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Instructions for Processing CSESAP Payments in CA ERP 

 

Step 1: Run Pay34y Payroll Deduction and Contribution Detail report to determine the 
amount due to the employee.  

 Define Fiscal Year or Entering Starting Pay Date 
 Entering Ending Pay Date 
 Select Deduction ID “CESAP” 
 Exclude Contribution Groups “ALL” 
 Go/Export to Excel Data format 

 

Sample Report:  
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Step 2: Process the employee’s CESAP deduction through Additional Contrib/Deduct by 
entering the amount as a negative number.  

 Navigate to HR/Payroll→Employment →Additional Contrib/Deduct 
 Click on the “New” button to create a “New Deduction Batch” 

 
 

 Enter the Pay Date  
 Select Default Deduction ID=CESAP 
 Enter Default Description (optional) 
 Set Primary Pay Cycle to “No” 
 Default the Pay Cycle to “SEOM” (add this pay cycle to inactive employee) 
 Select a future date as the Pay Period.  

 
 Save and Close the record 
 Under the employee tab , Enter the employee ID  
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 Enter a Negative Amount based on the Pay34 report  

o If one payment, use the total withholding amount 
o If two payments, use ½ of the total withholding amount 

 Repeat the same entries for each employee 

 

 Save and Close the batch 
 Post the batch  

 

*Please note that you may also use the attached import template to process the payments. 

 

ContribDeductImport.xls 
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Step 3: Verify deduction in Adjust payroll.  

 

Re-run the PAY34 report after the process to confirm the Deduction Amount = $0. 

 

 

Step 4: Process State-Matching Portion pay out  

 Navigate to HR/Payroll→Employment→Additional Pay 
 Create a new batch 
 Enter the Pay Date  
 Enter a Description 
 Set Primary Pay Cycle to “No” 
 Default the Pay Cycle to “SEOM” (add this pay cycle to inactive employee) 
 Select a future day as the Pay Period  
 Save and Close the record 
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 Under the Employee tab, enter the following information for each CSESAP 
participant: 

• Employee=EmpID 
• Addon code: CESM 
• Default unit to 1 
• EƯective Date 
• Rate 1 amount= State Funding dollar amount 
• Account code 

 Submit and post addon pay 

Step 5: Run Addon report to verify CSESAP state-match payments  

 Navigate to HR/Payroll→Reports 
 Run Addon Report (Pay33)  
 Enter the Start Pay Date 
 Enter the End Pay Date 
 Enter the Addon ID(s)=CESM 
 <click> the “Go” button 

  

 
 
 


