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Person Maintenance 
This job aid provides information on updating a person’s account information with the Remote 
Employer Access Program (REAP) tool on the Secure Employer Website (SEW). REAP allows 
SEW users access to search or update person account information. If you do not have the 
REAP tool or the ability to make updates, please contact your SEW Administrator at the county 
office of education to request access. Access to Query or Query and Update with the REAP 
tool is granted by your SEW Administrator at the county office of education. 

SEW users with the Query and Update access can change persons’ name, birthdate, and/or 
gender. To change other person information such as the social security number (SSN) please 
submit your personal information change request to EmployerHelp (MAS) Queue through the 
Secure Messaging Center. Please provide one form of supporting documentation for the 
change request. For example, a copy of a social security card or legal documents verifying the 
SSN. 

Questions? Contact EmployerHelp@CalSTRS.com or submit a secure message to 
EmployerHelp (MAS) Queue through the Secure Message Center on SEW. Please include 
supporting documentation for review. 
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Search and Review Person Information  
Searching for a Person 
Step 1:  

Log in to SEW, navigate to the left-hand side of the home page and click the quick link for 
REAP. If the REAP option does not display, please contact your county administrator for 
access to the tool.  
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Step 2: 

Access the person’s account by selecting the Search by ID radio button. From REAP you will 
have the option to look up a person’s information using the Tax ID, Client ID, or LAUSD 
Number radio button. Select the option that best addresses your needs and enter the required 
information into the text box field. Then click the Search button.  

The Search by DB Exception radio button has been decommissioned but is still visible in the 
system. The “No F496 Contribution Lines with exceptions, match user supplied criteria” 
message will populate if you try to use this search function.    
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Step 3: 

The REAP Single Person/Account page populates upon clicking the Search button. The 
page will display two sections of information.  

Additionally, there are three separate tabs labeled Person/Account, DB Contribution Lines 
and Service Credit Balance. A fourth tab labeled Update is available if you have the required 
access to update person information. Access is granted from your county administrator.  
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Reviewing Person Information: Person/Account Tab 
The Person/Account tab has four separate sections that display the person’s information, DB 
and CB account information and address.  
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The Person section contains a record of any name changes. It includes previous names and 
the date the record was updated. 

 
The DB Account section contains information about the person’s Defined Benefit (DB) 
account including their account history. The account history tracks the membership status. 
Possible statuses include: 

• Member 
• Nonmember 
• Refund 
• Service Retirement (SR) 
• Disability Retirement (DR) 
• Disability Allowance (DA)  

 
The CB Account section will contain information if the person is a Cash Balance Benefit 
Program (CB) participant. If they are not a CB participant, the fields will be blank.   
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The Person Address section displays the person’s current mailing address. 

 

Reviewing Person Information: DB Contribution Lines Tab 
The DB Contribution Lines tab is comprised of three sections. The three sections allow 
employers to filter the person’s contribution line information, view the lines and review any 
additional information that may be available on the line.  
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Within the Filter section, an employer can select the contribution lines by fiscal year or by the 
person’s report source and report unit. Employers may filter the DB contribution lines with 
either one of the options to "Include lines reported this year for a prior fiscal year” or by “Only 
lines that contain exceptions”. Click the Filter button when all necessary filters have been 
applied.  

 
The DB Contribution Lines section displays the filtered lines based on the options selected. 
There is also a Download Report link to save the information queried.  

 
The Additional Contribution Line Details section displays any additional information for the 
DB contribution line. 

 



 

Page 9 of 19 

Reviewing Person Information: Service Credit Balance Tab 
This last tab displays a record of the person’s service credit balances and any applicable 
refunds or service credit balance adjustments. The fiscal year creditable earnings are 
displayed at the bottom of the tab.  

 
Within the Fiscal Year Service Credit section, the employer can filter the service credit 
balance by fiscal year and can include subsequent year activity. When the desired information 
is selected click the Filter button.   
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Add or Update Person Information 
Adding/Updating Individual Member Information 
Step 1:  

Log in to SEW, navigate to the left-hand side of the homepage and click the link for REAP. If 
the REAP option does not display, please contact your county administrator for access to the 
tool.  
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Step 2: 

Access the person’s account by selecting the Search by ID radio button. Then select the 
method of search: Tax ID, Client ID, or LAUSD Number, enter the identifiable information into 
the text box and click the Search button. 

The Search by DB Exception radio button has been decommissioned but is still visible in the 
system. The “No F496 Contribution Lines with exceptions, match user supplied criteria” 
message will populate if you try to use this search function.    
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Step 3:  

Select the Update tab, navigate to the Transaction field and click on the arrow for a list of 
available transactions.  

Select the appropriate transaction type, enter a date in the effective date field, enter required 
information into any other fields related to the transaction type. For example, the Birth Date 
field for the 51 – Birth Date and/or Gender modification transaction type. You may leave all 
other fields as is or blank.  

If you are signed in as the COE, you may select the report unit for which the person is 
employed or leave it blank. 
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Step 4:  

Click the Submit button at the bottom of the page and review the message at the top of the 
Update tab.      

If the information you are trying to update has already been verified or the account holds any of 
the following statuses, the transaction will not be processed. For assistance, please contact 
EmployerHelp@CalSTRS.com.   

• Refund  
• Service Retirement (SR) 
• Disability Retirement (DR) 
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Step 5: 

Verify the update by clicking on the Person Account tab and reviewing the Person Account 
sections. Notice in the Person section of the Person/Account tab shows the historical change 
to the person’s birth date.  
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Adding or Updating Multiple Member Information 
Within REAP you may complete a mass update for two or more person accounts. Please 
contact your county administrator for permission to query and update in REAP.   

Step 1:  

Log in to SEW, navigate to the left-hand side of the home page and click the link for REAP. If 
the REAP option does not display, please contact your county administrator for access to the 
tool.  

 
Step 2: 

Click the Mass Update link on the REAP page.  
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Step 3: 

The REAP Mass Update allows for 20 Tax IDs. Enter the persons’ Tax IDs into any of the Tax 
ID boxes and click Search.  
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Step 4: 

Notice that the search generated a transaction box for each person queried. For each 
transaction box select the appropriate transaction type, enter a date in the effective date 
field, enter required information into any other fields related to the transaction type. For 
example, the Birth Date field for the 51 – Birth Date and/or Gender modification transaction 
type. You may leave all other fields as is or blank.  

If you are signed in as the COE, you may select the report unit in which the person works for or 
leave it blank. 
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Step 5:  

Click the Submit button at the bottom of the page and review the message at the top of each 
transaction box.      

Please note, if the information you are trying to update has already been verified or the 
account holds any of the following statuses, the transaction will not be processed. 

• Refund  
• Service Retirement (SR) 
• Disability Retirement (DR) 

If you would like to complete additional updates to multiple person accounts, click the New 
Search button and complete Steps 3 to 5 of the Adding or Updating Multiple Member 
Information section of this job aid.  
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Step 6:  

Verify the updates by completing Steps 1, 2, and 5 of Adding/Updating Individual Member 
Information section of this job aid.  
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