901- Fixed Charges CalPERS Manual

STRS Fixed Charges

Retirement records are generated from the payroll entries made by each district; adjustments may be
necessary to correctly report retirement earnings to CalSTRS. Some adjustments may trigger changes in
the total earnings and contributions reported to the CalSTRS system; these monetary corrections are
recorded in the control sheets that are used to create the monthly STRS fixed charges. Fixed charges
include the following:

e Refunds for contributions taken:
o On earnings considered non-creditable to CalSTRS.
o For employees who are not STRS members.
o Atthe incorrect contribution rate (2% at 60 vs. 2% at 62).
e Refunds due to transfer of earnings between the PERS/STRS system.
e Charges for contributions owed for:
o Employees who are STRS members, but processed through payroll as non-members.
o Contributions taken at the incorrect rate (2% at 60 vs. 2% at 62).
e Charges for funds owed due to transfer of earnings between the PERS/STRS system.
e Salary abatements- this column is for information purposes only. This signifies that an
adjustment has been made to an employee’s retirement earnings due to an overpayment of
earnings.

After adjustments are made and the report has been submitted, the DFS STRS Unit will prepare the fixed
charge financial transactions and e-mail it to the affected districts. A fixed charge district contact
distribution list is used for notifications. To view, add, or remove contacts from the list, please contact
the DFS Retirement Unit.

Fixed charges are only distributed after financial transfers have been processed by the DFS Accounting
Unit. An e-mail will be sent to the district notifying each affected district of the payroll cycle affected and
the multi-district (MD) transfer number.

Two spreadsheets are attached to each e-mail:

e Summary of fixed charges countywide.
o This only lists the amount that districts are being charged or refunded and does not
contain detailed information.
o The file will include tabs for each district’s financial transaction form.
= Although all districts are listed, only those with amounts on the summary sheet
will have completed financial transaction forms.
e Control sheet specific to the district.
o This sheet details the employee name, number, and amount being charged or refunded.
o The explanation column details why the fixed charge was generated.
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o Adjustments listed on the fixed charges may require further action by the district. Following
is an example of the standard e-mail message that will be sent to the districts each time
PERS/STRS fixed charges are transacted.

Email Sample for Fixed Charges

Fart of the auditing process of the retirement records include making adjustments to ensure correct reporting to
the CalPERS and CalSTRS Systems. This may include adjustments that result im the collection or refund of employee
and employer contributions. These adjustments are documented and submitted to your district at the end of the
auditing process in what we normally call Fixed Chargers and District Control Sheets.

Attached are the Fixed Charges and your District’s Control Sheet for the following Retirement Reporti{s):
Retirement Plan: CalPERS b4 Cal5TRS

Report Number: _10R18 MDs: _ 550 MD Date: 5/24/2018

On the Fixed Charges spreadsheet, please locate your district’s tab to view the summary of charges for your
district. Your district's Control Sheet explains in detail the charges and refunds that were processed.

Employes Refunds

Employee refunds will be transacted via the negative voluntary deductions for active employees at your district.
Refunds due to employees in termed status will be refunded to the district. Please remember to issue commercial
warrants to your former employees and to code the warrants as a tax type 9 claims.

Charges for Employee Contributions

Districts are charged for employee contributions when earnings eligible for retirement had been paid without
contributions being taken from the employee. In some cases, districts may collect these funds from their
employees; in other instances, the employer is responsible for the employee contrioutions due and may not pass
the charge to the employee. If you need assistance determining which contributions can be collected from the
employee, please contact our office.

Collecting Employee Contributions via the Payroll Process

STRA: Districts may utilize voluntary deduction Code SB16, “District Repay-EE STRS Arrears,” to collect STRS
contributions from employees via payroll. The voluntary deduction is pre-taxed and the W2 earnings are
automatically adjusted.

PERS: Districts may utilize voluntary deduction Code 9815, “District Repay-PERS," to collect PERS contributions
from employees via payroll. The voluntary deduction is pre-taxed and the W2 earnings are automatically adjusted.

Collecting Employee Contributions in Cash- Tax |ssues

Repayments submitted to the district in cash or check by current calendar year employees, should be included on
the W2 worksheets that are submitted to payroll on a quarterly basis. Please document these adjustments on the
spreadsheet labeled “Other.”

Repayments submitted to the district in cash or check by former emgloyees during any calendar year do not
reguire W2 adjustments. Federal and State wages cannot be adjusted for employees in terminated status.

Questions may be addressed as follows:

For PERS related fixed charges: Julie Portillo at (951) 826-6426, jportillo@rcoe.us

For 5TRS related fixed charges: Carolyn Yoakum at (951) B26-6538, cyoakumi@rcoe.us
Far tax related issues: Suzanne Tanenbauwm at (951) B26-6538, stanenbaumi@rcoe.us
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Summary of Fixed Charges Sample

The first five columns on the fixed charge summary sheet are for information only, and include details
on salary abatements and transfers between the PERS and STRS system:s.

Districts should contact the DFS STRS Unit regarding questions on fixed charge transactions.

Payroll cycle being adjusted

1/21/2017 RCOE MONTHLY STRS FIXED CHARGES
0SR'17 STRS FIXED CHARGES Novmber FY 16-17
MD# E-MAILED:
ADJUSTED STRS GALAXY EEEEELESEEE MEMBER | NON-M EMEER
CREDITAELE SUMMARY INITIAL LuLmelin ADJUSTMENTS TOTAL TOTAL
DIST # EARNINGS FINAL AUTOM ATIC PERE TO STRS STRE TOTAL TOTAL FUND FUND DIST 2
FROM CONTRIB. FIXED SALARY OR CONTRIB MISC. FIXED FUND 9810 FUND 9811 |MER | NON-MER 9811 9810 & 9811
GALAXY AMOUNT CHARGES ABATEMENTS | (STRS TO PERS) OTHER EE CONTRIB. ER CONTRIB. CHARGES CHARGES CHARGES

01 18641878 196.416.78 (1,781 28) 0.04} 0.04| 0.00 0.04 0.04 01
03 318571.21 657181 (400.51) [125.80) {125.80)| 206.08 40463 T0O.7T1 278.83 574.91 03
05 51,267.99 51.267.99 0.00| 0.00 0.00 0.00 05
o7 568.718.37 566,718.37 (559.99) 0.01 0.01 0.00 0.01 0.01 o7
10 113z2g3827| 4 1,132639.27 (1,989.94) (0.03) (0.03)| 0.00 (0.03) [0.03) 10
13 26207268 262,072 B8 0.00| 139.24 227 20 366 44 227 20 366 44 13
18 42127203 430,089.12 431,272.03] (1,894 73) 0.00 146.01 191.83 337.84 191.83 337.84 18
21 1.050520.54| 4 pepoge s 1,060,920.54 (14.49)| 0.00| 29.87 29.87 0.00 29.87 21
27 2.350.99) 2950.55 2,950,989 0.00| 0.00 0.00 0.00 27
30 171472887 171471978 1.714,726.87 (7.10)| (0.01) (0.01) 0.00 (0.01) [0.01) 30
34 1,096 999.42| 1,098,999.35 1,092,999 42 [0.07) (0.07) 0.00 (0.07) {0.07) 34
3o 1.363050.24| 4 ag7opeEe 1,368,050.24 (649.91) (193.73) 0.04] (193.69)| 0.00 (193.69) (193.69)] a9
40 60,936.61 80,742.89 60,336.61 1193.70) (0.02) (0.02)| 0.00 (0.02) (0.02] 40
a1 276.463.32] 206,287 42 226,463.32 (52.84) (52.84)| 108.53 140.89 249.42 38.05 196.58 41
43 1108225 11.082.25 11,082.35 0.00| 17.57 17.57 0.00 17.57 43
45 7181.74] 7.181.74 781 74 0.00 0.00 0.00 0.00 45
46 122702017 4 zo7o75.80 122705017 [127.69) 0.13] (127.56)| 126.80 173.29 300.09 45.73 172.53 46
49 470.118.09 470.125.68 470.118.09 (0.02) 10.02) 12.89 17.61 30.50 17.59 30.48 49
56 1.093652.41 1,092,620.22 1,082,682.41 (41.52)| [27.68) (27.63)| 6.80 7.01 13.81 (20.67) (13.87) 56
58 117.284.81 117,902.88 117,384.81 0.00) 379.82 519.07 898,39 519.07 898.89 58
61 1,423,157 46| 1,433,214.50 1,433,197 46 {35 54)| 0.04 0.04 152.20 52 04 205.14 52.08 205. 61
64| 184,412,038 154,412.00 154,412.03 (0.03) (0.03)| 0.00 (0.03) (0.03)] 64
67 210182.55 310.182.55 310.1 62,55 0.00| 0.00 0.00 0.00 67
71 582711.81 5082975 48 532,711.81 (426.81)| (121.83) (121.83) 155.33 212.29 367.62 90.46 245.79 71
74 280351454 5 ep1997.89 2,603514.54 (1,516.64) [(0.01) (0.01)| 0.00 (0.01) [0.01) T4
81 212,187.55] 213,187 88 213187.55 0.00| 0.00 0.00 0.00 81
84 £12,088.79| 511,774.28 512,059.79 0.00 0.04 0.04 0.00 0.04 34
LE] 140071841 4 4p0.083.87 1.400.718.41 (435.59) 0.00 0.00 0.00 000 33
50, 98228452 593,220.30 993,294.58 (74.26) (0.02) [0.02)| 0.00 (0.02) o.oz] so
a9 480 861.77 490,511.78 490,861.77 (292.97) (653.51) o0.01] (653.30)| 62.94 85.20 147.54 (568.10) (505.76)] 99

TOTAL| 20,100,617.38 | 20,001,620.46 | 30,100,617.38 [0,388.17) [426.81) |L.302.88|‘ 0.06 | (1,302.82) 1,633.52 2,03106 3,665.48 720.14 2.362.66

¥ | EMPLR FIXED CHARGES 9811 & 9810 COD ~MSIC ~PVCC ~RCC .~ ALVORD  BANNING .~ BEAUMONT . COACHELLA ~DESERT CTR  DESERT SANC

District financial transaction form tabs
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Control Sheet Sample
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Penalties and Interest

Penalties and interest (P&I) assessments went into effect July 1, 2012. The California Code of
Regulations allows CalSTRS to assess penalties and interest to employers for late submission of the
retirement report and late or insufficient employee and employer contributions to the Defined Benefit
Program.

Provisions were enacted to create incentives for employers to report timely and accurately, and to
mitigate any losses suffered by the CalSTRS system resulting from an employer’s failure to properly
report earnings and contributions.

Retirement reports submitted to CalSTRS by the County Office are analyzed for P&I charges and invoices
are generated if applicable. The STRS Retirement Unit downloads the invoices and issues payment on
behalf of the reporting districts. P&l assessments are billed to each district via financial transactions
charging each district’s holding accounts. Per the California Department of Education, any type of
settlement or penalty should be charged to the 7100 function. In addition, a settlement or penalty is not
allowed to be charged to a restricted program unless specifically permitted.

Districts may dispute P&I charges by creating draft disputes via the Contribution Account Portal in SEW.
Draft disputes are reviewed by the STRS Retirement Unit in DFS and submitted to CalSTRS for approval.
Disputes must be submitted within 90 days from the day of the P&l invoice.

There are four different penalty types:

e Type 1: Late Report.

e Type 2: Late Adjustment.

e Type 3: Late Fiscal Year Contributions.
e Type 4: Late Contributions.

Penalty Type 1- Late Report

Contributions reported for the first time for an employee for a specific period of time where there was
no previous reported line for that employee for any day in that specific period of time.

e Lateif received on the 44" day after 5 p.m.

e Penalty is 7.5% of employer and employee contributions compounded daily.

e Penalties can only be calculated starting July 1, 2012.

o No penalty for late reports that neither increases nor decreases the employee or

employer contributions.
e Penalty exemptions for worker’s compensation and federal and state law:
o No data elements for system exclusion making it necessary for employer to

dispute penalties assessed for reporting earnings related to worker’s
compensation.
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The P1 penalty is calculated as follows:

Days Late

interest rate
—) — ('EE+'ER cntrb. total) = Penalty Amount

'EE+'ER cntrb. total (1
('EE+ cntrb. total) = |1 + 360

e Days Late is the count from the report due date to the report received date.

e Interest rate is currently 7.00%.

e CalSTRS uses the federal calendar which always has a base of 360 days. Penalties will be split by
days in each month per the federal calendar.

Exemptions for Part-Time and Substitute Extra Days
Usually reported with assignment codes 54, 55, and 58. Conditions to be met:

1. Date the substitute or part-time position is paid matches the pay date on a published salary
schedule for that position; and

2. The pay date is no more than 31 calendar days following the last day of the month in which
the compensation being reported was earned; and

3. The applicable portions of the report are received no later than 44 calendar days following
the pay date.

System will assume all criteria are met and will penalize based on the 31 days from the service period
end date.

How does the part-time service exclusion work for penalties and interest?

CalSTRS made changes to the draft regulations in response to feedback from many employers. The
provision for part-time service that was added to the draft regulations for both the reporting and the
contribution remittances allows for the published pay date to be used in determining the due dates for
both remittances and reporting. This is in contrast to full-time service where the due dates are derived
from the service period end date (which may or may not be the actual published pay date).

Therefore, for service determined to be part-time, including substitutes, the Defined Benefit reporting
will be due 44 calendar days from the published pay date (for non-adjustments), the DB reporting for
adjustments to contributions will be due 60 days from notification or discovery, and the Defined Benefit
remittances for that reporting will be due 5 and 15 business days from the published pay date.

Example:
Service Period Published | 95% Contrib. | 100% Contrib. | Report
Type of Service
End Date Pay Date Due Due Due Date
Full-Time 03/01/17 - 03}'31}(1? 03/31/17 04/07/17 04/21/17 05/14/17
Part-Time 02/14/17 - 03}'15}(1? 03/31/17 04/07/17 04/21/17 05/14/17

Note: The service period end date is different. However, the report due date is the same.
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Penalty Type 2- Late Adjustment

Contributions reported by a district, for an employee that overlaps prior service for that employee and
district by at least one day.

e Lateif received on the 60" calendar day after 5 p.m. following discovery by the employer or
notification by the system.
o Discovery by the employer is end of the pay period.
o Notification by the system:
= Form 756 delivered to the employer by mail or e-mail.
=  Audit report delivered to the employer by mail or e-mail.
e (Calculation based on cumulative value on the sum of the absolute value of the change in
employer and employee contributions for each employee.
e Penalty is 7.50% of employer and employee contributions compounded daily.
e Adjustments with earnings dated July 1, 2012, or later may be assessed.
e No penalty for a late adjustment that neither increases nor decreases the employer or employee
contributions.
e Penalty exemptions for workers’ compensation and federal and state law:
o No data elements for system exclusion making it necessary for employer to dispute
penalties assessed for reporting earnings related to workers’ compensation.

The P2 penalty is calculated as follows:

Days Late

interest rate
7) — ('EE+'ER cntrb. total) = Penalty Amount

'EE+'ER cntrb. total (1
('EE+ cntrb.total) = (1 + 360

e Days Late = Day count from report due date to report received date.
o Note: The report due date is considered 60 days from the date of discovery or notification.
o Discovery examples: an updated contract or submission of a transcript that impacts
compensation.
e Notification date is the date the County Office receives a priority case from CalSTRS (Form 756)
requesting adjustments to an employee's STRS account. The County Office may contact the
district for more information (if there no notification date, the due date is 60 days from the

receipt of the form). Hint: Include in your MOU when

the retroactive salary increase
will be processed through

payroll. This may extend the 90

Exemptions for Retroactive Adjustments

Conditions to be met:

1. Adjustments are made for all members of a class of employees.

2. The adjustments are made pursuant to a written employment agreement with an employer
or with an exclusive representative entered into by an employér.

3. The adjustments become effective contemporaneously with/the effective date of the
written agreement or the effective date of the provision iff the agreement providing for
future increases in compensation.

4. The adjustments are reported to the system within 90 days of the effective date of the
written employment agreement or the effective date of the provision in the agreement
providing for future increases in compensation.

days penalty-free window.

August 2018 Section 905-3



905- Penalties and Interest CalSTRS Manual

Penalty Type 3- Late Fiscal Year Contributions

Contributions for a prior fiscal year period remitted on or after March 1 of subsequent fiscal year are
eligible for type 3 penalties.

FY 2015/16 contributions reported March 1, 2017, or later are assessed type 3 penalties.
o Assessment based on 5% of creditable compensation.
e Adjustments with earnings dated July 1, 2012, or later may be assessed.
[ )
Penalty 3 was created because CalSTRS does not receive any matching funds from the state if the
creditable earnings were not reported by March 1. The P3 penalty is calculated as follows:

Period Earnings * 5% = Penalty Amount

Penalty Type 4- Late Contributions
Late receipt of payments of contributions.

e Penalty based on receiving 95% of contributions due by 3:00 p.m. on the 5th business day.
o Contributions received after 3:00 p.m. are posted on the next business day.
o Need timely submission of checks/warrants from independent entities in order to
deposit on time to our local bank.
e Remaining balance due by 3:00 p.m. on the 15th business day.
e Penalty is 7.50% of employer and employee contributions compounded daily.
e Earning periods dated July 1, 2012, or later may be assessed.
e Penalty exemptions for workers’ compensation and federal and state law:
o No data elements for system exclusion making it necessary for employer to dispute
penalties assessed for reporting earnings related to workers’ compensation.
e Penalty exemptions for late contributions if related to a retroactive salary increase.
e Part-time or substitute extra days.

The P4 penalty is made up of two parts — Penalty 4(a) and Penalty 4(b). They are calculated as follows:

Days Late

interest rate , ,
—) — (EE+'ER cntrb.total) = P4(a)

'EE+'ER . 1
('EE+ cntrb total)*( + 360

Days Late

interest rate
) — (P4(a)) = P4(b)

(P4(a)) * (1 =

August 2018 Section 905-4



905- Penalties and Interest CalSTRS Manual

Invoicing for Penalties and Interest Charges

Charges for P&l are invoiced to the County Office every time a retirement report is submitted to
CalSTRS. Charges are summarized by penalty type and posted in PDF format. DFS downloads the invoice
in Excel format to separate P&I charges by district and create the P&I charges financial transactions. The
financial transactions are e-mailed to all affected districts and includes needed information for each
district to retrieve the P&l invoice detail from the SEW website, for their specific district charges.

Districts have 90 days from the day of the invoice to dispute any charges; however, the County Office
must pay the invoice in full to prevent any additional interest charges.

Invoice sample for a supplemental file transmitted to CalSTRS

INVOICE
AR 1744 (REV 05/11)
HOW WILL YOU SPEND YOUR FUTLRE? Invoices are
. Califorzia State Teachers' Retirement System remitted to the
Date: 12/0772016 P.O.Box 15275 County Office.
Sacramento, CA 95851-0275
Payrolls Reported: B www.calstrs.com The County
Riverside County Office of Education Payroll and POD's. Office pays the
PO BOX 307 invoices on

RIVERSIDE CA 92502 ;[\ )
Business Partner No. 1000000033 behalf of all
Report Source ID 00033 agencies.
For agencies
using Galaxy, the
INVOICE MEDIA ID REPORT MONTH AMOUNT DUE DUE hol d%n roy ram
NUMBER | ——— FISCAL YEAR DATE g prog
20005818 | { STMO000017756 ) SU - 2017 $127.95 01/06/2017 accounts are
PENALTIES REST ASSESSMENT .
For independent
Penalty Type: an tiee =re e et . agencies, RCOE
DB Late B #4D_ Supplemertal files :rf_ln:ir. |:_In=_-rn:rt|-:;-1:|t|l, $28 41 e
DB - Late Repert - Contri payrall month. Numbers are assigned in %0.00]
DB - Late Contnbution - P chronological order as they are submitted. $0.04
DB - Late Contnbution 800 55
Total Amount Due $127.95

78-9XX-9816-0-0000-0000-2620

If your payment is not received on or before the dwe dare, interest at an annual rate of 7.5% will accrue
on the unpaid balance. An Invoice Detail report substantiating this assessment is available via the
Contribution Account Portal on the Secure Employer Website (SEW). This assessment is in accordance with
Education Code 23003, 23006, and 23008. If you feel the assessment is invalid, you may initiate a dispute
case via Penalty Assessment & Dispute Management on the portal withun 90 days from the date of thus
mvoice. If a dispute case 15 not mitiated within this timeframe. your right to an appeal 1s forfeited in
accordance with Califorma Code of Regulations, Title 5., Division 3, Chapter 1, Article 16, § 27009. If yvou
have any ions regarding this mvoice, please contact Accounts Receivables via email at

AR@CalSTRS com.

Supplemental files are used to report RCOE’s B payroll and independent districts; each one is submitted
in a separate file so penalties are assessed properly by CalSTRS. Independent charters are combined
whenever possible by month since CalSTRS only allows 99 supplemental files submitted by fiscal year.
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Invoice sample for a Regular file transmitted to CalSTRS

INVOICE
AR 1744 (REV 05/11) RSh

HOW WILL YO SFEND YOUR FETLREY
Cahfornia State Teacher:' Retrement System

Date: 12022016 P.O. Bex 15275
Sacramento, CA $5831-027
Payrollz Reported: N T—
Fiverside Covaty Office of Education A Payroll
PO BOX 307 i Payroll
¥ ¥
RIVERSIDE CA 92502 POD= Brusines: Parmur No. 1000000033
Eaport Source ID 00033
INVOICE MEDA 1Dy REPORT MONTH AMOUNT DUE DUE
NUMEBER FISCAL YEAR DATE
20005753 [\ STMODOD001 7743 04 2017 $2.943.55 0012017
L S =
PEMALTIES & INTERES SSMENT
Penalty Type: Regular files are identified by
DE - Late Report payroll month. This one is for
E:-mmhmuﬂﬁr? fiscal menth 4 [October payroll) s0.04
DB - Late Contmbuticn
Total Amount Due $2,943.65

Accountscharged when RCOE paysthe invoice: 78-

If your pmyment is nof received on or before the dire date, interest at an anmzl mte of 7.5% will accrue
on the wnpaid balsnce. An Invedce Detxil report substantiating thas assessment i3 avaalable via the
Centmbution Account Portal oo the Secure Emplover Website (SEW). Thas assessment 15 m accordance wath
Educanon Code 23003, 23006, and 23008, If you fieel the assessment 15 invalid, youw may imitebe a dispaie
case via Penalty Assessment & Dispute Management on the portal withen 20 days from the date of thas
mvosce. IF a dispute case 15 ot mmnated within s bmeframe, your nght 1o an appeal 15 forfeated m
sccondance with Califormia Code of Regulations, Title 5. Division 3, Chapter 1, Asticle 16, § 27009, If you
Mwuyﬂg%mmpnﬁn;hﬁm&mphumﬁmmhﬁﬁbhﬁnmﬂa

ARaC oML

Claim description: "P&| Paymentfor RCOE 04R'17 Invoice 20006753

Please inchade the invoice mamber on your paymenit and remit io:

Arention” Accountmg Divizion - Cash Ihtupds.
Califorma State Teachers' Retrement Svstem

CalSTRS notifies RCOE via e-mail when invoices are generated. DFS staff downloads the invoice in PDF
and Excel format to separate the charges by district.
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Sample of Pivot table created to separate charges by district

04RMT EXCEL P &1 INVOICE
This is used to create
the P&l financial

Sum of Penalty Amt  Column Labels .

Row Labels P1 ) P4 Grand Total transactions to charge
13001 476 1879 4355 the district’s holding
33003 1.06 945 10.51 program accounts
33007 6.88 50.08 56.96
33010 0.02 3823 18.25
33013 3.85 1M5.74 12726 274.85
33018 209 2.09
33021 3.6 90.28 93.64
33030 30.62 7215 102.77
33034 483.89 3883 8712.19
33039 1.83 54.51 56.34
33040 203 2.03
33041 13.32 13.32
33046 1.58 23.29 24 .87
33056 17.55 17.55
33061 2.63 2067 233
33064 1.52 1.52
33067 047 0.47
33071 0.35 61.04 4425 105.64
33074 115 115
33081 0.98 0.98
33084 1.44 3232 3376
33088 335.66 258.62 401.25 995.53
33090 3.8 4288 46.26
33099 1.29 4838 5007

Grand Total 432.81 919.29 159155 2943 65
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Sample of financial transaction cover sheet for P&I charges

Report Month/FY and Media ID:
Invoice Date:
Today's Date:
Prepared by:
DIST# | TOTAL P & | CHARGES DFS e-mails the
01 43.55 MD#:
03 —— financial transactions
05 MD DATE: to the affected districts
07 600 providing the MD#.
10 38.25 E-mailed to Districts on:
13 274.85 Districts must log in to
18 2.09
1 03.60 SEW and access the
27 Contribution Account
30 102.77 Portal to download the
a — adjustments that
39 06.34
" 2,08 generated the penalty
11 13.32 for the district.
43
45
46 24.87
49
26 17.55
o8
ol 23.30
04 1.52
o7 0.47
71 105.64
T4 71.50
81 0.98
84 33.76
88 005.53
00 46.26
99 299,77
Total 2,043.65
“» | P&ICHARGES COUNTY SUMMARY COD ~MSIC /PVCC /RCC ALVORD .~ BANNING .~ BEAU

District financial

transaction form
tabs
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Sample of financial transaction

FINANCIAL TRANSACTION FORM
District Transaction Date: |
FY 16/17 Type Transaction Transaction ID: |
1 - Appropriation - Green 3 - Abatement of Exp - Orange
2 - Revenue - Pink 3 - Abatement of Rev - Yellow
2 - Expenditure - White 4 - Encumbrances - Blue
Type Credit | Document | Accrual
Dist | Fund [ School | Resource | PY | Goal | Function [ Object Trans. Debit Amount Amount Number | Number Reference
"o1 1" 900 0989 0 [ 0000 0000 5821 2 43.55 STRS P& For Octaber Feg FY16-17 (045 17) STMOD00017743
"o [ 78 901 9816 0 | 0000 0000 9310 2 43.65 STRS P& For Octaber Feg FY16-T7 (04F 17) STMOD00017743
TOTAL:(total of all pages) 4355 4355
Reason for transaction: STRS P&l for October Reg FY16-17 (04R'17) STM0000017743 90 DAY DISPUTE WINDOW EXPIRES: 03i02117
Ana M. Lambert 12/06/16 Shabana 12/06/16 1
Signature of Authorizing Agent Date Prepared By: Date Page of

The financial transactions include the file identifier (STM#)
which is needed to download the P&l detail information
from the Contribution Account Portal.

It also notifies districts when the 90 day dispute window
expires. Any disputes created after the 90 day window will
be denied by CalSTRS.
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Navigating the Contribution Account Portal for Penalties and Interest Charges

The STRS Retirement Unit in DFS will provide each district the financial transactions listing only the P&l
charges assessed for their districts.

To see the detail of penalties assessed by employee, districts should log in to the Secured Employer
Website (SEW) and utilize the Reference Items to review the job aide titled Contribution Account Portal
(CAP). This job aide is a video the Contribution Account Portal that goes through the process of
extracting detailed information. See below for location:

ETE Reference Item Search

Manage Files
Search Criteria Hide (#

Manage Reports

o Search Text: |Contribution Account Portal
Maintain Users

) Events Employer Directives and Circulars
Authorize Users FAQS Forms
REAP Publications Employer Communications
Reference Category: pioy
File Specifications File Submission and Remittance Schedules

Employer Notification (1)

Laws and Regulations User Manuals and Training

Contribution Account Portal Useful Websites

Remittance Advice SEW Function: v

Secure Message Center Search | Reset |

Reference ltems

Search Results

Forms & Publications Add to My Links |
My Links Items 1-1 of 1 Items/Page: [10 ¥ Page 10f 1 1 |
Name & Description Category SEW Function ,/
Open | Confribution Account Portal (CAP) Video User Manuals and Training Reference ltems
Items 1-1 of 1 Items/Page: |10 ¥ Page 1of1 1 |
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Districts are responsible for initiating the dispute process. In some instances, the County Office will
initiate the process and notify districts that a dispute will be submitted on the district’s behalf.

Districts initiate the dispute process by creating a draft dispute. The STRS Unit in DFS reviews the dispute
and creates the dispute case or rejects the draft dispute. Once a dispute case has been created, CalSTRS

reviews the information and will either approve or deny the dispute.

Once a draft dispute has been created, please e-mail the STRS retirement supervisor detailing why the
dispute was created and any documents to support the dispute.

Instruction for Creating a Draft Dispute

1. Login to the Secured Employer Website and click on Contribution Account Portal.

REAP
Employer Motification (3)

Contribution Account Portal

2. Click on Penalty Assessment & Dispute Mgmt.

3. Select the Media ID to dispute (STM file number).

Selection for Penalty Assessment & Dispute Mgmt

i [ oy

*Report Source: 00019

rw To: 19999
STMO000010958

Penalty Type: STM0000011034 To:| 3
mmmnlke STMO0000011434

Upload Penalty Lines: | 5140000011492

Penaltv LinelD: 0000000000 9! To: 0000000000 9

The STM file number is included in the P&l financial transactions e-mailed to each district. The
fiscal year and the report period will display as either a supplemental file number or a report
month (i.e. 06/2017). The Report Unit should be prefilled with your district number.
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4. Click “Continue to PADM” (Penalty Assessment and Dispute Management).

Further Selection by Case Number and Status
Case ID: To:
To: 00 [

l Generate POFDR
| Summarize P1 & P4

5. Displays as follows:

CA]_gRS Contribution Account Portal

Velcome Ana Lambert

Account Detsl  Penalty Assessment & Dispute Mpmt  Irvoices and Nolices  Conlribution Reparting  Financial Repaorting

Penalty Assessment & Dispute Mgmt

Penalty Assessment & Dispute Mgmi

Selection Parameters

Repon Source | 00033 Miexfa I | STMOODOO1 1708 Repon Peripd | SUR012 Repart Und | 33001
Renalty Type Ta SSM N | DOODOO0OD Fonalty Line D Mo 0000000000
Draft T Tor Contrbution Code: To: Assignment
Adpstment indicator Case Ix To Case Stahs: 00

Penalty Assessment & Cispute Mgmt. Application |
: Fucal Year |2012 Frogrami{CB or DB) ala Fila Type: |06 Meda |1 |
QOOCO0GEE Ursquea 1D | STWDOO001 1708 Bffectve Dabe of START Conlribuion Fle Trareme=on | |07232012 Fay Schedula Date (08 Only) |

| Expat s DesdectAl Seect Al Creale Case Reeci Drafi  Creale [raft  Aftach Doc Cancel Drafl

e Rovd Cate Report Uni Fen Line I Meda ID Report 10 Fiaport Fer Fenalty Type E
100 = oTrZNA012 330 285148 STMOD0001 1708 087302012 s [

100 i) OmZa2012 33 2B5150 STNDDOO0 1708 Da30720 2 2 (3] S0
w B T2 3301 285151 STMI00001 1708 DB/ 2 sl [ 554}
W @ TR0 330 5152 STMI00001 1708 DBA0RN2 1) m sa0]
00 3 OF32012 33101 2B5153 STMDDOO0 1708 DE302AN2 =) i ﬂJS\!
0w @ TN 3]0 285154 STMI00001 1708 B2 s [ [
w B 0TI 30 285155 STMO00O01 1708 0B/ 2 s [ 200
1w n TN 30 205156 STMDD0001 1708 DE/302012 s [ &1
1w @ T2 330 285158 STMI00001 1708 DE/30IM2 s m 147

6. On View field (circled above) click on arrow down and click “Dispute View”.
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7. Select line(s) to dispute by clicking on the gray square in front of the line. To select multiple
lines, hold Ctrl or Shift key and click on additional lines. All lines selected will display in orange.

T * "W Ll S W YW | T TR RAIY S WS W

View: Dispute View = | | Export 4 || Deselect All | Select Al || Create Case || Rejec
B PenLneD Penaty Type EE SSN LastName  Fie Revd Date
w 108 [ 998971569 Californa
| 67383 Pe 5404216858 California

8. Click on “Dispute Reason” box.

View: " Dispute View |w | || Export 4 || Deselect All || Select Al || Create Draft || Attach Doc || Cancel Draft |
B Penline D Penalty Type EE SSN Last Name File Rcvd Date Dispute Reason Draft Cas
| 102346 P1 062288387  Calfornia  05/08/2012 | (901800

l 102353 P1 226789782 California 05/08/2012 ' 0001800

- Asecondary box will appear:

Dispute Reason Draft Cas

T e

0001300

- Click on it and select reason for dispute. A dispute reason must be selected for each line
being disputed.
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Dispute Reason and Description: All Values E m

[ » Show Fitter Criteia |

CaseT.. =
IFIC
IFIC
ZFIC
ZFIC
ZFIC
ZFIC
ZFIC
ZFIC
ZFIC

Reason
0000
000
ooz
0003
0004
0oos
00oe
oaor
00os

Personal Value List Settings

Text

Budget Impasse
Calculation Error
CalSTRS System Errar
Collective Bargaining
Employer System Errar
Force Majeure
Legislation Impact
Cther (Default)

Per CalSTRS Request

| El Cancel

9. Accept the lines being disputed. Click on “Accept” box.

- Asecondary box will appear

Rejected

Personsl Vele List Settngs
New Dratt

- [oK][Concer]

- Accept or reject the line being disputed. Each line being disputed must be accepted.

10. Click “Create Draft”.
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04242012 (P

11. A draft case ID will display. It will also have yellow indicator which means a draft case has been
created.

971569 000
21666  Calfornia 0003 ACCEPT 00016400000220120720211649 (0'4"0)
v 668 Californa 200
21666 Calforna 000
13822 California (000}
2 California 000

The initiating district and DFS should receive an email from CalSTRS stating a draft case has been
created.

Districts should e-mail the STRS supervisor detailing why the dispute was created and any
documents to support the dispute.
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Instructions for the DFS STRS Unit Approving a Draft Case

1. Select Contribution Account Portal.

REAP

Employer Notification (3)

Contribution Account Portal

2. Select Penalty Assessment & Dispute Mgmt.

3. Select file to dispute (Media ID) and Report Unit.

Media D (Required) | ET110000011442 I~ '
“Report Unt: | 41001 EI To: 41090 .E

4. Filter further if desired- for example, if you have the employee social security number or the

Draft ID number.

5. Click “Continue to PADM”.

6. Displays as follows:
CALSIRS

Velcome Mr. 7R”epnh§’curce7feis'fe727

Contribution Account Portal

Report Source: 00041 Medis O 092012 ‘Report Untt 41001 To: 41030
Penalty Type: - T SSH No: 1000000000 Penaty Live © No- 0000000000 _ To: 0000000000 _
oranD: o Contribution Code: | To Assignment Code g
Adjustment ndicator: Case D To: CaseStatus: 00 To: 00

Report Source: 00041 Fcal Year: 2012 Program D (CB or DB) aka File Type: 08 Media D

Business Partner Number: 1000000041  UniqueD:  STMO000011448 STAR Fie (042472012 Pay Schedule Dote (CBOnY):

'STMOO00011448  Report period of the fi, or SU, from STA
~ Supplemental Sequence Number ;

PenatyType  EESSN Lasthsme  FleRcvdDste  DsputeReason  Accept DspCaseDt  DraftCaseD CaseD Dspind  CaseStatus  Status Descr
71108 e 679387570  Calfornia 0002 ACCEPT 00016400000220120720211649 s oo| 1w New
67232 2 540421686 Cakfornia 0003 ACCEPT s ool w0 New
j 66561 e £39906090  CaMomia 04242012 00016400000220120615184721 « oo w0 Closed
] 801821242  Cakfornia 04242012 43 oo w Closed
| ssse0 & 657580348 CaMomia 04242012 {:) a oo W Closed
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7. Filter by Draft Case ID.

00016400000220120720211649
00018400000220120720211649
00018400000220120615184721

- Notice Dispute Indicator: It should be a yellow triangle indicating status as draft dispute.
- When approved by RCOE, the yellow triangle will change to a green square.

Dispind  Case
oo 10
oon 10
o0 90
o0 80

8. Select dispute lines to be approved by clicking the box (as shown below) for each of the lines
being disputed. The lines should now display in orange:
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10. A pop-up box will appear:

5§ CREATE OR UPDATE A DISPUTE CASE

Dispute Case Display =] E]

To enter changes, enter the required infomation
To save your data, click Send
To return to the overview, click Close.

0 CcaseID: Amount Disputed:  References:
¥ 15,554 41 |0001320079142016031521!

Comments:

District is disputing the P&l charge for
in the amount of $15,554 41.
Attachment will follow.

Close

11. The dispute indicator should now be green and the Case ID will be provided.

- Verify the dispute amount is the full amount you intend to dispute.

- Type comments.
- Click Send (Case ID# will be assigned).
- Click Close.

CaselD = | Dispind

749

388
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Attaching a Document to the Dispute

12. To attach a document to a dispute, first sort by Case ID and select the desired line(s) by clicking
the box shown below for each of the lines being disputed. Lines should display in orange now:

r _ Tww ¥ NS W YW T SITEWITE W v
View: Disoute View | ] Export 4 || Deselect All | Select At | Create Case | Rejec]
E. Penlne D Penaity Type EE SSN Last Name Fie Rcvd Date
‘ - mos pa 998971563 Calforna
67383 Ps 540421858 Californis

13. Click “Attach Doc”:

-

File Transmission . 047247201

raft || Attach 4 Cancel Draft
[Accept Dt Dri

14. Click browse to select your file:

Append Files (Permited Total Sze: 4MBY  File to be attached:

o || Bropge...
B — ¥

Send

15. Click upload.

16. Insert comments.
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17. Click Send.

CREATE OR UPDATE A DISPUTE CASE

Ebmxmmmmrlsaemsm

Dispute Case Display

To enter changes, enter the required infomation
To save your data, click Send
To return 1o the overview, click Close

Case Il Reterencesz
53 0001 84000002201 207 20211645

18. At this time, an automatic e-mail from CalSTRS will be generated notifying the relevant SEW

users that a new dispute case was created.

- Note: If automatic e-mail is not received, contact CalSTRS rep to inquire about dispute.

19. Print the e-mail write and write down:

- The report number the dispute was for (03517 or 4R17).
- The district the dispute is for.

- The employee name and number.

- The amount of dispute.

20. Attach all documentation received supporting the reason for dispute and file in the P&I dispute
binder.

21. Follow up on dispute status after a month if there has not been any communication from
CalSTRS regarding the dispute.

22. Once funds have been received and deposited, refund the district by reversing the financial
transaction originally used to charge the district for the P&I (only for the amount of the refund
received by CalSTRS).

23. E-mail financial transaction (including MD#) to district notifying that the P&I dispute was

accepted and the funds being refunded to the district.

24. Print e-mail, attach to documents in the P&I dispute binder and move to the back of the binder.
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