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Introduction

The California Department of Finance, Office of State Audits and Evaluations developed
this State Leadership Accountability Act (SLAA) Web Portal User Guide (Guide). This
Guide provides detailed instructions to aid in the entry of SLAA report and Implementation
Plan information and web portal use. This Guide is organized by sections which
correspond with initial portal access, major features, establishing web portal users, and
navigation within the web 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.

For instructions for completing the SLAA Report, please see the Web Portal Guide to SLAA
Reporting.

For instructions for completing the Implementation Plan, please see the Web Portal Guide to
Implementation Plans.

Back to Top



Page Blank Intentionally



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 into
the portal.

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

See Appendix for more information regarding Level of Authorization or contacts.

Back to Top
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SLAA Web Portal Access

SLAA Web Portal Address
You can access the SLAA web portal at SLAA.dof.ca.gov.

California Department of Finance/SLAA Webpage

The SLAA web portal is also accessible through the California Department of Finance, SLAA
web page. 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 Finance website.
1. Go to www.dof.ca.gov.
2. Click the Statewide Leadership Accountability Act button. This will direct you to the
SLAA website.

C' [} www.dof.ca.gov P

] My Bookmarks (] Travel ¢ DOF.cagov [ SLAA (] Useful Websites & Google
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SLAA Web Portal Access

3. Click the | i nk WebBostal Libkbe heading A

4. You will be directed to the SLAA web portal Sign In page.

= C' | [ www.dof.ca.gov/Programs/Osae/SLAA/
Apps (] My Bookmarks (] Travel 4% DOF.cagov [J SLAA (O] Useful Websites G Google

-

Accounting Forecasting

Programs About Us

Home Programs | Osae SLAA

State Leadership Accountability Act (SLAA)

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 Integrity and State
Manager's Accountability Act of 1983 (FISMA). The code sections were recently modified and updated through
legislative action including a name change to SL.

Web Portal
« Web Portal Link https://slaa.dof.ca.gov/ Updated November 2, 2015
« Web Portal User Guide'® Updated December 23, 2015

Reporting
« Non-Compliers List®) Updated August 15, 2016
« Optional Report Transmittal Letter®) uUpdated November 2, 2015
« Report Template B8 Updated November 25, 2015
« Report Example® Updated November 25, 2015
« SLAA Reporting Cycle Flowchart® uUpdated November 9, 2015

Guidelines and Instructions
« State Leadership Accountability Act (SLAA) Reporting Requirements'®
« California Government Code Sections 13400 through 13407
« Guidance for Management's Evaluation of Controls )
« Ongoing Monitoring General Framework and Guidelines'®
« Management's Roles and Responsibilities B
Frequently Asked Questions B Updated December 16, 2015

FoncaDrecor
Michael Cohen
View His Biography

OSAE Overview

Audits And Evaluations

Bond Accountability

Redevelopment Agency Dissolution

The Single Audit

State Leadership Accountability Act (SLAA)

Reports, Memos and Letters

Audit Reports, Memos and Letters
California Single Audit and Finance SLAA Reporis
Peer Review Report
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Signing In

1. Goto SLAA.dof.ca.gov.
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.qg.,
passwordl)
4. ClickSignint o access your entityb6s SLAA web port al

Sign In

ﬁ Username:
ﬁ Password:

—— D

Forgot Username  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 passwoerd are kept confidential. The
data captured by this website are self-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, please contact the SLAAhotline@dof.ca.gov.

11
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Signing In

Forgot Username

1. Goto SLAA.dof.ca.gov.
2. Click Forgot Username.

Sign In

Username:

Password:

web portal.

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

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

information:

—3 | ast Name:

ey Work E-mail:
ﬁ

To retrieve your username, please provide the following

Submit

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 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
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Signing In

Forgot Password if Username is Known

1. Goto SLAA.dof.ca.gov.
2. Click Forgot Password.

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.

ogkw

Forgot Password ®

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

— Username: |

—3 Work E-mail:

—

Continue on next page
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Signing In

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

=] H U e ¥ |- Mew password generation - Message (Plain Text) E‘Eg
Message l Developer Al 0
R i Reply i) {§3 Telework Request .?1 - Mark Unread a'th 24 Q
Q Reply All E Absence Request |- E Categorize = % =
%v Delete %v - Move = Translate Zoom
(= Forward i) To Manager = - ¥ Follow Up ~ S
Delete Respond Quick Steps ] Mowve Tags ™ Editing ‘ Zoom ‘
From: SLAAHoHine Sent: I
To: I
Cc
Subject: Mew password generation
Eg
New password has been generated. E|
! _ |
Your new password is: 1s7ThODX]7hx €€
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 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.

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

14
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Signing In

Forgot Password if Username is Unknown

1. Goto SLAA.dof.ca.gov.
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:

ﬁ Last Name: ‘ | |
ﬁ Work E-mail:

e S ubmit

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

Continue on next page
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Signing In

8. Once your username is received, go to 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:

é Username: |

— Work E-mail:

—

Continue on next page
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Signing In

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

HEd9 0 « % |+ New password generation - Message (Plain Text)
Message Developer [ 0
=9 x i Reply il B Telework Request @ - Mark Unread a'tﬁ ==Y Q
A
@ Reply All E Absence Request |- E Categorize = %'
&. Delete - = Move - Translate Zoom
i) Forward 2 To Manager - ¥ Follow Up - - s -
Delete ‘ Respond ‘ Cuick Steps P Maove ‘ Tags [ Editing Zoom ‘
From: SLAAHotine sent: G
To: ]
Cc
Subject: New password generation
£
New password has been generated. [«

Your new password is: s7TThODX]7hx  €C—

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 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.

If you are experiencing difficulties receiving your username or a temporary password, please

contact the SLAAhotline@dof.ca.qov.

17
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Signing In

Reset Password

1. Go to SLAA.dof.ca.qov.
2. Click Reset Password.

Sign In
Username:

Password:

Forgot Usemame  Forgot Password ‘ Reset F’asswordj’
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
Username: deptjdoe
== Current Password: - Password must include
«F Atleast one letter
——9 New Password: ‘ --------- « Atleast one number

« Beatleast8 characters

Confirm Password:

Save

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

Current Password: | sseseses

Password must include:

New Password: | s=ssseses
«" Atleastone letter

|' 1 " Atleast one number

—é Confirm Password:
L J Be at least 8 characters
¥ Password confirmation must match
é 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.

Back to Top
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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 can access current reports based on the
buttonyouselect f or y o WLAA Report ar impldnentaBon Plan (plan).

The homepage displays a SLAA status based on your
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 plan due June 30, 20XX; the SLAA status on
your entityo6s hNome@omaligre besaude bf the failard to submit the
plan on time.

The SLAA status will update when the plan is submitted, either on time or after the due
date has passed.

At the top of the homepage, there are six tabs. Each tab redirects you to a different part of the
web portal.
1. SLAAHomeddi rects you back to your entityés homep
2. Contact Informationd directs you to the contact page where you can add, edit, or
delete contacts.
3. SLAAReportsddi rects you to your entityds current S
4. ImplementationPlansdé di r ect s you t o \lanjirappicablei t yds currer
5. Past Reports and Plansd directsyoutoalibraryofy our entityés accepted
plans in PDF format.

19

Back to Top



SLAA Homepage

J< Welcome, Department of Demonstrations and Examples!

SLAA Home Contact Information SLAA Reports Implementation Plans Past Reports and Plans
A\ J
7 7 Y N

2017 SLAA Cycle
. B
SLAA Status: Compliant
D C <— Non-Compliers List

[

2017 Report Due: December 31, 2017 Mot Currently Due

Current Report Current Implementation Plan

SLAA Report Implementation Plan J

The Californta Department of Finance welcomes you to the State Leadership Accountability Act (SLAA) L

reporting portal. SLAA requirements are found at Government Code sections 13400-13407 /

See legend at next page.

20



SLAA Homepage

Current SLAA Cycle
SLAA Status of Entityd See Appendix for status definitions.
Non-Compliers Listd directs you to the current Non-Compliers list posted on the SLAA
website.
SLAA Reports and Implementation Plansd this section shows:

a. Due dates of the reports.

b. When your entity has submitted the report(s).

c. When Finance has accepted the report.
Current Report and Current Implementation Plan Buttonsd directs you to the
beginning page of the current report, including reports in process.
SLAA Home Tabd directs you to the home page from anywhere in the portal.
. Contact Information Tabd directs you to the Contact page.

a. See Contact Information for further instruction.
SLAA Reports, Implementation Plans Tabsd directs you to the reports.
Past Reports and Plans Tabd directsyoutoa cat al og of your entity?o:
reports and plans.
Entity Name
K. SLAA Bannerd 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.

L. SLAA Hotlined Send e-mail to the SLAA hotline.

o owp

m

- I O

“

21
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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.

Executive Monitoring Sponsors 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 Appendix.

1 Refer to the California Department of Finance Ongoing Monitoring General Framework and Guidelines
for more information about the role of Executive Monitoring Sponsor(s).

23
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Contact Information
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Contact Information

Add Contact or Additional Resource with Portal Access

1. Go to SLAA.dof.ca.gov and sign into the SLAA web portal.
2. Click the Contact Informationt ab on your entityds home screen

Welcome. Department of Demonstrations and Examples!

SLAA Home Contact Information SLAA Reports Implementation Plans Past Reports and Plans

.
3. 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.
Ent er c firstdndlast ndrse in the Name field.
Enter cont adebtTdls e.g GrantsdMantger, Enterprise Risk Manager.
Ent er c Work Rhonte Blilanber and Work E-mail in the corresponding fields.
Sel ect deval bfdAathodization from the drop down menu.
a. See Appendix for definitions.
9. Check the box if the contact has been selected by the Agency head as an Executive
Monitoring Sponsor.
10. Click Save after all information has been entered correctly.

© NG

a. A message will appear stating fiNew Contact
Add New Contact or Resource »®
4 —> prefix: v MName: < 5
6 —> Job Title:
Work Phone Mumber: Ext:
7 { Work E-mail:
8 Level of Authorization: | Resource v
Level of Authorization: Resource v Head
r CH  Primary
X . . . Admin
Check if Executive Monitoring Sponsor <— 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
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Contact Information

Edit Entity Information

1. Go to SLAA.dof.ca.gov and sign into the SLAA web portal.
2. Click the Contact Informationt ab on your entityds home screen

Welcome. Department of Demonstrations and Examples!

SLAA Home Contact Information SLAA Reports Implementation Plans Past Reports and Plans

3. Located at the top of the Contact Informationpage i s your entityds mai
4. Click Edit.

Contact Information

SLAA Home Contact Information SLAA Reports Implementation Plans Past Reports and Plans

Department of Demonst

111 Example Blvd.

Sacramento, CA 95814
—>
5. The Edit Entity Informationf or m wi | | appear with your entity
prepopulated.
6. Make the changes within the applicable field(s).
| Edit Entity Information a|
Street Address:

111 Transportation Way

City:

Sacramento

State:

CA

Zip:
95814

BT <

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

26
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Contact Information

Edit Contact or Additional Resource

1. Go to SLAA.dof.ca.gov and sign into the SLAA web portal.

2. Click the Contact Informationt ab on your entityds home

Welcome, Department of Demonstrations and Examples!

SLAA Home Contact Information SLAA Reports Implementation Plans Past Reports and Plans

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

Primary Contact
Jane Doe
Deputy Director
(916) 555-555 ext. 1153

jane.doe@examples.ca.gov

Additional Role: Executive Monitoring Sponsor

—> oo

OR
Additional Resources with Portal Access
Name Job Title Weork Phone Number Role \ Updates
John Smith Analyst (916) 555-5555 ext. 9999 Exesutive Manitoring Sponsor [ o= I oo |

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. Make the changes within the applicable field(s).

Edit Contact or Resource

Prefix: Ms. v MName: Jane Doe

Job Title: | SErMTLITTE

Work Phone Number: (916} 555-5555 Ext: 1153

Work E-mail: | 5356 doe@examples.ca.gov

Level of Authorization: Primary v

Check if Executive Monitoring Sponsor J

—> T

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

Back to Top
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Contact Information

Delete Contact

1. Go to SLAA.dof.ca.gov and sign into the SLAA web portal.
2. Click the Contact Informationt ab on your entityds home screen

Welcome, Department of Demonstrations and Examples!

SLAA Home Contact Information SLAA Reports Implementation Plans Past Reports and Plans

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

Primary Contact

Jane Doe

Deputy Director

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

Additional Role: Executive Monitoring Sponsor

88 <
OR
Additional Resources with Portal Access
Name Job Title Work Phone Number Role Updates J
John Smith Analyst (916) 555-5555 ext. 9999 Executive Menitoring Sponsor [ = i o= |

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 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.

Note: Contacts cannot edit or delete their own contact information. Please contact someone in
another authorized role within your entity to make the necessary changes.

28
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Navigating the SLAA Web Portal

The following navigation tools are used for all reporting functions within the SLAA web portal.

29

Back to Top



Navigating the SLAA Web Portal
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Navigating the SLAA Web Portal

Leaving SLAA Reports or Implementation Plans

. Save P . .
1. Click to save the information you have entered.
2. Click SLAA Home orthe SLAABannert o be directed back to

page.
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.

Moving to another Section

SLAA Report Sections
The SLAA Report (report) has five sections, Introduction and Background, Ongoing
Monitoring, Risk Assessment, Risks and Controls, and Submission.

. Next > . . : , . :
Click to view the next section of the report and click m to view the prior section of
the report.

Or

To move to a different section within the report, scroll to the top of the page and select the
corresponding section link.

A. The link for the current section is BLACK.

B. The link will highlight BLUE when the cursor hovers over it.

Introduction ( Risks and Controls)
A B
Implementation Plan Sections
The Implementation Plans (plan) has two sections, Implementation Plan and Submission.

i Next = . . . < Back . . .
Click to view the next section of the plan, or click to view the prior section of the
plan.

Or

To move to another component within the Implementation Plan section, scroll to the top of the
page and click on the corresponding plan tab.

- |Implementation Plan

ImeLEMENTATION PLan

( Ongoing Monito|  Staffi—Key F'ers)<—' Plan Tabs
31
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Navigating the SLAA Web Portal

Text Field Formatting

Each section of the State Leadership Accountability Act (SLAA) reporting includes text fields.
Each text field provides bold, italic, special characters, and list formatting options. The options
appear in a banner when you click in the text field. The diagram below identifies each formatting
feature.

A.

Paste from Word Documentd Copy text in a word document and click Paste from
Word to paste text into the text field. Important: only available when using the Internet
Explorer web browser.

Bold or Italic Font

List Optionsd use numbers, bullets, roman numerals, or letters when making a list in
the text fields. To select roman numerals or letters for a list, see Additional List Options
below.

Special Charactersd insert specials characters like a section sign, 8.

Character Countd the character count varies per text box. When all of the allotted
characters have been used, the count turns red and you will be unable to add more

characters. Spaces and punctuation count as characters.

O O
7 v

This image demonstrates the formatting tools within a text field.

\ Note: The Indent Options are to the right
of the List Options. These options allow
you to adjust the indentations in your text

field

If a List Option was not selected, the
indentation options are not available.

See next page for Inserting Special Characters and Additional List Options
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