Enterprise Services Communication – 6/21/2013

What?         Payroll contingency planning 

Who?             HR and Payroll Offices
Why?           Ensure that employees are paid accurately and timely in case of a July 1 partial government shutdown
When?           Distribute immediately
Message:  PROCESSING THE JULY 10 PAYROLL

DES will be in operation to support processing of the July 10 payroll.  Assuming that agencies affected by the shutdown will not be able to make corrections as of July 1, we have sent a separate survey to HR and Payroll offices to determine whether implementing an “early Day 1” schedule would be an aid to minimizing payroll errors.    Other general reminders: 

· New employees should be entered into HRMS as early as possible.  Please take special care to enter new employees transferring from another agency to ensure continuity of service.   

· All employee time and leave should be entered into HRMS as early as possible.

· All standard payroll activities performed to verify payroll need to be completed by June 28, 2013, including:

· All end of biennium compensatory time payouts need to keyed into HRMS

· Retroactive adjustments (prior pay periods)

· Leave adjustments (prior pay period)

· Account/Budget coding changes

· Hourly time sheet entry in CATS

· All payroll error reporting and corrections

· Run of the Match Code W report for running payroll simulations on employees that have changes

· All Department of Retirement System (DRS) and Health Care Authority (HCA) updates

PAYROLL WARRANT DISTRIBUTION  

Should the shutdown extend to July 8, when payroll warrants are scheduled to be distributed, DES is prepared to assist all agencies in disseminating payroll to employees. The great majority of employees use direct deposit or receive their pay warrant by mail.  These distributions will continue to operate as normal.

Many agencies have other warrant distribution procedures.  DES will be contacting each of these agencies to identify alternatives that will work for each situation.   Agencies will need to notify employees that warrants/paychecks will not be available for pickup at closed offices on July 10 and what alternative methods will be in place for employees to receive their paychecks.  
INSTRUCTIONS FOR “FAST ENTRY” FOR TEMPORARY LAYOFF ACTIONS IN HRMS

Leave Without Pay (LWOP) actions for temporary layoffs can be pre-entered into HRMS.  In collaboration with OFM Human Resources Division, here are instructions for the “fast entry” for entering LWOP  actions.

The following LWOP absence types have been identified for use:  

· 9033 – LWOP for employees whose leave accruals will be impacted; 

· 9397 - LWOP Tmp Layoff/LegAction for employees whose leave accruals will not be impacted.

Agencies can utilize user procedure Fast Entry of Time Data (PA71) to enter the LWOP absence type on mass employees.  The LWOP absence type can be entered for the entire pay period and will reflect the employees work schedule hours on IT2001 (Absences).
Agency Action: 

· Hourly Employees

a. No action is required on hourly employees.

· Monthly Salaried Employees

a. Create the appropriate LWOP absence type effective for the entire pay period utilizing PA71.

· 24/7 Salaried Employees

a. OPTION1

i. Create a valid work schedule for all employees for the entire pay period.

ii. Create the appropriate LWOP absence type effective for the entire pay period utilizing PA71.

b. OPTION 2

i. Create WT1223 for 24 hours for one day (07/01/2013) utilizing PA71 with entry on the Employee Remuneration Info (IT2010)

ii. Create the appropriate LWOP absence type record effective 07/01/2013 to 07/01/2013 utilizing PA71.

Note: By entering the LWOP absences using PA71, the July 4th holiday will not be paid to the employee.  If agencies enter the LWOP absence types through CATS, they will first need to create a Schedule Substitution (IT2003) for the July 4th holiday, making it a working day, enabling them to enter LWOP for that day.

Additional information to assist your human resource and payroll offices will be available on our web page at: http://hr.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/Jan-June2013.aspx 

If you have any payroll-related questions please contact the DES Service Center (servicecenter@des.wa.gov or 360-664-6400).

