This document is provided to supply background information for the 4/30/2012 message on this subject and provides instructions on how to carry out the requested action.  Current request relates to updating the part-time employee indicator as of May 30, 2012  --dg

DOP Information Systems Communication – 09/30/11

What?          HRMS Part-Time Employee Indicator
Who?             HRMS HR and Payroll Offices
Why?           Improve data integrity for identifying and reporting on part time employees
When?           Distribute immediately

Message:      The use of different coding options within the various infotypes does not allow for consistent identification or reporting on part-time employees, especially when running statewide data.

A simple solution within HRMS exists to improve data integrity; however, it does require agencies to activate an indicator for all part-time employees.  Once done, users will be able to run reports specific to part-time employees using the indicator.

Agency Action:  Complete coding of all part time employees by November 4, 2011.   There are ongoing requests for this information and decision makers have requested it for the budget discussions and legislative session.

How?  Fill in the existing indicator located in Infotype 0007 -Planned Working Time to identify part-time employees.  Use the indicator for all part-time employees as defined by WAC 357-01-229 and WAC 357-01-174.  

In HRMS, use transaction code PA30 “Maintain HR Master Data”.  Choose Infotype 0007 “Planned Working Time” and go to the screen. Use the change button (pencil) to make this change.  If additional updates are made at the same time, then use the copy function with a new effective date in the current pay period to avoid a retro.











The part-time employee indicator is found in the “Work schedule rule” section of the Planned Working Time.  Click-in the box to activate the indicator.  

[image: ]
Reporting:
HRMS reports are being updated to include the workforce indicator as appropriate.  HRMS/Business Intelligence (BI) cubes is being loaded with the indicator data for reporting.  



Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
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