Overview

Introduction

Contents

Approve Draft Dispute Case

Use this procedure to approve a draft dispute case. The Report Source will
receive notification that a Report Unit has created a draft dispute case. That
case is reviewed and subsequently promoted to an actual dispute case. This
process is also used to convert a draft dispute case created by the Report
Source.

A draft dispute case must have been created prior to performing this
procedure. The draft dispute case should be reviewed and any penalty line
that should not be disputed should be canceled prior to creating the Dispute
Case.

Information needed to create a Dispute Case:

e Media ID

e Draft Dispute Case ID

e Unit ID (optional)

This publication contains the following topics:

Topic See Page
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Approve a Draft Dispute Case

Procedure

Step Action
1 Starting at the SEW home page, click the Contribution Account
Portal link.

CALSIRS  secure Employer Web Site

My Account: AHardy (99)

Click the Contribution Account
Portal Link

iﬂome Welcome, Andrew Hardy

iManage Files
L logged onto the CaISTRE Secure Employer Web Site
employers and CalSTRS to communicate member account
imy features are provided 1o assist in protecting and ensuring the

‘REAP OUr members:

Cor ns! You have g
This Web site is provid

:Manage Reports

{Employer Notification
n more information, the Release Notes under Web site information.

ke ntribution Account Perf:?l

{Secure M Cent
jpocure Hessage LeNer  Announcements

iﬂnl'erence Items

Result: Contribution Account Portal opens to Open Bills tab.

Step Action
2 Click the Penalty Assessment & Dispute Mgmt link.
Result: Penalty Assessment & dispute Mgmt selection screen opens.

Step Action
3 Select Media ID by clicking the browse button.
4 Enter Draft Dispute 1D in Draft ID box.
5 Click the Continue to PADM button.

ion for Penalty A & Disp! Mgmt
Selection
*Report Source: 00019
Media ID (Required) | STM0000011484 [+ Report Period: |09/2012
*Report Unt: To:
Penalty Type: &= To:

Member SSN: 000000000

Upload Penalty Lines: [ ]

Penatty Line ID To:
Dispute Indicator: =
Draft ID: | 000120000002201206221640527 | [Te: { =)
—
Contripution Code: ||| To:
Code: To:

Adjustment Indicator: ||
Further Selection by Case Number and Status

Case . S e
Case Status: oo |7 Te: (00 7
Continue to PADM ‘Generate PDFDR

[ ] Summarize P1 & P4

Result: PADM application screen opens with draft dispute case lines in First
View.

Continued on next page
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Approve a Draft Dispute Case, Continued

Procedure

(continued) Step Action

6 Change view to Dispute View. Click the View Browse button
and select Dispute View.

View: | report view for picturﬁ - | Export 4 || Deselect £
E. Pen eport Unit

Dispute view for pictures

r ! P1 Late Report 002
| 102 B3 | ate Adjustment 002
| 104/ P3 Prior FY Late Contributions 19130

104! P4 Late Contributions 9130
— 104/ Reported View 9130
— 114] report view for pictures 3150
— [Standard View]

1145, CANTOTTI 9150

106251 Califernia 19330

108257 California 19380

106258 Califernia 19380

[0
| Save Data | Go Back | Exit | Remove Saved Data | Load Sa
Result: Dispute View Columns are shown in PADM application.

Step Action
7 Click the Select All button
Viewe:  Disgute view for pict|> | || Exporta | Deselect Al | Select Al]| Create Case || Reject Dratt | Create Dran || Anach Doc || Cance: Draft |

E. Penline D Penalty Type Last Name File Rcvd Date Draft Case D Dispute Reason Accapt
[ 10228 ] Caffornia 050872012 00018000000320120622164052 0007 ACCEPT
: 102353 P1 Cakfornia 08082012 00018000000 3201 20822182052 ooo7 ACCEPT
= 104437 P1 Cakfornia 08082012 000180000003201 206221824052 ooo7 ACCEPT
. 104442 P1 Cabfornia 05082012 00015000000320120622164052 0007 ACCEPT
| 104044 Pl Ceifomia  05/08/2012 00018000000320120622164052 0007 ACCEPT
I 114419 Pi Calfornia 05082012 000130000003201 20622164052 ooa7 ACCEPT
Result: All lines highlight.
Step Action

8 Click the Create Case button.

View: ' Dispute view for pict ||| Export 4 || Deselect || Seiect A8 |[ Create Case | Reject Dratt || Create Dratt || Attach Doc || CanceiOratt |
e 3

E. PenlineD  PenaltyType  LastHame  FieRcvdDate  Draft Case D Dispute Reason  Accept
[ 102348 Pl Caifomia 0582012 0001B000000320120822164052 0007 ACCEPT
7 10z3s3 Pl Caifornia  0S/0B/2012 00018000000320120622164052 0007 ACCEPT
[ 104437 ] Caifornia  0S/08/2012 00018000000320120622164052 0007 ACCEPT
|— 104442 Pl California 05082012 00018000000320120622164052 oooT ACCEPT
| 104444 Pl California 05/08/2012 000180000003201 20622164052 oooT ACCEPT
0 114419 ] California 051022012 00012000000220120622164052 0007 ACCEPT

Result: The CREATE OR UPDATE A DISPUTE CASE screen appears.

Continued on next page



Approve a Draft Dispute Case, Continued

Procedure
(continued)

Note: the draft dispute case ID number will appear in the References field.
The entry of notes/comments at this point is optional. Enter comments that
may help to resolve the dispute case. To enter notes click in the comments

CREATE OR UPDATE A DISPUTE CASE =B

box and type.
Step Action
9 Click the Send button.

Dispute Case Display Ii‘

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

Case | Amount Disputed: References:
1118 |000180000003201 20622164052

Comments:

input your comments here

Result: System displays Case ID number in Case ID box.

Step

Action

10 Click the Close button.

Dispute Case Display E|

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

CREATE OR UPDATE A DISPUTE CASE =EB

Case |D: Amaount Disputed: References:
45 900,351.29 | | 000180000003201 20622164052
Comments:

input your comments here

Result: PADM application appears. The display

Continued on next page



Approve a Draft Dispute Case, Continued

Procedure

(continued) Step Action

11 Click the Exit button

‘Views:| * Dispute view for picti | ||| Export 4 || Deselect All|| Select Al | Create Case || Reject Draf | Create Draft | Attach Doc || Cancel Oraft|
E. PenlnelD  PenstyType  LastNsme  FileRcvdDate  CaseD  Dispind  CaseStatus Status Description Draft Ci

[ 102348 P Covforia 0S/D82012 ] oca 1 New 000180
| 102353 P1 Cabfornia  0SMB2012 ® ool 10 tiew 000180
J 104437 M California DS/082012 48 oca 10 Hew 000180
| 104442 P1 Cakfornia 05/0e2012 48 oca 10 New 000180
[ t0ass P Casomia 08082012 48 ocm 1 New 000180
J 114419 P1 Caifornia 050812012 43 oca 1w ew 000180
J 114423 P California DSME2012 48 QCa 10 Hew 000180
| 106251 G Califarnia DS/ME2012 48 oCa 10 Hew poo80
| 108257 Pt Casfornia  0S/08/2012 43 oc@ 10 New 000180
| 106258 P Calfornia 050872012 48 oca 1 Hew 000180

|| ;:ul}au | Go Back | Exit [IRemove Saved Data | Load Saved Rows | Load All Rows | Show Spit/Grouped View | Accept Draft Case |
Result: Blank PADM screen appears. Dispute Indicator changes to green
indicating dispute case created by report source.

End of procedure.
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