CALSIRS

EMPLOYER TRAINING SERVICES

Employer Reporting Requests

This job aid provides the step-by-step process for employers to view and process Employer
Reporting Requests including verifying suppressed warnings, providing supporting
documentation, and processing payroll detail adjustments.

Revised: 01/22/2021

Verify Suppressed Warnings

Step 1:

From the Dashboard, scroll down to the Pending Work Items panel. Select the New
Request link for Employer Reporting Requests.

Powered by Neospin®

Dashboard 62555 COMMUNITY COLLEGE DISTRICT 555 A € & @ Oww
TRNT-2.0.561.1 - Green Region

Dashboard X

B C N

Upload Files Online Reports Contribution Account Portal (CAP)
N o)
] =2
New Announcements
o] ization Broadcast

System Outage

The Secure Employer Website will be down for system maintenance from 12/31/2020 through 1/2/2021. If any questions regarding this outage, please contact us at (200) 228-5453 or through CalSTRS.com.
New Publications

New Employer Newsletter available to you. Select the View More link to access the newsletter.

View More

Pending Work Items

Request Type New Request  Progress Request  Total Outstanding Request
Employer Certification for Disability 1 1
Employer Certification for Death Before Retirement 3 1 67
Service Purchase Requests 2 2
Employer Reporting Requests. O 3
Termination Requests for CB SR 13

Termination Requests for DB SR 14 14

Unused Sick Leave Requests for SR 10 10
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CALSIRS
EMPLOYER TRAINING SERVICES

Step 2:

The Employer Reporting Request Search screen displays. The Employer Reporting
Requests automatically display in the Search Results panel. Locate the Verify Suppressed
Warnings Employer Reporting Request to work and select the associated Employer
Reporting Request ID link.

Powered by Neospin®

ESS Employer Reporting Request 62555 COMMUNITY COLLEGE DISTRICT 555 A & @ Oww

Search TRN1-2.0.561.1 - Green Region

[ 2 Records met the search criteria. |

Criteria ~
Client ID : Q Reporting Source : u Include Associated Organization: (]
Status: | Al v Action Required : Al v Program Area: v
Submitted Date (From} : ) Submitted Date (To) : (&)

Search Results ~
[ Employer Reporting Request ID  Client ID Number of Reported Lines  Reporting Source Statug Action Required Program Area Instructions Aging
[m] 1540197915 3 62555- COMMUNITY COLLEGE DISTRICT 555  Submitted 1o CalSTRS  Create Adjustment Employer Services  Please provide employment agreement f... 25
] @ 27280 3 62555- COMMUNITY COLLEGE DISTRICT 555  Submitted 1o Employer  Verify Suppressed Warnings ~ Employer Services  Please provide the employment agreeme... 26
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Step 3:

The Employer Reporting Request Maintenance screen displays. In the Employer

Reporting Request Details panel, review the Instruction field for detailed notes about
information to provide or explain.

Powered by Neospin®
= CA]_SFRS ESS Employer Reporting Request 62555 COMMUNITY COLLEGE DISTRICT 555 A O @ Owm
SECURE EMPLOYER WEBSITE Maintenance 32 TRN1 -2.0.561.1 - Green Region

ESS Employer Reporting ... ESS Employer Reporting ... X Displaying page 1 of 1.

[ Record displayed. Please make changes and press SAVE. |

Person Details

ClientID: 3482537280 Name: XMKNQ O CAKCNYWD

Membership Details

Membership Account ID : 54065 Benefit Program: - CalSTRS Defined Benefit Membership Date: 07/01/2015
Status : Active Status Effective Date: 07/01/2015

Employer Reporting Request Details

Reporting Source : 62555 - COMMUNITY COLLEGE DISTRICT 855 Status : Submitted to Employer Employer Reporting Request ID: 32
Number of recorda : 3 *Program Area: | Employer Services v *Action required :  Verify Suppressed Warning v
PRI Date : t

Please provide the employment agreement for the Superintendent to verify that the
pay rate and special pay items are pursuant to a publicly available written
contractual agreement.

Instruction :
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Step 4:

Scroll down to the Transactions panel to review the contribution transactions associated to
the Employer Reporting Request. Click the Subsystem Reference ID link.

Powered by Neospin®
= Q“.SFRS ESS Employer Reporting Request 62555 COMMUNITY COLLEGE DISTRICT 555 A @ Ownm
SECURE EMPLOYER WESSITE Maintenance 32 TRN1 -2.0.561.1 - Green Region
ESS Employer Reporting ... ESS Employer Reporting... X Displaying page 1 of 1.

Transactions

Create Summary

Trangaction  Effective Member Assignment Pay Pay PayPeriod PayPeriod Transaction PreTaxEE  Post-Tax EE Service
at

Subsystem o

O Organization

Interest Subsystem  Reference  Time Base Earnings Ty,
D

o
Date Cade  Cade Code Rate BeginDate EndDate  Type NG ontribution  Contribution Credit Hours

=]

O COLLEGE 12/03/2020  01/08/2020 Member ~ Contract 0 12/01/2019 12/31/2019  Regular 0 1020.5 0 0 0 Certificate/Li

cCh (Non-
SR COMMUNIIY Empl
O COLLEGE 12/03/2020  01/08/2020 Member  Contract 0 12/01/2019 12/21/2019  Regular 0 1020.5 0 0 0 R:p'z:‘i’:; 1604  Temporary/Non- 0 Longevity
DISTRICT Adjunct)

€CD (Non-
S COMMUNIIY Empl
O COLLEGE 12/03/2020  01/08/2020 Member Contract 0 12/01/2019 12/3172019  Regular 0 510.25 0 0 0 R:p'z:‘i’:; 1605 Temporary/Non-

DISTRICT Adjunct)

©

Certificate/Li

Attachments

Select File Clear
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EMPLOYER TRAINING SERVICES

Step 5:

The Employer Payroll Detail Maintenance screen displays. Scroll down to the Validation
Information panel. From here, review the Warning(s) that were suppressed when the
contribution transaction was submitted to CalSTRS. If needed, refer to your internal employer
payroll reporting system to research the contribution data that was reported. In addition, you
may need to provide documentation or provide a response to CalSTRS.

Powered by Neospin®
= O\]_SFRS Employer Payroll Detail Maintenance 62555 COMMUNITY COLLEGE DISTRICT 555 f € @ Owm Wek ame Cantact, Taresa
SECURE EMPLOYER WEBSITE 1605 TRN1T-2.0.561.1 - Green Region

Employer Payroll Detail... Employer Payroll Detail... X Displaying page 1 of 1.

Contributions ~
Contribution Type ~ ContributionRate  Reported Amount  Calculated Amount
Pre Tax EE Contribution : 10.205000% $510.25 $610.25
Pogt Tax EE Contribution : 0.000000% $0.00 $0.00
Employer Contribution : 17.100000% $855.00 $855.00
Total : $1,365.25 §1,365.25
Other Payroll Details With Same $SN ”
(] Reporting Unit  Status Trangaction Type  Pay Period Start Date  Pay Period End Date  Earnings EEPre Tax EE PostTax  ER Contributions
(] 62555 Processe d  Regular 12/01/2019 12/31/2019 $10,000.00 $1,020.50 $0.00 $1,710.00
(m] 62555 Processe d  Regular 12/01/2019 12/31/2019 $10,000.00 $1,020.50 $0.00 $1,710.00
o 62555 Processe d  Regular 12/01/2019 12/31/2019 $20,239.65 $2,065.46 $0.00 $3,460.98
~

Validation Information

O MessagelD  Display Message Severity  Instructions

30301313 Special Pay appears excessive for fiscal year.  Warnin

Audit Information
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EMPLOYER TRAINING SERVICES

Step 6:

Once information is gathered, respond to the Employer Reporting Request. Click the
Employer Reporting Request Maintenance link in the Breadcrumb Navigation bar.

Pewverad by Neospin®
Employer Payroll Detail Maintenance 62555 COMMUNITY COLLEGE DISTRICT 555 A+ @ AN Wekame Contact, Terssa | v
1605 TRN1-2.0.561.1 - Green Reglon
ESS Employer Reporting... Empiyer Payroll Detail... X Displaying page 1 of 1
Contributions. ~
Contritbagion Type ~ Contribution Rate  Reported Amount Calculated Amaunt
Pra Tax EE Contribution : 10.205000% §510.25 £510.25
Post Tax FF Contribution 0.000000% $0.00 $0.00
Employer Contribution : 17.100000% $855.00 £855.00
Total : §1,365.25 §1,365.25
Other Payroll Details With Same SSN =
Reporting Unit  Status Tranaaction Type  Pay Period Start Date  Pay Pedod End Date  Eamings EEPre Tax EE PostTax  ER Contributions
62555 Processed  Hegular 120172019 1273172019 $1000000  $1,020.50 0,00 $1,710.00
62555 F sed  Begular 12/01/2009 $1000000  $7.020.50 £0,00 $1,710.00
Pr ed  Reaula 12/01/2019 §20220.65 5206546 50,00 £3460.98
~

Validation Information

Message D Display Message Severly  Instnuctions
303071213 Special Pay appears excessive for fiscal year.  Waming View
Audit information

Created: Ching, Barbara 12/03/2020 04:20 PM Modified: [BATCH_16_61835] 12/03/2020 04:29 PM
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EMPLOYER TRAINING SERVICES

Step 7:

The Employer Reporting Request Maintenance screen displays. Enter a response in the
Response field.

Powered by Neospin®
CALSFI‘RS ESS Employer Reporting Request 62555 COMMUNITY COLLEGE DISTRICT 555 % A ¢ © @ Oww

SECURE EMPLOYER WEBSITE Maintenance 32 TRN1-2.0.561.1 - Green Region

elcame Cantact, Teresa v

ESS Employer Reporting ... ESS Employer Reporting ..* X Displaying page 1 of 1.
Number of records : 3 *Program Area: | Employer Services v *Action required : | Verfly Suppressed Waming v

P8I Date : a

pay rate and special pay items are pursuant to a publicly available writte
contractual agreement.

Please provide the employmert agreement for the Superintendent to verify that the
ten

Ingtruction :

Superintendent’s pay rate and special pay amounts are contained within the
attached employment agreement.

Submitted Date/Time :

Transactions

O owganization  TEMSaction  Effective  Member Assignment Pay  Pay  PayPeriod PayPeriod  Tnsaction PreTacEE  PostTaxEE | 0 Sevice oo i::z::;" Time Base B: Earmings T

- £ Date Code Code Code Rate BeginDate EndDate Type ngs Contribution  Contribution Credit ¥ i Hours ngs Type
625585
COMMUNITY R €CD (Non-

O COLLEGE 12/03/2000  01/08/2020 Member ~ Contract 0 12/01/2019  12/31/2019  Regular 0 1020.5 0 0 0 RepZn‘i/ng 1604 Temporary/Non- 0 Certificate/Lic

DISTRICT

Adjunct)
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EMPLOYER TRAINING SERVICES

Step 8:

Scroll down to the Attachments panel to upload the employment agreement. Click the Select
File button.

Powered by Neospin®
CAI.STRS ESS Employer Reporting Request 62555 COMMUNITY COLLEGE DISTRICT 555 % A - & @ 0w

SECURE EMPLOYER WEBSITE Maintenance 32 TRN1 -2.0.561.1 - Green Region

ESS Employer Reporting ... ESS Employer Reporting..* X Displaying page 1 of 1.

Suo

62555
COMMUNITY Employer CCD (Non-

(H] COLLEGE 12/023/2020  01/08/2020 Member  Contract 0 12/01/2019  12/31/2019  Regular 0 1020.5 0 0 0 Reporting 1604 Temporary/Non- 0 Certificate/Lic
DISTRICT Adjunct)
62555 -

 communITy e €CD (Non-

(H] COLLEGE 12/03/2020  01/08/2020 Member ~ Contract 0 12/01/2019  12/31/2019  Regular 0 1020.5 0 0 0 Reporting 1606  Temporary/Non- 0 Longevity
DISTRICT Adjunct)
555
62555 -

_ COMMUNITY Employer CCD (Non-

O COLLEGE 12/03/2020  01/08/2020 Member ~ Contract 0 12/01/2019 12/31/2019  Regular 0 51026 0 0 ® et 1605 Temporary/Non- 0 Certificate/Lic
DISTRICT Adjunct)
555

Attachments

(=]
®
2

SelectFile

O  Auachment Added By

No records 1o display.

Audit Information

Created: bching 12/03/2020 04:31 PM Madified: bching 12/03/2020 04:35 PM
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EMPLOYER TRAINING SERVICES

Step 9:

The Choose File to Upload window displays. Select the file to upload and click the Open

button.

€ Open
4 B> ThisPC > Desktap >

Organize Newfolder
& Downloads ~
5 pocuments
=) pictures

Camera Rall
D Music
Other - Non eFax
Sragit
@ OneDrive - California State Teachers’ Retirement Systern

5 ThisPC.
3D Objects
[0 Desktop

Hame

Addobe Captivate Voices 2019 (64 it)
Creditable Camp Activity
B
RWP 2020
558
TimeSheets
[] ~CBEmployeeChangeRequests cpl
[ ~CBTEmployerheportingRequests.cpl
(4] ~Payroll Summary Posting.cpl
[] ~Payroll Sumrmary Pasting,cptx - Shorte
2 0196 doc refrence.docx

[ 71017910 91008 inn
<

v o

Status Date modified

12/28/2020 1:48 PM
12/28/2020 1:48 PM
12/28/2020 1:48 PM
12/28/2020 1:49 P
12/28/2020 1:48 P
12/28/2020 1:48 PM
1241120201111
12/28/2020 217 PM
12/9/20201:29 PM
11/20/2020 945 AM
7/7/2020431 PM
1218000 1725

>@0D0ODDD®D DD

£ Search Dasktop

Type

File Fold er

File Fold er

File Fold er

File Fold er

File Folder

File Fold er

Control panel item
Control panel item
Control panel item
Control panel item
WicrosoftWord D...
106 i

I e )

C =)

u |

Size

a COLLEGE 12/023/2020  01/08/2020
ISTRICT
5855
Attachments

O Auachment Added By

Mo records to display.

Audit Information

Created : bching 12/03/2020 04:31 PM

m £

® ESS Employer Reporti,

Member  Contract

iz}
&
8

0 12/01/2019  12/31

Madified : bching 12/03/2020 04:35 PM

x|
RICT 555
lon
o |
l
10205
0
0
0
0
28
v 10205
>
0 510.25

% A ¢ S @ 0w

o o Emplover
Reporting
o o Emploer
Reporting
o o Employer
Reporting

1604

1606

1605

Powered by Neospin®

ekame Con Teresa v

€D (Non-
Temporary/Non- 0
Adjunct)

©CD (Non-
Temporary/Non- 0
Adjunct)

Longevity

€CD (Non-
Temporary/Non- 0
Adjunct)

Certificate/Lic

) 1204PM
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EMPLOYER TRAINING SERVICES

Step 10:
The selected file displays with a green checkmark. Click the Upload button.

Powered by Neospin®

TRS ESS Employer Reporting Request 62555 COMMUNITY COLLEGE DISTRICT 555 % A & @ 0w
SECURE EMPLOYER WEBSITE Maintenance 32 TRNT1 -2.0.561.1 - Green Region

ESS Employer Reporting ... ESS Employer Reporting ..* X Displaying page 1 of 1.

Suomit

62555
COMMUNITY N 6CD (Non-
O COLLEGE 12/03/2020  01/08/2020 Member  Contract 0 12/01/2019 12/31/2019  Regular 0 1020.5 0 0 LI 1604 Temporary/Non- 0 Certificate/Lic
DISTRICT ey Adjunct)
555
62555
COMMUNITY ] 0CD (Non-
O COLLEGE 12/03/2000  01/08/2020 Member  Contract 0 12/01/2019 12/31/2019  Regular 0 1020.5 0 0 0 R:‘;:“i’:r 1606 Temporary/Non- 0 Longevity
DISTRICT iy Adjunct)
62555
COMMUNITY - oCD (Non-
O COLLEGE 12/03/2020  01/08/2020 Member  Contract 0 12/01/2019 12/31/2019  Regular 0 510.25 0 0 LI 1605 Temporary/Non- 0 Certificate/Lic
DISTRICT Peniig Adjunct)
555
Attachments
File Clear
EmploymentAgreement.pdf x
}., (198508 bytes ) »

Behment  Added By

No records to display.
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EMPLOYER TRAINING SERVICES

Step 11:

The uploaded file displays in the grid in the Attachments panel. Once the response is entered
and the file is uploaded, scroll to the top of the Employer Reporting Request Maintenance

screen and click the Save button.

= MRS ESS Employer Reporting Request 62555 COMMUNITY COLLEGE DISTRICT 555
SECURE EMPLOYER WEBSITE Maintenance 32 TRN1-2.0.561.1 - Green Region

ployer Reporting ... ESS Employer Reporting ... X Displaying page 1 of 1.

Submit

6.

2655 -

COMMUNITY

COLLEGE 12/03/2020  01/08/2020 Member  Contract 0 12/01/2019  12/31/2019  Regular 0 1020.5
DISTRICT

555

2

12555 -

COMMUNITY

COLLEGE 12/08/2020  01/08/2020  Member ~ Contract 0 12/01/2019  12/31/2019  Regular 0 10205
DISTRICT

555

e

2555 -

COMMUNITY

COLLEGE 12/03/2020  01/08/2020  Member  Contract 0 12/01/2019  12/31/2019  Regular 0 510.25
DISTRICT

555

Attachments

EmploymentAgreement.pdf x
(198508 bytes ) >

| PDF |

O Attachment Added By

O EmploymentAgreement.pdf — seri .com

Powered by Neospin®

IR

Employer
Reporting

Employer
Reporting

Employer
Reporting

1604

1606

1608

CCD (Non-
Temporary/Non- 0 Centificate/Lic
Adjunct)

€CD (Non-
Temporary/Non- 0 Longevity
Adjunct)

©Ch (Non-
Temporary/Non- 0 Certificate/Lic
Adjunct)

Font Sizes:
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EMPLOYER TRAINING SERVICES

Step 12:

The Employer Reporting Request is successfully saved. A message displays at the top of
the screen stating: “[All changes successfully saved.]” Then, click the Submit button. The
Employer Reporting Request is submitted to CalSTRS for review and processing. The
Status field is updated to Submitted to CalSTRS.

Powered by Neospin®
= CJ\ISFRS ESS Employer Reporting Request 62555 COMMUNITY COLLEGE DISTRICT 555 A« & @ Oww
SECURE EMPLOYER WEBSITE Maintenance 32 TRN1-2.0.561.1 - Green Region

... ESS Employer Reporting ... X Displaying page 1 of 1.

[ All changes successfully saved. |

Person Details

ClientID: 3482537280 Name: XMKNQ O CAKCNYWD

Membership Details

Membership Account ID : 54065 Benefit Program:  CalSTRS Defined Benefit Membership Date: 07/01/2015

Status : Active Statug Effective Date: 07/01/2015

Employer Reporting Request Details

Reporting Source : 62555 - COMMUNITY COLLEGE DISTRICT 55& Status : Submitted to CalSTRS Employer Reporting Request ID: 32

Number of records : 3 *Program Area " *Action required :  Verify Suppressed \Warning v
PRI Date : ]

Please provide the employment agreement for the Superintendent to verify that the
ial pay items are pursuant to a publicly available written

ment.

Instruction :

Superintendent's pay rate and special pay amounts are contained within the
attached employment agreement.

Font Sizes: €9 €9 €9

Page 12 of 31



CALSIRS

EMPLOYER TRAINING SERVICES

Provide Supporting Documentation

Step 1:

From the Dashboard scroll down to the Pending Work Items panel. Select the New Request
link for Employer Reporting Requests.

remrarad by Naospin
Dashboard 57004 SCHOOL DISTRICT 004 A - 2@ Dwm

‘Wakbome Contact, Teress W
TRN1-2.0.561.1 - Green Reglon

Dashboard X

Secure Employer Website

Welcome 10 the Secure Employer Website (SEW), the Employer Self Service pontal, where you can view your Contacts, Benefit Program, Employees and other information

Employment Employee Profile Employer Profile
[ J
2 & e
Upload Files Online Reports Contribution Account Portal (CAP)
- ®)
[aul] 52,
New Announcements
&

Crganization Broadcast communication
System Outage
The Secure Employer Websile will be down for system maintenance from 12/31/2020 through 1/2/2021. If any questions regarding this outage, please conlact us at (800) 228-5453 or thiough CalSTRS.com.

New Publications
New Employer Newsletter available to you. Select the View More link 10 access the newsletter.
View More
Pending Work ems
Raquest Typs New Request  Progreas Request  Total Outstanding Request

Employer Reporting Requests -

Page 13 of 31
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Step 2:
The Employer Reporting Request Search screen displays. The Employer Reporting

R
D
R

equests automatically display in the Search Results panel. Locate the Provide Supporting
ocumentation Employer Reporting Request to work and select the associated Employer
eporting Request ID link.

Fowared by Neospin®

ESS Emoloyer Reporting Request 57004 SCHOOL DISTRICT 004 A+ 2 0 Dww Wekcrme Contad Tares N
Search TRN1-2.0.561.1 - Green Region
|1 Records met the search critedia. |

Criteria o

Client ID : Q Reparting Saurce n Include Associated Organization

Status: Al - Action Required : Al ~ Pragram Area :

Submitted Date (From) : ) Subimitted Date (To} o
[ o |
Search Results o
Employer Reporting Request ID  Client ID Number of Reported Lines  Reporting Saurce Status Action Required Program Area Inatructions Aging

57004 - SCHOOL DISTRICT 004 Submitted 10 Employe: Provide Supporting Documentatlon  Employer Services  Please proviie the employment agreeme.
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Step 3:

The Employer Reporting Request Maintenance screen displays. In the Employer
Reporting Request Details panel, review the Instruction field for detailed notes from
CalSTRS requesting documentation to be provided.

owsrad by Naos
ESS Employer Reporting Request 57004 SCHOOL DISTRICT 004 A & & e WAR Waboma Contact, Tarsa A
Maintenance 36 TRN1 - 2.0.561.1 - Green Reglon

ESS Employer Reporting ... ESS Empl porting ... X Disp page 10of 1

| All changea succeasfully saved. |

Person Details

Client 1D: 1526673410 Name: CAXYN CLONE CBXQ

Membership Details
Mambeeship Account 1D : 181019 Banafit Program: CalSTRS Defined Benefil  Membership Dote = 09/06/1984
Stanm : Active Status Effective Date: 01/04/1982

Employer Reporting Request Details

Reparting Sowce : 57004 - SCHOOL DISTRICT 004 Satws @ Submitted 1o Employer Employer Reporting Request ID : 36
Number of records : 1 *Program Area:  Employer Services - *Action required :  Provide Supporting Docur v
Pid Date : =
Plea: vide the employment sgreements for the Superintendent to verify that the
pay ase ls pursusnt to a publicly avallable written contractual
re

Instruction

Page 15 of 31
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Step 4:
Scroll down to the Transactions panel to review the contribution transactions associated to
the Employer Reporting Request.

Powered by Neospin®
ESS Employer Reporting Request 57004 SCHOOL DISTRICT 004 A - & @ W Webame Contact, Tarsa
Maintenance 36 TRN1 -2.0.561.1 - Grasn Region
ESS Employer Reporting ESS Employer Reporting ... X Displaying page 1 of 1
Number of records : 1 *Program Area:  Employer Senices ~ *Actionrequired:  Provide Supporting Docurr
PRI Data : =
Tease provide the employment ag-eewents Tor The Soperintendent to verlfy that the)
y rate Lncresse s pursusnt to a publicly avallable written contractusl
beeemert.
Instruction :
Response
Submitted Date/Time : 12/04/2020 01:38 PM Submitted by : bching
Transactions
Transoction  Effective  Member  Assignmant Pay PayPerdod  PayPerod  Transaction PreTaxEE  Post-Tax EE Service MBS e Mete. Bk e
P 5
CIGANZIEN  pove Date Code  Code ParCods pue  BegnDae EndDaa  Type EMNOY  Comribution Contribution "M cregy  Subsystem r:""m Bate Houm Type Type
12 Emph
120042000  D2/D7/2020 Member Contract Monthly 260000 01/01/2020 01/31/2020 Regular o 222083 ) 0 0006344 m: '_;:c 617 0 Salary
Payments

Page 16 of 31
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Step 5:

Enter a response in the Response field.

Rowered by Neospin®

CALSTRS ESS Employer Reporting Request 57004 SCHOOL DISTRICT 004 fi & & o O wam

SECURE EMPLOYER WEBSITE Maintenance 36 TRN1-2.0.561.1 - Green Region

elsame Cal Taresa v

ESS Employer Reporting ... ESS Employer Reporting ... X Displaying page 1 of 1.

Mamberghip Account ID : 181019 Benefit Program :  CalSTRS Defined Benefit Membership Date: 09/06/1984
Status : Active Status Effective Date : 01/04/1982

Employer Reporting Request Details

Reporting Source : 57004 - SCHOOL DISTRICT 004 status: Submitted to Employer Employer Reporting Request ID : 36
Number of records : 1 *Program Area:  Employer Services v *Action required : | Provide Supporting Docurr v
PRI Date : )

Please provide the employment agreements for the Superintendent to verify that the
pay rate increase is pursuant to a publicly availsble written contractual
agreement.

Instruction :

uperintendent 's pay rate increase is contained within the attached employment
greement|

Submitted Date/Time : 12/04/2020

Transactions

Page 17 of 31
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Step 6:

Scroll down to the Attachments panel to upload the employment agreements. Click the Select
File button.

CALS’FRS ESS Employer Reporting Request 57004 SCHOOL DISTRICT 004
SECURE EMPLOYER WEBSITE Maintenance 36

Powered by Neospin”
A« & @ Owwm
TRN1-2.0.561.1 - Green Region

ESS Employer Reporting ... ESS Employer Reporting ... X

Displaying page 1 of 1.

Fuperintendent s pay rate increase is contained Within the attached employmernt
[pgreement |

Response :

Submitted Date/Time: 12/04/2020 01:38 PM Submitted by : bching

Transactions

Tranaaction  Effective  Member  Assighment o Pay Pay Period  PayPeriod  Trangaction
Date Code  Code = Rate  BeginDate EndDate  Type

. PeTaEE  PostTacEE | o Sevice oo i:?:éﬁem Time Base Eamings Serv
e Contribution  Contribution Credit UBeY: o Base Hows Type T

Earnings

]

7004 -

—  SCHOO

(m] 2/04/:

' bisTRICT 04/2020  02/07/2020 Member
004

12

Contract  Monthly 260000 01/01/2020
Fayments

01/31/2020  Regular 0 222082 0 0 0ooseas TPlever

Reporting e 0

Salary

Attachments

‘ Select File . Clear
' |

Upload

Font Sizes:
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Step 7:

The Choose File to Upload window displays. Select the file to upload and click the Open
button.

€ Open X % Powered by Neospin®
B ke s oot » T [ somvorer o4 f SO D
lon
Organize ~ Newfolder )
& Dawnloads A Hame - Status Date modifed Tpe Sze A
‘ Adobe Captivate Voices 2010 (64 Bi) o T2/28/2000 LABPM  File foldar
= Pictures Creditable: Comp Activity o 12/28/2000 TABPM  File folder
Camers Rall E o 12/28/2020 LABPM  File folder
b Music RWP 2020 ° 12/28/2020 1ADPM  File folder
Other - Non eFax ssa o 12/28/2020 LABPM  File folder
. Timesheets o 12/28/2020 LABPM  File folder
? [ ~CETEmployeeChangeRequests.cpl o 11120201111 Control panel iterm 0
@ OneDrive - California State Teachers'Retirement System [ ~CETEmployerReportingRequests cpl o 14/18/2000217FM  Control panel item 0
s e CBTEmployerReportingRequests cpbecpl & 12/30/2020 136 PM  Control panel item 0
= [ ~1averiySupressechiamings cpl o 12/30/202012:32...  Control panel iter o
B 30 Objects [ ~Job aid screenshots.col o 12/20/202012:54.. Control panel iter o
5 Desktop ) Dl Surarnan Dacting ol ~ 19,090 159 DM ottt e av
— v >
File name ~
(
R
Transactions
. . . . . . X Subgystem  _ 3
& Grren Trangaction  Effective Member  Assignment . Pay PayPeriod  PayPeriod  Trangaction - PreTaxEE  Post-Tax EE — Service Subsystem  Reference Time Bage  Earings  Servi
- & Date: Code Code &4 Rate BeginDate  End Date Type s Contribution ~ Contribution Credit ¥ m Base Hours Type Typel
57004
12
. SCHOO Employer
™ e 12/04/2020  02/07/2020 Member  Contract Monthly 260000  01/01/2020  01/21/2020 Regular 0 222083 0 O 00064 o ing 1617 0 Salary
o Payments
004 4
Attachments
Select File Clear
Upload

O B £ ©FESEmployerReporti. B KT Employer Reporting R. A Q) 226PM
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Step 8:

The selected file displays with the green checkmark. Click the Upload button. Repeat this
process for each employment agreement that needs to be uploaded and submitted to
CalSTRS. Once uploaded the file displays in the Attachments panel.

Aopmrarad by Meospin”

£5S Employer Reporting Requast 57004 SCHOOL DISTRICT 004 ‘b A+ & @ D ek = v
Maintenance 26 TRN1-2.0.561.1 - Srsen Region Weloma Contact, Taresy

ESS Employer Reporting ... ESS Employer Reporting...* X Displaying page 1 of 1.

m

Transactions

Subsystem
Tomsoction  Effective  Member  Assignmant Poy  PayPedod PoyPerod Transsotion PreTaxEE  PostTax EE Sevics Time Bose Esmings Servi
e Date Code  Code PayOods powe  BegnDas EndDats  Tye EMingt  onutbution  Corttation T Creck Supatary r':“'“ Base Hows Type Type
57004 v
'-—J~—~L‘.;':" 12/04/2000 02/07/2020 Member Contraot Momhly 260000 01/01/2020 01/31/2020 Regular o 22083 ] 0 0006544 ::‘"“’.'_“e 1617 0 Salay
DISTRIOT s eporting
a4
Attachments
Select File Clear
EmploymentAgreement. pdf x
(198508 bytes ) -
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EMPLOYER TRAINING SERVICES

Step 9:

Scroll to the top of the Employer Reporting Request Maintenance screen and click the Save
button.

ESS Employer Reporting Request 57004 SCHOOL DISTRICT 004 ‘h A+~ & @ Oww Wakome Contact, Taresa v
Maintenance 36 TRN1-2.0.561.1 - Green Region

loyer Reporting ... ESS Employer Reporting...* X Displaying page 1 of 1.
mit

Person Details

ClientID: 1526673410 Name: CAXYN CLONE CBXQ

Membership Details
Mambership Account ID: 181019 Benefit Program : CalSTRS Defined Benefit Mambarship Date : 09/06/1984
Status @ Active Status Effective Date : 01/04/1982

Employer Reporting Request Details

Reporting Sowca : 57004 - SCHOOL DISTRICT 004 Statws : Submitted 10 Employer Employer Reporting Requesat 1D : 36
Number of records : 1 *Program Avea:  Emmployer Servces v “Action vequired:  Provide Supporting Docurr v
P&l Date. a

Please provide the
pay rate increase i
sgreesent

nt agresments for the Superintendent to u
"t to & publicly available written contr

rify that the
1

Instnuction

Superintendent's pay rate incresse is contalned within the attached employment
agreement
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EMPLOYER TRAINING SERVICES

Step 10:

The Employer Reporting Request is successfully saved. A message displays at the top of
the screen stating: “[All changes successfully saved.]” Then, click the Submit button. The
Employer Reporting Request is submitted to CalSTRS for review and processing. The
Status field is updated to Submitted to CalSTRS.

Powared by Neospin”

£S5 Employer Reporting Request 57004 SCHOOL DISTRICT 004 i + & @ Oww Welice Comtadd, Tareas Wz
Maintenance 36 TRN1-2.0.561.1 - Green Region

ing ... ESS Employer Reporting ... X Displaying page 1 of 1

[ All changes successfully saved. |

Person Details

Client ID: 1526673410 Name: CAXYN CLONE CBXQ

Membership Details
Membership Account ID: 181019 Benefit Program:  CalSTRS Defined Benefit Membecship Date : 09/06/1984
Status: Active Status Effective Date: 01/04/1982

Employer Reporting Request Details
Reparting Sousce : 57004 - SCHOOL DISTRICT 004 Employer Reporting Requeat 1D = 36

*Action required Provide Supportng Docur v

Number of records : 1

PRI Date : =]

Instruction :

perintendent’s pay rate Lncrease s contalned within the sttached employment
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CALSIRS

EMPLOYER TRAINING SERVICES

Process

Step 1:

From the Dashboard, scroll down to the Pending Work Items panel. Select the New
Request link for Employer Reporting Requests.

Powered by Neospin®
= MRS Dashboard 01016 UNIFIED SCHOOL DISTRICT 016 A & @ 0w
SECURE EMPLOYER WEBSITE TRN1-2.0.561.1 - Green Region

Dashboard X
Secure Employer Website

Welcome to the Secure Employer Website (SEW), the Employer Self Service portal, where you can view your Contacts, Benefit Program, Employees and other information.

Employment Employee Profile Employer Profile
o

2 = bR

Upload Files Online Reports Contribution Account Portal (CAP)
N o)

[l 2,

New Announcements

or
Organization Broadcast communication
System Outage

The Secure Employer Website will be down for system maintenance from 12/31/2020 through 1/2/2021. If any questions regarding this outage, please contact us at (200) 228-5453 or through CalSTRS.com.
New Publications

New Employer Newsletter available to you. Select the View More link 1o access the newsletter.
View More

Pending Work Items

Request Type New Request  Progress Request  Total Outstanding Request

Employer Gertification for Death Before Retirement 7
Employer Reporting Requests 1
Unused Sick Leave Requests for SR T 1
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CALSIRS

EMPLOYER TRAINING SERVICES

Step 2:

The Employer Reporting Request Search screen displays. The Employer Reporting
Requests automatically display in the Search Results panel. Locate the Create Adjustment
Employer Reporting Request to work and select the associated Employer Reporting
Request ID link.

Powered by Neospin®
= Q\lSFRS ESS Employer Reporting Request 01016 UNIFIED SCHOOL DISTRICT 016 A ¢ & @ Owan
SECURE EMPLOYER WEBSITE Search TRN1-2.0.561.1 - Green Region

[ 3 Recorda met the search criteria. |

Criteria ~
Client ID : Q Reporting Source : u Include Assosiated Organization: [
Status: Al ~ Action Required: Al v Pragram Area : v
Submitted Date (Fromy : ] Submitted Date (To) : ]

Search Results ~

Export To Excel

(J Employer Reporting Request ID  Client ID Nurnber of Reported Lines  Reporting Source Statug Action Required Pragram Area Instructions Aging

540198659 1 01016- UNIFIED SCHOOL DISTRICT 016 Submitted to Employer ~ Create Adjustment Employer Services  Please review and submit an adjustmen... 26
u gaoRpioe 1 01016- UNIFIED SCHOOL DISTRICT 016 Submitted to Employer  Create Adjustment Employer Services  Requesting an adjustment for this pay.. 27
1544144415 1 01016- UNIFIED SCHOOL DISTRICT 016 Submitted to Employer  Provide Supporting Documentation 27

Employer Services  Supporting documentation is requested...
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EMPLOYER TRAINING SERVICES

Step 3:

The Employer Reporting Request Maintenance screen displays. In the Employer
Reporting Request Details panel, review the Instruction field for detailed notes from
CalSTRS requesting an adjustment of the contribution transaction.

Rowered by Neospin®
= I RS. ESS Employer Reporting Request 01016 UNIFIED SCHOOL DISTRICT 016 A ¢ S @ 0w
SECURE EMPLOYER WEBSITE Maintenance 34 TRN1 -2.0.561.1 - Green Region

ESS Employer Reporting ... ESS Employer Reporting ... X Displaying page 1 of 1.

Save Submit

[Record displayed. Please make changes and press SAVE. |

Person Details

ClientID: 9049472128 Name : URVWPN 0 HEONKQ

Membership Details

Membership Account ID : 73781 Benefit Program:  CalSTRS Defined Benefit Membership Date: 09/01/2011

Status : Active Status Effective Date: 10/01/2010

Employer Reporting Request Details

Reporting Source : 01076 - UNIFIED SCHOOL DISTRICT 016 Status : Submitted to Employer Employer Reparting Request ID : 34

Number of records : 1 *Program Area: | Employer Services v *Action required : | Create Adustment v

P&l Date : | 12/022050

Requesting an adjustment for this payroll detail transaction.

Ingtruction :

Font sizes: €9 €D €9
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Step 4:

Reporting Request. Click the Subsystem Reference ID link.

SECURE EMPLOYER WEBSITE

01016 UNIFIED SCHOOL DISTRICT 016
ESS Employer Reporting ... ESS Employer Reporting ... X

TRN1-2.0.561.1 - Green Region

Scroll down to the Transactions panel to review the transactions associated to the Employer

ESS Employer Reporting Request
Maintenance 34

A S @ 0w
Displaying page 1 of 1.

Powered by Neospin®

Wekame Contact, Teresa v

Regponge :

Submitted Date/Time : 12/03/2020 06:27 PM Submitted by : bching

Transactions

= . Transaction  Effective Member  Assignment
O organization
Date Date

PayPeriod  PayPeriod  Transaction . Pre-Tax EE
Code  Code PayCods FPayRate o inae EndDate  Type Earnings o wibution
01016
12
SCHOOL 12/03/2020  01/08/2020  Member

Contract Monthly
016

Payments

Post-Tax EE e
Contribution

Service

Subsystem
ey Subsystem

Time Base
Reference
Bage
D
1227366 12/01/2019  12/31/2019

Eamings  Sef

Hours  Type T
Regular

1045.3

Ermployer
0 0.069241 Reporting 0 Salary
Attachments.

Select File
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Step 5:

The Employer Payroll Detail Maintenance screen displays. If needed, refer to your internal
employer payroll reporting system to research the contribution data that was reported. In
addition, you may need to provide documentation and/or provide a response to CalSTRS.

Employer Payroll Detail Maintenance
2

Employer Payroll Detail... Employer Payroll Detail... X

Record displayed.

Powered by Neospin®
01016 UNIFIED SCHOOL DISTRICT 016
TRN1-2.0.561.1 - Green Region

= CALSIRS A e S @ O

Wekame Contact, Teresa Vv

SECURE EMPLOYER WEBSITE

Displaying page 1 of 1.

Read Only : Employer Payroll Detail has been processed.

Employer Payroll Summary ~

Reporting Source: 01001-COUNTY OFFICE OF EDUCATION ~ Payroll Summary ID: 1362
Reporting Period: 09/01/2020-09/30/2020 File Type : F496 File

Payroll Summary Status : Processed
Benefit Program : CalSTRS Defined Benefit

Employer Payroll Header ~

Organization: 01016-UNIFIED SCHOOL DISTRICT 016
Benefit Program:  CalSTRS Defined Benefit

Payroll Header ID: 1274
Benefit Structure : DB 2% at 60
Submitted to Source Date: 12/03/2020 06:76:15 PM

Payroll Header Status : Processed [N

Submitted te Source By:  behing@calstrs.com Submitted to Source: Yes

Employer Payroll Detail -
Payroll Detail ID: 1609 Payroll Detail Status : Processed Suppress Warnings :
*8SN: 406-43-9551 Client1D: 9049472128
*Firat Name : URVWPN Middle Name: O *Last Name : HEONKQ
*Member Code: Member *Transaction Type : Regular Eamings : $10,198.05
*Pay Period Begin Date: | 12/01/2019 *Pay Period End Date :  12/21/2019
*Aggignment Cade: 57 - Contract PayRate: $12,273.660 Pay Cade : 12 Monthly Payments
Contribution Cade : Current Member Contributions Classification Code : Base Howrs : 0.00
Comments :
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EMPLOYER TRAINING SERVICES

Step 6:

Once information is gathered, respond to the Employer Reporting Request. Click the
Employer Reporting Request Maintenance link in the Breadcrumb Navigation bar.

Powered by Neospin®

Employer Payroll Detail Maintenance 01016 UNIFIED SCHOOL DISTRICT 016 fi « & @ Oww
1609 TRN1-2.0.561.1 - Green Region

= CALSIRS

o E© WERSITE

ESS Employer Reporting... Emg

Refresn

hyer Payroll Detail... X Displaying page 1 of 1.

Record digplayed.

Read Only : Employer Payroll Detail has been processed.

Employer Payroll Summary ~
Reporting Source: 01007-COUNTY OFFICE OF EDUCATION Payroll Summary ID: 1362 Payroll Surmmary Status : Processed
Reporting Period : 09/01/2020-09/30/2020 File Type : F496 File Benefit Program : CalSTRS Defined Benefit
Employer Payroll Header -
Organization: 01016-UNIFIED SCHOOL DISTRICT 016 Payroll Header ID: 1274 Payroll Header Status : Processed
Benefit Program:  CalSTRS Defined Benefit Benefit Structure : DB 2% at 60
Submitted te Source By : bching@calstrs.com Submitted to Source Date: 12/03/2020 06:76:15 PM Submitted to Source: Yes
Employer Payroll Detail ~
Payroll Detail ID: 1609 Payroll Detail Status : Processed Suppress Warnings :
*SSN: 406-43-9551 Client1D: 9049472128
*Firat Name : URVWPN Middle Name : O *Last Name : HEONKQ
*Member Code: Member *Trangaction Type: Regular Eamings : $10,198.05
*Pay Period Begin Date: | 12/01/2019 *Pay Period End Date :  12/21/2019
*Assignment Code: 57 - Contract Pay Rate: $712,273.660 Pay Cade : 12 Monthly Payments
Contribution Code : Current Member Contributions Classification Code : Base Howrs : 0.00
Comments :
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EMPLOYER TRAINING SERVICES

Step 7:

The Employer Reporting Request Maintenance screen displays. In the Transactions panel,
select the checkbox next to the transaction that needs to be adjusted. Click the Create

Summary button to create a new Summary, Header and Payroll Detail from the screen or
submit the adjustment through a Contribution File.

mIJS’TRS 01016 UNIFIED SCHOOL DISTRICT 016 0 Powered by Measpin®
= ). . TRN1 - 2.0.604.1 - Green Region fi & & ) wam
T sccuRe evpLovER weesITE ESS Employer Reporting Request g

Maintenance 37

ESS Employer Reporting .. ESS Employer Reporting .. X 4= Displaying page 1 af 1.

Response:

Submitted Date/Time: 12/04/2020 01:46 PM Submitted by: bching

Transactions

O @R Transaction  Effective Member  Assignment Pay Code Pay Rate Pay Period Pay Period Transaction =D Pre-Tax EE Post-Tax EE e Service e i::jryei‘;m Time Base Earnings  Service 'E:;pecled
= Date Date Code  Code & b BegnDate  EndDate  Type 95 Contribution  Contribution Credt i b Base Hours Type Type Pe:’bds

UNIFIED 12
O scHooL 12/03/2020  01/08/2020 Member  Contract Monthly  12273.66 12/01/2019 12/31/2019  Regular 0 1045.3 0 0 0059241 E’:ppu‘:y‘:; 1609 0 Salary
Payments

Attachments

Select File
Upload

(O Attachment  Added By

2
@
]

Mo records o display.

Audit Information
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EMPLOYER TRAINING SERVICES

Step 8:
Enter a response in the Response field and click the Save button.

01016 UNIFIED SCHOOL DISTRICT D16
TRN1 -2.0.604.1 - Green Region

ESS Employer Reperting Request
Maintenance 37

SECURE EMPLOYER WEBSITE

@gyer Reporting ... ESS Employer Reporting .. X 4= Displaying page 1of 1.

Membership Details

Membership Account ID: 206026 Benefit Program: CalSTRS Defined Benefit Membership Date : 09/01/20711

Status: Active: Status Effective Date: 10/01/2010

Employer Reporting Request Details
Reporting Source: 01076 - UNIFIED SCHOOL DISTRICT 016 Status: Submitted to Employer Employer Reporting Request ID: 37
*Action required :

*ProgramArea: | Employer Senices

Nummber of records: 1 Create Adjustment

PRIDate: | 12/04/2020 (]
Please review and submit an adjustment for the payroll detail transation.

Instruction :

gree adjustment iz needed. Crested a new payroll detail transaction for The

cquested adjustment. |

Response:

Submitted Date/Time: 12/04/202!

Transactions

A € & @ Owm

Powered by Neospin®

Welcome Contact, Teresa
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Step 9:

The Employer Reporting Request is successfully saved. A message displays at the top of
the screen stating: “[All changes successfully saved.]” Then, click the Submit button. The
Employer Reporting Request is submitted to CalSTRS for review and processing. The
Status field is updated to Submitted to CalSTRS.

01016 UNIFIED SCHOOL DISTRICT 016 Powered by Neospin®
TRNT-2.0.604.1 - Groen Region Ao @ Dwm

ESS Employer Reporting Request
Maintenance

ESS Employer Reporting ... ESS Employer Reporting ... X Displaying page 1 of 1.

[ Allchanges successfully saved. |

Person Details

Client ID: 1540198659 Name: URVWPN CLONE HEONKG

Membership Details

Membership Account ID: 206026 Benefit Program: CalSTRS Defined Benefit Membership Date: 09/01/2011
Status: Active Status Effective Date: 10/01/2010

Employer Reporting Request Details

Reporting Source: 01016 - UNIFIED SCHOOL DISTRICT 016 Status: Submitted to CalSTRS Employer Reporting Request ID: 37
Number of records: 1 *Progrant 3N 2 ~ *Action required : | Create Adjustment v

PRIDate: | 12/04/2020 a

Please review and submit an adjustment for the payroll detail transation.

Instruction :

Response:
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