Enterprise Services Communication – 12-21-2012

What?          Annual Sick Leave Buyout Processing Information and Reports
Who?           HRMS HR and Payroll Offices
Why?           First test run available
When?         Distribute immediately
Message:      The first test run of the Sick Leave Buyout reports and the spool reports are available for review. Agency action may be required.

A second test will be run after 6:00 p.m. on Monday, January 7, 2013 with spool reports available the next morning. This will provide a second opportunity to review results. Final processing begins after 6:00 p.m. on Monday, January 14, 2013.

Understanding and Verifying Sick Leave Buyout Hours
To help verify that the Sick Leave Buyout reports provide the correct hours for your employees, we are providing a Sick Leave Buyout Adjustments and Returns spreadsheet (attached) with the following types of records. 

· Total Sick Leave Hour Adjustments for 2012

· Total Donated Sick Lv Hrs Returned in 2012

To view the data for your agency, click on the “+” to the left of your Personnel Area. Note: If there were multiple records for an employee in either column, the total hours are shown.

Quota adjustments and donated sick leave
· IT2013 Quota corrections are regarded as adjustments to sick leave earned and will affect what is reported as sick leave earned on the Sick Leave Buyout reports and statements. Sick leave earned hours are used to determine buyout eligibility and the amount of payment. Quota corrections, like other types of records in HRMS, are date effective. If the quota correction is dated for 2012, it will be included in what is reported as sick leave earned for 2012.

Quota corrections that are effective dated in 2012, but are actually intended to correct prior year sick leave earned hours or balances, will incorrectly be reported as sick leave earned for 2012. Please see the 12/17/2009 Updating Prior Year Quota Corrections communication for adding a text note **YYYY to the IT2013 - quota correction records to prevent these records from adjusting the reported hours for Sick leave earned in 2012.

· IT0416 Quota Compensation records with “Do Not Account” box checked that were not created using the shared leave transfers (IT0613) could be either donations to another agency, or adjustments to reduce sick leave quota balances. These records will reduce the reported hours for Sick Leave earned for the year that it is effective dated. You will need to determine whether they should reduce the reported hours for Sick Leave earned on the Buyout reports for 2012. If these records are adjustments for a prior year accruals or are donations to an employee in another agency, you will need to determine how these records should be reported and ensure that these are reported correctly on the Sick Leave Buyout statement. A sample Sick Leave Buyout Statement form (attached) is included for your convenience.

· Sick leave donations that are dated in 2012 are reported as Sick Leave used on the Buyout reports for 2012. Sick leave hours that are returned to the donor with an effective date in 2012 will reduce what is reported as sick leave used.  Returned Sick leave hours that are effective dated for 2012 but are being returned from a prior year donation will erroneously reduce the number of hours that are reported as sick leave used for 2012 Please see the 12/17/2009 Updating Prior Year Quota Corrections communication for adding a text note **YYYY to the IT2013 Quota Correction records to prevent these from reducing the year to date sick leave used/taken.

Again, you may make changes in HRMS for those records that impact eligible buyout hours, or manually calculate the eligible hours and create Sick Leave Buyout statements using the Sick Leave Buyout Statement form.(attached)

*****Agencies that 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:
DES Service Center: (360) 664-6400

Email Contact: servicecenter@des.wa.gov

