CALSIRS

EMPLOYER TRAINING SERVICES

Employee Maintenance for Employers

This job aid provides step-by-step instructions for viewing an employee’s record including
membership dates, statuses, account details, and transactions. This job aid also provides step-
by-step instructions for updating demographic information and employee addresses.

Questions? Contact EmployerHelp@calstrs.com.

Revised: 10/28/2025

Reviewing a person record

Step 1:

From the Global Navigation Menu, select Employee, then select Employee again.
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Step 2:

The Employee Search screen displays. Enter information in the Search Criteria panel to
search for a specific member, then click the Search button. Select the applicable member by
clicking the checkbox next to their Client ID and clicking the Open button.

32040 WWNLNQ PHTZQA DVESGY EW FRNPXDFE!
DEV3 - 3.0.859.1 - Green Region

- SECURE EMPLOYER WEBSITE
Employee Search

[ 1 Records met the search criteria. |

ClientID: | 1000181616 SSN: Date Of Birth : 5]
First Name : Last Name :
Employment Start Date From : B Employment Start Date To : A Benefit Program : v
Employment End Date From : ] Employment End Date To : (] Benefit Structure : v
Organization Code : u Include All Organizations : Benefit Sub-Structure : hd

" Hint : Org Code, Org Name

Qaanization Sub-Type: [ Community College District ) Superintendent [ K-12 Charter [0 K-12 District ) Reporting Source [ Regional Occupation Program () State Agency
*

Search Results
‘ Open ' Export Te Excel
[ client 1D SSN LastName FirstName Middle Name Gender Date Of Birth
C 1000181616  XXX-XX-4234  Super Mario Male 01/07/1990
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Step 3:

The Employee Maintenance screen displays. The following four panels display:

1. Membership Account- This panel displays the member’s Benefit Program, Benefit
Structure, Hire Date, Status and Status Effective Date for all employers they may be
employed with. Information in this panel cannot be edited via Employee Maintenance
screen.

Membership Account

Transactions Enroll Member

Benefit Program Benefit Structure  Membership Date  Hire Date Status Sub-Status  Status Effective Date

CalSTRS Defined Benefit DB 2% at 62 01/01/2025 01/01/2025 Active 01/01/2025

Some common statuses and their definitions are listed below:

Status Name Status Meaning ‘

Active An active account

Closed An account closed from termination or closed after being opened in error

Disabled An account for a member on disability benefit

Disabled Deceased | An account for a member previously on disability, now deceased

Deceased An account for a member now deceased

Non-contributing An account not contributed to; unrelated to their membership or for a
Cash Balance account not currently contributed to

Retired An account that service retired

Redeposited An account that redeposited contributions after retirement or refund

Withdrawn A member account that was refunded
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2. Additional Detail- This panel displays five tabs: Employment History, Leave Detail,
Annual Excess Sick Leave Detail, Annual Total Compensation Detail and Sick Leave
Information. Information in this panel cannot be edited via Employee Maintenance
screen.

Additional Detail

Employment History Leave Detail Annual Excess Sick Leave Detail Annual Total Compensation Detail Sick Leave Information

Organization Start Date End Date Status Last Dayof Work  Last Compensation Date

LUYLDDO UUFCRNU UPZGPW YZOOKCOG  05/01/2024 Active

3. Demographic Information- Displays basic demographic information such as name, Client
ID and contact information. Some fields can be edited by the employer.

< Demographic InfurmatioD

Client ID: 10001760135
First Name: Courtney Last Name : Jones Middle Name: E
Name Prefix : Name Suffix | : Name Suffix Il :

Gender: Female

Primary Phone Number : Secondary Phone Number : Mobile Phone Number :
International Phone Number Country Code : International Phone Number :
Primary Email Address : Secondary Email Address : SMS /[ Text Permitted? : Mo

4. Address Information- Displays the members’ current and previous addresses. Employers
can add new addresses in this panel.

Address Information

Address City State ZipCode Country Start Date End Date Validated

100 Waterfront Pl.  Sacramento  California 95864 United States  09/01/2024 M
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Reviewing a member’s account transactions

Step 1:
From the Membership Account panel, click the Transactions button.

Membership Account

‘ Transactions ’ Enroll Member

Benefit Program Benefit Structure  Membership Date  Hire Date Status Sub-Status  Status Effective Date

CalSTRS Defined Benefit DB 2% at 62 01/01/2025 01/01/2025  Active 01/01/2025

Step 2:

The Membership Account Transaction Maintenance screen displays. Select the applicable
membership account from the dropdown menu in the Transaction Filter panel. A member
may have multiple membership accounts. The Defined Benefit, Defined Benefit Supplement
and Cash Balance accounts will be separate membership accounts. Use the other filters in the
Transaction Filter panel to narrow down their search for specific transactions. Once the
membership account has been selected and the applicable search criteria is entered, click the
Apply Filter button.

34020 HQ. JZRT HYKPFY UPZGPW #4
= CALSTRS DEV3 - 3.0.961.1 - Green Region

SECURE EMPLOYER WEBSITE

Membership Account Transaction Maintenance 1209313

4= Displaying page 1 of 1. =p

Employee Search Employee Maintenance

[ 199 Records met the search criteria. |

Person Detail

ClientID: 1551882523 Name : WMEHZEVR C DEPC

Transaction Filter
< Membership Account: | 994029 - CalSTRS Define v Organization : ~ Fiscal Year: v

Tr ion Date (From) : i Transaction Date (To) : i Contribution Code : v
Pay Period (From) : M Pay Period (To) : Jaal Classification Code : -
Assignment Code : v Member Code : - Pay Code : v

gglude Reversal Lines: [
‘ Apply Filter ' Reset
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Step 3:

The Transaction Detail panel populates the employee’s contributions. To view a more
detailed overview of each line, select the checkbox next to the applicable line and click the
Open button.

Transaction Detail

» bl | Results1-200745

Payroll
O omanaation Member  Assignment T camings  Contribution EE ER PayPeriod  PayPeriod Senice Classifcation  Base . Reto Transaction S:'y:“a
& Code Code :J J % Gode Contribution ~ Contribution  BeginDate  End Date Credit Code Hours Iy Date - i
8] $0.000 50,00 534827 000 07/01/2002  06/30/2003 0000000 0 No No  07/01/2003
[m] $0.000 $0.00 $0.00 $0.00  07/01/2002 06/30/2003 0.000004 0 No No 06/30/2003
k1097 - HMUHNOJUPG 112 1-curent
JRRC NUCEFXF Memb 57 - Contract $3,642.420  Monthly $3,642.42 Member $218.54 $0.00  06/01/2003 06/30/2003 0.083333 0 No No 08/06/2003
PEBYHS IRMEIVPP ember Payments Contributions
34097 - HMUHNOJUPG 1-12 1-curent
O GRRC NUCEFXF Member 37 -Contract $3,642420  Monthly $3,642.42  Member 521854 $000 05/01/2008  05/31/2003 0083333 0 No No  07/08/2003
QEBYHS IRMEIVPP Payments Contributions
34097 - HMUHNOJUPG 1-12 1-Current
0 GRRCNUCEFXF Member 37 Contract $3642.420  Monthly $3,642.42  Member 521854 000 04/01/2003  04/30/2003 0083333 0 No No  05/30/2003
QEBYHS IRMEIVPP Payments Contributions

Step 4:

The Membership Account Transaction Detail Maintenance screen displays. The
Transaction Detail panel provides an overview of the transaction. Click the X button in the
Breadcrumb Navigation bar to return to the Membership Account Transaction
Maintenance screen.

34UZU HU. JZKI HYKPEY UPLGPW #4
DEV3 -3.0.961.1 - Green Region

= CALSIRS

SECURE EMPLOYER WEBSITE

Membership Account Transaction Detail Maintenance

ﬂ Employee Search Employee Maintenance 12... Membership Account Tran... Membership Account Tral

Displaying page 1 of 1. =p

ClientiD: 1551882523 Name: WMEHZEVR C DEPC Membership AccountID : 994029
Benefit Program: CalSTRS Defined Benefit Benefit Structure: DB 2% at 60 Benefit Substructure: 2% @ 60 Regular
Status: Retired Sub-Status : SERVICE RETIREMENT Status Effective Date : 02/01/2009
Hire Date : 09/18/1998 Membership Date : 10/01/1998 Working After Retirement : No
Source: Conversion Segregated: No Vested: Yes
Transaction Date: 08/06/2003 Effective Date: 07/03/2003
Pay Period Begin Date: 06/01/2003 Transaction Type: Regular
Pay Period End Date: 06/30/2003 Transaction Sub Type: Regular
Member Code: Member Sub System: Contribution
Organization Code: 34097 Sub System Reference ID :

Organization Name :
Pay Rate :

Pay Code :
Assignment Code :
Classification Code :
Base Hours :
Reversal Flag :
Interest :

Calculated Employer Contribution :

HMUHNOJUPG GRRC NUCEFXF QEBYHS IRMEIVPP
$3,642.420

12 Monthly Payments

57 - Contract

No
$0.00

Annualized Pay Rate :
Earnings :

EE Pre-Tax Contribution :
EE Post-Tax Contribution :
ER Contribution :

Retro ID :

Service Credit:

Calculated EE Pre-Tax Contribution :

$43,709.040
$3,642.42
$218.54
$0.00
$0.00
No
0.083333

218.54
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Step 5:

The Membership Account Transaction Maintenance screen displays. To view the
transactions in an Excel spreadsheet, click the Export to Excel button.

Transaction Detail *

Export To Excel

esults 1-20 of 45

Payroll

o e Member Assignment Pay Rate Pay Cod [T Contribution EE ER  Pay Period Pay Period Service Classifciation Base Revereal Retro  Transaction Summa
g Code Code i iAo ® Code Contribution ~ Contribution  BeginDate ~ End Date Credit Code Hours o'® Iy Date b o
O $0.000 $0.00 $348.27 $0.00  07/01/2002 06/30/2003 0.000000 0 No No 07/01/2003
[m] $0.000 $0.00 $0.00 $0.00  07/01/2002 06/30/2003 0.000004 0 No No 06/30/2003
34097 - HMUHNOJUPG 1- 1-12 1 - Current
O GRRCNUCEFXF Member 57 -Contract $3642.420  Monthly $3,642.42  Member 521854 S000 06/01/2003  06/30/2008 0083333 0 No No  08/06/2003
QEBYHS IRMEIVPP Payments Contributions
34097 - HMUHNOJUPG 1- 1-12 1 - Current
O GRRCNUCEFRXF Member 57 -Contract $3642.420  Monthly $3,642.42  Member $21854 000 05/01/2003  05/31/2003 0083333 0 No No  07/08/2003
QEBYHS IRMEIVPP Payments Contributions
34097 - HMUHNOJUPG 1- 1-12 1 - Current
a 'GRRC NUCEFXF Member 57 - Contract $3,642.420  Monthly $3,642.42 Member $218.54 $0.00  04/01/2003 04/30/2003 0.083333 0 No No 05/30/2003
QEBYHS IRMEIVPP Payments Contributions
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Updating a member’s demographic information

Step 1:

From the Employee Maintenance screen, click the Edit button under the Demographic
Information panel.

= CALSIRS

SECURE EMPLOYER WEBSITE

Employee Maintenance 2429297

‘ |

(+] Employee Search Employee Maintenance 24... Displaying page 1 of 1. =p

| Record displayed. Please make changes and press SAVE. |

Demographic Information

ClientID: 1000160135
First Name: Courtney Last Name: Jones Middle Name : E
Name Prefix : Name Suffix | : Name Suffix Il :

Gender: Female

Primary Phone Number : Secondary Phone Number : Mobile Phone Number :
Intemational Phone Number Country Code : International Phone Number :
Primary Email Address : Secondary Email Address : SMS / Text Permitted? : No

Step 2:

The Employee Demographic Information Maintenance screen displays. Use the fields in
the Employee Demographic Information panel to make the applicable edits. Click the Save
button.

01000 Ewmifrt Ggyseo Zejcoq vi Wifgvgavw
DEV3 - 3.0.858.1 - Green Region

= CALSIRS

SECURE EMPLOYER WEBSITE

mployee Demographic Information Maintenance 242929

+ gvee Search Employee Maintenance 24... Employee DemographicIn..* X 4= Displaying page 1 of 1. =p
‘ Save ’ Refresh
N

[ Record displayed. Please make changes and press SAVE. |

’ Employee Demographic Information ‘

ClientID: 1000160135

*First Name: Couriney *Last Name: | Jones Middle Name: | E
Name Prefix w Name Suffix | : - Name Suffix Il : w
*Gender: = Female -
Primary Phone Mumber : Secondary Phone Number : Mobile Phone Number :
International Phone Number Country Code © u International Phone Number :

Primary Email Address:  courtneyjones@calstrs.com Secondary Email Address : SMS / Text Permitted? : No

\. J
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 Adding an address foramember

Step 1:

From the Employee Maintenance screen, click the New button under the Address
Information panel.

Address Information

Address City State ZipCode Country StartDate EndDate Validated

Mo records to display.

Step 2:

The Employee Address Maintenance screen displays. Enter in the member’s address
information. Click the Get Suggestion button to validate the address or check the Do Not
Validate checkbox to skip this step. Once the form is complete, click the Save button.

01000 Ewmifrt Ggyseo Zejcoq vi Wifgvgavw
DEV3 - 3.0.858.1 - Green Region

= CALSIRS

SECURE EMPLOYER WEBSITE

Employee Address Maintenance

%ﬂwee Maintenance ax

[ Record displayed. Please make changes and press SAVE. |

Pryce Address Mainte..* )X 4= Displaying page 1 of 1. =p

Employee Address Detail

’ Employee Address \

Address Type: Primary

Get Suggestion Use Selected Address
Care Of - o

- Address Line1 AddresslineZ City State ZIPCode ZIP 4 Code
Address Line 1: | 123 Main Street

Address Line 2: Mo records to display.
City: | sacramento

State: | california v

: United States

Country
\ ZIPCode: | g5g2q )

Start Date: 09/01/2024

Do Not Validate w-
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Step 3:

When the address has been saved successfully, a message will appear at the top of the
screen stating, “All changes successfully saved.” The record will become read-only.

— CALSIRS

SECURE EMPLOYER WEBSITE

Employee Address

Employee Search Employee Maintenance 24... Er

[ [ All changes successfully saved. | ]

Read Only : Address is Void or Read-only.

Employee Address Detail

Employee Address

Address Type: Primary
Care Of :
Address Line 1: 123 Main Street
Address Line 2 :
City: Sacramento
State: California
Country : United States
ZIP Code: 95821
Start Date: 09/01/2024

Do Not Validate :
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