CALSIRS

EMPLOYER TRAINING SERVICES

Employee Change Request — One Year Final
Compensation

This document provides an overview of the different statuses and action statuses of an
Employee Change Request for One-Year Final Compensation. Also, this document explains
the step-by-step process employers take to submit an Employee Change Request for One-
Year Final Compensation.

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 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

Criteria has been met, no errors exist, and warnings are

Approved suppressed.

Denied Criteria has not been met.

CalSTRS review has determined a possible data entry error
exists. CalSTRS has returned the request to the employer
organization for correction.

Returned to
Employer
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Submit SR Earnings Limit Transaction

Step 1:

From the Global Navigation Menu, select Employee. Then, select Employee Change
Request.

Dashboard 01001 COUNTY OFFICE OF EDUCATION ft + & @ Oww Welcomt
SECURE EMPLOYER WEBSITE TRN1 - 2.0.540.1 - Green Region

Dashboard Employee

Message Board Employment Summary

Organization Employment Detail

Employer Reporting
portal, where you can view your Contacts, Benefit Program, Employees and other information.

File Processing ployee Profile Employer Profile

Reports = EHE

Step 2:

The Employee Change Request Search screen displays. Enter the member’s Client ID in
the Client ID field. From the Change Request Type dropdown field, select One Year Final
Compensation. Click the New button.

CALS Employee Change Request Search 21085 COLLEGE OF MARIN i+ & @ Twwm Welcome Contack Tammy. v
TRN1 - 2.0.550.1 - Green Region

Search Criteria
Client1D: 1516333572 “Change Request Type : [ Change Request Subtype: Al v
Last Name : First Name: Organization Code : O
Effective Date From : ) Status: Al v
Created Date From : ful Greated Date To s}

Action Status: Al v

BANED m

Results

[] ChangeRequest Type Change RequestSubtype Client D LastName FirstName OrganizationName Status  ActionStatus  Created Date:

No records to display
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Step 3:

The One Year Final Comp Maintenance screen displays. The Provision Name, Organization

Name and Client ID are automatically populated. In the Document Upload panel, click the
Document Type dropdown field and select One Year Final Certification.

One Year Final Comp Maintenance

Powered by Neospin®
01001 COUNTY OFFICE OF EDUCATION % A« & @ Owwm
TRN1 - 2.0.540.1 - Green Region

Welcome Contact, Tammy v

Employee Change Request... One Year Final Comp Mai... X <= Displaying page 2 of 2. ~

Provision Name : | One Year Final Compense[v| Status : Pending Action Status : Pending Approval

Organization Name: = COUNTY OFFICE OF EDUC u
Hint : Org Code, Org Name

Clientld: 1560837137 Q Member Name : TTYHZ E FNMQY

Comments :

<>

Document Upload

educed Workload Program Cerification

[0  DocumentType Attachment

No records to display.

Step 4:

Click the Browse button in the File Path field to upload the Collective Bargaining
Agreement.

Employee Change Request... One Year Final Comp Mai... X 4= Displaying page 2 of 2.

[ All changes successfully saved. ]

;-

‘One Year Final Compensation

Provision Name :  Gne Year Final Compensz v| Staws: Pending Action Stats : Pending Approval

Organization Name ;  GOUNTY OFFIGE OF EDUC| [y
Hint : Org Code, Org Name

Clientld: 1560837137 Q Member Name : TTYHZ E FNMQY

~
Comments <

Document Upload
Document Type :  One Year Final Cag

Document Type Attachment

File Path

] onevear Final Cenification  CRA pdf
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Step 5:

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

& Chacse File to Ugload x
- @6/ Semcn
T (15 ThSPC » Desktop » Ssmple Uplaacs v b Search Sarsple Uploa
Organize tew foldy jm I ]
| Name Stats Date modificd pe bs [ RWP Processing ) Processing Pending Work . ] FR2 CB Qutine &) FRZALT Outline ) State of Cabfomia CALNE... ] Web Si

A Quick sccess

(8 coapar
Desktap e

& Oownioads ¢

4 Documents

= Acroht . 0 KE
% A e & @ Owm

E Pictures
Camers Rall
| B
FR2 Documents I
Saved Pictures
@ OneDrive - Califor
3 Tris PC

= SystemDispossble

= Hebwork b
Faename [| e ~ | Approval
D =
Hint - Org Code, Org Name:
Chientid: 1516333572 Q Member Name : KMPRFI dontuse GBSWFI
Comments : L
Document Upload

Document Type : | One Year Final Cerificatia] w|

Step 6:
Click the Upload button. The document displays in the Document Upload grid.

5730 ; TRN1 - 2.0.550.1 - Green Region

Employee Change Request... One Year Final Comp Mai... X 4= Displaying page 2 of 2.
e - |

[ All changes successfully saved. |

One Year Final Compensation e |

Provision Name :  One Year Final Compensz ] Status: Pending Actian Status - Pending Approval
Organization Name: | COUNTY OFFICE OF EDUC| [
Hint - Org Code, Org Hame

Client 1d: | 1560837137 Q Member Name : TTYHZ E FNMQY

Comments :

<>

Document Upload A

Document Type:  One Year Final Carfificatio |

File Paty

Brovse..

Document Type Attachment

O  oneYear Final Certification  CBApdf
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Step 7:

Click the Save button. If the member does not meet eligibility requirements for one-year final
compensation, an error message displays at the top of the screen. To move forward, the error

must be resolved.

5730 THNT - 2.0.550.1 - Green Region

SHCURE EMPIDVER WERSTE
gLee Change Request... One Year Final Comp Mai... X 4= Displaying page 2 of 2.

‘One Year Final Compensation

Provision Name :  One Year Final Compensz[s] Status : Pending Action Status : Pending Approval,

Organiation tame: | GCUNIY OF FIcE OF EDUC| I

Hint : Org Code, Org Name

Clicnt1d: 1560837137 Q Member Name : TTYHZ E FNMQY
Comments : S
Document Upload

Document Type:  Ona Year Final Certificatio v

File Path Browse.

Delete Upload

[ Document Type Attachment

1 one Year Final Certification  CEA pdf

Step 8:

Click the Finish button. A message displays at the top of the screen stating: “All changes

successfully saved.”

5730 TRNT - 2.0.550.1 - Green Region

Employee Change B g ear Final Comp Mai... X 4= Displaying page 2 of 2.

ave
4l changes successfully saved_

‘One Year Final Compensation

Provision Name : | One Year Final Compensz| <] Status: Pending Action Status = Pending Approval

Organization Name : | GOUNTY OFFICE OF EDUC | [

Hint : Org Code, Org Name

ClientId: = 1560837127 Q Member Name : TTYHZ E FNMQY
Comments : &
Document Upload

Document Type:  Ona Year Final Certificatio v

File Path Browse..
Delete Upload
[1  Document Type Attachment

I one Year Final Gerlification  Gra.pdf

>
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