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SBCERA Welcome Packets 

SBCERA is now sending welcome packets directly to new
employees
Packets include key information about pension benefits and
accesing online information from the SBCERA website
Helps new employees understand long-term retirement planning
early on
Encourages employees to explore SBCERA’s online portal and
education materials



Open Enrollment Updates
OE Dates: June 1 - June 18, 2026
New webinar format

 Separate dates based on benefit type 
(ex: Medical/Dental/Vision)

 Designed to be more interactive and accessible

In Person Expos
Will stay the same format

Comprehensive payroll specialist meeting forthcoming



Modified Benefit Option (MBO)
Enrollments and Cancellations will be paperless only during
OE
Online portal will be used to streamline and support the new
paperless process
Mass communications will be sent to eligible employees with
updated instructions

Flexible Spending Account (FSA)
FSA is also going green: paper claims will no longer be
accepted
All FSA claims must be submitted through the FSA online
portal 

Open Enrollment - Going Green 



Employee Leave Status

Employee status in EMACS should be updated timely to ensure
accurate personnel records, reporting, and compliance.

To avoid discrepancies, department Payroll Specialists should
audit each pay period to ensure accurate status (e.g., active or
on leave) is in EMACS.

Necessary documentation, such as a JAR or RESSL, should be
submitted timely to ebsdleaves@hr.sbcounty.gov to update an
employee’s status in their EMACS profile.



To audit:
1.  Run query SB_TL_EXCEPTION_DETAIL with Exception ID PAIDLV

every payroll Friday or following Monday.

2.  Identify employees coding REG time while still listed as “on leave.”
3.  Submit required documentation (i.e., JAR & revised RESSL) to update

employee status & coordinate with supervisors, as needed, to resolve
any discrepancies.

Return to Work Audit



https://hr.sbcounty.gov/employee-benefits/protected-leaves-and-disability/

Portal Access
Portal access only needs to be requested for Payroll Specialists & HRBPs.
Supervisors & Managers do not need to have access requested.
Supervisors & Managers can create an account & will automatically have access to
their assigned staff.

Access to employees is driven by who the eTime approver is in EMACS. If they
are not the eTime approver, they will not have access to view the employee in
the portal.*

Email Notifications
Supervisors, Managers & HRBPs will receive notifications regarding employee leave
& disability claims.
To receive email notifications, their work email must be listed in their EMACS profile.*

*If the Supervisor/Manager is the eTime approver & has their work email listed in EMACS but are not receiving email
notifications, please reach out to EBSD.

The Standard: Portal Access & Notifications
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WORK LOCATION

Knowing the physical locations can help
departments allocate resources more
efficiently. It can facilitate better
communication and collaboration among
the leadership team and employees. In the
event of an emergency, having information
about employees’ locations can be crucial
for ensuring their safety. 

Purpose

Facilitates Business Growth

Roles

During each pay period, the payroll
specialist, managers, and / or HRBPs must
ensure the accurate updating of employee
locations to maintain up-to-date
addresses. It is the department’s
responsibility to adhere to the department
procedures in identifying and updating
employees that may have moved physical
work locations when necessary. 

Beginning in Pay Period 10-26, the Work Location feature will be active in EMACS. 



Open Query Manager and search for MISSING_WORK_LOCATION. Add this Query to your Favorites for
easy navigation.

If you search for this Query and can’t locate it please email emacs-securitysupport@hr.sbcounty.gov for
assistance.

Once you run the query you will be provided with the names of employees that need
their work location updated.

WORK LOCATION - Query



WORK LOCATION - Updating Location
Once you have run the query, if you need to update a Work Location you will navigate to
the Mass Location Change Page

EMACS -> Payroll Specialist Tile or Team eTime Tile-> Mass Location Change

When filtering you must enter at least two characters. 

In this example below, we filter by Department ID. After entering the information press
the tab key on your keyboard to populate results.

Note: To reset the criteria, delete your entry and tab out of the field. This will reset the page and new search
criteria can be entered.



After running the Mass Location Change, review the results and update any blank fields, as shown below.

Select the box(es) that need the
address(es) added or updated (multiple
boxes may be selected at one time).

If the Work Location is known, you may enter
it directly into the Work Location field, if not
you may search by selecting the magnifying
glass icon. The address will populate once
your selection has been made.

Click “Update Selected” to save the changes.

WORK LOCATION - Updating Location



WORK LOCATION - Adding New Address
If an address is not available upon searching, you will need to submit a Work Location Address
Request form to the EMACS Development team at  EMACS-SecuritySupport@hr.sbcounty.gov so
the address can be added.

The form can be located on the EMACS website under the EMACS Development tab.

https://emacs.sbcounty.gov/wp-content/uploads/sites/91/forms/Work-Address-Location-Request-1.pdf
https://emacs.sbcounty.gov/wp-content/uploads/sites/91/forms/Work-Address-Location-Request-1.pdf
mailto:EMACS-SecuritySupport@hr.sbcounty.gov


WORK LOCATION - Resources
The following resources can be found on the EMACS Resources website under
the Training Materials and Tutorials page:

Instructions:

Adding Employee Work Location Instructions for Payroll Specialists,
Managers or HRBP

Employee Self Service Adding Work Location Instructions

Videos:

Employee Self Service Tutorial - Updating Work Location

Work Location Update Tutorial for Payroll Specialists, Managers or HRBP

https://emacs.sbcounty.gov/wp-content/uploads/sites/91/Adding-Employee-Work-Location-PRS-MGR-HRBP.pdf
https://emacs.sbcounty.gov/wp-content/uploads/sites/91/Adding-Employee-Work-Location-PRS-MGR-HRBP.pdf
https://emacs.sbcounty.gov/wp-content/uploads/sites/91/Employee-Self-Service-adding-work-location-Final.pdf
https://emacs.sbcounty.gov/wp-content/uploads/sites/91/Captioned-Employee-Self-Sevice-Work-Location-Update.mp4
https://emacs.sbcounty.gov/wp-content/uploads/sites/91/Captioned-PRS-MGR-HRBP-Work-Location-Update.mp4


EMACS - Time Admin Emails
If you are part of the Payroll Specialist Distribution List, you may receive emails like the one below from
Central Payroll indicating that Time Admin has been completed. The following slides will explain what
these emails mean and what steps to take next.

Time Administration is the process that reviews reported time, applies time processing rules, and creates
payable time. For Payroll Specialists, it helps identify and clear time errors before payroll is finalized.



EMACS - Managing Exceptions
Exceptions have severity levels of either low or high. A message with ‘High’ severity is an error and must
be corrected before eTime can be finalized. A message with ‘Low’ severity is a ‘Warning’ and will allow
eTime to be submitted and processed; however, there are some Low severity exceptions that MUST be
corrected. 

Departments must review all exceptions and correct any errors to ensure that employees receive their
pay and benefits. 

Please refer to the eTime Timesheet Exception document on the Emacs Resources Website. 

Some departments refer to this process as running a “Kicks Report”, which is done by running a query.
Utilizing the Manage Exceptions page can make this an easier process. 

https://emacs.sbcounty.gov/wp-content/uploads/sites/91/forms/eTime-Timesheet-Exceptions.pdf


Every time you receive the Time Admin Completed emails from Central payroll you should ‘Manage
Exceptions’ within EMACS. 
        EMACS → Team eTime → Manage Exceptions → Enter each Department ID #:

EMACS - Time Admin Emails

You will need to enter each department separately. Select ‘Clear Criteria’ in between each search. 



        If any employees have exceptions, the results will appear as shown below:

EMACS - Time Admin Emails

Review each employee’s eTime that has an exception to determine if the employee’s eTime needs to be
corrected. 

Please make sure if you make any changes to an employee’s eTime that you indicate the reason for the change
on their eTime entry page, in the Reason box. 

Please also refer to the applicable MOU to determine if the employee must be notified of the eTime changes. 



        If there are no employees with exceptions, the highlighted message below will be displayed:

EMACS - Time Admin Emails



EMACS - Managing Exceptions

These ‘Low’ severity exceptions
must be corrected. 

They indicate that the employee
coded Comp Time but did not meet
the 80-hour threshold for the pay
period, or coded Comp Time while
also using unapproved Sick Leave.



EMACS - Managing Exceptions

These are examples of ‘High’
severity exceptions that must be
corrected. 

They indicate that the employee
has reached the maximum
allowable hours of SKHFA or
SCKFM, in accordance with the
applicable MOU or Ordinance. 



EMACS - Managing Exceptions
These are a few examples of common
‘Low’ severity exceptions. 

AWS Hours > 4 - Indicates the
employee has coded more than 4
hours of AWS time. Payroll will
process with this exception; however
we should correct their eTime to
ensure only 4 hours of AWS time is
coded.

PAIDLV - The Payroll Specialist
should verify the employee is still on
leave. If the employee has returned,
ensure the appropriate paperwork
has been submitted to update the
employee’s leave status. 

SHRTDISB - Indicates the employee
has coded Short Term Disability hours.



PAYROLL ADJUSTMENT GUIDE



EMACS has developed a Payroll Adjustment Guide aimed at assisting Payroll Specialists
with processing payroll adjustments. This guide is accessible on the EMACS Resources
Website under the Training Materials and Tutorials Page.

The Payroll Adjustment Guide outlines all the necessary steps to help you successfully
complete a payroll adjustment. While we couldn't address every possible scenario, we
believe this guide will be immensely beneficial. We encourage you to consult the guide
and feel free to reach out for any additional assistance or guidance you may need.

The guide covers the following topics:

Time Sheet
Amendment

Payroll Query

PAYROLL ADJUSTMENT GUIDE

Payroll
Adjustment Form

Leave Accrual
Worksheet

Recovery Letter

Calculating
Longevity or Other

Adjustments



A new Leave Accrual Worksheet is available on the EMACS Resources
Website in the Central Payroll Forms section. The worksheet is an Excel form
that contains multiple sheets, each represented by a tab at the bottom of
the page. Each tab corresponds to a specific number of hours the employee
is scheduled during the Pay Period (e.g. 80, 84, 112 or SKHFA).

A Leave Accrual Worksheet must be completed with a Payroll Adjustment
when:

Reducing Paid Time
Example: Paid time to unpaid time

Adjusting Leave Time 3 or More Pay Periods Back
Example: PA is adjusting PP 1/25 and is being processed by Central
Payroll in PP 4/25 or later

The Leave Accrual Worksheet is used in conjunction with a Payroll
Adjustment to track leave balances. Leave Accrual Worksheets allow you to
view the correct leave accruals / balances as if time had been coded
correctly. 

The Leave Accrual Worksheet must be completed prior to submitting a
Payroll Adjustment to determine potential negative balances. 

Leave Accrual Worksheet - New Version



Enter the employee information at the top of the worksheet. Enter the Sick, Vacation, PTO
(if applicable), Holiday and any other leave time balances the employee had at the end of
the prior pay period. The Sick, Vacation, and PTO columns have drop down menus to select
the employee’s current accrual rate:

Updated Leave Accrual Worksheet



Enter each Pay Period only once. After entering the Pay Period information hit ‘tab’. The worksheet will
automatically populate the ‘Available Balance’ information for each leave type. The cursor will move to the
‘Leave Used’ box under the Sick column. If the employee used any type of leave hours during this pay period
enter the leave hours on this line under each corresponding column. Tab through the ‘Leave Used’ line until you
come to the ‘Paid Hours’ box:

Updated Leave Accrual Worksheet



Updated Leave Accrual Worksheet
Enter the amount of Paid Hours the employee coded for that Pay Period and hit enter. The worksheet will
automatically populate the Ending Balance:

Please Note: Only the Sick, Vacation and PTO columns will automatically populate. If you entered any other leave type
you will need to fill out the accrual amount and then hit the enter key for the Ending Balance Amount to populate. 

For the pay periods being adjusted, use the total number of paid hours from the Payroll Adjustment Form. If any leave
was used during the pay period enter the hours on the Leave Used line. For the pay periods following the pay period
that is being adjusted, review eTime / Timesheet for paid hours and update the worksheet accordingly. Be sure to
include all paid hours that count towards accruals. Do not include any unpaid hours, except HSF / WCF. 

The ending balance will be the true balance at the end of each pay period. 

The Accrual Adjustments line (top line of each Pay Period) should only be used if the employee has donated
MEL hours during the pay period. 



THANK YOU
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