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What we’re doing

We're giving agencies the ability to request their Direct Deposit enroliments digitally using Excel, and send the
data in a text file to SCO through EFTP file transfer.

This allows for paperless processing of Direct Deposit Open Enrollment documents, increases processing speed,
and gives agencies an efficient way to document/transfer requests.

Note: Agencies will be responsible for maintaining direct deposit request forms.

How to Participate

1. Fill out the State Controller’s Office Enterprise File Transfer New User Request form.

For more information about the SCO Enterprise File Transfer Service, please see the included
“SCOEFT_Reference.pdf” document.
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Submit the completed form to the following e-mail: PPSDDirectDeposit@sco.ca.gov
A follow up email will be sent, giving login credentials for the file transfer site.
Prepare the digital 699 file according to the instructions below.
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Follow the step-by-step instructions starting on page 7 in the SCOEFT Reference document. Skip Step 3.

5. Download, open, and populate the Direct Deposit Excel file with data. (see How to Prepare the Electronic
Direct Deposit Excel File below)

Using the “Key” tab, export the data to a text file.

Send the exported text file to SCO through EFTP.

If errors are generated during processing, they will be returned to the sender through EFTP.

Make any corrections, send the new exported text file to SCO through EFTP.

10. Continue steps 1-4 until the open enrollment period has ended.
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How to Prepare the Electronic Direct Deposit Excel Spreadsheet

An Excel spreadsheet is used in lieu of the Direct Deposit form for establishing or changing a direct deposit
enrollment. The preferred method for Direct Deposit cancellations is still a phone call to the Direct Deposit unit.

Upon opening the spreadsheet for the first time, you will be prompted to type in your three-digit agency code.
o If a mistake is made, you can always edit the agency code in the “Sheet Info” tab.

To start a new record, type in data in any of the fields.

o Missing information is highlighted in yellow.
o Invalid information is highlighted in red.

Each entry is separated by a line break, and contains the following information:

e Direct Deposit Request Type (New or Change)

e Employee Social Security Number;

e Employee Name (First initial, middle initial, last name)
o Type of Account (Checking or Savings)

e Bank Routing Number

e Bank Account Number

Here is an example of
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Enrollment Type | First Initial| Middle Initial Last Name SSN Account Type | Routing Number | Account Number ‘
New 1 BALL 123456789 Checking 321654987 123456
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2
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7 Legend:

5 l:l = Missing information
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7 [ = invalidEntry
8

9




Creating the Text File (Key Tab)

After filling out the “Sheet Entry” tab with employee data, the next step is to convert the data to a text file.

The text file is created in one click by navigating to the “Key” tab, and clicking the Key button.

Pushing the Key button will:

Note: Key Button only keys data that is valid
and has no missing information.

e Write all valid data to a text file.
e Prompt the user to pick a folder to save to

e Create afile using the naming convention below.
e Move all written data from “Sheet Entry” tab to the “Already Keyed” tab.
e Sortdatain “Sheet Entry” & “Already Keyed” tabs.

Note: The Key button will only export VALID records. Any records that have missing or invalid information will not

be written to the text file.

First the user is prompted to select a folder to save to.

Select folder to save fileta *
“— v » ThisPC » Documents » v B Search Documents 2
QOrganize » New folder Bz - e
~
Microsoft Excel MName Date modified Type Size
. Attachmate 611/ 28 PM File folder
¢ OneDrive - Califor )
Chrome 9/28/. AM  File folder
~ B SharePoint Custom Office Ternplates File folder
@ PPSD SharePoini Document Direct File folder
Fragments File folder
M E This PC Jﬁ Music File folder
8 3D Objects My Dats Sources File folder
[ Desktop My Received Files File folder
>[5 Documents () My Shapes File folder
‘ Downloads OneMote Notebooks File folder
[=] Pictures File folder
J) Music
= Snagit File folder
ct
etres B videos File folder
B videos W-4 Analysis File folder
& Windows (C) Zoom 2021 10:06 AM  File folder
== PPSD Group Sha ,
Folder name: | Documents
Tools ~ Cancel




After a save folder is selected, a dialog box will pop up informing the user how many records were successful, and
where the text file was saved to.

File Created X

@CE 2 transactions were written to the 699 file at C\Direct Deposit
Y Toolkit.

The file was created successfully.

The exported text file can be found in the directory that was selected.

» ThisPC » Windows (C:) » Direct Deposit Toolkit

S

" Name Date modified Type Size

5AM Text Document 1KB
Microsoft Excel M... 223 KB

|:] 123-08082020-5TD6IS-0000001 bt
I]fj 699 Generator w Eff Date.xlsm

B

File Naming Convention
Whenever a text file is created, it is automatically named according to the following convention:

123-08312020-STD699-0000001-134909-JDoe. txt

‘ l | |
Agency Code Date | Form Type || No. of Records| Time |User Namel

Please do not change the file name after it is generated, or duplicate the file.

File Transfer to SCO

The exported text files should be sent to SCO through EFTP (Enterprise File Transfer Protocol).

To access the SCO EFT site, navigate to https://eft.sco.ca.gov and log in using your credentials. The site is best

accessed in Internet Explorer.



https://eft.sco.ca.gov/

;‘?\ California State Controller's Office

ENTERPRISE FILE TRANSFER

— Log In
ESEIT‘IEIITIE: IUSEFT‘IEImE |
Forgot Username
Password: |eesessse |

Forgot Password

After logging in, navigate to your agency’s folder.

Files can be submitted by dragging and dropping the files into the folder.

R ) & | httpsy/eftsco.ca.gov/#/PPSD-CDTFA/

B web TanserCent -

STATE CONTROLLER'S OFFICE C' MyFolders / PPSD-CDTFA
= W My Folders L) Name a - - Upload Manager W
@ ppsp-coTFA

» Completed (0]
D 290-02262021-STD699-0000001-163852-rperez.odt 2/27/2021 00:40:08 g ©
B Shared with Me

~ InProgress (0)

D 290-02262021-STDE99-0000004-162400-rperez.xt

260 B 2/27/2021 00:26:31
No uploads in progress

O @ image.png 718 KB 2/27/2021 00:05:24 ~ Pending (0)

No pending uploads

Once files are successfully uploaded, the Direct Deposit unit will complete the enrollment process.




How to Resolve Errors

Upon import of an agency-submitted 699 file, there are four possible validation errors:

e Duplicate SSN’s in file

e Improper 699 file name format
e Non-existent agency code

e Duplicate 699 file name

If an error is detected upon import of a 699 text file, the agency will receive email notification of the error(s). The
following is an example of an error email sent out to the agency:

The purpose of this email is to list identified STD699 Import File Name Validation errors for
Direct Deposit Unit staff. Text file names which are not structured properly cannot be
imported and therefore were not processed.

AGENCY TEXT FILE NAME STRUCTURAL ERRORS

Agency Code: 123

Request Type (1=New, 2=Change): 1

SSN (Last 4 Digits): 1234

Employee Name: J T DOE

Type of Account (Checking or Saving): C

Effective Date: 6/1/2020

Submission Date: 3/5/2020

Text File Date: 03052020

Text File Name: 123-03052020-STD699-0000002-134909-JDoe.TXT

sk ok oK oK oK 3k 3k o K oK oK ok 3k 3k o K oK ok ok 3k ok o %k K ok ok sk 3k o % ok ok ok 3k % o ok ok ok 3k 3k o oK oK ok ok ok o o K K K

Regards,

Direct Deposit Tracker STD-699 Import
PERSONNEL and PAYROLL SERVICES DIVISION

Upon receiving this email, the necessary corrections should be made, and a new 699 file should be sent via FTP
containing ONLY THE CORRECTIONS MENTIONED IN THE EMAIL.




Solutions

e Duplicate SSN’s in file (Multiple records for single SSN)
o Using SSN provided, eliminate the invalid duplicate SSN entries.
o Improper 699 file name format
o Make sure that the 699 text file is named according to the file naming convention above.
e Non-existent agency code
o Double check the agency code on the “Sheet Info” tab of the spreadsheet.
e Duplicate 699 file name
o Implies that a file by the same name has already been submitted. Check to make sure that a
duplicate file is not being submitted, if the file is not a duplicate, rename the file according to the
file naming convention above, and re-submit.

Needed / Useful Documents

e State Controller’s Office Enterprise File Transfer New User Request form
e SCO EFT Reference
e 699 Example Text File
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