
 

  

PAYROLL USERS GROUP 

Thursday, May 25, 2023 

9:00 AM 

City Centre – Conference Room 1B 

AGENDA 
 

1. CalSTRS 

a. ES0350 – Please use only this form for Permissive Membership 

b. ES0372 – Please use only this form for Retirement System Elections 

c. 54 or 55?  

• 54 – SUB  

• 55 – Extra help or part-time assignment 

d. Reduced Workload Program – Application must be submitted to CalSTRS and approved 

prior to the start of work 

 

2. CalPERS 

a. Working out of Class worksheet – submit online in MyCalPERS 

b. CalPERS separations – must be after last day worked 

c. 4 or more hours per day for membership 

 

3. Copy Pay Lines 

 

4. Terminating employees with Deferred pay/H&W 

 

5. Current Liability Payrolls 

 

6. Summer school – T’s and C’s 

 

7. .01 - .01 adjustments – please code 99-0-9 
 

8. Special comp coding – 08-9-6, 57-0-6, 72-0-6 must always have the same earnings and ret 

base 

 

9. Aflac Checks – Please write your district name on the memo 

 

10.  Elena’s notes 

 

11.  CSEA – Do not reset yet 

 

12.  Listings and contracts 

 

13.  ESS Survey 

 























COPY PAYLINES 
 

 



COPY PAYLINES 
 

 

 

 

 

 



COPY PAYLINES 
 
 

 

You should run the job in Report Only mode first and check the report to see if the result is correct.  If 
report only mode shows odd entries do not proceed to update. 

 

 

 

 

 



COPY PAYLINES 
 

 

 

This is where you can roll only certain lines. All NML lines need to be rolled before non-pay benefit run. 

If you use ‘Exclude paylines last paid before’ option, you must separately copy your EBEN lines. 

Lines can’t be copied/rolled before your budget is rolled into year 24. 

Lines in year 24 will be used to pay July Mid payrolls. 



PUG MEETING 5/25/23, EE – employee, ER- employer, DD – direct deposit, SDU – State Disbursement Unit 

01 Voluntary Deductions: EE 01 deductions post.  But, ER side deductions require NML payline.  There must be enough 
funds in the vol ded to cover the credit.  If not, please post a positive on the ER side with a NML line to pay the credit.    
We can not print a negative warrant, if not enough funds we will post a transfer to cover credit out of obj code 9518. 

PLEASE REVIEW 620 REPORT before submitting your prelist to auditing and clear negative TOTAL column.  If you need 
assistance please call. 

Bonus/Retros:  Please contact Vicki before entering these to confirm the correct coding.   dates required, 1st day of 
month EE started and last date of month retro pays, e.g. 8/1/22-10/31/22 

 

Child Support/SDU:  Employee vol ded and child support totals match.  Any changes, please update both screens.  If, 
you have issues, go to the child support screen and in the ‘Percent’  tab, enter 100 and save, DO NOT TAB OUT OF 
CELL.  Run reports PAY228 & PAY600 for vol ded 0199, to verify child support balances. 

 

Current Liability: July MIDa and MIDb payrolls you can pay with last year’s budget.   Indicate on 510 prelist title CL 
Payroll;  July mida & July midb are current liability payrolls 

 

Direct Deposit Prenotes: 2nd and last Friday of the month.  If, you delete a Direct Deposit and the Employee isn’t due 
the all the funds from the payroll, please complete a cancel form so that totals are not reported on their w2. 

Direct Deposit email for direct deposit deletes/reversal/LOIs, please use directdepositdeletes@kern.org, new form 
too. 

Direct Deposit enrollment:  please verify you are receiving the request from the Employee and not fraudulent email 
request. Contact the employee through phone or personally to confirm the DD request if sent via email. A lot of 
fraudulent requests are received via email hacking.  PLEASE GIVE THIS NOTE TO YOUR ACCOUNTS PAYABLE STAFF for 
vendor requests. 

DOCKS: Please use the NML line to make sure you are using the correct St-Deds 

If you are docking and using ESUP paylines and vol deds 8310 OASDI & 8335 Medi;  negatives only work on the EE 
side only.  

 

End of Year (EOY):  CL (Current Liability) if July MIDA & MIDB payroll needs to be paid from last fiscal year budget; type 
on title of prelist CL (current liability), ‘T’s on Mid payrolls and Roll paylines include KILERB lines.   

Pay620: Please review this report when requesting payroll prelist.  No negatives, exceptions: Summer payout and STRS 
excess contribution refunds.  If you have a negative please contact us to clear before submitting payroll to auditing. 

 

Rolling new year paylines:  you must roll budget first and then you can roll payroll lines.  Make sure you roll your 
KILERb lines (non-pay benefits/retirees/board members) 

Summer deferral payouts:  Prelist for payout month June/July, they will be part of employee count, but not gross 
wages. 

Summer deferral edits: When you are adding new staff with Summer deferral options.  Please make sure the W4 
control data screen payroll schedule matches their NML pay schedule.  They must match for Summer to post correctly.  
The first payroll prelist of the year, run your report with vol ded details to inspect the Summer posted. 

mailto:directdepositdeletes@kern.org


W4 changes:  do not change the w4 on mid payrolls for EOM staff receiving mid supplemental pay.  It will add back to 
EOM wages and cause the EE to pay more extra taxes and cause payroll run to halt. 

5.16.23/ejp 



   
  5/25/23 

ejp 

 
Office of MARY C. BARLOW 

Kern County Superintendent of Schools 
Advocates for Children 

 
 

Direct Deposit Delete/Reversal/LOI (letter of indemnity) Request  
 

District (       ) ________________________________________ 
 
Pay Day    ___________________________________________ 
 
Net Amount $    ______________________________________ 
 
Employee Name   _____________________________________ 
 
Routing Number    ____________________________________ 
  
Account Number   ____________________________________ 
 
Checking   
 

Savings       
 
Make Check Payable: 
    Employee 
 

    District 
 

Send warrant:      Courier  

Pick up:   district   employee  

US Mail:  district   employee  

Employee External ID            _________________       
 
Final EE payout and/or terminating, please contact us for Summer Pay   
        
Requested by:    _____________________________________ 

Phone Number:   ____________________________________ 
 
Email your requests: directdepositdeletes@kern.org 
 
A Delete is possible 2 days before payday by noon, Reversal is after that deadline, LOI is 7 business days after 
pay.  If, there is a holiday and/or our office is closed near these deadlines, please contact us for the adjusted 
deadline dates.  Prenotes are processed on the 2nd and last Fridays of the month.  Also, a prenote will post if 
staff have a DD change during their payroll run.    Thank you, Elena Perez, 661.636.4662 




