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How to Access the Request Tracking System 
   Click on the link below. 

 

https://eservices.calhr.ca.gov/enterprisehrblazorpublic/Public/ProcessTracking/Req

uestSearch 

 

How to Register Your Email 
   Before you can create a public team or view requests, you will first need to register 

with RTS by entering your email address, then click “Send Authorization Code.” 

Note: If an individual email address is used to submit an EPR request, all 

communication will go to that email address. Therefore, it is recommended to use a 

general email if multiple individuals need to be aware of any communication relating 

to a request. If needed, you may follow the “How to Create/Edit a Public Team” 

instructions. 

 

 

   You will receive an email containing a 4-digit code.  

 

https://eservices.calhr.ca.gov/enterprisehrblazorpublic/Public/ProcessTracking/RequestSearch
https://eservices.calhr.ca.gov/enterprisehrblazorpublic/Public/ProcessTracking/RequestSearch
https://eservices.calhr.ca.gov/enterprisehrblazorpublic/Public/ProcessTracking/RequestSearch
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   Enter the 4-digit code on the screen below.  

 

 

   Next, create a 4-digit easy-to-remember PIN. Note: The PIN is only valid for 24 

hours. You will need to repeat this step each time to access EPR requests in RTS if 

time has exceeded 24 hours. Agree to the Terms & Conditions and click “Confirm 

Authorization Code.”   
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How to Create/Edit a Public Team 
   If you need to give access to additional users, you will need to add them individually 

using the “My Teams” feature, located on the left-hand side. Then click on “Add 
Team” on the bottom right.  
 

 
   Complete the fields below. Create a name for your team, then enter the department 

name and select Exempt Position Request for “CalHR Request Type.”  
 

 
 

   Click “Add New Team Member” to add an individual to the Team. Be sure to allow full 
control (this will not allow them to edit but will allow them to communicate about the 
request if needed).  
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   Once you’ve added all team members, click “Save.” A request will be sent (via 

email) to CalHR for approval.  

 

 

   The person who created the Team will receive an email indicating the Team 

members have been approved.  
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How to Submit an EPR Package 

   Click on “New Request” on the left-hand side. Select “Personnel Management 

Division” for the Request Category, and then click “Start Request” for the Exempt 

Position Request. 

 
 

   Before completing the EPR, read the “Instructions for EPR” at the top of the 
page. The EPR consists of three different sections: Appointee, Pay Scale, and 
Approval that must be completed. 
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   “APPOINTEE” Section: 

 

   Department Info 
• Department: Name of department submitting the request.  

NOTE: If your department provides personnel services to another 
department or agency and is submitting a request on their behalf, select 
the name of that department or agency.   

   Appointee Info 
• Request Type: Describes the action being requested. If none of the 

options apply to your request, select “Other” and complete the “Explain” 
field to the right.  

• Name: Name of the current or proposed appointee. 
• Effective Date: Proposed effective date of class change(s) and/or the 

proposed effective date of appointment.  
NOTE: If the appointee already took their Oath of Office, the effective date 
must be the Oath date.   

• Salary: Proposed salary rate for the current or proposed appointee. 
• Level: Salary level of the Exempt class (if applicable). 

   If the appointee is currently a state employee 
• Current Class: Class code and title of appointee’s current classification.   
• Employing Department: State department in which the appointee is 

currently employed. 
• Monthly Salary: Appointee’s current base salary 

 

   Once the “Appointee” section is complete, click Next.  
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   “PAY SCALE” Section: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   Current Pay Scale Information 
• Classification: Select the classification the individual is being appointed to.  
• Exempt Level: Salary level of the classification the individual is being 

appointed to (if applicable).  
 

   Proposed Pay Scale Information 
• Do NOT complete the proposed pay scales information if there are NO 

proposed changes to the class.  
• If there are proposed changes, ONLY complete the field(s) you are 

proposing to change. 
• Click “Yes” or “No” if the request to establish a new class based on 

legislation or a conversion.  
• Additional Notes: Brief summary of the request being submitted.  

 

   Documentation/Attachments 
• Attached required documents such as the justification memorandum (if 

applicable), duty statement(s), and organizational chart(s). 
• You are allowed to attach multiple documents. 

 

   “APPROVAL” Section: 
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   Requesting Department 
• Requester’s Name and Title: Name and title of the person submitting the 

request.  
• Email: Email address of the person submitting the request.  

   Agency (if applicable) 
• Name and Title of Approving Official: Name and title of the person at 

Agency approving the request. 
• Agency Name: Full agency name (no acronyms).  

   When all required and applicable fields are complete, click “Submit Form.” 

   You will receive an automated message via email confirming your request was submitted 

and received by CalHR. Your request is assigned a request number for tracking 

purposes. The message will contain the “Request #,” “Request Type,” and “Submitted 

on” date. You can access your request by clicking on “View Request.”  
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How to Check the Status of a Request 

   Go to “My Requests” on the left-hand side. Once you’ve registered your email, click on a 

request under the “Request #” column to view the request details. 

 

   The request details also display the “Request Status” at the top of the page.  

 

 
How to Send RTS Communication Messages 

   Go to “My Requests” and click on the request you would like to send a communication 

for. Click on “Communication.”  
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   Click “Send New Communication to CalHR.” 

 

   A text box will appear. Type in your message and/or question to CalHR. If needed, you 

can add an attachment.  
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How to Edit a Request after Submission 

   Departments are not allowed to edit an EPR after submission. If edits are needed, you 

must contact CalHR via Communications to request to re-open the EPR. Once re-

opened, you will receive an email message alerting you that the EPR is re-opened for 

editing.  
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How to Submit an Exempt Request/Inquiry 

   Click on “New Request” on the left-hand side. Select “Personnel Management Division” 

for the Request Category, and then click “Start Request” for the Exempt Position 

Request. 

 

   Enter your Email Adress and select the Requesting Department. Note: If your department 

provides personnel services to another department or agency and is submitting a request 

on their behalf, select the name of that department or agency for the Requesting 

Department.  

 

   Select a “Request Type” from the drop-down. Refer to the Request Type Glossary 

Document under the “Instructions.” This glossary describes each request type and 
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documents required for submission, as well links to resources.  

 

   Provide a brief description of the request you are submitting. If submitting an inquiry 

versus a formal request, use this text box to enter your question. Then, select “Yes” or 

“No” if your request or inquiry is highly sensitive or urgent.  

 

   Use the “Justification” box to explain the need of the request and how it is supported. 

This text box takes place of the justification memo; therefore, a justification memo does 

not need to be submitted. Then, attach the required documents for the request type. 

Click “Submit Form.”   
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   You will receive an automated message via email confirming your request was submitted 

and received by CalHR. Your request is assigned a request number for tracking 

purposes. The message will contain the “Request #,” “Request Type,” and “Submitted 

on” date. You can access your request by clicking on “View Request.” 

 

 

   If needed, refer the “How to Check the Status of a Request” and “How to Send RTS 

Communication Messages” instructions. 
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How to Report a System Issue (bug) 
 
   Click on the bug icon in the upper right-hand corner.  

 

 
 

   Enter your email address and provide a brief summary of the issue in the “Comments” 
field. Then click “Submit.”  
 

 
 


