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Introduction
The Santa Clara County Office of Education (County Office) serves as a coordinating and
regional service agency for local K-12 and community college school districts within the County
of Santa Clara. An important function of the County Office is to provide resources and best
practices in the area of school district business, including payroll and retirement reporting.

Santa Clara County contains 36 school districts grades K-12; with 6 unified districts, 5 high
school and 20 elementary districts. Other local educational agencies include: 1 regional
occupational centers/program (ROC/P), 2 joint powers agreements (JPAs), 4 community
college districts, and the Santa Clara County Office of Education.

We have created this document as a resource for district payroll, personnel and retirement
staff and hope that you will find it valuable. We invite you to offer comments and suggestions
as to how we might better serve the public in the years.

DISTRICT BOUNDARY MAP

SANTA CLARA COUNTY OFFICE OF EDUCATION

Charles Weis, Ph.D., County Superintendent of Schools
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District Business and Advisory Services

District Business and Advisory Services (DBAS) provides a full range of business services to all
school districts and related educational entities in the county. We provide services in the
areas of payroll, finance, attendance accounting, record retention, legislation, training, and
the data processing systems associated with those areas.

SERVICES
« Advisory Services
« Attendance Regulation
o Financial Audit
o Payroll Audit
« Resources

Advisory Services
DBAS calculates district revenue limits; distributes district apportionments;

maintains district property tax revenues; reports on deferred maintenance and
advises districts on accounting and financial reporting; acts as business manager
for small service districts (less than 900 ADA); reviews district budgets, interim
reports and audits.

Attendance Regulation
DBAS publishes school district calendars; advises and trains districts on

attendance rules; collects and recommends certification of monthly attendance
reports.

Business Services
DBAS maintains district cash balances; collects cash receipts; reconciles bank and

county controller accounts; maintains master chart of accounts; provides new
Fiscal Manager Orientations and ongoing business training and workshops on
District best practices.

Payroll Audit
DBAS audits payroll input; processes wage garnishments; monitors retirement

reporting and wage and tax reporting; disseminates information on payroll
regulations; and audits W2 reporting.

SANTA CLAEA COUNTY OFF1CE OF EDUCATION
Charles Weis, Ph.D., County Superintendent of Schools
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Abbreviations
Common abbreviations used throughout this document:

e DBAS- District Business & Advisory Services

e DB Account — Defined Benefit Account (STRS)

e DBS Account — Defined Benefit Supplemental (STRS)
e EIC - Employer Information Circular (STRS)

e EPMC - Employer Paid Member Contributions (PERS)
e PERS - Public Employees Retirement System

e REAP - Remote Employer Access Program (STRS)

e Ret. Base — Pay Rate @ 100% FTE (QSS)

e SCCOE- Santa Clara County Office of Education

e SEW - Secure Employer Website (STRS)

e SMF — STRS Match File

e SR - Service Retirement (STRS)

e St-Ded — Statutory Deductions (QSS)

e STRS — State Teachers Retirement System
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Payroll and Adjustments

Warrant Processing

Direct Deposit: Rejects & Recalls

Direct Deposit Recall

Background Information: A Direct Deposit Recall is initiated by the district when there is an

error with the employee’s pay or when the employee was not entitled to any compensation.

The Direct Deposit Request Form is faxed or e-mailed to your District’s Accounting Specialist
and the process is started. Once the form is received, the process will begin and it cannot be
stopped. The days following the recall, DBAS will be generating a report of temporary credits
and debits to our payroll account. Due to the fact that this is an initial temporary credit, there
is a waiting period of five (5) business days. When DBAS confirms that the direct deposit recall
is successful, the Accounting Specialist will contact the district payroll staff. The warrant will
be cancelled on the next Payroll Cancel Warrant Run and will reverse the original entry made
to the district’s general ledger. This process is done one day before 10" of the Month and End
of the Month Payroll Close.

Direct Deposit Reissue

Background Information: A Direct Deposit Reissue is processed when the bank has rejected a

Direct Deposit due to an incorrect account or an account that is closed.

When DBAS receives notification on the Bank of America (BofA) report that is generated from
the BofA website, they will process an Accounts Payable (A/P) Warrant for the Net Amount
and send to the district the following day. There will be a notation of the cancelled warrant in
the WR screen in QCC. The reports generated from the BofA website starts occurring on the
day that the Direct Deposit is submitted. The notice can be received up to five (5) days after
the Direct Deposit is submitted. A copy of the A/P Warrant and a report stating that the
money was rejected will be emailed to the district’s payroll staff by your District’s Accounting

SANTA GLARA COUNTY é GFF1GE OF EDUGATION
Charles Weis, Ph.D., County Superintendent of Schools
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Specialist. District payroll staff will be advised to change the banking information to a valid
Direct Deposit account or request to receive live warrants. Be advised that if the changes are
not made in QCC, the system WILL NOT correct itself and produce a live warrant on payday the
next month. Please make sure the corrections in QCC are made when notified of the rejection
to ensure the employee will be paid in a timely manner the following pay day.

Stale Dated Warrants

Background Information: Warrants that are not presented for payment within a specific

amount of time (180 Days) are considered stale dated and will no longer be valid for
redemption.

Effective 01/04/2011, Bank of America created a stale dated process for districts who process
payroll or accounts payable through the SCCOE disbursement accounts. This process states
that all 180-day outstanding warrants will be automatically cancelled by the bank, based on
the 365-day calendar year. The counting will start the next calendar day after the issue date of
the warrant.

For example: A warrant that has the issue date 07/30/2011 will reach 180-days old on 01/26/2012. It
becomes stale dated and gets cancelled automatically on 01/26/2012.

The report for all stale dated cancellations can only be generated on a monthly basis. A
cancelled stale dated warrant will not appear under the bank’s inquiry search during the
month. DBAS contacts the Bank of America Service Center to verify the status of the warrant
and whether it is cancelled at the bank due to it being stale dated.

DBAS prepares a cash transfer (TF) to refund the net pay amount of all stale dated payroll
warrants that are in the stale dated cancellation report for that month. The Accounting
Specialist will inform their district and provide the backup to support the cash transfer
created.
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Deceased Warrant Processing

Background Information: The district has a fiduciary responsibility to ensure that the final

compensation of a deceased employee is received by their beneficiary.

If the recipient of a payroll check perishes while the warrant is still negotiable, the District
needs to notify DBAS to hold and cancel payment of this warrant. DBAS will transfer the net
amount of the payroll warrant via cash transfer (TF) to the district upon cancellation at the
bank. The District will then issue a replacement warrant to the beneficiary to avoid any
inconvenience to the family.

If a warrant is stale dated and the payee is deceased, DBAS will issue the net warrant back to
the District via cash transfer (TF) for the stale dated warrant. The District will then issue a
replacement warrant to the successor.

Reference:

Per California Probate Code section 13100 (used by all COEs), if 40 days have elapsed since the
death of a person, their successor may collect any item of property that is money due the
decedent as long it is valued at less than $100,000. This can be done without any letters of
administration or probate of the will.

12
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Deferred Pay

Background Information: The Operations department at the Santa Clara County Office of

Education begins the payroll extraction process after the districts have locked their payroll for
the period. The payroll extraction must be error free in order for it to be successfully
processed. Often the process becomes hindered due to errors on employee pay lines and the
process cannot be completed. Manual intervention must be used to correct these errors so
that payroll can be completed and warrants produced.

A common error reported is when an employee has a negative Deferred Pay amount. This is
caused when the employee’s pay schedule on the W4 Screen and Normal Payline do not
match. Their normal pay line should reflect that same pay schedule that is on the W4 when an
employee elects to be on Deferred Pay. Their net pay comes out at a positive number after the
Statutory Deductions, Voluntary Deductions, and Deferred Pay are calculated. Other pay lines
do not have to have the same schedule if the employee asks that they are not calculated for
Deferred Pay.
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Credential Holds

Background Information:

California Education Code section 45034 states, “No order for a warrant, and no warrant
drawn pursuant to Section 42647, shall be drawn in favor of any person employed in a position
requiring certification qualifications, unless such person is at the time the holder of a proper
certification document in full force for the full time for which the requisition or warrant, as the
case may be, is drawn, and on file or registered as required by law at the time and unless he is
employed by the governing board of the unified school district, or district with over 10,000
average daily attendance or by the county superintendent of schools as provided in this code.”

The County Office of Education shall withhold all payroll warrants for certificated employees
who provide services in a Certificated Position without possessing valid documents with the
following stipulations:

e Teachers who are eligible to renew “Clear” may file the CL-224- Approval of Services
Rendered without a Valid Credential form with the Credentials Unit of the Santa Clara
County Office of Education. The Commission on Teacher Credential makes the decision to
approve or disapprove these forms at its regularly scheduled Commission Meeting. This
process can take up to several months to complete. Please be reminded that the payroll
warrants shall be withheld until approval is received.

e Please be aware that there is no process to approve the services rendered by those persons
whom are not eligible to renew a “Clear Credential”. It is the Districts’ responsibility to
verify that all Certificated employees have valid Certification prior to rendering services.

The SCCOE Credentials Department sends DBAS a list that includes employees that have either
revoked or expired credentials the day after payroll closes for the districts. This list includes
the district, employee, and the date that the credential became invalid. The Accounting
Specialists are required to inactivate the employee’s certificated pay lines and notify your
district’s payroll staff once the report is received. It is not legal to change the employee to a
classified account string if they were working in a certificated position.
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The authorized manager at the district must certify in writing if the employee was working in a
position that did not require a credential. This must include a statement that names the
position the employee held, the dates that the employee worked in the position, and a copy of

the job description. DBAS will make a determination and remove the credential hold if
applicable.
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Workers Compensation

Background Information: Employees who are injured on the job are compensated for wages

missed during the time they are not able to work. The district is responsible for ensuring that
the employee is paid accurately.

Generally, the district receives the checks directly from worker’s compensation. In the event
the employee erroneously receives a worker’s compensation check, he/she must endorse the
check over to the district.

The district payroll person is responsible for adjusting the workers compensation line in the
payroll system and it is important to know that the amount of the worker’s compensation
adjustment cannot exceed the employee’s taxable gross wages.

The first step to correct worker’s compensation would be to inspect the employees PI screen
or the PD screen for payroll information needed to calculate the adjustment.

Sample Screen Shot of Pl Screen

) Payroll History QSS/0ASIS =N SR )
File Options  Window
Add Add From | gt] Refresh Save Save and Close [ Close . £+ Switch to: +
InspectMode
| Payroll History |{ inspect (PHUPDT) }| Inspect Detail (PHINSF) | Warmant Distribution | CTD Totals
[l Reverse Amounts
Date pd 01/31/2012 Per. end | 01/31/2012 Eff-y 12 Qt 01 v Ploc: 0203 APD 22 - Tax calctype R -
Warrant: Pay code 02 Ret-sys 02 sc 05 cc: oo Status M lax annualization factor 10 -
Exempt 838.29 . Regular 3374 = Federsl 0.00] Ceta 0.00
- Gross 87203 - NTX 83829 - TsA 00D + Fed/IG: 0.00
STRS-TS: ooo| - PERS-TS: D00 = Fed Tax Gross 3374
+  StatelG: 000 = State Tax Gross 3374
DASDI Gross 3374 MEDI Gross 3374 SDI Gross 0.00
_ Federal Tax 0.00 + AdvanceEIC 000 - OASDI 142 - Survive Ben 0.00
State Tax 000 - County Tax 000 - STRS: D00 - Misc Deducts 86555
PERS 0.00 - Medicare 043 - sDI 000 = et Pay 457 Calc Net Pay 4.57
Voluntary Deductions
CAR allowance D00 Emplr pd STRS: 0.00 — —
- ployee ployer o
Deferred Comp 0.00 Emplr pd PERS: 65.31 Tl P “Amount Amourt | Subjectivity
uSERT: D00 Emplr pd MEDI 0.00 | 4001 DUE CsEa 2726 oo00n |
2909 DEN1CENTRAL VALLEY TRUST, DEN 67.19 0.00 |01
USERZ: D00 Emplr pd FICA 0.00 :
2524 DEN CENTRAL VALLEY TRUST. DEN 0.00 67.19 |01
USER2: 0.00 RFU-1: 0.00
4305 EYE1 CENTRAL VALLEY TRUST.VISI 11.10 0.00 |01
USER4: 0 RFU-2: 0 4517 EYE CENTRAL VALLEY TRUSTVISI 0.00 11.09 |01
USERS: 0.00 RFU-3: 0.00 3039 DIS THE STANDARD (CTA-MEMBER) 0.00 314 |00
| 5927 MED1 CENTRAL VALLEY TRUST INT 760.00 0.00 |01
6558 MED CENTRAL VALLEY TRUST INTE 0.00 312,50 |00
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Examples of Workers Compensation Corrections: The district payroll person should adjust
the worker’s compensation line in payroll as follows:
Example 1:
Gross payroll — DEN1 — EYE1 -MED1- RETIREMENT-TSA equals workers compensation
adjustment you can take for the pay period.
$1,745.08 - $118.94 - 521.88 - $858.60 = $745.66
You workers compensation adjustment is $745.66

Example 2:
Workers compensation is higher than the employee’s taxable gross. Same employee,
but this time the worker’s compensation adjustment is for $1,272.56.

Please note in the second example workers’ compensation was adjusted for $1,227.11.
$745.66 — 1,227.11= -481.45 created a negative taxable gross.

Special Note: If at the end of the year the employee’s payroll history record shows a
negative taxable gross the system will not generate a W2 for this employee.
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Third Party Sick Pay

Background: Third party sick leave is used when an employee receives reimbursement when
they are unable to work. Historically, districts have processed their Third Party Sick Leave with
the vendor issuing payments directly to the employee. These payments included deductions
for the employee portion of FICA and Medicare, but did not include the employer portion of
these burdens. The employer burdens were later processed by manual cash transfers to move
the totals from the district’s general ledger to the SCCOE general ledger and a manual
adjustment was made to the employee’s W2 totals at year end. This process created a
variance between payroll history contained in the payroll system (QCC) and the W2 totals.

Relevance

Section 931.5 of the California Unemployment Insurance Code (CUIC) provides that third-party
sick payments are “wages” for the purpose of reporting Unemployment Insurance (Ul) and
Employment Training Tax (ETT). These payments are also reportable as Personal Income Tax
(PIT) wages, which are wages subject to California personal income tax. Even though PIT
withholding on these wages is not mandatory, the wages are considered taxable income to the
recipient and must be reported on the recipient’s California income tax return. Without
exception, payments for third-party sick pay are not subject to State Disability Insurance*
(SDI).

What Is Third-Party Sick Pay?

Third-party payers, such as insurance companies or trusts, pay sick pay in place of wages.
These payments are made to employees under a plan established for a participating employer
during any period when an employee is absent from work due to illness or injury. These
payments are sometimes known as short-term disability payments.
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What is NOT considered Third Party Sick Leave?

e Payments made by a third party when the employee has paid the premiums are not
third-party sick pay.

e Sick pay which is made after the first six calendar months following the last calendar
month in which the employee performed services for the employer...

e Payments received under a workers’ compensation law and SDI payments.

e A third party who makes sick payments to an employee as an agent of the employer is
not considered a third-party payer. The determining factor as to whether a third party is
an agent of the employer is whether the third party bears any insurance risk. If the third
party bears no insurance risk and is reimbursed on a cost-plus-fee basis, the third party
is an agent of the employer. Sick payments made by an agent of an employer are
defined as “wages” paid by the employer.

Per the Publication 15-A of the Internal Revenue Service, there are two scenarios for the
payment of Third-Party Sick Pay.

Employer’s Agent: The third party that makes payments of sick pay as your agent is not
considered the employer and generally has no responsibility for employment taxes. This
responsibility remains with the employer. These payments should be paid directly to the
employer and the employee should be paid through the employer’s payroll system. Liability
for payment of employee and employer taxes is the responsibility of the employer.

Third Party Not Employer’s Agent: A third party that makes payments of sick pay other than
as an agent of the employer is liable for federal income tax withholding (if requested by the
employee) and the employee part of the social security and Medicare taxes. The third party is
also liable for the employer part of Social Security, Medicare, FUTA and 1099 reporting.
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SCCOE Policy

e Districts must ensure that third party vendors that are making payments directly to the
employees are responsible for the tax remittance and reporting.

e All third party sick leave requiring district burden tax payments need to be processed
through the payroll system.

e Manual processing of third party sick leave totals will no longer be processed. By
eliminating the need for manual adjustments during calendar year end processing,
payroll history records will retain data integrity and employees should receive their W2
forms earlier in January.
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Payroll Cancellations

Background Information: School districts notify DBAS that a warrant is cancelled in the QCC

system due to an incorrect pay or the employee was not entitled to any compensation.

All expenditures are reversed on the District’s general ledger during the Payroll Warrant
Cancellation process. Occasionally, there has been payments made out to different entities on
your employee’s behalf and we need to recuperate those amounts. DBAS will review the
PAY510 Cancellation Warrant Report for any voluntary deduction payments that were made.
Your Accounting Specialist from DBAS will create a cash transfer to cover the payments made
to Credit Unions, TSA, and Dues on behalf of your employees. It will be the district’s
responsibility to recover those amounts from their employee if they were overstated. The
district will be notified and asked for the appropriate account string to use for the transaction.
The transfer and the PAY510 Cancellation Warrant report will be emailed to the district payroll
staff upon approval.
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Payroll Cancels and Re-issues

¢ This next section will illustrate 4 scenarios requiring payroll cancels and reissues and how they should be
processed to correctly state the employee’s payroll history in QSS and ultimately their W-2.
0 Example #1: The warrant was issued in error to the employee and the employee was terminated
on the day of or after the issuance of the erroneous check.

Gross 7,420.50 -7,420.50
Fed Tax 394.60 -394.60
State Tax 147.10 -147.10
OASDI

Medicare 104.68 -104.68
TSA 250.00 -250.00
Retirement 593.64 -593.64
Vol. Ded. 337.95 -337.95
Vol.Ded.-Credit Union 600.00 -600.00
Vol.Ded.-Granishment 150.00 -150.00
Net Pay 4,842.53 -4,842.53

Steps to follow:

1. Calculate check amount to be collected from the employee. This includes...
a. The Net Pay Amount + TSA + Credit Union + Garnishment
b. $4,842.53 +$250.00 +$600.00 + 5150

c. Which equals $5,842.53
2. The district should then notify the employee of the amount to be remitted back to the district.
3. The district will then endorse the check received from the employee to SCCOE
4. DBAS will then cancel the erroneous payroll warrant in QCC and money will be posted back to the
district via a TF entry.
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0 Example #2: The Employee is overpaid but still employed by the district.

Warrant No. 92000001
Issue (Cancel) Date 01/31/11
Gross 7,420.50
Fed Tax 394.60
State Tax 147.10
Medicare 107.59
TSA 250.00
Retirement 593.64
Vol. Ded. 337.95
Vol.Ded.-Credit Union 600.00
Vol.Ded.-Garnishment 150.00
Net Pay 4,839.62

Steps to follow:

1. Calculate the check amount to be collected from employee:

a. Net Pay Amount + TSA

b. $1,697.12 +5$0.00

c. Which equals $1,697.12

92000002
02/04/11
5,000.00

275.00
110.00
72.50

250.00

400.00

3,142.50

+ Credit Union
+$0.00

2,420.50

119.60

37.10

35.09

193.64

337.95

1,697.12

+ Garnishment

+$0.00

92000001
02/04/11

-7,420.50

-394.60
-147.10
-107.59
-250.00
-593.64
-337.95
-600.00

-150.00

-4,839.62

2. The District will contact the employee and have them issue a check back to the District for the Net Pay

Amount of $1,697.12.

3. The district will then endorse the check received from the employee to SCCOE.

4. DBAS will cancel the 1st erroneous warrant for $4,839.62 in QCC only.
5. The District will then issue a new warrant with the correct Net Pay Amount of $3,142.50. At this point

the employee’s payroll history will be correctly stated.
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6. DBAS will cancel the reissued warrant at the BANK only so that the new warrant can not be cashed but
is still reflected in QSS.

The new warrant should include the TSA ($250.00), Vol.Ded.-Credit Union ($600.00), and Vol.ded.
Garnishment (150.00) amounts, since SCCOE will not be able to get these three items back.
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0 Example #3: The employee is paid twice (i.e., a duplicate payment.)

Warrant No. 92000003 92000010 92000015 92000010
Issue (Cancel) Date 01/31/11 02/10/11 02/28/11 02/28/11
Gross 7,420.50 7,420.50 7,420.50 -7,420.50
Fed Tax 394.60 394.60 394.60 -394.60
State Tax 147.10 147.10 147.10 -147.10
OASDI

Medicare 107.59 107.59 107.59 -107.59
SDI

TSA 250.00 250.00 500.00 -250.00
Retirement 593.64 593.64 593.64 -593.64
Vol. Ded. 337.95 337.95 337.95 -337.95
Vol.Ded.-Credit Union 600.00 600.00 1,200.00 -600
Vol.Ded.-Garnishment 150.00 150.00 300.00 -150.00
Net Pay 4,839.62 4,839.62 3,839.62 -4,839.62

Steps to follow:

1. Calculate the check amount to be collected from the employee:
a. Net Pay Amount + TSA + Credit Union + Garnishment
b. $4,839.62 +$0.00 +$0.00 +$0.00
c. Which equals $4,839.62
2. The district must contact the employee and have them issue a check back to the district for the NET
Pay Amount of $4,839.62.
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. The district will endorse the check to SCCOE.

DBAS will cancel the duplicate warrant for $4,839.62 in QCC only. At this point the employee’s payroll
history will be correctly stated in QCC.

. Then the district will add the amounts of the TSA ($250.00), the Credit Union ($600.00), and the
Garnishment ($150.00) to the next regular payroll warrant.
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0 Example #4: Payroll warrant issued to the wrong employee because they had the same last name.

Warrant No. 92000025 92000020 92000020
Issue (Cancel) Date

Gross 5,678.70 5,678.70 -5,678.70
Fed Tax 1,026.15 1,026.15 -1,026.15
State Tax 356.72 356.72 -356.72
OASDI

Medicare 82.34 82.34 -82.34
SDI

TSA

Retirement

Vol. Ded.

Vol.Ded.-Credit Union

Vol.Ded.-Garnishment

Net Pay 4,213.49 4,213.49 -4,213.49

Steps to follow: Employee A & Employee B have the same last name. The warrant should have been issued to
Employee A but was issued to Employee B.

1. Employee B cashed the check, but there is no payroll history in QCC for Employee B. All the payroll
history appears under Employee A.

2. The warrant issued to Employee B should be canceled in QCC only to correct Employee A’s payroll
history.

3. The District should then issue a new warrant for Employee A.

4. Once Employee A cashes the check at the bank, DBAS will cancel this warrant at the Bank only.
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Garnishments

Background Information: As a courtesy to the Districts, we process garnishment payments to

garnishing agencies for employees at Santa Clara County School Districts. Currently, we do not
pass the fees for this service to the employees who have active orders. The law allows for the
collection of these fees, we will be reviewing the cost of garnishment processing and
communicate any changes when a decision has been reached.

Currently, we receive garnishment orders, modifications, and withdrawals from various
agencies. Each agency has specific rules and regulations. Nonetheless, all garnishments must
be processed during the first payroll after ten days of our receipt. If a withdrawal is not
received before the district payroll close date, then the payment must be remitted to the
garnishing agency.

Please see the list of the major types of garnishments processed and any information specific
to that agency.

Agency Voluntary Comments
Deduction
Vendor Code
1. Internal Revenue Service 5515%**
2. Franchise Tax Board 5514*
3. Child Support Division 5513** Check sent directly to persons
4. Child Support Division 5511%* Within Santa Clara County
5. Child Support Division 5516** Outside of Santa Clara County
6. Student Loan Division 5520%***
7. Court Ordered Debt 5517*
8. Sheriff’s Department 5512*
9. Vehicle Registration Division 5521*
10. Out of State Order 5518**
11. Bankruptcy 5519*

*Must have over $942 in stat net to garnish earnings, 25% of the disposable income unless modified by the agency

** Flat payment amount set by the Agency

*** Employee can only take home $791 based on a “single” filing status (refer to IRS tables)

**** 15% of the disposable income & must have over $ 942 in STAT NET

Garnishments are generally the end result of a failure to pay. As recourse, agencies are able to collect money owed
from employees including interest and penalties through court orders.

SANTA GLARA COUNTY é GFF1GE OF EDUGATION
Charles Weis, Ph.D., County Superintendent of Schools



Payroll - Retirement 2012

W2 Reporting Changes for the Calendar Year of 2012

Background Information: In 2011, the Internal Revenue Service delayed W-2 reporting of the

value of health care coverage, making 2011 an optional reporting year. Now in Notice 2011-28,
the IRS has given further relief to small employers, granted additional exemptions, and
provided guidance on what to report.

Beginning with the 2012 Form W-2, generally issued to employees in 2013, most large
employers must report the cost of group health care coverage provided to employees. There
are several exceptions to this rule:

What coverage must be reported?

Internal Revenue Code Section 6051(a) (14) provides that the “aggregate cost” of all
“applicable employer-sponsored” coverage must be reported on the W-2. The cost that must
be reported is the amount paid by the employer (including, in most cases, any amounts paid by
employer-provided flex credits), or amounts paid on either a pre-tax or after-tax basis by the
employee (including imputed after tax costs, such as domestic partner costs). Amounts paid on
a pre-tax basis by the employee through a flexible spending account (FSA), however, do not
need to be reported.

The IRS Notice indicates that the cost of group health coverage must be reported. It provides
that the costs of the following plans are not subject to reporting: stand-alone dental or vision
coverage; long term care coverage; salary reduction contributions to an FSA account;
contributions to an HSA, Archer MSA, or HRA; and HIPAA “excepted” benefits, such as
accident, accidental death and dismemberment, disability, workers’ compensation, liability
insurance, and automobile medical payment insurance.
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What costs must be reported?

The costs reported are the employer costs (including flex credits granted) for the covered
employee, plus the employer cost for any covered dependent, plus any amount paid by the
employee on a pre-tax or an after-tax basis for such coverage (except for amounts paid
through an FSA account). The IRS Notice states that the COBRA premium rate, less the
administrative charge, may be used as the basis for the costs reported.

The Notice also contains helpful guidance for employers that use composite or blended rates.
If the employer charges the same rate to all employees, regardless of the scope of coverage, it
can report that same cost for all employees. Similarly, if the employer charges rates based on a
coverage category, i.e., employee, employee plus one, employee plus family, the employer can
report the same cost for each coverage category.

Finally, the IRS Notice indicates that the cost of the coverage must be determined on a
calendar year basis. Therefore, some COBRA rates will need to be converted to a calendar year
amount for purposes of W-2 reporting. If a former employee requests a W-2 before the end of
a calendar year, the employer does not need to include the cost of coverage on the midyear
W-2 issued pursuant to such request.

Where reported

The aggregate employer cost is reported in Box 12, using Code DD, on the 2012 IRS Form W-2
(no reporting required in 2011). The reporting is for “information only” and does not make
such amounts taxable.

Districts on the County QCC system should report current employee information accurately.
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Retirements
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CalPERS or CalSTRS

Background Information: Many times employees change from one job to another and the
retirement system chosen may be in question. Please refer to the CalPERS/CalSTRS decision

tree below.

CalPERS/CalISTRS RETIREMENT SYSTEM ELECTION

IS THE EMPLOYEE GOING INTO
A CLASSIFIED POSITIONT

.

Curraent retirement

system?
Crome Comemns S
CalPERS CalPERS CalPERS
laws laws unless
apply apply elects
CalsSTRS
weithim &0
days of
entry into
new position

2/22/2012

Il

If elects
CalsTRS,
CalsSTRS
laws apply
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IS THE EMPLOYEE GOING INTO
A CERTIFICATED POSITIONY

|

Current retirement

system?
Does member have 5
CE;;SJSRS zf::;ﬁ'?nf CalPERS service § Galll,i:fs
apply ! apply
G.C. 20309 (effec. 1/1/02)

Is the employee a
member of CalPERS
through current
employment with a
school employer, State
Department of
Education, or Board of CalSTRS unless
Gowvernors of the elects CalPERS
Community Colleges™? within 60 days of
entry into new

position

G.C. 20309 (effec. 1/1/01)

g I

If elects
CalPERS,
CalSTRS CalPERS
laws laws apply
apply
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Employers are required to notify employees of their right to elect to stay with their retirement
system within 10 days of hire date. Compare and know the difference of each system’s
default.

e If a CalSTRS member takes a job to perform QUALIFYING Classified service covered by

CalPERS, the employee has 60 days to submit Form ES 372 electing to have that service
reported to CalSTRS. Otherwise the service will be reported to CalPERS by default.

e If a CalPERS member takes a job to perform QUALIFYING Certificated service covered by
CalSTRS, the employee has 60 days to submit Form ES 372 electing to have that service
reported to CalPERS. Otherwise the service will be reported to CalSTRS by default.

References:
Employer Information Circular Volume 25; Issue 11 dated August 5, 2009 for a complete description of
Situation, Election, Right and Action (CalPERS/CalSTRS Decision Tree)

Publication: Join CalSTRS? Join CalPERS? From https://sew.calstrs.comFrom Home Page click on

Reference Items, Publications, click on Search and Open to download

Please fax a copy of this form to STRS (916) 414-5476. Keep a copy for your record.

Please Note: If a STRS Member takes a classified position that DOES NOT meet the criteria for
mandatory membership, then this option DOES NOT apply. Non-Member Classified earnings
are NOT reportable i.e. AC-P-C 00-0-0.

If a PERS Member takes a certificated position that DOES NOT meet the criteria for mandatory
membership, then this option DOES NOT apply. Non-Member Certificated earnings ARE
reported to STRS. See section of AC-P-C codes for STRS Non-Members. However, the employee
DOES have the option to elect membership via Permissive Election form ES350 for this
certificated position.
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STRS
STRS Mandatory Membership Qualification

Mandatory Membership (Transaction Code 11), Under Pending Ret W4 Screen & REAP
The following are circumstances in which the employees must elect to become a member of

STRS:

e FTE 100% (Account Code 57) Membership Date is the first day of employment.
Ed Code 22501

e FTE 50% K-12 (Account Code 57) Membership Date is the following day of the pay
period upon completing 50% of the contract.
Ed Code 22502 & 26400 (e)

e Substitute Teacher (Account Code 54) Reached 100 days or 600 hours within a fiscal
year & within 1 district. Membership date is the first day of the following pay period in
which they reached 100 days or 600 hours.

ED Code 22503

e Part-Time or Adult Ed (Account Code 55) Reached 60 hours or 10 days within 1 pay
period & within 1 district. Membership date is the first day of the following pay period in
which they reached the 60 hours or 10 days.

ED Code 22504 (b) (d) & 26400 (f)

SANTA GLARA COUNTY é GFF1GE OF EDUGATION
Charles Weis, Ph.D., County Superintendent of Schools




Payroll - Retirement 2012

Procedure:

Verify current status at https://sew.calstrs.com

From Home page click on REAP, enter Tax ID=SSN, then click Search

If status is “Person not found” click on Mass Update, enter Tax ID=SSN, then click
search. Add Membership using Transaction Code 11 from the drop down menu; please
complete all boxes with the exception of LAUSD Number. Use employees info from MA

screen QSS.

If status is “Non-Member” click on the Update tab, select Transaction Code 11 from the
drop down menu, enter Effective Date.

Ensure that the MEMBERSHIP DATE coincides with the date that creditable service
commenced.

Then log into QSS and open the W4 screen:

Set up an employee as a “Member” using the appropriate St-Ded and AC-P-C codes
(please refer to that section of the binder for a list of valid codes).

Set up the employee in the PR screen using the same set up as the W4 screen for NML
pay.

If DB Status is “Member” then the person is already in membership status and therefore,
no action is required.
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STRS Permissive Membership Form

Permissive Membership (Transaction Code 81), Under Pending Ret W4 Screen & REAP
Form ES 350 or Permissive Election Form as we normally refer to it.

An employee, whom performs creditable service and is excluded from mandatory

membership, may elect membership at any time - even if the employee has declined

membership in the past. Part-time employees with less than 50% FTE and Substitute Teachers

should receive this form on the date of hire.
Ed Codes: 22515 & 22455.5

Procedure:

Verify current status at https://sew.calstrs.com

From Home page click on REAP, enter Tax ID=SSN then click Search
If “Electing” membership and status is “Person not found” click on Mass Update, enter

Tax ID=SSN, then click search. Add Membership using Transaction Code 81 from the
drop down menu; please complete all boxes with the exception of LAUSD Number. Use
employees info from MA screen QSS.

If “Electing” membership and status is “Non-Member” click on the Update tab, select
Transaction Code 81 from the drop down menu, enter Effective Date.

Ensure that the MEMBERSHIP DATE coincides with the date that creditable service
commenced.

Fax this form to STRS (916) 414-5476 & keep a copy for your records, do not forward to
COE.

Then log into QSS and open the W4 screen:

Set up employee as a “Member” using the appropriate Stat-Ded and AC-P-C codes
(please refer to that section of the binder for a list of valid codes).

Set up the employee in the PR screen using the same set up as the W4 screen for NML
pay

If Electing membership and DB Status is already “Member”, please keep a copy for your
records do not forward to the COE or STRS.
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STRS Non-Member

Non-Member (Transaction Code 02) Under Pending Ret W4 Screen& REAP

An employee who performs creditable service and does not qualify for Mandatory
Membership and does not Elect Membership MUST still be reported to CalSTRS as a Non-
Member status.

Procedure:

Verify current status at https://sew.calstrs.com

From Home page click on REAP, enter Tax ID=SSN then click Search
If “Declining” membership and status is “Person not found” click on Mass Update, enter
Tax ID=SSN, then click search. Add Non-Member using Transaction Code 02 from the

drop down menu; please complete all boxes with the exception of LAUSD Number. Use
employees info from MA screen QSS.

Ensure that the NON-MEMBER DATE coincides with the date that creditable service
commenced.

Keep the form for your records; do not forward to COE or to STRS.

Then log into QSS and open the W4 screen:

Set up employee as a “Non-Member” using the appropriate Stat-Ded and AC-P-C codes
(please refer to that section of the binder for a list of valid codes).

Set up employee in PR screen as well using the same set up as the W4 screen.

If declining membership and DB Status is already “Non-Member” or “Refund”, please
keep this form for your records. Do not forward it to the COE or STRS.

STRS Name, DOB and Gender Change

Other Transaction Codes under Pending Ret W4 Screen & REAP
Procedure:

Name Change, as it appears on the SSN card:
Transaction Code 50 at CalSTRS/SEW/REAP
DOB or Gender Change:
Transaction Code 51 at CalSTRS/SEW/REAP
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STRS Membership Codes- W4 Screen

Ret: Retirement System (District Determines)
e 01 =STRS Member
e (03 =STRS Retiree
e (05 =STRS Non-Member

SMF Status: STRS Match File (This field gets updated on a Daily Basis)

e 01 =STRS Member

e 02 =STRS Non-Member

e (07 =STRS Refunded = Non-Member
e 21 =STRS Retiree (SR)

Pending Ret: Pending Retirement (Transaction Codes REAP)

11 = Mandatory Member

e 81 =Permissive Election ES350
e 02 =Non-Member

e 50 =Name Change

e 51 = DOB or Gender Change
61 = Retired

STRS Contribution Rate for Fiscal Year 2011-2012

e Employee 8%
e Employer 8.25%
e RWP Employer 9.713%
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STRSAC-P-C Codes
e AC = Account Code
e P =PayCode
e C=Contribution Code

STRS AC-P-C (Account Codes)

36 = Reduced Workload Program, Board & STRS Approval Required(RWP)
44 = Substitute Year Round School ONLY

45 = Part-Time, Hourly/Daily Rate or Adult Ed Year Round School ONLY

46 = Sabbatical Year Round School ONLY

47 = Full or Part-Time Contract Year Round School ONLY

54 = Substitute

55 = Part-Time Hourly/Daily or Adult Ed

56 = Sabbatical

e 57 =Full or Part Time Contract

e 58 =Hourly/Part-Time Community College ONLY

e 61 =Retired Teacher

e 62 = Exchange/Sojourn Teacher Must have a contract with foreign Country’s COE
e 71 = Defined Benefit Supplemental (DBS)

STRS AC-P-C (Pay Codes)

e 0= Annual Member or Special Compensation
e 1 =Twelve Month Contract

e 2 =Eleven Month Contract

e 3 =Ten Month Contract

e 4 =Hourly Rate Non-Member or Retiree

e 8= Daily Rate Non-Member or Retiree
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STRS AC-P-C (Contribution Codes)

e 0= No Contributions: Non-Member or Retiree

e 1 =_Current: Member Contributions

e 3 =Arrears: Prior Period EARNINGS Adjustment, DOES Generate Service Credit, Start/End
Date required for proper service credit adjustment

e 5 =Retro: Pay Rate/RET BASE Change, Does NOT Generate Service Credit, Start/End Date
required for proper change in Pay Rate

e 6 = Special Compensation: Member, Non-member or Retiree

41
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Members Year Round School (Ret:01&St-Ded:TMNS)

CURRENT ARREARS RETRO Pay RateRet:Base
10 Month Contract 47-3-1 47-3-3 47-3-5 Monthly
11 Month Contract 47-2-1 47-2-3 47-2-5 Monthly
12 Month Contract 47-1-1 47-1-3 47-1-5 Monthly
Special Comp 47-0-6 47-0-6 47-0-6 Rate = Ret.Base Always
Substitutes 44-0-1 44-0-3 44-0-5 Annual
Part-Time/Adult Ed 45-0-1 45-0-3 45-0-5 Annual

Members Conventional School (Ret: 01 & St-Ded: TMNS)

CURRENT ARREARS RETRO. Pay RateRet:Base
10 Month Contract 57-3-1 57-3-3 57-3-5 Monthly
11 Month Contract 57-2-1 57-2-3 57-2-5 Monthly
12 Month Contract 57-1-1 57-1-3 57-1-5 Monthly
Special Comp 57-0-6 57-0-6 57-0-6 Rate=Ret.BaseAlways
Substitutes 54-0-1 54-0-3 54-0-5 Annual
Part-Time/Adult Ed 55-0-1 55-0-3 55-0-5 Annual
DBS 71-06 71-0-6 71-0-6 Rate = Ret.Base Always

Members on Reduced Workload Program (Ret:01&St-Ded: TMNSRW)

CURRENT ARREARS RETRO. Pay RateRet:Base
10 Month Contract 36-3-1 36-3-3 36-0-5 Monthly
11 Month Contract 36-2-1 36-2-3 36-0-5 Monthly
12 Month Contract 36-1-1 36-1-3 36-0-5 Monthly
Special Comp 36-0-6 36-0-6 36-0-6 Rate = Ret.Base

Please note: RWP requires Board and STRS approval; please referenceEIC10-1 Volume 26 Issue 3 for a
complete description of requirements and application.
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Members Community College (Ret:01&St-Ded: TMNS)
CURRENT ARREARS RETRO Pay Rate

10 Month Contract 57-3-1 57-3-3 57-3-5 Monthly

11 Month Contract 57-2-1 57-2-3 57-2-5 Monthly

12 Month Contract 57-1-1 57-1-3 57-1-5 Monthly

Special Comp 57-0-6 57-0-6 57-0-6 Rate = Ret.Base Always
Substitutes 54-0-1 54-0-3 54-0-5 Annual

DBS 71-06 71-0-6 71-0-6 Rate = Ret.Base Always
Part-TimeFaculty 58-0-1 58-0-3 58-0-5 Annual

Community College ONLY - please remember to use Classification Codes and Base Hours for Part-Time
Faculty Members, reference EIC09-1 Volume 25 Issue 8: Reporting Requirements for Community

Colleges.
Classification Code Base Hours (minimum)
01 — Lab Instructor 525
02 — Lecturer /General Instructor 525
03 — Adult Education Instructor 875
04 — Librarian 1050
05 — Counselor 1050

For more information please reference EIC10-1 Volume 25 Issue 12: Community College Reporting to the
Defined Benefit Program for Part-time Faculty & Employer Directive 2009-03 Community College Reporting
Assignment Codes.

Non-Members Year Round School (Ret:05& St-Ded: TFNSR)
Current Arrears Retro Pay Rate (Ret:Base)

10 Month Contract 47-3-0 47-3-3 47-3-5 Monthly

11 Month Contract 47-2-0 47-2-3 47-2-5 Monthly

12 Month Contract 47-1-0 47-1-3 47-1-5 Monthly

Special Comp 47-0-6 47-0-6 47-0-6 Rate = Ret.Base Always
Substitute 44-4-0 44-4-3 44-4-5 Hourly
Substitute 44-8-0 44-8-3 44-8-5 Daily
Part-Time/Adult Ed 45-4-0 45-4-3 45-4-5 Hourly
Part-Time/Adult Ed 45-8-0 45-8-3 45-8-5 Daily
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Non-Members Conventional School (Ret: 05 & St-Ded: TFNSR)

10 Month Contract
11 Month Contract
12 Month Contract
Special Comp
Substitute
Substitute
Part-Time/Adult Ed
Part-Time/Adult Ed

Current
57-3-0
57-2-0
57-1-0
57-0-6
54-4-0
54-8-0
55-4-0
55-8-0

Arrears

57-3-3
57-2-3
57-1-3
57-0-6
54-4-3
54-8-3
55-4-3
55-8-3

Retro Pay Rate (Ret:Base)

57-3-5
57-2-5
57-1-5
57-0-6
54-4-5
54-8-5
55-4-5
55-8-5

Non-Members Exchange/Sojourn (Ret: 05 & St-Ded: TMINSR)

10 Month Contract
11 Month Contract
12 Month Contract
Special Comp
Substitute
Substitute
Part-Time/Adult Ed
Part-Time/Adult Ed

Current
62-3-0
62-2-0
62-1-0
62-0-6
62-4-0
62-8-0
62-4-0
62-8-0

Non-Members Community College (Ret:05)

10 Month Contract
11 Month Contract
12 Month Contract
Special Comp
Substitutes
Substitutes
Part-Time Faculty

Part-Time Faculty

Current
57-3-0
57-2-0
57-1-0
57-0-6
54-4-0
54-8-0
58-4-0
58-8-0

Arrears
62-3-3
62-2-3
62-1-3
62-0-6
62-4-3
62-8-3
62-4-3
62-8-3

Arrears
57-3-3
57-2-3
57-1-3
57-0-6
54-4-3
54-8-3
58-4-3
58-8-3

Monthly
Monthly
Monthly

Rate = Ret.Base Always

Hourly
Daily
Hourly
Daily

Retro Pay Rate (Ret:Base)

62-3-5
62-2-5
62-1-5
62-0-6
62-4-5
62-8-5
62-4-5
62-8-5

Monthly

Monthly

Monthly

Rate = Ret.Base Always
Hourly

Daily

Hourly

Daily

Retro Pay Rate (Ret:Base)

57-3-5
57-2-5
57-1-5
57-0-6
54-4-5
54-8-5
58-4-5
58-8-5

Monthly

Monthly

Monthly

Rate = Ret.Base Always
Hourly

Daily

Hourly

Daily
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Districts that offer Alternative Retirement Plans for Non-Members please use: PAR, ING or APP
as your 4" thru 6" character option for St-Ded. These Plans require 8000 Vol-Ded.

STRS Guide onAC-P-C codes for Retirees (Ret:03&St-Ded:TMNSR)

Retirees Current Arrears Retro Pay Rate (Ret:Base)

10 Month Contract 61-3-0 61-3-3 61-3-5 Monthly

11 Month Contract 61-2-0 61-2-3 61-2-5 Monthly

12 Month Contract 61-1-0 61-1-3 61-1-5 Monthly

Special Comp. 61-0-6 61-0-6 61-0-6 Rate =Ret:Base Always
Substitutes 61-4-0 61-4-3 61-4-5 Hourly
Substitutes 61-8-0 61-8-3 61-8-5 Daily
Part-Time/Adult Ed 61-4-0 61-4-3 61-4-5 Hourly
Part-Time/Adult Ed 61-8-0 61-8-3 61-8-5 Daily
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STRS St-Deds (W4 &PR Screens)

TENSR — STRS Non-Member (Ret: 05)
T:State & Federal

F:Social Security & Medicare
N:No SDI

SR: No Contributions Report Only

TMNS — STRS Member (Ret: 01)
T:State & Federal
M:Medicare

N:No SDI

S:STRS Contributions

TMNSR — STRS Retiree (Ret: 03)

T:State & Federal

M:Medicare

N:No SDI

e SR: No Contributions Report Only

TMNN or TENN — Non Reportable
e Used for Specific Circumstances:
O Vacation Pay Off
O Retirement Incentives Paid AFTER Retirement
O Classified Position that does NOT Qualify for Retirement

TMNSRW — STRS Member (Ret: 01)

e T: State & Federal

e M: Medicare
N: No SDI
SRW: STRS Contributions are based on Ret.Base instead of Earnings. Employer Rate is
9.713% for FY 2011-12
Districts that offer Alternative Retirement Plans for Non-members please use: PAR, ING or APP
as your 4" thru 6" character option for St-Ded. These Plans require 8000 Vol-Ded.
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STRS Coding Various Compensation Types

STRS Stipend for Special Comp WITH Release Time:
Release Time is when the teacher is excused from their normal assignment to perform

additional duties (during normal school hours).

These contributions remain in the DB account and are factored into the members’ final
compensation at the time of retirement.

AC-P-C code 57-0-6

The following screen shot illustrates the processing of Special Comp in QCC.

Please also refer to the section detailing valid codes for a list of appropriate codes to be used.
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STRS Stipend for Additional Duties WITHOUT Release Time:

Without Release Time is when the teacher performs duties outside of their normal work hours
(before or after school).These contributions are transferred to the DBS account at the end of
the fiscal year.

AC-P-C code 55-0-1 Additional Duties include:
e Teaching an extra period

e Coaching

e Attending Trainings

e Summer school

e Noon duty supervision

e Preparing for a class or workshop
e Professional Development

The screen shot below describes the proper processing for such compensation within QCC.

a2 Pay Lines 90 - SANTA CLARA COUNTY OFF OF EDU QSS/0ASIS ===
Eile  Options  MNavigation Window

@Reset ERecalculate Show Inactive XEXH H%(”ﬁr‘# M1 L <] Q Q@Switchto: -

|(I|a ngeMode
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- - - 0000 / 1 0.00 0.00 0.00 000 E 000 0.00 0.00
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d Add 3 Delete [ Delete All iy Acct Copy {3 Acct Copy+ 3 Acct Copy All Acct Paste Acct Add From Copy
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r o1 [z ] e70-3080-0- 0.00 720.00
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STRS Bonuses and Allowances:

Please keep in mind that reporting these stipends and/or bonuses incorrectly has a significant
impact on the member’s final compensation. As a result, a retired member will be overpaid in
service retirement benefit from the retirement date to the date the corrections are made by

the employer. This is one of the most common Employer Audit Findings by STRS.

AC-P-C code 71-0-6 Bonuses and Allowances include:

e Retirement Incentives
e Retention Bonus
e Recruitment/Signing Bonus

The screen shot below describes the accurate processing of such compensation in QCC.

a.l Pay Lines 90 - SANTA CLARA COUNTY OFF OF EDU QSS/0ASIS =R ECR
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STRS Bonus, Allowances or Stipends:

These Bonus and Allowances remain in the members DB account and are factored into the
member’s final compensation.

AC-P-C code 57-0-6 Bonuses, Allowances or Stipends include:

e Travel

e Cell Phone

e Credential Bonus

e Parcel Tax

e Teacher-In-Charge

e Cash in Lieu of Benefits

e Off the Salary Schedule Payment
e C(lass Size Overload K-12

The screen shot below describes the accurate processing of such compensation in QSS.

ol Pay Lines 90 - SANTA CLARA COUNTY OFF OF EDU QS55/0ASIS | == |
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Pay: 0.00 0.00
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Please refer to the STRS Employers’ Creditable Compensation Guide for a complete list of
compensation scenarios.
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When to Annualize a Pay Rate (Ret.Base):

e STRS Members working in substitute daily or hourly positions
e STRS Members working in part-time daily or hourly positions
e STRS Members working in adult education hourly positions

Converting Hourly Rate:

Hourly Rate x # of Base Hours x # of Base Days = Annual Pay Rate

Example: 20.00 (Hourly Rate) x 7 (Base Hours) x 175 (# of Base Days)= $24,500Annual Pay Rate

Converting Daily Rate:

Daily Rate x # of Base Days = Annual Pay Rate
Example: 115.00 (Daily Rate) x 175(# of Base Days) = $20,125 Annual Pay Rate

This formula applies to AC-P-C Codes 54-0-1 and 55-0-1
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Reporting Annualized DAILY Pay for a Member:

a2 Pay Lines 90 - SANTA CLARA COUNTY OFF OF EDU QSS/OASIS =]
Eile Options MNavigation  Window
@ Reset Recalculate | Show Inactive x ’S( H | I % ':'-la = <Fo ‘Q £ switch to: ~
- [ChangeMode
|~] 5336-01/30/2012-11:34:36
wW-0
P @) 12 [@ ¢ vew-- - llco..- -
1/1-DLY*
Placement FTE M Adj Hr Rt Base Pay Base Ret O MoiYr  Dafrr Hr/Day ‘\work Cal BU Class Link
= = = 1.0000 / = 0.00 0.00 22.00 38,720.00 [ 0.00 0.00 0.00
Pos Code Job Code Wior
MIGRANT ED EX HELP/SUB TEACHER .
Bonus 1 Bonus 2 Bonus 3 Bonus 4 Bonus 5 Bonus 6 Bonus 7 Bonus 8 Bonus 9 Bonus 10 Total Pct
[ - = - = - = - = - > 0 000
Pay: a.00 0.00
Ret: 0.00 0.00
D Rate Units Ex-Gross Pay Type StDed SP EF  Ret Base AC P C wsC
E] 115.00 0.00 - - 0.00 - 3g,720.00 54 1] 1
Adjustment > 0.00 0.00 0.00 :] 0.00 54 a 1
Name Fay Schd Cy HRDAY S B F Star User Annual Contract FTD Paid
1 i - i - 0.00/ 00 4,180.00
= Add < Delete [ Delete All ™3 Acct Copy |2 Acct Copy+ 3 Acct Copy All Acct Paste ~ Acct Add From Copy ~
Tnits Fnd Resc ¥ Objt S0 Goal Func Cstltr Ste Mngr SBT Ex-Gross FTD Paid |~
LI | L 870-3060-0-1150 0.00 -
2 0.00 L 870-3060-0-1150- 0.00 T =
3 0.00 L 870-3060-0-1150 - - - 0.00
4 a.00 L 870-3060-0-1150 _ - 0.00 |
0.00 **Totals** 0.00 i
“[3/2/2012 [11:09:37 A _:

Reporting Annualized HOURLY Pay for a Member:

a2 Pay Lines 90 - SANTA CLARA COUNTY OFF OF EDU QSS/OASIS = =
File Options  MNavigation  Window
@ Reset Recalculate | Show Inactive | T k H == (Fﬁ — g ‘g ) Switch to: ~
[ChangeMeode |
|£| 5336-01/30/2012-11:34:36
Pr(@) 12 [@) Cmewoo - Go--- - i
1/1-HR
Placement FTE M Adj Hr Rt Base Pay Base Ret Q Molvr  Dalrr HriDay ‘work Cal BU Class Link
= = = 1.0000 / = 0.00 0.00 2200 3872000 [0 0.00 0.00 0.00
Pos Code Job Code work Loc
MIGRANT ED EX HELF/SUB TEACHER
Bonus 1 Bonus 2 Bonus 3 Bonus 4 Bonus 5 Bonus 6 Bonus 7 Bonus 8 Bonus 9 Total Pct
[ =l =l =l =l =l =l =l =l =l =) o 0.00
Pay: 0.00 0.00
Ret: 0.00 0.00
D Rate Units 5 Ex-Gross Pay Type St-Ded SP EP  Ret Base AC P C WwSC
Adjustment > 0.00 0.00 0.00 :] 0.00 54 o 1
Mame Pay Schd Cy HRDAY S B F Start End User Annual Contract FTD Paid
1 _A_ S~ S - o.00/ 00 4,180.00
= Add 3 Delete [ Delete All ™3 Acct Copy 2 Acct Copy+ o3 Acct Copy All Acct Paste - Acct Add From Copy ~
Units Fnd Resc ¥ Objt S0 Goal Func CstCtr Ste Mngr SBT Ex-Gross FID Paid | =~
L. | L 870-3060-0-1150- 0.00 1,518.00
2 0.00 L 870-3060-0-1150 0.00 1,232.00 =
3 0.00 L 870-3060-0-1150 Q.00 &g20.00
4 0.00 L 870-3060-0-1150 0.00 550.00 |
0.00 **Totals** 0.00 4,180.00 i
[ [zf2/2012 [11:06:15 AM .-
SANTA CLARA COUNTY QGFF1GE OF EDUCATION

Charles Weis, Ph.D., County Superintendent of Schools
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When to Issue a RETRO:

When an employee’s Ret. Base changes, it does not generate service credit.

It should always be reported with a contribution code 5.

Example: A 10 month employee is receiving a 5% pay increase in January 2012 that retro’s from

September 2011 to December 2011
Old Ret Base was: $5,491.25
The new Ret Base is: $5,730.00

New Rate — Old Rate = Monthly RET Amount x Number of Months = RET Amount to be issued

$5,730.00 - $5,491.25 = $238.75 x 4 months = $955.00 (RET)
AC-P-C code 57-3-5 with the NEW Ret Base

Important: Date should always cover the entire month, from the first calendar day of the

month to the last calendar day of the month.

The screen shot below describes the accurate processing of such compensation in QCC.

a:! Pay Lines 90 - SANTA CLARA COUNTY OFF OF EDU QSS/0ASIS B | ]
File  Options  Mavigation Window
@ Reset [530) Recalculate | Show Inactive x ;k H 2] % P{"ﬁ [=$ ﬂ L <] Q 2@ Switch to: -
|Changel‘-10de

|i] 6267-12/12/3011-16:24:30

(r @@ e (] 3

| 1/1-CELL | 2/2-NML | 3/3-RLFD 4K4-CELL| 5/5-RET™
Flacement ENE M Adj Hr Rt Base Pay Base Ret 0O MalYr DalYr HriDay ‘workCal BU Class Link
- - - 0000 / B 0.00 0.00 0.00 000 ] 000 0.00 0.00
Pos Code Job Code Work Loc
- 0000 * | .
Bonus 1 Bonus 2 Bonus 3 Bonus 4 Bonus 5 Bonus 6 Bonus 7 Bonus 8 Bonus 9 Bonus 10 Total Pet
S ) (e S A I S B
Pay: a.00 0.00
Ret: 0.00 0.00
D Rate Units RT 5 Ex-Gross Pay Type St-Ded SP EP  Ret Base AT P C WSC
Adjustment = E] 0.00 0.00 0.00 57 3 5
MName Pay Schd Cy HR/DAY S B F Start End User Annual Contract FTD Paid
1 09/01/2011 ~ 12/31/2011 = 0.00/ 00
4k Add 3 Delete [ Delete All [ Acct Copy i3 Acct Copy+ ¥ Acct Copy All Acct Paste Acct Add From Copy
Prcnt Fnd Resc ¥ Objt S50 Goal Func Cstltr Ste Mngr SBT Ex-Gross FID Paid
> 0.00[z ] 0.00
0.00 **Totalg** 0.00

Yr: 2012 Dist: 92 Site: 0 GS: W | 3/6/2012 [ 2:56:03 PM

SANTA GLARA COUNTY é GFF1GE OF EDUGATION
Charles Weis, Ph.D., County Superintendent of Schools
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When to Issue an ARREARS:
Used only when an employee is receiving earnings previous to current month payroll. It does

not generate service credit and there is no change in Ret. Base.

Should always be reported with a contribution code 3
Example: Processing February 2011 end-of-month payroll and an employee’s start date is January 25,
2011. Payroll was scheduled to close the same day. This employee is working as an 11 month, 100%
FTE with a Ret Base of: § 8,723.45. The Arrears amount owed to the employee for the month of
January 2011 is S 2,273.85. This is a late start contract adjustment.
AC-P-C code: 57-2-3 Ret Base does NOT change

Important: Please enter the Start & End Dates that correspond to the adjustment.

The screen shot below describes the accurate processing of such compensation in QCC.

s Pay Lines 90 - SANTA CLARA COUNTY OFF OF EDU QSS/OASIS = T | 5|
Eile Options Mawvigation Window

@ Reset (228l Recalculate | Show Inactive x ;k H % ':.I:_ir=&F L ¢ ] 2 gd Switch to: -

[ChangeMode
|~] 6267-12/12/2011-16:24:30

Ere i |

[171-cal|2/2-nmL [3/3-RiFD [4/4-cELL| 5/5-ARR" |
Placement FTE M Adj Hr Rt Base Pay Base Ret O Mo Dar HriDay ‘work Cal BU Class Link
- - - 0000 |/ = 0.00 0.00 0.00 0.00 [ 0.00 0.00 0.00
Pos Code Job Code \wiork Loc
:
Bonus 1 Eonus 2 Bonus 3 Eonus 4 Bonus 5 Eonus 6 Bonus 7 Eonus 8 Bonus 9 Bonus 10 Total Pct
-l =l - = - = =l = =l > o 0.00
Pay: 0.00 0.00
Ret: 0.00 0.00
D Rate Units Ex-Gross Pay Type St-Ded SP EP  Ret Base AC P C WwSC
Adjustment > E] 0.00 0.00 m TMNS 0.00 S7 2 3
Name Pay Schd Cy HRDAY S B F Start End _ User Annusl Contract FTD Paid
1 01/01/2012 -~ 01/31/2012 0.00/ 00
= Add 3 Delete [ Delete All [y Acct Copy L& Acct Copy+ ¥ Acct Copy All Acct Paste Acct Add From Copy
Prent Fnd Resc ¥ Objt S0 Goal Func CstCtr Ste Mngr SET Ex—Gross FTD Paid
[ 0.00 - 0.00 -
0.00 **Totala** 0.00

[ ¥r: 2012 Dist: 92 Site: 0 GS: W | 3/6/2012 [ 3:01:29 PM

Important Caveat:
California Education Code section 45048 (c) states that if salary payment is not made timely as required
by this section, the amount of the salary payment due shall be increased by the amount of interest on

the unpaid amount for each day of delay. Please refer to all section of Ed Code 45048 for all
explanations.

SANTA GLARA COUNTY é GFF1GE OF EDUGATION
Charles Weis, Ph.D., County Superintendent of Schools
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STRS Common Errors

COMMON ERRORS:

Not using the same pay rate as the original pay line when making negative adjustments
to prior period earnings.

Incorrect Dates on Retro or Arrears pay lines.

Using Retro code 5 for Arrears payment code 3 or vice-versa.

Using incorrect Ret. Base on retro or combining different pay rates into one retro line.
Using the earnings as the Ret. Base on less than full time employees. Ret Base must be
at 100% FTE.

Not using the same pay rate and earnings for special compensation.

SANTA GLARA COUNTY é GFF1GE OF EDUGATION
Charles Weis, Ph.D., County Superintendent of Schools
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SEW/REAP User Manual

SANTA CLARA COUNTY é QFF1CE OF EDUCATION
Charles Weis, Ph.D., County Superintendent of Schools
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yer Web Site

Employer Login

Enter a valid username and password. Passwords are case sensitive.

Usemame: || |

Password: | |

Forgot vour Password®

If you need assistance with your login, please contact your Employer
Administrator first. If unavailable, call CalSTRS Employer Help at 87 7-277-5778
or email EmployerHelp@CalSTRS. com.

Home Web Site Information
welcome, I

Manage Files

Congratulations! You have successfully logged onto the CalSTRS Secure Employer Web Site. = Emplover Administrator List
This Weh site is provided for employers and CalSTRS to communicate member account
information securely. Many features are provided to assist in protecting and ensuring the
confidential data of our members. e Release Notes

Manage Reports « File Enforcement

REAP

For information on the latest updates and features be sure to check the Announcements below Quick Reference Items

EoVer NotieeiD ) and for more information, the Release Notes under Web site Information.

# User Manuals and Training

Remittance Advice E ity Asked O ti

« Freguently Asked Questions
Secure Message Center Announcements » File Specifications
Reference Items

- « File Submission and
Penalties and Interest EcmbEnte conaailes

My Links You may view the following Penalties and Interest materials in Reference ltems under > >
Teachers' Retirement Law Category: Application Downloads
Penalties and Interest Retro Active Adjustment Assessment Example = gmt lover A ”;%t‘iaﬂ\n
; e = v
Penalties and Interest Late Contribution Assessment Example uite (Version

Penalties and Interest Assessment Types
Penalties and Interest February 2011 Draft Requlations
Penalties and Interest Pre-notice Hearing Materials

Employer Connect

The Spring 2011 Employer Connect is now available. If you have any suggestions for
articles for future editions of Employer Connect. please send an email with your
suggestion to EmployerTraining@CalSTRS . com

CalSTRS Online Training Classes

CalSTRS offers interactive online training using Microsoft LiveMeeting. Use the
"register” links below to sign up for any class.

Check your system to make sure it is ready to use Microsoft Office LiveMeeting
by clicking here

Intro to SEW and REAP

This course will cover the following:

Intro to SEVV:

SANTA GLARA COUNTY GFF1GE OF EDUGATION
Charles Weis, Ph.D., County Superintendent of Schools
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CALSIRS

My Account: RHerrera (43)

ecure Employer Web Site

REAP Single Person/Account

Manage Files

Manage Reports

& Search by ID ) Search by DB Exception

REAP

[

Mass Update

Employer Notification (0)

L skand

& Tax D 2 Client ID 2 LAUSD Mumber

Remittance Advice

Secure Message Center

Reference Items

My Links

CALSIRS

SHEil EHETeTE (4]

Gender: F Birth Date: 04/21/1948 Death Date: Coverage: B
DE Status: SR DB Date: 06/11/2010 CB Status: CB Date:
| Persansaccount | [ DB Contribution Lines | [ Service Credit Balance | [ Update |
Person
History: | effective Tax 1D Name Birth Date

07i25/2010 TE817 | MCINTYRE, CAROLYN J | 04/21/1948
02/M18/2001 F817  LOSSIUS, CAROLYM J 04/21/1948

0zZMa/z001 TE17 | MCINTYRE, CAROLYM J | 04/21/19348

DB Account
RVVP Indicator:

RWWP Effective Date:

Temporary: N
AB1586:

Retirement System:
System Election:

Account HISIONY: | status Status Date Future Permissive Election Report Source/Unit
SR 081142010
MEMBER 081741920 CalSTRS

& (R

CB Account
CB Indicator:

Account History:

Sub Accounts:

Person Address

e ser==

Secure Emplover Web Site

REAP Single Person/Account

(= Samchiey 0 O Searen by DB Excepton

Socute Mausage Cadmae

[onwes | noem |

Tan i O Chent 0 (C)LALSD Mumbes | o000

<

Roledonce ltems

My Links

|EH=r Social # I } Chient Id # given by STRS I

L1

SANTA GLAEA COUNTY

CGFFIGCE OF EDUCATION

Charles Weis, Ph.D., County Superintendent of Schools
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&LSTRS > P ployer Web Site

My Account: RHerrera (43)

REAP Single Person/Account

& search by 1D ) search by DB Exception Mass Update

Gender: F Birth Date: 04/21/1948 Death Date: Coverage: B

DB Status: SR DB Date: 06/11/2010 CB Status: CB Date:

Person / Account I DB Contribution Lines || Service Credit Balance H Update ]

- Filter

Fi IYear InF:JudeImes reported this year for a
£ prior fiscal year

Report Source | Unit | Al ,_'@Jl [] Only lines with exceptions
e |
DB Contribution Lines -
Download Report
Rpt Mem As Pay Contribution Service Period Sive Prar
Unit Code cd Rate Cd Earnings Rate Cd Amount Begin End =] Crdt Post Period FY Hago
431. 4 55 | 88581.00| O 128872 0.0800 3 ~103.90 | 04/01/2010 | 04/30/2010 | -0.015| Pre | MOD4 | AR
31 1 5T 129872 O 128872 0.0800 & 103.90 04/01/2010 0430/2010 EI-DCH} Pre | MOO0& A
- Additional Contribution Line Details
Hame: Tax ID: Classification Code: Base Hours:
Remarks:
Exceptions:
SANTA CLARA COUNTY QGFF1GE OF EDUCATION

Charles Weis, Ph.D., County Superintendent of Schools
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Inquiry and report feature:
e New member account established

e Will give a list of employees of the most updated status at one glance rather than
one-by-one inquiry

CALgRS Secure Employer Web Site

My Account:

Home Web Site Information
Welcome, I

Manage Files Congratulations! You have successfully logged onto the CalSTRS Secure Employer Web Site + Emplover Administrator List
This Web site is provided for employers and Cal3TRS to communicate member account e File Enforcement

Manage Reports information securely. Many features are provided to assistin protecting and ensuring the
confidential data of our members. ¢ Release Notes

REAP

il Notification (8 Forinformation on the latest updates and features be sure to check the Announcements below Quick Reference ltems

mployer Notification (8) 54 1or more information, the Release Notes under Web site Information.

¢ User Manuals and Training
¢ Frequently Asked Questions
¢ File Specifications

4 * File Submission and
Reference ltems Penalties and Interest e e

Remittance Advice

Secure Message Center Announcements

My Links You may view the following Penalties and Interest materials in Reference ltems under .
Teachers' Retirement Law Categaory: Application Downloads

s Employer lication

Penalties and Interest Retro Active Adjustment Assessment Example ; ;
Suite (Version 2.06

Penalties and Interest Late Contribution Assessment Example
Penalties and Interest Assessment Types

Penalties and Interest February 2011 Draft Requlations
Penalties and Interest Pre-notice Hearing Materials

Employer Connect

The Spring 2011 Employer Connect is now available. If you have any suggestions for
articles for future editions of Employer Connect, please send an email with your

suggestion to EmployerTraining@CalSTRS. com
CalSTRS Online Training Classes

CalSTRS offers interactive online training using Microsoft LiveMeeting. Use the
"renistar” links helow tn sion un far anv class

SANTA CLARA COUNTY é QGFF1GE OF EDUCATION
Charles Weis, Ph.D., County Superintendent of Schools
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Santa Clara County # Oifice of Education

STRS Employer Notification Report

CM_,STRS Secure Employer Web Site

My Apcount; BHermera [43)

[he Employer Notification
Uanage Files .
Search Ctend —
Uanage Reports
REAP Report Source: f!&rﬂﬁﬂmmﬂu |
Regort Unit. | &) ¥
Employer Notification (1) : _ ) :
FromDate: t2ou2int B Tolate|@asatn B immddiy)
Remitance Advice . | . |
[] Inclede stalus changes inialed by his sowe
Secure Message Center
Reference lems Restt | Sewch
Uy Links

SANTA CLARA COUNTY é QGFF1GE OF EDUCATION
Charles Weis, Ph.D., County Superintendent of Schools
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CALSTRS Secure Employer Web Site

My Account: RHerrera (43)

o Employer Notification
Wanage Files
Search Criteri tide (A

Manage Reports
REAP Report Source: 43 Santa Clara Co Office of Ed

Report Unit: | Al v
Employer Notification (0) '

FfomDate: 120120t |BE  ToDate: 2aseott |EE  (mmiddiym)
Remittance Advice

[] Include status changes initiated by this source

Secure Message Center
Reference ltems Reset | Search |
My Links

SANTA CLARA COUNTY é QGFF1GE OF EDUCATION
Charles Weis, Ph.D., County Superintendent of Schools
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Secure Employer Web Site

Help | Logout

_Home Employer Notification

Report Source: 43 8anta Clara Co Office of Fd
Ruespaorl Uiz | an "l

from Date: ozo1ze11 |EE ‘I‘oDale:E {mmiddiyyyy)

[ Includz status changes initiated by this source

Employcr Motification (0)

Remittance Advice

-Sommllm&mnr

:R‘lfwruuml‘m"u MI Search I

My Links

Search Results

= Nofification R t
Page 1of 2 2

Effeciive A
Date Unit

Items 1-10 01 20 IemsiPage: 10 » |

Tax id Hame Init. imit.  Hotification Date i+ Prior
Sourcea Unit Status

0581 CARCE, PAULINA & ETRS 021472011 03:43:17 .4 P MEMBER ACTVDIED 021 2/2011 437
0458 LAVELLE CLAIRE M ETRS 021472011 01:07:41.7 PM MEMBER &R 031 a2011 43
8372 ROCERES, JOAM ETRS 02M11/2011 03:02:25. 2 PM MEMBER &n 02/02/2011 43
8573 ROCERS, JOAN STRS 021172011 03:02:35.2 'MW MEMBER SR 02022011 43
1245 BRUMMIT, CHERYL L SRS 021072011 0257142 'MW MEMBER ACTVDIED 012252011 43
1345 | CORDERD, JUANITA STRS OZO2011 11:21:34.1 AM KMEMBER 2R (o] iy | 43
BAEE | WALNEH, AMY L2 BIHE U2MO011 11:11:15.68 AN MEMEEH BH s L)
HBodd  MUHKES, LINLLA, J SIHS UZavan 11 035358 .9 HW HMEMEER BH DEA1REU1 43
2305 FALLLO AKIUKRD 2 SIHS LR T e = e e HMEMEER HEFLUINLY (g LT ] L)
DAy LAV, CAHDLYN W SIHS DZU11 14315 6 AM HMEMEER Bk (e e ) 43
s 1-100f 20 Hems/Page: [10 ¥ | Page 1of 2
SANTA CLAERA COUNTY QGFF1GE OF EDUCATION

Charles Weis, Ph.D., County Superintendent of Schools
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Santa Clara County # Giffice of Education

Which status changes create a notification?

Active Died

Non-member —: Member

N\

Refund

SR
[Retired)

SANTA CLARA COUNTY é QGFF1GE OF EDUCATION
Charles Weis, Ph.D., County Superintendent of Schools
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PERS

PERS Membership Qualification:

By default, a classified position should be reported to PERS if eligible. If the position is not
eligible (Substitute and/or Temporary) then it is Non-Reportable to PERS. However, if the
Sub./Temp. is already a member of PERS, the earnings from this position is reportable to PERS.
Note: Once a member, always a member.

Member status can be:
e Active = Currently employed with a school district
O Active enrollment is required by each school district the employee is working for
e [Inactive = Permanent Separation
e If the member took a refund of his/her PERS contributions, he/she is no longer a
member of PERS, he/she will need to re-qualify

Procedure:

e Verify PERS membership status at
https://my.calpers.ca.qgov/web/ept/public/systemaccess/selectLoginType.html|

Click on the Business Partner radio button and Continue to log in

e From my|CalPERS home page, select Person Information tab, enter SSN, and search to
check for the members status.

If the employee is active with another employer, start reporting payroll to PERS immediately
regardless of the time base. Create a new Retirement Enroliment with effective date matching

the payroll period.

SANTA GLARA COUNTY é GFF1GE OF EDUGATION
Charles Weis, Ph.D., County Superintendent of Schools
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Mandatory Eligibility:

Permanent Full-time (40 hours per week)

Full-time for a temporary appointment of six months or longer
Part-time, average at least 20 hours per week for one year or longer
(20hours x 52 weeks = 1040 hours) or 50% FTE

Government Code 20305

For temporary, seasonal, limited term, on call, emergency, intermittent, etc.:

Monitor for 1,000 hours in a fiscal year (July 1 — June 30), overtime hours are included in the
1,000 hour total.

Hours from multiple districts are combined to determine the 1000 hour threshold. Once 1000

hours are met, membership status is active following the month in which the 1000 hours were

completed.

Use the Accumulator Report in QCC for tracking the hours worked.

SANTA GLARA COUNTY é GFF1GE OF EDUGATION
Charles Weis, Ph.D., County Superintendent of Schools
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PERMANENT SEPARATION DATES IN my| CalPERS:

Prior to my|CalPERS, the permanent separation date reported was used differently by the
many unique systems throughout PERS and did not impact downstream processing. In the
past, many employers understood the permanent separation date to be the last day an
employee worked for their district or equal to the last day on payroll and the day before an
employee's retirement date.

In the integrated my|CalPERS system, the permanent separation date is now part of a series of
system validations. Therefore, the permanent separation date must be reported as the day
after the last day an employee works for your district, which is often the day after the last
day on payroll.

Example:

An employee’s termination date in QSS/QCC is 1/15/12, in my|CalPERS permanent separation
date would be 1/16/12.

Reference: CalPERS Circular Letter No.: 200-070-11

SANTA GLARA COUNTY é GFF1GE OF EDUGATION
Charles Weis, Ph.D., County Superintendent of Schools
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PERS Codes

W-4 Screen
Ret: Retirement System (District Determines)

e (02 =PERS Member
e (04 = PERS Retiree
e 05 = Non-Member

PERS AC-P-C Codes
e AC = Account Code
e P =PayCode
e C = Contribution Code

PERS AC-P-C (Account Codes)
e (08 = PERS Member
0 Coordinated with Social Security

O Equivalent to Miscellaneous Category when setting up member account in
my | CalPERS

PERS AC-P-C (Pay Codes)
e 1=Monthly Rate
e 4 =Hourly Rate
e 8 =Daily Rate
e 9 =Lump Sum Rate
Please Note: Pay rate cannot be lower than minimum wage.

PERS AC-P-C (Contribution Codes)

e 0= Non Reportable pay line

e 1 =_Current Month: Member Contributions

e 3 = Arrears: Prior Period EARNINGS Adjustment, DOES Generate Service Credit,
Start/End Date required for proper service credit posting.

e 5 = Retro: Pay Rate/RET BASE Change, does NOT Generate Service Credit, Start/End
Date required for proper adjustment allocation.

e 6 = Special Compensation

SANTA GLARA COUNTY é GFF1GE OF EDUGATION
Charles Weis, Ph.D., County Superintendent of Schools
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ERS Guide on AC-P-C Codes Combination:

Members (Ret: 02 & St-Ded: Determined by district)
CURRENT ARREARS RETRO Pay Rate (Ret: Base)

Monthly Contract 08-1-1 08-1-3 08-1-5 Monthly

Substitutes Hourly 08-4-1 08-4-3 08-4-5 Hourly

Substitutes Daily 08-8-1 08-8-3 08-8-5 Daily

Part-Time Hourly 08-4-1 08-4-3 08-4-5 Hourly

Part-Time Daily 08-8-1 08-8-3 08-8-5 Daily

Special Comp 08-9-6 08-9-6 08-9-6 Lump Sum
Non-Reportable 00-0-0 00-0-0 00-0-00 Monthly, Hourly or Daily

i.e. Overtime Earnings

Non-Members (Ret: 05 & St-Ded: Determined by district)
CURRENT ARREARS RETRO Pay Rate (Ret: Base)

Non-Reportable 00-0-0 00-0-0 00-0-0 Monthly, Hourly or Daily

SANTA GLARA COUNTY é GFF1GE OF EDUGATION
Charles Weis, Ph.D., County Superintendent of Schools
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W4 and PR Screens

St-Ded field (6 characters long)
1% character = T: Federal & State Taxes
2" character = F: Social Security & Medicare
= M: Medicare Only
3" character = S: State Disability
= N: No State Disability
4™ - 6™ characters = PERS Contributions, please see chart below for options:

PERS STATUTORY DEDUCTION PROFILES
Characters 4-6: Retirement

P PERS Pickup, Tax-Deferred

PT PERS Taxable

PSS PERS Survivor Benefits, Tax-Deferred
PST PERS Survivor Benefits, Taxable

PR PERS Retired

P70 PERS EMPLR Paid (79%), Tax-Deferred
P40 PERS EMPLR 4%, Tax-Deferred

P35 PERS EMPLR 3.5%, Tax-Deferred

P30 FPERS EMPLR 3%, Tax-Deferred

P20 PERS EMPLR 2%, Tax-Deferred

P10 PERS EMPLR 1%, Tax-Deferred

PAT FPERS EMPLR 4%, Taxable

PHT PERS EMPLR 3.5% (Half), Taxable

P3T PERS EMPL.R 3%, Taxable

P2T PERS EMPLR 2%, Taxable

P1T FPERS EMPLR 1%, Taxable

PAR Alternative PARS (Requires 8000 Vol-Ded)
ING Alternative ING {(Requires 8000 Vol-Ded)
APP Alternative Apple (Requires 8000 Vol-Ded)
N No Retirement

SANTA GLARA COUNTY é GFF1GE OF EDUGATION
Charles Weis, Ph.D., County Superintendent of Schools
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TFSP — PERS Member (Ret: 02)
Taxes: State & Federal, FICA: Social Security & Medicare, State Disability,
PERS Tax Deferred

TENP — PERS Member (Ret: 02)
Taxes: State & Federal, FICA: Social Security & Medicare, No State Disability,
PERS Tax Deferred

TFSPT — PERS Member (Ret: 02)
Taxes: State & Federal, FICA: Social Security & Medicare, State Disability,
PERS Taxable

TENP70 — PERS Member (Ret: 02)
Taxes: State & Federal, FICA: Social Security & Medicare, No State Disability, PERS 7% Pay by
Employer

TMNPR — PERS Retiree (Ret: 04)
Taxes: State & Federal, Medicare, No State Disability, PERS Retiree

TENN — PERS Non-Member (Ret: 05)
Taxes: State & Federal, FICA: Social Security & Medicare, No State Disability, No PERS
Used for Specific Circumstances:

Classified pay line that does NOT qualify for Retirement
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Typical Special Compensations

e Out of class

e One time off the salary schedule payment
¢ Night shift differential

e Professional growth

e Lead stipend

The following earnings are not reportable to PERS

e QOvertime

e Travel and cellular phone stipend

e (Cashin lieu of benefit

e Vacation and Sick leave pay off

e Legal settlement

e Retirement incentive

e Earnings for PERS retiree

e non-member earnings

e Certificated earnings (unless elected PERS)

Importance of Dates

Dates are required for ARR and RET in order for earnings to be posted to the right place.
Always use the first day to the last day of the month for the dates.

When paying a lump sum amount, contribution code 6 is used to report special compensation
earnings. The pay rate and the earnings should always be the same.
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PERS COMMON ERRORS

Overtime Earnings reported to PERS:

This occurs most often when an employee takes additional duties on top of their Full-Time
contract or when an employee works multiply Part-Time positions.

e During the Retirement Audit Period, DBAS will take note of which employee will need
retirement corrections on their payroll record and communicate this to the district.

e DBAS submits the payroll file to PERS. Districts will make the pay line corrections through
payroll screens the next pay period to correct what had been reported to PERS.

This process eliminates the Cash Transfer posting to the District and corrects the employee’s
payroll record. This process also eliminates the need for a W2 Adjustment.

Other Common Errors:

e The pay rate and pay code are not in sync.

e The pay type and contribution code are not in sync.

e No dates on RET or ARR fields

e Not using the same pay rate when making a negative adjustment to prior period
earnings.

e Using a retro code for arrears payment, or vice-versa.

e Usingincorrect Ret. Base on retro.... i.e., entering a retro amount as Ret. Base.

e Using the earnings as the Ret. Base on 50% - 99% employee.

e Not using the same rate and Ret. Base for special comp.
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Retro

When there is a change in Pay Rate (Ret Base), contribution code 5 is used to report
retroactive salary adjustments. The transaction should have the member’s new pay rate and
the total additional earnings for the retro period. Report a single entry for each new pay rate
when more than one pay rate is involved in the retro period.

Sample Retro in QCC

File Options  MNavigation Window

@Reset F' Recalculate | Show Inactive x k H m%@d u (33 g 2“‘ Switch to: =

|Chan|_u:MmlE i
|4 6267-12/12/2011-16:24:30 .:

FY@?@ : New... Go... v :zg

|1/1-CELL|2/2-NML|3/3-RLFD | 4/4-CELL| 5/5-RET" |

FEa FTE M Adj HrRt  BasePay Base Ret 0 Mof¥r  DalYr HrDay WorkCal BU  Class Link
- - - 0000 / 0.00 0.00 0.00 0.00 0.00 0.00 0.00 (p0OD- ~| |00 =
Pos Code Job Code Work Loc
- goga - | .
Bonus 1 Bonus 2 Bonus 3 Bonus 4 Bonus 5 Bonus & Bonus 7 Bonus & Bonus 9 Bonus 10 _Toid Pet
| | | 7l -l -l -l -l | ) 0.00
Pay: 0.00 0.00
Ret: 0.a0 0.00

D Rae Units RT S Ex-Gross Pay Type St-Ded SP EP  Ret Base AP C
[ - 675.00 0.0 [1z v|[ ] 0.00 [rer | [zeme 2,500.00 08 1 §

Adjustment > EH 0.00 [ o.00] - E 0.00 [Rer ~|[tEmR -] 0.00 08 1 5
MName End

Pay Schd Cy HRDAY S B F Start User Annual Contract FTD Paid

ECMREG ~ 1 1/01/2011 |~ | | E2EEREEN] |~ 0.00/ 0o

i dp Add 3 Delete [ Delete All [ Acct Copy 2 Acct Copy+ ¥ Acct Copy All & Acct Paste - 5F Acct Add From Copy ~

Fnd Resc Y Objt SO Goal Func CstCtr Ste Mngr Ex-Gross FTD Paid

0. oo [N 0.00

**Totalg** 0.00

Yr: 2012 Dist: 92 Site: 0 GS: W | 3/7/2012 [ 10:18:31 AM .
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Arrears

When there is a change in FTE (paid at higher/lower amount not due to change in pay rate),
contribution code 3 is used to report corrections to prior period earnings. There should be a
separate transaction for each arrears period (month) so that service credit can be posted
properly to the member’s account, i.e. one pay line for January’s arrear, one pay line for
February’s arrear, another pay line for March’s arrear, etcetera.

NOTE: Normal 1 to 10" of the month payroll is considered CURRENT, not ARREARS

For example, when paying someone earnings earned 1/15 to 1/31 on February 10%" payroll, under AC-
P-C, use contribution code 1, not 3.

Sample Arrear in QCC

a2 Pay Lines 90 - SANTA CLARA COUNTY OFF OF EDU QSS/0ASIS = e |
File  Options  Mavigation Window

@Reset ERecalculate Show Inactive x R H H%q”ﬁr’# Q:‘p Q QCJ Switch to: =

|Cha ngeMode
|£| 6267-12/12/3011-16:24:30

@) 2 @) e oo~ | [ 32

|1/1-CELL [ 2/2-NML | 3/3-RiFD | 4/4-CELL| 5/5-ARR" |

Placement ENE M Adj Hr Rt Ease Pay Ease Ret 0 Mao'Yr Darr HriDay ‘work Cal BU Class Link
o o o 0000/ = 000 000 0.00 000 [ 000 000 000
Pos Code Job Code ‘work Loc
-
Bonus 1 Bonus 2 Bonus 3 Bonus 4 Bonus 5 Bonus 6 Bonus 7 Bonus 8 Bonus 9 Bonus 10 Total Pet
- - -l ol ol ol -l | | % 0 000

Pay: 0.00 0.00
Ret:

0.00 0.00

b} Rate Units Ex-Gross Pay Type St-Ded SP EF  Ret Basze AC P C WSC

RT S
Adjustment > G 0.00 0.00 0.00 0.00 08 1 3

Mame Pay Schd Cy HRDAY S B F Start End User Annual Contract FTD Paid
1 01/01/2012 ~ 01/31/2012 = 0.00/ 00
4k Add 3¢ Delete [3 Delete All ™ Acct Copy 2 Acct Copy+ Ty Acct Copy All Acct Paste Acct Add From Copy
Prcnt Fnd Resc ¥ Objt S0 Goal Func CstCir Ste Mngr SBT Ex-Gross FTID Paid
> .00z Jev0- 0.00
0.00 *+Total ges 0.00

Yr: 2012 Dist: 92 Site: 0 GS: W | 3/7/2012 | 10:24:34 AM
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Scenario #1:

An employee’s overtime earning was coded with PERS which generated excessive service
credit. The earning needs to be reversed.

Step 1:

In a new PR screen, back out the original entry as arrears (ARR) with a negative earning and
use contribution code 3, same Ret. Base and St-Ded as previously used, and fill in the dates in
the appropriate lines.

o Pay Lines

File  Options  Navigation Window

@Reset F' i Recalculate | Show Inactive x k H m %@ﬂ m n m @ g Bd Switch to: =

ChangeMode .:

|4 6267-12/12/2011-16:24:30 .

FY@?@ D New... - Go... - ‘:;g

| 1/1-CELL | 2/2-NML | 3/3-RLFD | 4!4-CELL| 5/5-ARR* |

et FTE M Adj HrRt  BasePay Base Ret 0 MofYr  Dalvr HrlDay ‘orkCal BU  Class Link
- - - 0000 / 0.00 0.00 0.00 0.00 0.00 0.00 0.00 (pDOD- ~ | |00 »
Pos Code Job Code Work Loc
- goga - | .
Bonus 1 Bonus 2 Bonus 3 Bonus 4 Bonus & Bonus & Bonus 7 Bonus & Bonus 9 BEonus 10 _Toﬁi Pet
9| o M = M| 9| 9| 9| 9| 0 o 0.00
Pay: 0.00 0.00
Ret 0.00 0.00
[} Rate Units RT S Ex-Gross Pay Type St-Ded SP EP  Ret Base AC P C WSC
E -45.00 10.00 |H = E -450.00 |(ARR =~ | |TENP hd 45.00 08 4 3
4 3

Adjustment > EH 0.00 [ o.00] - E 0.00 [amr | [tEWR +| = 0.00 o8
Name End

Pay Schd Cy HRDAY S B F Start User Annual Contract FTD Paid

ECMREG ~ 1 01/01/2012 ~ O0U/3/2012 +| 0.00/ 00 -

i df Add 3¢ Delete [5 Delete All [ Acct Copy g Acct Copy+ ¥4 Acct Copy All & Acct Paste - 5F Acct Add From Copy ~

Prcnt Fnd Resc Y Objt 50 Goal Func CstCtr Ste Mngr SBT Ex-Gross FID Paid

b 0.00 [z ]er0- 0.00

**Totalg** 0.00

Yr: 2012 Dist: 92 Site: 0 GS: W | 3/7/2012 [ 10:31:31 AM
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Step 2:

In another new PR screen, enter the correcting pay line the way it should have been, also using
(ARR). For the following scenario, the pay line should not have PERS taken because overtime

payments are not PERS reportable.

Eile

Options  Mavigation  Window

@Reset F'i Recalculate | Show Inactive x k H m%@ﬂ m m @ 'g 2‘) TN o

|changetode :

] 6267-12/12/2011-16:24:30 :
e IR
|1/1-CELL | 2/2-NML|3/3-RLFD | 474-cELL| 535-AHF{‘|
Placement BNE M Adj Hr Rt Base Pay Base Ret 0 Moy DalYr Hr/iDay ‘weorkCal BU CIESUE(
- - - 0000 / 0.00 0.00 0.00 0.00 0.00 0.00 0.00 |00D0- « | |0OD- =
Pos Code Job Code ‘work Loc
= oooo w| -
Bonus 1 Bonus 2 Bonus 3 Bonus 4 Bonus 5 Bonus 6 Bonus 7 Bonus & Bonus 9 Bonus 10 Total Pet
| | -l -l -l -l -l -l | R 0.00
Pay: 0.00  0.00
Ret 0.00  0.00
D Rate Units RT 5 Ex-Gross Fay Type St-Ded g E Ret. Base E E E WE
E 45.00  10.00 [@ « E 450.00 |amm | [TEEM ~ 45.00 00 0 0O
Adjustment > EH o.00| [ o.00] - E 0.00 [are | [tew  ~| 0.0 o0 o o
Name Pay Schd Cy_ HR/DAY S_ E E Start End - User Arrn.lﬂCm‘llT:l:‘t_ FTD Paid
EOMREG ~ 1 01/0/20M2 ~ 0173172012 0.00/ 00
* 4k Add X Delete %D‘eleteﬁ\ll %Acct Copy %Acct Copy+ &Acct Copy All £ Acct Paste -~ [ Acct Add From Copy -
Prcnt Fnd Resc Y Objt S0 Goal Func CstCtr Ste Mngr SBT Ex-Gross FID Paid
> o1 0.00 870- 0.00
*+Toala** 0.00

[¥r: 2012 Dist: 92 Site: 0 GS: W [3/7/2012 [ 10:40:59 AM .:
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Scenario #2:

An employee retired from PERS on November 30, 2010, came back to work as a substitute and

December payroll was coded with PERS. The earnings need to be reversed.

Step 1:

Since December earnings were coded with PERS, we need to make sure that the W4 screen’s
Retirment indicates PERS member in order to enter a negative pay line to back out the

previously reported pay line.

o Wé/Control QSS/0ASIS = =R
Eile  QOpticns  Mavigation  Window
H H%q«ﬁ[‘* 0 Q Q@Switchto: .
|Changel‘-‘|nde

W4 Information
Status Exemptions Tax-CC Y A M Special Tax Rules Additional Held/Ignore Ds
Federal : E 04 00 C 0.00 0.00 :]
State - E 04 00 @ 0.00 0.00 :]
County :
City :
Local :
Control Information
T ErTi: [0081 — TRENSPORTATION v] Alt check sort - [0099 - SUBSTITUIES v]
Pavicoder [12 - CLASSIFIED HOURLY/DAILY v] Primary RS : [02 - PERS CLASSIFIED RETIREMENT v] Unit: 000
Retcode: 08-4-3 Secondary RS : (00 ~ N0 CopE *| unit: 000
Pay schedule : [IE.NREG - 10TH 12M0S DS-REG v] Statutory ded : [Im-rPR - FIT SIT MEDI FERSRET v]
DPO - [N v] Sl - ’1 - Reqular funding v] EIC : [ v] Sub - ’U - Hot sub v] Def Pay Bal - 0.00
Control group : [CS - CL SUBS vl
Ret rate : 0.000000 Member ID :
User def (1) : (2 () (4) (5)
Pending ret : [ ’] SMF status/date

|£| B8446-01/26/2012-14:18:40

[ ¥r: 2012 Dist: 92 Site: 0 G5: W [ 3/7/2012 [ 10:59:57 AM
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Step 2:

In a new PR screen, back out the original entry as arrears (ARR) with negative earnings and use
contribution code 3, same Ret. Base, and St-Ded used previously. You will then need to fill in
the dates in the appropriate fields.

ag!

ray
Eile  Options  Navigation  Window

@Reset F' J| Recalculate | Show Inactive X k H Ei'l %Rﬁﬂ m m Q@h g gq) Switch to: -

[ChangeMode .
|4 6267-12/12/2011-16:24:30 :

F‘(@?@ ! Hew... = GD___,I :;g

|1/1-CELL | 2/2-NML | 3/3-RLFD | 4/4-CELL| 5/5-ARR" |

Placement FTE M Adj HrRt  BasePay Base Ret O Moffr Daftr  HoDay WworkCal BU  Class Link
o o o 0000 / 000 000 0.00 0.00 0.00 000 000 [oomo- <[00 ~]
Pos Code Job Code ork Loc
- 0000 - | .
Bonus 1 Bonus 2 Bonus 3 Bonus 4 Bonus & Bonus & Bonus 7 Bonus & Bonus 9 Bonus 10 _Totd Pet
| | | | -l -l -l -l | *) 0 0.00
Pay: 0.00  0.00
Ret 0.00 0.00
D Rae Units RT S Ex-Gross Pay Type StDed SP EP  Ret Base AC P C wsC
E -15.28 0.00 |H - 0.00 [RRR | |TIFSF - 15.28 08 4 3
ENE = =

Adjustment > | || 0.00] [ o.oof [ ][ -] 0.00 [agR ~|[mEse ~| 0.00 o8
Name End

Pay Schd Cy HRDAY S5 B F Start User Annual Contract ~ FTD Paid

ECMREG 1 12/01/2011 » 1273/2011 - 0.00/ 00

i dp Add 3 Delete [ Delete All [y Acct Copy & Acct Copy+ T3 Acct Copy All [ Acct Paste - =% Acct Add From Copy ~

Units Fnd Resc Y Objt S0 Goal Func CstCtr Ste Mngr SBT Ex-Gross FID Paid

P 0.00 0.00

**Totals*#* 0.00

Yr: 2012 Dist: 92 Site: 0 GS: W [3/7/2012 [10:52:13 AM _:
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Step 3:

Since January earnings should be coded with no PERS for a PERS retiree, make sure that the
W4 screen’s Ret indicates PERS RET.

a5 Wé/Control s5/0nsts e
File  Options  Mavigation Window
b Eﬁ%“ﬁd‘ <) Q ¢ switchto: ~
[Changetiode .

Control Information

W4 Information
Status Exemptions Tax-CC Y A M
Federal : E 04 ud] L
State : @ 04 00 @
County :
City :
Local :

] B446-01/26/2012-14:18:40 :

Check sort : [UUEl - TRANSPORIATION

'] Alt check sort IUUQS - SUBSTITUIES

Special Tax Rules Additional Hald/Ignore D5

Primary RS : ’04 — PERS RETIRED

Secondary RS : IUU - NO CODE

’l Statutory ded : ’IMNPR — FIT 5IT MEDI FERSRET

EIC: l v]Sub: ’U - Not sub

-] unit: 000
~| unit: 000
7]
‘] Def Pay Bal : 0.00

(4 (8)

Pay code : [12 — CLASSIFIED HOURLY/DAILY vl
Retcode: 00-0-0
Pay schedule : ['.[E'.N'REG - 10TH 12M05 DS-REG
DPO : [N VI Sl : ’1 - Regular funding VI
Control group : [CS - CL SUBS vl
Ret rate : 0.000000 Member ID :
User def (1) : 2 (3]
Pending ret :

- SMF status/date : |

[ ¥r: 2012 Dist: 92 Site: 0 GS: W [ 3/7/2012 [ 10:58:40 AM .
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Step 4:

In a new PR screen, enter the pay line with no PERS and no Social Security, as arrears (ARR)
with positive earnings, and use AC-P-C codes 00-0-0, as PERS retirees’ earnings are not PERS

reportable.

Eile

Options  Mavigation  Window

@Reset F'i Recalculate | Show Inactive x k H m%@ﬂ m m @ 'g 2‘) TN o

|changetode :

|4] 6267-12/13/2011-16:24:30 .
B @ e oo | [ 12
|1/1-CELL | 2/2-NML|3/3-RLFD | 474-cELL| 535-AHF{‘|
Placement ENE M Adj Hr Rt Base Pay Base Ret 0 Maofrr DalrT HriDay ‘werkCal BU CIESULI(
- - - .oooo / 0.00 0.00 0.00 0.00 0.00 0.00 0.00 |0O0D- | (DD =
Pos Code Job Code ‘wlork Loc
- ogogg - | .
Bonus 1 Bonus 2 Bonus 3 Bonus 4 Bonus 5 Bonus 6 Bonus 7 Bonus & Bonus 9 Bonus 10 Total Pet
|l | = = M| |l 4| | -l | 000
Pay: 0.00  0.00
Ret: 0.00 0.00
D Rate Units RT 5 Ex-Gross Pay Type St-Ded ﬁ E Ret. Baze E E E WE
E 15.28 0.00 g - 0.00 |aee ~|[mmER ~ 15.28 00 0 0
Adjustment > E| o.00| [ o.00] - E 0.00 [asr | [mwer -] 0.00 00 0 o
MName Pay Schd Cy_ HR/DAY S_ E E Start End - User ﬁrﬂ.lde‘hT—.\c‘t_ FTD Paid
EOMREG 1 12/01°20011 ~ 12/31720011 - 0.00/ 00
* 4k Add X Delete %D‘eleteﬁ\ll %Acct Copy %Acct Copy+ &Acct Copy All £ Acct Paste -~ [ Acct Add From Copy -
Units Fnd Resc Y Objt S0 Goal Func CstCtr Ste Mngr SBT Ex-Gross FID Paid
> o1 0.00 870- 0.00
**Totalg** 0.00

[¥r: 2012 Dist: 92 Site: 0 GS: W [3/7/2012 [11:03:35AM .:
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2012

Step 5:

A refund of the Social Security is required when the original pay line took Social Security from
the employee and employer and the negative pay line entered does not automatically
generate Social Security reversal. In the PD screen, set up VolDed code 8310 to refund the

Social Security portions as a negative amount.

o Deductions 88 - SANTA CLARA USD QSS/0ASIS = E=
File  Options  Window
S DA0@ B Y §esien-

(changeMode

¢, EditDed =k AddDed ™ CopyDed X Delete Ded () ResetDed [3¢ Delete All “2 Reset All [

\J] 6648-02/02/2012-11:40:46 ¥ :

Hald All Ded & Ignore All Ded @Clear Hold/Ignore

[n DS Code Code Name Plan  Employee Employer T RL B F S vb Minimum  Madmum Balance  Limit Start End
1126 |33 |DIS AMERICAN FIDELITY INCOME 56.16 0.00 0.00 0.00 000 000
2|26 |4014 |DUE CALIFORNIA TCHRS AS50C 006 92.80 0.00 0.00 0.00 000 000
3126|9050 |TSA FIRST INVESTORS CORP 20000 0.00 0.00 0.00 000 000
4112 |2512 |\ DEN DELTADENTAL PLAN 008 000 12400 0.00 0.00 000 000
5112|4511 |EYE VISION SERVICE PLAN 008 0 vm 0.00 0.00 000 000
6126 (6418 |LIFT AMERICAN FIDELITY-LIFE/CA 68.30 0.00 0.00 0.00 000 000
A7/ B30 [ADD OASDI 197 -8/
q 1 b
Total Employee Deductions 40053 Total Employer Deductions 141.00

[ Ve 2012 Dist: 92 Site: 0 GS: W |3/2/2012 [ 4:44:15P1 :

SANTA CLARA COUNTY é QFF1CE OF EDUCATION
Charles Weis, Ph.D., County Superintendent of Schools




Payroll - Retirement 2012

PERS PRE-PAYROLL QSS AUDIT (new)

Background Information: In September of 2011, CalPERS launched a new system called
my | CalPERS, decommissioned ACES. With ACES, we were able to force pay lines through, but
not with this new system, all pay lines must be reported correctly, if not, payroll submission
will be delayed and may be subject to interest and penalties. We are asking that all districts to
clear all errors for PERS data just as you would do for STRS prior to closing all payrolls (EOM,
10", WED, FRI). PERS does not have a system where individual district can upload their file to
get except, districts will make sure all PERS data are free of errors via QCC report download.

The purpose of this process is to catch mistakes and fix it right away to avoid having to do the
adjustment pay lines. This should only take about 10-15 minutes to identify the error. Please
note: This process only helps us clear errors that we can detect through our payroll system.
After the payroll file gets uploaded to PERS, there may be other errors that myCalPERS will
reject which QSS/QCC didn’t have an edit in place for.
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New Process Steps:
Districts will Log into QCC

In the folder called Human Resources / Payroll

Open the folder called HR Reporting and Downloading

Click on the following selections:

e Payroll Job Menu

e Payroll Pre-List Report

e Request Payroll Prelist

e District Selection Tab: Select the District you want

e Payroll Selection Tab: Select the Payroll Name , Pay Date, Period End date that
you want

e Report Selection Tab: Select RCA320 — PERS Pre-list / Data File (leave “Totals
Only” unchecked)

e Optional Selection Tab: Enter Service Period and Arrears (Example: pre-list for
February 2012 will have Service Period of 0212 (MMYY), and Arrears of
0112(MMYY).

e Click Submit to launch the job

e C(Close the screen

SANTA GLARA COUNTY é GFF1GE OF EDUGATION
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In Print Manager (LSPOOL)

Open the pre-list report that you just launched
“Get Preset” by clicking on the yellow folder (another pop-up screen will appear
- Preset Maintenance — Retrieve)
Scroll down to look for:
Name-> PERS PRE-PAYROLL Description -> PRE-PAYROLL PRE-LIST AUDIT
Open Excel
Insert row for heading:
O SSN (A), LAST (B), AC (E), PC (), PAY RATE (J), EARNING (K), CC (M&R), DIST
(Q), RATE MINUS EARNING (T)
Click Sort, then click Filter
Format columns J, K, and S to number; separated by “,”
Filter column E: should only have 60004 (60004 on retirement report is
equivalent to 08 on ac-p-c)
Filter column I: Deselect all boxes, Select one code at a time
O Pay Code 0 = PERS Buy Back, so CC should be 4 or 14, J & K should be all
zeros (DBAS)
0 Pay Code 1 = Monthly pay rate, so RATE should be at least $1,386 (min.
hour rate x 173.33)
Pay Code 4 = Hourly pay rate, so rate should be at $8.
Pay Code 8 = Daily pay rate, so rate should be at least $S64
0 Pay code 9 = Spec. Comp, so rates match earnings (add formula =J-K should
equal 0)
= & CCshould always be 6 or 16
Filter column M: Select one code at a time
CC 0 = buy back, s/b okay since pay code 0 above already indicate CC14 under
column R
CC 1= current month earnings, should only have the current report period under
columnF &G
CC 3 = arrears, should only have prior service period dates, not a current month,
not a future month
CC5 =retro, should only have prior service period dates, not a current month, not
a future month
CC 6 = special comp., can have current or arrears dates, not a future date

o O
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After all districts close their payroll, DBAS will run a final audit to ensure there are not any

errors left before payroll gets sent to production. If there are errors, we will notify the district
and the error will need to be corrected immediately.

Please see the following sample screen shots.

SANTA GLARA COUNTY é GFF1GE OF EDUGATION
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File View Year Go Messages Window Help, Documentation and More...

ﬁ Journals, Transfers (DC, JE, TF, TV)
ﬂ Warrant Management (Cancels, Hand Issues, Reconcliation)
— AP | Purchasing
ﬂ Accounts Payable
ﬁ AP Batch Maintenance
Requisition Routing Master Files
ﬁ Vendor Maintenance
Lookups
Settings | Master Files
+ Fixed Assets [ Stores
- W2 /1099

L@ W2 [ 1092 Pracessing

— Human Resources / Payral

Q;,‘r‘ Employee Maintenance

% Absence Tracking

— HR. Repaorting and Downloading
% HR Report | Job Selector
9@ Personnel Cownloader

@ HR. Query
]

= Absence Tracking Job Menu

EE Payroll Job Menu
EE Position Control Job Menu
— Master Files [ Utilities
HR. Code Maintenance

HR. Code Maintenance £2

SANTA CLARA COUNTY é QFF1CE OF EDUCATION
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File View Options Help

AeEP T o=
View Shiow

0 lrea " land fv -
Search: |

-1 Payrall

=-[_7] Payroll Pre-List Reports
Z] Request Payroll Prelists
Z] Request Non-Pay Benefit Prelists
—=-[_7] Miscellaneous Payroll Reports / Processes
Z] Request Retro-Payroll Analyziz Report (FRT300)
=-[_7] Payrall History Reports / Processes
Z] Benefit History Report/Logon DI [PAY328]
Z] Payrol Higtory Report/Logan DI [PAYS30]
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Glossary of School Business Terms

Adult Education

Classes for students 18 or older offered by local high schools.State law requires that certain
courses, including citizenship andEnglish, be offered at no charge. Other classes may carry a
fee.

California Public Employees Retirement System (CalPERS)

The California Public Employees' Retirement System (CalPERS) is an agency in the California
executive branch that "manages pension and health benefits for more than 1.6 million
California public employees, retirees, and their families"

California State Teachers’ Retirement System (CalSTRS)

The California State Teachers' Retirement System (CalSTRS) provides retirement, disability and
survivor benefits for California's 852,316 prekindergarten through community college
educators and their families. CalSTRS was established by law in 1913 and is part of the
California State and Consumer Services Agency.

CalSTRS Match File Program

This program provides the employer with a systematic, method for confirming CalSTRS
membership data contained in the employer's payroll record. This is done each month, prior to
finalization of employer payroll, before sending the Monthly Report of Retirement
Contributions (F496) to CalSTRS. Using the Match File allows employers to minimize reporting
errors and the extra work that results from incorrect membership data.

Certificated Employees
Employees whom are required by the state to hold teaching credentials, including full-time,
part-time, substitute or temporary teachers, and most administrators.
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Classified Employees

School employees who are not required to hold teaching credentials, such as secretaries,
custodians, bus drivers and some management personnel are referred to as classified
employees and are paid through a 2### object code.

Collective Bargaining SB 160 (1975)
A California law which sets out the manner and scope of negotiations between school districts
and employee organizations. The law also mandates a regulatory board.

Cost of Living Adjustment (COLA)

An increase in funding for revenue limits or categorical programs. Current law ties COLAs to
the Implicit Price Deflator for State and Local Government Purchase of Goods and Services for
the United States, although different amounts are appropriated in some years.

Deferred Pay
Employees who work less than a 12 month fiscal year may elect to split their net pay over
twelve months. This does not affect their gross wages or their taxable income.

Defined Benefit Account (DB Account)(CalSTRS)
An employer-sponsored retirement plan where employee benefits are sorted out based on a
formula using factors such as salary history and duration of employment.

Defined Benefit Supplemental Program Account (DBS Account)

Assembly Bill 1509 (Chapter 74, Statutes of 2000) established the Defined Benefit Supplement
Program. This is an additional benefit for active CalSTRS Defined Benefit Program members. It
is designed to provide you with a lump-sum cash or monthly annuity benefit in addition to
your benefits from the DB program at no extra cost to you. AB 1509 required that 1/4 of your
8 percent CalSTRS contribution be allocated to your new account from January 1, 2001 to
December 31, 2010. At retirement, disability, death or six months following termination of
CalSTRS-covered employment, the funds in your account will be available to you or your
beneficiary, whichever is applicable.
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Disposable Wages or Net Pay
The term Disposable Wages pertains to your net payroll after all Statutory Deductions have
been deducted.

Education Code

The body of law which regulates education in California .Additional regulations are contained
in the California Administrative Code, Titles 5 and 8, the Government Code, and general
statutes.

Employee Benefits

Amounts paid by the school system on behalf of employees; these amounts are not included in
the gross salary, but are over and above. They are fringe benefit payments and, while not paid
directly to employees, they are still part of the cost of salaries and benefits. Examples are:
group health or life insurance payments; Social Security taxes; contributions to employee
retirement; Workers’ Compensation payments; and payments made to personnel on
sabbatical leave.

Employer Circular E
The Employers Tax Guide published by the Internal Revenue to communicate relevant tax
information.

Employer Information Circular (EIC)
The method of communication published by California State Teachers Retirement System (Cal
STRS)

Employer Paid Member Contributions (EMPC)

Effective October 22, 1999, California Public Retirement System (CalPERS) announced
regulation sections 569 and 571 to include the new hire "time-in-grade" exception for the
payment of Employer Paid Member Contributions (EPMC), and paying and reporting the value
of EPMC, as requested by contracting agencies. This allows employers a new option in which
up to a five year vesting period is created in which to pay or report the value of EPMC for
newly hired employees. Section 571 also includes a new special compensation item, often

SANTA GLARA COUNTY é GFF1GE OF EDUGATION
Charles Weis, Ph.D., County Superintendent of Schools




Payroll - Retirement 2012

utilized by our school employers, in the form of negotiated "off-salary-schedule pay" in lieu of
pay increases. Section 573 clarifies compensation earnable for optional or elective members.

Garnishments-

Wage garnishment, the most common type of garnishment, is the process of deducting
money from an employee's monetary compensation (including salary), sometimes as a result
of a court order. Wage garnishments continue until the entire debt is paid or arrangements
are made to pay off the debt. Garnishments can be taken for any type of debt but common
examples of debt that result in garnishments include:

e child support e taxes

o defaulted student loans e unpaid court fines

When served on an employer, garnishments are taken as part of the payroll process. When
processing payroll, sometimes there is not enough money in the employee's net pay to satisfy
all of the garnishments. For example, in a case with federal tax, local tax, and credit card
garnishments, the first garnishment taken would be the federal tax garnishments, then the
local tax garnishments, and finally, garnishments for the credit card. Employers receive a
notice telling them to withhold a certain amount of their employee's wages for payment and
cannot refuse to garnish wages. Employers must correctly calculate the amount to withhold,
and must make the deductions until the garnishment expires.

Joint School Districts (JPA)
School districts with boundaries which cross county lines.

LEA (Local Educational Agency)
LEA's include school districts, joint powers agencies, county offices of education, community
college districts, and other educational agencies that have a separate board of governance.

PERB
Public Employment Relations Board Five persons appointed by the Governor regulate
collective bargaining between school districts and employee organizations.
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Remote Employer Access Program (CalSTRS)
Remote Employer Access Program (REAP) is a valuable tool where all employers can access
CalSTRS database to help resolve membership issues.

ROC/P

Regional Occupational Center/Program. Established by a school district, group of districts, or
county offices of education, the centers provide training for entry level jobs, counseling, and
upgrading of skills for youths ages 16-18.

Secure Employer Website (CalSTRS)
In May, 2007 CalSTRS announced a new site, Secure Employer Web Site, which changed the
way that employers submitted retirement files and received reports from CalSTRS.

Standardized Account Code Structure (SACS)

SACS was developed to establish a uniform chart of accounts statewide to improve data
collection, reporting, transmission, accuracy, and comparability. SACS also meets federal
compliance guidelines and ensures that LEA’s comply with generally accepted accounting
principles.

Statutory Deductions
The term Statutory Deductions pertains to payroll deductions that are taken from payroll checks.
The statutory/mandatory deductions taken from your payroll check are:

e Federal/State Income Taxes,
e Social Security/Medicare Taxes,

e Retirement (if applicable.)

These taxes are deducted from your gross pay amount before any additional voluntary
deductions are taken.

Voluntary Deductions
Amounts taken from an employee’s net pay after all statutory deductions have been taken.
Examples of these would include Medical/dental insurance. 403B, garnishments, credit unions.
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Workers' Compensation

Workers” Compensation is a form of insurance providing wage replacement and medical
benefits to employees injured in the course of employment in exchange for mandatory
relinquishment of the employee's right to sue his or her employer for the tort of negligence.
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CalPERS

CalPERS Website: http://www.calpers.ca.gov/

Phone number: 888-225-7377 or 888-Cal-PERS

Regional Office: 181 Metro Drive, Ste. # 520, San Jose, CA 95110

Main Office mailing address: P.O. Box 1982, Sacramento, CA 95812-1982

CalSTRS

CalSTRS Website: www.calstrs.com

Access https://sew.calstrs.com

Login help: 916-414-5450 or EmployerHelp@calstrs.com
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