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SEW Communications 
This job aid provides an overview of the various types of communication channels available in 
the Secure Employer Website (SEW) and what type of communications can be found in each 
one. 

Questions? Contact PSEmployerReadiness@CalSTRS.com. 

Revised: 05/13/2025 

New Announcements 

The New Announcements panel on the SEW Dashboard features Broadcast Messages from 
CalSTRS. Broadcast Messages are general announcements regarding topics that may have 
an impact on CalSTRS employers such as system maintenance releases, new circulars and 
directives, and any other information employers may find pertinent.  
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Message Board 

The Message Board in SEW displays messages specific to the organization such as status 
updates on contribution files and information about documents uploaded to ECM. Use the 
following steps to access the Message Board: 

Step 1: 
From the Global Navigation Menu, select Message Board. 
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Step 2: 
The Message Board Notification Search screen displays. Use the fields in the Filter panel to 
search for specific messages or leave the filters blank and select Search to view all messages. 
Click the Subject link to open the message. 

 
Step 3:  
The full text of the message displays. 
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Secure Messages 

Secure Messages are messages sent directly between CalSTRS staff to Organization 
Contacts regarding specific topics. Secure messages may be used to submit forms and 
documents for review, ask questions, or seek assistance. Use the following steps to access 
Secure Messages in SEW. 

Step 1: 
From the Global Navigation Menu, select Secure Message. 
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Step 2: 
The Secure Message Search screen displays. Use the fields in the Search Criteria panel to 
narrow your search for specific secure messages or click the Search button to view all secure 
messages. Click the Subject link to open a secure message. To draft a new secure message, 
click the New button. 

 
  



 

Page 6 of 8 

Step 3: 
After clicking New to create a new secure message, the Secure Message Maintenance 
screen displays. Fill in the required fields as indicated by asterisks. Click the Save button once 
your message is complete. 

 
Step 4: 
Once Save has been selected, the Attachments panel will appear. Click the Add button to 
add a new attachment. 
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Step 5: 
The Attachment Info panel appears. Click the Select File button and choose the applicable 
file to upload the document to your message. Complete the required fields as indicated by red 
asterisks. Then click the Finish button. Repeat this process to add additional attachments. 

 
Step 6: 
To edit an attachment, select the checkbox next to the attachment to be edited and click the 
Edit button. To remove an attachment, select the checkbox next to the attachment to be 
deleted and click the Delete button. 
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Step 7: 
When the secure message is complete, click the Send button to send the message to 
CalSTRS. A CalSTRS staff member will be assigned to research and respond to the message 
accordingly. 
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