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Employee Change Request — Certification for
Disability

This document provides an overview of the different statuses and action statuses of an
Employee Change Request. Also, this document explains the step-by-step process employers
take to certify an Employee Change Request for Certification for Disability.

Revised: 04/02/2021

Statuses and Action Statuses |

Statuses

The Status of an Employee Change Request indicates the current state of the request.

Term ‘ Definition

Valid The Employee Change Request meets the criteria, errors are
resolved, and the warnings are suppressed.

Review The Employee Change Request either has incomplete fields or
errors or warnings that must be addressed in order to submit the
information to CalSTRS.

Action Statuses

The Action Status of an Employee Change Request applies to the different stages of the
request being moved through the process.

Term Definition

Approved Criteria has been met, no errors exist, and warnings are
suppressed.

Denied Criteria has not been met.

Returned to CalSTRS review has determined a possible data entry error

Employer exists. CalSTRS has returned the request to the employer
organization for correction.
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Certify One-Year Final Compensation

Step 1:

On the Dashboard in the Pending Work Items panel, a number displays as a link in the New
Request column for Employer Certification for Disability. Click the New Request link.

I
Dashboard X
b
-

If any questions regarding thes outage, please contact us af (B00) 228 5453 or through CalSTRS com

Step 2:

The Employee Change Request Search screen displays. The Employee Change Requests
for the Employer Certification for Disability automatically display in the Search Results
panel. Click the Change Request Type link for Employer Certification.

I — il

Dashboard Employee Change Request... X Displaying page 1 of 1

Search Criteria

hort 10 Q ange Request Trpe . ETTTIINTIS TN v Change Request Subtype
Lant e Fust ame Organir ation Cante o
 fective Date | ram a flective Date To B “atus Al
Created Date From a Created Date To B
Search Results »
C ]
Change Request Type  Change Request Sublype  Client 1D Last Mame  First Mame  Organzation Mame Slatus  ActionStstus  Crested Dute
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Step 3:

The Employer Certification Maintenance screen displays. Enter the applicable details in the
Employment Information panel. Enter the employment information.

Dashboard Employee Change Request . ESSEmployer Cenificati . X

Displaying page 1 of 1

(Bmlhlm

Last Day of Work -

Days of Absence in Current
School Year

Employmest Star Date - 09/12/1988

12/15/2020

30

Emgloyment EndDate=  12/14/2020 Cument Employment Stamus = Paid Sick Leave

Last Compensation Date - 12/14/2020
Days of Absence in Prior School Yesr - 45

Ase dismissal proceedings contemnplated or pending? © No

Employment Remarks.

.

Income Protection Plan information

Step 4:

Enter the applicable details in the Income Protection Plan Information panel.

Step 5:

Enter the applicable details in the Worker’s Compensation Information panel.

’ Worker's Comgensation information ‘
Has the member apphed for benefts through Worker's Compensation - Date of gy =
’ s e et
S Na - are pasd
Werkly Sates of Benel s = o
Were benetins awarded a2 kumo
surn?
Comgarn Narme A cay
S Zip Cote hone Hurrben
Workes s Compersation -~
\ Remarts - ‘
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Step 6:

Review the statements regarding one-year final compensation and reduction in school funds. If

a statement applies to the member, select the applicable checkbox. In this example, neither
statement is selected.

Worker's Compensation Information

Has the member apphed for benefits through Worker's (

Date of lnpary 8
Effectrve Date of - Bemelits are pad dwectly
Weekhy Rates of Benefns Somalit = ™ =
Werr brretits rwarted 55 hamo
s
Compary Harme Address Cay
State - Zip Code Phore Numibser
Workes s Compensation ~
Remarks v

Step 7:

Scroll down to the Employer Authorization panel. Certify the information provided is true and
accurate by selecting the checkbox next to the statement.

Dashboard Employec Change Request  ESSEmployer Cortificatl . X Displaying p

m

Employer Authonzaton

nd commect | understand that perpry is pureshabile by Impns:

wpose of alterng a benefit adrmemstered by CalSTRS and

Assthriresd [ mphopee Titie

Step 8:

In the Authorized Employee fields, enter your name, title and telephone number.

Employer Authorzation
certify under penalty of perjury under the laws of the State of Califormia that the foregoing is true and comect | understand that perjury is punishable by imprnisonment for up to four years (Penal Code section 126) | understand it
s a crime 1o fail 10 disclose a maternial fact or 1o make any knowingly false material statemnents for the purpose of altering a benefit administered by CalSTRS and it may result in penalties, including resttution, up 10 One year in jai
Authorired Date

Authonized Fmgioyee Name Authornzed Emphoyee Titie “ i E ey ]
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Step 9:

Scroll to the top of the screen and click the Save button. The system validates the information
entered and any applicable errors and warnings display. Hard errors, which prevent you from
submitting the Employee Change Request, will display at the top of the screen in red text.
These errors normally occur when a field is missed or completed incorrectly. Soft errors
display in the Validation Information panel. Hard and soft errors must be resolved before you
can submit the request.

19630 MT. SAN ANTONIO COMMUNITY COLLEGE DISTRICT T I | wau Sekcome Contact, Tanmwy W
TRN - 2.0.540.1 - Green Region

SRS ——
@- wd Employee Change Request_ ESSEmployer Centificati. X Displaying page 1 of 1

Empioyment Information

Employment Start Date - 09/12/1988 Employment End Date Cuarrent Empioyment Status ~

Step 10:

Click the Submit button. A message displays stating: “All changes successfully saved.”

Person Details

Chent10: 1542743958 Member Name - COXNEXJ T AADGE Active Alert Exists - Y

Employee Change Request Details -
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