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Introduction

This guide will assist State Controller’s Office (SCO) and non-central state agencies with
reviewing and processing Retirement System Transaction (RO1) request(s) in myCalPERS. RO1
forms advise agencies when a CalPERS member has elected to change their tier status so that
their contribution rate can be updated.

Disclaimer
e Business partner and participant information has been masked in this procedure guide.

e We strive to provide accurate information within this guide; however, the Public Employees’
Retirement Law is the authoritative source for CalPERS policies.

System Access

You must have the Business Partner Tier Transaction Reviewer access role to process the
transactions in this student guide.

SCO team members must have myCalPERS access through the State of California to review and
process state tier elections transactions.

If you are unable to process these scenarios, contact your agency’s system access administrator
to update your myCalPERS access.

Training Opportunities

Follow these steps to ensure your CalPERS education experience is comprehensive and well-
structured:

1. Take Business Rules classes.

Review the Introduction to myCalPERS for Business Partners (PDF) student guide.

2
3. Attend a myCalPERS instructor-led class.
4

Review the self-paced online classes.

To access the classes, log in to your myCalPERS business partner account and then select the
Education global navigation tab.
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Notifications

SCO

Every Monday, you will receive an email with a summary of First Tier Future requests in
Submitted, In-Progress, and Resubmitted status.

Note: Past Tier and First Tier All RO1s will continue to be submitted but will not be included in
the weekly email summaries.

Non-Central State Agencies

To designate a contact who will receive notifications of new State Tier Transaction (R01)
Requests, you must have a primary Business Partner Tier Transaction Reviewer contact type.
Your agency’s system access administrator can refer to the steps in the myCalPERS System

Access Administration (PDF) student guide to add and maintain agency contacts.

You will receive an email when a new request becomes available.
Request Statuses

e Submitted: CalPERS has submitted the request to an agency, but the agency has not
reviewed or acted on it.

e In-Progress: Agency has reviewed the request but has not acted on it.

e Unable to Process: Agency has returned the request to CalPERS due to missing or
insufficient information.

e Completed: Agency has processed the request.

e Resubmitted: CalPERS has responded to a request with an Unable to Process status by
agency, requesting they process the original submission as is.

e Withdrawn: CalPERS has withdrawn the request, and no further action is required by the
agency.

e Rejected: CalPERS has accepted a returned request with an Unable to Process status from
an agency and will submit a new request with updated information.


https://www.calpers.ca.gov/docs/mycalpers-system-access-admin.pdf
https://www.calpers.ca.gov/docs/mycalpers-system-access-admin.pdf

Scenario 1: Review and Take Action on a State Tier Transaction Request

System Logic
You can use the State Tier Election Transaction Requests Filter section to sort and filter the list.

(@ state Tier Election Transaction Request Filter

CalPERSTID: [ | Division: | v
First Name: Last Name: ‘ ‘

Tier Election Type: | v]
Request Status:
S T e — O —

Filter Data Clear Filter

Step Actions (12 steps)

Review a State Tier Transaction Request
Step 1 Select the Reporting global navigation tab.

Step 2 Select the Member Requests local navigation link.

| Home | Profile | Person Information | Education | Other Organizations

\ENERE L Billing and Payments  Payroll Schedule  Out-of-Class Validation | Member Requests | Health Reconciliation  Retirement Appointment Reconciliation

Step 3 Select the State Tier Election Transaction Requests List left side navigation link.

|' Home | Profile | Repc

Manage Reports  Billin

Common Tasks @

Menu

!I

Workers Comp
Certification

State Tier Election

Transaction Requests
List

Step 4 Within the State Tier Election Transaction Requests section, locate the member

within the list.

@ state Tier Election Transaction Requests List

Search: \
= Request = Middle Tier Election Effective N
Submit Date Status First Name Initial Last Name  CalPERS ID Type Date Division
04/29/2026 In-Progress Paula {5 Pers 0123456789 First Tier Future (FTF) 04/01/2026 State Agency
05/08/206  Submitted e, . fones 0876543210 Eg:ﬁrz‘)er All{Pastand  45/01/2026  state Agency

05/08/2026 Submitted Sam S. Smith 2345678901 First Tier Future (FTF) 05/01/2026 State Agency

Note: Within the State Tier Election Transaction Requests List section, the
columns can be dragged and dropped to reorganize the order. The column order
will return to its default order after you navigate away from the page.




Step 5 Select the Status link for the request you wish to review or complete.
@ State Tier Election Transaction Requests List
SubmitDate oot FirstName 9 lastName  CalPERS ID R‘::'““““ Effective  pivision
04/20/2026 [ In-Progress| Paula c. pers 012345678 (P 0470172026 State Agency
Note: By default, only requests with a Submitted, In-Progress, or Resubmitted
status display on this page. At the top, use the Status filter to display Completed,
Withdrawn, Unable to Process, and Rejected requests.

Step 6 Do you need to take an action on this request?

Yes: Continue to step 7.

No: You have completed this scenario.

Complete or Return a State Tier Transaction Request

Step 7 What would you like to do with this request?
Complete: You are completing the request as provided. Continue to step 8.
Return: You are unable to process the request with the information provided.
Skip to step 10.
Complete
Step 8 Within the Certification section, select the certification check box.
@ certification
| By completing this request, I certify the following
1. T am an authorized representative of State of California, and T am qualified to complete this request;
2. I acknowledge that the information provided in the Retirement System Transaction form will be processed in a timely manner or a receivable may be needed;
3.1 under;taljd this form provides the business partner with the information required to accurately update the retirement contributions for the participant's tier
4. ;?Jf;\(jeés;?:r,ld the business partner T am representing is accepting any employer liability associated with this tier conversion.
Completed By:
Phone:
Email:
Completion Date:
Complete Request
Step 9 At the bottom right, select the Complete Request button.

You have completed this scenario.




Return
Step 10

Select the caret to expand the Unable to Process section.

@ unable to Process

@ certification
[T] By completing this request, I certify the following:

1. I am an authorized representative of State of California, and I am qualified to complete this request;

2. I acknowledge that the information provided in the Retirement System Transaction form will be processed in a timely manner or a receivable may be needed;

3. I understand this form provides the business partner with the information required to accurately update the retirement contributions for the participant's tier
conversion;

4. T understand the business partner I am representing is accepting any employer liability associated with this tier conversion.

Completed By:
Phone:

Email:
Completion Date:

Complete Request

Step 11

Within the Unable to Process section, do either of the following:

e Select the Unable to Process Reason radio button, and then select the check
boxes(es) for the field(s) that are incorrect.

e Complete the Unable to Process Note field with details as to what is
insufficient or inaccurate.

® Unable to Process
Please select a reason why this request cannot be completed. Only required if unable to process the request.

| Unable to Process Reason:* QlInformation provided does not match our records (incorrect data).

| Select the field names that are incorrect: |

[J] Name () Employment Information ] Retirement System

(] Membership Date (] Survivor's Coverage [] OASDI Coverage
[ Account Code [] Retirement Rate
[] Safety Member [] Optional Member
(] Birth Date ] Effective Date

I Unable To Process Note:* |

Marked as 'Unable To Process' By:
Phone:

Email:

Unable To Process Date:

Step 12

At the bottom right, select the Unable to Process Request button.

You have completed this scenario.
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Scenario 2: Print a State Tier Transaction Request

Step Actions (6 steps)

Step 1 Select the Reporting global navigation tab.
Step 2 Select the Member Requests local navigation link.
| Home | Profile | Person Information | Education | Other Organizations
WELENEEhllse Billing and Payments  Payroll Schedule  Out-of-Class Validation
Step 3 Select the State Tier Election Transaction Requests List |left-side navigation link.
|' Home | Profile | Repc
Manage Reports Billin
Common Tasks @
Workers Comp
Certification
State Tier Election
Transaction Requests
List
Step 4 Within the State Tier Election Transaction Requests section, locate the member
within the list.
Step 5 Select the Status link for the request you wish to review or complete.
@ state Tier Election Transaction Requests List
Submit Date gg]‘:']esﬁ First Name r':::'li;f Last Name CalPERS ID Pve:eﬂectinn Engf :l e Division
04/29/2026 | In-Progress | Paula c. Pers 0123456789 (FIEEE)T Tl 04/01/2026 State Agency
Note: By default, only requests with a Submitted, In-Progress, or Resubmitted
status display on this page. At the top, use the Status filter to display Completed,
Withdrawn, Unable to Process, and Rejected requests.
Step 6 Select the Print link.

*Required Fields

® State Tier Election Transaction Request Type
Program  Service Credit Purchase (SCP) Tier Election Type:*  First Tier Future (FTF)
Area:*  Member Election Team (MET) First Tier Past

First Tier All (Past and Future)
Second Tier Future
Second Tier Past

You have completed this scenario.




CalPERS Resources

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

e Take the self-paced online classes below (available 24 hours a day) by selecting the
Education tab in myCalPERS:
o myCalPERS Employment Certification: Certify a Leave of Absence Service Credit

Purchase Request
o myCalPERS Employment Certification: Service Credit Purchase & Arrears
e Employment Certification

Pathway: CalPERS website > Employers > Policies & Procedures > Employment Certification
e myCalPERS Student Guides & Resources
Pathway: CalPERS website > Employers > Employer Education > myCalPERS Student Guides

& Resources (under Resources heading)

e Business Rules & myCalPERS Classes
Pathway: CalPERS website > Employers > Employer Education > Business Rules &
myCalPERS Classes (under Resources heading)

e System Enhancements

Pathway: CalPERS website > Employers > myCalPERS Technical Requirements > System
Enhancements
e Public Agency & Schools Reference Guide (PDF)
Pathway: CalPERS website > Employers > Policies & Procedures >
Reference & Health Guides > Public Agency & Schools Reference Guide (PDF)
e State Reference Guide (PDF)
Pathway: CalPERS website > Employers > Policies & Procedures >
Reference & Health Guides > State Reference Guide (PDF)
e Circular Letters - CalPERS
Pathway: CalPERS website > Employers > Policies & Procedures > Circular Letters

e Public Employees' Retirement Law (PERL)
Pathway: CalPERS website > About > Laws, Legislation & Regulations>
Public Employees’ Retirement Law (PERL)

e myCalPERS Reports Catalog

Pathway: CalPERS website > Employers > myCalPERS Technical Requirements >
myCalPERS Reports Catalog


http://www.calpers.ca.gov/
https://www.calpers.ca.gov/education-center/employer-education/business-rules-and-mycalpers-classes#:%7E:text=myCalPERS%20Class%20Schedule-,Self%2DPaced%20Online%20Classes,-Take%20our%20self
https://www.calpers.ca.gov/page/employers/policies-and-procedures/employment-certification
https://www.calpers.ca.gov/education-center/employer-education/classes-webinars-for-employers/business-rules-and-mycalpers-classes/mycalpers-student-guides
https://www.calpers.ca.gov/education-center/employer-education/classes-webinars-for-employers/business-rules-and-mycalpers-classes
https://www.calpers.ca.gov/employers/mycalpers-technical-requirements/system-enhancements
https://www.calpers.ca.gov/docs/forms-publications/pas-ref-guide.pdf
https://www.calpers.ca.gov/docs/forms-publications/state-ref-guide.pdf
https://www.calpers.ca.gov/page/employers/policies-and-procedures/circular-letters
https://www.calpers.ca.gov/about/laws-legislation-regulations/public-employees-retirement-law
https://www.calpers.ca.gov/employers/mycalpers-technical-requirements/employer-reports

CalPERS Contacts

Email

e To contact the Service Credit Purchase Elections team for assistance with reviewing and
taking actions on (First Tier Future (FTF), First Tier All (Past and Future) and First Tier Past
state tier election transaction (RO1) requests, send an email to
MAMD-SCP_Elections@calpers.ca.gov.

e To contact the Employer Educators for questions and training inquiries, send an email to

calpers_employer_communications@calpers.ca.gov.
e To contact the Employer Response Team for assistance with your most critical, complex, or

time-sensitive issues, send an email to ert@calpers.ca.gov.
Phone or Fax

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

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

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

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


mailto:MAMD-SCP_Elections@calpers.ca.gov
mailto:CalPERS_Employer_Communications@CalPERS.CA.GOV
mailto:ERT@CalPERS.CA.GOV
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