Overview

Introduction

Contents

Creating a Draft Dispute Case

The Report Source and Report Units will be able to dispute penalty lines in a
file by creating a Draft Dispute Case. A draft dispute case has to be created to
become a dispute case. Report units will only be able to create a draft dispute
case. Once the draft dispute case is created it will reside in the Penalty
Assessment & Dispute Management (PADM) application. No action will be
taken to resolve the dispute until it is promoted to an actual dispute case by a
Report Source.

A draft dispute case can have one or many penalty lines. A draft dispute case
can only be from one media file. A media file can have one or more draft
dispute cases. All lines in a draft dispute case will have the same Draft Case
ID. All lines in a draft dispute case will be assigned a Reason Code.
Required information:

e Media ID

The Report Source and Report Unit can cancel the draft dispute case. The
Report Source and Report Unit can also cancel a penalty line within a draft
dispute case. When canceling a draft dispute case or canceling a penalty line
within a draft dispute case, the process removes the draft dispute case ID.
When the draft dispute case or penalty line(s) has been canceled the system
will identify if it was done by the Report Source or Report Unit.

Required information:

e Media ID

e Draft Dispute Case ID

This publication contains the following topics:

Topic See Page
Selecting lines to be disputed in PADM 1
Creating a Draft Dispute Case 11
Canceling a Draft Dispute Case or penalty line 14




Selecting lines

Selecting Before selecting penalty lines to be disputed, you should have a list of penalty
penalty linesto  lines to be disputed to make this process easier.
be disputed Lines can be selected by:

o Control Key — selecting individual lines

o Shift Key — selecting a range of lines

e Select All button — to select all lines

e Upload Penalty Lines box — to upload preselected lines created using
notepad
— If using Upload Penalty Lines box: Go to step 5

Procedure for

selecting lines Step Action

using the 1 Click Contribution Account Portal link in SEW.

Control key,

Shiftkey,and
Select All

button CALSIRS  secure Employer Web site

Click the Contribution Account
Portal Link

My AccountAHardy (29)

Ao Welcome, Andrew Hardy

Ellnnage Files
illannge Reports geilr emplovers and CalSTRS to communicate member account
! fany features are provided 10 a5sist in protecting and ensunng the
EREAP aladl our members

ifmplﬂ}er Holification For infggefation on the lalest updates and features be sure to check the Announcements below
u ario

Brmore information, the Release MNotes under Web site information:
Ev_n'hfb';m Account Po"r_ﬁ_ll

‘Secure Message Center

Announcements

{Reference ltems

Result: Contribution Account Portal opens

¢ Report Source: CAP opens with Open Bills tab. Click on the Penalty
Assessment & Dispute Management link

o Report Unit: CAP opens with PADM selection screen

Continued on next page



Selecting lines, Continued

Procedure for
Selecting lines
using the
Control key,
Shift key, and
Select All
button
(continued)

Step Action
2 Select Media ID by clicking the Media Browse button and click
the Media ID.
3 Click Continue to PADM button.

Result: PADM application displayed.

Note: The Report Unit will only have access to its own penalty lines.

Continued on next page



Selecting lines, Continued

Procedure for

Selecting lines Step Action
using the 4 Change view to Dispute View. Click the Browser arrow in the
gr?i?:felyﬁyr; g View box and click Dispute View.

Select All _ -

button Penalty Assessment & Dispute Mgmt. Application

(continued) Jeport Source: 0on1g Fizcal Year:

Jusiness Partner Number: 1000000019  Unigue ID :

View: |f‘ Reported View i| - || | Export 4 || Deselec
E. Pen Report Unit
1

P1 Late Report
P2 Late Adjustment

19002

| 192 p3 prior FY Late Contributions | 9002
| 104 p4 | ate Contributions 19130
104 * Reported View 19130
104 [Standard Wiew] 19130
114419 California 19150

%sult: PADM displays Dispute View columns

Step Action

4 a. Using the Control Key:

Select individual lines by holding down the Control Key and
clicking the grey box next to the penalty lines to be selected.
4D. Using the Shift Key:

Select a range of lines by clicking the grey box next to the first
penalty line, scroll down to the penalty line in the range to be
selected, hold down the Shift Key and click the grey box next to
that line.

Penalty Assessment & Dispute Mgmt. Application
Report Source: 00013 Fiscal Year: 2012 Program ID (CB or DB} ak
Business Partner Number: 1000000019 Unigue ID: STMOD0D010958 | Effective Date of START

Views: |Dispute View |* || [ Export || Deselect All |[ Select All || Create Case || Reject Dr
H Pen Line ID Penalty Type EE S5N Last Mame File Rovd Date
J 53960 P4 835772872 California
r 53065 P4 524886370 California
r 53068 P4 530192176 California
|_ 53967 P4 550228247 California
|_ 53568 P4 553801598 California
J 53570 P4 838308074 California

Continued on next page



Selecting lines, Continued

Procedure for
Selecting lines
using the
Control key,
Shift key, and
Select All
button
(continued)

Step Action
4c. Select all lines by clicking the Select All button.

Penalty Assessment & Dispute Mgmt. Application
Report Sgurce: 00019 FiscalYear: 2012 Program I (CE or DB} aka Fiie Type: 0B
Business Pariner Number: | 1000000019  Unique D:  STMOO00011484 Effective Dale of START Coniribution File Transmission :  05/082012

Wiew: | Dispute view for pictur» ||| Export 4 || Deselect al][ Select All ||Create Case || Reject Draft || Create Draft || Attach Doc || Cancel Draft |
=

E. PenLline D Penakty Type Last Hame Fie Rcvd Date Dispute Reason Accept Disp Case Dt Craft Case
[ 1sss P3 Calfornia 050872012
| 101907 P3 Cakfornia 0smaR02

Go to step 14 to continue.

Continued on next page



Selecting lines, Continued

Procedure for  Using the Upload Penalty lines box.
selecting lines  Note: An upload file containing the penalty line 1D numbers must be created
using the prior to performing this procedure if the draft dispute case is to be restricted
Upload Penalty 5 specific penalty lines. This is useful when the lines to be reviewed are
Lines box scattered throughout the report and cannot be extracted by entering a specific
penalty line IDs or a range of IDs.
STRS recommends using Notepad when creating a list to be uploaded.
Sample of Notepad with penalty lines entered:

File Edit Format WView Help

102346
102353
104437
104442
104444
114419
114423
106251
106257
1062 58|

Hint: When saving the Notepad file: Save as: STM#####RP09

STM will always be the same. ##### is the last 5 digits of the STM File.
RPQ9 is the Report Period. Note: if supplemental file, please use SU and the
Number Sequence.

Example: Media ID is STM0000011034; Report Period 09

Save as: STM11034RP09

Example: Media ID is STM0000011034; Supplemental Sequence Number 01
Save as: STM11034SUO01

-
| Save As Ié]
@Q-vl! Desktop » - | 4 | Search Desktop o

Organize ~ Mew folder B ~ (7]
4.7 Favorites s Libraries
Bl Desktop == | System Folder
!
& Downloads
=l Recent Places E Jenny Kooc =
2‘ Systern Folder W
D
4 [ Libraries
NJ [ L Computer
{=/lCccumenty =S| System Folder
> rJ“- Music
> [e=| Pictures = N Metwork
> B Videos L Systern Folder
| Wy CalSTRS Imaging
4 1% Computer = f Internet Shortcut
> B8l Removable Disk | 206 bytes
File name: STML08585U01 -
Save as type: [Text Documents (") ']
+  Hide Folders Encoding: | AMNSI V] [ Save ] [ Cancel ]

Continued on next page



Selecting lines, Continued

Procedure for  Using the following steps will only show lines that are to be disputed in the

selecting lines ~ PADM application.
using the

Upload Penalty Step Action
I(::I(;]rftsink;?c(j) 5 On the PADM selection screen, Select the Media ID.
6 Click the Upload Penalty Lines box.

| Selection for Penalty Assessment & Dispute l.lgl:n't

Selection

*Report Source: 00019

Media IDIRequired}I STMOO00011484 z| Report Period: | 09/2012

*Report Unit: 18002 To: 195589
Penalty Type: To:
Member SSN: 0o0000o0a

Upload Penalty Lines: [ |

Penalty Line ID: ooooooo0oo0o To: ooooo0o000a

Result: Browse screen appears.

Step Action
8 Click the Browse button to use standard windows functionality
to search for upload file.

Browse... Upload

Data View Of The Upload File

PEN_LINE_ID

Result: The system provides standard search functionality to navigate to the
document to be attached. The example shown below demonstrates a typical
starting point for attaching a document. The view will differ depending on the
type of system of the user.

Continued on next page



Selecting lines, Continued

Procedure for
selecting lines ['@ Choose File to Upload ||
using the
Upload Penalty

Organize = MNew folder

Lines box i
(continued) X Favorites o = am 2

B Desktop TR e R

4 Downloads &

‘\'_j'\__/‘ B Desktop » - | 44 || Search Desktop ol

[=]r

il RecentPlaces |~ STD678-AF0000-00100000-010101

- Libraries 344

¢| Documents
@ Music

=| Pictures

Videos o |
= 2

B Camniter

File name: I - |lAII Files (*.) - |

[ Open |vl l Cancel |

Step Action

9 Search for the file to be uploaded. Click on the file name. Click
the Open button, the browse screen will appear with the name of
the file in the box next to the Browse button.
Click the Upload button.

Penalty Assessment & Dispute Mgmt

\my fies02ysapigaoSiDesi|_Browse... |[ Upioad] |

Data View Of The Upload File

PEN_LINE_ID

Result: Penalty lines uploaded for display. Review the list to ensure that all
required lines have been uploaded.

Continued on next page



Selecting lines, Continued

Procedure for

selecting lines Step Action
using the 10 | Click the Save button.

Upload Penalty

Lines box

(continued) Browse...

Data View Of The Upload File

PEN_LINE_ID
0000102346
0000102353
0000104437
| 0000104442
0000104444 [+]

[ Save [|Go Back]
Result: PADM selection screen appears. The upload Penalty button is
checked indicating the file has been uploaded.

Continued on next page



Selecting lines, Continued

Procedure for
selecting lines
using the
Upload Penalty
Lines box
(continued)

Step

Action

11 Click Continue to PADM button

00019 |
STMO000011484

19002 |7
=
000000000 |
0000000000 |5
=
[

Result: The system displays all penalty lines that met the selection criteria in

PADM application.

Continued on next page



Selecting lines, Continued

Procedure for

selecting lines Step Action
US'?Q ghe | 12 Change to Dispute View. Click the view browser button. Click
Upload Penalty the Dispute View.

Lines box

(continued)
Penalty Assessment & Dispute Mgmt. Application

Yeport Source: 00015 Fizcal ear:
Jusziness Partner Mumber: 1000000019 Unigue IO

View: [ Reported View - Export 4 || Deselec

B. Pen eport Unit
= P1 Late Report
103 PZ Late Adjustment 002
| 192/ p3 prigr Fy Late Contributions | 9002
| 104/ p4 | ate Contributions 9130
104 * Reported View 9130
| qpe/[Standard View] 9130
114419 California 19150

Result: PADM application changes to dispute view columns.

Step Action
13 Click Select All button.
y A nt & Dispute Mgmt. Applicati
Report Source: 00019 FiscalYear: 2012 Program IO (CB or DB) aka Fie Typs: DB

Business Pariner Number: 1000000019 Unique D  STMOO00011484 Effective Date of START Coniribution File Transmission : 0500872012

Views: | Dispute view for pictui v | ||| Export 4 || Deseiect Al Select All|[|Create Case || Reject Draft || Create Draft || Attach Doc || Cancel Dratt |
| (S

E. Penline D Penaky Type Last Hame Fie Rcvd Date Dispute Reason Accept Disp Case DOt Crafi Case
| 101838 3 Calfornia 05082012

101807 P3 Cakfornia 05082

Continue with Step 14.
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Create a Draft Dispute Case

Procedure to All penalty lines that are being disputed should be highlighted before

createadraft  continuing with Step 14.
dispute case

Step Action
14 Click the Create Draft button.
Views: | Dispute View |} || Export 4 || Deselect A1 ][ Select All | Create Draft || Attach Doc || CancelDratt|
EL Penlined Penalty Type EE SSN Lositoms FieRovd Dato Dispute Reason accept
[ 102346 PI 062283387 California 05/0872012
102353 Pt 226789782 Calfornia 05/08/2012
104437 Pl 226791960 California 05/08/2012

Result: System updates the screen and adds the Draft Case ID to all
highlighted lines.
Note: all lines highlighted have the same Draft Case ID.

Step Action
15 Click in the Dispute Reason field on one of the penalty lines
View: * Dispute View |~ | | [ Export 4 || Deselect All|[ Select Al || Create Draft || Attach Doc || Cancel Draft |
E. PenLine ID Penalty Type EE SSH Last Name File Rcwd Date Dispute Reason Draft Ca:
]_ 102346 P1 062288387 California 05/08/2012 | 01200
J 102353 P1 226789782 California 05/08/2012 0001300

Result: Dispute Reason Drop Box appears next to the field.

Step Action

16 Click the Dispute Reason Drop Box.
Dizpute Reason Draft Cas
| *muu
0001800

Result: The draft dispute reason codes appear.

Note: The reason code only need to be entered for one draft case line item.
When the final steps for creating the draft case are completed, the system will
auto-populate the remaining lines with the same reason code.

If penalty lines have different reasons, the reason code needs to be selected
for each line. The first reason code entered will auto populate for any
lines that were left blank.

Continued on next page
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Create a Draft Dispute Case, Continued

Procedure to
create a draft
dispute case
(continued)

Step

Action

17

Click the grey box to the left of the reason code. Click the OK

button.

ZFIZ
ZFIZ
ZFIZ
ZFIZ
ZFIZ

ZFIZ

ZFIZ

ZFIZ

ZFIZ

CazeT.. =

Reazon

aaaa
aat
ooz
0oo3
o4
0oos
0006
ooy
o3

Text

Dizpute Reason and Description: All Values E m

| b Show Fitter Criteria |

Perzonal Value List Settingz

Budget Inpasse

Calculation Errar

CalSTRS System Errar

Callective Bargaining

Employer System Erraor

Faorce Majeure

Ledgislation mpact

Cither (Default)
Per Cal=TRZ Request

Result: Line will have reason code in Dispute Reason column.

Step

Action

18

Click the grey box next to one of the draft dispute case line

items. Click the Accept Draft Case button.

Views! * Dispute View

B PenLine D
[:::]102345
| 1022853
| 104437
-__: 104442
| 104sas
il 114419
| 114423
| 108251
| 108257
: 106258

| = | I[ Export « || Deselect AR || Select 21 | Create Draft || Attach Doc || Cancel Draft |

Penatty Type

Pl
P
P1
Pl
P
P
P
P1
P
P1

EE SSH

062288387
226789782
2267918560
S0B4TE184
525343005
561306626
561602819
B74164340
712326484
727985551

Last Name
California
California
California
California
California
California
California
Caiifornia
California

California

Fiée Rcwd Date
osigzo12
0siaz012
0si0az02
gsmsrm2
0582012
osiazM2
05082012
051082012
05082012
05/082012

Dispute Reason

o007

Draft Case ID

0001200000032012062
0001800000032012062
0001800000032012062
0001800000032012062
0001800000032012062
0001800000032012062
0001800000032012062
0001500000032012062
0001800000032012062
0001800000032012062

L

Result: System updates the screen and auto populates the first dispute reason
chosen for any lines that were not manually entered.

12

Continued on next page



Create a Draft Dispute Case, Continued

Procedure to

create a draft Step Action
dispute case 19| Click the Exit button
(COﬂtInUEd) View: * Dispute View w | ||| Export a4 || Deselect Al|[ Select All|[ Create Draft || Attach Doc || CanceiDratt |
E. PenlinelD  PenaltyType  EESSN LestName  FieRcvdDale  Dispute Reason Draft Case D
|— 102346 M DE228838T California os0ar012 ooo7 0001 E800000032012062
| 102353 ] 226785782  California 05/08/2012 0007 0001800000032012062
| 104437 ] 226791960  Calfornia 05/068/2012 0007 0001800000032012062
:| 104442 ] S064TE154 California (L aoor 00018000000232012062
_ | 104444 Pi 525343005  California 0S/0B/2012 0007 0001800000032012062
| 114418 ] 61306626  Calfornia 05/08/2012 o007 0001800000032012062
___i 114423 P 561602819  California 05/08/2012 0007 0001800000032012062
I | 108251 ] 674164340  California 05/08/2012 0007 0001800000032012062
|| 108257 Pl 712326484 Calfornia 0S/08/2012 0007 0001800000032012062
| 108258 Gl 727965551  Calfornia 05/08/2012 0007 0001800000032012062
K|

1 1
| Save Data | Go Back|| Exit||Remove Saved Data | Load Saved Rows | Load 41 Rows | Show Spit/Grouped View | Accept Draft Case |
 e—

Result: System exits to blank PADM selection screen.

Note: If the Report Unit creates a draft dispute case, the Report Source will
receive an email notifying that a report unit created a draft dispute case.
End of procedure.
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Cancel a Draft Dispute Case or penalty line within a Draft
Dispute Case

Procedure

Step Action

1 Select Media ID.
Enter the Draft Case ID in the Draft ID box on the PADM
Selection.

2 Click the Continue to PADM button.

Result: PADM application opens with Draft Dispute Case lines only.

Continued on next page
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Cancel a Draft Dispute Case or penalty line within a Draft
Dispute Case, Continued

Procedure
(continued)

Step Action
3 Change view to Dispute View. Click the browser button on the
View box.
4 Click Dispute View.

View: Reported View |v | Export 4 || Deselect All E
F. Pen Last Mame Rep

P1 Late Report
100 05 | ate Adjustment California |
| 191 p3 prior FY Late Contributions | California 190
| 1011 P4 Late Contributions California 180
101{ Reported View California 18(C
101{ [Standard View] California 190
101940 721036264 California 19(
o 1N GEn THNIRHRA Malifrrnia AGr

Result: PADM application changes to Dispute View columns

Step Action

5 Click the Select All button.
If selecting individual lines, use the Control key or Shift key,
also able to select one line at a time.
Penalty A ent & P Mgmt. Appli
Report Source: 00018 FiscalYear. 2012 Program D (CB or DB) aka File Type: DB
Business Pariner Number: 1000000019  Unigue D STWMO00001 1484 Effactive Date of START Contribution File Tranamission :  05/08/2012

E. PenLine D Penaly Type Lasi Name File Rewd Date Drafi Case D Disp Case Ot CalSTRS Decis
[ 102348 P1 Caifornia 05082012 00018000000320120622164052

102353 Pl Calfornia  0S/D&/2012 00018000000320120622164052

104437 =] California 0502012 000180000003201 20622 164052

Result: All lines highlight if using the Select All button.

Step Action
6 Click the Cancel Draft button.

\ﬂm * Dispute view for EI__cl_i:Z | Export 4 || Deselect 4l || Select Al | Create Case || Reject Draft || Create Draft || Attach Doc |! Cancel Draft |
E. Penline D Penaky Type Lasi Name File Rewd Date Dispule Reason Accept  Disp Case Dt CalSTRS Decision

102345 P California DSDG2012 0007 ACCEPT
102353 P California 05082012 0007 ACCEPT
104437 P1 California 05082012 0007 ACCEFT
T toasez P1 California DS/DB2012 0007 ACCEPT

Result: System updates the screen and removes the draft dispute case ID from
the Draft Case ID field.

Continued on next page
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Cancel a Draft Dispute Case or penalty line within a Draft
Dispute Case, Continued

Procedure
(continued) View:| * Dispute view for picti w | || Export . || Deselect Al | Select Al || Create Case || Reject D
Bl PenlineD & Penally Type Last Name File Revd Date Cancel By [
[ 102348 Pi Caifomia  0S/B2012 s
| 102353 P Cakfornia 0S/B2012 S
| 104437 Pi Caffornia 05/08/2012 5
- 104442 P Cakfornia 05/08/2012 5

Result: System now displays S (Report Source) or U (Report Unit) in the
Cancel By column designating that the case has been canceled by the Report
Source or Report Unit.

Step Action

7 Click The Exit button.

Penalty Assessment & Dispute Mgmt. Application
Repornt Source: 0001% Fiscal Year: 2012
Business Pariner Number; 1000000015 |Unique D@  STMOOO

E. Penlield 4 Penalty Type Last Hame File |

| 102388 P1 Caifornia 050
| 102353 (] Cakfornia 05
-_: 104437 P1 Cakfornia 050
_ 104442 P1 Cakfornsa osn
| 104444 P California 05m
106251 Pl California 050
| 108257 Pi Caiifornis 050
106258 B Cakfornia 050
_ 114415 P1 Cakfornia 05
8| 114223 P1 Cakfornsa 0sn

Kl

[ Save Data | Go Back] Ext ] Remove Saved Data | Load Saved R

Result: System exits to blank PADM selection screen
End of Procedure.
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