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	06/27/2008
12:20p.m.
	HRMS Upgrade Project Communication - June 27, 2008   

What?    Delay of June 30th Business Warehouse shut down 

Who?     Agency Points of Contact, Agency Business 
              Warehouse/Business Intelligence Users

Why?     Due to continuing data validation in Business Intelligence (BI),
              the June 30 shut down of Business Warehouse (BW) is being
              delayed

When?   June 30, 2008   

Subject:  Business Warehouse shut down scheduled for June 30, 2008 is being delayed through July 16, 2008.  Validation of BI data is still in progress.

As stated in a message to agency Points of Contact dated June 18, 2008, DOP continues work on data validation in the new Business Intelligence.  While DOP is close to validating all data in BI, this work will not be completed by June 30 as originally planned.  Because of this, Business Warehouse will remain available through July 16, 2008.    

We encourage users to continue working in BI, particularly those developing queries for ad hoc reports.  Information regarding the status of reports in Business Intelligence is available on the website and is updated regularly: 

(scroll down to the "Current Status” header).

Questions? Contact: 
DOP Help Desk: (360) 664-6400 Email Contact: HelpDesk@DOP.WA.GOV   

Thank you for your patience and for the great feedback you have provided.     

Cherie Willhide, HRMS Project Change Management Lead 
HRMS Upgrade Project website.

	06/25/2008 10:52am
	Attention HRMS Users! 

ISD Help Desk staff are attending a division-wide all staff meeting today, June 25th from 11:30 am to 2:30 pm.  We will be unavailable to respond to your requests for assistance during this time.  The Help Desk will respond to voicemail and email messages after 2:30 pm this afternoon.  Thank you for your understanding. 

	06/24/2008 2:32pm
	Attention HRMS and BI Users: 

BI users are continuing to get “Internal Server Error” when trying to launch BI Report query in production portal .  

DOP/ISD is currently working closely with the vendor and this problem is receiving high priority attention.    

We will send an update as soon as we have additional information to share with you.  We appreciate your patience.    Thank you. 

	06/23/08
3:07pm
	Attention HR and Payroll Offices:

DOP Information Systems Communication – 06/23/08   

What?          Personnel/Payroll Association (PPA) Agenda and Notes              

Who?             HRMS HR and Payroll Offices   

Why?             6/26 Agenda, and 5/28 Meeting Notes are published   

When?           Distribute immediately   

Message:     The agenda for the June 26 PPA Meeting has been posted on the PPA page on the HRMS Customer Support Web site. Please plan on attending the meeting on Thursday, June 26 at the OB2 Auditorium, from 9:00 a.m. to noon.   

Thank you for your feedback about topics you’d like the PPA Executive Committee to present – if you were one of the many who asked for a presentation on Savings Bonds, be sure to come to this meeting – it’s on the agenda!   

The notes from the May 28 PPA Meeting have also been posted, along with links to the handouts from the presentations.   

See you on Thursday!  

Questions? Contact: 
DOP Help Desk: (360) 664-6400 
Email Contact: HelpDesk@DOP.WA.GOV

	06/20/2008 10:45am
UPDATE 11:25 am
	ESS IS AVAILABLE AT THIS TIME, 11:25am

Attention HRMS Users: 

We are experiencing problems with the ESS Server this morning.  At this time ESS is not available.  DIS and DOP technical staff are working on this issue.  I will send an updated message, when we have additional information.    

Thank you!  

	06/20/08
10:30 am
	Attention Payroll offices:

Payroll distribution is from 10:30 am to 11:30am this morning.  It will be available at the Office of the State Treasurer after 1pm.  Thank you!  

	06/18/2008 10:18am
	Attention HRMS Users: 

The HRMS system will be locked and unavailable to users tomorrow, Thursday, June 19th.  The HRMS system is scheduled to be available on Friday morning, June 20th at 6:00am.  This lock out is required for the completion of Day 4 payroll processing. 

This lock out does not apply to BI (Business Intelligence) and BW (Business Warehouse) users. 

This lock out does not apply to E-Recruiting users. 

Until the completion of Day 4 payroll processing, users with HR/payroll professional roles will be locked out of ESS. Most ESS users will not be locked during Payroll Day 4 activities.   Thank you.  

	06/17/2008 2:17pm
	Attention HRMS Payroll Offices: 

Please see important information regarding today's payroll processing issues.  

	06/17/2008
12:35pm
	Attention BI Users:

DOP Information Systems Communication – 06/16/08   

What?      Some Business Intelligence (BI) Users Unable to 
               Use Reporting Tools       

Who?       HRMS Security Administrators
               Impacts BI Power Users and End Users   

Why?       Security Authorization Job Has Not Been Updated 
               Since 05/31/08   

When?     Distribute immediately   

Message:     BI users who had their security added after 05/31/08 are currently unable to access BI to create and run HR and Financial reports. Current users whose access has been modified since 05/31/08 could also be affected.   

HRMS and SAP technical staff are working to resolve technical issues that have prevented the daily security authorizations job from applying security updates to production BI and Portal.   

What does this mean to agencies? Until the daily security authorizations job is running daily as designed, the following BI users will be affected:
 
  .BI users who have been granted access by Agency BI Security Administrators since 05/31/08 will be unable to access BI.
 
  .Current BI users whose access has been modified by Agency BI Security Administrators since 05/31/08 will be limited to their previous authority.   

We realize the issues surrounding the daily security updates are impacting your ability to complete important business processes. We are working with the vendor to ensure the fastest possible resolution, and we will continue to provide you with progress reports.   

Questions? Contact: 
DOP Help Desk: (360) 664-6400 
Email Contact: HelpDesk@DOP.WA.GOV 

	06/17/2008
8:30a.m.
	Attention:  HRMS payroll users:
The RPCIPE and ALAS error listings will be delayed this morning due to issues with 
DAY 1 payroll processing.  You may see an error message on your payroll spool file indicating “BSI System Failure”.  DOP/ISD is working on this problem and we will provide you with an update as soon as possible.  Thank you.



	06/16/2008 8:45am
	Attention HRMS Users: 

DOP Information Systems Communication – 06/13/08
   
What?          Data in HRMS Business Intelligence (BI) for AFRS Payroll
                   Accounting InfoProvider ZPY_C51              
Who?           HRMS HR and Payroll Offices   
Why?           Status of Updates   
When?         Distribute immediately   

Message:     HRMS and SAP technical staff are working to resolve technical issues that have prevented automatic daily updates to the AFRS data stored in BI. BI data loads for AFRS Payroll Accounting InfoProvider have been manually updated and are now current through June 12, 2008.   

This daily update process affects the following BI reports:   

Distribution of Payroll and Related Costs 
Position Cost 
Who Charged   

We realize the issues surrounding the daily updates are impacting your ability to complete important business processes. We are working with the vendor to ensure future updates will be applied appropriately pending a resolution, and we will continue to provide you with progress reports.   

Questions? 

Contact: DOP Help Desk: (360) 664-6400 
Email Contact: HelpDesk@DOP.WA.GOV  

	06/13/2008 3:20pm
	Attention HRMS Users: 

DOP Information Systems Communication – 06/13/08   

What?          Payroll Pick-Up Release Process   

Who?           HRMS HR and Payroll Offices
                    Staff who pick up state payroll at OB2   

Why?           Agencies will sign for a range of warrants   

When?         Distribute immediately   

Message:     DOP has changed the payroll pick-up signature log to include the specific range of warrants assigned to each agency. Beginning with the July 10 payroll (distributed on July 7), when the authorized agency representative signs the signature log, they will be acknowledging receipt of the actual warrant series for that payroll.   

The new signature log will have the following warrant information for each Personnel Area:   

Beginning Warrant Number 
Ending Warrant Number 
Total Dollar Amount of Warrants 
Number of Warrants   

In addition to the warrant information, the new signature log will also show the Total Dollar Amount and Number of ACH Deposits.   

This applies only to payroll distributed by DOP from the DIS Production Services location in OB-2 during the payroll distribution timeframe. The signature process for agencies that pick up their payroll at a later time from the Office of State Treasurer will not change.   

Questions? 
Contact: DOP Help Desk: (360) 664-6400 
Email Contact: HelpDesk@DOP.WA.GOV

	06/12/2008 9:02am
	Attention HRMS Users: 

Please see important information on the addition of new HRMS Quota Course offerings.  Thank you!

 

	06/06/2008
10:35am
	ATTENTION Payroll Offices:

Payroll distribution is from 10:30 am to 11:30am this morning.  It will be available at the Office of the State Treasurer after 1pm.  Thank you!



	06/04/2008 1:48pm
	ATTENTION HRMS Users:

The HRMS system will be locked and unavailable to users tomorrow, Thursday, June 5th. This lock out is required for the completion of Day 4 payroll processing. The system is scheduled to be available on Friday, June 6th at 6:00am.     

· This lock out does not apply to BI (Business Intelligence) and BW (Business Warehouse) users. 

· This lock out does not apply to E-Recruiting users. 

· Until the completion of Day 4 payroll processing, users with HR/payroll professional roles will be locked out of ESS. Most ESS users will not be locked during Payroll Day 4 activities.  

Thank you.  

	May 2008
	


	05/23/2008 10:13am
	Attention HRMS Users!   

In preparation for the HRMS Upgrade, as part of cutover activities for Business Intelligence (BI) implementing on June 2nd, the HRMS system will be locked and unavailable to users tomorrow Saturday, May 24th  through Monday, May 26th.    

The HRMS system is scheduled to be available on Tuesday morning, May 27th at 6:00am.  This lock out does not apply to BW (Business Warehouse) and E-Recruiting.  Those with HR/payroll professional roles will be locked out of ESS, however most ESS users will not be locked during this time.  Thank you.

	05/22/2008 9:45am
	Attention HRMS Users:  

Please review important information at BI Training page regarding BI End Users and Power Users Workshops.  Thank you!   

	05/21/2008
8:05a.m
	Attention HRMS Users:

New HRMS Quota Course that will provide detailed information when working with quota balances in HRMS. 


	05/20/2008 10:14am
UPDATE 1:44pm
	Attention Business Warehouse (BW) Users:   

BW is currently available Monday through Friday 6am to 6pm.  For additional information, please reference the Business Intelligence for BI Self-Paced Learning Materials.     

The Headcount and Personnel Actions cube (ZPA_C01) has completed the data load and is available for reporting. Thank you for your patience.

	05/20/2008 9:13am
	Attention Payroll Offices!  

Payroll is ready for pickup from 9:15am to 10:15 am this morning.  It will be at the Office of the State Treasurer after 10:45am.  Thank you!!  

	05/16/2008 11:01am
	Attention HRMS Users: 

** The HRMS System is available tomorrow May 17th.  Saturday is DAY 3 on the payroll processing schedule, therefore the ISD Help Desk will be staffed from 9:00am to 3:00pm. **    

The HRMS system will be locked and unavailable to users Monday, May 19th.  The HRMS system is scheduled to be available on Tuesday morning, May 20th at 6:00am.  This lock out is required for the completion of Day 4 payroll processing. This lock out does not apply to BW (Business Warehouse) and E-Recruiting. However, until the completion of Day 4 payroll processing, those with HR/payroll professional roles will be locked out of ESS. Most ESS users will not be locked during Payroll Day 4 activities. Thank you.

	05/15/2008 10:29am
	Attention HRMS Users: 

The following have been updated and posted to OLQR. 

Job Aid: ·        Organizational Management - Updated     

Procedure: ·        Name - Maintain – Updated(Old Name: Maintain Name Change)     

Please contact the Help Desk at 360 664-6400 if you have questions.  Thank you!  

	05/12/2008
5:00 p.m.
	Attention HRMS Users: 

Please read important information in this HRMS Communication, New Leave-Related Laws from 2008 Legislative Session.

Thank you.

	05/12/2008 7:58am
	E-Recruiting Update!

The E-Recruiting System was made available to all users last night around 6:00 p.m.

	05/09/2008 5:30pm
	Attention HRMS Users:   

We are currently experiencing issues with questionnaires in the E-Recruiting system.  To isolate the situation we have made a determination that we need to disable access to all users. Recruiter’s and Job Seekers won’t have access until this issue can be resolved.   The careers.wa.gov site will be updated at 6:00 this evening letting job seekers know the system is temporarily unavailable.   SAP has been contacted. We will provide an update as soon as we have more information. 

	05/08/2008 10:51am
	Attention HRMS Offices: 

Please read important information in this HRMS Communication, Substitutions IT2003.  Thank you!  

	05/06/2008 11:25am
	Attention HRMS Payroll Offices:     

Payroll is ready for distribution from 11:15am to 12:45pm.  It will be available at the Office of the State Treasurer after 1:15pm.  Thank you!   

	05/02/2008 11:38am
	Attention HRMS Users: 

The HRMS system will be locked and unavailable to users tomorrow, Saturday May 3rd through Monday, May 5th.  The HRMS system is scheduled to be available on Tuesday morning, May 6th at 6:00am.  This lock out is required for the completion of Day 4 payroll processing. This lock out does not apply to BW (Business Warehouse) and E-Recruiting. However, until the completion of Day 4 payroll processing, those with HR/payroll professional roles will be locked out of ESS. Most ESS users will not be locked during Payroll Day 4 activities. Thank you.

	05/01/2008
9:25 am
	Attention Business Warehouse (BW) Users:

The BW load for Organizational Management data is usually scheduled for the first Friday of each month. In months where HRMS Payroll processing is scheduled to occur over the first Friday of the month, the BW load for Organizational Management data will be rescheduled. This data load will be rescheduled for the second Friday of the month. In the event that the second Friday of the month is not available for the Organizational Management data load, a message will be posted to the BW (now BI) site and the HRMS Message Center with the alternate date.   Check out the Payroll calendar published on the HRMS Customer Support website.


NOTE: the Organizational Management data load scheduled for the first (5/2/2008) Friday of the month has been rescheduled for the second (5/9//2008) Friday of the month. 

Thank you.

	05/01/2008
8:35 am
	Attention Business Warehouse (BW) Users:   New Name: Business Intelligence

BW is currently available Monday through Friday 6am to 6pm.  For additional information, please reference the BI Self-Paced Learning Materials.

 Headcount and Personnel Actions cube (ZPA_C01) has not been loaded with the with the 4/29/08 and 4/30/08 data. The BW Team is researching this issue and will post an update when this issue has been resolved.   

We are sorry for any inconvenience this may cause.       

Thanks.


	April 2008
	

	04/28/2008
3:05p.m
	Attention HRMS Users:
 
Don't forget the PPA meeting on Tuesday, April 29th in the OB-2 Auditorium, from 9 to noon.

Topics include:   

- HRMS Upgrade Status 
- 941 Quarterly Reporting 
- Help Desk HRMS Tips 
- “24 x 7” Discussion 
- Moore vs. HCA 
- Effecting Dating for PEBB Benefits

	04/24/2008 11:07 am
	Attention HRMS Users: 

The updated Personnel Time Recording course manual is posted! Thank you! 

	04/22/2008 4:30pm
	Attention HRMS Users: 

Please see important PPA Meeting Notes from the 03/26/2008 meeting.  

	04/22/08
12:24pm
	Attention Payroll Offices!  

Payroll is ready for pickup. 12:20pm. to1:50pm.  It will be at the Office of the State Treasurer after 2:15pm.  Thank you.  

	04/22/2008
9:14am
	Attention HRMS Users:

DOP Information Systems Communication – 04/22/08   

What?          PPA Meeting – April 29, 2008 
                     OB-2 Auditorium 9:00 a.m. to 12:00 noon

Who?           HRMS HR and Payroll Offices

Why?            Agenda and Information
When?          Distribute immediately   

Message:     Please mark your calendars for the April 29 Personnel Payroll Association (PPA) Meeting in the OB-2 Auditorium.   

The PPA Executive Committee has many interesting programs planned for 2008, with a mix of HR and payroll topics at each meeting.   

This month’s agenda includes   

Welcome!   
Wendy Harris, PPA Chair, DOC
HRMS Upgrade – Status                  
Cherie Willhide / Dennis Gustafson, DOP
ISD Update   

941 Quarterly Reporting                             
-Chris Phillips, DOP 
Help Desk HRMS Tips                                
-Robin McCord, DOP 

“24 x 7” Discussion                                  
- Cross-Agency Group 

What “24 x 7” means to Various Agencies   
How and Why Agencies use “24 x 7”   
Work Schedules, Infotypes, and Reports for 
Hourly and Salaried Employees   
“24 x 7” Process Issues Related to the 24-
Hour-A-Day Requirement   

HCA vs. Moore – Eligibility, Rules and Trainings                                                                 -Lawrence Cade / Matthew Albright, HCA 

HCA Update and Discussion   

Effective Dating for PEBB Benefits          
-Lawrence Cade / Matthew Albright, HCA  

HCA PowerPoint and Training 
Closing
-Wendy Harris


Coming Attractions!   

Watch for information about these and more topics at future PPA meetings: 

New FMLA Leave Types 
Pay Simulations / Payroll Results 
IRS Exempt Employees 
Separations / Deceased Employees 
Garnishments 
Time Accounting 
Hourly / Salaried Changes and CATS Entries   

For more information about the PPA, visit the PPA page on the HRMS Customer Support Web site.   

Questions? Contact: 
DOP Help Desk: (360) 664-6400 
Email Contact: HelpDesk@DOP.WA.GOV  

	04/18/2008 10:18am
	Attention HRMS Users: 

The HRMS system will be locked and unavailable to users tomorrow, Saturday April 19th through Monday, April 21st.  The HRMS system is scheduled to be available on Tuesday morning, April 22nd at 6:00am.  This lock out is required for the completion of Day 4 payroll processing. 

This lock out does not apply to BW (Business Warehouse) and E-Recruiting. However, until the completion of Day 4 payroll processing, those with HR/payroll professional roles will be locked out of ESS. Most ESS users will not be locked during Payroll Day 4 activities. Thank you.

	04/17/2008 9:07am
	Attention HRMS Users: 

Please see important information regarding IRS Federal 941 reports for 1st Quarter 2008.  

	04/15/2008
11:20a.m
	Attention HRMS Users:

Urgent: IRS Federal 941 Reports for 4th Quarter 2007 information. 

941_Quarter_Report_4thQtr07.doc

	04/09/2008
3:00p.m
	Attention E-Recruiting Users:

 E-Recruiting Network Maintenance tonight from 6:00-6:30 p.m.


E-Recruiting will be unavailable from 6:00 – 6:30 p.m. on April 9 .  We are re-starting the system so Dept. of Information Services (DIS) may perform network maintenance. This re-start should take approximately 30 minutes.   

The system will be unavailable during the restart. If you are planning to utilize the system this evening, please save your work and log out prior to this time.    

	04/07/2008
11:50a.m.
	Attention Payroll Offices!  
Payroll is ready for pickup. 12:00pm. to1:30pm.  It will be at the Office of the State Treasurer after 1:30pm.  Thank you.  

	04/07/2008
11:00a.m.
	Attn: HRMS Payroll Offices

Good morning,   

There is a delay in the payroll distribution.  We will update this message as soon as payroll is ready for pickup.  Thank you! 
 

	04/04/2008
4:50pm.    
	Attn: HRMS Users:

Because payroll processing has not completed, HRMS will be locked and unavailable to users until Monday.  

This lock out does not apply to BW (Business Warehouse) and E-Recruiting. However, until the completion of  payroll processing, those with HR/payroll professional roles will be locked out of ESS. Most ESS users will not be locked during Payroll processing activities.

	04/03/2008
3:30p.m.
	ATTENTION HRMS Users:

  The HRMS system will be locked and unavailable to users tomorrow, Friday, April 4th.  This lock out is required for the completion of Day 4 payroll processing. The system is scheduled to be available on Saturday April 5th  at 6:00am.  

This lock out does not apply to BW (Business Warehouse) and E-Recruiting. However, until the completion of Day 4 payroll processing, those with HR/payroll professional roles will be locked out of ESS. Most ESS users will not be locked during Payroll Day 4 activities. Thank you.     

	04/02/2008
4:15p.m.
	ATTENTION: HRMS Users:

Please click on the link for information on Wages not subject to OASI/Medicare.


	March 2008
	

	03/31/2008
3:45p.m.
	DOP Information Systems Communication – 03/31/08   

What?          HRMS Upgrade – Web Page Now Available!   

Who?             HRMS HR and Payroll Offices   

Why?             Information for agencies on HRMS Upgrade status   When?           Distribute immediately   

Message:     
DOP has published a Web page on the HRMS Customer Support site for information on the upcoming HRMS Upgrade activities.  

The HRMS Upgrade page will be a valuable resource for agencies to follow the progress of the changes to the HRMS Portal, Business Warehouse, and the HR/Payroll system over the coming months.   

Currently, the site presents a Project Summary and links to communications provided to agency heads, HR Managers, and the Governor’s Cabinet. More information will be added as it becomes available.   

Check back often for the latest HRMS Upgrade news!   


Questions? Contact: 
DOP Help Desk: (360) 664-6400 
Email Contact: HelpDesk@DOP.WA.GOV

	03/26/08
8:51 am
	Attention BW Users:

The BW load for Organizational Management data is usually scheduled for the first Friday of each month. In months where HRMS Payroll processing is scheduled to occur over the first Friday of the month, the BW load for Organizational Management data will be rescheduled. This data load will be rescheduled for the second Friday of the month. In the event that the second Friday of the month is not available for the Organizational Management data load, a message will be posted to the BW site and the HRMS Message Center with the alternate date.   

Check out the Payroll calendar to see payroll schedule.  

NOTE: the Organizational Management data load scheduled for the first (4/4/2008) Friday of the month has been rescheduled for the second (4/11//2008) Friday of the month. Thank you.

	03/25/2008
10:30a.m.
	ATTN: HRMS users:

Don't forget the PPA meeting on Wednesday, March 26 in the OB-2 Auditorium, from 9 to noon.

	03/24/2008
1:05pm
	Attention HRMS Users:

Please review important information regarding Absence Types (FMLA). Thank you 

	03/21/2008 9:38am
	Attention Payroll Offices!  

Payroll is ready for pickup. 9:40 to10:40am.  It will be at the Office of the State Treasurer after 11:00am.  Thank you.  

	03/20/2008 9:26am
	Attention HRMS Users: 

Please read important information regarding Payroll Journal Report ZHR_RPTPY376.  Thank you.   

	03/19/2008 10:12am
	Attention HRMS Users:   

The HRMS system will be locked and unavailable to users tomorrow, Thursday, March 20th. This lock out is required for the completion of Day 4 payroll processing. The system is scheduled to be available on Friday morning, March 21st at 6:00am.  This lock out does not apply to BW (Business Warehouse) and E-Recruiting. However, until the completion of Day 4 payroll processing, those with HR/payroll professional roles will be locked out of ESS. Most ESS users will not be locked during Payroll Day 4 activities. Thank you.

	03/12/2008 3:06pm
	Attention HRMS Users: 

Please see important information and agenda for March 26th PPA meeting. 

	03/12/2008 9:32am
	Attention HRMS Users: 

Updated Action and Action Reason Codes have been posted!  Thank you!  

	3/11/2008
11:36 am
	Attention HRMS Users:

DOP Information Systems Communication – 03/11/08   

What?           HRMS Functional Training Courses   

Who?             HRMS End Users   

Why?             Space available in HRMS courses:
                      ·       HRMS Maintain Payroll Master Data 01-04-H010
                      ·       HRMS Organizational Management 01-04-H011 
                      ·       HRMS Garnishments 01-04-H009   

When?            March and April 2008

Message:        Take advantage of these informative HRMS courses that are available to all end users.

                        Visit the DOP Training website for more information on about HRMS Courses. 

Location:               DOP – PC Lab 600 S. Franklin Olympia, WA 98504-7530

Prerequisites:        Participants should have some experience navigating in HRMS.

Registration:         To register for HRMS Training, contact your agency Training Manager and/or Training Representative. Registration is completed through HRDIS; the DOP’s online training registration system.

Questions? Contact: 
DOP Help Desk: (360) 664-6400 
Email Contact: HelpDesk@DOP.WA.GOV 

	03/10/2008 8:40am
	Attention HRMS Users: 

The Overpayment Recover has been temporarily removed from OLQR as it needs to be updated. 

	03/07/2008 10:45am
	Attention HRMS Users: 

Please see new information on Earnings and Deductions Statements on Employee Self Service (ESS).   Thank you.  

	03/06/2008 9:47am 
	Attention HRMS Payroll Offices: 

Payroll distribution is from 9:45 am to 10:45am this morning.  It will be available at the Office of the State Treasurer after 11:15am.  Thank you

	03/06/2008 9:43am
	Attention HRMS Users:

The Shared Leave Convert Personal Holiday for Donation has been removed from OLQR. The site is updated and published! http://win-shrweb.dis.wa.gov/olqr/nav/index.htm.  This procedure is currently being updated.    Thank you.

	03/04/2008 10:02am
	Attention HRMS Users:   

The HRMS system will be locked and unavailable to users tomorrow, Wednesday, March 5th. This lock out is required for the completion of Day 4 payroll processing. The system is scheduled to be available on Thursday, March 6th at 6:00am.  This lock out does not apply to BW (Business Warehouse) and E-Recruiting. 

However, until the completion of Day 4 payroll processing, those with HR/payroll professional roles will be locked out of ESS. Most ESS users will not be locked during Payroll Day 4 activities. Thank you.

	February 2008
	

	02/27/2008
8:40a.m.
	Attention BW Power Users:  

The BW Team has scheduled a BW Power User Workshop for 2/28/2008.  At this time, there are still 4 seats available.For more info, reference the BW Training link from the Customer Support Site at  HRMS Support BI Training.   

	02/26/2008
3:10p.m
	Attention HR and Payroll offices:

DOP Information Systems Communication – 02/26/08 

What?          Garnishment Changes in HRMS   
Who?             HRMS HR and Payroll Offices   
Why?             Reminder to agencies for March 10 payroll   
When?           Distribute immediately   

Message:     DOP reminds agencies that a limit check on garnishments with combinations of Order Types CC or CT and a Deduction Rule of “set amount up to 100%” will be effective for the March 10, 2008 payroll.   

Some agencies also received a hardcopy list of employees whose existing garnishments could be affected, and they were asked to review and update those employees’ garnishment documents and orders where necessary. Please make sure updates are completed no later than 6:00 p.m. on Day 2, Monday, March 3. You can check on updates already completed beginning Wednesday, February 27.   

For additional information on garnishment configuration changes made in HRMS in January and February, see previous communications Garnishment Changes 01/25 and Garnishment Changes 02/07.   

Questions? Contact: 
DOP Help Desk: (360) 664-6400 
Email Contact: HelpDesk@DOP.WA.GOV

	2/26/08
8:50am
	Attention HR and Payroll offices:    

DOP Information Systems Communication – 02/26/08   

What?     Nonpermanent and career seasonal/instructional employees 
               Re: Moore, et al. v. Health Care Authority, State of Washington   
Who?      HRMS HR and Payroll Offices  
Why?      Assist agencies in determining employees who are potentially affected   
When?    Distribute immediately   

Message:     This communication provides agencies with information about reports that may be useful in determining employees who could be impacted by the recent Moore, et al. v. Health Care Authority, State of Washington lawsuit.   

Due to on-going litigation, HCA has determined that effective March 1, 2008 agencies must begin averaging nonpermanent and career seasonal/instructional year employee work hours when determining their eligibility for benefits under the Public Employees Benefits Board program. HCA has been communicating with agencies and providing information on their Web site Tools for Pers/Pay Staff.   

To help identify employees for eligibility review:
 
Run the Preemptive Basic Data Check Report ZHR_RPTPYN06 to find employees without medical insurance (no WT0167 Health Plans). We have established a statewide variant SWV N06 MOORE for your convenience. Enter Personnel area (and Personnel subarea, if desired), and Business Area.
 
Run the Wage Type Reporter PC00_M99_CWTR, using the PERNRs identified in the N06 report. We have developed a statewide variant SWV MOORE HCA which includes all appropriate wage types (regular pay, annual leave, sick leave, personal holiday, shared leave, etc.) for March 1, 2007 to February 15, 2008. Enter Personnel area (and Personnel subarea, if desired), and Business Area.
 

To view the total number of hours by PERNR, from the report:   

    Select Number of (hrs) column 
    Click on the Totals icon 
    Select the Personnel No. column 
    Click on the Subtotals icon   

NOTE:
 
   “Inactive” employees who are on LWOP should be evaluated to determine eligibility. 
    Employees who have waived their insurance and have an active IT0167 as Waived will not show up on the ZHR_RPTPYN06 report. 
    To avoid confusion, you may want to review your concurrent employees before sending them eligibility letters. An option could be to document that the review occurred and add it to their personnel file. 
    DSHS suggests using Mail Merge to avoid extra work when producing the employee letters, and to make labels for mailing.   

*** DOP thanks Bennett Holmes, DSHS, for sharing their approach for determining impacted employees! ***   

Questions? Contact: 
DOP Help Desk: (360) 664-6400 
Email Contact: HelpDesk@DOP.WA.GOV   

	02/22/2008
8:45a.m
	Attention HRMS Users:

DOP Information Systems Communication – 02/21/08
 
What?          Changes to Sub-subobject Coding in HRMS   
Who?           HRMS HR and Payroll Offices   
Why?           Coding changes have been implemented   
When?         Distribute immediately   

Message:     DOP has completed updates in HRMS to change the Sub-subobject coding on several wage types to comply with OFM guidelines. No agency action is required. 

The Sub-subobject spreadsheet lists thirteen wage types for Code AU-Overtime and Callback. These wage types have been changed from Statewide Sub-subobject SW14 Shift Difference Overtime to SW 12 Overtime.   

These updates were completed in HRMS for the 2/25/2008 pay date, but are effective for the 1/25/2008 pay date. Certain changes by agencies (such as Cost Object) for 2008 Payroll Periods 2 or 3 will result in a retroactive adjustment for any of the thirteen wage types listed on the spreadsheet to correct the Sub-subobject only (no changes in pay.)  

Additional information on accounting codes and sub-subobjects can be found in Chapter 75.10, Uniform Chart of Accounts, of the State Administrative and Accounting Manual (SAAM) Manual.
 
Questions? Contact: 
DOP Help Desk: (360) 664-6400 
Email Contact: HelpDesk@DOP.WA.GOV  

	02/21/2008
2:00p.m
	Attention HRMS Users:

DOP Information Systems Communication – 02/21/08  

What?      FTE Calculations – Overtime Premium Wage Types   
Who?       HRMS HR and Payroll Offices   
Why?       Compliance with OFM guidelines   
When?     Distribute immediately   

Message:   DOP has completed updates in HRMS to change how Full Time Equivalent 

(FTE) computations for overtime premium wage types are calculated so they comply with OFM guidelines. No agency action is required.   FTE calculations are used by agencies, OFM and the Legislative Evaluation and Accountability Program (LEAP) Committee for budgeting, revenue tracking and staffing activities.   

In PAY1, as well as in the original requirements for HRMS, FTEs were calculated on both the straight and premium overtime hours. Depending on the wage type, 1 hour of overtime, paid out at a rate of 1.5, could result in an FTE calculation of 1.5 hours. Discussions with OFM Accounting Division prompted a request to revise overtime premium wage types in HRMS to calculate FTEs on either an hour-for-hour basis or not at all, regardless of the rate at which the overtime hours were paid to the employee.   

After a review by OFM and DOP, eleven overtime premium wage types were revised. The OT Wage Types spreadsheet has a legend at the top that shows the various processing classes of FTE calculation. Below the legend are the affected wage types, the original processing class, and the updated processing class. As an example, Wage Type 1251 Callback Hrs 1.5X all agy had been calculating FTEs based on 1 hour overtime = 1.5 hours FTE relevancy (processing class 3). This wage type is now calculating FTEs based on 1 hour overtime = 1 hour FTE relevancy (processing class 2).   

More Information:   

These updates were completed in HRMS for the 2/25/2008 pay date, but are effective for the 1/25/2008 pay date. Certain changes by agencies (such as Cost Object) for 2008 Payroll Periods 2 or 3 will result in a retroactive adjustment for any of the eleven wage types listed on the spreadsheet.   

Comp time payouts will also be revised in the near future and we will let you know when this has been completed.   

The dollar amounts paid to employees for overtime are not affected by this update.     

This change is being made in order to come into compliance with state policy.  For more information, visit SAAM Section 25.10.40.b at http://www.ofm.wa.gov/policy/25.10.htm#25.10.40  .   

Questions? Contact: 
DOP Help Desk: (360) 664-6400 
Email Contact: HelpDesk@DOP.WA.GOV

	02/21/2008
10:10a.m.
	Attention HRMS Payroll Offices:   

Payroll distribution is from 10:15 a.m. to 11:15 a.m. this morning.  
It will be available at the Office of the State Treasurer after 11:30 a.m.  Thank you!   

	02/19/2008
11:30a.m.
	Attention HRMS Users:   

The HRMS system will be locked and unavailable to users tomorrow, Wednesday, February 20th.  This lock out is required for the completion of Day 4 payroll processing. The system is scheduled to be available on Thursday, February 21st at 6:00am.  

This lock out does not apply to BW (Business Warehouse) and E-Recruiting. However, until the completion of Day 4 payroll processing, those with HR/payroll professional roles will be locked out of ESS. Most ESS users will not be locked during Payroll Day 4 activities. Thank you.

	2/19/08
7:30 a.m.
	Attention HR and Payroll Offices:

Please read an updated DOP Information Systems Communication about Wage Types 1007 and 1008 for Range-Based Assignment Pay. 

	2/15/2008
4:15 p.m.
	Attention HR and Payroll Offices:

Another DOP Information Systems Communication about Wage Types 1143 and 1169 for Tuition Reimbursement Payments.

	02/15/2008
9:10 a.m.
	Attention HR and Payroll Offices:

Please read another DOP Information Systems Communication about Tax Table Update in HRMS for Married/28% Wage & Tax Bracket Only.

	02/15/2008
9:00 a.m.
	Attention HR and Payroll Offices:

Please read a DOP Information Systems Communication about Wage Types 1007 and 1008 for Range-Based Assignment Pay.

	02/14/2008
4:00p.m.
	Attention HRMS users:
Due to the Saturday, Day 2 schedule, DOP/ISD Help Desk staff will be available from 8 to noon !   The system will not be up on Monday.
Thanks! 

	02/12/2008
4:20 pm
	Attention HR and Payroll Offices:

DOP Information Systems Communication – 02/12/08   

What?          Medical Aid Tax   
Who?             HRMS HR and Payroll Offices   
Why?             Expired Rate Holiday may cause adjustments   
When?           Distribute immediately   

Message:     This communication is to inform agencies of a potential impact when current period medical aid tax rates are applied to prior period changes where medical aid calculation is affected.   

In most cases, the differences are minor and agencies should not attempt to adjust the medical aid tax to correct this as it does not represent a tax calculation error (see Exception below). However, agencies should be aware that retroactive changes in a period(s) during the medical aid tax holiday from July 1 through December 31, 2007 could have a more significant impact.   

The temporary rate holiday suspended medical aid premiums from July 1 through December 31, 2007. Employees and employers resumed paying into the Medical Aid Fund for work performed in 2008. 

Any changes (either plus or minus) made to hours worked during the time period the rate holiday was in effect will cause those hours to flow through to the current period and increase or decrease the hours to be taxed at the current rate. The result will be positive or negative adjustments to the amount of medical aid tax the Employee and Employer (EE and ER) pay in the current period. This practice is consistent with “as paid” taxation, and does not represent a tax calculation error in HRMS. This is also consistent with the way all five components of the medical aid tax are calculated any time there is a change in rates. Agencies should not attempt to adjust the medical aid tax to “correct” this scenario. 

Exception: 

There may be some specific situations where an adjustment might be appropriate. For example, we found a scenario where a retroactive change to an employee’s Organizational Assignment caused a large inflow of taxable hours and a large medical aid tax deduction. This was an error by the agency that was corrected. However, the change triggered retroactive recalculations and resulted in the Employee and Employer being erroneously charged the medical aid fund tax for a pay period during the medical aid tax rate holiday. The medical aid tax rate holiday is no longer in effect, so HRMS calculated medical aid tax which resulted in an over-deduction. Since this change was not an actual change in worked hours, it was appropriate, in this particular case, to adjust the medical aid fund tax for both the Employee and Employer. 

This was a complicated scenario and should represent a very small portion of the adjusted amounts. If you are not sure if you should make any medical aid tax adjustments, you may contact the DOP Help Desk for assistance. 

Questions? Contact: 
DOP Help Desk: (360) 664-6400 
Email Contact: HelpDesk@DOP.WA.GOV 

	02/11/2008 9:51a.m.
	Attention HRMS Users:  

DOP Information Systems Communication – 02/08/08

What?          2008 HRMS July-December Payroll Calendar   
Who?           HRMS HR and Payroll Offices   
Why?           Calendar has been published!   
When?         Distribute immediately   

Message:  DOP has published the 2008 July-December HRMS PR Calendar.   

DOP uses a formula based on state paydays, state and federal holidays, and payroll processing and electronic banking timelines to create the HRMS Payroll Calendar.   

The 2008 HRMS July-December Payroll Calendar is available on the HRMS Customer Support Web site on the Schedules page. 

Questions? 
Contact: DOP Help Desk: (360) 664-6400 
Email Contact: HelpDesk@DOP.WA.GOV   

	02/07/2008 4:17p.m.
	Attention HRMS Users: 

DOP Information Systems Communication – 02/07/08   

What?          More Garnishment Changes in HRMS   
Who?           HRMS HR and Payroll Offices   
Why?           Additional Garnishment Limit Check   
When?         Distribute immediately   

Message:     DOP will be making a configuration change to edit a garnishment category and rule in HRMS, and some agencies will be asked to review garnishments that may be affected and make updates as necessary.   

We notified you on January 25, 2008 of a change we made to comply with federal regulations regarding disposable earnings calculations for garnishments (Ref. Garnishment Changes in HRMS).   

We also mentioned we would be making another change to add a limit check to garnishments with invalid combinations of Order Types CC or CT and a Deduction Rule of “set amount up to 100%.” DOP will be making this change, effective for the March 10, 2008 payroll.   

After reviewing existing garnishments with the CC or CT and “set amount up to 100%” combinations, it appears that most of these are actually bankruptcies and should be set up as voluntary assignments. Agencies with these types of garnishments will be sent (to payroll offices) a separate hardcopy communication with a list of affected employees and instructions for review and update.  

Important: when creating garnishments, the CC or CT and “set amount up to 100%” combination will now be checked against the federal minimum wage rule. This could result in a deduction that may not be the full amount expected. If the garnishment is for an amount agreed upon by the employee and vendor (such as a bankruptcy) you should be using the V-Voluntary Assignment category, which does not have this limit check.   

Visit the OFM Web site, State Administrative and Accounting Manual (SAAM), for information on garnishments.   

Questions? 

Contact: DOP Help Desk: (360) 664-6400 
Email Contact: HelpDesk@DOP.WA.GOV

	02/07/2008 9:39 a.m.
	Attention HRMS Payroll Offices:   

Payroll distribution is from 9:40 a.m. to 10:40 a.m. this morning.  It will be available at the Office of the State Treasurer after 11:00 a.m.  Thank you!   

	02/06/2008 11:50a.m.
	Attention HRMS Users: 

DOP Information Systems Communication – 02/05/08   

What?            Dependant Care Assistance Program (DCAP) – WT2241   
Who?             HRMS HR and Payroll Offices   
Why?             Doubled deductions issue has been resolved   
When?           Distribute immediately   

Message:      DOP notified you yesterday that the Dependant Care Assistance Program (DCAP) Flexible Spending Account upload from the vendor, ASI, was incorrect. The issue has been resolved, and no agency action is necessary. Payroll results viewed today (Tuesday, February 5, 2008) are correct, but could differ from those seen yesterday which showed some doubled amounts.   

The Wage Type (WT) 2241 Dependent Care-pretax information received from ASI for the February 10, 2008 payroll included incorrect dates. ISD worked with ASI and we processed the corrected information yesterday evening. Most employees processed correctly, however some did not have their DCAP deductions taken on the 1/25/2008 payroll.   

In addition, payroll results, pay sims, and the history on Infotype 0014 Recurring Payments/Deductions may show entries that appear to retro those deductions not taken. However, WT 2241 is not “retro-relevant” which means HRMS does not cause an outflow from prior periods which affects payroll in the current period for this wage type. In other words, the missed deductions will not be automatically caught up in future payrolls.   

ASI is making every effort to individually contact each affected employee, either by phone, e-mail or through their agency’s personnel office. ASI will work with the employee to choose a plan to recalculate the balance of their 2008 deduction amounts in order to equal their planned totals for 12/16/2007 through 12/15/2008.   

If you know of employees who were affected and they have not been contacted by the vendor, you can direct them to call Lisa Wasson or Matt Meiss at ASI. 

The toll free number is 1-800-659-3035.   

Questions? 
Contact: DOP Help Desk: (360) 664-6400 
Email Contact: HelpDesk@DOP.WA.GOV

	02/06/2008 9:26a.m.
	Attention HRMS Users: 

Updated Payroll and Reports job aids have been posted! 
http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx

	02/05/2008
11:45a.m.
	HRMS users:
The updated Garnishments course manual has been posted to the Customer Support Web site. http://www.dop.wa.gov/HRMS/CustomerSupport/Training/  Thanks

	02/05/2008
10:55a.m.
	Attention HRMS Users:   

The HRMS system will be locked and unavailable to users tomorrow, Wednesday, February 6th.  This lock out is required for the completion of Day 4 payroll processing. 
The system is scheduled to be available on Thursday, February 7th at 6:00am.  

This lock out does not apply to BW (Business Warehouse) and E-Recruiting. However, until the completion of Day 4 payroll processing, those with HR/payroll professional roles will be locked out of ESS. Most ESS users will not be locked during Payroll Day 4 activities. Thank you.

	02/04/2008 3:05p.m.
	Attention HRMS Users: 

Agencies may have noticed the upload for Dependent Care from the vendor ASI was incorrect. You may see double amounts being deducted for your employees. DOP/ISD is aware of this problem and is working to develop a fix. We will update this message as soon as possible.  Thank you!   

	January 2008
	

	
	

	01/31/2008 11:08 a.m.
	Attention HRMS Users:

The updated Maintain Payroll Master Data course manual has been posted! 

http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx

	01/31/2008 9:30 a.m.
	Attention HRMS Users

The following HRMS job aids have been updated and posted to OLQR.    

·    Employee Hiring and Processing - Updated 1/08   
·    Garnishments - Updated 1/08   
·    HRMS Benefits - Updated 1/08   
·    HRMS Payroll and Reports - Updated 1/08   
·    Time Absence Types - Updated 1/08   
·    Time Wage Types - Updated 1/08   


	01/28/2008 4:42 p.m.
	Attention HRMS Users: 

The ISD Help Desk is moving tomorrow morning.  We expect to have everything up and operational as usual, however we are planning for Murphy’s Law just in case.  If you cannot reach us, please leave message.  We will get back with you as quickly as possible.  Thank you!  

	01/25/2008
11:50 a.m.
	BW users:

The BW load for Organizational Management data is usually scheduled for the first Friday of each month. In months where HRMS Payroll processing is scheduled to occur over the first Friday of the month, the BW load for Organizational Management data will be rescheduled. This data load will be rescheduled for the second Friday of the month. In the event that the second Friday of the month is not available for the Organizational Management data load, a message will be posted to the BW site and the HRMS Message Center with the alternate date.   

Access the Payroll calendar for more information. 

NOTE: the Organizational Management data load scheduled for the first (2/1/2008) Friday of the month has been rescheduled for the second (2/8//2008) Friday of the month. 

	01/25/2008
11:33 am
	 Attention HR and Payroll Offices:

DOP Information Systems Communication – 01/25/08   

What?            Garnishment Changes in HRMS   
Who?             HRMS HR and Payroll Offices   
Why?             Compliance with federal regulations   
When?           Distribute immediately   

Message:      DOP has made a configuration change to the way HRMS processes garnishments. This change was made to comply with federal regulations about how disposable earnings are calculated with respect to the federal minimum wage.   

We have configured HRMS to recognize the federal minimum wage when processing garnishments with Order Types of CC (court payment/creditor) and CT (court order/wage assignment) and Deduction Rules of 10%, 15% or 25%. This change will add two “limit checks” when calculating the disposable net to ensure that:
 
 No more than a total of 25% of disposable net will be deducted for all garnishments.
 Employee earnings will be checked against the federal minimum wage in determining the amount exempt from garnishments.   

The above change is effective in HRMS for processing of the February 10, 2008 payroll.   

Future garnishment changes:   

DOP will be making another change in the near future to apply the above checks to garnishments with Order Types of CC or CT and a Deduction Rule of “set amount up to 100%”. This combination is invalid.   

We will send agencies a list of affected employees, with specific instructions to update the Garnishment Document and Garnishment Order to Order Type NT (notice of payment arrangement) where appropriate.   

We will allow agencies some time for updates before making the additional configuration changes in HRMS to apply the above limit checks to this Order Type/Deduction Rule combination.   

Visit the OFM Web site, State Administrative and Accounting Manual (SAAM), for information on garnishments.     

Questions? Contact: 
DOP Help Desk: (360) 664-6400 
Email Contact: HelpDesk@DOP.WA.GOV

	01/22/2008 3:19pm
	Attention HRMS Users: 

The following updated job aids have been posted to OLQR! 
  
·  HRMS Benefits    1/22/08
·  HRMS Employee Hiring and Processing  1/22/08

	1/22/2008
9:55am
	Attention HRMS Users:   

Payroll pickup is from 10:00am to 11:00am.  Payroll will be available at the Office of the State Treasurer after 11:30am.  Thank you!   

	01/18/2008 10:15a.m.
	ATTN: HRMS USERS

DOP Information Systems Communication – 01/18/08   

What?           Combined Fund Drive (CFD) Charity Deductions
Who?            HRMS HR and Payroll Offices   
Why?            2008 Charity Deduction File has incorrect data in HRMS   
When?          Distribute immediately   

Message:      DOP has identified a problem with some Combined Fund Drive (CFD) Charity deductions for 2008.   We received a file that had some inaccurate data for the 2008 Wage Type 2661 Charity, Infotype 0014 Recurring Payments/Deductions. The file, which was loaded into HRMS, had an incorrect start date of 12/16/07 (for the payroll period 12/16/07 to 12/31/07, paid on the 1/10/08 pay date).   

Who does this affect?   

Employees with: 
* One-time Charity deductions. 
* New for 2008 monthly (ongoing) Charity deductions. 
* Changed for 2008 monthly (ongoing) Charity deductions, where the amount increased, decreased, or stopped from the 2007 amount.   

Agencies may notice discrepancies between their payroll simulations, and/or the ZHR_RPTPYN09 Payroll Threshold Report (you may find “Deductions not taken” messages) for the January 25 payroll for affected employees.   We are providing you with a spreadsheet so that you will be aware of who is affected, although no action is needed at this time. In the Employee CFD List Jan08, click on the + to the left of your Personnel Area to expand and view the data.   

What do agencies need to do?   

No action by agencies is required at this time. CFD is working on a corrected file, and we will be providing more information to you as we receive it, with instructions if any action is necessary.   

Note: this affects employee charity deductions data in HRMS only.   

Questions? 
Contact: DOP Help Desk: (360) 664-6400 
Email Contact: HelpDesk@DOP.WA.GOV  

	01/17/2008 3:42pm
	Attention HRMS Users:  

Please review important information regarding Changes to Wage Types for GA Parking.  Thank you!  

	01/17/2008 2:01pm
	Attention HRMS Users:   

The HRMS system will be locked and unavailable to users tomorrow, Friday, January 18th and Saturday, January 19th.  This lock out is required for the completion of Day 4 payroll processing. 

**Note:  HRMS is down on Saturday for year end processing activities.  The system is scheduled to be available on Monday, January 21st at 6:00am.  (HRMS is normally available on holidays).  

This lock out does not apply to BW (Business Warehouse) and E-Recruiting. However, until the completion of Day 4 payroll processing, those with HR/payroll professional roles will be locked out of ESS. Most ESS users will not be locked during Payroll Day 4 activities. Thank you.

	01/17/2008 10:19am
	Attention HRMS Users!  

DOP Information Systems Communication – 01/17/08 

What?         IRS Federal 941/Schedule B Quarterly Reports for 4th Quarter 2007   
Who?          HRMS HR and Payroll Offices   
Why?          Timeline and Filing Instructions   
When?        Distribute immediately   

Message:      The IRS Federal 941/Schedule B Quarterly Reports for 4th Quarter 2007 are due to the IRS by January 31, 2008. Agencies can now begin generating their production runs in HRMS.   

The production run generation filing date in HRMS should be the same date you mail the hardcopy report to the IRS.   

All further manual adjustments should be sent to the DOP Help Desk on the Agency YTD Updates spreadsheet, however they will not be entered until Tuesday, January 22, 2008 and will require a W-2c, W-3c, and 941c.   

Resources:   941 Quarterly Report User Procedure: 
941 Quarterly Report.doc 941 Form (fill-in): http://www.irs.gov/pub/irs-pdf/f941.pdf 941 Instructions: http://www.irs.gov/pub/irs-pdf/i941.pdf Schedule B Form (fill-in): http://www.irs.gov/pub/irs-pdf/f941sb.pdf Schedule B Instructions: http://www.irs.gov/pub/irs-pdf/i941sb.pdf OFM Payroll Resources: http://www.ofm.wa.gov/resources/payroll.asp 
See #15 – Federal Tax Reconciliations See #16 – Year End Reconciliations - Use this reconciliation at the end of each quarter.   

Questions? 
Contact: DOP Help Desk: (360) 664-6400 
Email Contact: HelpDesk@DOP.WA.GOV 

For balancing issues please contact OFM, Steve Ketelsen 360-664-7777 or Steve Nielson 360-664-7681.

	01/17/2008
8:30 a.m.
	ATTN HRMS users:

The updated wage types catalog for 1/16/08 has been posted!  
http://www.dop.wa.gov/payroll/HRMS/HRMSSupport/Pages/HRMSResources.aspx

	01/16/2008
10:25am
	Attention HRMS Users:

The following updated job aids have been posted to the Customer Support Web site. 

http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx
HRMS Garnishments
PPT
PDF
1/16/08
HRMS Time Absence Types
PPT
PDF
1/16/08
HRMS Time Wage Types
PPT
PDF
1/16/08
HRMS Payroll and Reports
PPT
PDF
1/03/08


	01/15/2008 2:35pm 
	Attention HRMS Users: 

DOP Information Systems Communication – 01/15/08 

What?          Absence Type 9018 – Misc Lv EAS
Who?           HRMS HR & Payroll Offices  
Why?           Absence Type delimited in HRMS 
When?         For immediate distribution   

Message:      DOP has completed a Change Request to delimit Absence Type 9018 – Misc Lv EAS in HRMS, effective January 16, 2008.   

Due to the confidentiality of Employee Assistance Program (EAP) appointments, DOP is delimiting the code and will not be replacing it. 

Agencies that need to track this absence type must do so internally.   

For information on EAP [formerly EAS] visit the Employee Assistance Program Web site.   

Questions? 
Contact: DOP Help Desk: (360) 664-6400 
Email Contact: HelpDesk@DOP.WA.GOV  

	01/15/2008 2:06pm UPDATED 3:57pm
	Attention HRMS Users: 

Please see important information regarding the Final Annual Sick Leave Buyout Statements.  Thank you. 

	01/15/2008 11:43am
	Attention HRMS Users:  

Please see important information regarding W2 Wage and Tax Information.  Thank you.   

	01/15/2008
10:35 a.m.
	ATTN: HRMS Users:

The January 29th, 2008, PPA meeting has been cancelled. 

	01/14/2008 10:04am
	Attention HRMS Users!  Please DISCONTINUE the processing of production 941's using transaction PU19!  

DOP/ISD is asking that agencies please do NOT process production 941’s using transaction PU19.  There are a few agencies performing this action now and this is causing contention with manual adjustments.  Production 941’s can not be processed until at least January 16th and there will be a communication distributed to agencies with additional information.  Thank you!  

	01/11/2008 9:52am
	Attention HRMS Users:

The Off Cycle Workbench, PUOC_10 has been unlocked and can be used in HRMS.  Thank you!  

	1/10/2008
4:18 pm
	Attention HR and Payroll Offices:

DOP Information Systems Communication – 01/10/08   

What?            Wage Types 4507 and 4509 for WFSE Dues   
Who?             HRMS HR and Payroll Offices   
Why?             Wage Types updated in HRMS   
When?           Distribute immediately   

Message:      DOP has made updates to wage types in HRMS for changes in percentage and maximum amounts for Washington Federation of State Employees (WFSE) dues. The new amounts are effective January 1, 2008 for the January 25 pay date.
 
  4507         WSFE Union Due 1.19% 
  4509         Wash Fed St Employee 1.50%
 
The HRMS Wage Types catalog on the HRMS Customer Support Web site, HRMS Resources page has been updated to show these changes.   

For information on collective bargaining, see the Washington State Labor Relations Office Web site.   

Questions? Contact: 
DOP Help Desk: (360) 664-6400 
Email Contact: HelpDesk@DOP.WA.GOV 

	1/10/2008
4:15 pm
	Attention HR and Payroll Offices:

Please read important information regarding Wage types for GA parking. 

	01/10/2008 10:32am
	01/10/2008 - Attention BW Users: 

The Daily BW Employee load did not load to BW last night (1/9/2008). This includes: Employee InfoType Attributes Load, Person Attribute Load, Employee and Person Text Load, and the Headcount Transaction load. Impact: data is current as of 1/8/2008. This data will load through the normal schedule tonight between 6 pm and 6 am. We are sorry for any inconvenience this may cause. Thanks.

	01/10/2008 10:27am
	1/10/2008 - Attention BW Users: 

The BW load for Organizational Management data is usually scheduled for the first Friday of each month. In months where HRMS Payroll processing is scheduled to occur over the first Friday of the month, the BW load for Organizational Management data will be rescheduled. This data load will be rescheduled for the second Friday of the month. In the event that the second Friday of the month is not available for the Organizational Management data load, a message will be posted to the BW site and the HRMS Message Center with the alternate date.   

Access the Payroll calendar for more information.

NOTE: the Organizational Management data load scheduled for the first (1/4/2008) Friday of the month has been rescheduled for the second (1/11/2008) Friday of the month. 

	01/09/08
12:30 pm
	Attention HR and Payroll Offices:

DOP Information Systems Communication – 01/09/08   

What?      Annual Sick Leave Buyout Processing Information and Reports 
                All corrections must be completed by 6:00 p.m. January 14   
Who?       HRMS HR and Payroll Offices   
Why?       Second test run now available   
When?     Distribute immediately   

Message:      Agencies are reminded that the spools for the second test for the Sick Leave Buyout reports are now available for your review.   

Special Notes for Year to Date (YTD) Sick Leave Earned:   

1.      Changes in employment status may affect 2007 Sick Leave accruals reported on the Sick Leave buyout statements and reports. Sick leave accruals that are reported for the Sick Leave Buyout reports and statements are based upon the availability date of the accrual. Employees should have only 12 months of accruals, but sometimes a change in employment status (for example, part time to full time or salaried to hourly) can cause a change in the availability date of the sick leave accrual. This may affect in which month or year a sick leave accrual will be reported.   

For instance, an hourly or part time salaried employee whose sick leave availability date is normally the 1st of the following month will have their December 2006 sick leave accrual available on January 1, 2007. If there is no employment status change, the employee will have 12 months of accruals in 2007. However, if the employee has a change in employment status to full time salaried in January 2007, the availability date will be the 16th of the accrual month. In this example, the employee will have December 2006 accrual posted on January 1, 2007 and their January 2007 accrual posted on January 16, 2007. This may cause an employee to appear to have more than 12 months of accruals in 2007. If agencies determine that this is affecting the sick leave buyout eligible hours for an employee, the agency should not adjust the date of the availability of the accrual in HRMS but instead, should make an adjustment on the employee’s Sick Leave Buyout Statement to reflect only the 12 months sick leave accruals for 2007. A blank electronic copy of the Sick Leave Buyout Statement is provided for your convenience, if needed.   

2.      Quota Corrections will affect what is reported as Sick Leave Earned for 2007.  Quota corrections affect what is reported as sick leave accruals on Sick Leave Buyout reports, and sick leave accruals are used to determine the number of hours eligible for buyout. Agencies should pay particular attention to these hours. Quota corrections, like other types of records in HRMS, are date effective. If the quota correction is dated for 2007, it will be reported as an adjustment to YTD sick leave accruals for 2007.   

Employees who are reported with more than 96 hours of sick leave accrued for 2007 may have a quota correction dated for 2007 that is a correction for a date earlier than 1/1/2007. These should be effective dated with a date that is prior to 1/1/2007.   

3.      Exception – Shared Leave (Sick Leave returns):
 
         Sick Leave donated in 2007 will be reported as YTD sick leave  used in 2007. If any of the sick leave that was donated in 2007 is returned in 2007, the returned sick leave will be included with the YTD sick leave accrued and may cause the YTD sick leave accrued to exceed 96 hours. The sick leave hours donated in 2007 are still reported as YTD sick leave used and will offset the sick leave that was returned that is appearing in the YTD sick leave accrued. The hours eligible for buyout will be correct in this case.   

Please remember that any sick leave donated in 2006 or earlier should not be returned with a 2007 effective date or these hours will be reported as YTD sick leave accrued for 2007. Sick leave donated prior to January 1, 2007 that is being returned must be returned with a date prior to January 1, 2007.   

In order to check results of corrections, agencies can run the two reports listed below with up to 20 employees at a time.
 
      ZHR_RPTPY007 – Sick Leave over 480 – Non Elig 
      Selection Criteria: 
      Period: 1/1/2007 – 12/31/2007 
      Personnel Numbers: Enter up to 20 at a time 
     “Sick leave balance” is already defaulted at 480   

      ZHR_RPTPY681 – GAP 681 – BUYOUT STATEMENTS    
      Selection Criteria: Period: 1/1/2007 – 12/31/2007 
      Personnel Numbers: Enter up to 20 at a time 
      From Return date: 1/31/2008 
     “Test run – List only” button should already be defaulted   

Remember - all corrections must be completed by 6:00 p.m. Monday, January 14 in order to be included on the Sick Leave Buyout Statements for 2007.   

Questions? Contact: 
DOP Help Desk: (360) 664-6400 
Email Contact: HelpDesk@DOP.WA.GOV  

	01/08/08
12:15 pm
	Attention Payroll Offices:

The new 2008 medical aid rates have been added to HRMS and agencies can proceed with simulations for period 2/2008 (for the 1/25/2008 payroll).     

Reminder: There is a current problem with the ZHR_RPTPYU05, Medical Aid Rates Report, and to use the ‘SWV Med Aid’ Variant due to a problem with the BSI version pointing to 70 instead of 80.  With this variant an agency can put in their Pers Area Number on the selection screen to receive only the rates for their agency.

	01/08/2008 11:37am
	Attention HRMS Users:   

Payroll pickup is from 11:45am to 1:15pm.  Payroll will be available at the Office of the State Treasurer after 1:30pm.  Thank you!   

	01/08/2008 11:00 a.m.
	Attention HRMS Users:

Please see important information regarding Payroll Posting Report ZHR_RPTPY126

Thank you.

	01/07/2008 1:15a.m.
	Attention: HR and Payroll Offices

DOP Information Systems Communication – 1/07/08 

What?        Annual Sick Leave Buyout Processing Information and Reports   
Who?         HRMS HR and Payroll Offices   
Why?         Second test run available   
When?       Distribute immediately   

Message:      ISD will be running a second test after 6:00 p.m. on Tuesday, January 8 and spool reports will be available the next morning. Agencies should have completed any corrections from the first test that was provided to agencies on December 28. Please review the second test reports and make any additional corrections prior to the final processing for Sick Leave Buyout statements and reports which begins after 6:00 p.m. on Monday, January 14, 2008.  

Special Note for Year to Date Sick Leave Accruals:   

Quota corrections affect what is reported as sick leave accruals on Sick Leave Buyout reports, and sick leave accruals are used to determine buyout eligibility and amount of payment. Agencies should pay particular attention to these hours. Quota corrections, like other types of records in HRMS, are date effective. If the quota correction is dated for 2007, it will be reported as an adjustment to year to date (YTD) sick leave accruals for 2007.
 
Employees should not have more than 96 hours of sick leave accrued for the year. Employees who are reported with more than 96 hours of sick leave accrued for 2007 likely have a quota correction dated for 2007 that is a correction for a date earlier than 1/1/2007. These should be effective dated with a date that is prior to 1/1/2007.
 
All records must be corrected prior to the final Sick Leave Buyout processing on January 14 so that the Sick Leave Buyout statements will report the correct sick leave accrued for 2007.   

Exception – Shared Leave (Sick Leave returns):   

Sick Leave donated in 2007 will be reported as YTD sick leave used in 2007. If any of the sick leave that was donated in 2007 is returned in 2007, the returned sick leave will be included with the YTD sick leave accrued and may cause the YTD sick leave accrued to exceed 96 hours. The sick leave hours donated in 2007 are still reported as YTD sick leave used and will offset the sick leave that was returned that is appearing in the YTD sick leave accrued. The hours eligible for buyout will be correct in this case.   

Please remember that any sick leave donated in 2006 or earlier cannot be returned with a 2007 effective date or these hours will be reported as YTD sick leave accrued for 2007. Sick leave donated prior to January 1, 2007 that is being returned must be returned with a date prior to January 1, 2007.   

Agencies who are “Reporting Only” Agencies:   

Reporting Only agencies do not report leave accrued/taken activity, but you may also see a spool report for a few employees. This is informational only for the first test run to display employees who transferred to your agency from an agency that uses HRMS to process sick leave activity.   

Questions? 
Contact: DOP Help Desk: (360) 664-6400 
Email Contact: HelpDesk@DOP.WA.GOV 

	01/04/2008 11:38am
	Attention HRMS Users: 

The HRMS system will be locked and unavailable to users tomorrow, Saturday January 5th thru Monday January 7th.  The HRMS system is scheduled to be available on Tuesday morning, January 8th at 6:00am.  

This lock out is required for the completion of Day 4 payroll processing. This lock out does not apply to BW (Business Warehouse) and E-Recruiting. However, until the completion of Day 4 payroll processing, those with HR/payroll professional roles will be locked out of ESS. Most ESS users will not be locked during Payroll Day 4 activities. Thank you.

	1/03/08 3:25 pm
	Attention: HR and Payroll Offices

DOP Information Systems Communication – 01/03/08   

What?            Reminder for Manual YTD Adjustments   
Who?             HRMS HR and Payroll Offices   
Why?             Prepare for W-2 processing   
When?           For immediate distribution   

Message:   This is a reminder to agencies that manual adjustments that need to be entered prior to W-2 forms being processed will need to be received by 6:00 p.m., Friday, January 4, 2008.   

This is part of the communication that was sent to agencies on November 30, 2007:   

Manual Adjustments:  Manual adjustments that affect the 2007 W-2 should be sent to the DOP Help Desk by 6:00 p.m. on January 4, 2008.  The adjustments will be entered by DOP/ISD by 5:00 p.m. on January 8, 2008.  DOP/ISD will start processing the W-2s on January 9, 2008 after the updates are complete.  Any manual adjustments received after this time will continue to be entered to affect the 4th Quarter IRS 941 Report but agencies will need to complete a Form W-2C and W-3C.   

W-2 Distribution:  W-2s will be distributed to agencies no later than January 17, 2008.     

Information Contact: 
DOP ISD Help Desk: (360) 664-6400 
Email Contact: Helpdesk@dop.wa.gov 

	1/02/08 10:22 am
	Attention HR and Payroll Offices:

DOP Information Systems Communication – 12/31/07   

What?            2008 PEBB Benefit Changes in HRMS   
Who?             HRMS HR and Payroll Offices   
Why?             Carrier and rate changes in HRMS   
When?           Distribute immediately   

Message:      DOP has updated HRMS to reflect new Public Employee Benefit Board (PEBB) 2008 Benefit Changes. These changes are effective January 1, 2008 for the January 10 pay date.   

One new health carrier, AETNA Public Employees Plan, has been added, effective 01/01/2008: 
APH       AETNA PUBLIC HEALTH PLAN 
              Wage Types: 2510 AETNA Public EE After Tax 
              2541 AETNA Public EE Pre Tax   

Two health carriers have been delimited, effective 12/31/2007: CHPW     Community Health Plan of WA 
RGBS      Regence BlueShield   

One dental carrier has been delimited, effective 12/31/2007: REGD      Regence BlueShield Columbia De   

For more information on 2008 PEBB benefits, go to the Health Care Authority Web site, 2008 Benefit Changes page.   

Questions? Contact: 
DOP Help Desk: (360) 664-6400 
Email Contact: HelpDesk@DOP.WA.GOV   
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