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457 Plan Contacts

Voya Account
Managers

Meet the CalPERS Supplemental Income Plan Representatives! Reps are

organized by region, call or email your representative today!

Voya Plan Rep Team Toll Free Line

888-713-8244

Heather Rogers

Regional Director

888# option 7

heather.rogers@voya.com

Rich Berg

Northern

888# option 5

richard.berg@voya.com

Selam Berayes

Northern Coastal

888# option 6

selam.berayes@voya,.com

Dauna Bohlken

Los Angeles/Inland

888# option 3

dauna.bohlken@voya.com

Winnie Currie Southern 888# option 1 winnie.currie@voya.com
Debbie Orlauski Central 888# option 4 | deborah.orlauski@voya.com
Tamika Workmon Bay Area 888# option 2 tamika.workmon@voya.com

Go to: www.calpers457.checkappointments.com for online scheduling of Telephone

Appointments or on-site appointments with your CalPERS 457 Account Managers
or contact the Voya team at 1-888-713-8244 for assistance.

MyCalPERS
Payroll
Support

Voya Sponsor
Web Team

CalPERS Supplemental Income Plans Staff are available to assist
with matters pertaining to payroll processing through the
MyCalPERS system Monday — Friday, 8 a.m. — 5 p.m. Pacific Time.

Contact the SIP team by email at
calpers_supplemental_income_457 _plan@calpers.ca.gov or call
toll free at 1-800-696-3907

Voya's administrative team is available to assist with matters
pertaining to Employer reporting through the SponsorWeb system.

To contact the Voya Administrative team by email at

CalPERS_Plan_Admin@voya.com

For assistance please call (800) 696-3907
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Logging In to MyCalPERS

Logging Into  CalPERS 457 Plan participating agencies must submit payroll
my|CalPERS  through the MyCalPERS system. To log in to MyCalPERS complete
Step-By-Step  the steps below.
Step Action

1 Open a new Internet browser window and enter the following
web address: http://www.calpers.ca.gov/
2 On the CalPERS Home Page select the MyCalPERS Log In
button.
3 On the Pre-Log In page select the Business Partner radio
button, then select Continue.
4 On the Business Partner Log In page enter your username
5
6

and select Continue.
Enter your Password and select Log In

To accept Conditions of Use of Employee Data for Employers
select the Accept button.

Note: The first time you log in to MyCalPERS, you will be prompted
to select and answer a series of security identification questions.

Periodically, your password must be reset. You may reset your
password through the Reset Password link on the Common Tasks
left navigation menu.

If you do not have a MyCalPERS username or password, contact
the CalPERS Employer Assistance line at 888-225-7377.

For assistance please call (800) 696-3907 5
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Required Security Access

Overview In order to process 457 Plan payroll, business partners are required to
be granted security access to the MyCalPERS system. This document
outlines the required security access to perform SIP related functions.

Key Points At least one Security Access Administrator (SAA) needs to be
established for each business partner for access to MyCalPERS.

If any of the following situations apply to the agency, the employer
should contact the CalPERS employer line at 888-225-7377:
e Does not have an SAA
e Has an SAA, but does not have access to MyCalPERS
e Has required security role access, but are unable to view
Agreements, Payroll Reporting or Payment pages.
Required
Access
Task Required Access
Create SIP-457 payroll reports e Business Partner Supplemental
Income Plan
e Business Partner Payroll
Access SIP-457 receivable and e Business Partner Supplemental
payment information Income Plan
e Business Partner AR/Billing
Access Remittance Advice Form e Business Partner Supplemental
and other Cognos reports Income Plan
¢ Business Partner AR/Billing
e Business Partner Payroll

Note: Any role ending in RO is “Read Only”. Read Only designation will make
affected pages accessible but the user will not be able to modify those pages. An
RO designation overrides a non-RO designation.

Employers who are not contracted for any CalPERS programs other
than the CalPERS 457 Plan are required to grant the “Business Partner
Appointment Management - Non-Pers and CalSTRS” to edit member
demographic information.

Continued on next page

For assistance please call (800) 696-3907 6
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Required Security Access, Continued

, continued 457 Only Employers

@ Assign Roles

Authorized Personal Loan Representative

Business Partner AR/Billing

Business Partner AR/Billing RO

Business Partner Appointment Management - Non-Pers and CalSTRS
Business Partner Direct Authorization
Business Partner Direct Authorization Agreements
Business Partner Employer Inquiry

Business Partner Employer Maintenance
Business Partner Health Contracts

Business Partner Health Enrollment
Business Partner Health Enrollment RO
Business Partner IME/JA

Business Partner Limited

Business Partner PA Billing

Business Partner Payroll

Business Partner Payroll RO

Business Partner Reciprocal

Business Partner Retirement Contracts
Business Partner Retirement Enrollment
Business Partner Retirement Enrollment RO
Business Partner SCP Certification

Business Partner Supplemental Income Plan
Carrier

GASB Contact

Do0U@UoUuouUo@UuuuioDonoo@ueUP O

System Access Administrator
Select All

Create a 457 Plan Payroll Schedule

For assistance please call (800) 696-3907 7
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Overview

Create a 457
Plan Payroll
Schedule
Step-By-Step

To begin CalPERS 457 Plan payroll reporting in MyCalPERS a 457
Plan payroll schedule must be created. You can create a request
for a new 457 Plan payroll schedule in MyCalPERS which must be
approved by CalPERS Supplemental Income Plans staff.

To create a 457 Plan payroll schedule, follow the steps below.

Step

Action

1

From the Business Partner Summary page select the
Reporting global navigation tab.

2

On the Manage Reports page, select the Payroll
Schedules local navigation link.

3

On the Payroll Schedules Page in the Payroll Schedule
Options section, select the Add New Payroll Schedule
Method radio button, then select Continue.

In the Payroll Schedule Options section, select the
Continue button.

On the Maintain Payroll Schedule page enter required
information:
¢ Program: SIP — 457 Plan
¢ Payroll Schedule Type: (Monthly, Semi-Monthly, Bi-
Weekly or Quadri-Weekly)
e Schedule Name: 457 Plan (Schedule Type) Payroll
e Begin Date: Select the first day of the NEXT earned
period using the calendar widget.
e Reason: To create 457 Plan payroll schedule
Note: The begin date should correspond to the
earned period not the pay date.

Select the Save button.

~N | O

Contact the CalPERS 457 Employer Line to request
approval for the newly created 457 Plan payroll
schedule at 800-696-3907

Update Participant Information (457 Only Employers)

For assistance please call (800) 696-3907
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Overview

Update
Participant
Information
(457 Only
Employers)
Step-By-Step

Employers who have CalPERS Pension or Health services must
update participant information through the CalPERS Employer
Customer Contact Center.

Employers that have the 457 Plan but no other CalPERS services
can update participant information including:
¢ Personal Information
—Name
— Social Security Number
— Date of Birth
¢ Contact Information
— Email
—Phone Number
—Address

In addition to security access roles required to process 457 Plan

payroll, a 457 Only employer will need the following security roles to

enable them to update SIP member Name, Date of Birth or SSN:

¢ Business Partner Appointment Management - Non-PERS and
CalSTRS

Note: Once an Employee separates from employment, they will
update their information directly through my|CalPERS or Voya.

The following actions update participant information for 457 Plan
Only employers.
Step Action
1 From the My Home page, select either the Person

Search left-side navigation link or the Person
Information global navigation tab.
2 Enter the employee’s social security number into the
SSN / Federal or Individual Tax ID field in the Person
Search section and then select the Search button.
3 From the Summary panel the employer can update the
participant’s information.

If ... Then ...

The Employer would like | Continue to step 4.

to update the member’s

Name, DOB or SSN

Continued on next page

Update Participant Information (457 Only Employers), Continued

For assistance please call (800) 696-3907 9
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Update
Participant
Information
(457 Only
Employers)
Step-By-Step,
continued

Step Action
If ... Then ...
The Employer would like | Continue to step 6.
to update the member’s
email, or phone number
The Employer would like | Continue to step 7.
to update the member’s
email, address or phone
number

4 To update the member’'s Name, DOB or SSN select the
Update Person Information link (upper right hand corner
of Summary Panel).

5 On the Maintain Personal Information Details Panel,
update the participant information and select Save. The
participant profile should reflect saved changes.

6 To update the member’s phone and email select the

Update link corresponding to the Primary Phone
Number, update the participant information and select
Save. The participant profile should reflect saved
changes.

MyCalPERS Browser Configuration

For assistance please call (800) 696-3907

10
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Overview

Add
MyCalPERS
as a Trusted
Site
Step-By-Step

MyCalPERS generates reports using the Cognos application, which
is embedded in the system. Payroll reporting for the CalPERS 457
Plan requires several Cognos reports including:

¢ SIP Remittance Advice
¢ Payroll Summary Report
¢ SIP Contribution Detail Report

MyCalPERS functions best with Internet Explorer v8.0 (IE8) and is
compatible with Firefox v3.6. You may experience system issues or
unexpected results when using a different browser or version of
internet Explorer. If your organization upgrades your internet
browser, you may have to reconfigure your workstation by updating
your browser’s security settings.

IE8 has an XSS filter security feature, which incorrectly prevents
Cognos reports from being launched. This guide describes two
changes to IE8's security settings to avoid this issue: Adding
CalPERS as a trusted site and disabling the XSS Filter.

The following procedure describes how to add CalPERS as a
trusted site in your browser.

Step Action

1 Log in to MyCalPERS

2 Locate the Internet Explorer Menu Bar. The menu bar
will be located right below the Address bar, where the
web page address is located.

https://internal.calpers.ca.gov/web/int/home/myHome.html|?psr.param29=

my|CalPERS - Home
File Edit View Favorites Tools Help

Pressing the Alt key will temporarily show this menu.
Select Tools

Continued on next page

For assistance please call (800) 696-3907
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MyCalPERS Browser Configuration, Continued

Step-By-

StepStep-By- Step Action

Stel?, 3 On the Tools drop down select Internet Options.
continued 4 In Internet Options Select the Security Tab then select

the Sites Button.

[ Genelil Security Iinvacy | Content | connections | Programs | Advanced |

Select a zone to view or change security settings.

rusted sites
ites
o
This zone contains websites that you
trust not to damage your computer or

your files.
You have websites in this zone.

Security level for this zone

Custom
Custom settings.
- To change the settings, dick Custom level.
- To use the recommended settings, dick Default level.

Enable Protected Mode (requires restarting Internet Explorer)
[ customlevel... | [ Defeultlevel |

[ Resetallzones to defaultlevel |

[ oK ] [ cancel ][- Apply |

5 In the Trusted Sites dialog, the site you are currently
browsing (MyCalPERS) will show in the 'Add this
website to the zone' field (do not change this - the URL
may look different to the value shown below). Press the
Add button:

You can add and remove websites from this zone. All websites in
this zone will use the zone's security settings.

Add this website to the zone:
l https://www-moext-mycalpers.calpers.ca.gov I Add

Websites:
http:/fworkbench [ Remove |

[T1Require server verification (https:) for all sites in this zone

6 Select Close

Continued on next page

For assistance please call (800) 696-3907 12
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MyCalPERS Browser Configuration, Continued

Turn Off XSS  The following procedure describes how to disable the XSS Filter in

Filter our browser.
Step-By-Step Step Action

1 On Internet Options press the Custom Level button.

| General | security |privacy [ Content | c | Programs | |
Select a zone to view or chi e «
@ & |/ |0
Internet  Local intranet [Trusted sites Re:l:s&d

bl
This zone contains websites that you
trust not to damage your computer or
your files.
You have websites in this zone.
Security level for this zone
Custom
Custom settings.

- To change the settings, dick Custom level.
- To use the recommended settings, click Defauilt level.

[TEnable Protected At i Explorer)
[ customlevel... | | Defauitlevel |

[ Resetal zones to defauitievel |

(= [ roly |
2 In Security Settings dialog scroll down to find the Enable
XSS filter' setting.

@) _Aitamatic Innan anh: in Tntranet sana.
< m »

*Takes effect after you restart Internet Explorer

Reset custom settings
Resetto: | Medum (default) v] | Reset. |

Coc J[ conn ]

3 Change the setting for Enable XSS filter from Enable to
Disable then press OK.

Continued on next page
For assistance please call (800) 696-3907 13
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MyCalPERS Browser Configuration, Continued

Step-By-

StepStep-By- Step Action

Step, 4 When prompted to change settings for this zone select
continued

Yes.
5 Close ALL open IE8 windows. Reopen IE8 and log back
in to MyCalPERS.

For assistance please call (800) 696-3907 14
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Manually Create a 457 Plan Payroll Report

Query an Before creating a CalPERS 457 Plan Payroll Report, you will need
Existing the CalPERS ID for each of the participants to be included in the
Employee report. If you do not have a participant’s CalPERS ID, the

Step-By-Step  \1yCalPERS query feature allows you to search for a person by
Social Security number (SSN).
Step Action
1 From the MyCalPERS My Home page, select Person
Search in the left-side navigation menu.
2 On the Person Search page enter the employee Social
Security Number and then select the Search button.

Manually The following steps detail how to create a 457 Plan payroll report in
Create a457  MyCalPERS.

Plan Payroll Step Action

Report 1 Select the Reporting global navigation tab.

Step-By-Step 2 | On the Manage Reports page in the Create or Edit

Report section select Manually Enter Payroll Records
from the Method dropdown and then select the
Continue.

3 On the Create Report page, select SIP-457 Plan from
the Program dropdown.

4 Select the Report Type, Payroll Schedule and Earned
Period.

Note: The Report Type radio button must be selected.
5 Select Save & Continue

Add a Plan The following steps detail how to add a participant record to a 457
Participant Plan payroll report in MyCalPERS.

Record Step Action

Step-By-Step 1 Enter the CalPERS ID into the Search a Record in the
Report section.

2 Select the Add New button in the Records Present in the
Report section.

3 Select the Display button in the lower right corner of the
Maintain Payroll Record Details section.

Continued on next page

For assistance please call (800) 696-3907 15
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Manually Create a 457 Plan Payroll Report, Continued

Step-By-

StepStep-By- Step Action

SteP’ 4 Enter the employee contribution amount in the following
continued fields according to their contribution type:

e Tax-Deferred Participant Paid Contributions
e Tax Deferred Employer Paid Participant Contribution
o SIP After Tax Loan Payment

5 Select the Save & Exit button.
Note: In the event you receive an Error or Exception message, you
will not be able to leave the page using the Save & Exit button.
Instead, select the Reporting global navigation tab and re-enter the
report by following the “Edit a Payroll Report” procedure.

If you have questions regarding any Error or Exception message
contact the CalPERS 457 Plan Operations team at
(800) 696-3907.

Review and Before processing a 457 Plan Payroll report in MyCalPERS, the
Process the  system allows you to review the records within the report for
457 Plan accuracy. The Payroll Summary report displays the total of the
Payroll Report ¢ tire report while SIP Contribution Detail Report displays the
Step-By-Step . ntributions of each participant in the Payroll Report.

The following steps detail how review the 457 Plan payroll report
prior to posting in MyCalPERS.
Step Action

1 Select the Generate Report Summary button to launch
the Payroll Summary Report.

Note: If you receive an error message refer to
MyCalPERS Browser Configuration.

2 In the Financial Summary section select the Earned
Period / Payroll Adjustment Date hyperlink to launch the
SIP Contribution Detail Report.

3 Review the SIP Contribution Detail Report to verify that
all participant records are correct.

Note: To print Cognos reports select Control-P

4 Once you have verified the accuracy of all records in the
report and the sum total of the report matches your
internal records select Process Report.

For assistance please call (800) 696-3907 16



CalPERS 457 Plan Employer Guide

Employer Guide Contents

Copy Forward an Existing Payroll Report

Overview The MyCalPERS system allows the payroll specialist for your
agency to submit a CalPERS 457 Plan report for the current earned
period by copying an existing prior posted payroll report.

Copy Forward Follow the steps in the table below to copy forward a prior posted

an Existing ayroll report in MyCalPERS.
Payroll Report Step Action
Step-By-Step 1 Select the Reporting global navigation tab.
2 In the Create or Edit Report section select Copy Prior

Posted Payroll Report from the Method dropdown and
then select the Continue button.
3 Select SIP-457 Plan from the Program dropdown.

Note: Allow time for the Report Type, Payroll Schedule
and Earned Period dropdowns to populate
automatically. Ensure the desired Report Type, Payroll
Schedule and Earned Period are selected.

Note: The Earned Period dropdown populates with the
scheduled report that is currently due to CalPERS.

4 Select the desired Earned Period to copy from the Prior
Posted Payroll Report dropdown.
5 Select the Save & Continue button.

Note: On the Report Details page, you may choose to
Add/Delete/Modify a plan participant record due to any
participant contribution changes.

6 Select the Generate Report Summary button to
generate a Payroll Report Summary.
7 From within the Payroll Report Summary, select the

Earned Period/Payroll Adjustment Date Link to
generate the SIP Contribution Detail Report.

Note: Use the SIP Contribution Detail Report to
reconcile the MyCalPERS report with your agency
internal reporting. You may choose to
Add/Delete/Modify a plan participant record due to
any discrepancies between the MyCalPERS report
and your internal records.

8 Select the Process Report button.

9 Once the report is posted,
If ... Then ...
Your agency pays by Go to: “Make an EFT
electronic payment Payment”

Your agency pays by check | Go to: “Generate SIP
Remittance Advice”

For assistance please call (800) 696-3907 17
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Establish a Payment Account in MyCalPERS

Overview

Establish a
Payment
Account in
my|CalPERS
Step-By-Step

An Employer must set up at least one payment account to make
Electronic Funds Transfer (EFT) payments in MyCalPERS.

Before you can create a payment account you will need the
following information:

¢ Account Holder Name(s)

e Bank Account Number

¢ Nine Digit Routing Number

e CalPERS ACH ID number: 1946207465

To establish a Payment account in MyCalPERS follow the steps

below:
Step Action

1 From the MyCalPERS My Home page select the Profile
global navigation tab.

2 Select the Receivables local navigation link.

3 Select the Payment Accounts link in the Left Side Navigation
area.

4 Select the Add New button in the Banking Accounts section.

5 Enter the following in the Add New Banking Account section:
e Account Holder Name(s)
e Bank Account Number
e Re-enter Bank Account Number
¢ Nine Digit Routing Number
e Payment Account Nickname
Note: Employers are encouraged to make the Payment
Account Nickname reflect the purpose of the payment
account and/or the banking institution.

6 Select the Save & Continue.
The system will validate the routing number as a known
financial institution.
Important! More than one financial institution may be found
for a routing number. Select the appropriate financial
institution in the Confirm Financial Institution Name section by
selecting the Confirm button.

7 Provide your financial institution with the CalPERS ACH ID
Number 1946207465.

For assistance please call (800) 696-3907
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Make an EFT Payment

Overview CalPERS 457 Plan payments are due as soon as the funds are
deferred from a member’s paycheck. Since the pay date(s) of each
employer may be unique, it is the responsibility of the employer to
ensure member contributions are reported and paid timely.

Make an EFT  Follow the steps below to make an EFT payment in MyCalPERS.
Payment Step Action

Step-By-Step 1 From the MyCalPERS My Home page select the Profile
global navigation tab and Receivables local navigation link.
2 On the Receivables Page, identify the Receivable ID
associated with the 457 Plan report and select the
corresponding checkbox for that Receivable ID.

Note: SIP-IRC 457 Contributions should be listed as the
Receivable Description.

3 Select the Make a Payment button at the lower left side of the
page. Summary section displays providing the receivable 1D,
description, issue date, amount and due date.

4 Select the Make a Payment button at the lower left side of the
page. The Summary, Payment Information, Payment Method
and Payment Account sections display.

5 Select the Payment Amount Due radio button in the Payment
Information section.

Note: CalPERS 457 Plan Payment Amount Due is pre-
populated and cannot be changed.

6 Select EFT — Debit from the Payment Method dropdown in
the Payment Method section.

7 Select the appropriate Payment Account in the Payment
Account section and Select Save & Continue.
8 In the CalPERS Terms and Conditions for Electronic

Payments and Automatic Payment section, select the
checkbox for the statement: “| have read and understand
CalPERS On-Line Terms and Conditions”

9 In the e-Signature section, select the checkbox for the
statement: “| have read and agree to the Electronic Signature
Agreement above”

10 Select the Save & Continue button.

Important! Do not set up automatic payments for CalPERS
457 Plan receivables. Participant contribution amounts may
change.

For assistance please call (800) 696-3907 19
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Loan Payment Reporting

Overview

Loan Payment
Reporting
Step-By-Step

Once an agency has adopted the loan provision, any participant
may take a loan from their CalPERS 457 Plan account. Employees
should contact their agency or the Plan Information Line 1-800-260-
0659 to learn if the agency has adopted the Loan Provision.

The Loan Feedback Reports will provide the information necessary
to set up the loan repayments on your payroll system.

Within a few days of a member taking a loan, you will receive two
emails from our Plan Administrator regarding Sponsor Web:
1) One email contains your Sponsor Web user registration URL.
2) The other contains your user personal identification number
(PIN). Please register on Sponsor Web immediately upon
receipt of these emails.

Once registered you should use Sponsor Web - Data Transfer to
determine if any new loans are issued or loans paid off for the
previous week. No report will be generated if either one of these did
not occur.

You should receive an automated email notification each time a
report is generated for your agency as a reminder to log into
Sponsor Web.

This procedure begins on the View Payroll Records page. This
page is displayed after a 457 Plan payroll report has been created
but has not yet been processed.

Note: For instruction on how to create a 457 Plan payroll report,
see “Copy Forward an Existing Payroll Report” or “Manually Create
a 457 Plan Payroll Report” procedures.

To enter a loan payment in MyCalPERS, follow the steps below:
Step Action

1 In the Records Present in the Report section, select the
SS link.
2 Enter the contribution amount in the SIP After Tax Loan
Payment Field.
3 Select the Save & Exit button.

For assistance please call (800) 696-3907 20
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Generate SIP Remittance Advice

Overview

Generate SIP
Remittance
Advice Step-
By-Step

An SIP Remittance Advice Report must be submitted with all 457
Plan payments by check.

Note:

¢ Checks should be made payable to: CalPERS 457 Plan.

¢ Write in the check amount and check number on the SIP
Remittance Advice Report.

¢ Mail the check and the SIP Remittance Advice Report to:

CalPERS Supplemental Income Plans
PO BOX 942713
Sacramento CA 94229-2713

Step

Action

Select the Reporting global navigation tab.

2 Select the Billing and Payment Summary local
navigation link.

3 On the Supplemental Income Plan panel, select the
Remittance Advice for Manual Check link.

4 The system will display the SIP Remittance Advice
Report.

5 Right click the report and select Print to print the report.

For assistance please call (800) 696-3907

21



CalPERS 457 Plan Employer Guide

Employer Guide Contents

457 Plan Adjustment Reports

Overview Once a CalPERS 457 Plan payroll has been posted any changes to
the report will require an adjustment report for the pay period.
These steps describe how to create a negative or a positive
adjustment report. A negative adjustment report is required for a
refund of contributions. A positive adjustment report is created
when additional contributions need to be reported and paid.
Important! Negative and positive adjustments cannot be submitted
on the same report.

Create a457  To create a 457 Plan adjustment report follow the steps below.

Plan Step Action
Adjustment 1 From the MyCalPERS My Home page select the Reporting
Report global navigation tab.
Step-By-Step 2 Select the Adjustment Reports link in the Menu dropdown
from the Left Navigation.
3 In the Create New Adjustment Report section, select

Manually Enter Adjustment Records from the Method
dropdown and then select the Continue button.

4 On the Create Report Panel, Program: SIP-457 Plan, Select
the Supplemental Income Plan — Adjustments radio button.
Select the Payroll Schedule that corresponds to the original
report to be adjusted. Select the Save & Continue button.
Note: Entering a Report Name is an optional field.

Enter the participant CalPERS ID select Add New.

Enter the Begin Date and the End Date of the desired earned
period and select the Display link.

[e23Fé)!

Note: Payroll Record Memo is an optional field.

7 Enter the dollar amount of the adjustment in the field
corresponding to the contribution type:

Tax Deferred Member Paid Contributions

Tax Deferred Employer Paid Member Contributions

SIP After Tax Loan Payment

Select the Save & Exit button.

Repeat Steps 5-8 for any additional adjustments.

Select the Generate Report Summary button to review the
Payroll Summary Report. Within the Payroll Summary Report
select the earned period link to review the Contribution Detail
Report. Verify the accuracy of the adjustment report.

11 To change a record in the adjustment report, select the SSN
link of the record to be corrected.

12 Select Process Report.

-
o(om

For assistance please call (800) 696-3907 22
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Adding a 457 Plan Provision

Overview

Adding a 457
Plan
Provision
Step-By-Step

Any Agency which has joined the CalPERS 457 Plan may add a
Loan provision or Self-Managed Account provision for the benefit of
their employees. You may contact the Plan Information Line 1-800-
260-0659 for additional guidance on the Loan and SMA Provision.

To initiate a request to add a CalPERS 457 Plan provision follow
the steps below
Step Action

1 Go to your MyCalPERS profile page

2 Click on Agreement tab

3 Select the action — Available Actions Modify Agreement
\ - then select Submit

Select Event date: select Add Provision

4

5 For effective date: select the present date

6 Continue until the screen indicates that you have
successfully completed the task. By doing this, the
system will allow SIP Staff to approve the request and
move forward with the activation. The loan provision will

not be active until you receive a confirmation from SIP.

For assistance please call (800) 696-3907 23
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