Benefits Alert

2015-04
Issued 09.01.2015

Please distribute this alert to any users within your agency who are responsible for the State Employee Combined Appeal (SECA).

New Functionality which Enables One-Time Donations for the State Employee Combined Appeal (SECA) via Employee Self-Service (ESS) 
· Information regarding new functionality which enables one-time SECA donations via ESS
Effective September 8, 2015 and in conjunction with the start of the 2015 SECA Campaign, employees will have the ability to contribute a one-time donation to the SECA Campaign via Employee Self-Service (ESS).  Employees contributing to the 2015 SECA campaign may elect to contribute a one-time payroll donation, recurring payroll deductions spanning the entire calendar year, or both deduction methods.  Employees may also still choose to give a donation via a check or money order using a pledge form.  Employees electing the one-time payroll donation will have the deduction taken from the following pay dates in 2016:

· Pay Area Z3/T3 - 01/08/2016 
· Pay Area Z1/T1/T2 – 01/15/2016 
To differentiate the one-time donation election from the payroll deduction election, a SEC1 (SECA One-Time) adjustment reason has been created on infotype 378 – Adjustment Reasons.  This will allow the user to select the one-time payroll donation through ESS.  
All one-time SECA payroll donation elections will be stored in SAP on a newly created infotype 9011 – SECA One-Time Deduction.  The recurring SECA deductions will continue to be stored on infotype 9008 – SECA contributions.  
In those cases where a one-time donation needs to be created manually for new hires and rehires outside of the SECA open enrollment period or for changes submitted via paper form, the HR Service Center or agency should create IT9011 via PA30 – Maintain HR Master Data effective the beginning of the payroll period in which the paper enrollment request/change was submitted.  
Below is a screen shot of the infotype 9011 – SECA One-Time Deductions.
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Below is a screen shot of the new one-time donation selection in ESS.  
[image: image2.png]Employee Self Service > Employee Self Service User > Voluntary Deductions > SECA Enroliment
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STATE EMPLOYEE COMBINED APPEAL

1 would like to donate to the SECA campaign via:

© Payroll Deduction
This option alows you fo select an amount to be deducted from esch payrol.

(® One-Time Donation NEW
This opion sllons you to make a GRe-ime donatin o be deducted from your st payrollonly of the next calendar esr





Employees have the option of electing either payroll deduction or  one-time payroll donation and only one SECA election can be made at a time.  If an employee wishes to contribute both a one-time payroll donation and a recurring payroll deduction through ESS, they will need to exit the SECA enrollment after completing the first enrollment and re-enter the SECA enrollment via ESS and select the other option not previously selected.
If an employee elects the one-time donation, they will receive the following message on the SECA enrollment page “These calculations are based on a one-time deduction and do not account for donors who also give a recurring payroll donation” (shown below).
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Use the Search Help icon [ below to select the organization(s) you would like to support. If searching by charity name, place an asterisk (") before and after a
key word. Need help? View these insiructions or contact the HR Service Center at 1.366.377.2672 or your local HR office if your agency is not served by the.
center. You may also refer to the SECA Resource Guie for a listing of al charities and enter the organization's code into the below fields: DesgCd and DesgExt.
Note: The eight digit SECA code designating your charity may be different this year; be sure to look closely at the name of the charity when searching online.

Ifyou pledged in last year's campaign, your previous charity elections are below. You may choose to keep the same charifies or enter new ones. If a previous
charityis not participating in this year's campaign, you will receive an error message. Additionally, if you wish to be a leadership giver, please ensure your
donation amounts are consistent with the minimums listed below.

Desgd  Desgext  Chany Name o
fo 002 Church Work Service 1200 Remoie
fom0 0013 | Doctrs Wiout Borders USAWedecins Sans Fontres USA 1500 Remoue
Contriution Totals

During he st SECA campain, you pledged $25.00 ne-me dorain e s 0w

Total Annual Amount s oo




[image: image4.png]LEADERSHIP GIVING. Useful Links.

The two Leadership Giving levels include: State Agency Coordinators
1) Govemors Circe - 6% of salary or 1 hour of pay per month
2) Gold Giver - 3% of salary or 112 hour of pay per month Leadership Givin

“The minimum amount to donate as a Governor's Circle s $468.62
“The minimum amount to donate as a Gold Giver s $234 31

These calculatons are based on a one-time deduction and do not account
for donors who also give a recurring payroll donaton.

'SECA and fs partcipating charfies are registered with the Pennsylvania Bureau of Chartable Organizations. The officalregisration and financialnformation of the SECA.
‘campaign may be obtained from the PA Depariment of State by caling fo-ree 1.800.732.0989. Regisiraton does not mply endorsement. Funds raised in the 2015 campaign wil be
allocated in the 2015-2016 fiscal year. SECA does not provide goods or services as Whole or partal consideration for any contrbutions made by payroll deduction or any other
method of giving. SECA operates under the highest fivancial and ethicalstandards.





The confirmation page language will be specific to either the one-time payroll deduction or recurring deductions.
Employees electing the one-time donation will have a “1” notated as the number of pay dates the commonwealth will withhold the payroll deduction (screen shot below).  Employees electing the payroll deduction will have “26” notated as the number of pay dates the commonwealth will withhold payroll deductions.
[image: image5.png]Commonwealth of Pennsylvania

Voluntary Payroll Deductions Summary

Environmental Protection Date:06/09/2015

Personnel number Name of the employee

21475 Test Person
Personnel area Personnel subarea

Environmental Protection MGT B3 NPOT
Employee group Employee subgroup Payroll area

Permanent Full-time 75 Pay Group 3

VOLUNTARY PAYROLL DEDUCTION EFFECTIVE PERIOD

State Employee Combined Appeal 1212/2015  12/25/2015
SECA Payroll Deduction Authorization:

| hereby authorize the Commonwealth of PA to withhold the payroll deduction amount stated
below for 1 of my pay dates during the coming year starting with the first pay date in January.

Designation Amount

Code
1000 |0012 |Church World Service $12.00
1000 |0013 |Doctors Without Borders USA/Medecins Sans Frontieres USA $13.00
1000 |0005 |American Near East Refugee Aid (ANERA) $210.00

Total Amount $235.00

Charity Name





[image: image6.png]This confirmation shows the amount pledged for the effective period stated above. This amount
could be altered by any unpaid leave of absence. Please review the Year To Date (YTD) amount
on your final pay stub for the calendar year for the total amount actually donated. Keep this
confirmation as a reminder to retain your final pay stub of the calendar year for the amount
donated.





Questions? 
If you have any questions regarding Enabling One-Time State Employee Combined Appeal (SECA) Donations via Employee Self-Service (ESS), please submit an HR help desk ticket in the benefits category.  You may also call the HR Service Center, Agency Services & Operations Division at 877.242.6007. 
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