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Purpose 
This job aid will help the user in their thought process when clearing Enrollment errors, specifically the 
Event type Site Changes. This job aid does not cover all the scenarios surrounding the Event type 
Site Changes, 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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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. 

 
 

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

 

https://www.calpers.ca.gov/
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Steps 
 

Identifying a Site Change 
 

STEP ACTION 
 
 
 

1. 

A Site Change is when an employee or CalPERS member transfers to another agency 
and the agency number changes in employment history. 
 
If there is a Site change error, it will display in the Preprocessing data panel. 
 

 
2. Look up the employee’s employment history in PIMS. 

In this example, the employee moved to another agency on an AO1 transaction. 
 

 
 

3. In the Person Information tab, enter the member’s CID or SSN and the Last Name. 

Select the Search button. 
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Select the State of California hyperlink in the Appointment History panel. Note: This 
might reflect your Department’s Name if you are logged in to your department’s profile. 
 

 

 
Select the Department of Corrections RJ Donovan Correction Facility hyperlink. 
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Review the appointment history to determine if it needs to be updated based on the 
employment history in PIMS. 

 
It shows below that the 02/15/2024 AO1 transaction is present in the Appointment 
History. To further verify if the appointment is reflecting what the employment history 
shows, look into the details, specifically the “External Position Number”. 

 
Select the Effective/Event Date radio button and press the View Event Details 
hyperlink. 
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Since it is confirmed that the AO1 is reported and currently present in the appointment 
history, return to the Preprocessing Area and delete the error. 

 
In the Preprocessing data panel, check mark the error and press Add to Process List. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Select Delete radio button, then press Continue. 
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You have successfully deleted the error. 

If you want to verify if the error was successfully deleted—in the Preprocessing data panel, 
enter the CID/SSN. It should show the prompt below if the error does not exist any longer. 

The process is complete. 
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Addendum 

Generating Enrollment Error Report 
 

STEP ACTION 
1. 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

2. 

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

 
 
 
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. 
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3. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

4. 

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.  
 

 
 

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

https://www.calpers.ca.gov/education-center/employer-education/business-rules-and-mycalpers-classes/mycalpers-student-guides
https://www.calpers.ca.gov/docs/forms-publications/state-ref-guide.pdf
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
https://www.calpers.ca.gov/docs/forms-publications/california-public-employees-retirement-law-2023.pdf
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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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