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Secured Employer Website (SEW) Access 
 
All district staff responsible for retirement plans and payroll processing should have access to the 
CalSTRS Secured Employer Website (SEW). All information must be treated with confidentiality and 
accessed only for official business purposes. 
 
Contact the STRS unit to begin the SEW access online registration process. Permissions must first be 
granted by the DFS SEW administrators according to the type of agency requesting access, and then 
CalSTRS will grant final access. 
 
The registration link below will be e-mailed to the district along with the Permission Forms to be 
reviewed and signed by the employee’s supervisor. 
 

https://sew.calstrs.com/CalSTRSSewWebUI/Registration/Pages/Register.aspx 

  

When completing the online registration: 

1. All districts in Riverside County are DB employers. 
2. The report source is 33. 
3. The report unit is required (this is the district number). 
4. Manager’s name:  someone other than the user requesting access. 
5. Click on “Terms and Conditions,” download and complete the: 

a. Access Request forms:   
i. You only need a Primary SEW Username. 

ii. Username is for DB only. 
b. Confidentiality Agreement. 

6. Fax the forms to District Fiscal Services at (951) 826-6961, Attn:  STRS unit. 
a. Include the SEW Permissions Form signed by the employee’s supervisor. 

7. Allow three to seven business days for your forms to be processed. Once your forms have been 
processed, you will receive an e-mail from CalSTRS notifying you that you have been authorized 
and your username has been activated for SEW access. 

Choosing a Password: 

 Must consist of alphanumeric characters and include at least one number, 
one upper case letter, and one lower case letter. 

 Minimum eight characters – no spaces. 

 No special character needed. 

 May not be used again for 12 months. 

 May not be the same as the user ID. 
 Password expires every 90 days. 

 Locked-out after four incorrect attempts. 

 Call or e-mail your SEW Administrator to reset password. 
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SEW Access Reminders 

 Do not share usernames and passwords with other users. 

 If you forget your password or are locked out of SEW please contact the SEW Administrators in 
DFS. 

o CalSTRS will send you a temporary password via e-mail after the SEW Administrator has 
re-set your password. 

o You will have to create a new password. 

 Complete and submit the Confidentiality Agreement form to CALSTRS every year.  
o Access will be deactivated if the Confidentiality Agreement form is not submitted to 

CalSTRS. 
o Please note that the form is updated every year. Please be sure to use the most current 

form. 
 

Note:  When requesting access to SEW, the Confidentiality Agreement and Secured Employer Website 

Access Request forms must be faxed to the STRS unit in DFS. The annual update of the Confidentiality 

Agreement form can be directly submitted to CalSTRS. 

 

SEW Administrators 

Carolyn Yoakum:   cyoakum@rcoe.us 951-826-6538 
Julie Portillo: jportillo@rcoe.us 951-826-6538 
Tracey Corso: tcorso@rcoe.us 951-826-6538 
Ana M. Lambert:   alambert@rcoe.us 951-826-6538 
DFS Fax Number:  951-826-6961 

  

mailto:crhodes@rcoe.us
mailto:jportillo@rcoe.us
mailto:tcorso@rcoe.us
mailto:alambert@rcoe.us
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K-12 and Charters Using Galaxy  

Permissions will be granted according to the type of agency requesting access.  
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Community Colleges 

Permissions will be granted according to the type of agency requesting access.  
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Independent Districts and Charters 

Permissions will be granted according to the type of agency requesting access.  
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DFS STRS Unit Staff 

Permissions will be granted according to the type of agency requesting access.  
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To Grant Access to Galaxy Users: 

Once the SEW Access Request, the Confidentiality Agreement and SEW Permissions forms have been 
received by the DFS STRS unit, the SEW Administrator will complete the following: 

 Check Galaxy to verify the employee is active at the district. 

 Check Galaxy to verify the manager is active at the district and works in the same department as 
the user requesting access. 

 Verify the Report Unit (district number) has been correctly identified by the employee. 
o  This is a required field for all users except DFS Retirement Unit staff. 

 Grant REAP access as specified on the SEW Permissions form signed by the employee’s 
supervisor. 

 Note: If a district number is not identified or forms are invalid/incomplete, the employee must 
complete a new registration form. CalSTRS does not allow updates to registration forms already 
submitted for approval. 

o If the SEW Administrator rejects registration, the employee and manager will receive an 
automatic e-mail from CalSTRS notifying them that the employee’s request for access 
was denied. 

o The SEW Administrator will follow up with an e-mail to the employee and manager 
notifying them of the reason for the denial. 

To Grant Access to Independent Districts and Charters 

Once the SEW Access Request and Confidentiality Agreement form has been received, the SEW 
Administrator will grant access as specified in the SEW Permission form received from the authorizing 
employer. 
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SEW Access https://sew.calstrs.com 
 

Home Page The SEW Home Page has the following major sections: 

• Welcome and Announcements 

• SEW tools (left side of home page) 

• Informational links (right side of home page) 

 

 
 

Welcome The Welcome and Announcement sections contain information on: 

 Latest news about CalSTRS 

 New Employer Directives and Employer Circulars 

 Employer Reporting Information 

 

 
 
 

 Source:  CalSTRS Employer Reporting Handbook FY13-14 
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SEW Tools Features 

Employer Tools located on the left side of the home page are available to Districts (or 
Report units) based on permissions set by your SEW Employer Administrator. These 
tools include: 

 Managing Files:  Upload files to SEW, Transmit to STRS 

 Manage Reports:  View Reports and Generate Reports 

 REAP:  Membership history, DB and CB Contribution lines, 

 Service Credit Balance:  Check members service credit balance 

 Update Member accounts:  Name change, status change 

 Employer Notification:  Members status change 

 Manage Deposits:  Accounting tools 

 Secure Message Center:  Communicate secured information 

 Reference Items:  FAQ’s, Directive and Circulars 

 My Links:  Quick links to resources and web pages 

 Contribution Account Portal 

 Forms & Publications 

NOTE:  Maintain Users and Authorize Users tools are for Administrators only 

The right side of the page are the quick links to: 

 Web Site Information- your resource to Employer Administrator List, File 
Enforcement, and Release Notes 

 Quick Reference Items - User Manual and Training, Frequently Asked Questions, File 
Specifications, File Submission and Remittance Schedules 

 Application Downloads 
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Reference Items 

Reference Items link allows users to: 

 Search for stored documents or forms 

 Search from a central database/location 

 Use a variety of search criteria 

 Add reference items to My Links 

 

 Search Text:  Enter the item name; searches for character matches in the Name and 
the Description 

Example:  REAP User Manual 

 Category:  Check the category box or boxes 

Example:  User Manuals and Training 
 SEW Functions:  Choose a function from the drop-down menu 

Example:  REAP 

  

Source:  CalSTRS Employer Reporting Handbook FY13-14 
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REAP & Employer Notification 

 
 

 

Source:  CalSTRS Employer Reporting Handbook FY13-14 
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REAP Query 

 

 
 

Source:  CalSTRS Employer Reporting Handbook FY13-14 
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 Single Person Account/Account Tab 

 

 

Source:  CalSTRS Employer Reporting Handbook FY13-14  
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DB Contribution Tab 

 

 

Source:  CalSTRS Employer Reporting Handbook FY13-14 
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Service Credit Balance Tab 

 

 

Source:  CalSTRS Employer Reporting Handbook FY13-14 
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REAP Single Person/Account Update Tab 

 

 

Source:  CalSTRS Employer Reporting Handbook FY13-14 
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REAP Mass Update/Query 

 

 
 

Source:  CalSTRS Employer Reporting Handbook FY13-14 
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Employer Notification 

 

 

Source:  CalSTRS Employer Reporting Handbook FY13-14 
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Employer Notification 

 

 

Source:  CalSTRS Employer Reporting Handbook FY13-14 
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Employer Notification 

 

 
 

Source:  CalSTRS Employer Reporting Handbook FY13-14 
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Contribution Account Portal 

 

 
 

All SEW users have access to the Contribution Account Portal. 

In the Contribution Account Portal, users will have access to detailed information, data, and reports 

regarding: 

 Penalties and Interest invoices and district charges. 

 GASB 68 reports. 

 Excess contribution reports. 
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Reference Items 

 

You can find very useful tools in the reference section of SEW such as training videos, Frequently Asked 

Questions, and many more helpful resources. 
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