The updated physical address is displayed in the Addresses area of the
Summary section. Note that the process is the same for updating a mailing
address.

Skip to: Content | Footer | Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

my|CalPERS

ZiEW| Reporting || Person Information || Other Organizations

Profile

SLERS Agreements

Common Tasks @

Request Updste

Contacts CalPERS ID: 3857160505 Status: Active

Federal Tax ID: 1234567-89 Name: Direct Authorization
Organization

Category: Direct Authorization Organization

Addresses 7691 Farwell 5t 43 Mailing Street, Sacramento, CA
Physical: pqgison, ca 92020-4567 Mailing: 4567
Communication Information
Preferred Communication: Email
Primary Email: robert@daocu.org Primary Phone Number: 916-789-1111

@ contacts IETET0 View More Actions |

Contact Type Contact Type Detail Program Name Phone Number
General Main CalPERS Robert Dillman

@ Business Relationships | Add ew |

Service

Name CalPERS ID Program Provided

No results found.

@ Contracts/Agreements

Date Status Effective Termination Related
Changed Date Date Parties
04/01/1978 04/01/1978

Contract/Agreement Type  Status

Direct Authorization Agreement Active

17
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Update Business Partner Demographics

May 26, 2011

Skip to: Content | Footer | Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

ZiEW| Reporting || Person Information || Other Organizations

Profile

SLERS Agreements

Common Tasks @

Request Updste

Contacts CalPERS ID: 3857160505 Status: Active

Federal Tax ID: 1234567-89 Name: Direct Authorization
Organization

Category: Direct Authorization Organization

Addresses 7691 Farwell 5t 43 Mailing Street, Sacramento, CA
Physical: pqgison, ca 92020-4567 Mailing: 4567
Communication Information
Preferred Communication: Email
Primary Email: robert@daocu.org Primary Phone Number: 916-789-1111

@ contacts IETET0 View More Actions |

Contact Type Contact Type Detail Program Name Phone Number
General Main CalPERS Robert Dillman

@ Business Relationships | Add ew |

Service
Provided

Name CalPERS ID Program

No results found.

@ Contracts/Agreements

Date Status Effective Termination Related
Changed Date Date Parties
04/01/1978 04/01/1978

Contract/Agreement Type  Status

Direct Authorization Agreement Active

Similar to the address update process, select the Communication Information
link within the Summary section to update your organization®s contact information
within my|CalPERS.

18
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Your organization®s current contact information displays within the Maintain
Communication Details section.

Note that you can select your organization“s preferred method of communication
in the Maintain Preferred Communication Details section so that CalPERS wiill
contact your organization using your requested method of communication.

In this example, we selected “Email” from the Preferred Communication
dropdown in the Maintain Preferred Communication Details section and entered
a new primary email address ("alice@daocu.org” instead of "robert@daocu.org”
in this example). Select the Primary radio button associated with the primary

19
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email address. You can also update phone numbers within the Maintain
Communication Details section, which we did not do in this example. Select the
Save button.

Note that in the Communication Information area of the Summary section, the
Preferred Communication now displays as “Email” and the Primary Email
displays as "alice@daocu.org”.

Skip to: Content | Footer | Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

my|CalPERS

ZiEW| Reporting || Person Information || Other Organizations

EEL Agreements

Common Tasks @

Request Updste

Contacts CalPERS ID: 3857160505 Status: Active

Federal Tax ID: 1234567-89 Name: Direct Authorization
Organization

Profile

Category: Direct Authorization Organization

Addresses

7691 Farwell 5t 49 Mailing Street, Sacramento, CA
Physical: pqgison, ca 92020-4567 Mailing: 4567
Communication Information
Preferred Communication: Email
Primary Email: alice@daocu.org Primary Phone Number: 916-789-1111

@ contacts IETET0 View More Actions |
Contact Type Contact Type Detail Program Name Phone Number
General CalPERS Robert Dillman

@ Business Relationships | Add ew |

Name CalPERS ID Program

Service
Provided

No results found.

@ Contracts/Agreements

Date Status Effective Termination Related
Changed Date Date Parties
04/01/1978

Contract/Agreement Type  Status

Direct Authorization Agreement Active 04/01/1978

20
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Part 3: Business Partner Profile Maintenance

Business Partner Profile Maintenance

Establish a business partner contact

Through the Internet, connect to my|CalPERS at https://my.calpers.ca.gov. The
my|CalPERS Log In page displays.

Select the Business Partner radio button and then the Continue button.

21


https://my.calpers.ca.gov/

my|CalPERS Direct Authorization Vendor User Guide

The Business Partner Login page displays. Your organization”s system access
administrator must first establish your username and password and provide this
login information to you. Your login information will be associated with a specific
system user role that provides access to the screens you need to perform the
business functions assigned to you.

Enter your username and password and then select the Log In button.

The Conditions of Use for Business Partners (Employers) page displays.

Ski 1tent | Footer | e Andrea | Customize | Help | Contact Us | CaIPERS On-Line | Log out  March 15, 2011

my|CalPERS

@ conditions of Use for Business Partners (Employers)
By accessing this application you acknowledge that all infarmation accessible to you will be used only to assist you in conducting official business
with CalPERS.

Review the conditions of use statement and select the Accept button.

22
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The my|CalPERS Home page displays.

Skip to: Content | Footer | Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

my|CalPERS

Common Tasks @

| Profile 'Reporting Person Information || Other Organizations
Person Search
Change Password

(C) My Cases View More Actions»|

Case ID Case Title Case Type Program Status

731879 Initiate DA Agreement Closed
Change Challenge

Questions ‘

If your organization is a school, public agency or State agency and the contact
you are adding is a CalPERS covered employee, you will add them as a contact
using their CalPERS ID. You can look up the person information for the contact
to retrieve this information.

Select Person Search from the left-side navigation and then select the Person
Information tab.

The Person Search page displays. Enter the Social Security number (SSN) of the
contact in the SSN / Federal or Individual Tax ID field and then select the
Search button.

23
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The Summary page displays. The CalPERS ID of "Laura Tester” is displayed
("3846381465” in this example).

Make note of the CalPERS ID for "Laura Tester” ("3846381465” in this example)
and then select the Profile global navigation tab.

If the individual you are adding has never been a member of CalPERS, they will
not have a CalPERS ID and you can add them using Add New Person on the
Maintain Contact Details page. See below for detailed instructions on how to do
this.

24
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The Business Partner Profile Summary page displays.

Skip to: Content | Footer | Welcome Laura | Customize | Help | Contact Us

my|CalPERS

| CalPERS On-Line | Log cut June 27, 2011

( Reporting [Person Information | Other Organizations
S El s Agreements

commonTosks @
ummary

Profile

Request Update

Contacts CalPERS ID: 3047155671 Status: Active
Federal Tax ID: Name: Direct Authorization Organization
Category: Direct Authorization Organization Credit Union
Addresses
Physical: Mailing:

Communication Information
Preferred Communication:
Primary Email: Primary Phone Number:

@ contacts TN View More Actions»

Contact Type Contact Type Detail Program Phone Number
General CalPERS Joe Example {916)789-3344
{ General Main CalPERS Laura Redwood J

@ Business Relationships | AddNew |

Name CalPERS ID Program

Mo results found.

@ Contracts/Agreements

Date Status Effective Termination Related
Changed Date Date Parties
Direct Authorization Agreement Active 04/01/1980 04/01/1980

Contract/Agreement Type Status

Select the Add New button in the Contacts section title banner.

25
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The Maintain Contact Details page displays. This is a view of the entire page.

Skip to: Content | Footer |

my|CalPERS

00 Reporting || Person Information

Welcome Robert Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

Other Organizations

Sl Agreements

Common Tasks @ Name: Direct Authorization CalPERS ID: 3047155671

Organization Credit Union

*Required Fields

Summary
Contacts @ Maintain Contact Details

By indicating that this contact is a Primary Contact, you are specifying that they should be reached for communication
purposes. They will also receive automated correspondence sent to contacts based upon contact type - contact type
detail.

Contact Type:* |Z| N — E|
Programs Supported: [ | CalPERS

Entity:* ) Person CalPERS ID:
) Individual Name: Add New Person
) Other:
[ allow System Access
[] Make Contact Viewable to Other Organizations
[] Primary Contact

® Maintain Preferred Communication Details
Preferred Communication:

@ Maintain Contact Address Details

Existing Business None |Z|
Partner Address :
Address:*
Country:* |nited States |Z|
City:#*
State:* California [=]
Zip Code:* -
® Maintain Communication Details
Primary Phone Phone Number Extension International
Type
Home (|
Cellular (=
Other (=}
Work =}
YY O
FAX B
Primary Email Undeliverable
Date

Save| |Clear|

26
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Step 1: Within the Maintain Contact Details section, select the appropriate
contact type from the Contact Type dropdown. In most cases, this will be
“General’.

Step 2: Select the appropriate contact type detail from the Contact Type Detail
dropdown.

Step 3. Select the appropriate checkbox(es) for Programs Supported.

Step 4: Select the Person CalPERS ID Entity radio button, and enter the
CalPERS ID of the individual that you noted previously in the Person CalPERS
ID field. Skip to Step 7.

Step 5: If the individual is not in my|CalPERS, select the Individual Name Entity
radio button and then the Add New Person link.

27
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The Person Details page displays.

Skip to: Content | Footer | Welcome Sylvia | Customize | Help | Contact Us | CalPERS On-Line | Log cut  June 16, 2011

my\CaIPERS

| S profile [| Reporting [‘Person Information || Other Organizations

=NNERS  Agreements

Step 6: Enter the contact information for the contact person within the Person
Details section. Note that the only required fields are First Name and Last
Name, as indicated by the red asterisks. Including the SSN and Date of Birth
will ensure that the contact is matched with their existing CalPERS ID if they
have one. You will want to enter as much contact information as you have
available, and then select the Save button.

Note that if you have the contact person“s Social Security number and date of
birth, you can enter them in the SSN and Date of Birth fields, and after selecting
the Save button, my|CalPERS will match the entered information to information
already in the system, to prevent duplication of individual participant records. If
information is not already in the system, then my|CalPERS will save the entered
contact information and assign a new Participant CalPERS ID.

28
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Step 7: The Contact Details page displays.

Step 8: Select the Allow System Access checkbox. If appropriate for this
contact person, select the Make Contact Viewable to Other Organizations
and/or the Primary Contact checkbox(es).

@ Maintain Preferred Communication Details
Preferred Communication: [~]

Step 9: Select the preferred method of communication from the Preferred
Communication dropdown within the Maintain Preferred Communication Details
section.

@ Maintain Contact Address Details

Existing Business |[gne E
Partner Address :
Address:*

Country:* |United States E
City:*
State:* (alifornia E
Zip Code:* -

Step 10: Select the appropriate value from the Existing Business Partner
Address dropdown if the business address is used for the contact person.
Otherwise, enter the mailing address in the Address field, select the country
from the Country dropdown, and enter the city in the City field, the state in the
State field and the ZIP Code in the ZIP Code field within the Maintain Contact
Address Details section.
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The Confirm Address page displays.

Skip to: Content | Footer | Welcome Sylvia | Customize | Help | Contact Us | CalPERS On-Line | Log out  June 16, 2011

my\CaIPERS

| S profile [| Reporting [‘Person Information || Other Organizations

=NNERS  Agreements

Step 11: my|CalPERS searches for matching U.S. postal records and displays
the results within the Confirm Address section. In this example, no results were
found. Select the Entered Address radio button and then the Confirm button.

Step 12: Within the Maintain Communication Details section, select the radio
button associated with the appropriate primary phone type and enter the phone
number and extension in the Phone Number and Extension fields. Use the
International checkbox to indicate if it is an International phone number.
Select the radio button associated with the primary email address and enter the
email address.
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Here is how the Maintain Contact Details page might look when completed:

Skip to: Content | Footer | Welcome Sylvia | Customize | Help | Contact Us | CalPERS On-Line | Log out June 16, 2011

my|CalPERS

‘. Home |IGICIH( Reporting [Person Information || Other Organizations

=lllnlu=la Agreements

Step 13: Select the System Access link within the Maintain Contact Details
section.
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The System Access page displays.

Skip to: Content | Footer | Welcome Sylvia | Customize | Help | Contact Us | CalPERS On-Line | Log out June 16, 2011

my|CalPERS

" TN Profile || Reporting [Person Information || Other Organizations

SlnEee | Agreements
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Step 14: Enter the assigned username for the new contact person in the Contact
Username field, select the appropriate checkbox(es) in the Assign Roles section,
and then select the Save button. Note that there are only two roles for direct
authorization vendor organizations: Business Partner Direct Authorization and
System Access Administrator. Some direct authorization vendor organizations
are also CalPERS-contracting employers, so other roles may be appropriate for
these organizations.

The Password Maintenance page displays. The username just created is
assigned a temporary password.

Skip to: Content | Footer | Welcome Sylvia | Customize | Help | Contact Us | CalPERS On-Line | Log out June 16, 2011

my\CaIPERS

| CLUE Profile | Reporting [Person Information | Other Organizations

=Nkl Agreements

Step 15: Be sure to capture this username and temporary password. It is the
only time the temporary password will be made available. Note that the
temporary password will expire in 30 days.

Select the Continue button.
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The Maintain Contact Details page displays.

Skip to: Content | Footer | Welcome Sylvia | Customize | Help | Contact Us | CalPERS On-Line | Log out June 16, 2011

my|CalPERS

( Reporting [Person Information || Other Organizations

=lllnlu=la Agreements
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Step 16: Review the entire page to verify that the contact information entered is
accurate and select the Save button.

The new contact person has been added successfully and now displays within
the Contacts section.

Skip to: Content | Footer | Welcome Sylvia | Customize | Help | Contact Us | CalPERS On-Line | Log out June 16, 2011

my|CalPERS

| Home |2e N Reporting [Person Information |[ Other Organizations

=il Agreements

Be sure to provide the username and temporary password to the new contact
person so they can log in to establish their new password and responses to
security questions.
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Business Partner Contact Roles

Modify business partner contact roles

Through the Internet, connect to my|CalPERS at https://my.calpers.ca.gov. The
my|CalPERS Log In page displays.

Select the Business Partner radio button and then the Continue button.
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The Business Partner Login page displays. Your organization“s system access
administrator must first establish your username and password and provide this
login information to you. Your login information will be associated with a specific
system user role that provides access to the screens you need to perform the
business functions assigned to you.

Enter your username and password and then select the Log In button.

The Conditions of Use for Business Partners (Employers) page displays.

Skip to: Content | Footer | ‘Welcome Andrea | Customize | Help | Contact Us | CaIPERS On-Line | Log out  March 15, 2011

my|CalPERS

@ conditions of Use for Business Partners (Employers)
By accessing this application you acknowledge that all information accessible to you will be used only to assist you in conducting official business
with CalPERS.

Review the conditions of use statement and then select the Accept button.
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The my|CalPERS Home page displays.

Skip to: Content | Footer | Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

my|CalPERS

| Profile 'Reportlng Person Information || Other Organizations

Common Tasks @& " "
@ My Cases View More Actions»|

Case ID Case Title Case Type Program Status

e S 731879 Initiate DA Agreement Closed

Change Password
Change Challenge
Questions

Select the Profile global navigation tab.

The Business Partner Profile Summary page displays.

June 27, 2011

Skip to: Content | Footer | Welcome Laura | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

Profile || Reporting [Person Information | Other Organizations

Profile

EINUERY  Agreements

Common Tasks @&

Request Updste

Contacts CalPERS ID: 3047155671 Status: Active
Federal Tax ID: Name: Direct Authorization Organization
Category: Direct Authorization Organization Credit Union
Addresses
Physical: Mailing:

Communication Information
Preferred Communication:

Primary Email: Primary Phone Number:
@ contacts IETE20 View More Actions»|
Contact Type Contact Type Detail Program Name Phone Number
General Main CalPERS Joe Example (916)789-3344
General Main CalPERS Laura Tester (209)888-4324
General Main CalPERS Laura Redwood

@ Business Relationships | acd niew |

Service
Name calPERS ID Program Provided

No results found.

@ Contracts/Agreements
Date Status Effective Termination Related
Date Date Parties

Direct Authorization Agreement Active 04/01/1980 04/01/1980

Contract/Agreement Type Status Changed

To modify a contact person“s business partner contact role, select the link
(General in this example) associated with the contact person ("Laura Tester” in
this example) under the Contact Type column within the Contacts section.
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The Maintain Contact Details page for "Laura Tester” displays.

Skip to: Content | Footer | Welcome Sylvia | Customize | Help | Contact Us | CalPERS On-Line | Log out  June 16, 2011

my|CalPERS

W Reporting || Person Information || Other Organizations

Sl Agreements
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You can modify the information within the Maintain Contact Details section,
including the Contact Type and Contact Type Detail dropdowns, the
Deactivation Date field and the Programs Supported checkboxes.

If applicable, you can enter a business partner contact deactivation date in the
Deactivation Date field.

May 26, 2011

Skip to: Content | Footer | Welcome Edward | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

il Reporting || Person Information

Other Organizations

N ERS  Agreements

Common Tasks @ Name: Direct Authorization CalPERS ID: 3047155671

Organization Credit Union
*Required Fields
(Summary
Contacts @ Maintain Contact Details

By indicating that this contact is a Primary Contact, you are specifying that they should be reached for communication
purposes. They will also receive automated correspondence sent to contacts based upon contact type - contact type
detail.

Contact Type:* | General |Z| Contact Type Detail=* | \lain E

Deactivation Date:

Programs Supported: | (& Calendar - Windows In... [ .= [ =1 |[&5]
Entity:* | |£] aboutblank (=]

<|  May = <[ 211 >

SMTWTFS

12 3 4 567

2 91011 1213 14
1516 17 13 1920 21

22 23 24 25[28] 27 23

® Maintain Preferred Commun| 2? 3? 31 ‘ ‘ z 4

Preferred Communication: e EEERLR
Today

o

nizations

|

@ Maintain Contact Address D
Existing

Partner Address :
Address:*

& Internet | Protec ¥3 ~ #100% -

Country:* | United States []
City:*

Enter a date in the Deactivation Date field or select the calendar icon to select
the date. Since this is an optional field, we will go back to the previous screen to
complete the modify contact role activity.
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The Maintain Contact Details page displays.

Skip to: Content | Footer | Welcome Sylvia | Customize | Help | Contact Us | CalPERS On-Line | Log out June 16, 2011

my|CalPERS

‘. Home |IGICIH( Reporting [Person Information || Other Organizations

=lllnlu=la Agreements

Select the System Access link within the Maintain Contact Details section.
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The Assigned Username page for "Laura Tester” displays.

Skip to: Content | Footer | Welcome Laura | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

Profile 'Report\'ng Person Information

June 27, 2011

[Other QOrganizations

==l Agreements

Common Tasks @& Name: Direct Authorization Organization

" Credit Union
.

CalPERS ID: 3047155671

Summary
Contacts

Reset Password

Contact Name: Laura Tester
Contact Username: [tester
[T]Prevent the user from accessing the site

The system access administrator can reset a user’s password by selecting the
Reset Password link, or they may prevent a user from accessing my|CalPERS
by selecting the Prevent the user from accessing the site checkbox to remove
access privileges for a specific user within the Assigned Username section.

42



my|CalPERS Direct Authorization Vendor User Guide

Note the previously selected Role checkboxes within the Assign Roles section,
Business Partner Direct Authorization and System Access Administrator. These
are the only roles available for direct authorization vendor organizations.

Skip to: Content | Footer | Welcome Sylvia | Customize | Help | Contact Us | CalPERS On-Line | Log out  June 16, 2011

my|CalPERS

‘. CLLl Profile || Reporting [Person Information || Other Organizations

=lnERS Agreements

Select the appropriate system access administrator checkbox(es) and then select
the Save button to update the business partner contact role.

43



my|CalPERS Direct Authorization Vendor User Guide

Unlock a business partner contact account (SAA Only)

Your system access administrator can lock or unlock your account. Through the
Internet, connect to my|CalPERS at https://my.calpers.ca.gov. The my|CalPERS
Log In page displays.

Select the Business Partner radio button and then the Continue button.
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The Business Partner Login page displays. Your organization“s system access
administrator must first establish your username and password and provide this
login information to you. Your login information will be associated with a specific
system user role that provides access to the screens you need to perform the
business functions assigned to you.

Enter your username and password and then select the Log In button.

The Conditions of Use for Business Partners (Employers) page displays.

Skip to: Content | Footer | ‘Welcome Andrea | Customize | Help | Contact Us | CaIPERS On-Line | Log out  March 15, 2011

11} CalPEFiS

@ conditions of Use for Business Partners (Employers)
By accessing this application you acknowledge that all information accessible to you will be used only to assist you in conducting official business
with CalPERS.

Review the conditions of use statement and then select the Accept button.
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The my|CalPERS Home page displays.

Skip to: Content | Footer |

my|CalPERS

| Profile 'Reportlng Person Information

Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out  May 26, 2011

[Other Organizations

Common Tasks @&

Person Search

@ My Cases View More Actions

Case ID Case Title Case Type
731879 Initiate DA Agreement Closed

Change Password
Change Challenge
Questions

Select the Profile global navigation tab.

The Business Partner Profile Summary page displays.

Skip to: Content | Footer | Welcome Laura | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

June 27, 2011

ZiEW| Reporting || Person Information || Other Organizations

SLERS Agreements

Common Tasks
® sSummary

Profile

Request Update

Contacts CalPERS ID: 3047155671 Status: Active
Federal Tax ID: Name: Direct Authorization Organization
Category: Direct Authorization Organization Credit Union
Addresses
Physical: Mailing:

Communication Information
Preferred Communication:

Primary Email: Primary Phone Number:
® contacts TN View More Actions?|
Contact Type Contact Type Detail Program Name Phone Number
General Main CalPERS Joe Example {916)789-3344
General Main CalPERS Laura Tester (209)888-4324
General Main CalPERS Laura Redwood

@ Business Relationships | Add New |

Service

Name CalPERS ID Program Provided

No results found.

@ Contracts/Agreements

Date Status Effective Termination
Changed Date Date

Direct Authorization Agreement Active 04/01/1980 04/01/1980

Contract/Agreement Type Status

To unlock a contact"s account, select the link (General in this example) under the
Contact Type column associated with the contact person (Joe Example” in this
example) within the Contacts section.
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The Maintain Contact Details page for "Joe Example” displays.

Skip to: Content | Footer |

my\CaIPERS

Welcome Laura | Customize | Help | Contact Us | CalPERS On-Line | Log out June 27, 2011

HEN | Reporting [Person Information || Other Organizations

=[0l=e S Agreements

Common Tasks @ Direct Authorization Orgaﬂiza tion
Name:

di . CalPERS ID: 3047155671
Summary (® Maintain Contact Details

_Contacts | By indicating that this contact is a Primary Contact, you are specifying that they should be reached for communication

purposes. They will also receive automated correspondence sent to contacts based upon contact type - contact type
detail.

Contact Type:* General |Z| Contact Type Detail:* Main |Z|
Deactivation Date: ]

Programs Supported: CalPERS
Entity:* Person CalPERS ID:
@ Individual Name: Joe Example
Other:

Allow System Access
[7] Make Contact Viewable to Other Organizations
[T] Primary Contact

System Access

& Maintain Preferred Communication Details
Preferred Communication:

@ maintain Contact Address Details

Existing Business
Partner Address : Hone
Address:*
Country:* |United States E
City:*
State:* California E
Zip Code:* -
Primary Bhons Phone Number Extension International
Type
Home 0
Cellular O
F Other ]
@ Work 9167893344 (]
; TYY &
FAX O
. . Undeliverable
Primary Email Date
@  joe@davorg.com |

Select the System Access link within the Maintain Contact Details section.
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The Assigned Username page for "Joe Example” displays.

Skip to: Content | Footer | Welcome Laura | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

June 27, 2011

[Other Organizations

@ Name: Direct Authorization Organization

: 5 .
credit Union CalPERS ID: 304715567

Summary
_Contacts Contact Name: Joe Example
Contact Username: jexample

Reset Password

[T1Prevent the user from accessing the site

You can lock or unlock a contact person“s account by selecting or de-selecting
the Prevent the user from accessing the site checkbox.
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The Maintain Contact Details page for "Joe Example” displays.

Skip to: Content | Footer |

my\CaIPERS

Welcome Laura | Customize | Help | Contact Us | CalPERS On-Line | Log out June 27, 2011

HEN | Reporting [Person Information || Other Organizations

=[0l=e S Agreements

Common Tasks @ _ Direct Authaorization Organization

: 3 1
Name credit Union CalPERS ID: 304715567

Summary (® Maintain Contact Details

*Required Fields

_Contacts | By indicating that this contact is a Primary Contact, you are specifying that they should be reached for communication

purposes. They will also receive automated correspondence sent to contacts based upon contact type - contact type
detail.

Contact Type:* General |Z| Contact Type Detail:* Main |Z|
Deactivation Date: ]

Programs Supported: CalPERS
Entity:* Person CalPERS ID:
@ Individual Name: Joe Example
Other:

Allow System Access
[7] Make Contact Viewable to Other Organizations
[T] Primary Contact

System Access

& Maintain Preferred Communication Details
Preferred Communication:

@ maintain Contact Address Details

Existing Business
Partner Address : Hone
Address:*
Country:* |United States E
City:*
State:* California E
Zip Code:* -
Primary Bhons Phone Number Extension International
Type
Home 0
Cellular O
F Other ]
@ Work 9167893344 (]
; TYY &
FAX O
. . Undeliverable
Primary Email Date
@  joe@davorg.com |

Review the page to ensure that the information is accurate and then select the
Save button.
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The Contacts to Display page displays. Note that contact person "Joe Example”
is now listed as an active contact as indicated by the ”Y” under the Active column
within the Contacts section.

Skip to: Content | Footer | Welcome Laura | Customize | Help | Contact Us | CalPERS On-Line | Log out  June 27, 2011

my|CalPERS

HSil -l Reporting || Person Information

Other Organizations

=l Elns Agreements

Direct Authorization Organization

Common Tasks (&) YIS CalPERS ID: 3047155671

Credit Union
.
® contacts to Display
Program: All E|

Contact Phone -
Type Detail Program Number Primary
CalPERS Laura Redwood Y
General Main CalPERS Joe Example (916)789-3344 A N
General Main CalPERS Laura Tester (209)888-4324 Y N

Reset a business partner contact’s password (SAA Only)

Your system access administrator can reset your password. Through the
Internet, connect to my|CalPERS at https://my.calpers.ca.gov. The my|CalPERS
Log In page displays.
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Select the Business Partner radio button and then the Continue button.

The Business Partner Login page displays. Your organization“s system access
administrator must first establish your username and password and provide this
login information to you. Your login information will be associated with a specific
system user role that provides access to the screens you need to perform the
business functions assigned to you.

Enter your username and password and select the Log In button.

The Conditions of Use for Business Partners (Employers) page displays.

Skip to: Content | Footer | ‘Welcome Andrea | Customize | Help | Contact Us | CaIPERS On-Line | Log out  March 15, 2011

my|CalPERS

@ conditions of Use for Business Partners (Employers)
By accessing this application you acknowledge that all information accessible to you will be used only to assist you in conducting official business
with CalPERS.

Review the conditions of use statement and select the Accept button.
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The my|CalPERS Home page displays.

Skip to: Content | Footer | Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

my|CalPERS

| Profile 'Reportlng Person Information || Other Organizations

Common Tasks @&

@ My Cases View More Actions
Case ID Case Title Case Type Program Status

e S 731879 Initiate DA Agreement Closed

Change Password
Change Challenge
Questions

Select the Profile global navigation tab.

The Business Partner Profile Summary page displays.

Skip to: Content | Footer | Welcome Laura | Customize | Help | Contact Us | CalPERS On-Line | Log out  June 27, 2011

my|CalPERS

ZiEW| Reporting || Person Information || Other Organizations

SLERS Agreements

Common Tasks @

Request Update

Profile

Contacts CalPERS ID: 3047155671 Status: Active
Federal Tax ID: Name: Direct Authorization Organization
Category: Direct Authorization Organization Credit Union
Addresses
Physical: Mailing:

Communication Information
Preferred Communication:
Primary Email: Primary Phone Number:

® contacts TN View More Actions?|
Contact Type Contact Type Detail Program Name Phone Number

General Main CalPERS Joe Example {916)789-3344
General Main CalPERS Laura Tester (209)888-4324
General Main CalPERS Laura Redwood

@ Business Relationships | Add New |

Service
Provided

Name CalPERS ID Program

No results found.

@ Contracts/Agreements

Date Status Effective Termination Related
Changed Date Date Parties
Direct Authorization Agreement Active 04/01/1980 04/01/1980

Contract/Agreement Type Status

To reset a contact person®s password, select the link (General in this example)
under the Contact Type column associated with the contact person ("Laura
Tester” in this example) under the Contact Type column within the Contacts
section.
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The Maintain Contact Details page for "Laura Tester” displays.

Skip to: Content | Footer | Welcome Sylvia | Customize | Help | Contact Us | CalPERS On-Line | Log out June 16, 2011

my|CalPERS

Profile | Reporting [Person Information || Other Organizations

=lllnlu=la Agreements

Select the System Access link within the Maintain Contact Details section.
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The Assigned Username page for “Laura Tester” displays.

Skip to: Content | Footer | Welcome Laura | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

Profile 'Report\'ng Person Information

June 27, 2011

[Other QOrganizations

==l Agreements

Common Tasks @& Name: Direct Authorization Organization

° Credit Union
.

Summary Reset Password
Contacts Contact Name: Laura Tester

Contact Username: [tester

CalPERS ID: 3047155671

[T]Prevent the user from accessing the site

Select the Reset Password link within the Assigned Username section.

The Password Maintenance page displays. my|CalPERS assigns a temporary
password.

Skip to: Content | Footer | Welcome Sylvia | Customize | Help | Contact Us | CalPERS On-Line | Log out June 16, 2011

my|CalPERS

Profile || Reporting [Person Information | Other QOrganizations

SuliEles| Agreements

Be sure to capture the temporary password. It is the only time the temporary
password will be made available. Note that the temporary password will expire in
30 days.

Select the Continue button.
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The Maintain Contact Details page for “Laura Tester” displays.

Skip to: Content | Footer | Welcome Sylvia | Customize | Help | Contact Us | CalPERS On-Line | Log out June 16, 2011

my|CalPERS

Profile | Reporting [Person Information || Other Organizations

=lllnlu=la Agreements

Select the Save button.
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The Contacts to Display page displays and lists your organization®s updated
contact within the Contacts section.

Skip to: Content | Footer | Welcome Laura | Customize | Help | Contact Us | CalPERS On-Line | Log out June 27, 2011

my|CalPERS

Profile || Reporting [Person Information |[ Other Organizations

=Sl s Agreements

Direct Authorization Organization
Common Tasks (@ JEYSes. 9 CalPERS ID: 2047155671

" Credit Union
Menu
@ contacts to Display
ELTTE Active: Yes|+|
Conlacts Program: All |Z|
Display/
® Contacts IEZT
Contact Contact - -
Type Detail Program Name Active Primary
General Main CalPERS Laura Redwood Y Y
General Main CalPERS Joe Example (916)789-3344 Y N
General Main CalPERS Laura Tester {209)888-4324 Y N

The business partner contact"s password has been reset successfully.
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my|CalPERS Agreement Administration and Deduction
Processing for Direct Authorization Vendors

Part 1: Direct Authorization Agreement Administration

Setup a New Direct Authorization Agreement

Through the Internet, connect to my|CalPERS at https://my.calpers.ca.gov. The
my|CalPERS Log In page displays.

Select the Business Partner radio button and then the Continue button.
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The Business Partner Login page displays. Your organization”s system access
administrator must first establish your username and password and provide this
login information to you. Your login information will be associated with a specific
system user role that provides access to the screens you need to perform the
business functions assigned to you.

Enter your username and password and then select the Log In button.

The Conditions of Use for Business Partners (Employers) page displays.

Skip to: Content | Footer | welcome Andrea | Customize | Help | Contact Us | CalPERS On-Line | Log out  March 15, 2011

my|CalPERS

@ conditions of Use for Business Partners (Employers)
By accessing this application you acknowledge that all information accessible to you will be used only to assist you in conducting official business
with CalPERS,

Review the conditions of use statement and then select the Accept button.
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The my|CalPERS Home page displays.

Skip to: Content | Footer | Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

| Profile 'Reporting Person Information || Other Organizations

May 26, 2011

Common Tasks @

(C) My Cases View More Actions»|
Case ID Case Title Case Type
Person Search 731879 Initiate DA Agreement Closed

Change Password
Change Challenge
Questions

Select the Profile global navigation tab.

The Business Partner Profile page displays.

Skip to: Content | Footer | Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

May 26, 2011

ZiEW| Reporting || Person Information || Other Organizations

EEL Agreements

Common Tasks
Summary

Profile

Request Updste

Contacts CalPERS ID: 4499089095 Status: Active
Federal Tax ID: 1234567-89 Name: Direct Authorization
Credit Union
Category: Direct Authorization Organization
Addresses 43 Mailing Street, Sacramento, CA 49 Mailing Street, Sacramento, CA
Physical: g567 Mailing: g4sq7

Communication Information
Preferred Communication: Email
Primary Email: robert@daocu.org Primary Phone Number: 916-783-1111

@ contacts IETET0 View More Actions |

Contact Type Contact Type Detail Program Name Phone Number
General Main CalPERS Robert Dillman

@ Business Relationships | Add ew |

Name CalPERS ID Program SETLED

Provided

No results found.

@ Contracts/Agreements

Date Status Effective Termination Related
Changed Date Date Parties
Direct Authorization Agreement Active 04/01/1978 04/01/1978

Contract/Agreement Type  Status

Select the Agreements local navigation tab.
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The Agreements page displays.

Skip to: Content | Footer | Welcome Ronald | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

my|CalPERS

Profile | Reporting [Person Information | Other Organizations

Summary | Al

Common Tasks @
@ Agreements | Add New |
Benefit Termination

Agreement Type Provided By Effective Date Date Related Parties

Direct Authorization
Agreement

Direct Authorization
Agreement

Direct Authorization
Agreement

Direct Authorization
Agreement

Direct Authorization
Agreement

Direct Authorization Terminated 05/31/1995  02/29/1988 05/31/1995 WellbeingLife and Accident
Agreement Insurance

Direct Authorization
Agreement

Active 02/29/1988  02/29/1988
Active 03/01/198¢  03/01/1989
Active 02/29/1988  02/29/1988
Active 02/29/1988  02/29/1988

Active 02/29/1988  02/29/1988

Terminated 04/30/2001 01/01/1995 04/30/2001  The Personall Insurance Group

Select the Add New button within the Agreements section title banner.

The Add New Agreement page displays.

Skip to: Content | Footer | Welcome George | Customize | Help | Contact Us | CalPERS On-Line | Log out June 15, 2011

my|CalPERS

Profile ‘ Reporting [Person Information || Other Organizations

Summary Bl

Common Tasks @& “Required Fields

@ pirect Authorization Deductions

Direct Authorization Information

Program:* [=]
Deduction Type:* |Z|
Please confirm:* || The contract between the organization and your carrier
allows for the continuation of coverage into retirement.

Will the deductions be managed by a Third Party Administrator (TPA)?*
@ Yes

Charter/Constitution/By-laws Contract:* Provide Document Download Coversheet

Who will submit the Direct Authorization Deductions for this agreement?#*
) Sponsor

Which organization should receive the deduction payments?:*
() Sponsor

To setup a direct authorization agreement for the first time, you will need to enter
the information as displayed on the Agreements screen.
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Enter the appropriate information in the Direct Authorization Information area
within the Direct Authorization Deductions section. Note that the red asterisks
indicate required fields. This includes selecting the program from the Program
dropdown ("CalPERS” in this example), the type of deduction from the
Deduction Type dropdown ("Credit Union Deduction” in this example), the
Please confirm checkbox, to indicate if “The contract between the organization
and your carrier allows for the continuation of coverage into retirement.”, and the
Yes or No radio button, to indicate “Will the deductions be managed by a Third
Party Administrator (TPA)?” (“No” in this example). Select which organization will
submit the deductions for this agreement and which organization will receive the
deduction payments (“Sponsor” was selected for both in this example).

To upload the appropriate Charter/Constitution/By-Laws Contract document(s),
select the Provide Document link.

The Submit Documentation page displays.

Skip to: Content | Footer | Welcome George | Customize | Help | Contact Us | CalPERS On-Line | Log out June 15, 2011

my|CalPERS

| profile | Reporting [Person Information || Other Organizations

=T El O Agreements

Common Tasks @ Name: Direct Authorization calPERS ID: 4499089095
Credit Union *“Required Fields

@ 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: Direct Authorization Agreement
Document Type:* Charter/Constitution/By-Laws Contract
Submission Method:* | Upload E

Select Upload from the Submission Method dropdown. Browse to the
appropriate document(s) and select for uploading to my|CalPERS.
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The Direct Authorization Deductions section is updated with the information we
entered. Note that Date Constitution/Charter/bylaws Submitted displays the
date we uploaded the document ("6/15/2011” in this example), and a View
Document link, which may be used to view the document.

Skip to: Content | Footer | Welcome George | Customize | Help | Contact Us | CalPERS On-Line | Log out June 15, 2011

my|CalPERS

Profile | Reporting [Person Information | Other Organizations

Summary |

@ *Required Fields

@ pirect Authorization Deductions

Direct Authorization Information

Commeon Tasks

Program:* |CalPERS [~ |
Deduction Type:* | Credit Union Deduction [+]
Please confirm:* The contract between the organization and your carrier
allows for the continuation of coverage into retirement.
Will the deductions be managed by a Third Party Administrator (TPA)?*
@) Yes
@ No
Charter/Constitution/By-laws Contract:* Replace Document Download Coversheet
Date Constitution/Charter/bylaws Submitted: 06/15/2011 View Document

Who will submit the Direct Authorization Deductions for this agreement?*
@ Sponsor

Which organization should receive the deduction payments?:*
@ Sponsor

Select the Save & Continue button.
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The Direct Authorization Agreement page displays.

Skip to: Content | Footer | Welcome George | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

Profile |.-Report|'mg erson Information || Other Organizations

June 15, 2011

EOER Agreements

SRRSO Name: Direct Authorization Credit CalPERS ID: 4499089095
Union *Required Fields

@ Hold H less Agreement

CALIFORNIA PUBLIC EMPLOYEES' RETIREMENT SYSTEM

AGREEMENT RELATING TO DEDUCTIONS FOR "Credit Union Deduction"
Direct Authorization Credit Un., hereinafter referred to as Sponsor requests that the Executive Officer approve, as authorized in
Section 581 Title 2, California Administrative Code, the filing directly with said Sponsor of authorizations for retirement
allowance deductions of dues for the Sponsor charges under Section 21264, Government Code. In consideration of such
approval and of forbearance by the Public Employees' Retirement System at the request of the Sponsor of the Board's
right to require a waiver from retired persons of any liability for inadvertence or error as a condition of making such
deductions and of benefits accruing to the Sponsor as a result of such forbearance, the Sponsor hereby agrees:

1. To supply to the Board statements, in such forms as the Executive Officer may prescribe, of deductions specified in
authorizations received by it.

2. To save the State of California, Board of Administration, the Public Employees' Retirement System and its employees
harmless from any liability for any errors in transmitting such dues, or charges except for liability to the Sponsor for money|
actually withheld but not transmitted.

3. To keep all authorizations received by it available for inspection by authorized representatives of the Board.
The Sponsor further agrees that any amounts which have been deducted and paid to the Sponser and which are
refundable under the plan because of the death of a retired person shall be refunded to the Board for distribution under

the Public Employees' Retirement Law.

This agreement applies to authorization for deductions from retirement allowance of retirees who are members of the
Direct Authorization Credit Union.

This agreement applies to the California Public Employees' Retirement System program.

By checking this box and clicking the Sign Now button, I am agreeing to conduct business electronically with the State of
California and the California Public Retirement System on 06/07/2011.

[7] * I understand that transactions and/or signatures in records may not be denied legal effect solely because
they are conducted, executed, or prepared in electronic form, and that if a law requires a record or
signature to be in writing an electronic record or signature satisfies that requirement.

@ e-signature
ou Are Not Required to Complete This Transaction Electronically

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

Electronic Signature Agreement

[You may complete this transaction electronically by selecting the "Sign Now" button which appears on your
computer screen.

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

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

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

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

((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
ithis transaction.

[7] * I have read and agree to the Electronic Signature Agreement above.

Read the important information related to the direct authorization agreement,
including the one-time administration fee and the deductions processing service
charge for each deduction.
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my|CalPERS uses e-Signature for electronic signatures in lieu of signing hard
copy documents. You may submit your new agreement request by reviewing the
agreement terms within the e-Signature section, selecting the checkbox
associated with the statement “| have read and agree to the Electronic Signature
Agreement above,” and then selecting the Sign Now button. Note that red
asterisks indicate required fields. Also note that if you do not wish to submit your
new agreement request using e-Signature, there is information within the e-
Signature section to instruct you how to submit the new agreement request via
hard copy.

The Direct Authorization Agreement page displays. my|CalPERS displays the
confirmation message “Thank you for submitting your information.” Note that the
Agreement Status indicates “Pending” within the Direct Authorization
Deductions section.

Skip to: Content | Footer | Welcome George | Customize | Help | Contact Us | CalPERS On-Line | Log out June 15, 2011

my|CalPERS

RLIEE] Profile |Report|'r|g Person Information || Other Organizations

=N ERT Agreements

® Direct Authorization Payment Details

Which organization should receive the deduction paymentsz?:*
@ Sponsor

@ Available Actions

Select an Available (' Submit Agreement
Action:* () Cancel Agreement

Select the Submit Agreement radio button within the Available Actions section
and then select the Submit button.
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my|CalPERS displays the confirmation message “Thank you for your initial
agreement submission. A CalPERS Contract Analyst will review the submitted
information and documentation and will contact you with the next steps to
complete your agreement submission.” Once a CalPERS Contract Analyst
reviews and approves the submitted new agreement, the Agreement Status will
be updated to “Active”.

Skip to: Content | Footer | Welcome George | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

Profile | Reporting || Person Information [other Organizations

June 15, 2011

Summary Bateli=l=l =

Common Tasks @& o ] ] ] ] ] ]
Thank you for your initial agreement submission. A CalPERS Contract Analyst will review the submitted information and

documentation and will contact you with the next steps to complete your agreement submission.

@ agreements IETIEN
Benefit - Termination -
Agreement Type Provided By Effective Date Date Related Parties

Direct Authorization Agreement Active 04/01/1978 04/01/1978 Atlas Credit Union
Direct Authorization Agreement Active 04/01/1978 04/01/1978 Atlas Credit Union
Direct Authorization Agreement Active 04/01/1978 04/01/1978 Atlas Credit Union
Direct Authorization Agreement Active 04/01/1978 04/01/1978 Atlas Credit Union
Direct Authorization Agreement 04/01/1978 04/01/1978 Atlas Credit Union
Direct Authorization Agreement 04/01/1978 04/01/1978 Atlas Credit Union
Direct Authorization Agreement 04/01/1978 04/01/1978 Atlas Credit Union
Direct Authorization Agreement 04/01/1978 04/01/1978 Atlas Credit Union

Direct Authorization Agreement Work In Progress 06/15/2011

Select the Profile global navigation tab.
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The new direct authorization agreement is displayed as “Work In Progress” under
the Status column within the Contracts/Agreements section.

Skip to: Content | Footer | Welcome George | Customize | Help | Contact Us | CalPERS On-Line | Log out June 15, 2011

my|CalPERS

( Reporting [Person Information | Other Organizations

=SlLGERS Agreements

Common Tasks @

Profile
Contacts Request Update
CalPERS ID: 4492089095 Status: Active
Federal Tax ID: Name: Direct Authorization Credit
Category: Direct Authorization Organization Union
Addresses
Physical: Mailing: 8749 SMITH ST

SACRAMENTO, CA 95825

Communication Information
Preferred Communication:

Primary Email: Primary Phone Number:

® contacts IEZTE0 View More Actions»
Contact Type ntact Type Detail Program Name Phone Number
CalPERS
. JRS
George Adams
General Main IRS 11 &
LRS
CalPERS
. JRS
General Main IRS 11 Sally Jones
LRS

@ Business Relationships | Add Hew |

Service
Provided

Name CalPERS ID Program

No results found.

@ Contracts/Agreements

Date Status Effective Termination Related

Contract/Agreement Type Status Changed o Ter Parties

Direct Authorization Agreement Active 04/01/1978 04/01/1978 Direct Authorization Credit Union
Direct Authorization Agreement  Work In Progress  06/15/2011

Direct Authorization Agreement Active 04/01/1978 04/01/1978 Direct Authorization Credit Union
Direct Authorization Agreement Active 04/01/1978 04/01/1978 Direct Authorization Credit Union
Direct Authorization Agreement  Active 04/01/1978 04/01/1978 Direct Authorization Credit Union
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Sign the Hold Harmless agreement

Through the Internet, connect to my|CalPERS at https://my.calpers.ca.gov. The
my|CalPERS Log In screen displays.

Select the Business Partner radio button and then the Continue button.
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The Business Partner Login page displays. Your organization“s system access
administrator must first establish your username and password and provide this
login information to you. Your login information will be associated with a specific
system user role that provides access to the screens you need to perform the
business functions assigned to you.

Enter your username and password and then select the Log In button.

The Conditions of Use for Business Partners (Employers) page displays.

Skip to: Content | Footer | ‘Welcome Andrea | Customize | Help | Contact Us | CaIPERS On-Line | Log out  March 15, 2011

11} CalPEFiS

@ conditions of Use for Business Partners (Employers)
By accessing this application you acknowledge that all information accessible to you will be used only to assist you in conducting official business
with CalPERS.

Review the conditions of use statement and then select the Accept button.
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The my|CalPERS Home page displays.

Skip to: Content | Footer |

my|CalPERS

| Profile 'Reportlng Person Information

Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out  May 26, 2011

[Other Organizations

Common Tasks @&

e S 731879 Initiate DA Agreement Closed

@ My Cases View More Actions

Case ID Case Title Case Type

Change Password
Change Challenge
Questions

Select the Profile global navigation tab.

The Business Partner Profile Summary page displays.

Skip to: Content | Footer |

my|CalPERS

Welcome George | Customize | Help | Contact Us | CalPERS On-Line | Log out June 15, 2011

( Reporting [Person Information | Other Organizations

=SlLGERS Agreements

Common Tasks @

Profile
Contacts Request Update
CalPERS ID: 4492089095 Status: Active
Federal Tax ID: Name: Direct Authorization Credit
Category: Direct Authorization Organization Union
Addresses
Physical: Mailing: 8749 SMITH ST

SACRAMENTO, CA 95825

Communication Information
Preferred Communication:

Primary Email: Primary Phone Number:

® contacts IEZTZZ0 View More Actions»
Contact Type Contact Type Detail Program Name Phone Number
CalPERS
. JRS
George Adams
General Main IRS 11 &
LRS
CalPERS
JRS
General Main IRS 11 Sally Jones
LRS

@ Business Relationships | Add Hew |

Service

Name CalPERS ID Program Provided

No results found.

@ Contracts/Agreements

Date Status Effective Termination Related

Contract/Agreement Type Status Changed Date Date P——

Direct Authorization Agreement Active 04/01/1978 04/01/1978 Direct Authorization Credit Union
Direct Authorization Agreement Work In Progress  06/15/2011

Direct Authorization Agreement Active 04/01/1978 04/01/1978 Direct Authorization Credit Union
Direct Authorization Agreement Active 04/01/1978 04/01/1978 Direct Authorization Credit Union
Direct Authorization Agreement  Active 04/01/1978 04/01/1978 Direct Authorization Credit Union

Select the Agreements local navigation tab.
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The Agreements page displays.

Skip to: Content | Footer | Welcome Ronald | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

Profile | Reporting [Person Information | Other Organizations

May 26, 2011

Summary | Al

Common Tasks @

@ Agreements | Add New |
Benefit Termination

Agreement Type Status Provided By Effective Date Date Related Parties

Direct Authorization
Agreement

Direct Authorization
Agreement

Direct Authorization
Agreement

Direct Authorization
Agreement

Direct Authorization
Agreement

Direct Authorization Terminated 05/31/1995  02/29/1988 05/31/1995 WellbeingLife and Accident
Agreement Insurance

Direct Authorization
Agreement

Active 02/29/1988  02/29/1988
Active 03/01/198¢  03/01/1989
Active 02/29/1988  02/29/1988
Active 02/29/1988  02/29/1988

Active 02/29/1988  02/29/1988

Terminated 04/30/2001 01/01/1995 04/30/2001  The Personall Insurance Group

Select the Direct Authorization Agreement link under the Agreement Type
column within the Agreement section for the agreement and organization for
which you would like to sign the Hold Harmless Agreement.
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The Direct Authorization Deductions page displays.

Skip to: Content | Footer | Welcome George | Customize | Help | Contact Us | CalPERS On-Line | Log out June 15, 2011

my|CalPERS

Profile | Reporting || Person Information (| Other Organizations

Summary | A==

@ Direct Authorization Payment Details

Which organization should receive the deduction payments?:*
@ Sponsor

@ Available Actions

Select an Available () Submit Agreement
Action:* () Cancel Agreement

Select the Sign Agreement link to the right of the Date Hold Harmless
Agreement Signed within the Direct Authorization Deductions section.
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The Hold Harmless Agreement page displays.

Skip to: Content | Footer | Welcome George | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

Profile |.-Report|'mg [Person Information | Other Organizations

June 15, 2011

EOER Agreements

SRRSO Name: Direct Authorization Credit CalPERS ID: 4499089095
Union *Required Fields

@ Hold Harmless Agreement

CALIFORNIA PUBLIC EMPLOYEES' RETIREMENT SYSTEM

AGREEMENT RELATING TO DEDUCTIONS FOR "Credit Union Deduction"
Direct Authorization Credit Un., hereinafter referred to as Sponsor requests that the Executive Officer approve, as authorized in
Section 581 Title 2, California Administrative Code, the filing directly with said Sponsor of authorizations for retirement
allowance deductions of dues for the Sponsor charges under Section 21264, Government Code. In consideration of such
approval and of forbearance by the Public Employees' Retirement System at the request of the Sponsor of the Board's
right to require a waiver from retired persons of any liability for inadvertence or error as a condition of making such
deductions and of benefits accruing to the Sponsor as a result of such forbearance, the Sponsor hereby agrees:

1. To supply to the Board statements, in such forms as the Executive Officer may prescribe, of deductions specified in
authorizations received by it.

2. To save the State of California, Board of Administration, the Public Employees' Retirement System and its employees
harmless from any liability for any errors in transmitting such dues, or charges except for liability to the Sponsor for money|
actually withheld but not transmitted.

3. To keep all authorizations received by it available for inspection by authorized representatives of the Board.
The Sponsor further agrees that any amounts which have been deducted and paid to the Sponser and which are
refundable under the plan because of the death of a retired person shall be refunded to the Board for distribution under

the Public Employees' Retirement Law.

This agreement applies to authorization for deductions from retirement allowance of retirees who are members of the
Direct Authorization Credit Union.

This agreement applies to the California Public Employees' Retirement System program.

By checking this box and clicking the Sign Now button, I am agreeing to conduct business electronically with the State of
California and the California Public Retirement System on 06/07/2011.

[7] * I understand that transactions and/or signatures in records may not be denied legal effect solely because
they are conducted, executed, or prepared in electronic form, and that if a law requires a record or
signature to be in writing an electronic record or signature satisfies that requirement.

@ e-Signature
ou Are Not Required to Complete This Transaction Electronically

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

Electronic Signature Agreement

[You may complete this transaction electronically by selecting the "Sign Now" button which appears on your
computer screen.

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

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

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

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

(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.

[] * I have read and agree to the Electronic Signature Agreement above.

Review the information within the Hold Harmless Agreement section and select
the checkbox to the left of the statement “I understand that transactions and/or
signatures in records may not be denied legal effect solely because they are
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conducted, executed, or prepared in electronic form, and that if a law requires a
record or signature to be in writing an electronic record or signature satisfies that
requirement.” Review the information within the e-Signature section and select
the checkbox to the left of the statement “I have read and agree to the Electronic
Signature Agreement above.” Select the Sign Now button.

The Date Hold Harmless Agreement Signed displays within the Direct
Authorization Deductions section. You can view the agreement at any time by
selecting the View Hold Harmless Agreement link.

Skip to: Content | Footer | Welcome Ronald | Customize | Help | Contact Us | CalPERS On-Line | Log out  May 26, 2011

my|CalPERS

Profile | Reporting [Person Information | Other Organizations

Summary [AEE T E

Common Tasks ® *Required Fields

@ pirect Authorization Deductions

Direct Authorization Information
Agreement ID: 1000001557
Program: California Public
Employees' Retirement

System
Agreement Status: Pending
Deduction Type: Credit Union Deduction
Does this agreement provide for continuation to No
beneficiaries and/or survivors who continue
receiving a benefit?
Will the deductions be managed by No
a Third Party Administrator (TPA)?
Does the contract between your Organization No
and your Carrier allow for the continuation of
coverage into retirement?
Who will submit the Direct Authorization Sponsor
Deductions for this agreement?
Date Hold Harml Agr igned: 05/26/2011 View Hold Harmless Agreement

@ birect Authorization Payment Details

Which organization should receive the deduction payments?:*
@ Sponsor

Preferred Method of Payment: Check
Check Payable Name: Direct Authorization Organization
Address: 49 APPLEST
SACRAMENTO,
95814 - 0000

@© available Actions

Select an Available ) Add Third Party Administrator
Action:* () Replace Third Party Administrator
() Remove Third Party Administrator
) Terminate Agreement




my|CalPERS Direct Authorization Vendor User Guide
Manage Relationship with a Third Party Administrator

Add a third party administrator to an existing agreement

Through the Internet, connect to my|CalPERS at https://my.calpers.ca.gov. The
my|CalPERS Log In page displays.

Select the Business Partner radio button and then the Continue button.
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The Business Partner Log In page displays. Your organization®s system access
administrator must first establish your username and password and provide this
login information to you. Your login information will be associated with a specific
system user role that provides access to the screens you need to perform the
business functions assigned to you.

Enter your username and password and then select the Log In button.

The Conditions of Use for Business Partners (Employers) page displays.

Skip to: Content | Footer | ‘Welcome Andrea | Customize | Help | Contact Us | CaIPERS On-Line | Log out  March 15, 2011

11} CalPEFiS

@ conditions of Use for Business Partners (Employers)
By accessing this application you acknowledge that all information accessible to you will be used only to assist you in conducting official business
with CalPERS.

Review the conditions of use statement and then select the Accept button.
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The my|CalPERS Home page displays.

Skip to: Content | Footer |

my|CalPERS
rome |G

My Home

[Other Organizations

'Reportlng Person Information

Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out

May 26, 2011

Common Tasks

®

@ My Cases

Person Search

Case ID
731879

Case Title Case Type

Initiate DA Agreement

View More Actions?|

Closed

Change Password
Change Challenge
Questions

Select the Profile global navigation tab.

The Business Partner Profile page displays.

Skip to: Content | Footer |

my|CalPERS

Reporting || Person Information (| Other Organizations

Profile

=L el Agreements

Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out

May 26, 2011

®

Commeon Tasks

Contacts

Profile

CalPERS ID:
Federal Tax ID:

4499089095
1234567-89
Category: Direct Authorization Organization
Pldibe e . 49 Mailing Street, Sacramento, CA
Physical: gycco

Communication Information

Preferred Communication: Email
Primary Email: robert@daocu.org

Request Update
Status: Active
Name: Direct Authorization
Organization Credit Union

- 49 Mailing Street, Sacramento, CA
Mailing: gyceo

Primary Phone Number: 3916-783-1111

@ Contacts IEZI00

View More Actions>

Contact Type
General

Contact Type Detail
Main

Program
CalPERS

Name Phone Number

Robert Dillman

@ Business Relationships | Add New |
Name CalPERS ID

No results found.

Service
Provided

Program

@ Contracts/Agreements

Contract/Agreement Type Status

Date Status Effective

Termination Related

Changed
04/01/1978

Direct Authorization Agreement Active

Date
04/01/1978

Date Parties

Select the Agreements local navigation tab.
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The Agreements page displays.

Skip to: Content | Footer | Welcome Ronald | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

Profile | Reporting [Person Information | Other Organizations

May 26, 2011

Summary | Al

Common Tasks @
@ Agreements | Add New |
Benefit Termination

Agreement Type Status Provided By Effective Date Date Related Parties

Direct Authorization
Agreement

Direct Authorization
Agreement

Direct Authorization
Agreement

Direct Authorization
Agreement

Direct Authorization
Agreement

Direct Authorization Terminated 05/31/1995  02/29/1988 05/31/1995 WellbeingLife and Accident
Agreement Insurance

Direct Authorization
Agreement

Active 02/29/1988  02/29/1988
Active 03/01/198¢  03/01/1989
Active 02/29/1988  02/29/1988
Active 02/29/1988  02/29/1988

Active 02/29/1988  02/29/1988

Terminated 04/30/2001 01/01/1995 04/30/2001  The Personall Insurance Group

Select the Direct Authorization Agreement link under the Agreement Type
column within the Agreement section to which you would like to add a third party
administrator.

Skip to: Content | Footer | Welcome Ronald | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

my|CalPERS

Profile | Reporting [Person Information |[ Other Organizations

Summary | ==t

Common Tasks @& *“Required Fields

@ Dpirect Authorization Deductions

Direct Authorization Information

Program: CalPERS
Deduction Type: Association Dues
Will the deductions be managed by No
a Third Party Administrator (TPA)?

Third Party Administrator Information
Third Party Administrator Name:* Select Federal Tax ID:

Which organization should receive the deduction payments?:#*
@ Sponsor

To add a third party administrator to an existing agreement, select the “Third
Party Administrator Name” Select link in the Third Party Administrator
Information area within the Direct Authorization Deductions section.
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The Organization Search page displays.

Skip to: Content | Footer | Welcome William | Customize | Help | Contact Us | CalPERS On-Line | Log out June 15, 2011

my|CalPERS

Profile || Reporting || Person Information [Other Organizations

@ Organization Search
If Exact Match for Name is left unchecked, the system will return results with a partial match.
Name: [T Exact Match
Federal Tax ID:
CalPERS ID:

Enter the name of the Third Party Administrator organization in the Name field
and then select the Search button.

The results of the organization search are displayed within the Search Results
section.

Skip to: Content | Footer | Welcome Ronald | Customize | Help | Contact Us | CalPERS On-Line | Log out  May 26, 2011

my|CalPERS

Profile 'Report\'ng Person Information || Other QOrganizations

@ Organization Search

If Exact Match for Name is left unchecked, the system will return results with a partial match.
Name: Sample TPA [[]Exact Match
Federal Tax ID:
CalPERS ID:
@ search Results IETI0
Name Mailing Address
Sample TPA 1 48 CHARLES BLVD, CHICAGO, IL60811
Sample TPA 2 5155 CHUPCANPLACE CARPINTERIA, CA 93013-
Sample TPA 11 444E ASTREET DOWAGIAC, MI 49047-0000
Sample TPA 22 458 BELMONT PLACE CLAYTON, CA 94517-0000
Sample TPA 111 6 M DIVISION ST LOUIS, MO 54756

Select the radio button associated with the appropriate organization (Sample
TPA 11 in this example) and then the Select button.
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The Direct Authorization Deductions page displays the Third Party Administrator
Name, “Sample TPA 11”.

Skip to: Content | Footer | Welcome Ronald | Customize | Help | Contact Us | CalPERS On-Line | Log out  May 26, 2011

my|CalPERS

Profile | Reporting [Person Information |[ Other Organizations

Summary BVeli=l=l=h e

Common Tasks @& *Required Fields

@ pirect Authorization Deductions

Direct Authorization Information

Program: CalPERS
Deduction Type: Association Dues
Will the deductions be managed by No
a Third Party Administrator (TPA)?

Third Party Administrator Information
Third Party Administrator Name:* Sample TPA 11 Select Federal Tax ID:

Which organization should receive the deduction payments?:*
() Sponsor
@ Third Party Administrator

Select the Third Party Administrator radio button in the Third Party
Administrator Information area within the Direct Authorization Payment Details
section to indicate that the newly added third party administrator will be the
organization that will receive the deduction payments. Select the Save &
Continue button within the Direct Authorization Deductions section.

@ pirect Authorization Payment Details

Which organization should receive the deduction payments?:*
") Sponsor
@ Third Party Administrator

Preferred Method of Payment: Check
Check Payable Name: Direct Authorization Organization
Address: 49 APPLE ST
SACRAMENTO,
95814 - 0000

® Available Actions

Select an Available @ Add Third Party Administrator
Action:* () Replace Third Party Administrator
=) Remove Third Party Administrator
() Terminate Agreement

Effective Date:

Select the Add Third Party Administrator radio button within the Available
Actions section. The Effective Date field appears within the Available Actions
section once one of the radio buttons is selected.
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@ Available Actions
Select an Available @ Add Third Party Administrator
Action:* () Replace Third Party Administrator
~ Remove Third Party Administrator
(©) Terminate Agreement

Effective Date: |)5/01/2011

Enter the effective date of the business partner relationship with your
organization®s third party administrator in the Effective Date field, or select the

calendar icon to select the date and select the Submit button.
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The confirmation message appears stating “Thank you for modifying your
agreement. No further action is required at this time.” Note that the Third Party
Administrator has been updated as the organization which should receive the
deduction payments within the Direct Authorization Payment Details section.

Skip to: Content | Footer | Welcome Ronald | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

my|CalPERS

Profile | Reporting [Person Information | Other Organizations

Summary |l

Common Tasks @ *Required Fields

Thank you for modifying your agreement. No further action is required at this time.

@ pirect Authorization Deductions

Direct Authorization Information
Agreement ID: 1000002164
Program: California Public
Employees' Retirement
System
Agreement Status: Active
Deduction Type: Association Dues
Does this agreement provide for continuation to No
beneficiaries and/or survivors who continue
receiving a benefit?
Will the deductions be managed by No
a Third Party Administrator (TPA)?
Does the contract between your Organization No
and your Carrier allow for the continuation of
coverage into retirement?
Who will submit the Direct Authorization Sponsor
Deductions for this agreement?
Date Hold Harmless Agreement Signed: 02/29/1988 View Hold Harmless Agreement

@ Direct Authorization Payment Details

Which organization should receive the deduction payments?:*
~ Sponsor
)i Third Party Administrator

Preferred Method of Payment: Check
Check Payable Name: California State Employees Association CPS
Address: 525 1 STREET
SACRAMENTO,
95814 - 0000

@ Available Actions

Select an Available (' Add Third Party Administrator
Action:* () Replace Third Party Administrator
) Remove Third Party Administrator
) Terminate Agreement
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Replace the third party administrator for an existing agreement

You may add, replace or remove a third party administrator. Remember that
carriers or third party administrators involved in direct authorization agreements
with my|CalPERS must sign hold harmless agreements for each new direct
authorization agreement.

When a business partner makes modifications to a direct authorization
agreement, the effective date must fall within a specific range to be enacted on
the desired effective date.

Generally, for a modification to be effective for the beginning of the next calendar
month, the change must be submitted prior to the end of the current business
month. For example, if December 15 is the end of the business month and a
modification was made on December 11, then the modification would be effective
on the first of January, the following calendar month.

If the effective date does not fall into the specific date range, my|CalPERS
adjusts the effective date accordingly.

Through the Internet, connect to my|CalPERS at https://my.calpers.ca.gov. The
my|CalPERS Log In page displays.

Select the Business Partner radio button and then the Continue button.

The Business Partner Login page displays. Your organization“s system access
administrator must first establish your username and password and provide this
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login information to you. Your login information will be associated with a specific
system user role that provides access to the screens you need to perform the

business functions assigned to you.

Enter your username and password and then select the Log In button.

The Conditions of Use for Business Partners (Employers) page displays.

5 Welcome Andrea | Customize | Help | Contact Us | CalPERS On-Line | Log out  March 15, 2011

o: Content | Footer |

11} CaIPER

S

@ conditions of Use for Business Partners (Employers)
By accessing this application you acknowledge that all information accessible to you will be used only to assist you in conducting official business

with CalPERS.

Review the conditions of use statement and then select the Accept button.
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The my|CalPERS Home page displays.

Skip to: Content | Footer |

my|CalPERS

'Reportlng Person Information

Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out  May 26, 2011

[Other Organizations

My Home
Common Tasks @& . =
@ My Cases View More Actions»|
Case ID Case Title Case Type
Person Search 731879 Initiate DA Agreement Closed

Change Password
Change Challenge
Questions

Select the Profile global navigation tab.

The Business Partner Profile Summary page displays.

Skip to: Content | Footer | Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

May 26, 2011

il Reporting || Person Information || Other Organizations

=L el Agreements

Commen Tacks_©
ummary

Profile

Request Update

Contacts CalPERS ID: 4499089095 Status: Active
Federal Tax ID: 1234567-89 Name: Direct Authorization
Organization Credit Union

Category: Direct Authorization Organization

Addresses 49 Mailing Street, Sacramenta, CA 49 Mailing Street, Sacramento, CA

Physical: 84567 Mailing: 84567
Communication Information
Preferred Communication: Email
Primary Email: robert@daocu.org Primary Phone Number: 916-733-1111

@ contacts IETI0 View More Actions>

Contact Type Contact Type Detail Program Name Phone Number
General Main CalPERS Robert Dillman

@ Business Relationships | Add New |

Service
Provided

Name CalPERS ID Program

No results found.

@ Contracts/Agreements

Date Status Effective Termination Related
Changed Date Date Parties
04/01/1978 04/01/1978

Contract/Agreement Type Status

Direct Authorization Agreement Active

Select the Agreements local navigation tab.
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The Agreements List page displays. Your organization®“s direct authorization
agreements display under the Agreement Type column within the Agreements
section. The status of each agreement, effective dates and related parties may
also be found in this section under the appropriate columns. Note that there are
two terminated agreements on this screen, with the agreement termination dates
displayed under the Termination Date column.

Skip to: Content | Footer | Welcome Ronald | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

May 26, 2011

Profile | Reporting [Person Information | Other Organizations

Summary NS ERTE

Common Tasks @
@ Agreements IETITN
Benefit Termination

Agreement Type Status Provided By Effective Date ey Related Parties

Active 02/29/1988 02/29/1988

Direct Authorization
Agreement
Direct Authorization
Agreement
Direct Authorization
Agreement
Direct Authorization
Agreement
Direct Authonization
Agreement
Direct Authonization
Agreement
Direct Authorization
Agreement

Active 03/01/1989  03/01/1989
Active 02/29/1988  02/29/1988
Active 02/29/1988  02/29/1988

Active 02/29/1988  02/29/1988

Wellbeing Life and Accident

Terminated 05/31/1995  02/29/1988 05/31/1995 Insurance

Terminated 04/30/2001 01/01/1995 04/30/2001  The Personall Insurance Group

Select the Direct Authorization Agreement link under the Agreement Type
column that is associated with the appropriate direct authorization agreement
within the Agreement Type section.
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The Direct Authorization Deductions page displays.

Skip to: Content | Footer | Welcome Ronald | Customize | Help | Contact Us | CaIPERS On-Line | Log out

my|CalPERS

Profile | Reporting [Person Information || Other Organizations

May 26, 2011

Summary |l

Common Tasks @ *Required Fields

@ pirect Authorization Deductions

Direct Authorization Information
Agreement ID: 1000002164
Program: California Public
Employees' Retirement
System
Agreement Status: Active
Deduction Type: Association Dues
Does this agreement provide for continuation to No
beneficiaries and/or survivors who continue
receiving a benefit?
Will the deductions be managed by No
a Third Party Administrator (TPA)?
Does the contract between your Organization No
and your Carrier allow for the continuation of
coverage into retirement?
Wheo will submit the Direct Authorization Sponsor
Deductions for this agreement?
Date Hold Harmless Agreement Signed: 02/29/1988 View Hold Harmless Agreement

@ birect Authorization Payment Details

Which organization should receive the deduction payments?:*
Sponsor
Third Party Administrator

Preferred Method of Payment: Check
Check Payable Name: Direct Authorization TPA
Address: 5167 SSTREET
SACRAMENTO,
95814 - 0000

@ available Actions

select an Available (' Add Third Party Administrator
Action:* () Replace Third Party Administrator
) Remove Third Party Administrator
) Terminate Agreement

Select the Replace Third Party Administrator radio button within the Available
Actions section.

® available Actions

Choose One:* (' Add Third Party Administrator
@ Replace Third Party Administrator
~' Remove Third Party Administrator
() Terminate Agreement

Effective Date:

The Effective Date field appears within the Available Actions section once one of
the radio buttons is selected.
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@ Available Actions

Select an Available ' Add Third Party Administrator
Action:* @ Replace Third Party Administrator
71 Remove Third Party Administrator
) Terminate Agreement

Effective Date: |)7/01/2011 e

Enter the date in the Effective Date field, or select the date by selecting the
calendar icon and then select the Submit button.

The Direct Authorization Deductions section displays.

Skip to: Content | Footer | Welcome Ronald | Customize | Help | Contact Us | CalPERS On-Line | Log out  May 26, 2011

my|CalPERS

Profile | Reporting || Person Information [other Organizations

S El I Agreements

Common Tasks @& *Required Fields

@ pirect Authorization Deductions

Direct Authorization Information

Program: CalPERS
Deduction Type: Association Dues
Will the deductions be managed by No
a Third Party Administrator (TPA)?

Third Party Administrator Information
Third Party Administrator Name:* Sample TPA11 Select Federal Tax ID:
Which organization should receive the deduction payments?:*
~) Sponsor
hird Party Administrator

Select the Third Party Administrator radio button and then the Save &
Continue button within the Direct Authorization Deductions section.
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The Organization Search page displays.

Skip to: Content | Footer | Welcome William | Customize | Help | Contact Us | CalPERS On-Line | Log out June 15, 2011

my|CalPERS

Profile || Reporting || Person Information [Other Organizations

@ Organization Search
If Exact Match for Name is left unchecked, the system will return results with a partial match.
Name: [T Exact Match
Federal Tax ID:
CalPERS ID:

Enter the name of the third party administrator organization in the Name field and
select the Search button within the Organization Search section.

The page refreshes and the results ("Sample TPAs” in this example) are
displayed in the Search Results section.

Skip to: Content | Footer | Welcome Ronald | Customize | Help | Contact Us | CalPERS On-Line | Log out  May 26, 2011

my|CalPERS

Profile 'Report\'ng Person Information || Other QOrganizations

@ Organization Search

If Exact Match for Name is left unchecked, the system will return results with a partial match.
Name: Sample TPA [[]Exact Match
Federal Tax ID:
CalPERS ID:
@ search Results IETI0
Name Mailing Address
Sample TPA 1 48 CHARLES BLVD, CHICAGO, IL60811
Sample TPA 2 5155 CHUPCANPLACE CARPINTERIA, CA 93013-
Sample TPA 11 444E ASTREET DOWAGIAC, MI 49047-0000
Sample TPA 22 458 BELMONT PLACE CLAYTON, CA 94517-0000
Sample TPA 111 6 M DIVISION ST LOUIS, MO 54756

Select the radio button associated with the appropriate third party administrator
(Sample TPA 11 in this example) and then the Select button.
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The Direct Authorization Deductions section displays “Sample TPA 11” in the
Third Party Administrator Name field within the Third Party Administrator
Information subsection.

Skip to: Content | Footer | Welcome Ronald | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

Profile | Reporting || Person Information [Other QOrganizations

May 26, 2011

S ET Agreements

Common Tasks @ *Required Fields

@ pirect Authorization Deductions

Direct Authorization Information
Program: CalPERS
Deduction Type: Association Dues
Will the deductions be managed by Mo
a Third Party Administrator (TPA)?

Third Party Administrator Information
Third Party Administrator Name:* Sample TPA11 Select Federal Tax ID:

Which organization should receive the deduction payments?:*
) Sponsor
i@ Third Party Administrator

Save & Continue

Select the Third Party Administrator radio button associated with the question
Which organization should receive the deduction payments? and then select the
Save & Continue button.
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The Direct Authorization Deduction Payment Details page displays.

Skip to: Content | Footer | Welcome Ronald | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

Profile |Repcrting Person Information || Other Organizations

May 26, 2011

Summary BNEEEERTE

Common Tasks @ *Required Fields

Thank you for modifying your agreement. No further action is required at this time.

@ pirect Authorization Deductions

Direct Authorization Information
Agreement ID: 1000002164
Program: California Public
Employees' Retirement
System
Agreement Status: Active
Deduction Type: Association Dues
Does this agreement provide for continuation to No
beneficiaries and for survivors who continue
receiving a benefit?
Will the deductions be managed by No
a Third Party Administrator (TPA)?
Does the contract between your Organization No
and your Carrier allow for the continuation of
coverage into retirement?
‘Who will submit the Direct Authorization Sponsor
Deductions for this agreement?
Date Hold Harmless Agreement Signed: 02/29/1988 View Hold Harmless Agreement

@ Direct Authorization Payment Details

Which organization should receive the deduction payments?:*
) Sponsor
@ Third Party Administrator

Preferred Method of Payment: Check
Check Payable Name: Direct Authorization Organization
Address: 43 APPLEST
SACRAMENTO,
95814 - 0000

@ Available Actions

Select an Available ' Add Third Party Administrator
Action:* () Replace Third Party Administrator
1 Remove Third Party Administrator
~1 Terminate Agreement

The confirmation message appears stating “Thank you for modifying your
agreement. No further action is required at this time.”

At the completion of this activity a direct authorization termination notification
letter is sent to the sponsor and the previous third party administrator notifying
them of the termination and effective date of the direct authorization agreement
relationship. A contract agreement qualifications approval notice is sent to the
sponsor and the new third party administrator notifying them of the direct
authorization agreement approval.

When a direct authorization agreement makes a modification involving a third
party administrator, my|CalPERS disables and enables deduction submission for
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the previous and new third party administrator or payment recipient, updates all
relationships associated with the direct authorization agreement, and reassigns
pending deductions to the new third party administrator or payment recipient.

When a new third party administrator is added to a direct authorization
agreement, a contract agreement qualifications approval notice is sent to the
sponsor and the new third party administrator notifying them of the direct
authorization agreement approval.

If the removed third party administrator was the payment recipient in a direct
authorization agreement with an existing carrier, my|CalPERS then selects the
carrier to receive payments.

Also, when a third party administrator is removed, a direct authorization
termination notification is sent to the sponsor and the third party administrator
notifying them of the termination and effective date of the direct authorization
agreement relationship.
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Remove a third party administrator from an existing agreement

Through the Internet, connect to my|CalPERS at https://my.calpers.ca.gov. The
my|CalPERS Log In page displays.

Select the Business Partner radio button and then the Continue button.
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The Business Partner Login page displays. Your organization“s system access
administrator must first establish your username and password and provide this
login information to you. Your login information will be associated with a specific
system user role that provides access to the screens you need to perform the
business functions assigned to you.

Enter your username and password and then select the Log In button.

The Conditions of Use for Business Partners (Employers) page displays.

Skip to: Content | Footer | ‘Welcome Andrea | Customize | Help | Contact Us | CaIPERS On-Line | Log out  March 15, 2011

11} CalPEFiS

@ conditions of Use for Business Partners (Employers)
By accessing this application you acknowledge that all information accessible to you will be used only to assist you in conducting official business
with CalPERS.

Review the conditions of use statement and then select the Accept button.
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The my|CalPERS Home page displays.

Skip to: Content | Footer |

my|CalPERS

'Reportlng Person Information

Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out  May 26, 2011

[Other Organizations

My Home
Common Tasks @& . =
@ My Cases View More Actions»|
Case ID Case Title Case Type
Person Search 731879 Initiate DA Agreement Closed

Change Password
Change Challenge
Questions

Select the Profile global navigation tab.

The Business Partner Profile Summary page displays.

Skip to: Content | Footer | Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

May 26, 2011

il Reporting || Person Information || Other Organizations

=L el Agreements

Commen Tacks_©
ummary

Profile

Request Update

Contacts CalPERS ID: 4499089095 Status: Active
Federal Tax ID: 1234567-89 Name: Direct Authorization
Organization Credit Union

Category: Direct Authorization Organization

Addresses 49 Mailing Street, Sacramenta, CA 49 Mailing Street, Sacramento, CA

Physical: 84567 Mailing: 84567
Communication Information
Preferred Communication: Email
Primary Email: robert@daocu.org Primary Phone Number: 916-733-1111

@ contacts IETI0 View More Actions>

Contact Type Contact Type Detail Program Name Phone Number
General Main CalPERS Robert Dillman

@ Business Relationships | Add New |

Service
Provided

Name CalPERS ID Program

No results found.

@ Contracts/Agreements

Date Status Effective Termination Related
Changed Date Date Parties
04/01/1978 04/01/1978

Contract/Agreement Type Status

Direct Authorization Agreement Active

Select the Agreements local navigation tab.
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The Agreements List page displays. Your organization®“s direct authorization
agreements display under the Agreement Type column within the Agreements
section. The status of each agreement, effective dates and related parties may
also be found in this section under the appropriate columns. Note that there are
two terminated agreements on this screen, with the agreement termination dates
displayed under the Termination Date column.

Skip to: Content | Footer | Welcome Ronald | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

May 26, 2011

Profile | Reporting [Person Information | Other Organizations

Summary NS ERTE

Common Tasks @
@ Agreements IETITN
Benefit Termination

Agreement Type Status Provided By Effective Date ey Related Parties

Active 02/29/1988 02/29/1988

Direct Authorization
Agreement
Direct Authorization
Agreement
Direct Authorization
Agreement
Direct Authorization
Agreement
Direct Authonization
Agreement
Direct Authonization
Agreement
Direct Authorization
Agreement

Active 03/01/1989  03/01/1989
Active 02/29/1988  02/29/1988
Active 02/29/1988  02/29/1988

Active 02/29/1988  02/29/1988

Wellbeing Life and Accident

Terminated 05/31/1995  02/29/1988 05/31/1995 Insurance

Terminated 04/30/2001 01/01/1995 04/30/2001  The Personall Insurance Group

Select the Direct Authorization Agreement link under the Agreement Type
column that is associated with the appropriate direct authorization agreement
within the Agreements section.
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The Direct Authorization Deductions page displays.

May 26, 2011

Skip to: Content | Footer | Welcome Ronald | Customize | Help | Contact Us | CaIPERS On-Line | Log out
my|CalPERS

Profile | Reporting [Person Information || Other Organizations

Summary |l

*Required Fields

Common Tasks @
@ pirect Authorization Deductions

Direct Authorization Information
Agreement ID: 1000002164
Program: California Public
Employees' Retirement
System
Agreement Status: Active
Deduction Type: Association Dues
Does this agreement provide for continuation to No
beneficiaries and/or survivors who continue
receiving a benefit?
Will the deductions be managed by No
a Third Party Administrator (TPA)?
Does the contract between your Organization No
and your Carrier allow for the continuation of
coverage into retirement?
Wheo will submit the Direct Authorization Sponsor
Deductions for this agreement?
Date Hold Harmless Agreement Signed: 02/29/1988 View Hold Harmless Agreement

@ birect Authorization Payment Details

Which organization should receive the deduction payments?:*
) Sponsor
hird Party Administrator

Preferred Method of Payment: Check
Check Payable Name: Direct Authorization TPA
Address: 5167 SSTREET
SACRAMENTO,
95814 - 0000

@ available Actions

select an Available (' Add Third Party Administrator
Action:* () Replace Third Party Administrator
) Remove Third Party Administrator
) Terminate Agreement

® Available Actions

Select an Available ' Add Third Party Administrator
Action:* () Replace Third Party Administrator
@ Remove Third Party Administrator
() Terminate Agreement

Effective Date: 05/01/2011 Fre

Select the Remove Third Party Administrator radio button within the Available
Actions section. The Effective Date field appears within the Available Actions
section once one of the radio buttons is selected. Enter the date in the Effective
Date field, or select the calendar icon to select the date, and then select the

Submit button.
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The confirmation message appears stating “Thank you for modifying your
agreement. No action is required at this time. A CalPERS Contract Analyst will
review the submitted information and/or documentation.”

Skip to: Content | Footer | Welcome Ronald | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

Profile | Reporting [Person Information |[ Other Organizations

May 26, 2011

SV E Agreements

Common Tasks @& - — ] ] ]
Thank you for modifying your agreement. No action is required at this time. A CalPERS Contract Analyst will review the
submitted information and/or documentation.
® agreements TN

Benefit . Termination -
Agreement Type Status Provided By Effective Date Date Related Parties
——— Active 02/29/1988  02/29/1988
Agreement
Lo Active 03/01/1989  03/01/1989
Agreement
_ Active 02/29/1988  02/29/1988
Agregmemt
Direct Authorization Active 02/29/1988  02/29/1988
Agreement
LRI mias i Active 02/29/1988  02/29/1988
Agreement
Direct Authorization Terminated 05/31/1995  02/29/1988 05/31/1995 wellbeingLife and Accident
Agreement Insurance
e s o Terminated 04/30/2001 01/01/1995 04/30/2001  The Personall Insurance Group
Agreement

At the completion of this activity a direct authorization termination notification
letter is sent to the sponsor and the removed third party administrator notifying
them of the third party administrator termination effective date of the direct
authorization agreement relationship.

When a direct authorization agreement makes a modification involving a third
party administrator, my|CalPERS disables and enables deduction submission for
the previous and new third party administrator or payment recipient (if
applicable), updates all relationships associated with the direct authorization
agreement, and reassigns pending deductions to the new third party
administrator or payment recipient (if applicable).

If applicable, when a new third party administrator is added to a direct
authorization agreement, a contract agreement qualifications approval notice is
sent to the sponsor and the new third party administrator notifying them of the
direct authorization agreement approval.

If the removed third party administrator was the payment recipient in a direct
authorization agreement with an existing carrier, my|CalPERS then selects the
carrier (if applicable) to receive payments.

Also, when a third party administrator is removed, a direct authorization
termination notification is sent to the sponsor and the third party administrator
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notifying them of the termination and effective date of the direct authorization
agreement relationship.

Carrier “Rollover” Terminate Agreement Scenario
Sponsoring business partners can change carriers one of two ways:

1. Terminate the existing direct authorization agreement and submit a new
direct authorization agreement with the new approved carrier, or

2. Replace the current carrier with a carrier that the sponsoring business
partner has already contracted with in another existing direct authorization
agreement.

Through the Internet, connect to my|CalPERS at https://my.calpers.ca.gov. The
my|CalPERS Log In page displays.

On the Login page select the Business Partner radio button and then the
Continue button.
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The Business Partner Login page displays. Your organization®s system access
administrator must first establish your username and password and provide this
login information to you. Your login information will be associated with a specific
system user role that provides access to the screens you need to perform the
business functions assigned to you.

Enter your username and password and then select the Log In button.

The Conditions of Use for Business Partners (Employers) page displays.

Ski 1tent | Footer | e Andrea | Customize | Help | Contact Us | CaIPERS On-Line | Log out  March 15, 2011

my|CalPERS

@ conditions of Use for Business Partners (Employers)
By accessing this application you acknowledge that all infarmation accessible to you will be used only to assist you in conducting official business
with CalPERS.

Review the conditions of use statement and then select the Accept button.
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The my|CalPERS Home page displays.

Skip to: Content | Footer |

my|CalPERS

Welcome Bobbie | Customize

( Reporting || Person Informati [‘Other Organizations

e TG

| Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

Common Tasks @

Person Search

@ My cases

Case ID Case Title Case Type

Initiate DA Agreement

View More Actions>|

Change Password
Change Challenge
Questions

Select the Profile global navigation tab.

The Business Partner Profile Summary page

Skip to: Content | Footer |

Welcome Bobbie | Customize |

my|CalPERS

ZiEW| Reporting || Person Information || Other Organizations

EEL Agreements

displays.

Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

®

Common Tasks

Contacts

CalPERS ID:
Federal Tax ID:

2657553833
1234567-89

Category:
ST h 43 Mailing Street, Sacramento, CA
Physical: g567
Communication Information
Preferred Communication: Email

Primary Email: robert@daocu.org

Profile

Direct Authorization Organization

Request Update
Status: Active

Name: Direct Authorization
Organization

. 43 Mailing Street, Sacramento, CA
Mailing: g4sq7

Primary Phone Number: 916-789-1111

@ Contacts IETI00

Contact Type
General

Contact Type Detail
Main

Program
CalPERS

View More Actions |
Name Phone Number

Robert Dillman

@ Business Relationships | Add ew |
Name CalPERS ID

No results found.

Service

Program Provided

@ Contracts/Agreements

Date Status
Changed
04/01/1978

Status

Contract/Agreement Type

Direct Authorization Agreement Active

Effective
Date
04/01/1978

Termination Related
Date Parties

Select the Agreements local navigation tab.
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The Agreements List page displays.

Skip to: Content | Footer | Welcome Ronald | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

my|CalPERS

Profile | Reporting [Person Information | Other Organizations

Summary NS ERTE

Common Tasks @

® Agreements IETIZN

Agreement Type Benefit Termination

Provided By Effective Date ey Related Parties

Direct Authorization
Agreement

Direct Authorization
Agreement

Direct Authorization
Agreement

Direct Authonization
Agreement

Direct Authonization
Agreement

Direct Authorization Terminated 05/31/1995  02/29/1988 05/31/1995 Wellbeing Life and Accident
Agreement Insurance

Direct Authorization
Agreement

Active 02/29/1988  02/29/1988
Active 03/01/1989  03/01/1989
Active 02/29/1988  02/29/1988
Active 02/29/1988 02/29/1988

Active 02/29/1988  02/29/1988

Terminated 04/30/2001 01/01/1995 04/30/2001  The Personall Insurance Group

Select the Direct Authorization Agreement link under the Agreement Type
column associated with the agreement that you would like to change carriers for
within the Agreements section.
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The Agreement Details page displays.

Skip to: Content | Footer | Welcome Ronald | Customize | Help | Contact Us | CaIPERS On-Line | Log out May 26, 2011

my\CaIPERS

Profile | Reporting [‘Person Information || Other Organizations

Summary | ==

@ Direct Authorization Deductions

Direct Authorization Information
Agreement ID: 1000000969
Program: California Public
Employees' Retirement
System
Agreement Status: Active
Deduction Type: DA Deduction Medical
Does this agreement provide for continuation to Yes
beneficiaries and/or survivors who continue
receiving a benefit?
Will the deductions be managed by No
a Third Party Administrator (TPA)?
Does the contract between your Organization Yes
and your Carrier allow for the continuation of
coverage into retirement?
Who will submit the Direct Authorization Sponsor
Deductions for this agreement?

Date Hold Harmless Agreement Signed: 12/01/2005 View Hold Harmless Agreement
Carrier Information
Direct Authorization Carrier Name: Besthealth Federal Tax 940360524
ID:
Date Hold Harmless Agreement Signed: 12/01/2005 View Hold Harmless Agreement

@ Dpirect Authorization Payment Details

Which organization should receive the deduction payments?:*
@ Sponsor
=) Carrier

Preferred Method of Payment: Check
Check Payable Name: Direct Authorization Organization

Address: P O BOX 15
ALHAMEBRA, CA
91569

@ Available Actions

Select an Available (' Add Third Party Administrator
Action:* () Replace Third Party Administrator
~ Remove Third Party Administrator
) Terminate Agreement

Select the Terminate Agreement radio button within the Available Actions
section.

The Effective Date and Termination Reason fields appear in the Available
Actions section once the Terminate Agreement radio button is selected.
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@ Available Actions

Select an Available ' Add Third Party Administrator
Action:*¥ () Replace Third Party Administrator
~1 Remove Third Party Administrator
@ Terminate Agreement

Effective Date: g7/01/2011 S|

Termination Reason: |Changing Carriers |Z|
New Carrier: [T - |

Enter the agreement termination effective date in the Effective Date field, or
select the calendar icon to select the date. Select “Changing Carriers” from the
Termination Reason dropdown. Select “New Carrier” from the New Carrier
dropdown. Select the Submit button.

The Agreements List page displays with the confirmation message “You have
made the decision to terminate your agreement. A notification will be sent to you
once the termination is effective. No further action is needed on your part.”

May 26, 2011

Skip to: Content | Footer | Welcome Ronald | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

Profile | Reporting [Person Information | Other Organizations

Summary | ==

Common Tasks @

You have made a decision to terminate your agreement. A notification will be sent to you once this termination is
effective. No further action is needed on your part.

® Agreements TN

Agreement Type

Benefit - Termination .
Provided By Effective Date Date Related Parties

02/29/1988

Direct Authorization Agreement Active 02/29/1988 New Carrier

02/29/1988

Active 02/29/1988 Carrier A

Direct Authorization Agreement

SIP - 457 Agreement
Social Security Agreement
(218)

Direct Authorization Agreement Terminated 07/01/2011

Active 12/28/1999 12/28/1999

Active 03/31/1957  03/31/1957

02/29/1988 07/01/2011  Old Carrier

A direct authorization termination notification letter is sent to the sponsor and the
previous carrier notifying them of the termination and the termination effective
date of the direct authorization agreement relationship.

For direct authorization agreements that have changed carriers, all pending
deductions are rolled to the new agreement.

For direct authorization agreements that have been terminated, all pending
deductions are cancelled.
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Terminate an Agreement

When a direct authorization agreement is terminated, my|CalPERS disables
deduction submission and relationships associated with the agreement, and
creates a PeopleSoft receivable to collect remaining annual billing fees through
the termination date, if a business partner is terminating their last remaining
direct authorization agreement. If the business partner terminating the agreement
has other existing agreements, the receivable is not created until the annual
process is run.

my|CalPERS cancels future deductions if the agreement is terminated by the
business partner and they have not selected a new carrier. my|CalPERS
generates and sends an invoice for outstanding payments if the business partner
is terminating their last remaining agreement. The invoice is not sent out if the
business partner has additional existing agreements.

When a business partner terminates a direct authorization agreement, the
effective date must fall within a specific range to be enacted on the desired
effective date.

Generally, for a termination to be effective for the beginning of the next calendar
month, the change must be submitted prior to the end of the current business
month. For example, if December 15 is the end of the business month and a
modification was made on December 11, then the modification would be effective
on the first of January, the following calendar month.

If the effective date does not fall into the specific date range, my|CalPERS
adjusts the effective date to be in accordance with the business rules.

Through the Internet, connect to my|CalPERS at https://my.calpers.ca.gov. The
my|CalPERS Log In page displays.
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Select the Business Partner radio button and then the Continue button.

The Business Partner Login page displays. Your organization“s system access
administrator must first establish your username and password and provide this
login information to you. Your login information will be associated with a specific
system user role that provides access to the screens you need to perform the
business functions assigned to you.
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Enter your username and password and select the Log In button.

The Conditions of Use for Business Partners (Employers) page displays.

Welcome Andrea | Customize | Help | Contact Us | CalPERS On-Line | Log out  March 15, 2011

Skip to: Content | Footer |

my|CalPERS

@ conditions of Use for Business Partners (Employers)
By accessing this application you acknowledge that all information accessible to you will be used only to assist you in conducting official business

with CalPERS.

Review the conditions of use statement and then select the Accept button.
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The my|CalPERS Home page displays.

Skip to: Content | Footer |

my|CalPERS

'Reportlng Person Information

Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out  May 26, 2011

[Other Organizations

My Home
Common Tasks @& . =
@ My Cases View More Actions»|
Case ID Case Title Case Type
Person Search 731879 Initiate DA Agreement Closed

Change Password
Change Challenge
Questions

Select the Profile global navigation tab.

The Business Partner Profile Summary page displays.

Skip to: Content | Footer | Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

May 26, 2011

il Reporting || Person Information || Other Organizations

=L el Agreements

Commen Tacks_©
ummary

Profile

Request Update

Contacts CalPERS ID: 4499089095 Status: Active
Federal Tax ID: 1234567-89 Name: Direct Authorization
Organization Credit Union

Category: Direct Authorization Organization

Addresses 49 Mailing Street, Sacramenta, CA 49 Mailing Street, Sacramento, CA

Physical: 84567 Mailing: 84567
Communication Information
Preferred Communication: Email
Primary Email: robert@daocu.org Primary Phone Number: 916-733-1111

@ contacts IETI0 View More Actions>

Contact Type Contact Type Detail Program Name Phone Number
General Main CalPERS Robert Dillman

@ Business Relationships | Add New |

Service
Provided

Name CalPERS ID Program

No results found.

@ Contracts/Agreements

Date Status Effective Termination Related
Changed Date Date Parties
04/01/1978 04/01/1978

Contract/Agreement Type Status

Direct Authorization Agreement Active

Select the Agreements local navigation tab.
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The Agreements List page displays. Your organization®“s direct authorization
agreements display under the Agreement Type column within the Agreements
section. The status of each agreement, effective dates and related parties may
also be found in this section under the appropriate columns. Note that there are
two terminated agreements already on this screen, with the agreement
termination dates displayed under the Termination Date column.

Skip to: Content | Footer | Welcome Ronald | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

May 26, 2011

Profile | Reporting [Person Information | Other Organizations

Summary NS ERTE

Common Tasks @
@ Agreements IETITN
Benefit Termination

Agreement Type Status Provided By Effective Date ey Related Parties

Active 02/29/1988 02/29/1988

Direct Authorization
Agreement
Direct Authorization
Agreement
Direct Authorization
Agreement
Direct Authorization
Agreement
Direct Authonization
Agreement
Direct Authonization
Agreement
Direct Authorization
Agreement

Active 03/01/1989  03/01/1989
Active 02/29/1988  02/29/1988
Active 02/29/1988  02/29/1988

Active 02/29/1988  02/29/1988

Wellbeing Life and Accident

Terminated 05/31/1995  02/29/1988 05/31/1995 Insurance

Terminated 04/30/2001 01/01/1995 04/30/2001  The Personall Insurance Group

Select the Direct Authorization Agreement link under the Agreement Type
column that is associated with the appropriate direct authorization agreement
that you would like to terminate within the Agreements section.
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The Direct Authorization Deductions page displays.

Skip to: Content | Footer | Welcome Ronald | Customize | Help | Contact Us | CaIPERS On-Line | Log out

my|CalPERS

May 26, 2011

Profile | Reporting [Person Information || Other Organizations

Summary |l

Common Tasks @ *Required Fields

@ pirect Authorization Deductions

Direct Authorization Information
Agreement ID: 1000002164
Program: California Public
Employees' Retirement
System
Agreement Status: Active
Deduction Type: Association Dues
Does this agreement provide for continuation to No
beneficiaries and/or survivors who continue
receiving a benefit?
Will the deductions be managed by No
a Third Party Administrator (TPA)?
Does the contract between your Organization No
and your Carrier allow for the continuation of
coverage into retirement?
Wheo will submit the Direct Authorization Sponsor
Deductions for this agreement?
Date Hold Harmless Agreement Signed: 02/29/1988 View Hold Harmless Agreement

@ Direct Authorization Payment Details

Which organization should receive the deduction payments?:*
@ Sponsor

Preferred Method of Payment: Check
Check Payable Name: Direct Authorization Organization
Address: 43 APPLE ST
SACRAMENTO,
95814 - 0000

@ Available Actions

Select an Available () Add Third Party Administrator
Action:* () Replace Third Party Administrator
() Remowve Third Party Administrator
) Terminate Agreement

Select the Terminate Agreement radio button in the Available Actions section.

The Effective Date and Termination Reason fields appear in the Available
Actions section once the Terminate Agreement radio button is selected.

@ available Actions

Select an Available ' Add Third Party Administrator
Action:* () Replace Third Party Administrator
~ Remove Third Party Administrator
@ Terminate Agreement

Effective Date: g7/31/2011 Fr

Termination Reason: [EETEEEN G A T E

Enter the agreement termination effective date in the Effective Date field, or
select the calendar icon to select the date, and select the reason for the
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agreement termination from the Termination Reason dropdown ("Business
Partner Not Qualified” in this example) and then select the Submit button.

The following are examples of additional reasons that may be selected from the
Termination Reason dropdown:

Termination Reason: Insufficient Documentation

@ Available Actions

Select an Available (' Add Third Party Administrator
Action:* (7 .Replace Third Party Administrator
“ Remowve Third Party Administrator
@ Terminate Agreement

Effective Date: (7/31/2011 e

Termination Reason: |nsufficient Documentation |Z|

Termination Reason: Other

The Please Explain text field appears when Termination Reason “Other” is
selected.

@ Available Actions

Choose One:* @ Terminate Agreement

Effective Date: 05/01/2011 e

Termination Reason: Other -

The sponsor is ending the <

Please Explain:
agreement. -

Enter the reason for the termination ("The sponsor is ending the agreement” in
this example) and then select the Submit button.
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The Agreements List page displays with the confirmation message “You have
made a decision to terminate your agreement. A notification will be sent to you
once this termination is effective. No further action is needed on your part.” Note
that the termination effective date is displayed under the Termination Date
column within the Agreements section.

Skip to: Content | Footer | Welcome Ronald | Customize | Help | Contact Us | CaIPERS On-Line | Log out May 26, 2011

my|CalPERS

Profile | Reporting [Person Information || Other Organizations

=L El O Agreements

Common Tasks @
You have made a decision to terminate your agreement. A notification will be sent to you once this termination is
effective. No further action is needed on your part.

@ Agreements | AddNew |

Agreement Type

Benefit - Termination 5
Provided By Effective Date Date Related Parties

02/29/1988  02/29/1988 New Carrier
02/29/1988

Status

Direct Authorization Agreement Active

Direct Authorization Agreement Active 02/29/1988 Carrier A

12/28/1999

SIP - 457 Agreement Active 12/28/1999
Social Security Agreement
(218)

Direct Authorization Agreement

Active 03/31/1957  03/31/1957

Terminated 07/01/2011 02/29/1988 07/01/2011 Old Carrier

A direct authorization termination notification letter is sent to the sponsor and the
previous third party administrator notifying them of the termination and the
termination effective date of the direct authorization agreement relationship. The
deductions associated with the terminated direct authorization agreement are
canceled.
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Part 2: Direct Authorization Agreement Deduction Processing
Processing Deductions

Add a new deduction

You can search, create and modify participant deduction processing reports and
deduction records.

A deduction processing report groups the details about direct authorization
deductions and general information about the retirees who have authorized for
deductions to be taken from their retirement benefit payment. These reports
process at the end of each business month resulting in deductions from the
retirees” benefit payments.

Within my|CalPERS, you can create new deduction processing reports, modify
current deduction processing reports, or view historical processed reports.

Only the business partner receiving the deduction payments is allowed to submit
direct authorization deductions to restrict duplicate deduction submission.

Through the Internet, connect to my|CalPERS at https://my.calpers.ca.gov. The
my|CalPERS Log In page displays.

Select the Business Partner radio button and then the Continue button.
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The Business Partner Login page displays. Your organization“s system access
administrator must first establish your username and password and provide this
login information to you. Your login information will be associated with a specific
system user role that provides access to the screens you need to perform the
business functions assigned to you.

Enter your username and password and then select the Log In button.

The Conditions of Use for Business Partners (Employers) page displays.

Skip to: Content | Footer | ‘Welcome Andrea | Customize | Help | Contact Us | CaIPERS On-Line | Log out  March 15, 2011

11} CalPEFiS

@ conditions of Use for Business Partners (Employers)
By accessing this application you acknowledge that all information accessible to you will be used only to assist you in conducting official business
with CalPERS.

Review the conditions of use statement and then select the Accept button.
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The my|CalPERS Home page displays.

Skip to: Content | Footer |

my|CalPERS

| Profile 'Reportlng Person Information

Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out  May 26, 2011

[Other Organizations

Common Tasks @&

@ My Cases View More Actions
Case ID Case Title Case Type Program Status
e S 731879 Initiate DA Agreement Closed

Change Password
Change Challenge
Questions

Select the Reporting global navigation tab.

The Create or Edit Report section displays. Note that the most recently submitted
reports display in the Direct Authorization Incoming Reports section.

Skip to: Content | Footer | Welcome Mary | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

my|CalPERS

|' Home “ Profile ] Reporting |REEIELGBGTETTELT] [‘Other Organizations

Manage Reports

SUUCIREE SO Name: Direct Authorization CalPERS ID: 5233134842

= *Required Fields
Preprocessing Area

File Upload History

@ create or Edit Report

LLbb Bl A dd Direct Authorization Deduction Information B

@ work On Existing Payroll Reports

Earned Period /
Adjustment Date

Test
Report

Schedule Name Status Report Type Due Date Submit Date

Mo results found.

Display
@ Direct Authorization Incoming Reports View More Actions»|
Submitter Name CD):I?:::I Delivery Date Business Number of Records Number of Records
i Y Month Submitted Confirmed
Method
Direct Authorization Manually enter
R — dE= 04/08/2011 04/2011 31 31
Dlrec‘t_Au‘Ehorlzatlon Manually enter 04/08/2011 04/2011 3104 3104
Organization in data
Direct Authorization
e Manually enter ;o/00/2011  04/2011 1451 1451
Organization in data
Direct Authorizati
irect Authorization Manually enter 0 /0g/2011  04/2011 457 457
Organization in data
Direct Authorizati
e I UEEL O Manually enter o 00/5011  04/2011 3850 3859
Organization in data

To edit the report by adding deduction request records, select “Add Direct
Authorization Deduction Information” from the Method dropdown and then select
the Continue button within the Create or Edit Report section.

114



my|CalPERS Direct Authorization Vendor User Guide

The Create Direct Authorization Report section displays. Your organizations
agreements will be listed within the Direct Authorization Agreements section. The
Direct Authorization Organization in this example has eight agreements.

Skip to: Content | Footer | Welcome Mary | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

my|CalPERS

|. Home ‘ LGl Reporting [Person Information | Other Organizations

Manage Reports

S CLREE O] Name: Direct Authorization CalPERS ID: 5233134842

*Required Fields

Preprocessing Area
File Upload History @ create Direct Authorization Report
Submitter Name: Direct Authorization Organization Delivery Consideration:* [[EMEIEEEES E|

Business Month:* 0-6;20]1E|
@ pirect Authorization Agreements
Agreement Deduction 5 LAEd
n Type Program Carrier Party
Administrator
e California Public  Direct Authorization
i®! 1000001768 Insurance SrlEE CIEIIETE 12/01/1991
- Retirement
Deduction
System
California Public  Direct Authorization Direct Authorization
. 1000001240 DA Deduction Employees' Organization Organization 09/01/1990
Dental Retirement
System
Life California Public  Direct Authorization
) 1000001250 Insurance EUTEEE Organization 04/01/1992
= Retirement
Deduction
System
Life California Public  Direct Authorization
! e
) 1000001271 Insurance Employees Organization 05/01/2000
Retirement
Deduction
System
Life California Public Direct Authorization
) 1000001273 Insurance SrlEE SIEETEET 06/01/2000
- Retirement
Deduction
System
California Public Direct Authorization
1000001776 DA Deduction Employees Organization 02/01/1998
Vision Retirement
System
Life California Public  Direct Authorization
) 1000001362 Insurance EUTEEE Organization 08/01/2007|
- Retirement
Deduction
System
California Public Direct Authorization  Direct Authorization
~ 10000p153s Association  Employees' Organization Organization 07/01/1990
Dues Retirement
System
Create Report

Select "Manually enter in data” from the Delivery Consideration dropdown and
select the appropriate business month from the Business Month dropdown
within the Create Direct Authorization Report section. In this example, we are
creating a Direct Authorization Report for the June 2011 business month for the
Direct Authorization Organization. Select the radio button associated with the
appropriate agreement within the Direct Authorization Agreements section
(Agreement ID ”1000001768” in this example).
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The Deductions Information page displays.

Skip to: Content | Footer | Welcome Mary | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

my|CalPERS

| Home | I Reporting [Person Information | Other Organizations

Manage Reports

Common Tasks @& *Required Fields

® Deduction Information
Y — Submitter: Direct Authorization Organization
X X Business Month: 06/2011
File Upload History

Participant ID: @ CalPERS ID
) Social Security Number
CalPERS ID*
Participant Social Security
Number-4*
Deduction Amount:*

@ Direct Authorization Agreements

Agreement Deduction Third

o Type Program Carrier Party gfaf::twe
Administrator
California Public Direct Authorization
1000001768 Lfe Insurance oo oo Retirement  Organization 12/01/1991
Deduction ST

[Save & Cuntinue] [Save & Add Anoiher]

You can only use the persons Social Security number as the participant identifier
when you are adding a new deduction for a participant. When you are updating
the amount of a deduction, or deleting a deduction, you must use the CalPERS
ID and the last four digits of their SSN.

If the Social Security Number radio button was selected, the field would display
as the Social Security Number field, as shown in the example below. Also, the

Participant Social Security Number-4 field would not display as this would be
redundant information.
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In this example, we selected the CalPERS ID radio button. Note that the field
below the radio button displays as the CalPERS ID field and the Participant
Social Security Number-4 field displays.

Skip to: Content | Footer | Welcome Mary | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

my|CalPERS

| Home | AGIEN Reporting [Person Information || Other QOrganizations

Manage Reports

Common Tasks @ *Required Fields

@ Deduction Information

_Preprocessing Area Submitter: Direct Authorization Organization

X X Business Month: 06/2011
File Upload History i
Participant ID: @ C3IPERS ID

() Social Security Number

CalPERS ID*

Participant Social Security
Number-4*
Deduction Amount:*

@ Dpirect Authorization Agreements

Third
Program Carrier Party
Administrator

Agreement Deduction
11 Type

Effective
Date

California Public Direct Authorization
Employees' Retirement  Organization 12/01/1991
System

Life Insurance

1000001768 e

[Save & Contmue] [Save & Add Anomer]

Enter the individual’s CalPERS ID in the CalPERS ID field, the last four-digits of
the individuals Social Security number in the Participant Social Security
Number-4 field, and the amount of the deduction in the Deduction Amount
field. Note that the red asterisks indicate that these are all required fields. Select
the Save & Continue button if you are finished entering new deductions, or the
Save & Add Another button if you want to enter more new deductions.
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Note that if you enter an erroneous CalPERS ID and Participant Social Security
Number-4 combination, my|CalPERS displays the error message “A Participant
does not exist in the system for the reported CalPERS ID and SSN combination.
Verify and update your entry.”

Skip to: Content | Footer | Welcome Mary | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

my\CaIPERS

|. Home | OGN Reporting [Person Information || Other Organizations

Manage Reports

Common Tasks (&) *Required Fields

Preprocessing Area
File Upload History

A Participant does not exist in the system for the reported CalPERS ID and SSN combination. Verify and update your
entry.

® peduction Information

Submitter: California Correctional Peace Officers Association
Business Month: 06/2011

Participant ID: @ CalPERS 1D
() Social Security Number

CalPERS ID* 2088292802

Participant Social Security 1339
Number-4%

Deduction Amount:* 2945

@ Direct Authorization Agreements

Agreement Deduction . LhEd Effective
™ . Program Carrier Party Date
ype Administrator
Life Tnsurance California Public California Correctional
1000001768 . Employees' Retirement Peace Officers 12/01/1991
Deduction ;
System Association

ISave & Contlnuel [Save & Add Anm‘heﬂ
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Skip to: Content | Footer | Welcome Mary | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

|Home |Proﬁ[e RELLe sl Person Information || Other Organizations

May 26, 2011

Manage Reports

Common Tasks (@ VIR Direct Authorization CalPERS ID: 5233134842

@ search Direct Authorization Records

Preprocessing Area

File Upload History CalPERS ID:
Sponsor/Employer: | Direct Authorization Org
Error Message: [=]

@ pirect Authorization Records IETL0N

Number of Records Submitted: 1 Number of Errors: 0
Select Al

_, Participant Transaction Sponsor/ Deduction Error
LEE I s Name Type e Employer Type Amount Message

Direct Life
William e
[[] 2028292802 1887 Add CalPERS  Authorization Insurance $27.94
Jackson Organization Deduction

Select All

In this example, we were returned to the Search Direct Authorization Records
page and after entering a new direct authorization deduction with the following
information: CalPERS ID “2029292802”, Participant Social Security Number-4
”1887”, Participant Name "William Jackson”, Transaction Type "Add”, Program
"CalPERS”, Sponsor / Employer “Direct Authorization Organization”, Deduction
Type "Life Insurance Deduction” and Deduction Amount "$27.94”.

Deductions Exceed Gross error message example:

Skip to: Content | Footer | Welcome Mary | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

| Home | AGIEN Reporting [Person Information || Other QOrganizations

May 26, 2011

Manage Reports

R CNO) Name: Direct Authorization CalPERS ID: 5233134842

@ search Direct Authorization Records

Preprocessing Area

File Upload History CalPERS ID:
Sponsor/Employer: | Direct Authorization Org [+
Error Message: [=]

@ Direct Authorization Records IETL

Number of Records Submitted: 1 Number of Errors: 1

Select All

CalPERS ID SSN-4 Earticipant Transaction retemets Sponsor/ Deduction  Deduction Error
= Name Type Employer Type Amount  Message
o Direct Life . Deductions
[ 2028292802 1887 {Hiam Add CalPERS  Authorization Insurance  $10000.00 Exceed
Jackson Organization Deduction Gross.

Select All
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In this example, the information entered is the same as above with the exception
of the Deduction Amount. To illustrate an example of an error message, we
entered a Deduction Amount of $10,000.00, which is higher than William
Jackson"s monthly retirement warrant. The "Deductions Exceed Gross” error is
displayed under the Error Message column. This means that the deduction
amount entered exceeds the amount of the gross monthly retirement warrant.

Search for deduction records

Through the Internet, connect to my|CalPERS at https://my.calpers.ca.gov. The
my|CalPERS Log In page displays.

Select the Business Partner radio button and then the Continue button.

120


https://my.calpers.ca.gov/

my|CalPERS Direct Authorization Vendor User Guide

The Business Partner Login page displays. Your organization“s system access
administrator must first establish your username and password and provide this
login information to you. Your login information will be associated with a specific
system user role that provides access to the screens you need to perform the
business functions assigned to you.

Enter your username and password and then select the Log In button.

The Conditions of Use for Business Partners (Employers) page displays.

Skip to: Content | Footer | ‘Welcome Andrea | Customize | Help | Contact Us | CaIPERS On-Line | Log out  March 15, 2011

11} CalPEFiS

@ conditions of Use for Business Partners (Employers)
By accessing this application you acknowledge that all information accessible to you will be used only to assist you in conducting official business
with CalPERS.

Review the conditions of use statement and then select the Accept button.
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The my|CalPERS Home page displays.

Skip to: Content | Footer |

my|CalPERS

| Profile 'Reportlng Person Information

Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out  May 26, 2011

[Other Organizations

Common Tasks @&

@ My Cases View More Actions
Case ID Case Title Case Type Program Status
e S 731879 Initiate DA Agreement Closed
Change Password

Change Challenge
Questions

Select the Reporting global navigation tab.
The Create Reports page displays.

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out May 25, 2011

my|CalPERS

|' Home “ Profile W Reporting [‘Person Information || Other Organizations

Manage Reports

Ccommon Tasks ® Name: Direct Authorization CalPERS ID: 2696467826

_Preprocessing Area
File Upload History @ Create or Edit Report

Method:*

*Required Fields

@ Work On Existing Payroll Reports

Earned Period /
Adjustment Date

Test
Report

Schedule Name Status Report Type Due Date Submit Date

No results found.

Display
@ Direct Authorization Incoming Reports View More Actions:|
original .
. = - Business Number of Records Number of Records
Submitter Name Delivery Delivery Date Month Submitted Confirmed
Method
Direct Authorization Manually enter in
T — 04/08/2011 04/2011 851 851
Organization data U /
Direct Authorizati i
ire L u_ orization Manually enter in 04/08/2011 04/2011 4022 4022
Organization data
Direct Authorizati
T ECED IR 05/26/2011  05/2011 3 0
Organization from Interface

Select the link under the Submitter Name column associated with the report
you“d like to search within the Direct Authorization Incoming Reports section. If
the report you are looking for is not displayed within the Direct Authorization
Incoming Reports section, select the View More Actions link in the Direct
Authorization Incoming Reports title banner.
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The Search Direct Authorization Records page displays.

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out May 25, 2011

my|CalPERS

‘. Home ‘ Profile |WElldgdlslsll| Person Information [other Organizations

Manage Reports

CIREE SIO) Name: Direct Authorization CalPERS ID: 3696467826

@ Search Direct Authorization Records

Preprocessing Area
File Upload History CalPERS ID:
Sponsor/Employer: | pavo E|
Error Message:

@ pirect Authorization Records IETLN

Select All

Number of Records Submitted: 851 Number of Errors: 0

CalPERS ID SSN-4 Participant Transaction Program Sponsor/ Deduction Error

Name Type Employer Type Amount Message
i izati Life
Edward Direct Authorization
[[] 1205290569 6289 Bennett Add CalPERS Organization Irlsurarl.ce $18.00
Deduction
Direct Authorization  Life
7] 7010575783 6852  JamesByerly Add CalPERS Organization Insurance  $98.00
Deduction
. R Life
Direct Authorization
[ 4940520802 0269 Jaimn:;t Add calPERs  J TSRS Insurance  $17.40
rganization Deduction
] a401277655 o7s2 Randal Add CalpErs  Direct Authorization II_::urance $40.70
— Smith QOrganization . '
Deduction
. N Life
Direct Authorization
[l 2087100662 2680 ‘viliam Add calPERS e Insurance  $17.68
Crowe QOrganization
Deduction
Direct Authorization  Life
[F] 6087615767 6052 Jack James Add CalPERS Insurance $17.68

Organization
& Deduction

You can search for deduction records within the selected report by entering the
CalPERS ID in the CalPERS ID field or by selecting the appropriate error
message from the Error Message dropdown. Once you have located the
deduction record, you can select the link under the CalPERS ID column within
the Direct Authorization Records section.
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Update deduction amount

From the my|CalPERS Log In page, select the Business Partner radio button
and then the Continue button. The Business Partner Login page displays.
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Enter the username and password and select the Log In button.
The Conditions of Use for Business Partners (Employers) page displays.

Skip to: Content | Footer | ‘Welcome Andrea | Customize | Help | Contact Us | CaIPERS On-Line | Log out  March 15, 2011

my|CalPERS

@ conditions of Use for Business Partners (Employers)

By accessing this application you acknowledge that all information accessible to you will be used only to assist you in conducting official business
with CalPERS.

Review the conditions of use statement and select the Accept button.

The my|CalPERS Home page displays.

Skip to: Content | Footer | Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

my|CalPERS

| Profile .Reporting Person Information || Other Organizations
® My Cases View More Actions »|
Case ID Case Title Case Type Program Status
731879 Initiate DA Agreement Closed

Select the Reporting global navigation tab.

Common Tasks @

Person Search

Change Password
Change Challenge
Questions
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The Create Reports page displays.

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out May 25, 2011

my|CalPERS

|' Home H Profile W Reporting [Person Information || Other Organizations

Manage Reports

Common Tasks @ Name: Direct Authorization CalPERS ID: 3696467826

Preprocessing Area
File Upload History @ create or Edit Report

Method:* [=]

@ work On Existing Payroll Reports

Earned Period / . Test
Adjustment Date Status Report Type Due Date Submit Date Report

*Required Fields

Schedule Name

No results found.

Display
@ Direct Authorization Incoming Reports View More Actions>|
Submitter Name g:lsi]‘:';al Delivery Date Business Number of Records Number of Records
i i Month Submitted Confirmed
Method
Direct Authorization Manually enter in
Oraanization e 04/08/2011 04/2011 851 851
Direct Authorizati i
Direct ALtnorzation. Manually enterin o4 08/2011  04/2011 4022 4022
Organization data
Direct Authorization Create Report
Organization from Interface TR TEEEL E T

Select the link under the Submitter Name column associated with the report
you“d like to search within the Direct Authorization Incoming Reports section. If
the report you are looking for is not displayed within the Direct Authorization
Incoming Reports section, select the View More Actions link in the Direct
Authorization Incoming Reports title banner.
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The Search Direct Authorization Records page displays.

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out May 25, 2011

my|CalPERS

‘. Home ‘ Profile |WElldgdlslsll| Person Information [other Organizations

Manage Reports

CIREE SIO) Name: Direct Authorization CalPERS ID: 3696467826

@ Search Direct Authorization Records

Preprocessing Area
File Upload History CalPERS ID:
Sponsor/Employer: | pavo E|
Error Message:

@ pirect Authorization Records IETLN

Select All

Number of Records Submitted: 851 Number of Errors: 0

CalPERS ID SSN-4 Participant Transaction Program Sponsor/ Deduction Error

Name Type Employer Type Amount Message
i izati Life
Edward Direct Authorization
[[] 1205290569 6289 Bennett Add CalPERS Organization Irlsurarl.ce $18.00
Deduction
Direct Authorization  Life
7] 7010575783 6852  JamesByerly Add CalPERS Organization Insurance  $98.00
Deduction
. R Life
Direct Authorization
[ 4940520802 0269 Jaimn:;t Add calPERs  J TSRS Insurance  $17.40
rganization Deduction
] a401277655 o7s2 Randal Add CalpErs  Direct Authorization II_::urance $40.70
— Smith QOrganization . '
Deduction
. N Life
Direct Authorization
[l 2087100662 2680 ‘viliam Add calPERS e Insurance  $17.68
Crowe QOrganization
Deduction
Direct Authorization  Life
[F] 6087615767 6052 Jack James Add CalPERS Insurance $17.68

Organization
& Deduction

You can search for deduction records within the selected report by entering the
CalPERS ID in the CalPERS ID field or by selecting the appropriate error
message from the Error Message dropdown. Once you have located the
deduction record, select the link under the CalPERS ID column within the Direct
Authorization Records section. In this example, we select CalPERS ID link
"7010576783” for "James Byerly”.
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The Edit Deduction Record page displays.

Skip to: Content | Footer |

my|CalPERS

Welcome Mary | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

|' Home “ Profile ] Reporting [Person Information || Other Organizations

Manage Reports

Ccommon Tasks @ “Required Fields

® Deduction Information
Sy — Submitter: Direct Authorization Organization

. N Business Month: 06/2011
File Upload History

Participant ID: @ CalPERS ID
(71 Social Security Number

CalPERS ID* 7010576733

Participant Social Security ggs2
Number-4*
Deduction Amount:* 7500

@ Direct Authorization Agreements

. Third .
Agreement Deduction - Effective
1 T Program Sponsor Carrier Party

Administrator Date

. California Public Direct Authorization
Life Insurance

Deduction Employees' Retirement  Organization
System

1000001768

[Save & Ccntinue] [Save & Add Anomer]

Enter the updated deduction amount in the Deduction Amount field within the
Deduction Information section and select the Save & Continue button.
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The Search Direct Authorization Records page displays. The updated deduction
amount of $75.00 for "James Byerly” is displayed under the Deduction Amount
column within the Direct Authorization Records section.

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out May 25, 2011

my|CalPERS

| Home | I Reporting [Person Information || Other Organizations

Manage Reports

(UCIREE SIO) name: Direct Authorization CalPERS ID: 3696467826

@ search Direct Authorization Records

Preprocessing Area
File Upload History CalPERS ID:
Sponsor/Employer:  pavo |Z|
Error Message: |Z|

@ pirect Authorization Records DTN

Number of Records Submitted: 851 Number of Errors: 0

I Select All

CalPERS ID SSN-4 Participant Transaction [E— Sponsor/ Deduction Deduction Error
= ame Type 9 Employer Type Amount  Message
q i Life
Edward Direct Authorization
[l 1205290569 6289 Bennett Add CalPERS Organization Insurance $18.00
Deduction
Direct Authorization  Life
[[] 7010576782 6852  JamesByerly Add CalPERS Organization Insurance  $75.00
Deduction
. N Life
Direct Authorization
[ 4940520803 0269 JBZmns:tt Add CaPERS o U0 Insurance  $17.40
rganization TenrErTT
[ 401277655 o7sz  Randal Add Capgrs  irect Authorization Iflfe $40.70
— Smith a Crganization nsurance ’
Deduction
) : - Life
Direct Authorization
[ 3087109662 2680 “VMam Add CalPERS A Insurance  $17.68
Crowe Organization
Deduction
Direct Authorization  Life
[F] 6087615767 6052 Jack James Add CalPERS Insurance $17.68

Organization
B Deduction
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Delete a deduction

From the my|CalPERS Log In page, select the Business Partner radio button
and then the Continue button. The Business Partner Login page displays.
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Enter the username and password and then select the Log In button.
The Conditions of Use for Business Partners (Employers) page displays.

Skip to: Content | Footer | ‘Welcome Andrea | Customize | Help | Contact Us | CaIPERS On-Line | Log out  March 15, 2011

my|CalPERS

@ conditions of Use for Business Partners (Employers)

By accessing this application you acknowledge that all information accessible to you will be used only to assist you in conducting official business
with CalPERS.

Review the conditions of use statement and then select the Accept button.

The my|CalPERS Home page displays.

Skip to: Content | Footer | Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

my|CalPERS

| Profile .Reporting Person Information || Other Organizations
® My Cases View More Actions »|
Case ID Case Title Case Type Program Status
731879 Initiate DA Agreement Closed

Select the Reporting global navigation tab.

Common Tasks @

Person Search

Change Password
Change Challenge
Questions
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The Create Reports page displays.

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out May 25, 2011

my|CalPERS

| Home ]‘ Profile ] Reporting [Person Information || Other Organizations

Manage Reports

Common Tasks @ [V Direct Authorization Vendor

) ) CalPERS ID: 7633241763

Preprocessing Area
File Upload History @ Create or Edit Report

Method:* |Z|

*Required Fields

@ work On Existing Payroll Reports

Test
Report

Earned Period /
1 =Rz Adjustment Date
Mo results found.

Status Report Type Due Date Submit Date

Display

@ Dpirect Authorization Incoming Reports View More Actions»|

Original -

. = . Business Number of Records Number of Records

Submitter Name Delivery Delivery Date Month Submitted Confirmed

Method
Direct Authorization Manually enter in
Qreanization = 04/08/2011 04/2011 851 851
Dlrec‘t_Au‘Ehorlzatlon Manually enter in 04/08/2011 04/2011 4022 4022
Organization data
Direct Authorization Create Report

a4 1

Organization from Interface B T

Select the link under the Submitter Name column associated with the report
you“d like to search within the Direct Authorization Incoming Reports section. If
the report you are looking for is not displayed within the Direct Authorization
Incoming Reports section, select the View More Actions link in the Direct
Authorization Incoming Reports title banner.
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The deduction records in the selected report are displayed within the Direct
Authorization Records section.

Skip to: Content | Footer | Welcome Mary | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

my|CalPERS

|' Home ‘ i8] Reporting [Person Information || Other Organizations

Manage Reports

(LIUETREECNO) Name: DirectAuthorization Vendor o brp e 1n: 7633241763
Credit Union
@ search Direct Authorization Records

Adjustment Reports CalPERS ID:
Preprocessing Area . - -
- Sponsor/Employer: | pav Credit Union [=]
File Upload History
Error Message: [~]
Retirement Contract
Sommary
@ Direct Authorization Records IETIT0N
Number of Records Submitted: 4 Number of Errors: 3

Select All

CalPERS ID SSN-4

Participant Transaction

Program Sponsor/ Deduction Deduction Error

Name Type Employer Type Amount Message
e Direct Credit
[l 5776625343 8551 Nelson Update CalPERS Authoization Union $40.00
Credit Union Deduction
lind Direct Credit he Soca
[l ss18719672 6016 2 Update CalPERS Authorization Union $100.00 ecurity Number
Johns credit Union Deduction (SSN) reported
reditnion was invalid.
TAYLOR Direct et Deductions Exceed
5437786976 5109 ROCK Update CalPERS Authoization Union $10000.00 Gross
Credit Union Deduction '
Brenda Direct Credit Please enter a
[l 1777867087 8011 CHG CalPERS Authorization Union £400.00 walid Transaction
Johnst:
onnston Credit Union Deduction Code.

Select All

To delete a deduction record, select the checkbox(es) associated with the
deduction records you would like to delete, and then select the Delete button
within the Direct Authorization Records section.
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Skip to: Content | Footer | Welcome Mary | Customize | Help | Contact Us

my|CalPERS

|. Home ‘ 6l Reporting [Person Information | Other Organizations

| CalPERS On-Line | Log out May 26, 2011

Manage Reports

Common Tasks @ Name: Direct Authorization Vendor

B N CalPERS ID: 7633241763
Credit Union

Adjustment Reports CalPERS ID:
Preprocessing Area

: Sponsor/Employer: | pay credit Union [=]
File Upload History
- Error Message: [+]
Retirement Contract
@ pirect Authorization Records IETIN
Number of Records Submitted: 3 Number of Errors:
Select All
_, Participant Transaction Sponsor/ Deduction Deduction Er
LEMEED Sl Name Type e Employer Type Amount
Helen Direct Credit
[[] 8776625343 8551 Nelson Update CalPERS Authoization Union 540.00
Credit Union Deduction
Direct Credit The Social
F 5618719672 s016 93 Update CalPERS  Authorization Union $100.0p  Security Number
Johns credit Uni Deduction {SSN) reported
redit Union was invalid.
Brenda Direct Credit Please enter a
[ 1777567087 8011 [— CHG CalPERS  pythoization Union $400.00 valid Transaction
Credit Union Deduction il

Select All

In this example, we deleted the deduction record for “Taylor Rock” from this
report, so the remaining three deduction records are displayed within the Direct
Authorization Records section.
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Perform a Global Rate Change

Through the Internet, connect to my|CalPERS at https://my.calpers.ca.gov. The
my|CalPERS Log In page displays.

Select the Business Partner radio button and then the Continue button.
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The Business Partner Login page displays. Your organization“s system access
administrator must first establish your username and password and provide this
login information to you. Your login information will be associated with a specific
system user role that provides access to the screens you need to perform the
business functions assigned to you.

Enter your username and password and then select the Log In button.

The Conditions of Use for Business Partners (Employers) page displays.

Skip to: Content | Footer | ‘Welcome Andrea | Customize | Help | Contact Us | CaIPERS On-Line | Log out  March 15, 2011

11} CalPEFiS

@ conditions of Use for Business Partners (Employers)
By accessing this application you acknowledge that all information accessible to you will be used only to assist you in conducting official business
with CalPERS.

Review the conditions of use statement and then select the Accept button.
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The my|CalPERS Home page displays.

Skip to: Content | Footer |

my|CalPERS

'Reportlng Person Information

Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out  May 26, 2011

[Other Organizations

My Home
Common Tasks @& . =
@ My Cases View More Actions»|
Case ID Case Title Case Type
Person Search 731879 Initiate DA Agreement Closed

Change Password
Change Challenge
Questions

Select the Reporting global navigation tab.

The Business Partner Summary page displays.

Skip to: Content | Footer | Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

May 26, 2011

Gl Reporting || Person Information || Other Organizations

=1 uE's Agreements

Smmet=s
ummary

Profile

Request Update

Contacts CalPERS ID: 2657553832 Status: Active
Federal Tax ID: 1234567-89 Name: Direct Authorization
Organization

Category: Direct Authorization Organization

Addresses 49 Mailing Street, Sacramento, CA 49 Mailing Street, Sacramento, CA
Physical: 84567 Mailing: 84567
Communication Information

Preferred Communication: Email

Primary Email: robert@daocu.org Primary Phone Number: 916-789-1111

@ contacts IETIT0 View More Actions»

Contact Type Contact Type Detail Program Name Phone Number
General Main CalPERS Robert Dillman

@ Business Relationships | AddNew |

Service
Provided

Name CalPERS ID Program

Mo results found.

@ contracts/Agreements

Date Status Effective Termination Related
Changed Date Date Parties
04/01/1978 04/01/1978

Contract/Agreement Type Status

Direct Authorization Agreement Active

Select the Reporting global navigation tab.
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The Reporting page displays.

Skip to: Content | Footer | Welcome Mary | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

my|CalPERS

|Home |Proﬁ[e GELLIeh sl Person Information || Other Organizations

Manage Reports

S RE CIO) Name: Direct Authorization CalPERS ID: 2657553833

*Required Fields

Preprocessing Area
File Upload History @ create Direct Authorization Report
Submitter Name: Direct Authorization Organization Delivery Consideration:* [ EEEEIHENGE E|
Business Month:* | 06/2011 |Z|
@ pirect Authorization Agreements
Agreement Deduction 5 L= Effective
1D Type Program Sponsor Carrier Party Date
YP Administrator
Life California Public  Direct Authorization
) 1000001768 Insurance s ST 12/01/1991
= Retirement
Deduction
System
California Public  Direct Authorization Direct Authorization
1000001240 DA Deduction Employees' Organization Organization 09/01/1990
Dental Retirement
System
e California Public  Direct Authorization
1000001250 Insurance EnplEe Organization 04/01/1992
- Retirement
Deduction
System
Life California Public  Direct Authorization
1000001271 Insurance Employees Organization 05/01/2000
. Retirement
Deduction
System
Life California Public  Direct Authorization
1000001273 Insurance ETEIEE ST 06/01/2000
Retirement
Deduction
System
California Public Direct Authorization
; ! e
1000001776 DA Deduction  Employees Organization 02/01/1998
Vision Retirement
System
e California Public Direct Authorization
1000001362 Insurance EITEEES Organization 08/01/2007
- Retirement
Deduction
System
California Public  Direct Authorization  Direct Authorization
100001535 ASseciation Employees’ Organization Organization 07/01/1990
Dues Retirement
System
Create Repor

Select Global Rate Change from the Delivery Consideration dropdown and
select the appropriate business month from the Business Month dropdown
("06/2011” in this example) within the Create Direct Authorization Report section.
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Skip to: Content | Footer | Welcome Mary | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

my|CalPERS

|Home |Proﬁ[e GELLIeh sl Person Information || Other Organizations

Manage Reports

S RE CIO) Name: Direct Authorization CalPERS ID: 2657553833

*Required Fields
Preprocessing Area
File Upload History @ create Direct Authorization Report
Submitter Name: Direct Authorization Organization Delivery Consideration:* [ EEEEIHENGE E|
Business Month:* 06f20]1|2|
@ pirect Authorization Agreements
Agreement Deduction 5 L=
1D Type Program Sponsor Carrier Party
ye Administrator
Life California Public  Direct Authorization
) 1000001768 Insurance s ST 12/01/1991
= Retirement
Deduction
System
California Public  Direct Authorization Direct Authorization
1000001240 DA Deduction Employees' Organization Organization 09/01/1990
Dental Retirement
System
e California Public  Direct Authorization
1000001250 Insurance Employees Organization 04/01/1992
- Retirement
Deduction
System
Life California Public  Direct Authorization
1000001271 Insurance Employees Organization 05/01/2000
. Retirement
Deduction
System
Life California Public Direct Authorization
) 1000001273 Insurance ETEIEE ST 06/01/2000
Retirement
Deduction
System
California Public Direct Authorization
; ! e
1000001776 DA Deduction Employees Organization 02/01/1998
Vision Retirement
System
e California Public  Direct Authaorization
) 1000001362 Insurance ELLEET: Organization 08/01/2007
- Retirement
Deduction
System
California Public  Direct Authorization  Direct Authorization
100001535 ASseciation Employees’ Organization Organization 07/01/1990
Dues Retirement
System
Create Repor

Select the Agreement ID radio button for the agreement (Agreement ID
”1000001250” in this example) you would like to enter a global rate change for
under the Agreement ID column within the Direct Authorization Agreements
section.
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The Global Rate Change page displays.

Skip to: Content | Footer | Welcome Ronald | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

" Home ‘ Profile |WiE:Liglld@l| Person Information [other Organizations

May 26, 2011

Manage Reports

Common Tasks @ Name: Direct Authorization CalPERS ID: 2657553833

@ peduction Information

Preprocessing Area

File Upload History Business Month: 06/2011 Program: California Public Employees'
Deduction Type: Life Insurance Deduction Retirement System
_ Sponsor: Direct Authorization
Carrier: Agreement ID: 1000001250 Organization

@ Global Rate Change
Existing Deduction Amount: New Deduction Amount:

$ $

$ $
$ $
$ $

[Create Reccrds] [Add More Changes]

You can enter up to four global rate changes at a time. Enter the current
deduction amounts in the Existing Deduction Amount field(s) and enter the
new deduction amounts in the corresponding New Deduction Amount field(s)
within the Global Rate Change section.

There is no limit to the total number of global rate changes which can be entered,
as you can select the Add More Changes button to add more global rate
changes. When you have finished entering global rate changes, select the
Create Records button.
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The Manage Reports page displays the confirmation message “The mass
change updates have been submitted and are being processed. The records will
be viewable on the next business day.”

Welcome Ronald | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

Skip to: Content | Footer |

my|CalPERS
[m“ G| Reporting (

Manage Reports

Person Information || Other Organizations

Common Tasks & Name: Direct Authorization CalPERS ID: 2657553833

Preprocessing Area The mass change updates have been submitted and are being processed. The records will be viewable on the next
File Upload History business day.

@ search Direct Authorization Records

CalPERS ID:

Sponsor/Employer: [DAORG | =]
Error Message: E

@ Direct Authorization Records IETLTN

Number of Records Submitted: 0 Number of Errors: 0
Select All

CalPERS ID SSN-4

Sponsor/ Deduction Deduction Error
Employer Type Amount  Message

Participant Transaction
Name Type

Program

No results
found.

Select All
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Deductions Request File Submission

Submit a Deductions Request file using file upload

Direct authorization agreement deduction records can be entered manually into
my|CalPERS using the online reporting method, or deduction record reports can
be submitted using File Upload or File Transfer Protocol (FTP). The deduction
record contains a list of the participants associated with the direct authorization
deduction.

You can view existing reports listed by the earned period or adjustment date or
you can create, upload, or edit direct authorization processing reports.

Extensible Markup Language (XML) direct authorization reports can be either
uploaded to my|CalPERS or submitted using File Transfer Protocol (FTP).
Reports submitted using FTP do not require login to my|CalPERS to submit the
information.

Electronically uploaded direct authorization deduction report files are
automatically checked by my|CalPERS against numerous criteria to ensure the
completeness of the listed participant records. Common required information
types include Business Partners (CalPERS ID), Participant (CalPERS ID) and
Retirement Program ID.

If there are no errors, then all of the direct authorization deduction records are
submitted to my|CalPERS automatically. If the criteria are not met, my|CalPERS
indicates which deduction records have identified errors and return them to the
business partner for resolution. Once errors are corrected, the record is
automatically submitted for direct authorization deduction without any further
manual intervention.
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From the my|CalPERS Log In page, select the Business Partner radio button
and then the Continue button.

The Business Partner Login page displays.

Enter the username and password and select the Log In button.
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The Conditions of Use for Business Partners (Employers) page displays.

ent | Footer | ] B C )n-Line | Log out  March 15, 2011

my|CalPERS

@ conditions of Use for Business Partners (Employers)

By accessing this application you acknowledge that all information accessible to you will be used only to assist you in conducting official business
with CalPERS,

Review the conditions of use statement and select the Accept button.

The my|CalPERS Home page displays.

Skip to: Content | Footer | Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

my|CalPERS

| Profile 'Reportlng Person Information || Other Organizations

Common Tasks @&

@ My Cases View More Actions
Case ID Case Title Case Type Program Status

Person Search Initiate DA Agreement

Change Password
Change Challenge
Questions

Select the Reporting global navigation tab.

The Manage Report page displays.

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out May 25, 2011

my|CalPERS

|Home ‘Proﬁle RELLIe sl Person Information || Other Organizations

Manage Reports

Common Tasks @ Name: Direct Authorization CalPERS ID: 2696467826

- “Required Fields
Preprocessing Area

File Upload History @ create or Edit Report

@ work on Existing Payroll Reports
Earned Period /

SEREITE (A Adjustment Date

Status Report Type Due Date Submit Date

No results found.

@ Direct Authorization Incoming Reports View More Actions |

oOriginal
Submitter Name Delivery Delivery Date
Method

Business Number of Records Number of Records
Month Submitted Confirmed

Direct Authorization Manually enter in

T T - 04/08/2011 04/2011 851 851
Direct Authorizati i

DirectAdmnonzation. Manually enterin o4 08/2011  04/2011 4022 4022
Organization data

Direct Authorization Create Report

Organization from Interface e 2 AT Iodna L
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To submit a file by using the File Upload reporting method, select “Upload File”
from the Method dropdown and select the Continue button within the Create or
Edit Report section.

The Upload File section displays and provides a window that will allow you to
browse for the file for upload.

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out May 25, 2011

my|CalPERS

| Home | S0l Reporting [Person Information |[ Other Organizations

Manage Reports

Common Tasks (@ VISR Direct Authorization CalPERS ID: 3696467826

; *Required Fields
Preprocessing Area

File Upload History © upload File
Use the Browse or Upload File buttons to upload a data file:
Path:*
Upload File

Select the Browse button and follow the path to the location where the file is
located within your organization“s shared file directory or your individual personal
computer. Once you have located the file, select the Upload File button.

145



my|CalPERS Direct Authorization Vendor User Guide

The File Upload History page displays. You can display your organization®s file
upload history by selecting File Upload History from the left-side navigation
Menu. You can review the File Type, Upload Date, File Status, Batch Job Status,
File Name, Valid records, Error records and Total records.

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out May 25, 2011

my|CalPERS

|' Home | il Reporting [Person Information || Other Organizations

Manage Reports

Common Tasks @&
@ File Upload History

Menu ® Type Upload Date File Status Batch Job Status File Name Valid Error Total

20016 05/25/2011 In Progress 20110112155528_003_20016.xml

Preprocessing Area
File Upload History

View Preprocessing Areas |

Select the File Upload History link from the left-side navigation menu. Once the
file is in the process of uploading, the screen will indicate that the upload is In
Progress, as shown under the File Status column within the File Upload History
section.

Once my|CalPERS receives the file, the File Status changes from “In Progress”
to “Accepted”. Note that the Batch Job Status now shows as “In Progress”. You
can refresh the screen to check the status. The File Status would display
“‘Rejected” if the same file, or same filename, were submitted, as my|CalPERS
only accepts a file one time.

After the upload is complete, my|CalPERS displays the status of “Accepted”
under the File Status column and indicates the number of records that were
validated and the count of those that were found to have errors within the File
Upload History section. In this example, we have processed 16 valid records with
no error records.

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out May 25, 2011

my\CaIPERS

|' Home | SIG0ilE8| Reporting [Person Information || Other Organizations

Manage Reports

Common Tasks @
@ File Upload History

File Type Upload Date File Status Batch Job Status File Name Valid Error Total
20016 05/25/2011 Accepted Completed 20110112155528_005_20016.xml

Preprocessing Area :
File Upload History 20016 05/25/2011 Rejected Completed 20110112155528_004_20016.xml

20016 05/25/2011 Rejected Completed 20110112155528_003_20016.xml

‘ View Preprocessing Areas
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my|CalPERS runs Level 1 validations to check the XML file structure, and if the
file did not pass the Level 1 validation, the Batch Job Status would show as
“Failed”, as shown below.

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out May 25, 2011

my|CalPERS

| Home | Profile |W:E:ligsldll( Person Information [Other Organizations

Manage Reports

Common Tasks @
@ File Upload History

File Type Upload Date File Status Batch Job Status File Name Valid Error Total
05/25/2011 Accepted Completed 20110112155528_005_20016.xml

Preprocessing Area
; : 20016 05/25/2011 Accepted Completed 20110112155528_007_20016.xml 0 0 0
File Upload History .
20016 05/25/2011 Accepted Failed 20110112155528_008_20016.xml ] ] ]
20016 05/25/2011 Rejected Completed 20110112155528_006_20016.xml
20016 05/25/2011 Rejected Completed 20110112155528_004_20016.xml
20016 05/25/2011 Rejected Completed 20110112155528_003_20016.xml

View Preprocessing Areas

This is an example of a Level 1 error message:
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Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

| Home | G Reporting [Person Information |[ Other Organizations

May 25, 2011

Manage Reports

Common Tasks @ - ) )
The file is rejected due to the following reason: Submission Date must be today or a future date and cannot be more
Menu @ than one year in the future.

Preprocessing Area
File Upload History

@ File Upload History

File Type Upload Date File Status Batch Job Status File Name Valid Error Total
20016 05/25/2011 Accepted Completed 20110112155528 005_20016.xml ] 0 0
20016 05/25/2011 In Progress 20110112155528_007_20016.xml

20016 05/25/2011 Rejected Completed 20110112155528_006_20016.xml

20016 05/25/2011 Rejected Completed 20110112155528 004_20016.xml

20016 05/25/2011 Rejected Completed 20110112155528_003_20016.xml

View Preprocessing Areas

This file submission was rejected and the error message “The file is rejected due
to the following reason: Submission Date must be today or a future date and
cannot be more than one year in the future.” displays on the File Upload History
page.
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Manage Deductions Request File Errors

Review deduction records in staging area

From the my|CalPERS Log In page, select the Business Partner radio button
and then the Continue button.
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The Business Partner Login page displays.

Enter the username and password and then select the Log In button.
The Conditions of Use for Business Partners (Employers) page displays.

Welcome Andrea | Customize | Help | Contact Us | CalPERS On-Line | Log out  March 15, 2011

Skip to: Content | Footer |

my|CalPERS

@ conditions of Use for Business Partners (Employers)
By accessing this application you acknowledge that all information accessible to you will be used only to assist you in conducting official business

with CalPERS.

Review the conditions of use statement and then select the Accept button.
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The my|CalPERS Home page displays.

Skip to: Content | Footer | Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

my|CalPERS

| Profile 'Reporting Person Informati [‘Other Organizations

Common Tasks @& . .
@ my Cases View More Actions>|

Case ID Case Title Case Type

Person Search Initiate DA Agreement

Change Password
Change Challenge
Questions

Select the Reporting global navigation tab.

The Manage Report page displays.

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out May 25, 2011

my|CalPERS

|. Home ]‘ Profile ] Reporting [Person Information || Other Organizations

Manage Reports

Common Tasks @ Name: Direct Authorization CalPERS ID: 2696467826

“Required Fields
Preprocessing Area

File Upload History @ create or Edit Report
Method:* |Z| s

@ Work On Existing Payroll Reports
Earned Period /

SR B (TR Adjustment Date

Status Report Type Due Date Submit Date

No results found.

@ Direct Authorization Incoming Reports View More Actions |
Submitter Name gzl?"";al Delivery Date Business Number of Records Number of Records
Y Y Month Submitted Confirmed
Method
Direct Authorization Manually enterin  44/08/2011  04/2011 851 851
Organization data
Direct Authorizati i
SrECLoUtonzstion Manually enterin 5. 08/2011  04/2011 4022 4022
Organization data
Direct Authorizati
Slniie NI TS (et 05/26/2011  05/2011 3 0
Organization from Interface

Select the Preprocessing Area link from the left-side navigation menu to review
the information on the Preprocessing Area section.
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The Preprocessing Area section displays. Note the Direct Authorization link
under the Preprocessed Data column. The file in this example contains 4,873
records, all of which are shown as valid records under the valid column. There
are no errors in this file. You can select file link for more detailed information.

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out May 25, 2011

my|CalPERS

| Home “ Prcﬁle] Ll sl Person Information || Other Organizations

Manage Reports

Commeon Tasks @
@ Preprocessing Area

Preprocessed Data

Affected Subscriber List

Census - - -

Direct Authorization 4873 = 4873

Health Carrier Rate Data - - -

Health Carrier ZIP Code Plan Relationship Data = = o

Health Enrollment - - -

Health Retiree List = = =

Medical Group Assignment List - - -

Payroll Reporting = - -
Retirement Enrollment - - -

File Upload History

Upload Data File  View Upload History

The additional information is displayed within the Direct Authorization Incoming
Reports section.

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

May 25, 2011

| Home “ Profile ] Reporting [Person Information || Other Organizations

Manage Reports

Common Tasks @ Name: Direct Authorization CalPERS 1ID: 3696467826

*Required Fields

Preprocessing Area
File Upload History @ create or Edit Report

Method:*

@ work On Existing Payroll Reports
Earned Period /
Adjustment Date

Test
Report

Schedule Name

Status Report Type Due Date Submit Date

No results found.

@ Direct Authorization Incoming Reports View More Actions»
Original

Business Number of Records Number of Records

Submitter Name Delivery Delivery Date Fr— Submitted Confirmed

Method

Direct Authorization Manually enter in
T — Tee 04/08/2011 04/2011 851 851
Direct Authorizati i
e —— Manually enterin o4 08/2011  04/2011 4022 4022
Organization data
Direct Authorization Create Report

4 1
Organization from Interface AT e
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Correct deduction record errors

From the my|CalPERS Log In page, select the Business Partner radio button
and then the Continue button.

The Business Partner Login page displays.
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Enter the username and password and then select the Log In button.
The Conditions of Use for Business Partners (Employers) page displays.

On-Line | Log out  March 15, 2011

my|CalPERS

@ conditions of Use for Business Partners (Employers)

By accessing this application you acknowledge that all information accessible to you will be used only to assist you in conducting official business
with CalPERS.

Review the conditions of use statement and then select the Accept button.

The my|CalPERS Home page displays.

Skip to: Content | Footer | Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out May 26, 2011

my|CalPERS

| Profile .Reporting Person Information || Other Organizations

Common Tasks @& . -
@ My Cases View More Actions»|

Case ID Case Title Case Type

person Search 731879 Initiate DA Agreement Closed

Change Password
Change Challenge
Questions

Select the Reporting global navigation tab.

The Manage Report page displays.

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out May 25, 2011

my|CalPERS

|. Home ‘ il Reporting [Person Information || Other Organizations

Manage Reports

UGN EE SO wame: Direct Authorization CalPERS ID: 7633241792
Menu ® Credit Union

- *Required Fields
Preprocessing Area
File Upload Histo @ Create or Edit Report

@ Work On Existing Payroll Reports
Earned Period /
Adjustment Date

Test

Schedule Name Report

Status Report Type Due Date Submit Date

No results found.

Display
@ Direct Authorization Incoming Reports View More Actions:|
oOriginal 5
- - - Business Number of Records Number of Records
Submitter Name Delivery Delivery Date Month Submitted Confirmed
Method
Direct Authorization Manually enter in
Oreanization data 04/08/2011 04/2011 851 851
Direct Autharization Manually enterin o, /0g/2011  oa/2011 4022 4022
Organization data
Direct Authorization Create Report
Organization from Interface TE AL IEEmL T
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The following steps will guide you through correcting errors using the online
system.

If there are errors to be corrected, select the link for the appropriate Staging
page. The preprocessing area you navigate to will depend on the type of file you
submitted. In this example, we are submitting deduction requests, so we will
select the Direct Authorization link under the Preprocessed Data column within
the Preprocessing Area section.

Selecting the Direct Authorization link brings us to a screen showing all of our
deduction request reports. The report that we just submitted is visible on this
screen. As you submit reports, there will be more and more report history. If you
do not see the report you submitted on this page, you may need to select the
View More Actions link in the Direct Authorization Incoming Reports section title
banner. Select the link of the report name you want to review under the Submitter
Name column within the Direct Authorization Incoming Reports section.

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out May 25, 2011

my|CalPERS

|. Home ‘ 6l Reporting [Person Information | Other Organizations

Manage Reports

LR O] Name: Direct Authorization CalPERS ID: 7633241792

*Required Fields

Preprocessing Area
File Upload History @ create or Edit Report

Method:* [=]

@ Work On Existing Payroll Reports
Earned Period /
Adjustment Date

Test
Report

Schedule Name Status Report Type Due Date Submit Date

No results found.

Display
@ Direct Authorization Incoming Reports View More Actions?|
Submitter Name g:!?i‘:';al pelivery Date Business Number of Records Number of Records
i i Month Submitted Confirmed
Method
Direct Authorization Manually enter in
BT R {E= 04/08/2011 04/2011 851 851
Direct Authorizati
DirectAUtnonzation. Manually enterin o4 /08/2011  04/2011 4022 4022
Organization data
Direct Authorizati
Sllcsata KT PRI create Report 05/26/2011  05/2011 3 0
Organization from Interface
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The deduction report we uploaded displays. The two sections of the page are
discussed in the next steps.

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out May 25, 2011

my|CalPERS

|' Home "Proﬁle Reporting [Person Information || Other Organizations

Manage Reports

CCIREE SIIO) Name: Direct Authorization CalPERS ID: 7633241763

.
enu
@ search Direct Authorization Records

Adjustment Reports calPERS ID:
Preprocessing Area - B -
Sponsor/Employer: | pay Credit Union [~

FlIeIU load Histol Error Message: |Z|
Retirement Contract

summary Search
@ pirect Authorization Records IETI0N

Number of Records Submitted: 4 Number of Errors: 3

Select All

Participant Transaction Sponsor/ Deduction Deduction Error

SSN-4

Program

Name Employer Type Amount  Message
Helen Direct Credit
[[] 5776625343 8551 Nelson Update CalPERS Authoization Union $40.00
Credit Union Deduction
Lind Direct Credit ;he Socila\: b
[ 5618719672 6016 o2 Update CalPERS Authorization Union $100.00 ecurity Number
Johns Credit Uni Deduction (SSN) reported
redit Union was invalid.
TAYLOR Direct Sre: Deductions Exceed
[[] 5437786976 5109 ROCK Update CalPERS Authoization Union $10000.00 Gross
Credit Union Deduction '
srenda Direct Credit Please enter a
[F] 1777667087 8011 h CHG CalPERS Authorization unjion $400.00 walid Transaction
Johnston Credit Union Deduction Code.

Select All
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Manage Reports

Reporting

Person Information

[other Organizations

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS Direct Authorization Vendor User Guide

May 25, 2011

Common Tasks

Adjustment Reports
Preprocessing Area

File Upload History
Retirement Contract
Summary

@ _ Direct Authorization
Name: - N
Credit Union

CalPERS ID: 7633241763

CalPERS ID:
Sponsor/Employer:

[~]

DAV Credit Union
Error Message:

[=]

Number of Records Submitted: 4

@ pirect Authorization Records IETITZN

Number of Errors: 3

Select All
CalPERS ID SSN-4 Participant Transaction Program Sponsor/ Deduction Deduction Error
= Name Type Employer Type Amount Message
Helen Direct Credit
[[] s776625342 8551 Nelson Update CalPERS Authoization Union $40.00
Credit Union Deduction
i Direct Credit The Social .
[ se18710672 6016 193 Update CalPERS Authorization Union s100.00  SScunity Number
Johns ) ) . {SSN) reported
Credit Union Deduction wras invalid
TAYLOR Drrect ErEi: Deductions Exceed
[ 5437786976 5109 FETe Update CalPERS Authoization Union $10000.00 e—
Credit Union Deduction :
Brenda Direct Credit Please enter a
al izati nion . valid Transaction
[ 1777667087 8011 Johnsk CHG CalPERS Authorization y 3$400.00 lid T ti
ohnston

Credit Union Deduction Code.

Select All

The Search Direct Authorization Records section includes search criteria. You
can search the report for a record by entering a particular CalPERS ID in the
CalPERS ID field.

If the file contains deduction reports for more than one sponsor, you can search
for a partcular sponsor or employer by selecting the appropriate value from the
Sponsor/Employer dropdown.

You also can search by error message. To search for particular records, choose

the appropriate error message search criteria from the Error Message dropdown
and select the Search button.

157



my|CalPERS Direct Authorization Vendor User Guide

The Direct Authorization Records section shows the individual records in the

report and any associated errors.

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS
|'m" Profile

Manage Reports

Reporting [Person Information

[Other Organizations

May 25, 2011

Common Tasks

(O] Name: Dlret?tAui_:hUrlzatlcn
Credit Union

@ search Direct Authorization Records
Adjustment Reports

Preprocessing Area
File Upload History
Retirement Contract
summary

Search

Sponsor/Employer:

CalPERS ID: 7633241763

CalPERS ID:

Error Message:

DAV Credit Union

[=]

[=]

Select All

CalPERS ID SSN-4

Name

Helen

[ 6776625343 et

8551

Linda

[ 5618719672 Tohne

6016

TAYLOR

[0 5437786976 b

5109

anil Brenda

1777667087
= Johnston

Select All

Participant Transaction

Type

Update

Update

Update

CHG

Number of Records Submitted: 4

Program

CalPERS

CalPERS

CalPERS

CalPERS

Sponsor/ Deduction
Employer Type
Direct Credit
Authoization Union
Credit Union Deduction

Direct Credit
Authorization Union
Credit Union Deduction

Direct Credit
Authoization Union
Credit Union Deduction

Direct Credit
Authorization Union

Credit Union Deduction

@ pirect Authorization Records IETI0N

Number of Errors: 3

Deduction Error

Amount

$40.00

$100.00

$10000.00

$400.00

Message

The Social
Security Number
(SSN) reported
was invalid.

Deductions Exceed
Gross.

Please enter a
wvalid Transaction
Code.

To correct errors, select the appropriate CalPERS ID link under the CalPERS ID
column within the Direct Authorization Records section for the record you want to

correct.

The error in the second record on the page (CalPERS ID “5618719672” in this
example) is due to a mismatch between the last four digits of the Social Security
number in the record and the Social Security number associated with "Linda
Johns”. Select the CalPERS ID link for ,Linda Johns"®.
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The Deduction Information page for “Linda Johns” displays.

Skip to: Content | Footer |

my|CalPERS

Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log cout May 25, 2011

|. Home | Gl Reporting [Person Information | Other Organizations
Manage Reports

(LN REE PN ON |\ e. Direct Authorization

CalPERS ID: 7633241792

*Required Fields
@ Deduction Information
Submitter: Direct Authorization Credit Union

Adjustment Reports
Preprocessing Area

File Upload History Business Month: 06/2011
Retirement Contract Participant ID: @ CalPERS ID

Summary ) Social Security Number

CalPERS ID* 5613719618
Participant Social Security gp11
Number-4%

Name:* Linda Johns Select
Deduction Amount:* 17000

@ Direct Authorization Agreements

Agreement Deduction . L Effective
1D Type Program Sponsor Carrier Party Date
VP! Administrator
. California Public Direct Authorizati
Credit Union \ - =
1000001110 Deduction Employees' Retirement credit Union
System

[Save & Continue] [Save & Add Anomer]

Enter the correct last four digits of “Linda Johns” Social Security number (“6011”
in this example) in the Participant Social Security Number — 4 field within the
Deduction Information section and then select the Save & Continue button.
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The Deductions Exceed Gross error message associated with the third record on
the page (CalPERS ID “5437786976” in this example) indicates that there are not
enough funds in the participant”s retirement warrant available to cover the
deduction amount.

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out May 25, 2011

my|CalPERS

|H0me ‘Proﬁle GEWLE M| Person Information || Other Organizations

Manage Reports

CCIREE SIIO) Name: Direct Authorization CalPERS ID: 7633241763

Credit Union
® Searh b
ea

Adjustment Reports CalPERS ID:
Preprocessing Area = . -
Sponsor/Employer: | pav Credit Union [~]

File Upload History
Retirement Contract

Summary Search
@ pirect Authorization Records IETIT0N

Number of Records Submitted: 4 Number of Errors: 3
Select Al

Error Message: [+]

Participant Transaction

Sponsor/ Deduction Deduction El

CalPERS ID SSN-4 Nam. Program ErrayEr Amount
Helen Direct Credit
[[] 5776625343 8551 Nelson Update CalPERS Authoization Union $40.00
Credit Union Deduction
Linda Direct Credit ;—Ziusr\islla\:umher
[ 5618719672 6016 Update CalPERS Authorization Union $100.00
Johns Credit Uni Deduction {SSN) reported
redit Union was invalid.
TAYLOR Direct Sre: Deductions Exceed
[[] 5437786976 5109 ROCK Update CalPERS Authoization Union $10000.00 Gross
Credit Union Deduction '
Brenda Direct Credit Please enter a
[F] 1777667087 8011 CHG CalPERS Authorization unjion $400.00 walid Transaction
h
Johnston Credit Union Deduction Code.

Select All

Select the CalPERS ID link for “Taylor Rock”.
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The Deduction Information page for “Taylor Rock” displays.

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

May 25, 2011

|' Home ]‘ Profile l Reporting [Person Information || Other Organizations

Manage Reports

R CO) Name: Direct Authorization CalPERS ID: 7633241792

Adjustment Reports @ peduction Information

Preprocessing Area Submitter: Direct Authorization Credit Union

File Upload History Business Month: 06/2011
Retirement Contract Participant ID: @ CalPERS 1D
Summary () Social Security Number

CalPERS ID* 5437786976
Participant Social Security 5109
Number-4*
Name:* Taylor Rock Select
Deduction Amount:* 10000

@ pirect Authorization Agreements

Agreement Deduction q L Effective
n Type Program Carrier Party Date
Administrator
; California Public Di horizati
Credit Union . : irect Authorization
1000001110 Deduction E;napé:;eea Retirement Credit Union 01/01/1987|

[Save & Continue] [Save & Add Anoﬂ'ler]

Enter the correct deduction amount ("$100.00” in this example) in the Deduction
Amount field within the Deduction Information section and then select the Save
& Continue button.
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Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out

my|CalPERS

|' Home ‘ Zil8l Reporting [Person Information || Other Organizations

Manage Reports

May 25, 2011

Common Tasks @ Name: Direct Authorization

N N CalPERS ID: 7633241763
Credit Union

Adjustment Reports CalPERS ID:
Preprocessing Area

o Unload Hi Sponsor/Employer: | pay credit Union [+]
P2 Luded FAE Error Message: [=]
Retirement Contract
Smmary
@ pirect Authorization Records IETITZN
Number of Records Submitted: 4 Number of Errors: 3
Select All
CalPERS ID SSN-4 Participant Transaction Program Sponsor/ Deduction Deduction r
= Name Type Employer Type Amount Message
Helen Direct Credit
[[] s776625342 8551 Nelson Update CalPERS Authoization Union $40.00
Credit Union Deduction
. Direct Credit The Social .
[ 5618710672 6016 93 Update CalPERS  Authorization Union $100.00  Security Number
Johns ) ) . {SSN) reported
Credit Union Deduction ras invalid
TAYLOR Drrect ErEi: Deductions Exceed
[ 5437786976 5109 ROCK Update CalPERS Authoization Union $10000.00 Gross
Credit Union Deduction :
arenda Direct Credit Please enter a
[ 1777667087 8011 CHG CalPERS Authorization Union %$400.00 walid Transaction
h
Johnston Credit Union Deduction Code.

Select All

The page also allows us to add deduction records. To add a record to the report,
Select the Add New button in the Direct Authorization Records section title
banner.
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The Deduction Information page displays.

Skip to: Content | Footer |

my|CalPERS

Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out May 25, 2011

|' Home ‘ Zil8l Reporting [Person Information || Other Organizations

Manage Reports

(GBI R CEERN O |G- Direct Authorization

CalPERS ID: 7633241792

*Required Fields

@ Deduction Information

Adjustment Reports

Preprocessing Area
File Upload History
Retirement Contract
Summary

Submitter: Direct Authorization Credit Union
Business Month: 06/2011
Participant ID: © CalPERS ID
(*) Social Security Number

CalPERS ID*

Participant Social Security
Number-4*

Deduction Amount:*

@ Direct Authorization Agreements

5 Third -
Agreement Deduction - Effective
I Type Program Sponsor Carrier Party

Administrator EED

California Public
Employees' Retirement
System

Credit Union
Deduction

Direct Authorization
Credit Union

) 1000001110

[Save & Conhnue] [Save & Add Another]

Update the information within the Deduction Information section and then select
the Save & Continue button if you are finished adding deduction records, or the
Save & Add Another button if you want to add more deduction records.
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Delete a deduction record or report

If you want to remove a deduction record or a complete deduction report that you added
in error before the cutoff date for that months processing, you can do so.

From the my|CalPERS Log In page, select the Business Partner radio button
and then the Continue button.
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The Business Partner Login page displays.

Enter the username and password and then select the Log In button.

The Conditions of Use for Business Partners (Employers) page displays.

me Andrea | Customize | Help | Contact Us | CalPERS On-Line | Log out  March 15, 2011

Skip to: Content | Footer | wWe

my|CalPERS

@ conditions of Use for Business Partners (Employers)
By accessing this application you acknowledge that all infarmation accessible to you will be used only to assist you in conducting official business

with CalPERS.

Review the conditions of use statement and then select the Accept button.
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The my|CalPERS Home page displays.

Skip to: Content | Footer |

my|CalPERS

| Profile 'Reportlng Person Information

Welcome Bobbie | Customize | Help | Contact Us | CalPERS On-Line | Log out  May 26, 2011

[Other Organizations

Common Tasks @&

@ My Cases View More Actions
Case ID Case Title Case Type Program Status
e SreE b 731879 Initiate DA Agreement Closed
Change Password

Change Challenge
Questions

Select the Reporting global navigation tab.
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The Manage Report page displays.

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out May 25, 2011

my|CalPERS

|' Home H Profile W Reporting [Person Information || Other Organizations

Manage Reports

Common Tasks @ Name: Direct Authorization CalPERS ID: 7633241792

Preprocessing Area
File Upload History @ create or Edit Report

*Required Fields

Method:* [=]

@ work on Existing Payroll Reports

Earned Period / . Test
Adjustment Date Status Report Type Due Date Submit Date Report

Schedule Name

No results found.

@ pirect Authorization Incoming Reports View More Actions>|

Submitter Name g:ﬁ]‘:';al Delivery Date Business Number of Records Number of Records
Hetho:Iv i Month Submitted Confirmed

Direct Authorization Manually enter in

Syl i 04/08/2011  04/2011 851 851
Direct Authorization i

Ormanization Manually enterin - 44/08/2011  o04/2011 4022 4022
Organization data

Direct Authorization Create Report

Organization from Interface T 2 2T 05/2011 3 0

As you submit reports, there will be more and more report history displayed
within the Direct Authorization Incoming Reports section. If you do not see the
report you submitted on this page, you may need to select the View More
Actions link in the Direct Authorization Incoming Reports section title banner.
Select the link of the report name you want to delete under the Submitter Name
column within the Direct Authorization Incoming Reports section.
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The deduction report we want to delete displays within the Direct Authorization
Records section.

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out May 25, 2011

my|CalPERS

|' Home "Proﬁie Reporting [Person Information || Other Organizations

Manage Reports

CCIREE SIO) name: Direct Authorization CalPERS ID: 7633241763

enu
@ search Direct Authorization Records

Adjustment Reports calPERS ID:
Preprocessing Area - - -
Sponsor/Employer: | pay Credit Union =]
File Upload History
- Error Message:
Retirement Contract
@ pirect Authorization Records IETIZ0N
Number of Records Submitted: 3 Number of Errors:

Select All

CalPERS ID SSN-4

Participant Transaction

T Sponsor/ Deduction Deduction Error

Name Type Employer Type Amount Message
Helen Direct Credit
[[] 8776625342 8551 Nelson Update CalPERS Authoization Union $40.00
Credit Union Deduction
. Direct credit The S_ocial .
[0 ssie7icer2 so16 -nda Update CalPERS Authorization Union $100.00  Security Number
Johns Credit Uni Deduction {SSN) reported
redit Union was invalid.
Brenda Direct Credit Please enter a
[ 1777667087 8011 CHG CalPERS  paythoization Union $400.00 valid Transaction
Johnston Code.

Credit Union Deduction

Select All

Select one or more of thecheck boxes within the Direct Authorization Records
section or use the Select All link
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The deduction record checkboxes will display as selected within the Direct
Authorization Records section.

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out May 25, 2011

my|CalPERS

|' Home "Proﬁie Reporting [Person Information || Other Organizations

Manage Reports

L O] Name: Direct Authorization CalPERS ID: 7633241763
Credit Union

@ search Direct Authorization Records
Adjustment Reports CalPERS ID:
P.regrocesslﬂg Area Sponsor/Employer:  pav Credit Union E
File Upload History Error Message: |z|
Retirement Contract
Sommary

® Direct Authorization Records IEZLT

Number of Records Submitted: 3 Number of Errors:

Select All

Participant Transaction

Sponsor/ Deduction Deduction E

CalPERS ID SSN-4 Program

Name Type Employer Type Amount Message
Helen Direct Credit
6776625343 8551 Nelson Update CalPERS Authoization Union $40.00
Credit Union Deduction
Linda Direct Credit EZEUSriisliumber
5618719672 6016 | Update CalPERS  Authorization Union $100.00 ooy reported
Credit Union Deduction Was \nvaIF\)d
Brenda | Direct Credit Ple‘_zzse enter a
1777667087 8011 [ ——— CHG CalPERS  authoization Union $400.00 \éa(l1 Transaction
ode.

Credit Union Deduction

Select AII

Select the Delete button.

All of the deduction records in the selected report have been deleted, as it now
displays “No results found” within the Direct Authorization Records section.

Skip to: Content | Footer | Welcome Walter | Customize | Help | Contact Us | CalPERS On-Line | Log out May 25, 2011

my|CalPERS

|H0me ‘Proﬁle GEWLE M| Person Information || Other Organizations

Manage Reports
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Common Tasks @& Name: Direct Authorization
e orect
Menu
@ Sea

Adjustment Reports
Preprocessing Area
File Upload History

Retirement Contract
Summary

Search|

CalPERS ID: 7633241763

rch Direct Authorization Records

CalPERS ID:
Sponsor/Employer:
Error Message:

DAV Credit Union

[=]

Select All

CalPERS ID SSN-4

No
results
found.

Select All -

Number of Records Submitted: 0

Participant Transaction
ame Type

Program

Sponsor/ Deduction Dedu
Employer Type

Amount

@ Direct Authorization Records IETEN

Number of Errors: 0

ion Error
Message
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my|CalPERS Reports for Direct Authorization Vendors
Part 1: Configuring Internet Explorer

Setup Internet options

/1

. 4

Select Security Tab.

Select Trusted Sites.

Select Sites.

Make sure the box is not checked.

: Enter https://my.calpers.ca.gov/reports/cgi-bin/cognos.cgi to add this
ebsite to the zone.

Select Add.

Select Close.

Noszoaorwb=
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Modify Trusted Site Options

Follow the instructions below to modify the options of the Trusted Sites zone and
set the "Enable XSS Filter" property to "Disable." Back on the 'Internet Options'
dialog, with 'Trusted Sites' still selected, select the Custom Level button.

In the 'Security Settings' dialog, scroll down to find the ,Downloads" setting.
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Change the setting for ,Automatic prompting for file downloads' from 'Disable' to
Enable.”

173



my|CalPERS Direct Authorization Vendor User Guide

Continue scrolling down to find the 'Enable XSS filter' setting.
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Change the setting for 'Enable XSS filter' from 'Enable' to 'Disable’, then select
the OK button.

When prompted to change settings for this zone, select the Yes button.
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Back on the 'Internet Options' dialog, select the OK button.
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Part 2: Generating Reports in my|CalPERS

Accessing reports in Cognos®

1. Loginto my|CalPERS
2. From the My Home page select the up arrow to expand Common Tasks from the
left navigation menu.

Skip to: Content | Footer | Welcome City | Customize | Help | Contact Us | CalPERS On-Line | Lofad
my\CaIPERS

Common Tasks i i —
View More Actions |

Menu J Case Title Case Type Program Status
Person Search No results found.

Organization Search

Change Password

Change Challenge
Questions

Home and Personal
Loan

< I

|l
[

3. Select the Reports link.

Skip to: Content | Footer | Welcome City | Customize | Help | Contact Us | CalPERS On-Line | Lo

my|CalPERS
- Profile

® My Cases View More Actions»|
Reports Case ID Case Title Case Type Program Status
Documéa No results found.
Ing

Submit Ingui

Person Search

Organization Search

|<

Channe Dasswnrd

4. After selecting the Reports link, select the My Home link
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5. Select and open the PSR_REPORTS_ENV98 folder highlighted in yellow.

‘€ https://internal.calpers.ca.gov/?b_action=xts.runfim=portal/cc.xts&m_folder=i2D9F4DFBGFC049819B5 - Windo... | = |[ & [[=53]
IBM Cognos Connection Traci Veteto Logon v | B | B~ far a~ 2~
Iﬁj} Public Folders My Folders |
Public Folders i EI* Eﬁ %& E bt iy §r§
Entries: 1 -4 #]

0| |mwames# | Modified & | Actions
[C] @m PSR _Operational Reporting Env38 September 25, 2011 2:08:20 AM More...

September 25, 2011 5:51:21 PM More...

September 23, 2011 1:50:19 PM More...

September 25, 2011 2:11:58 AM More...

J Trusted sites | Protected Mode: Off S v H100% -~

This folder contains predefined reports for business partners. The list of available reports
is filtered for each business partner based on programs contracted with CalPERS and the
system access of the business contact who is logged in.
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& httpsifroy.calpers,ca.gow 7h_action=xts.run&m=partal/ce stsdim_folder=i76840 260048546 28949658930 - Windows Internet Ex.. | = || B |[ 23 |

IBM Cognos Connection Laura LogOn ™

|'E'|_,;_Lv Public Folders Py Folders

Public Folders > PSR_REPORTS_ENYI8

Ertries: 1 - 15 ©

Maodified &

Ockober 27, 2011 3:38:56 PM

R I Report Cckober 24, 2011 12:09:06 PM

[ [@lp Deduction Fie Report Cctober 26, 2011 5:41:25 PM

[ [@lp Deduction Register Report Cckober 25, 2011 6:47:53 PM

] P Dental Memo Repart Cckober 26, 2011 5:52:38 PM

& P Ernplover Health Event Motification Report Qckober 22, 2011 2:20:39 PM Mare...
|:| P Emplover Retroactive Health Adjustrment Report Ockober 22, 2011 2:20039 PM Mare...
= P Health Plan Staternent Erployer Report Ockober 27, 2011 1:03:01 PM Mare...
] P Monthly Emplover Billing Roster Repork October 27, 2011 11:258:36 AM Iore...
] P Operational Deduckion Register Repork October 22, 2011 2:25:48 FM [ore...
] P Service Credit Payment Scheduled Changes October 22, 2011 2:20:35 FM [ore...
] Shorbout bo Financial Metrics - GL Detail September 29, 2011 10:45:31 AM

0 Sharteut o Financial Metrics - Receivables September 28, 2011 10:10:57 AM

0 Sharteut to Remitkance Advice Repart September 27, 2011 12:56:37 PM

= Sharteut o State ARP Data File Errar Report: September 26, 2011 10:37:47 AM

6. Select Saved Reports.
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Generating the Calpers ID SSN Report

In order to generate the CalPERS ID and SSN report, the business contact must have
Direct Authorization access privileges assigned to their roll and be a contact for either the
deduction submitting organization or the organization that receives the warrants for the
deductions.

1. Log into my|CalPERS
2. Follow the steps Accessing Reports in Cognos ® section above.
3. Select the CalPERS ID and SSN Report Link. There are two methods for
finding the report.
a. You can use the search box and the navigation buttons to locate the report.
Type “CalPERS id” into the window and select the magnifying glass icon
on the right.
b. Use the page forward buttons to scroll through the pages until you find the
report.
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4. In this example, the report was found using the search functionality. Select the
View Output Versions of This report icon for the report date you want to view.

/

5. This report is only available in HTML. Select the HTML link.

| x

Select an output version to view by clicking an a Format hyperlink.

Version:

MNoverrnber 8, 2011 2:52:54 PM ~

Entries: 1 -1 O

Formats Languages & Actions

[@] HrrL English

T~

Close
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Generating the Deduction Register Report

In order to generate the Deduction Register report, the business contact must have Direct
Authorization access privileges assigned to their roll and be a contact for either the
deduction submitting organization or the organization that receives the warrants for the
deductions.

6. Log into my|CalPERS
7. Follow the steps Accessing Reports in Cognos ® section above.
8. Select the Deduction Register Report Link. There are two methods for finding
the report.
a. You can use the search box and the navigation buttons to locate the report.
Type “deduction register” into the window and select the magnifying glass
icon on the right.
b. Use the page forward buttons to scroll through the pages until you find the
report.
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9. In this example, the report was found using the search functionality.

10. Notice there are reports generated on different dates. Select the icon to view
output versions of the report you want to view.

11. You will see reports for each deduction type you manage.

~

12. Select your report.
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e "

File Download ==

Do you want to open or save this file?

@ j MName: qd92qwCGIE4dwsqualjwld CMald99v@yahlydsy.xls
[Hl Type: Microsoft Excel 97-2003 Worksheet, 126KE
From: my.calpers.ca.gov

Open I I Save J [ Cancel

Always ask before opening this type of file

ham your computer. f you do not tust the source, do not open or

I 2 | While files from the Intemet can be useful, some files can potentially
- save this file. What's the risk?

13. You will be prompted to open or save the file.

Microsoft Excel @

The file you are trying to open, '4dC2dGvCGCA 2yldvwiCl4g8wdGijM2gM 2dMwwh2w([1].xs', is in a different format than spedified by the file extension. Verify that the file is not corrupted and is from a
! trusted source before opening the file. Do you want to open the file now?

I Yes ] [ Mo ] l Help I

a. If you select the Open button, you may see the message above. Select the
Yes button After the file opens, you can format it and save it as a .csv file
from Excel or save it as a worksheet if you prefer.

b. If you select the Save button, you can use the Save as Type dropdown
and save the file as an Excel worksheet or select “all files” from the
dropdown and save the file with a .csv or .txt extention to make it a
comma separated values or text file.
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