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Survey Questions




Question

Presenter: Tommy Fong
Contact: Statewide Customer Contact Center (916) 372-7200

How, or what, do we do with employees who were at another agency at the time the Special Salary
Adjustment (SSA) took effect? We cannot key the Personnel Action Request (PAR) and the other
agency cannot key it either since the employee is now at our agency.

Answer: Your human resources (HR) office must coordinate a PAR package with the previous HR office;
upload the package in ConnectHR, selecting CS Audits PAR Package from the drop-down list.



https://www.sco.ca.gov/ccc_calltree.html

SCOConnect: Cal Employee Connect (CEC) Feature Demonstration

Features Update

Multifactor Authentication (MFA)

Employee Services
W-2 Paperless

Leave Center

Presented By: Moe Adam

Contact: ConnectHRhelp@sco.ca.gov

Personnel and Payroll Services Division/ Cal Employee Connect (CEC)
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SCOConnect: Cal Employee Connect (CEC)

Cal Employee Connect — Employee Services features:

As of April 2:

Feature

Deployment Status

Stats

Multifactor Authentication (MFA) [100% More than 75,000 employees, nearly a 20%
adoption rate
Direct Deposit 95% Processed more than 32,000 requests
Address Change 95% Processed more than 8,000 requests
Withholdings 95% Processed more than 13,000 submissions
W-2 Paperless Opt-In 100% Over 102,000 employees, 27% adoption
Leave Center 100% Available to most agencies who use CLAS
Paycheck Calculator 50% Available to 22 pilot agencies and Wave A

agencies




SCOConnect: Cal Employee Connect (CEC)

Multifactor Authentication
(MFA)




SCOConnect: Multifactor Authentication (MFA) D

Cal Employee Connect:

e Multifactor Authentication (MFA) Feature Demonstration:

o MFA User Guide

" ® Help & Feedback

Need Assistance or Have Questions?
Please first refer to our Connect - Frequently Asked Questions (FAQs).

Resources

This area contains links to useful resources for state employees

User Guides & eLeamings

- Cal Employee Connect User Guide
« Multifactor Authentication (MFA) User Guide
« elearning Paycheck Tutorial
« eleaming Tax Withholdings Change
o Tax Withholdings Quick Start Guide

equently Self-Help

« SCO | Additional Resources
= SCO | Direct Deposit Information
« SCO | Wage and Tax Information
= SCO | Personnel and Payroll Services - State Employees HR Page
= CalHR - Other Post-Employment Benefits (OPEB) FAQs
« CalPERS - Retirement
o Retired Employees

Still need assistance or want to leave feedback?

@® I need assistance or have questions () | have feedback or would like to leave a suggestion

Help Submission Form

Problem Category: Problem Type:

Select a category Select a problem type

User Name

User Name

Problem Description

Full Name

Full Name

Help & Feedback

Login

emonstration

Register
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https://connect.sco.ca.gov/help

Cal Employee Connect (CEC) Turn On MFA

To setup Multifactor Authentication, you will need an Authenticator App installed on your
smartphone.

* IMPORTANT: Once you download the Authenticator App to your smartphone, DO
NOT DELETE THE APPLICATION. You will need to access this application on your
smartphone (preferably to your personal vs. work) each time you need to log into
your Cal Employee Connect (CEC) account.

Don't have an Authenticator App yet?

* If you do not yet use an authenticator app on your smartphone, you will need to
install one through the respective app store that you use (ex. Google Play or Apple
Store).

Google Authenticator Microsoft Authenticator

11



Cal Employee Connect (CEC) Turn On MFA

Google Authenticator Microsoft Authenticator

If you have both a personal and work phone, we recommend you enable MFA using your
personal phone.

o Your Cal Employee Connect account follows you from agency to agency, and if you
lose access to your work phone, you could be locked out of your account.

Once you have installed the app, click close to return to the previous screen and click
"Get Started."

If you already use an Authenticator App for other purposes such as email, banking, etc.
we recommend you use that app for Cal Employee Connect.

12




Cal Employee Connect (CEC) Turn On MFA

Google Authenticator Microsoft Authenticator 2FA Authenticator

Which Authenticator Apps should |
use?

* The apps listed below are the ones
we have tested and recommend.

Free OTP Lastpass Authenticator Aegis Authenticator

o\

Yubico Authenticator Duo Authenticator Twilio Authy

13




Cal Employee Connect (CEC) Turn On MFA

Example: Download
Authenticator App:

* Inyour phone App
Store, search
Authenticator App
to select an
application.

e The following is an
illustrative example
for Google
Authenticator.
Other applications
may have slight
variations to their
access steps to
obtain the needed
six-digit code:

STEP ONE:
Click GET to download the chosen App

Click OPEN

Q. authenticator app

shoes rockstar code

Microsoft Authentic
0 Protects your online identity

& 8.8 & ¢
More security, for Sign in with
all your accounts your phone

O

E Google Authenticator
Utilities
L & 8.8 & ¢

Q. authenticator app

Microsoft Authenticator
Protects your online ide 1

Google Authenticator

© Cancel

bank luxury nfc

G

Connect to all
of Microsoft

«t0

OPEN




Cal Employee Connect (CEC) Turn On MFA

STEP TWO - Turn on MFA

* Click your name at the e Click Turn On MFA
top right side of the

. 4] User Profile
screen, then click User

Profile.

@
£ Portal Information

User Name |
Email Address ]
Admin Help & Feedback JOE A SMITH v . ..
Multifactor Authentication Turn On MFA
« User Profile Last Logged In 03-15-2023 11:22:44 AM

Change Password

Password Last Changed 11-09-2020 08:43:09 AM
Logout

Date Joined Invalid date

User Profile Last Modified Invalid date

O Our Promise Campaign

SINCE 19587

Our Promise

CALIFORMIA STATE EMPLOYEES
GIVING AT WORK

15




Cal Employee Connect (CEC) Turn On MFA

Home Earnings W-2 Leave Time Employee Services

] Employee Services

Note: For your security and protection, we require you to enable Multifactor Authentication (MFA) in order to use the Employee Services features. You may browse around but

you will not be able to submit any requests or changes until you enable MFA. To enable MFA, click herc

Click on the icons below to perform specific employee services

I
o &3] =
Withholdings Address Change Direct Deposit
Change

16




Cal Employee Connect (CEC) Turn On MFA

STEP THREE:

* Open your Authenticator App
to retrieve your six-digit code.

* For quick access, you can search
your phone’s Library.

AuthenticatorI

Authenticator

@ Authenticator
SecurlD

Authenticator

e Click Scan a QR Code

O

—

Set up your first account

Use the QR code or setup key in your 2FA settings (by
Google or third-party service). If you're having trouble,

go to g.co/2sv

0

Scan a QR code

Enter a setup key

17



Cal Employee Connect (CEC) Turn On MFA

%, Enable Multifactor Authentication

1. Scan the QR Code using your authenticator app. Or if you would like to manually
enter the secret, click Copy Secret

Can't scan the QR Code? -

2. Enter the & digit verification code from your authenticator app

9530648

18



Cal Employee Connect (CEC) Turn On MFA

Congratulations! Your CEC account is now protected!

4| User Profile

Congratulations! You have enabled multi-factor authentication on your account.

& Portal Information ﬁ Employee Information

19



SCOConnect: Cal Employee Connect (CEC)

Cal Employee Connect (CEC)
Features Demonstration

Employee Services
Direct Deposit
Address Change

Withholding
W-2 Paperless

Leave Center



SCOConnect: Cal Employee Connect (CEC)

Direct Deposit




Cal Employee Connect (CEC) Submit Direct Deposit Request

- 3 .

T u":f.f_‘ = ‘ 5

—

Home Earnings W.2 Leave Time IEm ployee Services I

& Employee Services

Clck on M koons hefow o perform soecilc amplowee senices
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Cal Employee Connect (CEC) Submit Direct Deposit Request

[l Direct Deposit Request

Current Pay Frequency

Monthly

w

Routing Number
122000661

Institution Address

A026 Sunrise Blvd

Type of Envollment

Change

City

Hote: If you wish to cancel your Direct Depos, you must wse the Direct Deposit Form in the Maore Infio link and subm it to your departmental HR office

Financial Institution Information

Account Type Financial institution Name
« Checking +~ Chase Bank
Depasit Account Number
0899588544
State Zip
Rancho Cordova CA 95742

O More Info

Thig farm will sllow you to enrall in Direct Depasit or change your curnent Direct Depodit envoliment. Select the type of envollment (New or Change), the account type (Checking or
Savings), and then fill in the routing, account, and bank information requested.

23




Cal Employee Connect (CEC) Submit Direct Deposit Request

‘= [Direct Deposit Authorization and Consent

By clicking *| Agres” you consent So the fiolicreing:

1. 1 harebry authorize the State Controller's Office to provide for dingct
deposit of any salary or wages due me, less any mandalory o
suthorized withholding or deductions therefrom, in the abowe
designated account. IT af any tire the amount of salary of wages 56
deposied excesds the amount of salady of wages actually dus and
payable 1o me, | heneby authoripe the Staie Comrollers OSice 10 eithar

& Withihold 3 siem egual 16 the overpayment from fulure salary o
WAQES, OF
b Recouer Such gvampaymend from the above-designated sopount

if the S1abe ks legaly obligated to withhold any part of miy wage or salary
paymeerd for sy reagon, of if | na bonger mest sligibility reguirements
fiour the Direct Deposit program, | understandd the State Comrolier's Office
may terminate my enrolimaent in the program. i any action taken by me
results in nonacceptance of a direct deposst by the designated financial
mslibution, | understand that 1he Siate assumses oo respontiblity far
PoDe L] a supplemenial salary o W pearment wevhil R srmetunt of
the npnaccepiancs dapogit B retuamad o the State by the financia

st ttution

I, 100% of tree miet Sepoait will ngt be pert R0 8 finangial irsdibaion outsice
the jurisdicticn of the Uinited Siates

[ o
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Cal Employee Connect (CEC) Submit Direct Deposit Request

o= I
i p”
gt S L
s
i L
#
L]

Direct Deposit Confirmation
Flease confem your direct deposit subméssion before we check and validate
your employee informaton:
Direct Deposit Contents g =
Pay Frequency Monthly h
Action Type Hew
Account Type Checking
Bank Account Number Sa644545
Institution Name K|
Routing Number 122000661
Instituticn Address 300 Capitcl Mall
Insfituticn City SaCTamefbo
Institution State Ca
Institution Zip GoE14
|lAgree | Cancel

25



Cal Employee Connect (CEC) Submit Direct Deposit Request

:= Employee Validation

I .

In crder to walidate your identity, please supply your Social Security
Mumber (S5N) and Date of Birth (DOB) below.

Social Security Number
Y % k% - Ex* - EkE

© Why are you asking me for my SSN?

Date of Birth

= 0B ‘*’ 28 15BE

Submit Cancel

26



Cal Employee Connect (CEC) Submit Direct Deposit Request

Yiousr Direct Depoeail poguis Fus bisn submithed

We would really appreciate your feedback!

Slepce fake & mormend and fell us sbow! your expenience submiting Four
glirect depasit +

ok
1 The form s easy o understand and fill out {%

2220

2. Thish process B airmphe and sasy 1o use

e e e (g)

A |2 there anything we can do 1o improwe this peocess?

| love the CEC Direct Deposit
Feature. It is very easy and user
friendly!!!
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Cal Employee Connect (CEC) Submit Direct Deposit Request

>

Cal F gy Conrran | [Fara A D] Eevpaed © refrrudoes

o Corre THEESS00 CREDY <L o T MRS L0 Oh B>
Senill Wedsesilay, Manch 15, 2000 11 4T &

To: e atoo Com i ——

o SCPerare e Trarasciions e anrvads o ooy - ———
Sulsects Tl Doy Correprt - Doret Dubpait Rebgieest Confinmation

CALTION:
Tha smaid orgraiesd bom crisds ol G crgares sbon
ITho rezl click BB oF SR SRLBCRTERREN LNEFLE Yoi |RDOpNaS Bl Eander'y #m il sokdrens Srd bnoss B coraesl & sale

Cal Employee Connect - Direct Deposit Request Confirmation
Thus s confemation that voar Direct Deposn Fageest has boen submified
For more mfmmabion bitgn:seoocs govppd e direct deponit liml

Drrect depenit submussion detaly befow

Ergperd [nformatien

03-15-2023 11:41:41 AM
Teee. 7550.0

John [ Doe

M (viomhity )

2 (Chasge)

T {Checkng)
Chiis Bank

$006 Sgrrmss B
Rancho Condma
BTl

[T v clied mot makie this reque, pleace coniace your deparmmental HE oMo
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SCOConnect: Cal Employee Connect (CEC)

Address Change




Cal Employee Connect (CEC) Submit Address Change Request

Home Earnings W-2 Leave Time Employee Services

s Employee Services

Lok ave M ioons helawy o Dertorm S0eCHic RTyVo e SIICRS

I
== :
P.
! '----L--I‘-_-:-r.:-'" Agaress Change Direct Deposit
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Cal Employee Connect (CEC) Submit Address Change Request

# Address Change “

Wik Tewerss il alerar i 10ty Uil i ool Surmins ] =Saline e it o b il ik Snate Coaviiodbe™s OFed o P sorinad arel Parsadl salilind
rdsrmatisn. Th maling iddmess o e 15 S it mslegs b e=plireed s hrdireg Dl demidh Pulel Rele el Syiern |CaPLRS | el
winlermanrly ard glber Callomia Huomen Heicuts cxrepardencs

B Pleads Bhove 24 Bt [ yisod BoRSness CRang 1o refet i Cal Emrpioned (ot

4205 SUNRISE RD

# wous hawe @ poat oo Bo (PO BOX) CEy
g stern o Ernplorpee ACton Aegu
ferm ST 88810 o depariimensl Hr=a SACHAM E”TD

Fo i b ¥R

S Tip Cohs

CA v 95814

=
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Cal Employee Connect (CEC) Submit Address Change Request

Address Change Authorization and Consent

By clicking "I Agree” you authorize the State Controller's Office to update
your maidling address and understand the following:

|. This form will ealyupdate your address on file with the State
Controllers Office for Personnel and Payroll related information and
California Public Retirament System member statemants. You will
still need to reach out to your departmental persannel office if you
need to compiele any addifional forms for change of address, for
example. Designation of Person{s) Authorized to Receive Warranis
(STD. 243) or Mondisclosure of Employee Home Address (STD. 677)

II. This form does nof update your addresses on file with deduction
companies and departmental employment lists, You will stil need to
reach out fo these entities fo change your address.

32



Cal Employee Connect (CEC) Submit Address Change Request

Address Change Confirmation

P
Please select | Agree' to confirm your address change sut j&
validating your identity. before

Address Change Details
4205 SUNRISE RD
SACRAMENTO
CA
95814
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Cal Employee Connect (CEC) Submit Address Change Request

ﬁ
~ L%
- p
P 7] v
p
Yo
i ¥
s
AL

= Employee Validation

In order to validate your identity, please supply your Soclal Security
Mumber (S5N) and Date of Birth (DOB) below.

Social Security Number
Y *kE - ExE - EkE
© Why are you asking me for my SSN?

Date of Birth

i 08 '*’ 28 - 1588 ~
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Cal Employee Connect (CEC) Submit Address Change Request

4 Rate Your Expenience

Wour Addrens Change mgquesi bas b subsmitied

We would really appreciate your feedback!

P Tt i vt ! Didl ool @Sdes P s pednsnice :||.|E|ll|.'|‘:'|.'-..|-l oL
SITEEE CNATgE

1. This T b iy 10 unddaranarad i Sl 2

e e e k()

L This proceys is pimpie and sany 1o e

% e k()

A ks thare arstheng vt Cn 0 1D ETpIDE TS process?

| love the CEC Address Change
Feature. It is very easy and user
friendly!!!
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Cal Employee Connect (CEC) Submit Address Change Request

Cal Ermploypew Connect - Madeg Adderia Change Requed Confirration
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+
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SCOConnect: Cal Employee Connect (CEC)

Withholdings




Cal Employee Connect (CEC) Submit Withholdings Request

Home Earnings W-2 Leave Time IEmp!oyee Servicesl

4] Employee Services

Click on the icons below to perform specific employee services

—
o= =
Withholdings Address Change Direct Deposit
Change
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Cal Employee Connect (CEC) Submit Withholdings Request

Withholdings Change

: ——0——0

Federal Summary

Please visit California Personnel Office Directory (CPOD) for your Departmental HR contact information, if you have an IRS Lock, are filing
withholdings for IL or NY, or are a NonResident Alien.

Employees may change personnel relate ompleting a Standard Form 686 (Employee Action Request).

Are you filing withholdings for IL or NY

0

O N

{ Cancel { Prev Step

39




Cal Employee Connect (CEC) Submit Withholdings Request

Withholdings Change

Summary

Note: Changes made after hours and on non-Cycle days will be processed through the system in the next payroll cycle. Please see the
Decentralized Payroll Calendars for more information.

Are you filing withholdings for IL or NY

oy

(0 Yes

No

Are you a non-resident citizen? €@

~

(0 Yes

of
Cancel \

- N
Drav C4a

Prev Stan
' % LI I.'I.IA-
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Cal Employee Connect (CEC) Submit Withholdings Request

Withholdings Change

»—————— ©

Summary

MNote: Changes made after hours and on non-cycle days will be processed through the system in the next payroll cycle. Please see the
Decentralized Payroll Calendars for more information.

For important information regarding these items, you must read the Employment Development Department (EDD) Form DE-4 .

What filing status will you use for your state tax return? &
) Single

) Married
@ Head of Household
() Exempt

Enter the number of regular withholding allowances €&

3

Enter the number of additional withholding allowances (Optional) €

0

Enter any additional monthly state withheolding (Optional) @

$0.00

41
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Cal Employee Connect (CEC) Submit Withholdings Request
ﬁ

Summary

MNote: Changes made after hours and on non-cycle days will be processed through the system in the next payroll cycle. Please see the
Decentralized Payroll Calendars for more information.

For important information regarding these items, you must read the Internal Revenue Service (IRS) W-4 Form .

What filing status will you use for your federal tax return? @
) Single

) mMarried
Head of Household
) Exempt

Do you wish to claim higher withholding? &
) Yes

@No

Enter your claim dependent amount (Optional) €

$ 0.00

Enter your other income (not from jobs) amount (Optional) @

$ 0.00

Enter your deductions amount (Optional) €

S 0.00

Enter any additional monthly federal withholding (Optional) €

$ 0.00

Prev Step Next Step |
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Cal Employee Connect (CEC) Submit Withholdings Request

Withholdings Change

Mote: Changes made after hours and on non-cycle days will be processed through the system in the next payroll cycle, Please see the
Deceniralized Payroll Calendars for more information.

Please review the below withholding options you have made.

Head of Household
No

Filing Status
Higher Withholding

Other Income 5000

Deductions 50,00

Additional Deductions

Federal Additional Deductions 50000

Filing Status Head of Household
Regular Allowances 3

Additional Allowances o

Additional Deductions

State Additional Deductions 5000

If the withholding selecticns above are cormect, type your name in the below field and selecting °| Agree” you hereby authorize the State
Controller's Office (SCO) to initiate the below withholdings from your warrant for the purpose of tax withholdings.

| certify that the information provided in this electronic form is true and comrect and that | have read the IRS Form W-4 and the applicable State
form. Under the penalties of perjury, | certify that the number of withholding exemptions and allowances claimed on this certificate does not
exceed the number to which | am entitled. If claiming exemption from withholding, | certify that | incurred no tax liability for last year and that |
anticipate that I 'will incur no liabdlity this year. | authorize my employer via the State Controllers Office to refund any avercollection of current/prior
year Social Security and Medicare taxes; | certify that | shall not claim a tax refund or credit for these overcollections.

Cancel Prev Step Submit
J 43




Cal Employee Connect (CEC) Submit Withholdings Request

I = crolovee veiidation

In order to validate your identity, please supply your Social Security
Number (SSN) and Date of Birth (DOB) below.

Note: Changes made after hi
Decentralized Payroll Calend

Please review the below with

Fil
Hi
Cli
ot
De

Fe

Social Security Number

@ ok ok

%k Ak & =l kkok

© Why are you asking me for my SSN?

Date of Birth

== ‘

08 v| | 28 |

&= |

W
. _

cle. Please see the

State Withholdings

Filing Status

Regular Allowances
Additional Allowances

Head of Household
3
0
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Cal Employee Connect (CEC) Submit Withholdings Request

Cal Employee Connect
Withholdings Change Request Confirmation
This is confirmation that your Withholdings Change Request has been submitted via Cal Employee Connect (CEC).

Please allow 24 hours for your withholdings change to reflect in CEC. Withholdings Change requests made over
weekends and holidays will not process until the next business day.

If you did not make this request, please contact your departmental Human Resource office immediately, and
forward this email confirmation to Cal Employee Connect at connecthelp@sco.ca.gov for further investigation.

Request Information

Request Timestamp 07-12-2023 02:15:43 PM
Employee UEID ““-
Emplovee Name _
Federal Filing Status Head of Household
Federal Higher Withholding No

Federal Claim Dependents $0.00

Federal Other Income 50.00

Federal Deductions 50.00

Federal Additional Deductions 150.00

State Filing Status |Head of Houschold
State Regular Allowances |3

State Additional Allowances |'D

-S+tate Additional Deductions |$ 0.00

MY

45




SCOConnect: Cal Employee Connect (CEC)

W-2 Paperless Opt-In
and Leave Center




FUNDAMENTALS OF PAYROLL

Presented By: Siobhan Hallinan and Michael Berlanda

Contact: PPSDTraining@sco.ca.gov

Personnel and Payroll Services Division/Statewide Training Program
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Certifying Payroll and 674 Payroll Adjustments

Presenters: Siobhan Hallinan and Michael Berlanda
Contact: PPSDTraining(@sco.ca.gov

Training Videos - Certifying Payroll and 674 Payroll Adjustments Overview

* 672 Certifying Payroll

o Payroll Certification Process - Video

o Questions and Answers with Siobhan and Michael

e STD. 674 Payroll Adjustments
o STD. 674 —Video
STD. 674 Examples — Video
STD. 674 A/R - Video
STD. 674D - Video

Questions and Answers with Siobhan and Michael

o O O O

All videos are available on the SCO website!
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California Leave Accounting System (CLAS)

Presenter: Megan Vinson
Contact: CLAS@sco.ca.gov

Services Employees International Union (SEIU) Open Enrollment

Bargaining Units 1, 3, 4, 11, 14, 15, 17, 20, and 21 are subject to an open enrollment
period where they can elect to change whether they accrue vacation (VA) and sick
or annual leave (AL).

Goes both ways — VA to AL or AL to VA

Occurs annually, each April
Changes for SEIU employees are effective the first day of the June pay period
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California Leave Accounting System (CLAS)

Presenter: Megan Vinson
Contact: CLAS@sco.ca.gov

Form CalHR 875: Annual Leave Sick/Vacation Leave Election Form

C A LJ\? H R Annual Leave-Sick/Vacation Leave Election Form
o~ California Department of Human Resources
CALIEORNIA DEPARTMENT o HUMAN RESOURCES State of California

1. EMPLOYEE INFORMATION
Name Unit Number __ Work Phone Number

| |
|_D_&Ertmeml‘Locauon l

2. EMPLOYEES NOT COVERED BY SEIU BARGAINING UNITS

| elect to participate in the following leave program effective the first day of the pay period this election s received
by my personnel office.

| ] Annual Leave

|_] Sick Leave/Vacation
| understand | may change from Annual Leave to Sick Leave/Vacation or vice versa no more than once every 24
months.

3. EMPLOYEES IN SEIU BARGAINING UNITS
] Annual Leave

|_] Sick Leave/Vacation

| understand | may change from Annual Leave to Sick Leave/Vacation or vice versa annually during an open
enroliment period during the month of April. The effective date of the election shall be the first day of the June pay
period.

4. APPROVAL

| understand the accrual rate and usage provisions differ in the Annual Leave and Sick Leave/Vacation Programs.
Further, if | am a current employee, | understand when | change from one program to another, all provisions of the
program | enter apply upon the effective date. However, the annual leave, sick leave, or vacation (converted to
annual leave) balances | have on the effective date of the new prog will to be 1o me to use.
If | have a sick leave balance upon retirement, | may convert it to PERS service credit according to Government
Code section 20963.

| make this election freely and voluntarily.

Signature Date

Note: New Employees: If this election form is not returned to the Personnel Office, it will be deemed an election
for the sick leave/vacation program.

5. FOR PERSONNEL OFFICE USE ONLY

After p g election, place in employee's personnel file.

SSN:

Date Election Received: Received By:

Effective Date: Date Eligible to Change:

CalHR 875 Page 1 of 1 (rev 09/2021)
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California Leave Accounting System (CLAS)

Presenter: Megan Vinson
Contact: CLAS@sco.ca.gov

Important Dates for 2024:

e April 1to 30: Enrollment period

 June 1: Effective date

* June 12: Earliest date to process the change
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California Leave Accounting System (CLAS)

Presenter: Megan Vinson

Contact: CLAS@sco.ca.gov

B10 - LEAVE BENEFIT INQUIRY
NAME : OO

YTD PSN
SEL LEAVE BENEFIT BALANCE TOTAL SEQ EMPLOYER
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California Leave Accounting System (CLAS)

Presenter: Megan Vinson

Contact: CLAS@sco.ca.gov

LASFOO] TRNG - LEAVE BENEFIT INQUIRY
SSN: 000-03-6108 MNAME : % SOUPI

¥YTD PSN
SEL LEAVE BENEFIT BALANCE TOTAL SEQ EMPLOYER
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California Leave Accounting System (CLAS)

Presenter: Megan Vinson
Contact: CLAS@sco.ca.gov

Retroactivity: Process before June 30!

Retroactive Corrections
Rev. 01/19

RETROACTIVE CORRECTIONS AFTER CHANGING
FROM VA TO AL OR AL TO VA

IF VA OR AL WAS ESTABLISHED IN ERROR OR IN THE WRONG LEAVE PERIOD

NOTE: IT IS NOT NECESSARY TO MODIFY OR DELETE THE ESTABLISHMENT
PERIODS IN ORDER TO KEY THESE CORRECTIONS.

. Use the B52 - LB Void Transaction Entry screen to void the transfer transaction on both
benefits (VA & AL) as well as any other incorrect transactions.

. Use the B5S0 - LB Transaction Entry screen to key all retroactive attendance and
accruals as necessary.

. Use the B14 - LB History Summary screen to determine the correct transfer amount.

NOTE: The ‘end balance’ should be keyed as the transfer amount from the “old”
benefit in one month, and the combined amount of the ‘end balance’ plus the
‘credit’ should be keyed as the transfer amount to the “new” benefit in the next

month.

. Use the B50 - LB Transaction Entry screen to key the comrect transfer amounts to both
benefits using transaction codes 46 & 47 respectively.

. Use the B14 - LB History Summary screen or the B16 - LB Transaction History screen
to verify your corrections.
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California Leave Accounting System (CLAS)

Presenter: Megan Vinson
Contact: CLAS@sco.ca.gov

References: Education

e CLAS Workbook, Conditions Section:

o Annual Leave (AL) to Vacation (VA)/Sick Leave

o Vacation/Sick Leave to Annual Leave

o Retroactive Corrections After Changing from VA to AL or AL to VA
* CalHR HR Manual, Leave Policy:

o 2102 - Annual Leave

o 2103 - Vacation
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California Leave Accounting System (CLAS)

Presenter: Megan Vinson
Contact: CLAS@sco.ca.gov

References: Education

e Bargaining Unit Contracts

 |Leave Benefit Election Change elLearning

Communications

* Leave Accounting Letter #24-002: SEIU Open Enrollment for Annual Leave and
Vacation/Sick Leave

Call us at (916) 327-0756 for questions
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PPSD General Reminders

When you reconcile payroll, check that these details are correct:

Withholdings and deductions

Employer taxes

Hours worked, including overtime, vacation time, sick days, etc.

Wages and salaries

Make sure the numbers recorded are reasonable. Look at past payrolls to see if current pay
period is similar. If there is a large difference, learn the cause. Then, make sure each
transaction you entered is correct.
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PPSD General Reminders

Utilize ConnectHR to submit documents or upload data

Include the employee's complete social security number (SSN) when sending documents through
ConnectHR

Check Weekly Processing Dates before sending inquiries

Update California Personnel Office Directory (CPOD)

The PPSD Register — PPSD’s Monthly Newsletter

Check out our recommended Human Resources subscriptions

Review Communication from State Policy and Instructional Departments for Business Process impacts

It is recommended that the Human Resources (HR) staff follow Section M of the Payroll Procedures
Manual (PPM) for certifying payroll, which requires HR staff to validate that both mandatory and
voluntary deductions have been withheld appropriately and to certify the employee’s payroll is
accurate.

HR offices calling the Statewide Customer Contact Center (916-372-7200) must listen to the prompts
carefully and patiently to select the appropriate program area who may best assist with their inquiry.

Share this information with your Human Resources Team!
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SCO Resources

Websites:
 Human Resources (HR) https://sco.ca.gov/ppsd_state hr.html
« State Employees https://sco.ca.gov/ppsd_se_ payroll.html

SCO Key Initiatives:
e SCOConnect
e (California State Payroll System Project

Contacts:

* Affordable Care Act (ACA) Email ACASupport@sco.ca.gov
* Cal Employee Connect (CEC) Help and Feedback

* ConnectHR Help and Feedback

» California Leave Accounting System (CLAS) Email CLAS@sco.ca.gov

e CS Escalation Email (HR Supervisors and Managers) PPSDOps@sco.ca.gov

* Decentralized Security Administration & ViewDirect Access (916) 619-7234 or DSA@sco.ca.gov
* HR Suggestions Email (All HR Staff) PPSDHRSuggestions@sco.ca.gov

* Management Information Retrieval System (MIRS) Email PPSDMIRS@sco.ca.gov

e Statewide Customer Contact Center (SCCC) (916) 372-7200
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FORUM QUESTIONS:
The following questions were submitted during the forum:

Question: Regarding the Recruitment and Retention (R&R) Pay Differential 493, if the employee is off pay
status (disability), do we submit STD. 674 or STD. 674D? Do we put the gross in the comments box? Also,
which document type from the drop-down in ConnectHR do we upload it to?

Answer: Submit a STD. 674 via ConnectHR to Disability using the drop-down STD. 674 (EID not on PAR); in
the comments box indicate the R&R, and in Section B provide the Payment Type and total gross.

Question: When signing up for Direct Deposit in Cal Employee Connect (CEC), will a confirmation email be
sent to the employee directly?

Answer: Yes, an employee will receive their own confirmation email upon completion of their Direct Deposit
transmission with a copy to their agency's human resources universal email address.

Question: Can we turn off the prompt that offers to enroll in paperless W-2 in Cal Employee Connect (CEC)?
It asks me every time | log in to my personal CEC account.

Answer: In support to our paperless initiative, currently there is not an option to turn off the prompt. This is
to encourage all users to consider receiving their future W-2s electronically and have the ability to download
all past W-2s.

Question: Regarding the Withholdings feature on Cal Employee Connect (CEC), are there any warnings or
disclaimers when employees change their withholdings, advising them to check with tax professionals and/or
links to resources? We have seen an increase in employees asking us why their paychecks are different after
they have changed their withholdings.

Answer: Yes, there are disclaimers noted prior to completing the form on CEC, and there are also links to the
Internal Revenue Services (IRS) resources located as an "i" hyperlink next to most questions to assist them
when completing each question.

Question: How can an employee (EE) reset Multifactor Authentication (MFA) for Cal Employee Connect (CEC)
with a new phone?
Answer: If the EE was not able to turn off their MFA in their profile prior to changing their phone, then have

the EE contact CEC via Help and Feedback and select Login/Account and MFA as the problem type. From
there, CEC Team will assist them to turn off their MFA so they can reset it to their new phone.

Question: How many pay periods does it take for a withholding change to take effect?

Answer: If the withholding change is keyed prior to monthly cut off, the employee should see the change
within the same pay period. Please see Section 6 - EAR Processing of the Personnel Action Manual (PAM) for
further questions.

Question: | have a few employees telling me they cannot get through to the Disability unit without providing a
phone number and pin. Is this correct?

Answer: There was a known issue with the voicemail that has since been resolved.


https://connect.sco.ca.gov/help
https://www.sco.ca.gov/ppsd_pam.html

Question: Do employees need to submit a new authenticator code every time they log into their Cal
Employee Connect (CEC) account to authenticate who they are?

Answer: Yes, they do.

Question: Some employees are not able to have their phones at work (for example, Department of Corrections
and Rehabilitation (CDCR) employees in institutions) and do not want to use Multifactor Authentication (MFA)
for that reason. Is there another authentication method available to them?

Answer: Currently, MFA is required to use the Cal Employee Connect (CEC) Employee Services. In CDCR
employees’ case, employees will need to submit their requests directly to their departmental HR office.

Question: What if an employee (EE) is told ahead of time not to enroll in Direct Deposit (DD) until an Accounts
Receivable (A/R) has cleared, but | receive confirmation that the EE enrolled anyway. Do | reply to the
confirmation email and request for the DD form not to be processed?

Answer: Yes, you would respond to the confirmation email and deny the Direct Deposit enroliment.

Question: Does the leave screen show Leave Accounting System (LAS) balances?
Answer: The leave screen shows a snapshot of the LAS at Monthly Payroll. It is not current or up to date.

Question: What if we issued a salary advance and need the paper check to clear the advance, but they are
enrolled in Direct Deposit, what do we do?

Answer: Remove the employee from Direct Deposit. The employee will need to re-enroll in Direct Deposit.

Question: What is the number to reach the Direct Deposit unit?

Answer: To reach the Direct Deposit Program, call the Statewide Customer Contact Center (SCCC) at 916-372-
7200 and select option 1.

Question: The employee (EE) closed his bank account and got a new account, but the Direct Deposit (DD) retro
pay got redeposited back to SCO due to the closed bank account. How do we resend the retro pay that was
redeposited from SCO to EE?

Answer: Re-key the pay once the redeposit shows in pay history.

Question: | transferred from another agency, and | think my Cal Employee Connect (CEC) account is still
connected to my old state email. How can | recover access to my account?

Answer: Please contact the CEC Team via Help and Feedback.

Question: For fractional employees that worked their full fraction, is that marked as a standard or is it still
broken down by days and hours?

Answer: Fractional employees would be marked as a standard if they worked their full-time base.

Question: Is there a module that goes into more detail regarding Form STD. 6667

Answer: There is not a module for STD. 666, but this will be discussed in the upcoming months when we are
ready to release our virtual instructor-led Fundamentals of Payroll training.


https://www.sco.ca.gov/ccc_calltree.html
https://connect.sco.ca.gov/help

Question: When you are requesting a transfer of funds for lump sum from the position number to the blanket,
do you need to process a correction in the Personnel Information Management System (PIMS) to the SO1 or
S70?

Answer: Yes. You need to key the S70C or SO1C and add the 630/635 blanket information before submitting
the STD. 674.

Question: Can you use a STD. 674 to continue benefit deductions for an employee on State Disability
Insurance/Non-Industrial Disability Insurance (SDI/NDI)?

Answer: A STD. 674 A/R must be used for continuation of benefits for SDI. For employees on Enhanced Non-
Industrial Disability Insurance (ENDI), please reference Section E 107 from the Payroll Procedures Manual
(PPM). Section E 107 states: “If there is sufficient NDI gross, all miscellaneous deductions (including flexible
benefit deductions) will be withheld unless canceled by the employee. Flexible benefit deductions may only be
canceled by the participant if there is a permitting event. If an employee's health benefit, dental, vision, or life
insurance deductions are withheld, the state contribution will also be made.”

Question: In the previous screen, Salary Type in part B is not color coated, is that required?

Answer: The color coding in the video is used to illustrate the differences in the form. Salary Type was coded as
discretionary. Please refer to Section D 010 of the Payroll Procedures Manual (PPM) for clarification.

Question: | have a situation where | need to transfer funds and issue payment for the same pay period, and |
am not sure what the correct processing need is to fulfill these tasks. Do | upload the form to Premium Pay-
STD. 674 Adjustments or to STD. 674 Transfer of Funds in ConnectHR? Or do | need to address one issue at a
time? For example, wait for SCO to issue the payment first and then submit form to do the transfer of funds?

Answer: You must wait for pay to issue before you can transfer funds.

Question: Regarding the STD. 674 form, the dock section does not allow for electronic filling of decimal
amounts for fractional time case employees (e.g. 6.4, 4.5). It cuts off the numbers.

Answer: Specialists must print the forms and complete them manually to include fractional time and avoid
cutting off the numbers.

Question: Why are some Accounts Receivables (A/Rs) issued with a position number of 1320 or 0804°?

Answer: That is the class code for a fringe benefit. Please refer to Section N 173 of the Payroll Procedures
Manual (PPM) for clarification.

Regarding A/R inquiries and/or requests, please be sure to use the position number on the A/R. Those that are
related to fringe benefits have a different class code (serial 999) from the employee's regular position number.
This will ensure they are uploaded to the correct program (W2 Program). Questions on why the A/R was
established should be directed to your Accounting Office.

Question: Regarding 674 A/R for late dock/no leave credit available, does it require a STD. 674 A/R and keying
both 603 and 966, or just the STD. 6747

Answer: For late dock (dock after Monthly Payroll Cutoff), you should not release the warrant to the employee.
You must first call SCO and have the warrant stripped or pulled, and then key the 603 and 966 to re-issue pay
after the warrant redeposits. If a pay warrant is released to the employee, then a STD. 674 A/R only is needed
for the overpayment.
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Question: It was not mentioned that all payment types that are the same must be listed when requesting
additional pay. For example, all payment type 1s must be listed. Is this still the case?

Answer: Yes, that is the best practice. All the like payment types should be listed to prevent any delays or
dings.

Question: Is there a hold on establishing Accounts Receivables (A/Rs) for payment type 0? We have submitted
several STD. 674 A/Rs in August and we have not seen them established. We also have not received ding
notices.

Answer: Please review the PPSD Weekly Processing Dates for clarification on whether your documents have
been processed.

Question: Late dock is often reported on pay day after paychecks are issued, but by then it is too late to strip;
would a STD. 674 A/R be submitted since it cannot be redeposited?

Answer: In this case, the warrant was released so you would submit a STD. 674 A/R indicating late dock. You
would not key a 603/966, as those are to certify and issue pay

Question: In what situation would we send a STD. 674 and/or a STD. 674 A/R to Administration and
Disbursements Division?

Answer: A STD. 674 might be used to return a warrant to Disbursements.

Question: If an employee transfers to another state agency and chose leave credit offset, which agency should
submit the STD. 674 A/R?

Answer: The agency that the Accounts Receivable (A/R) occurred will submit the STD. 674 A/R, but you must
work with the new agency's Specialist to ensure the employee has enough leave credits and that the correct
adjustments are made to the employees leave balances.

Question: Do we need to send an "inquiry" if Accounts Receivables (A/Rs) have not been established? | sent a
few of them via ConnectHR last year that still have not been established.

Answer: SCO does not accept document inquiries. Please contact the Statewide Customer Contact Center
(SCCC) for assistance.

Question: Can we request a new form to be created for requesting Temporary Disability (TD) supplementation,
instead of having to modify a STD. 6747

Answer: We are always looking for ways to improve. Please send your specific suggestion to
PPSDHRSuggestions@sco.ca.gov.



https://www.sco.ca.gov/ppsd_state_hr_whats_new.html
https://www.sco.ca.gov/ccc_calltree.html
mailto:PPSDHRSuggestions@sco.ca.gov

Question: Can you please explain the following different transactions listed from the weekly processing dates:

. Industrial Disability Leave (IDL) Regular

. IDL Special

. IDL Complex

. State Disability Insurance (SDI) Regular

. SDI Special

. SDI Complex

. Non-Industrial Disability Insurance (NDI) Regular
. NDI Special

. NDI Complex

OO NOOTULLPE, WN -

Answer: Please review the Workload Definitions for Statewide Civil Service Disability Program document on the
SCO website for clarification.

Question: Will SCO ever offer a trainer-lead class for Non-Industrial Disability Insurance/State Disability
Insurance (NDI/SDI)?

Answer: Yes! Our newest version of the Needs Assessment will help us gather data on the most important
needs throughout the year. Any data collected will be used to continuously improve our course offerings.

Question: | have an employee where her salary increased due to the July General Salary Increase while she was
on disability. We need an adjustment; how do | reflect the salary for what the payment should be? Do | explain
in the remarks section?

Answer: Yes, that is correct. You would explain the salaries in the remarks.

Question: Is SCO working to get backlog for "Special" and "Complex"?

Answer: Yes, we are diligently working to get out of the "Special" workloads. The "Complex" workloads are not
in a backlog.

Question: Can Cal Employee Connect (CEC) allow changes from agency collection to payroll deduction? If so,
will a STD. 674 A/R need to be completed too?

Answer: CEC is for timesheets, checking leave balances, and Form W-2s. Yes, ConnectHR does allow you to
make the change by documenting a new STD. 674 A/R, changing the method of collection and uploading it.
ConnectHR is the file upload feature that makes it possible to conveniently submit secure personnel and payroll
documents to SCO.

Question: If an employee goes out on Family Medical Leave Act (FMLA), Paid Family Leave (PFL) but they do
not tell you if they plan to collect PFL or not, or when we can contact them while they are on leave, what do we
do then?

Answer: Generally, HR Offices should remain in frequent communication with their employees. If this is related
to a specific situation, please contact our operations area. Please reference Section 2107 of the Human
Resources Manual for further clarification.


https://sco.ca.gov/ppsd_state_hr_cs_disability.html
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Question: In the slides (of the STD. 674D video), it spoke about breaking the time off work. However, we were
always told you put the full month if they had intervening time, and you use the bar with time off or working.

Answer: SCO recommends that you follow your departmental procedures. Please see Section E 800 and
Section E 805 of the Payroll Procedures Manual (PPM) for additional business processing rules.

Question: If an excluded employee changed from annual leave (AL) to vacation (VA) last year and they need to
go on Enhanced Non-Industrial Disability Insurance (ENDI), can we switch them back to AL or do they have to
wait another year?

Answer: The policy states that they must remain in their election for 24 months before they can switch again.

Question: Which document type do we upload a STD. 674 A/R for Out of Class (OOC) in ConnectHR?

Answer: Please refer to the ConnectHR Civil Service Directory and Processing Needs document available on
ConnectHR to find where all documents should be routed. As a general reminder, OOC pay can be keyed into
Payroll Input Process (PIP). A STD. 674 A/R would be prepared for overpayment for OOC.

Question: Can Form STD. 674 A/R be revised to include the Section 6C that used to be on it to identify the
overpayment?

Answer: Thank you for your feedback, this will be taken under advisement for future enhancement
opportunities.

Question: We have some employees (EEs) that we submitted STD. 674 A/Rs for, but the forms were not
processed, and EEs were dropped from benefits. Are there ways to address this while we wait for SCO to
process the Accounts Receivables (A/Rs)?

Answer: Please check the Civil Service (CS) Weekly Processing Dates. If the processing date is past the upload
date of the STD. 674 A/R, you may call the Statewide Customer Contact Center or complete an escalation as
instructed on the SCO website. With Health benefits, there tends to be a grace period of three months before
coverage will drop. For dental, you can call the carrier and authorize the employee's benefits for 30 days.

Question: How do | complete a reversal of an Accounts Receivable (A/R)?

Answer: To reverse an A/R, refer to Section | 025 of the Payroll Procedures Manual (PPM). If an A/R is
established erroneously, a STD. 674 A/R form must be prepared indicating that a reversal is required. If the A/R
was established as a payroll deduction, "X" the box - Reverse Payroll Deduction A/R and complete the net
amount to be collected in Item 5, Change Method of Collection, on the STD. 674 A/R form. If the A/R was
established as an agency collection, "X" the box - Reverse Agency Collection A/R in Item 5 and indicate in the
Remarks that the agency/campus will provide the refund. Refer to PPM Section | 017 for completion
requirements of STD. 674 A/R form. See PPM Section Z Attachment I-1 samples for examples.

If the collection was made by payroll deduction, Payroll Operations will refund the amount on the next monthly
payroll warrant, or if the employee has separated, Payroll Operations will prepare a credit issue warrant. If no
collection has been made, no further action is required.

Question: To clarify, a STD. 674D form is not used for Temporary Disability (TD)?

Answer: That is correct, a STD. 674D is not used for a TD; a STD. 674 is used to document TD. If this is related to
a specific situation, please contact Disability via Statewide Customer Contact Center (SCCC). This was an error in
the eLearning course and will be corrected.
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Question: When will training on Military Pay be available?
Answer: Military Pay Training is currently under development and in partnership with CalHR.

Question: When is the next Industrial Disability Leave (IDL) training?

Answer: We are currently evaluating the needs assessment survey and will be posting our next trimester class
calendar soon.
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