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Introduction

The Department of Finance, Office of State Audits and Evaluations developed this State
Leadership Accountability Act (SLAA) Web Portal User Guide (Guide). The Guide provides
detailed instructions to aid in the entry of SLAA report and Corrective Action Plan
information and web portal use. The Guide is organized by sections which correspond with
initial portal access, major features, establishing portal users, report and corrective action
plan sections, and navigation within the portal. The information and visual examples
provided herein are not all inclusive and additional edits and updates will be made
periodically to keep this document current and reflective of portal features.
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SLAA Web Portal Access

Access into the SLAA web portal (portal) is limited by a username and password. The Agency
Head, Primary Contact, and the SLAA Administrator are the only contacts that can add a new
contact into the portal. When a new contact has been added, that person will receive an e-mail
with a username and temporary password. This password must be changed before signing in to
the portal.

If at any point a username or password has been forgotten, you can reset it by clicking the
corresponding link on the Sign In screen of the portal.

See Appendices for more information regarding Level of Authorization or contacts.
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SLAA Web Portal Access

SLAA Web Address
You can access the SLAA web portal at https://SLAA.dof.ca.gov.

DOF/SLAA Webpage

The SLAA web portal is also accessible through the Department of Finance (DOF), SLAA web
page, www.dof.ca.gov/osae/fisma. The SLAA web page provides guidance, templates, tools
and other resources to assist your entity throughout the SLAA process.

Follow the steps below to access the SLAA web portal through the DOF website.
1. Go to www.dof.ca.gov.
2. Click the Statewide Responsibilities tab.
3. Click Audits and Evaluations.

& C' [ www.dof.ca.gov/statewide_responsibilities/
i Apps [ My Bookmarks [ Travel (@ DOFcagov (] DOF Websites Google

Skip to: Content | Footer | Accessibility

WELCOME TO THE CALIFORNIA

Visit his Website . Syl
= MR giatewide Responsibilities
i Saes Riecdd I e
t&) Michﬂal Cﬂhgn i The California Department of Finance has the following statewide responsibilities:
% . View his Biagrap
e - Budgeting: General information about the Budget and resources for departmental budget officers.
FEATURED LINKS - Accounting: The Fiscal Systems & Consulting Unit (FSCU) and the Califomia State Accounting and Reporting System (CALSTAR
i g_‘ﬂec"ﬂm - Audits and Evaluations: The Office of State Audits and Evaluations (OSAE).
artnership Program
3 Awards for Innovation in - Hesearch: Demographic, Economic, and Financial Research.
Higher Education
% Commitles on UC Cost <% |T Policy: The Information Technology Consulting Unit (ITCU) operates under Finance's general powers of supervision over all matt
St financial and business policies of the State.
# Fl5Cal Resources -# Leaislative Analyses: Analyses of proposed legislation.
# Assembly Bill 1468 Report
 Senate Bill 105 Final < Boards and Commitiees: Boards and committees for which the Department of Finance provides staffing support.
Reper i) - FI$Cal Resources: Instructions and reference materials for State departments.
% Senate Bill 105 Interim
Report




SLAA Web Portal Access

4. Look on the right side of the web page under OSAE RESOURCES for the link State

Leadership Accountability Act (SLAA).

e

’_." @ California Department of | % ‘\

- » L]

i ppps

FEATURED LINKS
= f Bill 1468

 Senate Bill 105 Final

) A {u| ; - .-,

N ey = S

€ - C [} wwwdofca.gov/osae/
G My Bookmarks £ Travel @ DOF.ca.gov (3 DOF Websites & Google
Lal

Research | IT Policy | Legislative Analyses

Home -» Statewide Responsibilities -»» Audits and Evaluations

Office of State Audits and Evaluations

OSAE'S MISSION

To assist and support the Department of Finance in supervising the state's
financial and business policies, and in conserving the state’s rights, interests,
and resources through independent audits, objective evaluations, and other

related services.

OSAE'S VISION

CONTACT OSAE

Boards and Committees

OSAE sets the "PACE™ Premier Auditing, Consulting, and EvaiuH 3

OSAE INFORMATION

=3

s OSAE RESOURCES

FI$Cal Resources

OSAE Overview

Peer Review Report

Audit Reports
Single Audits ..
Directory of State
Internal Audit
Organizations (.pdf, >1 MB)

State Leadership
Accountability Act
(

Bond Accountability/
Oversight and fudits

5. Click link, this will direct you to the SLAA website.
6. Click the link under the heading “Web Portal Link”.

¥

Budgeting

Skip to: Content | Footer | Accessibility

Search

WELCOME TO THE CALIFORNIA

Accounting | Audits

Finance Director

Michael Cohen

FEATURED LINKS
Assembly Bill 1468 Report

Awards for Innovation in

GOV DEPARTMENT OF FINANCE

Bulletins and Reports | Consulting and Training

nd Evaluations | Research | IT Policy

-» Audits and Evaluations -» SLAA

Legislative Analyses | Boards and Committees

Home -» Statewide Responsibilities

State Leadership A

Government Code sections 13400 through 13407, known as the State Leadership
Accountability Act (SLAA), was enacted to reduce the waste of resources and strengthen
internal control. SLAA requires each state agency to maintain effective systems of
internal control, to evaluate and monitor the effectiveness of these controls on an ongoing
basis, and to biennially report on the adequacy of the agency's systems of internal
control.

Government Code sections 13400 through 13407 were previously known as the Financial

Higher Education Integrity and Slate_Manager‘s Accountability Act_of 1_983 {F_ISMA). The code sections
: were recently modified and updated through legislative action including a name change
Designated Census Tracts to SLAA. For the next several weeks, Finance will be updating information to reflect
for the New Employment SLAA
Credit )
FISCal Resources .
Major Regulations Web Portal Link
E\m.‘_"ﬁm”" 1H -» hitps://slaa.dof ca.govi Updated November 2, 2015
Redevelopment Agency
Dissolution

Senate Bill 105 Final Report
D ewdined)

Reporting
> Non-Comoliers List Updated October 28, 2075

Fl$Cal Resources

OSAE INFORMATION
» QSAE Overview

-#» Directory of State
Internal Audit
Qrganizations (pdf, >

-3 State Leadership
Accountability Act

(SLAA)

i

-%»  Bond Accountability/
Oversight and Audits

CONTACT OSAE

1 MB)

m

7. You will be directed to the SLAA web portal Sign In page.
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SLAA Web Portal Access

Sign In
1. Go to hitps://SLAA.dof.ca.gov or the DOF/SLAA webpage.

2. Enter your username in the Username field.
a. Username is the username assigned to you through e-mail when you were
added as a contact for the SLAA portal.
3. Enter your password in the Password field.
a. The password is a minimum of 8 characters and must include 1 number. (e.g.
passwordl)
4. Click Sign In to access your entity’s SLAA web portal.

Sign In

é i erame:
) Password:

—> Ell

Forgot Usemame  Forgot Password Reset Password

Legal Disclaimer

Access to this website is restricted. The California Department of Finance (Finance) provides you with a username and
password to enable you to access this website. You must ensure that the username and password are kept confidential.
The data captured by this website are seli-reported by agencies. Finance accepts no responsibility for any information
reported. This website is provided "as is" without any representations or warranties, express or implied.

If you are experiencing difficulties signing in, contact the SLAAhotline@dof.ca.gov.
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SLAA Web Portal Access

Forgot Username

1. Go to hitps://SLAA.dof.ca.gov or the DOF/SLAA webpage.
2. Click Forgot Username.

sign In

Username:

Password:

( Forgot Usemame ) Forgot Password Reset Password

3. The Forgot Username form will appear.

4. Enter your last name as it was entered into the Contact Information page of the SLAA
web portal.

5. Enter your work e-mail address as it was entered into the Contact Information page of
the SLAA web portal.

6. Click Submit.

Forgot Username ® ‘

To retrieve your username, please provide the following
information:

=3 Last Name: | | ‘

— Work E-mail:
— S

7. An e-mail from the SLAA hotline will be sent to your e-mail address providing you with
your SLAA web portal username.

8. Once you have received your username, go to https://SLAA.dof.ca.gov and follow
instructions for Sign In.

If you are experiencing difficulties receiving your username, please contact the
SLAAhotline@dof.ca.gov.

12



SLAA Web Portal Access

Forgot Password if Username is Known

1. Go to hitps://SLAA.dof.ca.gov or the DOF/SLAA webpage.
2. Click Forgot Password.

o0k w

sign In

Username:

Password:

Forgot Usemame < Forgot Password ) Reset Password

The Forgot Password form will appear.

Enter your username in the Username field.

Enter your work e-mail address in the Work E-mail field.
Click Submit.

Forgot Password 3

To receive a temporary password, please provide the
following information:

— Username: [

— Work E-mail:

—

Continue to Step 7. n—

13



SLAA Web Portal Access

7. A notice will be sent to the e-mail address provided with your temporary password.

= u )G e ¥ |- Mew password generation - Message (Plain Text)
Message Developer & e
By x i Reply m E Telework Request @ @v % Mark Unread aTB i) Q
@ Reply All E Absence Request |~ =E Categorize = % -
%- Delete %- — Move - Translate Zoom
i) Forward i To Manager - - ¥ Follow Up - - [
Delete Respond Quick Steps a Move Tags P Editing Zoom
From: SLAAHotine Sent: NG
To: I
Co
Subject: Mew password generation
£
New password has been generated. E
d |
Your new password is: 1s7ThODX]7bx €@
You have to reset your password in order to access State Leadership Accountability Act (SLAA) web portal.

8. When the temporary password is received, go to https://SLAA.dof.ca.gov to change your

password.

9. Type your username and temporary password in the corresponding fields. Click Sign
In. You will be redirected to Reset Password.

10. Follow instructions for Reset Password beginning at Step 3.

If you are experiencing difficulties receiving a temporary password, please contact the
SLAAhotline@dof.ca.gov.

14



SLAA Web Portal Access

Forgot Password if Username is Unknown

1. Go to hitps://SLAA.dof.ca.gov or the DOF/SLAA webpage.
2. Click Forgot Username.

Sign In

Username:

Password:

‘ Forgot Usemame ’ Forgot Password Reset Password

3. The Forgot Username form will appear.

4. Enter your last name as it was entered into the Contact Information page of the SLAA
web portal.

5. Enter your work e-mail address as it was entered into the Contact Information page of
the SLAA web portal.

6. Click Submit.

Forgot Username x J

To retrieve your username, please provide the following
information:

3> Last Name: ‘ | | i
m—3 Work E-mail:

e o Submit

7. A notice will be sent to your e-mail address providing you with your SLAA web portal
username.

Continue to Step 8. e—t

15



SLAA Web Portal Access

8. Once your username is received, go to https://SLAA.dof.ca.gov. Click Forgot
Password.

Sign In

Username:

Password:

Forgot Usemame < Forgot Password ) Reset Password
9. The Forgot Password form will appear.

10. Enter your username in the Username field.

11. Enter your work e-mail address in the Work E-mail field.
12. Click Submit.

Forgot Password

To receive a temporary password, please provide the
following information:

— Username: [

=3 Work E-mail:

—

Continue to Step 13,  —f

16



SLAA Web Portal Access

13. A notice will be sent to the e-mail address provided containing your temporary password.

B | ﬂ U e ¥ MNew password generation - Message (Plain Text)
Ea@ Message Developer & e
& i Reply py | TeleworkRequest @ - (3 Mark Unread a% 84 Q
@ Reply All E Absence Request |~ =E Categorize ~ %'
&v Delete | - | —1| Move - | | Translate | Zoom |
i Forward E2 To Manager = - ¥ Follow Up = - [P
Delete Respond Cuick Steps [P} Move Tags P Editing Zoom
From: SLAAHotine sent: NG
To: ]
Cc
Subject: MNew password generation
£
New password has been generated. [4]
i !

Your new password is: s7TThODX]7hy  (Emmm—

You have to reset your password in order to access State Leadership Accountability Act (SLAA) web portal.

14. When the temporary password is received, go to https://SLAA.dof.ca.gov to change your

password.

15. Type your username and temporary password in the corresponding fields. Click Sign

In. You will be redirected to Reset Password.
16. Follow instructions for Reset Password beginning at Step 3.

If you are experiencing difficulties receiving your username or a temporary password, please
contact the SLAAhotline@dof.ca.gov.

17



SLAA Web Portal Access

Reset Password

1. Go to hitps://SLAA.dof.ca.gov or the DOF/SLAA webpage.
2. Click Reset Password.

sign In
Username:

Password:

Forgot Usemame  Forgot Password ‘ Reset F’assword)’
3. Enter your username.

4. Enter your current or temporary password in the Current Password field.
5. Enter a new password in the New Password field.

a. Passwords are case sensitive and at least 8 characters with one number.

b. Each requirement must be met to change password.

Reset Your Password
Usermname: deptjdoe

__9 ClltGUt Pascwoids | e Password must include®
«” Atleast one letter

—9 New Password: | --------- " Al least one number
«” Be atleast8 characters

Confirm Password:
Save

6. Retype your new password in the Confirm Password field.
7. Click Save.

Current Password: | s=sseees

Password must include:

New Password: | -=rereee-
« Atleastone letter

: ( " Atleastone number
—» Confirm Password: | --------

L Be at least 8 characters
¥ Password confirmation must match
——a Save

8. A message will appear stating your password has been changed. Click Ok.
9. You will be directed to the Sign In page.
10. Sign in using your username and your new password.

If you are experiencing difficulties resetting your password, please contact the
SLAAhotline@dof.ca.gov.

18



SLAA Homepage

The SLAA homepage is the first screen you will see when signed into the web portal. The
homepage is designed to give you needed information regarding your reports in one place. The
homepage allows each entity to view information regarding reports that have been submitted or
accepted and the due date of the next report. You will also be able to access the current report
based on the button you select for your entity’s SLAA report, Corrective Action Plan, or Fraud
and Loss report.

The homepage displays a SLAA status based on your entity’s report submissions. The SLAA
status informs you whether your entity is or is not compliant with California Government Code
sections

13400-13407.

Example: Your entity failed to submit a corrective action plan (CAP) due June 30, 2014;
the SLAA status on your entity’s homepage will read Non-Compliant because of the
failure to submit the CAP on time.

The SLAA status can change if your entity submits the late CAP or submits the CAP due
December 31, 2014 on time.

At the top of the homepage, there are six tabs. Each tab redirects you to a different part of the
web portal.
1. SLAA Home—directs you back to your entity’s homepage from anywhere in the portal.
2. Contact Information—directs you to the contact page where you can add, edit, or
delete contacts.
3. SLAA Reports—directs you to your entity’s current SLAA report.
4. Corrective Action Plans—directs you to your entity’s current corrective action plan, if
applicable.
5. Emerging Risks—coming soon!
6. Fraud and Loss—coming soon!

19



SLAA Homepage

K <— Welcome, Department of General Services!

SLAA Home Contact Information SLAA Reports Corrective Action Plans Emerging Risks Fraud and Loss

A 7 —— Rl R\]

F G v
2015 SLAA Cycle
B
SLAA Status: SLAA Report Iﬁle
D C <— Non-Compliers List

N

SLAA Report Corrective Action Plan Fraud and Loss Report

2015 Report Due: December 31, 2015 Not Currently Due Coming soonl

Current Report Current Corrective Action Plan Current Report

E

The Department of Finance welcomes you to the State Leadership Accountability Act (SLAA) reporting portal. M
SLAA requirements are found at Government Code sections 13400-13407

This site was created and is maintained by the California Department of Finance. For any issues please contact the SLAA Hotline

See legend at next page.

20



SLAA Homepage

®m o owp

rx

Current SLAA Cycle
SLAA Status of Entity—See Appendices for status definitions.
Non-Compliers List—directs you to the current Non-Compliers list posted the SLAA
website at www.dof.ca.gov/osae/FISMA.
SLAA Reports, Corrective Action Plans, and Fraud and Loss Reports—this section
shows:

a. Due dates of the corresponding reports.

b. When your entity has submitted the corresponding report.

c. When Finance has accepted the corresponding report.
Current Report and Current Corrective Action Plan Buttons—directs you to the
beginning page of the current corresponding report, including reports in process.
SLAA Home Tab—directs you to the home page from anywhere in the portal.

. Contact Information Tab—directs you to the Contact page.

a. See Contact Information for further instruction.
SLAA Reports, Corrective Action Plans Tabs—directs you to the corresponding
reports.
Emerging Risks Tab—directs you to the Emerging Risks homepage.
a. See Emerging Risks for further instruction.
i. Emerging Risks will be available in the future.
Fraud and Loss Tab—directs you to the Fraud and Loss homepage.
a. See Fraud and Loss for further instruction.
i. Fraud and Loss Reporting will be available in the future.
Entity Name
SLAA Banner—features the State Leadership Accountability Act (SLAA) title and the
Sign Out icon, this banner will appear on every window in the portal.
a. Click the State Leadership Accountability Act (SLAA) title on any window within
the portal to be brought back to the home screen.
b. Click Sign Out to sign out of the portal.

. SLAA Hotline—Send e-mail to the SLAA hotline.

21



SLAA Homepage
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Contact Information

The Contact Information page lists every person within your entity that has access to the SLAA
web portal (portal). Access to the portal is determined by the level of authorization given to the
contact when they are added. The levels of authorization are as follows:

1. Agency Head

2. Primary Contact

3. SLAA Administrator

4. Resource (Additional Resources with Portal Access)

The Agency Head and Primary Contact are the only contacts with authorization to sign and
submit reports. Also, the Agency Head, Primary Contact and the SLAA Administrator are the
only contacts who have the ability to add, delete, or edit contacts and entity headquarters
information.

Designated Agency Monitors are appointed by the Agency Head. Those appointed to the role
must be added as a contact to the portal. This information is required for the Ongoing
Monitoring component of the SLAA reports.

To determine the level of authorization for a contact, please see Appendices.

23



Contact Information
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Contact Information

Add Contact or Additional Resource with Portal Access

1. Go to https://SLAA.dof.ca.gov or the DOF/SLAA webpage, sign into the SLAA web
portal.
1. Click the Contact Information tab on your entity’s home screen.

\Welcome, State Lands Commission!

SLAA Home SLAA Reports Corrective Action Plans Emerging Risks Fraud and Loss

.
2. Scroll to the bottom of the page and click on to access the Add New
Contact or Resource form.

For steps 4-10, see Add New Contact or Resource form below. All fields must be completed
except the Prefix and the Ext.

Select appropriate Title (Mr., Ms., Mrs., Dr.) from the drop down menu.
Enter contact’s first and last name in the Name field.
Enter contact’s current Job Title, e.g. Grants Manager, Enterprise Risk Manager.
Enter contact's Work Phone Number and Work E-mail in the corresponding fields.
Select contact’s Level of Authorization from the drop down menu.

a. See Appendices for definitions.
Check the box if the contact has been selected by the Agency head as a Designated
Agency Monitor.
9. Click Save after all information has been entered correctly.
a. A message will appear stating “New Contact is successfully added.”

Nookw

o

| Add New Contact or Resource x |

4 > prefix: »| Name: Name < 5

6 > Job Title: Director of Produce Sales

Work Phone Number: (XXX) XXX-XXXX Ext: XXX
7 Work E-mail:

johnsmith@agency.ca.gov Level of Authorization:

‘ Resource v ‘

sty o Head
Level of Authorization: Rachiice v | €= 8 Ct Primary
o Admin
Check if Designated Agency Monitor | | < 9 Resource

10— :

The new contact will need to reset their password once sign in information is received. See
Reset Password for further instructions. If the contact does not appear, contact the
SLAAhotline@dof.ca.gov.

25



Contact Information

Edit Entity Information

1. Go to https://SLAA.dof.ca.gov or the DOF/SLAA webpage, sign into the SLAA web
portal.

Click the Contact Information tab on your entity’s home screen.

Located at the top of the Contact Information page is your entity’s main address.
Click Edit.

Contact Information

SLAA Home Contact Information SLAA Reports Corrective Action Plans Emerging Risks Fraud and Loss

Department of General Services

pwnN

111 Example Blvd.
Sacramento, CA 95814

ﬁ

5. The Edit Entity Information form will appear with your entity’s current address
prepopulated.

Click the field(s) you wish to edit.

Click Save after edit(s) are completed.

N o

| Edit Entity Information x

Street Address:

111 Transportation Way

City:

Sacramento

State:

CA

Zip:
95814

I <

26



Contact Information

Edit Contact or Additional Resource

1. Go to https://SLAA.dof.ca.gov or the DOF/SLAA webpage, sign into the SLAA web
portal.
2. Click the Contact Information tab on your entity’s home screen.

Contact Information

SLAA Home Contact Information SLAA Reports Corrective Action Plans Emerging Risks Fraud and Loss

3. Find the contact you wish to edit and click Edit.

Primary Contact
Jane Doe
Deputy Director
(916) 555-555 ext. 1153
jane_doe@dof.ca.gov

Additional Role: Designated Agency Monitor

—
OR
Additional Resources with Portal Access
Name Job Title Work Phone Number Role Updates
John Smith Analyst (916) 555-5555 ext. 9999 Designated Agency Monitor [ o |

A\ Be sure to select the corresponding edit button with the contact you wish to edit.

4. The Edit Contact or Resource form will appear with the current contact information
prepopulated.
5. Edit the field(s) to make changes.

‘ Edit Contact or Resource x
Prefix: | g »| Name: | j5.0 gmith
Job Title:  Chief Operating Officer
Work Phone Number: (916) 222-2220 Ext: ‘ 5555 ‘
Work E-mail:

nicole.shane@dof.ca.gov

Level of Authorization: Admin ¥

Check if Designated Agency Monitor |J‘

—> T

6. Click Save after edit(s) are completed.

27



Contact Information

Delete Contact
1. Go to https://SLAA.dof.ca.gov or the DOF/SLAA webpage, sign into the SLAA web

portal.
2. Click the Contact Information tab on your entity’s home screen.

Welcome, State Lands Commission!

SLAA Home SLAA Reports Corrective Action Plans Emerging Risks Fraud and Loss

3. Click Delete on the contact you wish to delete.

Primary Contact

Jane Doe

Deputy Director

(916) 555-555 ext. 1153
jane.doe@dof.ca.gov

Additional Role: Designated Agency Monitor

o <
OR
Additional Resources with Portal Access
Name Job Title Work Phone Number Role Updates J
John Smith Analyst (916) 555-5555 ext. 9999 Designated Agency Monitor [ Eat |

A\ Be sure to select the corresponding delete button with the contact you wish to delete.

4. A message will appear confirming that you wish to delete contact. Click OK.
5. The contact will automatically be removed from the Contact Information page.

Note: If a new Agency Head has been appointed to your entity, please inform SLAA team
through the SLAA hotline to update the Agency Head.

28



SLAA Reports

The SLAA web portal (portal) is designed to create a standardized way for every state entity to
fulfill the reporting requirements. Your entity’s SLAA report is required to be submitted by
December 31, every odd-numbered year.

Each required section’s text fields must be completed before your entity’s SLAA report can be
submitted. The SLAA report consists of five different sections:

Introduction/Background

Risk Assessment Process
Evaluation of Risks and Controls
Ongoing Monitoring

Conclusion

arowoN=
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Access to SLAA Reports

1. Go to https://SLAA.dof.ca.gov or the DOF/SLAA webpage, sign into the SLAA web
portal.
2. Click SLAA Reports or Current SLAA Report.
a. Either button will direct you to the Introduction page of the SLAA report.

Welcome, Department of General Services!

SLAA Home Contact Information SLAA Reports Corrective Action Plans Emerging Risks Fraud and Loss

1

2015 SLAA Cycle

SLAA Status: SLAA Report Due

Non-Compliers List

SLAA Report Corrective Action Plan Fraud and Loss Report

2015 Report Due: December 31, 2015 Not Currently Due Coming soon!

Current Report h Current Corrective Action Plan Current Report

The Department of Finance welcomes you to the State Leadership Accountability Act (SLAA) reporting portal
SLAA requirements are found at Government Code sections 13400-13407.

This site was created and is maintained by the California Department of Finance. For any issues please contact the SLAA Hotline

Note: You can view a submitted report, but you cannot make changes to a submitted report.

31
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SLAA Report Sections

Introduction

The portal has included introductory language that will appear on the final report. This language
cannot be changed or deleted. Your entity’s name is populated to identify the report as yours.

Along with the introduction language, you are asked to provide background information
regarding your entity. The background information of your entity may include:
e Mission and goals
Strategic initiatives
Core values and principles
Critical business functions, objectives, and activities
The history and duties of your entity

Important: If your entity reports for multiple entities on the same report, you must list each
entity in the background section of the report. The Agency Head was previously notified of this
reporting requirement.
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Introduction

1. Read the provided language.
a. This language is standard and cannot be edited.
b. This language will appear on the printed version of your entity’s SLAA report.
2. Read instructions provided above text box and the suggested topics that appear within
the text box.
a. The suggested topics will disappear once you begin typing in the text box.
3. Describe your entity’s background in the text box.
a. This information can be typed or copied and pasted from a word document.
b. You have a character limit of 25,000 maximum. Text will stop at the character
limit.

SLAA Report

SLAA Home Contact Information SLAA Reports Corrective Action Plans Emerging Risks Fraud and Loss

Introduction Risk Assessment Process Evaluation of Risks and Controls Ongoing Monitoring Conclusion

INTRODUCTION

In accordance with the State Leadership Accountability Act (SLAA), the Department of Demonstrations and Examples
submits this report on the review of our systems of internal control and monitoring processes for the biennial period
ended December 31, 2015.

Should you have any questions please contact Jane Doe, Deputy Director, at (916) 555-5555 ext. 2222,
jane.doe@example.ca.gov

Briefly give a background of your entity.

Must include:
« All entities under your reporting responsibility
Consider including

«+ Mission and goals

« Strategic initiatives, core values/principles

« Critical business functions, objectives, and activities
« History and statutory duties

‘ Save Progress I Print Report

4. Click Save Progress to save the information you have entered.
5. Click Next to proceed to the next section of the SLAA report.
Or
6. To proceed to a different section within the SLAA report, select the corresponding page

link.

Note: Information will be lost if you do not save progress before navigating away from the SLAA
report section.



SLAA Report Sections

Risk Assessment Process

The risk assessment process section of the report allows you to describe management’s
process for identifying the risks that may affect your entity’s ability to meet its missions, goals,

and objectives.
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Risk Assessment Process

1.

Read instructions provided above text box and the suggested topics that appear within
the text box.
a. The suggested topics will disappear once you begin typing in the text box.

2. Describe your entity’s risk assessment process in the text box.

a. This information can be typed or copied and pasted from a word document.
b. You have a character limit of 4,500 maximum. Text will stop at the character limit.

Introduction Risk Assessment Process Evaluation of Risks and Controls Ongoing Monitoring Conclusion

Risk ASSESSMENT PROCESS

The risk assessment process explains an entity’s process for identifying reported risks.

Briefly describe your risk assessment process used to identify the reported risks affecting the ability to meet entity objectives.

Consider including:

How was the risk assessment performed entity-wide

What management levels were involved

What methods and procedures were used (e.g., surveys, questionnaires, interviews, etc.)
Did the process focus on a specific arealsubject? Why?

Consideration given to risk impact and likelihood

Prior audit findings; include the necessary citations

CG=I=)

w

‘ Save Progress ’ Print Report

Click Save Progress to save the information you have entered.
Click Next to proceed to the next section of the SLAA report.
Or
To proceed to a different section within the SLAA report, select the corresponding page
link.

Note: Information will be lost if you do not save progress before navigating away from the SLAA
report section.
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SLAA Report Sections

Evaluation of Risks and Controls

The Evaluation of Risks and Controls section of the SLAA report has been developed to use
standardized, common language.

Your entity can report up to 50 risks with up to 10 controls per risk.

While describing your entity’s risks, a set of three dropdown fields with menus provide
standardized language to identify the risk.

The three fields are:
e Risk categories—follows current internal control standards
¢ Risk subcategories—allows entities to identify the source of the risk as derived internally
or externally
¢ Risk factors—a broad area that helps define the risk

Based on your selections, the risk subcategory and risk factor dropdown menus change to
reflect the previous selection.

The risk, control(s), and the control implementation status are entered in this section. The
implementation status of the control must be selected to submit the report.

For further information regarding the control implementation status, see Appendices.
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Evaluation of Risks and Controls

Risks

The risk subcategory drop down menu and the risk factor drop down menu are dynamic
based on the prior drop down menu selections. See the Risks and Definitions document for a
complete list of risk categories, subcategories, and factors.

1. The Evaluations of Risks and Control section will automatically provide a blank form for
Risk 1.

2. Select the Risk Category for Risk 1 from the first drop down menu labeled “What is being
affected?”

Introduction Risk Assessment Process Evaluation of Risks and Controls Ongoing Monitoring  Conclusion

EVALUATION OF RISKS AND CONTROLS

“ Risk 1 ‘

Risk 1 Click here for the complete guide of SLAA Risks and Definitions

What is being affected?

| v

Operations

Reporting
Compliance

3. A definition will appear for the Risk Category Selected.
a. If the Risk Category selected is not what you intended after reading the definition,
select a different Risk Category.
b. The link in the upper right hand side can direct you to the complete guide of
SLAA Risks and Definitions.

Introduction Risk Assessment Process Evaluation of Risks and Controls Ongoing Monitoring Conclusion

EVALUATION OF RISKS AND CONTROLS

“ Risk 1 ‘

Risk 1 Click here for the complete guide of SLAA Risks and Definitions
What is being affected?
Operations ¥
: \|\ |

Effective and efficient functions to achieve an entity’s mission or objectives.
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Evaluation of Risks and Controls

4. Move to the second drop down menu and select the risk subcategory labeled “Where
does the problem originate?”

a. If the Risk Category selected is Reporting, the drop down menu will be labeled as

“Is the report used internally or externally?”

What is being affected?

Operations ¥

Effective and efficient functions to achieve an entfity’s mission or objectives.

Where does the problem originate?

Internal

5. A definition will appear for the Risk Subcategory Selected.
a. If the Risk Subcategory selected is not what you intended after reading the
definition, select a different Risk Subcategory.

Risk 1 Click here for the complete guide of SLAA Risks and Definitions

What is being affected?

Operations ¥

Effective and efficient functions to achieve an entity’s mission or objectives.
Where does the problem originate?

Internal v

5a

\ Risks originating within an entity affecting its ability to effectively and efficiently achieve its mission or
objectives.

6. Select the risk factor from the third drop down menu labeled “What is or may be the
risk?” See Selecting Other if your entity’s risk factor is not listed.

( What is or may be the risk? ]

| v

FI$Cal Conversion

MNew System Implementation (Other Than FI$Cal)

Organizational Structure

Oversight, Monitoring, Internal Control Systems

Physical Resources—Maintenance, Upgrades, Replacements, Security
Program/Activity—Changes, Complexity

Resource Management

Staff—Safety

Staff—Training, Knowledge, Competence

Technology—Data Security

Technology—Inadequate Support, Tools, Design, or Maintenance
Technology—Outdated, Incompatible

Workplace Environment

Other
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Evaluation of Risks and Controls

Note: The completed view of the risk selections with definitions is shown below.

Introduction  Risk Assessment Process Evaluation of Risks and Controls Ongoing Monitoring  Conclusion

EVALUATION OF RIsks AND CONTROLS

“ Risk 1 ‘

What is being affected?

Operations v

Effective and efficient functions to achieve an entity’'s mission or objectives.
Where does the problem originate?
Internal v
Risks originating within an entity affecting its ability to effectively and efficiently achieve its mission or
objectives.
What is or may be the risk?
Staff—Key Person Dependence, Succession Planning v

Loss of institutional knowledge due to heavy reliance on staff who may become temporarily or permanently
unavailable.

7. Read instructions provided above the text box and the suggested topics that appear

within the text box.

a. The suggested topics will disappear once you begin typing in the text box.

8. Describe your entity’s risk in the text box.

a. The risk description can be typed or copied and pasted from a word document.

Risk 1 Click here for the complete guide of SLAA Risks and Definitions

b. You have a character limit of 2,500 maximum. Text will stop at the character limit.

Describe the risk.

Consider including:

\ « Description of the risk
» How the risk affects your entity

« Why the risk affects your entity

If new system implementation, please include system name.
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Evaluation of Risks and Controls

How Was Risk Identified
9. Select how your entity’s risk was identified from the How Was Risk Identified drop

down menu.

How was risk identified? How was risk identified?
N S —— ’

Audit Report
Ongoing Monitoring
Risk Assessment

1, 2, 3, etc. | Other

List risk ranking within report

Control A BLEES

See Selecting Other if your entity’s risk identifier method is not listed.

Risk Ranking
Your entity must select the order the risks appear in your SLAA report.

10. In the List Risk Ranking within Report field, enter a number to determine the order in
which your risks will be listed. i.e. 1, 2, 3, 4... etc. relative to the number of risks your

entity has.

List risk ranking within report

—— 1, 2, 3, etc.

Control A BLEES

Note: The risk ranking you chose will not appear immediately. To view the new order of your
entity’s risks follow instructions below.

1. Click Save Progress and exit the SLAA Report by clicking SLAA Home.

2. Click SLAA Reports on the SLAA Home Page.

3. Click the Evaluations of Risks and Controls link.

4. Your entity’s risks will reflect the updated order that you have selected.

11. Continue forward to Controls for instructions on how to enter your entity’s controls for
each risk.
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Evaluation of Risks and Controls

Selecting Other

Risk Factor
Other may be used if your entity has risk that is not listed in the populated drop down menu.

1. Select Other from the Risk Factor drop down menu.
2. A text box will appear under the drop down menu.
3. Give a brief descriptive label for your entity’s risk.

What is or may be the risk?

_— | Other ':

A risk that cannot be clearly defined in another category.
Describe the risk factor used to help identify the risk.
Other Risk Factor - maximum of 50 characters

4. Return to Step 7 under Risks.

How Was Risk Identified
Other may be used if your entity’s risk was identified through a process not listed in the
populated drop down menu.

1. Select Other from the How Was Risk Identified drop down menu.
2. A text box will appear under the drop down menu.
3. Give a brief descriptive label for your entity’s process of identifying the current risk.

How was risk identified?

—%‘ Other v
Describe method used to identify the risk
Other Method - maximum of 50 characters
List risk ranking within report
1, 2, 3, etc.
| Control A BREES ® |

4. Return to Step 10 under Risk Ranking.
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Evaluation of Risks and Controls

Add New Risk

1. Click Add New Risk located at the bottom of the page.

EvALUATION OF RiISKS AND CONTROLS

IC
Add New Control

Add New Risk

2. You will be redirected to the top of the page, on a blank risk tab labeled Risk 2 or the

next sequential number.

EVvALUATION OF RISKS AND CONTROLS

Risk 2

Risk 2

Delete

L

What is being affected?

Click here for the complete guide of SLAA Risks and Definitions

3. Return to Steps 2-11 of Risks for each risk added.
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Evaluation of Risks and Controls

Delete Risk

1. Click Delete next to the risk title.
Or

2. Click the X by hovering cursor over the upper right hand side of the risk tab you wish to
delete.

EVALUATION OF RISKS AND CONTROLS

‘ Risk 1 | Risk2 C"> Risk 3

Risk 2 <

Click here for the complete guide of SLAA Risks and Definitions
What is being affected?

Operations ¥

3. A message will appear confirming that you wish to delete the risk.

The page at 10.0.50.34:9090 says: x

You are about to delete Risk 2.

By deleting this risk, all control information entered will also
be deleted.

Click OK to delete this risk.

OK Cancel

4. Click OK.

Note: Deleting a risk will delete all of the information listed on the risk’s tab, including the
control(s).
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Evaluation of Risks and Controls

Controls

1. Read instructions provided above the Control A text box and the suggested topics that
appear within the text box.
a. The suggested topics will disappear once you begin typing in the text box.
2. Describe your entity’s control designed to help mitigate the related risk.
a. Control A can be typed or copied and pasted from a word document.
b. You have a character limit of 2,500 maximum. Text will stop at the character limit.

Control A == X
Describe the control designed to help mitigate the risk.

1a Consider including:

\ « Description of the control

« How the control helps to mitigate the risk
« [f the control is new or existing

3. Select Control A Implementation Status from the radials at the bottom of the text box.
For definitions of each status, see Appendices.

| © Fully Implemented ) Partially Implemented ) Not Implemented
K N
A AN N\

Add New Control

Add New Risk

<oac

4. Click Save Progress to save the information you have entered.
5. Click Next to proceed to the next component of the SLAA report.
Or
6. To proceed to a different component within the SLAA report, select the corresponding
page link.

Note: Information will be lost if you do not save progress before navigating away from the SLAA
report section.

45



Evaluation of Risks and Controls

Add New Control

1. Click Add New Control located beneath the last control text box.

© Fully Implemented O Partially Implemented

© Not Implemented

Add New Risk

Add New Control b

2. A new text box will appear labeled Control A, Control B, Control C, Control D, etc.

Control A

Describe the control designed to help mitigate the risk.

Consider including:

« Description of the control
« How the control helps to mitigate the risk
« Ifthe control is new or existing

O Fully Implemented O Partially Implemented

) Not Implemented

Control B

Describe the control designed to help mitigate the risk.

Consider including:

= Description of the control
= How the contral helps to mitigate the risk
« Ifthe control is new or existing

O Fully Implemented ) Partially Implemented

) Not Implemented

Add New Control

3. Repeat steps to add new control.
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Evaluation of Risks and Controls

Delete Control

1. Click Delete next to the control title.
Or

2. Click the X in the upper right hand side of the control text box you wish to delete.

Control A C

Describe the control designed to help mitigate the risk.

3. A message will appear confirming that you wish to delete the control.

The page at https://SLAA.dof.ca.gov says: x

You are about to delete Risk 2 Control A You will only be
able to delete the information provided for the control.

Click OK to delete this contral.

—_— OK Cancel

4. Click OK.

Note: Deleting a control will only delete the control selected.

©
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Evaluation of Risks and Controls
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SLAA Report Sections

Ongoing Monitoring

Ongoing monitoring is reported in your SLAA report beginning in 2015.

SLAA requires that your entity state whether you comply, partially comply, or do not comply with
Government Code.
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Ongoing Monitoring

1. Select the statement that applies regarding compliance with Government Code sections
13400-13407 for ongoing monitoring.

Ongoing Monitoring

ONGOING MONITORING

Refer to California Government Code sections 13400-13407 and the Department of Finance Ongoing Monitoring General
Framework and Guidelines.

—% * Through our ongoing monitoring processes, the Department of General Services reviews, evaluates, and improves our
systems of internal controls and monitoring processes. As such, we have determined we cumelz with California
Government Code sections 13400-13407.

!

Through our ongoing monitoring processes, the Department of General Services reviews, evaluates. and improves our
systems of internal controls and monitoring processes. The Department of General Services is in the process of formalizing
and documenting our ongeing monitoring and as such, we have determined we partially comply with California Government
Code sections 13400-13407. -

ﬁ Through our ongoing monitoring processes, the Department of General Services reviews, evaluates. and improves our
systems of internal controls and monitoring processes. The Department of General Services has not begun the process of
formalizing and documenting our ongoing monitoring and as such, we have determined we do not comply with California
Government Code sections 13400-13407. -

2. The Roles and Responsibilities information will populate based on the selections made
for Monitoring on the Contact Information page.

a. The Agency Head will populate only if there is an Agency Head named on the
Contact Information page.

b. If names are not populated in this section, see Contact Information.

LRoles and Responsibilitie}

As the head of Department of General Services, John Doe, Director, is responsible for the overall establishment and
maintenance of the internal control system. We have identified Jane Doe, Deputy Director, John Smith, Chief Operating
Officer, as our designated agency monitor(s).

3. Scroll down to the following three text boxes labeled: Frequency of Monitoring
Activities, Reporting and Documenting Monitoring Activities, and Procedures for
Addressing Identified Internal Control Deficiencies.

Continue to Step 4~ e—l

50



Ongoing Monitoring

4. Read instructions provided above the Frequency of Monitoring Activities text box and

the suggested topics that appear within the text box.
a. The suggested topics will disappear once you begin typing in the text box.

5. Describe your entity’s frequency of monitoring activities in the text box.
a. This information can be typed or copied and pasted from a word document.
b. You have a character limit of 1,250 maximum. Text will stop at the character limit

Frequency of Monitoring Activities
Describe the frequency of planned monitoring activities within your entity.
Consider including:

\ « The frequency of separate evaluations
« The frequency of planning/prioritizing monitoring activities

« The frequency of monitoring results updates

4a

6. Read instructions provided for the Reporting and Documenting Monitoring Activities
text box and the suggested topics that appear within the text box.
a. The suggested topics will disappear once you begin typing in the text box.
7. Describe your entity’s reporting and documenting monitoring activities in the text box.
a. This information can be typed or copied and pasted from a word document.
b. You have a character limit of 1,250 maximum. Text will stop at the character limit.

Reporting and Documenting Monitoring Activities
Describe how monitoring activities will be reported internally to members of the management team.

Consider including:

6a « The individuals responsible for performing monitoring functions

\ + How monitoring results will be documented

« Where monitoring results will be documented
« Forms of communicating the monitoring results within the entity
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Ongoing Monitoring

8. Read instructions provided above the Procedures for Addressing Identified Internal
Control Deficiencies text box and the suggested topics that appears within the text box.
a. The suggested topics will disappear once you begin typing in the text box.
9. Describe your entity’s procedures for addressing identified internal control deficiencies in

the text box.
a. This information can be typed or copied and pasted from a word document.

b. You have a character limit of 1,250 maximum. Text will stop at the character limit.

Procedures for Addressing Identified Internal Control Deficiencies
Describe the entity’s procedures for addressing deficiencies identified through the ongoing monitoring process.
Consider including:

\ « The timeframe for deficiencies to be remedied
« How the deficiencies will be reported

« Who receives the deficiency reports

8a

10. Click Save Progress to save the information you have entered.
11. Click Next to proceed to the next component of the SLAA report.

Or
12. To proceed to a different component within the SLAA report, select the corresponding

page link.

Note: Information will be lost if you do not save progress before navigating away from the SLAA
report section.
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SLAA Report Sections

Conclusion

The portal has automated conclusion language that will appear on the final report. This
language cannot be changed or deleted. Your entity’s name is populated to identity the report
as yours.

Along with the conclusion language, you are provided an optional text box for any additional
comments you would like to include regarding your entity’s SLAA reporting process. This
comment field will appear in your entity’s final SLAA report if you decide to include additional
comments. This comment field is the only field within the SLAA report that is allowed to be blank
when you submit your report.

Important: Only the Agency Head and the Primary Contact are authorized to sign and submit
the SLAA report.
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Conclusion
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Conclusion

1. The Conclusion language is standard and cannot be edited. This language will appear
on the printed version of your entity’s SLAA report.

Introduction Risk Assessment Process Evaluation of Risks and Controls Ongoing Monitoring Conclusion
CONCLUSION

The Department of Demonstrations and Examples strives to reduce the risks inherent in our work and accepts the responsibility to continuously
improve by addressing newly recognized risks and revising risk mitigation strategies. | certify our systems of internal control and monitoring
processes are adequate to identify and address material inadequacies or material weaknesses facing the organization.

The following text box is optional. Your entity may include additional comments regarding your
entity’s SLAA process in your SLAA report.

1. Read instructions provided above text box and the suggested topics that appear within
the text box.
a. The suggested topics will disappear once you begin typing in the text box.
2. Enter comments regarding your entity’s SLAA process in the text box.
a. This information can be typed or copied and pasted from a word document.
b. You have a character limit of 750 maximum. Text will stop at the character limit.

Additional comments

This field is optional to provide additional comments about your entity's SLAA process

“I understand my typed name in the Electronic Signature field constitutes a legally valid signature and | certify under
penalty of perjury that our systems of internal control and monitoring processes, including ongoing risk management, are
adequate to identify and address material inadequacies or material weaknesses facing the organization.”

Signed By
John Doe Director
dd/mmiyyyy

Submit Report Print Report Upload Cover Page

For instructions regarding the following options, please see Navigation within the SLAA Web
Portal.

e Save progress and navigate away from the SLAA report

e Upload a cover page

¢ Print a draft copy of your entity’s SLAA report
If you are the Agency Head, see Conclusion—Submission for submission instructions on the
next page.
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Conclusion

Conclusion—Submission

Only the Agency Head and Primary Contact listed on the Contact Information page have
authorization to sign the SLAA report.

1. Review the SLAA report to ensure all boxes have been filled out.
a. Only the optional box on the Conclusion page can be empty.
2. Make changes to the SLAA report sections as necessary.
a. Edits to your entity’s SLAA report will not be allowed after you submit the report.
3. Once you have verified that your SLAA report is complete, return to the Conclusion
page.
4. Type your Name in the Signature field under Signed By.
a. Your name should be typed as shown in the Contact Information portal
component tab.
b. Your typed name is your electronic signature.
c. Your job title and current date are automatically populated.

Signed By
John Doe Director

9/1/2015

4 Submit Report Print Report Upload Cover Page

5. Click Submit Report.
a. The Submit Report button will be unlocked only if you have authorization to sign.

6. You will receive a confirmation e-mail from the SLAA hotline verifying that you have
submitted your entity’s SLAA report.
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Corrective Action Plans

Corrective Action Plans (CAP) are created when a control status is submitted as partially or not
implemented. A CAP allows your entity to submit updates on the progress of the control
implementation. Your entity has the ability to summarize progress or create multiple updates
that arise per control. Your entity may add new controls to a CAP if a new control needs to be or
has been developed between CAPs.

There are up to four CAPs in a two-year SLAA cycle. Each CAP is due every six months or until
all controls have been fully implemented. When a control becomes fully implemented, it does
not get carried forward. A CAP period refers to the six months between CAP due dates.

You will receive an e-mail if your entity owes a CAP once your SLAA report has been submitted.
The first CAP is due on the same day as your SLAA report, December 31, odd year.

If your entity submits a June 30, odd year CAP with control status as partially or not
implemented, the risks and controls will populate onto the SLAA report that is due December 31
of that year. At this time, your entity’s management will be able to edit the risks and
corresponding controls, add new risks and controls or delete the risks and controls carried
forward from the June 30 CAP, if they feel the risk is no longer necessary to be identified in the
report.

CAPs may be submitted after the due date for up to three months. Failure to submit your entity’s
CAP will result in a SLAA status of Non-Compliant. This status may change once the required
CAP has been submitted or the next CAP due has been submitted.

Your entity’s due dates, submissions, or acceptance of each CAP period is shown on the
entity’s homepage.

For further information regarding the control status see Appendices.
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Corrective Action Plans

Access to Corrective Action Plans

1. Go to hitps://SLAA.dof.ca.gov or the DOF/SLAA webpage, sign into the SLAA web
portal.

2. Click Corrective Action Plans or View Current Corrective Action Plan.
a. Either button will direct you to the Evaluations of Risks and Controls Update page
of the current Corrective Action Plan.

Welcome, Department of General Services!

SLAA Home Contact Information SLAA Reports Corrective Action Plans Emerging Risks Fraud and Loss

0
2015 SLAA Cycle

SLAA Status: Compliant

Non-Compliers List

SLAA Report Corrective Action Plan Fraud and Loss Report

2015 Report: Submitted December 31, 2015: Due Coming soon!

Current Report Current Corrective Action Plan @ Current Report

The Department of Finance welcomes you to the State Leadership Accountability Act (SLAA) reporting portal
SLAA requirements are found at Government Code sections 13400-13407

This site was created and is maintained by the California Department of Finance. For any issues please contact the SLAA Hotline.

Note: If your Corrective Action Plan (CAP) has been submitted, you will be able to view the final
PDF CAP report by clicking on the date of the CAP on your entity’s home page.

After submission of your current CAP, you can begin filling out your next CAP. You will not be
able to submit the next CAP until one month before the due date.
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Corrective Action Plan Sections

Corrective Action Plan

The Corrective Action Plan (CAP) report has been developed to allow agencies to have a
standardized form to give updates of controls that have been put in place, in progress, or have
yet to be designed.

An update is required for every control with a status of partially or not implemented. The control
update must include the name and job title of the person responsible for making sure the control
is implemented, the anticipated date when the control will be implemented and the current
status of the control. Prior information that appears on each CAP regarding risks, controls, and
updates are locked from further modifications. The only fields that are unlocked for modifications
are the current update text fields.

For further information regarding the control status, see Appendices.
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4a

Corrective Action Plan

1. After clicking on the Corrective Actions Plans (CAP) tab, you will be directed to the
Corrective Action Plan page where you will provide the control updates for the current
CAP period.

2. Risks and controls with a status of partially or not implemented are populated from the
previous report and locked from editing.

3. Scroll down until you see the unlocked Control A Update text box for the current CAP
period outlined in blue.

4. Read instructions provided above the Control A Update text box and the suggested
topics that appear within the text box.

a. The suggested topics will disappear once you begin typing in the text box.
5. Describe your entity’s control updates for the controls listed in the current CAP report.
a. Control updates can be typed or copied and pasted from a word document.
b. You have a character limit of 1,250 maximum. Text will stop once you’ve met the
character limit.

Control A Update - December 31, 2015

Provide an update on the control’s progress to help to mitigate the risk.

Consider including:

\ = Sequence of events that have occurred or will occur during the current CAP period
* Steps designed to implement control
« Limitations or restrictions preventing the implementation of the control.

Person Responsible Job Title Date of Action

® Fully Implemented ) Partially Implemented ) Not Implemented

6. Fillin the Person Responsible and their Job Title responsible for overseeing the
control implementation process.
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Corrective Action Plan

7. Select the Date of Action for control implementation. The Date of Action is a drop down
calendar. Click the arrows next to the month to find the corresponding date.

4] September 2015 0 J

Date of Action

(

Su Mo Tu We Th Fr Sa

1 2 3 4 5
6 7| 8 9 10 11| 12
13| 14| 15| 16 17| 18| 19

20( 21| 22| 23| 24| 25| 26

27 28| 29| 30

Clear

8. Select the Control A Update Status from the radials at the bottom of the text box.
For definitions of each status, see Appendices.

@® Fully Implemented/ /

O Partially Implemented © Not Implemented I

9. If you have more than one risk on your CAP, scroll to the top of the page and click on the
next risk tab to continue your control updates until all updates have been completed.

|DENTIFIED Risks /

Risk 1 Risk 2

10. Click Save Progress to save the information you have entered.

11. Click Next to proceed to the next component of the current Corrective Action Plan.
Or

12. Proceed to a different component within the current Corrective Action Plan by selecting
the corresponding page link.

Note: Information will be lost if you do not save progress before navigating away from the SLAA
report section.
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Corrective Action Plan

Add New Control
If your entity identifies a new control for the risks listed, you may add the control in your current
CAP report.

1. Click Add New Control located below the Control Update text box.

‘ Person Responsible Job Title Date of Action

@® Fully Implemented O Partially Implemented ' Mot Implemented

Add New Control

2. A new control text box will appear.

Person Responsible Job Title Date of Action
@® Fully Implemented O Partially Implemented © Not Implemented
{
Control B X

Describe the control designed to help mitigate the risk.

Consider including:

s Description of the control
+ How the control helps to mitigate the risk

© Fully Implemented © Partially Implemented © Not Implemented

Add New Control

3. Read instructions provided above the new Control text box and the suggested topics
that appear within the text box.
a. The suggested topics will disappear once you begin typing in the text box.
4. Describe your entity’s control designed to help mitigate the risk listed.
a. Control B text box can be typed or copied and pasted into from a word document.
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b. You have a character limit of 2,500 maximum. Text will stop once you’ve met the

character limit.
For definitions of each status, see Appendices.
Control B

Describe the control designed to help mitigate the risk.

Consider including:

s Description of the control
« How the control helps to mitigate the risk

O Fully Implemented O Partially Implemented

5. Select the new Control Status from the radials at the bottom of the text box.

4

) Not Implemented

Add New Control

6. Return to Step 9 under Corrective Action Plan.

You are required to submit an update for your new control at your next CAP.
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Corrective Action Plan Sections

Submission

The Submission page allows either the Agency Head or the Primary Contact to sign and submit
your entity’s current Corrective Action Plan (CAP).

Important: Only the Agency Head and Primary Contact are authorized to sign and submit the
CAP.
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Submission

Only the Agency Head and Primary Contact listed on the Contact Information page have
authorization to sign and submit Corrective Action Plans. If you do not have authorization to sign
and submit the Corrective Action Plan, all signature fields will be locked.

1. Review the current Corrective Action Plan (CAP) to ensure all updates have been filled
out and radials have been selected.
2. Make any changes to the CAP updates and status as you review.
a. Edits to your entity’s CAP will not be allowed after you submit the CAP.
3. Once you have verified that your CAP is complete, return to the Agency Signature
page.
4. Type your Name in the Signature field under Signed By.
a. Your name should be typed as shown in the Contact Information portal
component tab.
b. Your typed name is your electronic signature.
c. Your job title and current date are automatically populated.

Corrective Action Plan Submission
SUBMISSION
“I understand my typed name in the Electronic Signature field constitutes a legally valid signature and | certify under

penalty of perjury that our systems of internal control and monitoring processes, including ongoing risk management, are
adequate to identify and address material inadequacies or material weaknesses facing the organization.”

signed By /
John Doe Director

|Signature | 9/23/2015

( Submit Report Save Progress Print Report Upload Cover Page

5. Click Submit Report.
a. The Submit Report button will only be unlocked if you have authorization to sign.
6. You will receive a confirmation e-mail from the SLAA hotline verifying that you have
submitted your entity’s current Corrective Action Plan.
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Navigating the SLAA Web Portal

The following navigation tools are used for all reporting functions within the SLAA web portal.
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Navigate Away from Reporting Components

1. Click to save the information you have entered.
2. Click SLAA Home or the SLAA Banner to be directed back to your entity’s SLAA home

screen.
Or

3. Click Ikl to log out of the SLAA web portal.

Note: Information will be lost if you do not save progress before navigating away from the SLAA
report component.

Navigate to a Different Section of Reporting Components

1. Click mto view the next section of the report.

2. Click to view the prior section of the report.
Or
3. To proceed to a different section within the report, scroll to the top of the page and select
the corresponding section link.
a. The link will highlight BLUE when the cursor hovers over it.
b. Once the link is selected, it will be BLACK and underlined.

Introduction ' : (Evaluation of Risks and Controls)

3b 3a
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Text Box Formatting

Each component of the State Leadership Accountability Act (SLAA) web portal includes fill in
text boxes. These text boxes allow formatting for bold or italic fonts and bulleting options. The

formatting options appear when you click in the text box.

The diagram below identifies each formatting feature.

A

|

ﬂParagraphs: 0, Words: 0,[Characters: 0/6000 ]‘

B

w >

v

Bold or Italic Font Choices
Bulleting Options—There is an option to use numbers or bullets.

V
C

a. To the right of the bulleting options are indent buttons, these buttons allow you to
adjust the indentations in your text boxes only when using the bulleting options.
i. If a bulleting option is not selected, the indentation buttons are
unavailable.
C. Character Count—the character count varies per text box. If you’ve used all of the
allotted characters, the count turns red and you will be unable to add more characters.
Spaces and punctuation count as characters.

The image demonstrates the formatting tool in a text box.

_ | Paragraphs: 1, Words: 4, Characters: 24/1250

this is a demonstration |

) Fully Implemented

® Partially Implemented

) Not Implemented
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Save PDF Reports

If your entity’s report has not been submitted by your Agency Head or Primary contact, a draft
version of the report can be saved. The draft copy is identified by a DRAFT watermark in the
heading of each page.

If your entity’s report has been submitted by your Agency Head or Primary Contact, a final
version of the report can be saved. The final version is identified by not having a DRAFT
watermark in the heading of each page.

Google Chrome

1. Click Print Report at the bottom of any page within the report.
2. A PDF file of the report will appear in the lower left hand side of your screen. /

S\
q'ﬁ_:l SLAAReport (10).pdf 'l)
3. Click the PDF file. The report will appear in a separate window.
4. Right Click in the window showing the report, select Save as...
Or

5. Click located in the upper right-hand corner of your screen. Select Save page as...
6. A Save As window will open, edit file name if needed and select where you want to save
the report.
@O‘“; » Libraries » Documents » New folder b4 |J.,,|| Search New folder ,Cl|
Organize = MNew folder g= - o
¢ Favorites ~  Documents library P i
M Desktop Mew folder
U8 Downloads MName Date mod‘i_fied Type Size

| Recent Places
Mo items match your search.

[z Libraries

@ Documents
i Music e | m B
File name: 2015 SLAA Report -
Save as type: |Adobe Acrobat Document v]
(*) Hide Folders [ sae ][ conce | |
7. Click Save.
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Save PDF Reports

Mozilla Firefox

1. Click Print Report at the bottom of any page within the report.

2. Select Save File, click OK.

-
Opening SLAAReport.pdf

28|

You have chosen to open:

L] SLAAReport.pdf

What should Firefox do with this file?

which iz Adobe Acrobat Document (7.8 KB)
from: http://lisdev.xserve.dof finance:8080

) Open with

Adobe Reader (default) -

@) Save File

Do this automatically for files like this from now on.

[ oK ] — ]

3. A Save As window will open, edit file name if needed and select where you want to save

the report.

m-q_b b+ Libraries » Documents » New folder - | +5 | | Search New folder » |
Organize + Mew folder e o
¢ Favorites Documents library Arange 32 Foker ~

Bl Desktop Mew folder
U8 Downloads Mame Date mod‘a‘ied Type Size
%5 Recent Places
Mo iterns match your search.
[ Libraries
@ Documents
i Music e | T ] »
File name: 2015 SLAA Report -
Save as type: |Adobe Acrobat Document v]
l Save l ’ Cancel

(&) Hide Folders

4. Click Save.

74



Save PDF Reports

Internet Explorer

1. Click Print Report at the bottom of any page within the report.
2. A window will appear at the bottom of your screen, click Save.

3. Select Save as in the drop down menu options. /

| Open || Save i'|| Cancel |x

Do you want to open or save SLAAReport.pdf (3.29 KB) ?

4. A Save As window will open, edit file name if needed and select where you want to save

the report.
m-‘| JJ » Libraries » Documents » Mew folder - |$’, | | Search New folder })|
Organize = New folder Bz - 0
- 3
¢ Favorites Documents library Arangeby: Folder ~
M Deskiop Mew folder
"i' Downloads Name Date modﬂ‘ied Type Size
| Recent Places
Mo items match your search.
[& Libraries
Documents
£ Music S | 1 ] »
File name: 2015 SLAA Report -
Save as type: |Mobe Acrobat Document v]
i
I Save I ’ Cancel ] |

(~) Hide Folders

5. Click Save.
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Print PDF Reports

If your entity’s report has not been submitted by your Agency Head or Primary Contact, a draft
of the report will be printed. The draft copy is identified by a DRAFT watermark in the heading of
each page.

If your entity’s report has been submitted by your Agency Head or Primary Contact, a final
report will be printed. The final report is identified by not having a DRAFT watermark in the
heading of each page.

Google Chrome

1.
2.
3.

Click Print Report located at the bottom of the page.
A PDF file of the report will appear in the lower left hand side of your screen.
Click the PDF file. The report will appear in a separate window. \

|
Q T SLAAReport (10).pdf D

Right Click in the window showing the report, select Print...
Or

Click located in the upper right-hand corner of your screen. Select Print...
A Print Screen will open, edit print options as needed.

Print

Total: 3 sheets of paper (5 pages)
| Print Cancel

Click Print.
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Print PDF Reports

Mozilla Firefox

1. Click Print Report at the bottom of any page within the report.

Save Progress I Print Report .

2. Select Open with Adobe Reader (default), click OK.

-
Opening fismaReport.pdf R——— " g

You have chosen to open:

E] fismaReport.pdf
which is: Adobe Acrobat Document (7.7 KB)
from: hitps://slaa.dof .ca.gov

A
ﬁhﬂi should Firefox do with this file?
. @ Adobe Reader (default) -

) SaveFile

Do this automatically for files like this from now on,

3. The report will open in Adobe Reader. Click File, Print.
—> | Edit View Window Help

&% Open... Ctrl+0

Open From Acrobat.com...

TE, Create PDF Online...

=] Save Ctrl+5
Save As... Shift+Ctrl+5
Save As Other... L4

Save To Acrobat.com...

Send and Track Files Online
Send File...

[£7 Get Documents Signed...

Revert

Close Chrl+WW

Properties... Ctrl+D
( = Erint...) Ctrl+P

View All Recent Files...

4. A Print Screen will open, edit print options as needed.
5. Click Print.
Pagel of 5

[ Print ] [ Cancel
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Print PDF Reports

Internet Explorer

1. Click Print Report at the bottom of any page within the report.

Save Progress Print Report

2. A window will appear at the bottom of your screen, click Open.

Do you want to open or save SLAAReport.pdf (3.29 KB)? | Open | Save | = | | Cancel X

3. The report will open in Adobe Reader. Click File, Print.
—_— Edit View Window Help

Open... Ctrl+0

Open From Acrobat.com...

T5 Create PDF Online...

D Save Ctrl+5
Save As... Shift+Ctrl+5
Save As Other... L4
Save To Acrobat.com...

Send and Track Files Online
Send File...

£ Get Documents Signed...

Revert

Close Chrl+ W

Properties... Ctrl+D
(= Erint...) Ctrl+P

View All Recent Files...

4. A Print Screen will open, edit print options as needed.
5. Click Print.

Pagel of 5

I Print I [ Cancel




Corrective Action Plan PDFs

If your entity’s Corrective Action Plan (CAP) has not been submitted by your Agency Head or
Primary Contact, a draft version of the CAP will be printed. The draft copy is identified by a
DRAFT watermark in the heading of each page. To print a draft version of the CAP, follow the
instructions listed in Print PDF Reports, with the browser you are using.

If your entity’s CAP has been submitted by your Agency Head or Primary Contact, a final CAP
will be available to print. The final CAP is identified by not having a DRAFT watermark in the
heading of each page.

Final PDF of Corrective Action Plans

1. Go to your entity’s SLAA homepage.
2. Under the Corrective Action Plan, the status of your CAP reads as submitted.

Welcome, Department of General Services!

SLAA Home Contact Information SLAA Reports Corrective Action Plans Emerging Risks Fraud and Loss

2015 SLAA Cycle

SLAA Status: Compliant

SLAA Report Corrective Action Pla Fraud and Loss Report

2015 Report: Submitted December 31, 2015: Submitted Coming soon!

Current Repon Current Corrective Action Plan Currenl Report

Corrective Action Plan

( December 31, 2015: ) Submitted

Current Corrective Action Plan

3. Click the date of the submitted CAP, now a blue link.
4. The link creates your entity’s final CAP in PDF form.

To print or save the final CAP, please refer to Print PDF Reports or Save PDF Reports
associated with your web browser. Begin at Step 2.
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Upload Cover Page

1. Click Upload Cover Page on the bottom of the Conclusion page to add a cover page to
your entity’s SLAA report.

Print Report Upload Cover Page

2. Anew tab labeled Upload report cover page will open on your web browser.
3. Click Choose File.

Upload report cover page

Please specify a file. or a set of files:

Choose File

Submit

4. The My Documents window will open (depending on your computer setup).
5. Find and select your entity’s cover page file and click Open.

g B
© Open M
@vv| o4 » Libraries » - |¢, ‘ | Search Libraries ol

Organize = =~ [ @
¢ Favorites — Libraries
Bl Desktop Open a library to see your files and arrange them by folder, date, and othe...
& Downloads = -
7“1, Recent Places E ‘ &|  Documents
V Library
4 Libraries E E
ﬂ@ = N Music 1
ocuments Library
J‘ Music =
=] OSAE t = I OSAE
[E] Pictures ‘_L.Eg]/ Library
B videos
< L9 Pictures <
File name: - i -

Open Iv Cancel

Your entity’s cover page must be in a jpg, jpeg, png, gif, or PDF format. You will get an alert if
your file is in a different format.

Upload report cover page

Please specify a file, or a set of files:

Choose File | Core values.doc
doc is not an allowed file type. Accepted file types are jpg,

jpeg, png, gif and pdf

The paae at httos://SLAA.dof.ca.aov savs:

80



Upload Cover Page

6. Once you click Open, The filename will appear next to the Choose File button on the
web browser tab.
7. Click Submit

Upload report cover page
Please specify a file, or a set of files:

Choose File | dof gif

8. You will get a message saying “File is successfully submitted.”

{®) FISMA Risk Report x [/ @ lisdev.xserve.dor

<« C [ lisdev.xserve.dof.finance:80¢
155 Apps [ My Bookmarks (T Travel @ DOF.ca.ge

File is successfully submitted.

9. Close the web browser tab.

10. Proceed into the SLAA portal, click Print Report located on any page link within the
SLAA Report tab.

11. The PDF version of your entity’s report will download. Open the downloaded PDF.
12. You will see your cover page in your entity’s SLAA report.
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Appendices

The Appendix section of the SLAA Web Portal User Guide provides more information regarding
the language used within the SLAA web portal.

83



Page Blank Intentionally

84



Table of Contents

Appendix A—Contact INFOrMEALION. ..o 87
Suggested CONtACE POSITIONS........ciiiiiiiiiiiiii et e e 87
Level Of AUTNOMZATION. ........i ettt e et et e e et e eeeeeeeeeee e eeaeaeeeaeees 88

Appendix B—SLAA Web Portal StAtUSES...........cccuiiiiiiiiieeeieeee e 89
ENtity’S SLAA StalUS. . .. e 89
SLAA REPOIMING StAIUSES...c.ciiiiiiiiieiiieeeeeee e 90

Evaluation of Risks and Controls—Control Implementation Status............c..ccccevveeeeee. 90
Ongoing Monitoring—ComplianCe StatUS...............uuueurieiiiriiiiereierererererrreereeereeeeeee .. 90

85



Page Blank Intentionally

86



Appendix A—Contact Information

Suggested Contact Positions

Below is a list of suggest job titles for each contact position featured in the web portal.
These are subjective based on your entity’s organizational structure. Please see Level of
Authorization for the access granted to each contact position within the web portal.

Agency Head—one Agency Head per entity allowed. Examples of position title:
Executive Director, Executive Officer, Director, Secretary, Chief Executive Officer,
President, Chancellor.

Primary Contact—one Primary Contact per entity allowed. Examples of position title:
Chief Deputy Director, Chief Operating Officer, Chief of Staff, Undersecretary, Deputy
Executive Director, Deputy Executive Officer, Deputy Director, Deputy Secretary,
Assistant Secretary, Assistant Director.

SLAA Administrator—one SLAA Administrator per entity allowed. Performs
administrative responsibilities for the SLAA web portal and may be considered the
secondary contact person. This person may be a member of the executive management
team or an individual who facilitates the SLAA process for your entity.

Additional Resources with Portal Access—any person(s) involved with the SLAA
reporting process or that has been selected as Designated Agency Monitor. This person
is not listed as an Agency Head, Primary Contact, or the SLAA Administrator.

If the Designated Agency Monitor is someone other than the Agency Head,

Primary Contact, or SLAA Administrator, you will enter the Designated Agency
Monitor as an Additional Resource.
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Appendix A—Contact Information

Level of Authorization

Level of authorization refers to the accessibility that a contact has within the web portal. The
level of authorization is selected when a contact or resource is added or updated in the web
portal by the Agency Head, Primary Contact, or the SLAA Administrator.

Head—Agency Head

Complete functionality of web portal

Add, edit, or delete contacts other than the Agency Head
Enter information regarding Designated Agency Monitor(s)
Add or modify report contents

Sign and submit SLAA reports and Corrective Action Plans

Primary—Primary Contact

e Complete functionality of web portal
Add, edit, or delete contacts other than the Primary Contact
Enter information regarding Designated Agency Monitor(s)
Add or modify report contents
Sign and submit SLAA reports and Corrective Action Plans

Admin—SLAA Administrator

Limited functionality of the web portal

Add, edit, or delete contacts other than SLAA Administrator
Enter information regarding Designated Agency Monitor(s)
Add or modify report contents

Resource—Additional Resources with Portal Access

e Limited functionality of the web portal
e Add or modify report contents

Note: There can only be one each of the Agency Head, Primary Contact and SLAA
Administrator per entity. The Head, Primary, or Admin selection from the drop down menu
will no longer be available once you have added this contact.
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Appendix B—SLAA Web Portal Statuses

Entity’s SLAA Status

The homepage of your entity’s web portal shows a SLAA status. The SLAA status tells you if
your entity is currently compliant with Government Code 13400-13407. Below is a breakdown of
what each status means.

Compliant—your entity is in full compliance with Government Code 13400-13407. To be
fully compliant your entity has:

e Submitted the SLAA report

e Submitted current corrective action plan(s) as of the current date—if applicable

e Department of Finance has accepted the report

Non-Compliant—your entity is not in full compliance with Government Code 13400-
13407 due to:

e Failure to submit the SLAA report

e Failure to submit the current corrective action plan—if applicable

e Department of Finance has not accepted the report

SLAA Report Due---Your entity’s SLAA report is due by December 31 of each odd
numbered year.
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Appendix B—SLAA Web Portal Statuses

SLAA Reporting Statuses

Certain reporting sections require a control status update. The status selected will determine if
your entity is required to submit a Corrective Action Plan. Below is a list of each status and a
brief explanation.

Evaluation of Risks and Controls—Control Implementation Status
Fully Implemented—the control is in place and mitigating the risk.
e Your entity is not required to submit a Corrective Action Plan for this control.

Partially Implemented—the control is partially in place to mitigate the risk. The control
consists of several components not yet implemented.
e Your entity is required to submit a Corrective Action Plan providing updates on
the progress of this control until the control is fully implemented.

Not Implemented—the control does not exist, is not in place, or is in the planning
stages.
e Your entity is required to submit a Corrective Action Plan providing updates on
the progress of this control until the control is fully implemented.

Ongoing Monitoring—Compliance Status
Comply—your entity has implemented ongoing monitoring that satisfies the
requirements set by Government Code sections 13400-13407.
e Your entity is not required to submit a Corrective Action Plan providing updates
on your entity’s progress with ongoing monitoring.

Partially Comply—your entity is in the process of designing and implementing ongoing
monitoring as required by Government Code sections 13400-13407.
e Your entity is required to submit a Corrective Action Plan providing updates on
your entity’s progress with ongoing monitoring until your entity is in full
compliance with the requirements.

Do Not Comply— your entity is not performing ongoing monitoring as required by
Government Code sections 13400-13407. Your entity may be designing an ongoing
monitoring process which is not yet implemented.
e Your entity is required to submit a Corrective Action Plan providing updates on
your entity’s progress with ongoing monitoring until your entity is in full
compliance with the requirements.
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