The State Controller’s Office
Personnel and Payroll Services Division

Title Effective Date
New Appointment & Handling Health Appointment Issues 11/01/2025
Purpose

This job aid will help the user in their thought process when clearing Enroliment errors, specifically the
Event type New Appointment (NAP). This job aid does not cover all the scenarios surrounding the
Event type New Appointment (NAP), but this job aid should be able to give the user an idea on what
to engage with, like references/sources, in order to reach a conclusion before an action is to be taken
for future handling of errors.

Best Practices

Make sure that you check myCalPERS a day after you key a transaction in PIMS to verify that the
keyed transaction was reported in myCalPERS.

In PIMS, do not key two transactions or more of the same effective date on the same day. If you
need to correct a mistake, wait 24 hours before making the correction.

Prioritize New Appointments (NAP) transactions as missing appointments, if not reported within 90
days in myCalPERS, will incur a late reporting fee.

If an employee is determined as CalPERS eligible upon appointment, do not key the health
appointment directly in myCalPERS. When keying the appointment in PIMS, check myCalPERS a
day after to verify that the appointment was successfully reported in myCalPERS.

When keying the retirement code in PIMS, ensure that the retirement code is correct by
referencing the Personnel Letters, CalHR Pay Letters, Personnel Action Manual (PAM), Payroll
Procedure Manual (PPM) and other Bargaining Unit Provisions and Policy.
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The State Controller’s Office
Personnel and Payroll Services Division

myCalPERS Log in Profile

Log in to the CalPERS webpage California Public Employees' Retirement System.

If your department is responsible for HR tasks for another department, be sure to log in under that
department’s profile to complete any HR- related corrections.

In the example below, the State Controller’'s Office Human Resources does the HR work for Board of
State and Community Corrections. To view and clear the preprocessing errors, you must select the
appropriate radio button as shown in the example below.

myCalPERS

Welcome to myCalPERS.
To begin, please choose the role that corresponds with the person or organization you are representing, and then select the Continue button.

@ Primary Roles

Business Partner Business Partner ID  Service Provided
) State Controller Office Default
@ other Roles
Business Partner Business Partner ID  Service Provided
Billing Services - Health
@ Board of State and Community Corrections Enrollment Services - Health
Payroll Services
) Colorado River Board Of California Billing Services - Health

Enrollment Services - Health
Payroll Services

Enrollment Services - Health
Payroll Services

Enrollment Services - Health
Payroll Services

Enrollment Services - Health
Payroll Services

Enrollment Services - Health
Payroll Services

Billing Services - Health

) Legislature Enrollment Services - Health
Payroll Services

Billing Services - Health
Enrollment Services - Health
Enrollment Services - Retirement
Payroll Services

() Conservation, Department Of

) Department Of Conservation

) Department of Conservation, Division of Oil And Gas
) Department Of Youth Authority El Paso De Robles

) Financial Information System for California Office

() State of California

Contact Us | CalPERS Website Privacy Policy | Conditions of Use | Accessibility Copyright @ 2025 California Public Employees’ Retirement System (CalPERS)

Your department’s system administrator should make sure that the Communication Information is
correct so communications from CalPERS are routed to the correct contact.

‘.Hume Vil M Reporting || Person Information || Education .Other{}rganizatiuns

Uil Payments  Receivables  Retirement Contract Health Contract  Agreements Mergers and Reorganizations

Common Tasks @
@ summary

Profile

Contacts CalPERS ID: Status: Active
f View BP Relationships Federal Tax ID: Name: State Controller Office

Divisions Category: Division Of: State of California
View Service Regional Office: County: Sacramento
Relationships Merged Agency:
Health Invoice History | Addresses
Findings Physical: Mailing:
Health Email
Notification Undeliverable: Undeliverable: No

Communication Information

[ Preferred C ication: Mail |
Primary Email: Primary Phone Number:
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The State Controller’s Office
Personnel and Payroll Services Division

Steps

Handling Health Appointment Issues

STEP

ACTION

This section describes how to clear new appointment errors associated with Health
Issues.

In this section, the error message below will be tackled to show the steps and the
thought process when clearing an error of this nature.

ERROR HEI00046: This health event cannot be created because a conflicting Change
Health Plan health event already exists with an effective date of 01/01/2022. To
proceed, you must either rescind the conflicting health event or change the current
health event’s effective date.

These health-related errors are most likely due to a prior appointment permanently
separated on the same month/day as the effective date of the New Appointment.

Example A — The previous appointment was permanently separated (S01 transaction code).
Enter the member’s CID in the Search Preprocessing Data panel.

A Permanent Separation error will display, select the member’s name in hyperlink.

CalPERS ID: Last Name: |
SSN: | Preprocessed | Eror w
- = Status: i 3
Event: | | Pragram: | v
Event Date Range from: | ) Event Date
- - Range to: —
Division: | v
Error: | -l
Search | | Clear || Generate Error Report |
The error report will contain only the records in “Error® status filtered in the search criteria above. If you want to view all erred records
currently in preprocessing on the report, click the Clear button before generating the error report.

® Retirement Enrollment IEZLE00

lect All | Add to Process List

Preprocessed
Process Name  CalPERS ID Event Date Event Division Progmm g, Error
HEIOO046 - This health event cannot be created
California Public because a conflicting Open Enrollment health event
Permanent  Employees already exists with an effective date of 01/01/2023. In
LLiLg/an2s Separation Retirement EREELRS I B0 order to proceed you must either rescind the
System conflicting health event or change the current health

event effective date.
glect All | Add to Process List

The following error message will populate:

ERROR HEI00046: This health event cannot be created because a conflicting Open
Enrollment health event already exists with an effective date of 01/01/2023. In order to
proceed you must either rescind the conflicting health event or change the current health

event effective date.
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The State Controller’s Office
Personnel and Payroll Services Division

This health event cannot be created because a conflicting Open Enroliment health event already exists with an effective
date of 01/01/2023. In erder to proceed you must either rescind the conflicting health event or change the current
health event effective date.

@ Member Details
Name: CalPERS ID:
Gender: Female Date of Birth: 06/01/1982

@ Appointment Event Details

Event:* Permanent Separation
Event Date:* 11/19/2022 EHE

Appointment ID: 44702040

Appointment:* (@ State of California/California Public Employees Retirement System : Appt [d - 44702940 : 2018-11-12 : SEP

Separation Reason:* Resigned ol
Unused Sick Leave Days (g Hours Unused Education Leave Days (@ Hours
Time Format: Time Format:
Unused Sick Leave: (0 Hours Unused Education Leave: [ Hours
(or 0.000 Days) {or 0.000 Days)

Select a time format (days or hours) to enter any remaining leave balance for each type listed above that was earned but unused during the
member's period of employment with California Public Employees Retirement System. Do not include any unused leave balances that were earned
during non-membership periods, under non-CalPERS reportable positions, or during periods of overtime.

Program: CalPERS
Position Information

CalPERS ID{Employer):

CalPERS ID (Division): 0 Agency Code: 275
Position: DEFAULT CLASS TITLE
CBU: Temporary Position No
Appointment Sequence Number: 01
Date Updated: User Name:

Return to Pre-Processing (Save | [Clear

Open the PIMS screen and review the employee’s employment history transactions.
Compare the fields if it is a reflection in PIMS.

EMPLE
MP1

MPLE
MPLE
MP1L

MPLE
MPLE
ill.1|'.I| F
MPLE
MPLE
MPLE
MP1

MPLE
MPLE
MPLE

The example above shows that the member has a permanent separation effective date of
11/20/22 in the myCalPERS Appointment Details, which is in discrepancy with the PIMS that
shows 11/18/2022.

Note: For permanent separations, the event date in myCalPERS is always a day after the
effective date in PIMS.
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The State Controller’s Office
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Open another session to review the member’s record.
Select the Person Information tab, search by CID or SSN.

Review the member’s record to confirm that there is a prior appointment separated on the
same day as the new appointment.

myCalPERS

|H0msl|| Frofila |:'.Rapor1|ng.'| L et | Education || Other Organi:itions-

“Required Flalds |
(T person Search

Pleasa anter the CalPERS 1D or 55N and one additional search criteria of the parson for whom you are searching.

Date of Birth: =
OR
CalPERS ID or SSH:* AND Last Namé:
OR
Flirst Name:
| Saarch

Click on the Appt hyperlink for Appt ID 44702940 below as it is the Appt ID the error
pertained to.

Profile

Update Personal Information

SSN: CalPERS ID:

Mame: Optional Member:

Date of Birth: Date of Death:

Prier School Membarship: Prior School Membership Date:
Membership Date; Ratirement Date:

Communication

Undeliverable Date
Preferred Communication:

Primary Phone Number: Update

Primary Email Address: Update
Mailing Address: u

Physical Address: Update

(@ Pre-Retirement Benefit Information

CalPERS - Active

Account Type: Membership Date:
Taxed Contributions: Elected Service Credit:
Tax Deferred Contributions: 24-Month ARP Period:
Interest on Contributions: ARP Election Period:
Balance: ARP Extract Date:

Posted Service Credit: Normal Retirement Age: 1

Service Credit Total:

T Health Benefit Information

Medical - Enrolled

Account Type: Subscriber
Qualifying Participant:
Plan Name; Blue Shield Access+ California Coverage Type: Basic

(@ Appointment History LN View More Actions»
Member Appointment
Appt ID  Employer Division i Categon Status Start Date End Date

st f California State ADMINISTRATIVE State
94024678 Californi Polytechnic University, Regqular ANALYST/SPECIALIST =12 Miscella . Active 03f17/2025
Humbaldt MONTH
California Public
State of ; State
44702940 Catifornia E::;::oﬂ;:ees Retirement Regular DEFAULT CLASS TITLE Miscellanacus Perm Sep 08/09/2010 11/20/2022|

Select the radio button pertaining to the Permanent Separation, then click Correct Event as
the intent is to correct the Event Date to 11/19/2022.
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Participant Name: CalPERS 1D:
@ Member Details
Name: CalPERS ID:
Gender: Female Date of Birth: 06/01/1982

@ Appointment Event History |_Asd ow |

2 Appointment Event Details
Delete | [ View All Site Events [ Display |
Event Dateld Event Event Details
@ 11/20/2022 Permanent Separation Other
o 11/12/2018 Appointment Change iew ni il
11/17/2017 End Leave
11/03/2017 Begin Leave State Disability Leave
o] 09/19/2017 Begin Leave State Disability Leave
08/17/2017 End Leave
O 06/10/2017 Begin Leave State Disability Leave
o 07/31/2015 End Leave
@] 07/22/2015 Begin Leave Other Leave
06/16/2015 End Leave
O 06/01/2015 Begin Leave State Disability Leave
@] 05/15/2015 End Leave
O 03/21/2015 Begin Leave State Disability Leave
08/01/2012 Appointment Change view Event Details
O 03/01/2012 Appointment Change View Event Details
11/02/2010 Appointment Change View Event Details
9] 08/09/2010 New Appointment View Event Details
[ Corect Event | [ Delete | [ View All Site Events [ Display |

@ Member Details
Name: . CalPERS 1D:
Gender: Female Date of Birth: 06/01/1982

=
\¥) Appointment Event Details

Event:* Permanent Separation

Event Date:*| 11/192022 | i)
Separation Reason:* | Other ~
Unused Sick Leave @ Days Hours Unused Education Leave & Days Hours
Time Format: Time Format:
Unused Sick Leave: 00 Days Unused Education 00 Days

Leave:

Select a time format (days or hours) to enter any remaining leave balance for each type listed above that was earned but unused during the
member's period of employment with California Public Employees Retirement System. Do not include any unused leave balances that were earned
during non-membership periods, under non-CalPERS reportable positions, or during periods of overtime.

Created by User: CalPERS
Created on: 06/30/2023 09:16 AM

Appointment Profile
Last Refreshed: 03/05/2025 08:20 PM
Last Refreshed by: Employer: File Upload

Save] [Clear

Now that the date was corrected in the appointment detail, go back to the pre-processing
area to delete the error.
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@ search Preprocessing Data

CalPERS ID: Last Name: |
SSN: | Preprocessed |Emor v |
Status:
Event: | w Program: -
Event Date Range from: I Event Date | i
e Range to: —
Division: | v/

Error: |

~]

Search || Clear || Generate Error Report |

The error report will contain only the records in "Error” status filtered in the search criteria above. If you want to view all erred records
currently in preprocessing on the report, click the Clear button before generating the error report.

@ Retirement Enroliment IEZIIZ0
elect All | Add to Process List |

Process Name  CalPERSID EventDate Event  Division program Eycrrocessed

HEI00046 - This health event cannot be created
California Public because a conflicting Open Enrollment health event
Permanent  Employees already exists with an effective date of 01/01/2023. In
L1/19/2022 Separation  Retirement SalEE order to proceed you must either rescind the
System conflicting health event or change the current health
event effective date.

Select Alll| Add to Process List |

'@' Retirement Enroliment L0
select All | Add to Process List
Name CalPERS 1D Event Date

@ 1o Process

Order Action CalPERS ID Event Date Event
O Process
Permanent
& ENI00047 - Two Permanent Separation Events for the same appointment
11/19/2022 3 Separation may not occur. Verify and update the event date.
) None :Resigned

| Continue |

You could verify if the error was successfully deleted by entering again either SSN or CID in

the Pre-processing Data Panel. The message below signifies you have successfully deleted
the error.

'E‘-l Search Preprocessing Data
CalPERS ID: Last Name:
SSN: Preprocessed  Emor v
3 Status: =
Event: | - Program: !
Event Date Range from: | il Event Date

Range to: —

Division: |
Error: |
Search || Clear | | Generate Emor Report |

w

The error report will contain only the records in "Error” status filtered in the search criteria above. If you want to view all erred records
currently in preprocessing on the report, dick the Clear button before generating the error report.

':i'j Retirement Enrollment IEZL0

No results returned based on the search criteria provided. Please refine your search criteria.

Note: If you are not able to clear a Health Error (HEI*****) even after you have exhausted the

steps in reviewing, comparing, and correcting the fields required, call CalPERS contact
center: 916-795-3000 for assistance.
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The State Controller’s Office
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Adding the Event Type New Appointment

STEP

ACTION

1.

Follow instructions to open employment history in PIMS. Compare the appointment history in
PIMS to the appointment in myCalPERS.

Open the PIMS to view employment hlstory

keyed.

Nﬂ“’l?
Gender: Male

CalPERS ID:
Date of Birth: 07/10/1995

Pavroll Information (@ Appointment History TN
Contributory Delete
d Appomimer\! Husml’y B

View Transaction

i £ Department of Forestry and Fire FIRE FIGHTER Peace Officers - Fire "
History e Ty Regular : Active 09/05/2022
Employee Rate ! California Protection I Fighters
| Summary  Ereenes

¥
Member Requests 3 5

@ Retirement and Reciprocal Enroliment
Employer Division

State of Department of Forestry and Fire 5 .
il e Regular 09/05/2022 Active CalPERS  Yes

Remeve From Display | | Refresh

® Arrears Determinations.

No results found.
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To add a new appointment, select Add New.

myCalPERS
Profile Person Information ||

Health Enrollment

® | CalPERS 1D:
Gender: Male

_Payroll Information
Contributary |
_Appointment History _ |

View Service History

- aad

view Transaction . ategory -
" Stat -
History | E tate gf_ Department of Forestry and Fire Regular FIRE FIGHTER Peace Officers - Fire Active 0/05/2022
Employee Rate California Protection I Fighters
Summary || Delete

Mamber Requests

Employer Division
State of Department of Forestry and Fire
california Protection

/P
Regular 09/05/2022 Active CalPERS Yes

! Remove From Display Refresh

EMPLOYEE HISTORY TYPES PAGE

N

TRAN AO1 POS# 542 SPBAY 5410 TEN T TB FT
FRE 1 EXP AN NO/NE Al

ALTOT

0.
EFF 06/05/23 TRAN AO01

901 SPBAY 5410 TEN T CERT 1083NT
CO 31 #MO 0S¢ > 04/24 PROB N END 00/0 0
Pl

AUTH

HEAR DECIS
CLA TITLE FIRE FIGHTE
L 2 X E EE-CBID RO OPEB-CBID R !
EFF 06/05/23 TRAN AO1 POS# 542-216-1083-901 SPBAY 5410 S¥YS 1 COV-GP 12069
F )F| ISUR ES MED MED RATE .13C( E AUTH ACCT CODE EB| EMPLR ) E

Use the highlighted information in PIMS, to complete the fields with a red asterisk in
myCalPERS as shown below.
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Common Tasks “Required Fields

Menu © Hember Details
Person Search Name: CalPERS 1D:
Gender: Male Date of Birth: 07/10/1595
Appeintment History
St
Contributory PrOar
Appointment History o o re o] Foll Tigibili =
ram: 4l m H )
View Service Hi Program: | CalPERS + Ei ent Elig ty Date:
e et Position Information
History Employer: State of California CalPERS 1D (Employer): 5402440716
Employee Rate Division: *  Salact CalPERS 1D (Division): 0
Summary Non-Central Agency Yas
Member Requests Appointment? Mo
Original Hire Date:* — Exempt Authority:* v
Member Category:* v
Position Title:  Salect
Work Calendar:* | Work 12 Months/Paid 12 Months v |
Retired Annuitant?* b
No
cBuU: * v
Enroliment Reason: | v
External Position Number: |
Appointment Sequence Number: |
Refunded Appointment® Yes
Mo
Membership Information
Member In tion
PLP Participant?*
) Yes
No
Peace Officer Status:*
Yes
& No
Optional Member Election
Optional Member?*
Yes
No
Retirement System Election (ES 372)
1s a Retirement System Election (ES 372) needed for
this enrollment to elect CalPERS or CalSTRS?
) Yes
) No

Select a division by entering the division name.

\f

LEZZROEN] Person Information (Education || Other Organizations |

ETEO Health Enroliment

S
Common Tasks (&) QS IETNY RIS CalPERS 1D:
Divisions to Display
| Person Search CalPERS ID:
|_Appointment History Division Name: [forestry and fird
Payroll Information =
Contributory | isplay
&mlmnt Histeul
View Service History @ Divisions
View Transaction Employer: | R
History
Employee Rate [The Divisions that were active as of the Appointment Effective Date are displayed below.
| Summary I Excel || Print Search: |
Member Requests
Hame CalPERS ID Category Type Address
De ; - Sy State of 1850 W. CLEVELAND AVE.
A o - California Agricultural District MADERA CA 93637
R 770 L ST STE 1000
Pyblic Defendar California SV Seice SACRAMENTO CA 95814
Siate of 900 N STREET, STE. 400
California State Library : il o
California SR Strica SACRAMENTO CA 95814
Sratuici Eiabrnbs ey HUMAN RESOURCES 100 CAMPUS CTR
~ & o ifornia @
ni ersity at Monterey Bay Califernia University SEASIDE CA 935855
- _ e 100 VETERANS PKWY
Hoiria California Chil Sarvics BARSTOW CA 92311
WRIGHT R
Depantment of Corrections D) Ventura Youth State of Civil Servica 2400 e o
Correctional Facility California CAMARILLO CA 93010
PO BOX 213004
Department of Corrections D)) O.H. Close Youth State of Civit Service
Correctional Facility California STOCKTON CA 95213
s P.O. BOX 128
2 " " ate o " "
partment Of Corrections Institution For Men . 2
pe ment Of Correcti n For n California Civil Service CHIND CA 91708
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Select the radio button for the correct division and hit select.

| myCalPERS

|"Hem(- (Profile |[Reporting | [t | Education |[Other Organizations |

Participant Name: CalPERS 1D:

(© pivisions to Display
CalPERS ID:

Division Name: forestry and fire

Person Search

Appointment History
Payroll Information |
Contributory | Display
Appointment History
| view Service History  ORRTRLE
View Transaction | ployer: State of Calif
[Hsoey”
Employes Rate (The Divisions that were active as of the Appointment Effective Date are displayed below.
 Summary | pxcel | Prnt Search:
Member Requests

CalPERS ID: 5402440716

State of California Civil Service

:Showing 1 to 1 of 1 entries

Pravious 1 Next

Select| Ratum

Select Member Category.

myCalPERS

| Home | Profile || Reporting i Person Information RS = L) II Other Organizations |
EULE L Health Enroliment

Common Tasks

Menu
Hame: CalPERS ID: -
Person Search
intment Hist Gender: Male Date of Birth: 07/10/1995

|_Appointment History

Contributory Program

Appointment History

ca Hist Program: CalPERS v Enrollment Eligibility Date: * 06052023 ‘]

| View Service History

View Transaction Position Information

History Employer: State of California CalPERS ID (Employer): P

Employee Rate Division: * Department of Forestry and Fire Protection Salect CalPERS 1D (Division): 8

Summary Non-Central Agency & Yes

Member Requests Appointment? () No

Original Hire Date:* 06052023 g

Member Category:* | Peace Officers - Fire Fighters v
Position Title: L
Work Calendar:*  California Highway Patrol v
National Guard [
Retired Annuitant?*
State Industrial
cBu:; + | State Miscellaneous
| State Safety E

Exempt Authority:* -

Enrollment Reason:

External Position Number:

Refunded Appointment™ Yes
o

Member Information
PLP Participant?*
Yes
Mo

Is the member participating in '59 Survivor benefits? *
Yes
® Mo
Peace Officer Status:*
Yes
@ No
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Name.

myCalPERS

Other Organizations

[Fame '""pmlile |[Reporting |GG Ll | Education

=" Health Enroliment
| Common Tasks
Appointment Details
Employer: State of California
Parson Search Division: Department of Forestry and Fire Protection

Enter the position number found in PIMS. Select the radio button with the correct Position

Appointment Histol Effective Date: 06/05/2023
|_Appointment History
Payroll Information
Contributory "
Appointment History Position Code:
View Service History Position Name: [
View Transaction Status:
| History | Effective Date:
I
el
| Summary = |©

Member Requests =
@ positions

Position Codell
® STATE1082 FIRE FIGHTER I ACTIVE 01/01/1800

| select || Return |

Hit Select.

myCalPERS

(Fioma | Profile | Faporting | | Rl | €3ucation || Biher Grganizations
CRSSN Health Enrcliment

Common Tasks

Haws O Employer: State of Calfornia
Perscn Sesrch Division: n-?mmone of Forestry and Fire Protection
e oy £ Effective Date: 06/03/2023

Payroll Information

tributory
Appeintmant Mistory
Viaw Service Histery
View Transaction
Mistory
| Employee Rate
umma

| Mamber Reguests

STATEQCOO LEGISLATOR ACTIVE
STATEOCO2 DEPUTY DIRECTOR, BENEFITS AND QUALITY MONITORING DIVISION ACTIVE
STATEQCO3 SECRETARY, STATE AND CONSUMER SERVICES AGENCY ACTIVE
STATEQCOS DEPUTY SECRETARY FOR GOODS MOVEMENT ACTIVE
STATEOCOS SECRETARY OF FOOD AND AGRICULTURE ACTIVE
STATEQOD6 UNDERSECRETARY/DEPARTMENT OF FOOD AND AGRICULTURE ACTIVE
STATEOOQ? ASSISTANT SECRETARY FOR PUBLIC OUTREACH ACTIVE
STATEQODS CHIEF, CALIFORNIA STATE ARCHIVES AND MUSEUM ACTIVE
STATEOO10 COUNTY/STATE LIAISON ACTIVE
STATEQO16 SECRETARY 1I/LIEUTENANT GOVEANOR'S OFFICI ACTIVE
STATEQCL® SENICR SECRETARY/LIEUTENANT GOVERNOR'S OFFICE ACTIVE
STATEQO20 EXECUTIVE OFFICER/ADVISORY COUNCIL ON NARCOTICS & DRUG ABUSE ACTIVE
STATEOO28 BRANCH CHIEF I, INSPECTION SERVICES ACTIVE
STATEOO29 EXECUTIVE OFFICER. BOARD OF GUIDE DOGS FOR THE BLIND ACTIVE
STATEOO30 DIRECTOR OF COMMUNICATION FOR EMPLOYMENT ISSUES/LABOR AGENCY ACTIVE
STATEOO31 ;A.‘SSS%E;'ED'D.;REC'OK GENERAL POPULATION (LEVEL III/IV) INSTITUTIONS, DI ACTIVE
STATEQ0I2 AGRICULTURAL TECHNICIAN 111 (SEASONAL) ACTIVE
STATEQO22 AGRICULTURAL TECHNICIAN 11 (SEASONAL) ACTIVE
STATEOCD4 AGRICULTURAL TECHNICIAN 1 (SEASONAL) ACTIVE
STATEQC4Y PRESS SECRETARY ACTIVE
STATEQO46 FRUIT AND VEGETABLE QUALITY CONTROL SUPERVISOR I ACTIVE
STATEQQ47 FRUIT AND VEGETABLE QUALITY CONTROL SUPERVISOR 1 ACTIVE
STATE0OS1 PROCESSING FRUIT AND VEGETABLE INSPECTOR 11 (SEASONAL) ACTIVE
STATEOOSZ PROCESSING FRUIT AND VEGETABLE INSPECTOR 11 (SEASONAL) ACTIVE
STATEOOS4 PROCESSING FRUIT AND VEGETABLE INSPECTOR I (SEASONAL) ACTIVE

Showing records 1-23 | First << Previcus 1224

01/01/1800
/01/1800

01/01/1800
01/01/1800
01/01/1800
01/01/1800
01/01/1800
01/01/1800
01/01/1800

00
©01/01/1800
o1/ 00
01/01/1800
1800
01/01/1800
1800
1/01/1800

Make sure all the fields with an asterisk are complete.
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Person Search
Appointmant History
Payroll Information
Contributary
Appointmant History
View Service History
View Transaction
Higtory

Employes Fate
Summary

Mambaer Requeits

Click Save.

Name:
Gender: Male

CalPERS 1D:
Date of Birth: 07/10/1535

Appointment Drtails

Program

Program: [CaPERS v |

Enrollment Eligibility Date: * _D&ﬂ-i.

23

Position Information
Employer: Stats of Calfornia
Division: * Departmant of Forestry and Fire Protection
Non-Central Agency Yes
Appointment? § No
Original Hire Date:* (06052023 ]
Member Category:® | Peace Officers - Fire Fighters v |
Position Title: FIRE FIGHTER | Select Clear Undate
Work Calendar:® [Vork 12 Months/Paid 12 Months v |

CalPERS ID (Employer):

Selact CalPERS ID (Division):

Exempt Authority:* | None lcentfied

Yas
® Ne

18 . Rank & Féel Psychiatric Technician_

Retired Annuitant?*

cBu: *
Enroliment Reason: |

External Position Number: (5322161083501
Appointment Sequence Number: |

Refunded Appointment®

HMember Information
PLP Participant?*
Yes
W Mo

Is the member participating in "39 Surviver benefits? *
 Yes
Mo
Peace Officer Status:”
Yai
w Mo

Optional Member Election
Optional Member?*
Yes
» No

Retirement System Election (ES 372)
Is & Ratiramaent System Elsction (ES 372) neaadad for
this enrollment to elect CalPERS or CalSTRS?
Yeu
w Mo
Reciprocily

The information entered is used to determine retiremant snrclimant leval only. it will not establish reciprocity for the participant. For auditing purpases. the emplover
must sign and retain the lated R 1 Salf-Cartifica form for their records. Do not send a copy of the form to CalPERS.

Yes
w No

Reciprocal Member
Indicator :*

[Save ][ Ciear

The message highlighted in yellow is just a reminder prompt, thus, can be disregarded.
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PR Education |[ Gther Organzations |

VLD Health Enrcliment

e L] Participant Name: CalPERS 101
Menu
ummumwmmmmn&ammm Date. Verify your
Parson Search antry. The cldest original hire date @ kapt in the system.
Appointment History : : i
Payroll Informaticn
Contributary
Appointmant History
View Service History
View Transaction Name: CalPERS ID:
 Histery | Gender: Male Date of Birth: 07/10/19%3
Employee Rate -
B e
Member Reguests Agggintmen = i
[ComectEvent| [Delete | [ View All Site Evants Display
06/05/2023 New Appointmaent Lo al )
[ComectEvent| [Delete | () View ANl Site Evants [Dispiay |

Programs

Program: CalPERS Membership Date: 05/05/2022
Membership Status: Active Enrollment Eligibility Date: 06/05/2023
Position Information
Employer: State of California CalPERS 10 (Employer):
Division: Departmant of Forestry and Fire CalPERS ID (Division):
Protaction

Non-Central Agency Appointment: No
Original Hire Date: 09/05/2022

Member Category: Peace Officars - Fire Fighters Work Calendar: Work 12 Mentha/Paid 12 Months
Position Title: FIRE FIGHTER I Temporary Position: N
CBU: R18 - Rank & File/ Paychiatric
Technician
Retired Annuitant: Neo Appointment ID: 53521550

Health Only: Ne
Enrollment Reason:

Contributing Appointment: Yes Contributing Appointment Date: 0&/03/2022
Appointment Status: Active Leave Type:
Exempt Authority: None [dentified
External Position Number: 2422161081501 y-14 q b
Enrollment Level: PEORA Naw Formula Name: 2.5% § 37 Formula for Safety Mambaers
Member Base Rate: 12.0 Cost Share: 0.0

Contribution Modification: 100% 228

Created by User: Employer
Created on: 06/12/2023 02:03 PM

Appointment Profile Last Refreshed: 06/12/2023 02:03 pM Refunded Appointment: Neo
Last Refreshed by: Employer

As you can see above, the appointment has been successfully added.
Go back to appoinment history and verifiy the manual appoinment is listed.
If the appoinment is present, the process is complete.

myCalPERS

(Tiome | Profe | Reportng | Bl (Education | Gther Organizatiors |
ETULELT Health Enroliment

Common Tasks

CalPERS ID:
: 07/10/1995

Department of Forestry and Fire i 06/05/2023

Department of Forestry and Fire FIREFIGHTER  Peace Officers ™ Fire ; 7
Protection Regular 1 Fighters Active 09/05/2022

ctirement and Reciprocal Enrollment
Appt  Start Reciprocal
Emplover i Division Type  Date Date Retirement
ﬁc e ﬂia mm:“‘ of Forestry and Fire poo 1o 06/05/2023 Active CalPERS  Yes

State of Department of Forestry and Fire
California Protection

| Remove From Display | [ Refresh |

Regular 09/05/2022 Active CalPERS Yes

Frears Determinations.
BP 1D

ploye
No results found.
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Deleting an Appointment

STEP

ACTION

1.

In this example, you will be deleting a new appointment error. The first step will be to view
the error in the preprocessing area as shown below.

myCalPERS
R s i

UEDERELESEL N Billing and Payments  Payroll Schedule  Qut-of-Class Validation Member Requests Health Reconciliation  Retirement Appolntment Reconclliation

Common Tasks

Menu
Adjustment Reports | CalPERS 1D: Last Name:
T | — B
pant___ Status:
Maintain Payroll Event: - Prograim: ~
A Event Date Range from: g Event Date
_ Preprocessing Area Range to: —
File Upload History Division: <
Furlough Reduction Faracs =
Retirement Contract e
Summary Search || Clear || Generate Emor Report

|
g::m Emmmrenls [The error report will contain only the records in "Error” status filtered in the search criteria above. If you want to view all erred records
" l( urrently in preprocissing on the report, click the Clear button before generating the arror report.

Retirement Enroliment L0

act All | Add to Process List

Process Mame  CalPERSID EventDate Event Division Program Srcprocessed g

ENIOO029 - The event correction or deletion
New Department OF
. was not applied because the corresponding
05/01/2021 g:.]pézllr;:’ment gglr;:cvmns Men's  CalPERS Error el e Sy el R
exist,

!églc:LA!L Add to Process List

Verify if there is a new appointment matching the error event date.

myCalPERS

IEES Y| Person information

[Education |(Other Organizations |

UL Health Enroliment
Common Tasks @&

Menu
Person Search Hame: Separation Date: 05/01/2021
Appointment History Prior School Membership: Yes Prior School Membership Date: 02/01/2000
Payroll Information Date of Birth: 01/12/1968 Date of Death:
Contributory Member: Yes Retired: ves
Appointment History | Membership Date: 0%/10/2007 Retirement Date: 05/01/2021
View Service History Last Reporting Date: 03/01/2021
View Transaction

e
Employee Rate | CalPERS - Retired

pounmay —— | Account Type: Member
Member Requests Option: Unmadified Allowance Last Pay Period: 02/01/2021 - 03/01/2021

Direct Deposit: Yes Current Fiscal Year 0.00
Hours Reported:
Retirement Date: 05/01/2021 Retirement Type: Disability Retiremaent
Normal Retirement Age: 55 (2.5% @ 55 State Safety) Date Elig as 10/29/2021

) Health Benefit Information

|

Medical - Enrolled
Account Type:
Qualifying Participant:
Plan Name: Coverage Type: Basic
Dental - Enrolled
Account Type:
Qualifying Participant:
Plan Name:
@ Appointment History LN View More Actions»
Employer Division S
| state of Department Of Corrections PSYCHOLOGIST-CLINICAL, State .
| california Men's Colony Regular CORRECTIONAL FACILITY Safety S R A A

Compare appointment details in myCalPERS to PIMS. Find the transaction that matches
the enrollment error event.

Page 15 of 21




The State Controller’s Office
Personnel and Payroll Services Division

The Transaction on 5/01/2021 RO1V has been voided.

A new appointment is not required and the error can be deleted.

EE STO / PAGE OF

TRAN AGY -UNT -CLAS >E SPB AGENCY ENT DATE I'—“'\D REF # TYPES
RO1V 5 = = CE&R/MENS COL a/ S22 2 9C FD

> D
C&R/MEN CO ! = FD
C&R/MEN » D 4 20 FD
C&R/MENS CC 1C D
ER/MENS = = 2/2 ¥, D
C&R/MENS
C&R/MEN
C&R/ME
C&R/MEN
C&R/MEN
CE&R /ME

000
o

v n |

n v
o

n

n n
o

O0O0O000DO0O0D0
n wn
o e O I

nn

o7 ’Ol /20

02/01/20

Y P

APPT = EMP COND = REEMP COND G APPT CERT GEN PAYROLL
B ALARY ERVICE F SEPARATION H RETIREMENT . EP PAYROLL
LECT DETAIL SELECT HI DRY TYP 3 OR MANUAL AUDITS

_Hlnlgllhpnll: Billing and Payments Payroll Schedule Out-of-Class Validation Member Requests Health Reconciliation Retirement Appointment Reconciliation

O Name: State of California CalPERS 1D:
[ R
Adjustment Reports CalPERS ID: Last Name:
Search Payroll Records SSN: Preprocessed | Emor v
by Participant Status:
Maintain Payroll Event: w Program: w
Records
=R — Event Date Range from: 5 Event Date
Preprocessing Area Range to: —
File Upload History Division: v
Furlough Reduction Error: v
Retirement Contract )
| summa Search | | Clear || Generate Error Report
"‘3“"‘33'! Employer The error report will contain only the records in "Error™ status filtered in the search criteria above. If you want to view all erred records
Supporting Documents |cyrrently in preprocessing on the report, click the Clear button before generating the error report.

@ Retirement Enroliment L0

Salect All | Add to Process List

ENIDD029 - The event correction or deletion

New Department Of : .
i ; 3 ‘ was not applied because the corresponding
05/01/2021 ng;uiztnmem Eglr;:;uons Men's CalPERS Eror e e e

exist,

[Select All | Add to Process List
I

Select the radio button Delete to delete the error and hit Continue.
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myCalPERS

|Home |Pror|1e Gl Person Information || Education || Other Organizations |

LEDELDRELEL Y Billing and Payments  Payroll Schedule  Out-of-Class Validation Member Requests
Common Tasks

Health Reconciliation Retirement Appointment Reconciliation

Name: State of California CalPERS 1D:
@ search Preprocessing Data

Adjustment Reports CalPERS ID: | Last Name: |

Search Payroll Records ssn: e — 7

by Participant . | pmst:tus- [Emor _ w|

Maintain Payroll Event: v Program: | v
| fecores — Event Date Range from: = Event Date |

Preprocessing Area —_— Range to: —

File Upload History Division: >

Furlough Reduction Ervor-| vl

Retirement Contract 1 [

i ‘Search || Clear || Generate Eror Report

"ik'lai“l Employer The error report will contain only the records in "Error” status filtered in the search criteria above. If you want to view all erred records

Supporting Documents |cyrrently in preprocessing on the report, click the Clear button before generating the error report.

@ Retirement Enroliment 220
[ Add to Process List

AL Add o Process List

@ To Process

Order Action CalPERS ID Event Date Event
Process
= New Appointment ENIDO0029 - The event correction or deletion was not applied because
@ Delete 05/01/2021 Deletion the corresponding event to be corrected or deleted does not exist.
~) None

: Continue

The process is complete.

Addendum

Generating Enrollment Error Report

STEP ACTION
1.

To generate a report of your department’s enrollment errors, press the Generate Error
Report button on the Preprocessing Data Panel.

) search Preprocessing Data

CalPERSID: | | LastName: [ |

SSN: Preprocessed .
- Status:
Event: | Program: -
Event Date Range from: e Event Date
: Range to: — -
Division: ~|
Error: ~|
Search || Clear ]

To generate a report of erred transactions, select search criteria within this panel (or Clear all values if you want all records), click the
|5ear:h button, then click the "Generate Error Report” button within the Retirement Enroliment panel below.

@ Retirement Enroliment IETLTTN

ENIO0047 - Two Permanent Separation Events fo

the same appointment may not occur. Verify and

Department Of update the event date.

Permanent Corrections Mule ENIOOO085 - The appointment has contributions
07/01/2024 o amtion  Creek State CIRERS reported after the event date of the permanent

Prison separation event. Extend the Event Date past the
contribution reporting date or back out the
contributions to continue.
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2.

The report will be displayed in an online, view-only HTML format. You can download the
report from the HTML view as either a CSV or XML file.

myCalPERS repors

Home Run Report Generated Reports

Retirement Enroliment Preprocessing Errors Report &

CalPERS

Empioyer Cid Employer Name | Division Name

0123456782  Sumeof Cakfomia  State Agency

Total Errors in Error
Preprocessing Message
(From D
SPS1631)

Excel

o To page: [os] [ ownioad |

Rocards Por Fage |25 || Update

Once you select the format, the report will begin to generate in the background.
The status will display as Running. The report will automatically save when complete to your
Generated Reports page.

myCalPERS  Reports

Home Run Report Generated Reports

Report Run Status

Report Name Retirement Enrollment Preprocessing Errors Report
Submitted June 11, 2026 12:17 PM
Run Option Download (.xls)

Status

Status Last Updated  June 11, 2026 12:17:08 PM

The report is generating in the background. You may safely navigate away from this page.
When the report is ready, the status will display "Generated” and you can access the report from here or from the Home page.

Home

Page 18 of 21




The State Controller’s Office
Personnel and Payroll Services Division

4. Once the report is complete, the status changes to Generated. Select the Generated link to
download the report to your local Downloads folder.

myCa IPE RS Reports Recent download history ®
g Retirement Enrollment Preprocessing

Eror: ort-2026-06-11-13-59-43 xlsx
Home Run Report Generated Reports o2

Full download history [}

Report Run Status

Report Name Retirement Enrollment Preprocessing Errors Report
Submitted June 11, 2026 01:59 PM

Run Option Download (.xls)

Status Generated

Status Last Updated  June 11, 2026 01:59:35 PM

The report is generating in the background. You may safely navigate away from this page.
When the report is ready, the status will display "Generated” and you can access the report from here or from the Home page.
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REFERENCES

o CalPERS myCalPERS Student Guides & Resources | CalPERS
o CalPERS State Reference Guide (ca.gov)

o Public Employees’ Retirement Law (PERL) calpers.ca.gov/docs/forms-publications/california-
public-employees-retirement-law-2023.pdf
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https://www.calpers.ca.gov/docs/forms-publications/california-public-employees-retirement-law-2023.pdf
https://www.calpers.ca.gov/docs/forms-publications/california-public-employees-retirement-law-2023.pdf
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Document @ Title Effective
Date
Job aid 1 New Appointment & Handling Health Appointment Issues 11/01/2025
REVISIONS

1.0 Revisions pages remain with procedure.
2.0 Each updated procedure is assigned a new revision number, chronological order.
3.0 Multiple changes made together require one revision number.

4.0 A short description of each change is entered on the Revisions’ page.

Revision Description of Change(s) Effective
Date
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