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Course Objectives

Upon completion of this course, you will be able to:
B Explain the big picture (overview) of HRMS Payroll and Reports.

B Explain the new terms and concepts associated with HRMS Payroll
and Reports.

B Complete the Pre-Payroll Analysis, including simulations and reports.

B Discuss the release of payroll and how agencies are involved In
correcting reports.

B Run and view payroll reports.

B Complete extended payroll scenarios.



Training Materials

The following training materials and tools are used:

B HRMS Training Guide: Designed to introduce you to HRMS
navigation terms and concepts and to provide the necessary
iInformation to complete the activities and exercises throughout
the course.

B HRMS Activity Guide: Designed to provide you with activities
and exercises that help solidify your understanding of concepts
learned in the course and also provide you with an opportunity
to use HRMS.
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HRMS Payroll and Reports Overview

Upon completion of this section, you will be
able to:

B Understand the concept of payroll
processing in HRMS.

B Know and understand the functions you
will perform as a Payroll Analyst in HRMS.

B Understand where payroll processing fits
Into HRMS.

B Explain the five areas of payroll
processing.

B Understand key terms and concepts of
payroll processing.

B Understand roles as they relate to the
course. 8




New Terms

Payroll Processing: Process which runs payroll for the State.

Payroll Simulations: Transaction that is run to check payroll
results prior to the DES payroll run.

Master data: This is essential personnel information that includes
personal and organizational data which is unique to each employee.

Payroll: Calculation of pay for an employee for a pay period.

Payroll Area: Grouping in HRMS that divides employees into areas
to run payroll.

Regular Payroll: Period during which payroll is scheduled to run
according to the payroll calendar.



Agency Roles

B For payroll processing, four primary roles work together
to complete the payroll tasks in HRMS.

— Payroll Analyst: Responsible for producing and reviewing
payroll reports.

— Payroll Processor: Creates and maintains an employee’s
payroll master data in HRMS.

— Payroll Inquirer: Views an employee’s master data after it
IS entered by the Payroll Processor to verify the information
entered is complete and accurate.

— Payroll Supervisor: Provides oversight to all three of the
payroll processing rolls. Has read and reporting access to
most payroll information. Must also be mapped to the
Payroll Processor or Payroll Analyst roles in order to
perform the specific tasks of the roles

10



Department of Enterprise Services
f Washington St§|te Department‘of
&7 Enterprise Services

B Department of Enterprise Services (DES) is vital to the
centralized payroll process

B During the payroll process DES is responsible for:

— Releasing and starting the payroll run (executing payroll).
— Distributing error reports to agencies.

— Correcting technical errors.

— Processing payroll postings and third party remittance.

11



Office of the State Treasurer

B The Office of the State Treasurer (OST)
collaborates with DES and each agency
to assist in payroll processing.

B During the payroll process, OST is
responsible for:

— Verifying payroll balances based on
Information provided during the payroll
run

— Releasing signatures on payroll warrants

— Transmitting Automated Clearinghouse
(ACH) files (direct deposit)

Note: The term EFT (Electronic Funds Transfer) has
been replaced with ACH in HRMS. 17



Office of Financial Management

B During the payroll process, OFM is responsible for:

— Financial interfaces between HRMS and the Agency Financial
Reporting System (AFRS)
= HRMS coding will be converted to AFRS.
= JV to transfer dollars from operating accounts to Fund 035.

= JV Payments to other state agencies
— DRS, HCA
— Combined Fund Drive , Guaranteed Education Tuition via JV.

— Paying 3rd party vendors through AFRS:

» Taxes paid to the IRS through the Electronic Funds Payment
Transfer System (EFTPS)

Savings Bond Purchases.
Union Dues
Garnishments

Other payroll deductions

Office of Financial Management 13



Payroll Processing
Business Process Flow

Pre-Payroll

Analysis . Process Payroll —— Payroll Outputs

l%

Payroll Accounting ——— Accounting Load

Note:

Shaded boxes indicate Agency involvement
Non-shaded box are completed by central support
agencies

14



Determining a Payroll Processing Cycle

Working back from mandated paydate . . .

Pre-Day 1

Data Input

Day 1

Data Input
 COlrections

Statewide
Payroll

Execution

Day 2 Day 3 Day 4
Data Input Final Agency
Corrections Corrections
Statewide Begin Payroll and
Payroll Processing Warrants
Execution Generated

State Paydates

Paydates are
determined through
a legislative
mandate. Generally
the 10" and 25! of
each month.

Warrants Mailed
to Employees

Warrants must be
mailed two US
Postal working days
prior to payday
(includes
Saturdays).

Warrants Mailed
to Agencies

Warrants distributed
to agencies 1 day
prior to mailing to
employees.

15




Payroll Processing Activities Day 4

Day 4
Processes

Timeframe

Agencies are locked out of HRMS to protect data while DES runs

the following processes:

Warrants, Direct Deposits and the Earnings and Deductions
Statements are produced

3" party (vendor) payments are produced
Retirement processing occurs
Financial processing occurs

Balancing process is run to ensure financials and payments
reconcile

Interfaces are produced for OFM and the State Treasurer

Agencies are notified of final redlines or employee lockouts,
requiring manual warrant preparation

Payroll processing begins at 5 am and completes approximately 12-14
hrs. later, usually by 7 pm. Processing the final payroll requires key
jobs to be run consecutively, not simultaneously, due to record
contention.

16




Review: HRMS Payroll and Reports

Instructions: Match the role on the left to the solution in the column on the right
(role may have more than one activity associated with it)

What role is responsible for the following payroll processing activities?

Payroll Processor

Payroll Analyst

Department of
Enterprise
Services

Office of the
State Treasurer

Office of Financial
Management

Run a Payroll
Simulation

Release signatures
on Payroll Warrants

Enter Payroll
Master Data

Release and start
the payroll run

Converts HRMS
to AFRS

17
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Pre-Payroll Analysis

Upon completion of this section, you will be able to:

B Understand where Pre-Payroll Analysis tasks are
completed within the overall payroll process.

B View Preemptive payroll reports to review payroll
master data.

B Run a simulation and view simulation logs.

B View simulation reports.

B |dentify errors and prepare payroll processing.

19



Pre-Payroll Analysis Business Process Flow

START
Step 1:
Run Preemptive Step 2:
Compensation Data Ru_n Pay_roll
Check Report to Check Simulation
Master Data
Step 4: Yes 'Step 3:
Review Report/
Correct Errors ) .
Simulation
No
PROCESS
PAYROLL
20




Overview of Pre-Payroll Analysis Tasks

B Step 1- Payroll processing Activities pre-Day 1 and Day 1.

— Corrections and Returns for Agency ZHR_RPTPY151

— Logged Changes in Infotype Data S_ AHR_ 61016380

— Basic Infotype Check ZHR_RPTPYNOG6

— Preemptive Time Data Check ZHR_RPTPYNOQ7

— Preemptive Compensation Data Check ZHR_RPTPYNOS

B Step 2- Run/Review Payroll Simulation
PCO0 _M10_ CALC_SIMU

B Step 3- Correct the identified errors and prepare for
payroll to be run by DES.

21



HRMS Reporting - Transaction Code Map

Functional Area| Report

The Transaction Code
used for this example
is the Payroll Posting

)

HR = Human Resources
— —

Z HR _ RPT PY 126
s i

| | |

“Z” = Custom “RPT” =Report Report GAP #

Functional Areas:
PY — Payroll

PA — Personnel
Administration

OM —
Organizational
Management

TM — Time
Management

BN - Benefits

22




Step 1. Payroll processing
Activities Pre-day 1 and day 1



Corrections and Return

B The Corrections and Return Report is used to display
the pre-note (for direct deposits) corrections and
rejects the agency needs to correct for the employee
record.

B Refer to the OLQR for the User Procedure:
Corrections and Returns for Agency

B Access the Corrections and Return report by using the
transaction code ZHR _RPTPY151

24



Corrections and Return

B Fields to complete:

— Key date

— Personnel Number
— Personnel Area

— For Date

— For Seqgnr

B Click @ (Execute)to
generate report.

Brogram Edit Gaoto  System  Help

@

|E?

JHICa@ BEE D000 HE @0

Corrections and Returns for Agency Action

Further selections | 5 Search helps |

5 Org. structure

Key date ,-f

@ Taray
O Cther keydate
Key Date

Selection
FPersonnel Mumber

Fersonnel area 1110

Fersonnel subarea
Emploeyes group
Employee subgroup

[o]o]e] <] 2]

ACH File Period Selection

For Date
For Seqgnr

1071742008 to

p 3

1071572008

25



Corrections and Return

=
| List Edit Goto Systemn Help

| @ 110 CE0 SHEB Dnan AR 0B

E]EI!IE::E!

Corrections and Returns for Agency Action

&

Report ID: ZHR_RPTPY151
User - KELLYW

State of Washington - HRMS
Corrections and Returns for Agency Action

Fersonnel Area @ 2350 Dept of Labor & Industries

Personnel Mumber Employee Mame Code and Explanation ADMDA
RO3 N0 ACCOUNT FUNABLE TO LOCAT ACCOUNT
Employee names and numbers have been removed to protect
confidentiality
RO3 MO ACCOUNT fUNABLE TO LOCAT ACCOUNT
co1 INCORRECT DFI ACCOUNT MNUMBER 0420026304

ROz

RO3

ACCOUNT CLOSED

N0 ACCOUNT FUNABLE TO LOCAT ACCOUNT

26



Logged Changes in Infotype Data

B Helps identify data changes according to personnel
numbers, Infotype and/or date and time.

B Run this report daily

B Refer to the OLQR User Procedure: Logged changes in
infotype data

B Access the Logged Changes in Infotype Data by using
the transaction code S AHR 61016380

2/



Logged Changes In Infotype Data

=
. | Frogram Edit Goto System  Help
B Fields to complete: |g - 1B GG CHE Boas BE OB
‘Logged Changes in Infotype Data
— Long-term
dOCU mentS Fead documents fram database
[#]Longterm documents
- Short'term [¥] Short-term documents
documents Selection
— Personnel Number | "Giois  came ow
- InfOtype Personnel nurmier | ta E
Infotype 0015 to E
_ Changed on Changed on 10/01/2008 o |10/15/2008
_ Changed by Changed by to

Qutput options
Default currency

— Select Sort order

Direct output of docs [IMew page per doc.

. Cl I Ck E (EX eC U te) [ 1Output program selections [v] Cutput in ALY

Sort order

to generate report @ Time O Persannel no. O Infotype O User

28



Logged Changes in Infotype Data cont'd.

Logoged Changes

i IntTotype Data

23456

A 0015
Long fterm
10501 S 2005

Ferskto
ThnTtotwpe
Doz . twpe
Date

L=k Fram
09,305 2008
01d fHield

Subtyw Okbg
1056

Field name
*rumber
*amoumnt

- =

*Date of Origin
Irnd.wal.

T

*Fawvwr . Year
*FPawr . Fer .
Reasan
Uit
*oassign . Moo
Fun=. Areas
Furnd

Cost Cthr
CostObject
Bu=s. Area
AFRS A1Toc
AFRS Froj

Hudson,Matt
Additional Fayments
Changed b 98765432

Time= as:1353: 32
Tao Mo
a9 s=0s 2003 [EIRYE]

S=eq. oo [EIEyE ]

27d record changed Action
Mew Ti=1d
o. oo
Z,.6565. 65
(FOOO13 UsSD
oo soosaooo

1055

oo
oo

oD HOURZS

Fersro
Infotwpe
Doc . twpe
Date

23456
A 0015

Long term
10501 2008

L=k Fram
o9 ys30 752005
7d field

Subty Okbj
1056
Field rnams=

Feasan

Hudson,Matt
Additional Fayments
Changed b 98765432

Time as:13: 52
To o
a9 ys=s30s20058 acoo

Mumber [ EIn]
*oamount 2,855 . 562
- = (FOOO1) WUsD

Date of Origin OO7s005s0000

Trhd. wal .

AT 1056

Fawvr. “ear [EIEEln]

Fawvr . . Faer. o

Seqg. oo [RIRIE ]
07d record changed Action
10,01 2005 98765432 Ll
Mew Field

o. oo

=,B5655. 585

(FOQo1 )y UsD
ooso0sooan
1055
oooo
c



Basic Infotype Check

B The report helps to identify any employees with missing
data.

B Run this report at the beginning or end of each day to
help eliminate errors during payroll.

B Refer to the OLQR User Procedure: Preemptive Basic
Data Check

B Access the Basic Infotype Check by using the transaction
code ZHR_RPTPYNOG6

30



Basic Infotype Check contd.

|II7

B Fields to complete:

— Payroll area
— Personnel area
— Uncheck Infotypes:

= 0168 Insurance
Benefit

= 0208 Work Tax
Area

= 0235 Other
Taxes*

B Click @ (Execute)to
generate report.

Program  Edit Goto  Systern Help

L] B dH @@ DEE S 0a EE @D

Preemptive Basic Data Check

Further selections || = Search helps

" = Sort order

Fayroll period

_F'ENI'D” area [

@ Current period
O Other period

Selection
Personnel Mumber
Employment status

IF'EI'SDHI"IE| area

Persannel subarea
Employee group
Employee subgroup
Business area
Organizational unit

[e]o]sls]ls]e]e]e]

Infotypes Selection
Infotype 0001 - Organizational Assignment
Infotype 000G - Addresses
[¥] Infotype DO0E - Basic Pay
Infotype D027 - Cost Distribution
Infotype 0167 - Medical Benefits
Infotype 0169 - Retirement
Infotype 0207 - Residence Tax Area
Infotype 0209 - Unermployment State
Infotype 0234 - Add'l Withholding Info. US
[¥] Infotype 0103 - Bond Purchase

[w] Infotype 0002 - Personnel Data

Infotype 0007 - YWork Schedule

[¥] Infotype 0002 - Bank Info

[v] Infotype 0041 - Date Specifications
[JInfotype 0168 - Insurance Benefits

[¥] Infotype 0171 - General Benefits

[ Infotype 0208 - Work Tax Area

[w] Infotype 0210 - Withholding Indo WaAMS LIS

CInfotype 0235 - Other taxes



Basic Infotype Check contd.

=
| List Edit Goto “iews Settings Systerm Help

| @ 30H eeQ SHE D000 BAE @

Preemptive Basic Data Check

=

State of Washington
Preemptive Basic Data Check

Program: fHRE_REPTFYMNOB

User: KELLYWY

Date: 102772008

Period: From 10/01/2008 Tao 104152008

Employee Number| Emplovee Name  |Message Hinfotype

Infotype 0167 - Medical Benefits data is missing 0167
Infotype 0041 - Anniversary Date (Date type 01) is missing 0041
Infotype 0167 - Medical Benefits data is missing 0167
Infotype 0169 - Retirement data is missing 0169
Infotype 0167 - Medical Benefits data is missing 0167
Infotype 0169 - Retirement data is missing 0169
Infotype 0169 - Retirement data is missing 0165
Infotype 0167 - Medical Benefits data is missing 0167
Infotype 0169 - Retirement data is missing 0169
Infotype 0167 - Medical Benefits data is missing 0167
| Infotype 0167 - Medical Benefits data is missing 0167
[Infotype 0169 - Retirement data is missing 0169
Infotype 0167 - Medical Benefits data is missing 0167
Infotype 0169 - Retirement data is missing 0169

Employee names and numbers have
protect
caonfidentiality




Preemptive Time Data Check

B Helps identify any ZCATA time transfer errors.

B Run this report when time data has been transferred
via the ZCATA action into HRMS

B Refer to the OLQR User Procedure: Preemptive
Time Data Check

B Access the Basic Infotype Check by using the
transaction code ZHR_RPTPYNO7

/. s N\
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Preemptive Time Data Check

=
| Prograrn  Edit Goto  Systermn  Help

B Fields to complete: C - iD 00 BHEE BhLd DE OB

Preemptive Time Data Check

— Payroll Area

Selections frorm I = Ory. structure

— Personnel Number G

e

— Personnel Area =

- Check Missing o
Attendance e £

— Enter Wage types :

— Enter Absence types I )

— Check Missing Absences T

Absence checks

B Click @ (Execute)to [_absconce G

generate report Additonal Checks

Salaried Hours Owerride Check

34



Preemptive Time Data Check cont'd.

g = & [
List Edit Goto Views Zettings System  Help

|@ 100060 BHE D000 IR QE

Preemptive Time Data Check

B4

State of Washington
Preemptive Time Data Check

Program: ZHR_RFPTPYNO?

User:  KELLYW

Date: 107272008

Period:  10/01/2008 thru 10/16/2008

* Person..|Employee Name |Employee Graup |Employee Sub Group | Emplaym.. |Work Sched|Message |Att/A, .| AttstAns Description | Mumber]
Fermanent Maonthiy(M) OT Exempt 100.00 FULL Mo record enter... 9003 |Vacation Leave o.oo

Employee names and numbers have been  [(REUCEIEL! Monthiy(hM) OT Exempt 100.00 FULL Mo record enter... (9003 Vacation Leave 0.00

removed to protect confidentiality Permanent Monthiy(M) OT Exempt 100.00 FULL Norecord exists 1223 Salary Hours Override. 0.00
Fermanent Maonthiy(M) OT Exempt 100.00 |R013 Mo record exists (1223 | Salary Hours Override 000
Permanent Monthiy(hM) OT Exempt 100.00 RO15 Mo record enter... (9003 Vacation Leave 0.00
Permanent Monthiy(M) OT Exempt 100.00 RO15 Mo record enter... 9003 Vacation Leave 0.00
Fermanent Maonthiy(M) OT Exempt a0.00 FULL Mo record exists (1223 | Salary Hours Override 000
Permanent Monthiy(hM) OT Exempt 50.00 FULL Mo record enter... (9003 Vacation Leave 0.00
Permanent Monthiy(hM) OT Exempt 80.00 FULL Mo record enter... 9003 Vacation Leave 0.00

35



Preemptive Compensation Data Check

B The Preemptive Compensation Data Check report helps to verify that
all payroll master data is complete prior to running a payroll simulation

B This report validates (current payroll processing cycle):

— Arrears

— Deductions not taken

— Claims

— Payments and deductions limits
— Time quota compensation status
— Reversal checks

— Garnishments checks

B Refer to the OLQR User Procedure: Preemptive Compensation
Data check

B Access the Preemptive Compensation Data Check by using the
transaction code ZHR_RPTPYNOS

36



Preemptive Compensation Data Check
cont'd.

Arrears: Can be created when a health or retirement deduction is
adjusted in a previous pay period.

Deductions Not Taken: When there is not enough net pay in the
previous pay period to take the deducted wage type from pay.

Claims: When the systems recognizes an overpayment situation in
the previous pay period.

Payments and Deductions Limits: When a payment or deduction
amount is higher than normal and should be checked.

Time Quota Compensation Status: When time entered does not
match employee status.

Garnishments Checks: When a garnishment has been created
using the incorrect vendor number.

37



Preemptive Compensation Data Check

cont'd.
B Enter the Payroll Area.
B Choose to search by

Current period or Other
periods.

— Enter values as
appropriate.

|II7

Program Edit Goto System  Help

| @ 29860 DHE 8NoD | PR @

Preemptive Compensation Data Check

Further selections |

o

Org. structure

Periods

Payroll Area

@ Current period
O Other periods
@ In-period view
O For-period visw

To

Selections
Personnel number
FPersonnel area
Personnel subarea
Employee group
Employee subgroup

Infotype Selections

Deductions in Arrears
Deductions Not Taken
Claim in Prior Period
Infotype 2010 Checks
Infotype 0014 Checks
Infotype 0015 Checks
Infotype 0234 Checks
Infotype 002741018 Checks
Infotype 0224 Checks
Time Quota Comp Checks
Rewversal Checks
Garnishments Checks

oooooooooood

Wage Type Checks

Wage Type Checks

Wage Type Checks

Quota Types

Garnishment Types




Preemptive Compensation Data Check

cont’d.
B Fields to complete:

— Personnel number (s)
— Personnel area

— Personnel subarea

— Employee group

— Employee Subgroup

B Under the Infotype
selection choose an
Infotype to validate by
clicking the checkbox.

B Click @ (Execute)to
generate report.

=
| Erograrm  Edit Goto  Systerm  Help
L] B ABCa@ DHE SDO0 HEE @M
Preemptive Compensation Data Check
| Further selections | = Ory. structure
Periods
FPayroll Area

@ Current period
O Other periods
@ In-petiod view

O For-period view

Selactions

Personnel number
Fersonnel area
Fersonnel subarea
Employee group
Employee subgroup

[slele]ele]

Infotype Selections

Deductians in Arrears
Deductions Mot Taken
Claim in Prior Period
Infobype 2010 Checks
Infotype 0014 Checks
Infotype 0015 Checks
Infotype 0234 Checks
Infobype 0027/1018 Checks
Infotype 0554 Checks
Time Quota Comp Checks
Reversal Checks

ogoooooooooond

Sarnishments Checks

Wage Type Checks

Wage Type Checks

Wage Type Checks

Quota Types

Garnishment Types

39



Preemptive Compensation Data Check

cont'd
=
| List Edit Goto “iews Settings System Help

| & 1 0H e BHE vnon BR QB

Preemptive Compensation Data Check

State of Washington
Preemptive Compensation Check

Program: /HFE_RFPTPYMOB

User: KELLY WY

Date: 121172008

Period: 1201682008 thru 12/31/2008

Employee.. |Employe.. | Hours|  Amount|wage Type [wage Type Text

|Message

0.00 165.00 2531 Unifarm Pre-Tax
Employee numhbers 0.00 33.00 2531 Uniform Pre-Tax
and names have heen 0.00 12.580 2727 A Zone Parking
removed to protect 0.00 200.00 2236 Deferred Comp
confidentiality 0.00 a0.00 4100 Bond Purchase Deduction

0.00 280 2661 Charity

0.0o 122.50 2531 Uniform Pre-Tax

0.0o 24.50 12531 Uniform Pre-Tax

0.00 0892 2124 Life Insurance

Wage Type in Arrears
Deduction Mot Taken
Deduction Mot Taken
Deduction Kot Taken
Deduction Kot Taken
Deduction Mot Taken
Wage Type in Arrears
Deduction Mot Taken
Deduction Mot Taken

40



HRMS Activity

Run the Preemptive Compensation Data Check
Walkthrough — Pg 4

41



Step 2. Run Payroll Simulation/View Log

B A payroll simulation is the process used prior to running
payroll that allows you to:

— Check for infotypes needed in payroll that might be
missing from an employee’s master data.

— Verify that employee master data is valid.
— Verify what the employee is paid.
— Find red lines.

B Use the payroll simulation to evaluate an individual's employee
payroll results or the results of a group of individuals.

B Refer to the OLQR User Procedure: Payroll Simulation

B Access the Payroll Simulation using the transaction code:
PCO0_M10_CALC_SIMU

42



Run a Payroll Slmulatlon cont'd.

1.

Click Payroll period to get the
screen for simulation processing
(as seen to the right).

Enter:

— Payroll Area

— Current period or Other period
— Personnel Number

— Schema

Choose the Display log
checkbox.

— If you need to run the simulation
for more than 5 employee’s do
not check the display log.

When finished, click &
(Execute) to generate report.

|I:I7

| &

T 1= <o . N e S = B B B B I = W = R

Payroll Driver (USA)

O Up to today

@ Other period
Data Selection Period |
FPerson selection period

O From today

Il Pavroll period

Program Edit Soto SysiEm  Help

TO
TO

Further selections " == Search helps I
FPeriod
O Today O Current month O Current year

Q H I €& S 0EE | T Ao s | EE B D

Payroll Driver (UgA)

Further selections ! I| = Search helps I

Payroll period

Pawroll area 11 from 10501 2008

@& Current period Z20||zZo00s

) Other period

TO

1051552008

| Feriod I

Selection

FPersonnel Mumber

ECA G

Seneral program control

Reason for payrall
Off-cwele pawroll

Schema zeoo|f

Forced retro.accounting as of
Test run (no update)

Log

I [« Display log I
Display log for timme management additionally

Display wariant for log

Remuneration statement parameters
O Display variant Rem. stateme

@& Mo remuneration statement

43




Step 3. Viewing Results: Display Log Tree

E;
Log Edit Goto View Settings System Help [ ] The D|Sp|ay Log Tree report
K 110080 BHE 2000 FF QO is divided into six main
Display Log Tree folders:
%) 51 8 o [ 8 s Ol Lo _ General Data

— Successful Personnel Numbers
— Rejected Personnel Numbers
— (3 General data — Processing at End of Selection

Payroll Tog

[ Successful personnel numbers — Messaaqes
—Fersannel Numbers Rejected . .g
—Frocessing at End of Selection — Statistics

— [ Meszages

—[3 Statisti '
atistics B Drill down to see more

—selected personnel numbers 1 Se|ections by C|iCking the
successful 1 .

—Mumber of periods 1 f0|der IcCOon.

—HRejected U
Total number of messages and error messages i
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Viewing Results: Successful Personnel

Numbers

=4

| Log Edit Goto “iew Settings System  Help

| & 200 C@@ CHE Dhon BE 0B
Display Log Tree

BRI o ] e [ B 0 o B

Fayroll log

— @ General data
& Successful personnel numbers

= 1111111 Wells, Carol
= 20/2008 { 18/01/2008 - 10/15/2008 )

USFS Payrall

Initialization of payroll
@ Basic data processing

& Reading previous pay results
— & GENERAL PROCESSING OF TIME DATA
—IF NAMC
—0 ELSE

— ENDIF

— & Garnishment: Retrocalculation
— 08 USPS Retroactive accounting
— & Met processing

B Processing month end accruals
— [ Final processing USA

Regular payroll run in 20/2008

— & Processing on-demand reg. payroll check

— & Get previous result of period for VO

if non-authorized manual check (*)
else if non authorized manual check (*)

. Click Successful

personnel numbers to
display the personnel
numbers of employees
who successfully run
through the payroll
simulation.

. Click on the employee

name, then the payroll
date to drill down to the
USPS Payroll folder.

. Click on the Final

Processing USA folder
to get to employee
results tables.
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Viewing Results: Successful Personnel

Numbers cont'd.
B A list of folders display.

B Double Click RT to display the Results Table.

— 8 RFRZH VAR Refresh Wariabhles - RFB
—E SORT IT sort internal table
— 0 PRINT MNP IT IT (should be empty now)
— & PIT X070 GEM MOAB Error for whatever w/type is still there
— 8 SORT  RT 0 _ 3h ] e
— [ PRINT NP
— 0 PRINT MP ARR 1nal arrears table
— [ FRINT NF DOMT Final deductions not taken table
— B FRINT NF  BAL Accounted offset table
— & FRINT MF  UNB Unaccounted offset table
— 0 PRINT MP *OFT Generated offset tahle
— [ FRINT NF BTZ Bank transfer data
— [ BENTE Update BEWTAB (benefits processing)
— & ADDCU P30 Update cumulative results (tahle CRT)
— [ PRT  ZWSP MOAB chC SIR 4417 1226 & 1227 fo CRT Only
— 3= IF 0 Original payroll?
ELSE
ENDIF
— 8 XDEC Distribution of Employer's Costs
— & FRINT MF  CRT Frint cumulation results [CRT)
— & FRINT MF  TCRT Frint tax cumulation resulfts ([TCRT)
IF R IF retro
—Ca ELSE
ENDIF
UTRST Build tax reporter index table TEUE1 RFEB

— B ERPRT RL Export results to database cluster RU 46



Viewing Results: Successful Personnel

Numbers cont'd.

|II7

| @

-

Display Edit Goto Utilities Settings  System  Help

JEH e CRE BDo0 HE @b

Detail View of Log

™1 PRINT NP RT Final results table
™ output
B~ Table RT

A llage Type APCACZ2C3aBKoReBT Ay TwNOne Amount/0One Mumber Amount

* 101 Total gross 2,444 00
* 102 401 (k) Wage 2,444 00
* /109 ER benefit 4833 .60
* MM10 Net payment 170, 20-
* 114 Base wage T 2,444 00
* f181 Spcl Union 2,444 00
* /182 PQ/TO Base 2,444 .00
* /188 PSERS Z Bas 2,444 .00
* /189 403B Base 2,444 .00
¥ /180 J1 Base 2,444 .00
¥ f191 Spel Union 2,444 .00
* f192 DCP Base 2,444 .00
* /193 LTD Base 2,444 .00
* /184 R1 Base 2,444 .00
* /195 Rtmnt Base 2,444 .00
* /196 Plan1 Base 2,444 00
* f225 Retirement 90. 00

* O f227 S0W (no WSF 90. oo

* £301 TG Withhold &1 2,444 .00
* f303 TG EE Socia M 2,444 .00
* f304 TG ER Socia O 2,444 .00
* f305 TG EE Medic 1 2,444 00
* f306 TG ER Medic 01 2,444 .00

B The employee
Results Table
shows deductions
and wage types and
their corresponding
amounts.

— For example, the Total
Gross for this
employee is
$2,444.00. The total
miscellaneous
deductions and
allowances (/110) is
$170
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Viewing Results: Rejected Personnel

Numbers
B |dentifies red line
errors including:

— Missing or
Incomplete
Infotypes

— Invalid pay scale
Information

— Incorrect payroll
area information

B After changes are
made to an
employee’s master
data, rerun the
payroll simulation to
verify changes are
complete.

I

| Log Edit Goto ‘iew Settings System Help

|G 100 eee SHE D000 AR OB
Display Log Tree

EI|E Row ||E Subtree ‘

Fayroll log

—[E General data
successful personnel numbers
—& Personnel Numbers Rejected

(21 400000145 JONES, JENNY

M Period start 12/16/2008 before earliest pos.. RA run date 01/01/2009

Frocessing at End of Selection
— =& Messages

—® PArea 10 is ignored, incorrect period modifier
— & PArea 59 15 ignored (not for payroll run acc. to TH48A)

— [ Statistics

selected personnel numbers 1
Successtul 0
Number of periods 0
Rejected 1
Total number of messages and error messages 3
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Payroll Simulation — whole agency

B Use the Payroll
Simulation as a tool to
find redlines for your
agency, sub agency, or
employee.

. CIICk Further selections tO add
Personnel Area, Payroll
Area to selection criteria.

B Fields to complete:

— Payroll area
— Payroll Period
— Personnel area
— Payroll area
— Schema

— Click &» (Execute) to
generate report.

|@Er0gram Edit Goto System Help
| & 100 @@ BHE ano0 AR @B
Payroll Driver (USA)
Further selections || & Search helps

Payroll period

Fayroll area 11 fram (10501 /2008

ToO 10415/ 2008

@ Current period 20| 2008
O Other period
| Period

Selection
Personnel Number E
Persannel area 1110 E
Payroll area 14][e) E

General program contral

Reason for payroll

Qff-cycle payroll

Schema ZROQ
Forced retro accounting as of

Test run (ho update)

Log
[JCisplay log
[]Display log for time management additionally
Display wariant for log

Remuneration statement parameters

O Display variant Rem. staterne

@ Mo remuneration statement
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Payroll Simulation —whole agency

& | | = B E@ﬁlgmﬂlﬁﬁﬁﬁl-[@l@.

Display Log Tree
e, = Line number Subtree = Te fHl [T

Payroll 1oqg

—@E General data
Successtul personnel numbers
—= Rejected Personnel Numbers

— = 08837319 CHARLES TARA T

E 0272007 ( G1/01/20087 - 81/15/20807 ) Reqular payroll run in @2/2007
= POSNC E C C161 Check aon IT9; Print fero-Net-Checks
= Processing A

— = 00059235 CARHARTT JANESSA T
= e2/2007 ( 01/01/2007 - 1/15/2007 ) Regular payrall run in 82/2007

= POSNC E C C161 Check aon IT9; Print fero-Net-Checks

E Processing ros




Payroll Simulation Helpful hints

B After corrections have been made run a Payroll
Simulation, without the Display log checked using the
code W- Payroll correction run.

B Using the Payroll Correction will run the simulation for
employee’s who had changes to their master data since
the last payroll was processed by DES.

B Refer to the User Procedure Payroll _Simulation-
Payroll Correction Run
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Payroll Simulation Helpful hints cont’d.

F'rogram Edit Goto Systern  Help

|@ 3o B eee BB nDon BE @E
B Select the | =3 Search helps | -
Payroll Driver (USA)
. Se I eCt W - PaerI I | Further selections || = Search helps
. Payroll period
COrreCtlon run FPayroll area 11 fram |10/01 72008 TO 1041572008
@ Current period 20|2o08
O Other period
. . — 1
- Th IS WI | I run on Iy I—II:E’Restrict “Yalue Range (1) 28 Entries found [=]
| =
employees who have had e M LICIEAEER
) " Persgn H--|Short text
u p d ateS to th elr payro I | Persand ™ OWNErship matchcode (non appliable) [+]
B PDC error indicator [~]
master d ata. Payrolld ¢ personnel ID Number
D Part-time employees (D)
E Buyer
General pyf F Construction industry - arganizational assignment
. Feasonl - Sickness cert.data (A)
. CIICk (Copy) tO Off-c | IS number
-cycl
. J Last name - first name - hirth name
Schems - )
CO nt'nue. K Organizational assignment
FOrced l)  Time Data Administrator
Testifpd  Schedules
M Last name - First name
Log O HR Master Record: Infotype 0302 (Additional Actions)
ClDispld P Last name - First name (KR)
[ Displa Person 1D
i : € Constituent Services Mumber (ML)
DISPlaYY 5 Ermpioyee's application number
S Personnel nurmbers with trip data by organiz. assignmen [
Remunerafl T  Personnel numbers with trip data
O Displaf L' Systerm user name
@Mared ™  PErson in charge of sales =
W Payroll correction run [4]
Interfare tonlhoy Fennrt nronirarn El
IIIIIII [ |[J[v]
23 Entries found | 52




W-Payroll Correction Simulation

B Fields to complete:

— Payroll period

— Personnel Area

— Personnel Number
— Schema

B Click @ (Execute)to
generate the report.

|I:D

Frogram  Edit Goto  Systern Help

| & 208 e@e SHE 2000 AR @F

Payroll Driver (USA)

Further selections Il = Search help W

Payroll period
Fayroll area 11 from
20| 2008

10401 /2008
@ Current period
O Other period

| Period

To 101542008

Selection
Fersonnel Mumber

o] 0]

Fersonnel area 1110

Payroll area 1R

E

General program control

Reason for payraoll

Off-cycle payroll

Schema ZFon
Forced retro. accounting as of

Test run (no update)

Log
[ Display log
[ Display log for time management additionally

Display wariant for log

Remuneration statement parameters

O Display wariant Rem. stateme

@ Mo remuneration statement
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W-Payroll Correction Simulation cont'd.
Display Log Tree
EID* = &H Row |[|EF Subtree @@|

Fayroll Log

— [ General data
successTul personnel numbers
— = Fersonnel Numbers Rejected

(=1 40000235  SULLINAN, JAMES

= 2172010 ( 101652010 - 1053172010 ) Regular payroll run in 21/2
(=1 ACTID ZMBF AR Check splits w/manual 1223 or 7/24 =ch
(=1 Frocessing 2

M Termination 1n operation ERROR
20102102
IMERpZ*** ** ERROR "EE HAS M WULTIFLE 5F LITS

Basic entry 1n IT

m Employees still with errors will display.

m For this screen shot:
“Termination in operation Error ...The Employee has Multiple
Splits basic entry in IT” o2




HRMS Activity

o
Run a Payroll Simulation Without
Display Log
Exercise pg. 7

Run a Payroll Simulation and View the Display Log Tree
Exercise pg. 9
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Step 3 : Correct the Identified errors

B Run each of these reports prior to
payroll cut-offs:

Corrections and Returns for Agency
ZHR_RPTPY151

Logged Changes in Infotype Data
S_AHR_61016380

Basic Infotype Check ZHR_RPTPYNOG6
Preemptive Time Data Check ZHR_RPTPYNO7

Preemptive Compensation Data Check
ZHR_RPTPYNOS

Payroll Simulation (PC00_M10_CALC_SIMU)

B Catching these errors and correcting
them prior to the release of payroll helps
to make sure that payroll is calculated
correctly for the employee.
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Review: Pre-Payroll Analysis

B \Why should you run a Preemptive Compensation Data
Check ?

B True or False: You should run a simulation when the
payroll processor has made a change to the
employee’s payroll related master data.

S/



Payroll processing activities for
Day 2 and 3
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Payroll processing activities for
Day 2 and 3

Upon completion of this section, you will be
able to:

B Understand the tasks and responsibilities
for processing payroll.

B Work through the steps of processing
payroll.

B Run reports to check employee payroll
results.

B Correct payroll errors as needed.
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New Terms

3'd Party Remittance Program: Process that sends information to
AFRS regarding the payment of deductions and employer
contributions to third parties such as the IRS or credit unions.

Posting Simulation: Execution of the payroll posting program in
simulation mode. The payroll posting program interprets the payroll
results to create accounting transactions.

ALAS (Automated Liability Apportionment Solution): Reads the
payroll posting results and if necessary apportions (divides) the
liability entries in order to correctly match the distribution of
expenses by business area. Generates AFRS transactions.

FI (Financial Interpreter) Interpreter Simulation: Reads the ALAS
stored results and creates AFRS and TM$ (Treasury Management
System) transactions to interface to the legacy accounting systems
operated by OFM and OST.
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Process Payroll: Tasks / Responsibility

Process Task Responsible Role / Agency
Step 1 Release Payroll DES
Step 2 Run Payroll & Check DES
Results
Step 3 Release for Corrections DES

Step 4 Agency Check Results and | Agency — Payroll Analyst, Payroll
Correct Errors Processor, Time and Attendance
Processor

Step 5 Exit Payroll DES
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Step 1: Release Payroll

B At 6:00p.m. on the evening of the 15t business
day of payroll processing, DES releases
payroll.

B During this time, all employee records are
locked and therefore can not be accessed to
make updates during the running of payroll.

B Agencies do not have any responsibility during
this step, however, should be aware that when
system messages appear regarding locked
payroll, this process is occurring.

B After corrections are made (Step 4), the
process is repeated in order to run payroll
again.
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Step 2: Run Payroll

B DES processes payroll. This task occurs on
the 15t business day for processing the prior
payroll period.

B | ike a simulation, running payroll produces
reports and identifies errors that need to be
validated and verified. These reports are
addressed in Step 5 of the payroll process.

B DES will check payroll results for any
technical errors.
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Step 3: Release for Corrections

B During this step, DES unlocks the i:‘t

employee records that were previously
locked during payroll run. This occurs
each day until the final day of payroll
processing.

B Agencies receive a list of corrections
from DES. Which includes RPCIPE and
ALAS errors.

B Check the Spool file for errors (Payroll,
ZCATA).
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Step 4: Agency Checks Results and
Correct Errors

1. Check the HRMS Payroll and Financials website for errors.

2. Access your spool file to check for rejected employee’s data.

3. Reports to run after payroll is released for corrections and prior to
payroll exiting:

Basic Infotype Check (ZHR_RPTPYNOG)

Preemptive Time Data Check (ZHR_RPTPYNO7)
Preemptive Compensation Data Check (ZHR_RPTPYNOQOS8)
Payroll Threshold Report (ZHR_RPTPYNO?9)

Active Employees with No Retirement Deductions Taken
(ZHR_RPTPY024)

Wage Type Reporter (PCO0_M99 CWTR)
Remittance Detail (PC_M99 URMR)

Payroll Posting Report (ZHR_RPTPY126)
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HRMS Payroll and Financial Errors

(el il g nlal S IRV IINAEE  Topic Index A-Z | Forms | Publications | Calendar
H washington State
Department of Paersonneal | | @

Home = Payroll = Human Rescurce Management System = Payroll Calendars & Print FFiEI‘IEﬂ}"
Schedules > Payroll & Financial Emrors
Fayroll - HRMS . .
HEMS Support The Department of Personnel Information Services :
Payroll Calendars & > Division is committed to providing assistance and ez 2Ll
Schedules solutions to agencies and employees during payroll Message Center
Training processing days.

On-Line Quick Reference Contact Us

Each payroll period, HRMS generates critical
information about payroll processing. DOP provides A60-664-5400 or E-Mail
this information to agencies to help them identify error

types. who is affected, why errors occurred, and how

to resolve errors.

Click on the Instructions and spreadsheets below for current HEMS FPayroll and
Financial Errors.

Day1 Day2 Day3 Payroll
RPCIFPE & RPCIFPE & Payroll Locked
AlLAS Error ALAS Error Redlines Employees
Instructions Instructions Instructions Instructions
P Il Period 6
ELiRbL Day1 Day?2 Day3 Locked
Mar. 1-15, 2009 Errors Errors Redlines Employees
Alert/ Status Mormal Mormal Mormal Mormal

Payroll errors: Generated during payroll processing and do not allow the employee to
continue and complete the process. (These are available on your agency's spool files
in HRMS. After a noon process on Day 3, remaining redlines will be posted above_)

RPCIPE (posting) errors: Generated after payroll calculations have completed and
caused by a wvariety of conditions. Use the Common RPCIPE Errors for helpful tips on
how to research and correct.

| http://www.hr.wa.qov/payroII/HRMS/PavrolICalendarScheduIes/Paqes/HRMSPayroIIFinancialErrors.asp_x/z



http://www.dop.wa.gov/payroll/HRMS/PayrollCalendarSchedules/Pages/HRMSPayrollFinancialErrors.aspx
http://www.dop.wa.gov/payroll/HRMS/PayrollCalendarSchedules/Pages/HRMSPayrollFinancialErrors.aspx

RPCIPE & ALAS Errors_Day results

e hitp:/fwww. dop.wa.gov/NR/rdonlyres/29088622-589F -4C4E-9360-DBAFEFA71FFE/O/PP13_Day? RPCIPEALASE - Microsoft Interne

File Edit ‘iew Insert Format  Tools Data GoTo  Favorites  Help

W — i
1 | h J "\-.J ra i il L J‘-
-, 2 Bt nf| W) - Search ¢ Favorites \5- ) m g = Iii ._:i

Address Ej hikkp: e, dop.wa, gov /MR rdonlyres/ 2008862 2-5B9F-4C4E-0360-DEAFEFAT LFFE/D/PP13_Day2_RPCIPEALASErTOrs, xls

Al v fe Pers Area
1HE A B | C | D
| [PersArea | PERNR Repeat Error  Cause of Error
= 2 |Grand Coun 20
= | 3 |0850 Count 1
|_ -4 250 N 200612 Day3  ALAS ERROR
+ | 5 [1020 Count 1
= | 7 |[1950 Count 1
|_ | B | 1950 20051 3 Day2 RPCIPE Error (Most likely cause: Please see error #5 & 6 as described in "Common RPCIFE Errors”
+ | 5 2250 Count Z
+ | 122350 Count 2
+ | 153000 Count 2
+ | 153008 Count 1
= | 203013 Count 3
-2 3013 200813 Day2Z  RPCIPE Error (Most likely cause: Please see error #5 & 6 as described in "Common RPCIPE Errors"
| 22 3013 200813 Dayz  ALAS ERROR
| 23] 3013 200813 Day2 Recipe error
+ | 2413022 Count 1
+ | 263025 Count 1

6/



RPCIPE errors

B Are cost distribution errors that can be caused by a variety of
conditions.

B Common cause of RPCIPE errors include:

— Changes to the employees:
= Position funding.
= Position relationship.
» Employee position information.
» Employee’s master data.
» Terminated employee errors.
» Cost distribution (Infotype 0027) end dating

B To assist agencies in correcting these errors DES sends out “Common
RPCIPE errors” document.
B Use the Payroll Simulation Validate RPCIPE Error Corrections

B Use the Preemptive Compensation Data check report

(ZHR_RPTPYNO8) selecting infotype 0027/1018 ( cost distribution) // .



ALAS errors

B Caused by claims from prior periods that are not
offset in the current period.

B These errors cause the ALAS financials to be out of
balance.

B |f these errors are not corrected prior to DES exiting
payroll the employee will be locked out of the payroll
process in HRMS.

B Use the Payroll Threshold Report
(ZHR_RPTPYNO9)
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Error Spool File

B Run the Spool file after payroll has been run by DES.

B Use the spool file to access Time, Payroll, and GAP 1,
Reports.

B Errors that are found on the reports must be resolved
before payroll is exited.
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Accessing the Spool File

=
Selection  Edit Goto  System  Help

B Access the spool file,

use the transaction |G 2090 @AQICHE D00 PR Q®
code SPO1. Output controller: Spool request selection screen
- Remove the COntentS Eﬁ Further selection critena...
Of Spool requests  REOIT N EEVTERE
- Created by Spoal Request Number E
— Date Created .
Created By E
Date created tﬂ
B Field to complete: Clert ?Dﬂl -
. . Althorization 300
B Authorization: -
Output Device E
to generate report. | Reder i
Department E

/1



List of Spool Request

- The LISt Of SpOOl =E':=-:: tequest  Edit '-__1'-::.-::__||e:geg E:.Ell R E @
request displays all

. Output Controller: List of Spool Requests
of the available SLe &l & WP NEBE2FEETS
reports on the

SpOOI flle for your B Spool no. | Type|User Date Time |Status|Pages|Title or name of spool request
a enC [ ] 14152[[:2| | TIDALSAP| 07/03/2067]03:12] - 4 [3006_ZCATA_RETSFR |
g y ] 14300([:5  [TIDALSAP|07/03/20087|03:18 3 | 3008_ZCATA_RETSFR
O 13072|[:5 |TIDALSAP|07/03/2007|03:08 2 |3007_ZCATA_RETSFR
. O 14057|[E| |TIDALSAP|07/03/2007|03:07 2 | 3006_ZCATA_RETSFR
B |tems W|” Stay on ] 13968| &5 | TIDALSAP| 07/03/2007|03:07 2 |3803_ZCATA_RETSFR
. ] 14204| i | TIDALSAP|07/03/2007|03:07 4 | 3002_ZCATA_RETSFR
the SpOOI flle for ] 13877|(& |TIDALSAP|07/03/2007 0307 2 | 3801_ZCATA_RETSFR
I 14126| 5 | TIDALSAP|07/03/2007|03:07 2 |3004_ZCATA_RETSFR
Seven da S O 14202| [ |TIDALSAP|07/03/2007|03:07 2 |3009_ZCATA_RETSFR
y . O 13600| 5 |TIDALSAP|07/02/2007|22:14 4 |3008_Payroll Results Western State Hospital
O 13607| (5| | TIDALSAP|07/02/2007|21:58 3 [308@_Payroll Results DSHS Headquarters (B0@A1)
. O 13843| 2 | TIDALSAP|07/02/2007|21:44 2 [300_Payroll Results DSHS Headquarters (90@A2)
B TO view a report ] 13673| & |TIDALSAP|07/02/2007(21:27 4 |3809_Payroll Results Child Study/Treatment Ctr
. ] 13754 | (55 | TIDALSAP| O7/02/2007(21:20 3 |3004_Payroll Results Naselle Youth Camp
CI|Ck the bOX next 1 13744|[& | TIDALSAP|07/02/2007|28: 41 2 |3886_Payrol1 Results Special Commitment Center
] 1330155 | TIDALSAP| O7/02/2007 (2040 2 |3002_Payroll Results Maple Lane School
tO the S OOI OU O 13741| 5 | TIDALSAP|07/02/2007|20:33 3 [3006_Payroll Results DSHS Headquarters (000A3)
p y O 13662| (5| | TIDALSAP|07/02/20087|20:32 5 |3001_Payroll Results Echo Glen School
- O 13806|[:E| | TIDALSAP|07/02/2007|20:29 3 |3003_Payroll Results Green Hill School
Want to VIeW. ] 13388 (55 |TIDALSAP| O7/02/2007(20:23 2 |3007_Payroll Results Eastern State Hospital
] 13660 (55 | TIDALSAP| O7/02/2007(19:26 1 |3600_Payroll Results DSH: Headquarters

to VleW the SpOOI 21 Spool requests without output request
request.

B Click & (Display) —__ z@wiewsteswes

/2



ZCATA RETSFR Error Messages

statistics:

Mumber aof unsuccessful postings: B6
Mumber of data records read: 66
Mumber of successful postings: O

Exc. Cxd Pers.Mo. Start Date A/AType Hours Crocy WT Number THMU Amount Type Humber
Message fext

=00 400000011 12726/ 20058 9047 g.00 0.oo 1
400000011 Not enough quota 42 for attendance/fabsence 9047 on 12/26/2008 for personnel no.400000011:
400000011 Record from 12/26/2008 with subtype 89047 could not be posted

m m

00 40000012 12/26/2008 2047 1.20 Q. oo 2
40000012 Not enough guota 42 for attendance/ashsence 9047 on 12/26/2008 for personnel no. 40000012
40000012 Record from 12/26/2008 with subtype 9047 could not be posted

m rm

£00 40000013 12/31/2008 3003 g. oo 0. oo 3
E 40000013 Mot enough quota 31 for attendance/absence B003 on 12/31/2008 for personnel no. 40000013.
E | 40000013 Record from 12/31/2008 with subtype 9003 could not be posted

B In the example above:

— The first messages indicate that there was not enough quota 42
(Personal Holiday-shift) for the absence wage type 9047 on
12/26/2008 for the personnel number.

— The bottom message tells you that there was not enough quota 31
(annual) for the absent wage type 9003 on 12/31/2008 for the

personnel number. =



Payroll Results Spool Request

Rejected Personnel MNumbers
B Look for error ——
MeSsSSsages
h|gh||ghted In Red 1942007 [ 09/1E/2007 - 093072007 )

Regular payroll run in 13/2005

by Scrolllng dOWn GOM Continue with complete data

the report. Frocessing

Infotype 0210; W-4 for federal fax authority is missing.

Feriod 200712 | check date 10/10/2007

B The MesSSsages tell peeeenex Infotype 8210,
you what happened Processing at End of Selection
during the payroll  tessages
run. Statistics

selected personnel numbers 1825
® You mustcorrect " o
any errors before -
. umber of periods
payroll exits. s octen 1
Total number of messages and error messages 1
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Gap 1 Time and Attendance Spool Request

[©
apool Request Edt Goto Uilities  Zettings  System

Help

v/ D 0E QU SRR DD0D [HE @

DE

Graphical display of spool request 249636 in system RP0

DEEED[H]]DD Settings...

Graphical

Graphic Without Structure Information

& Raw

& Hex

State of Washington - HAMS
Time and Leave Activity

o)

First Name Bagin Date En
BRIAN A0/A0/6000 Ba
BRIAN 10/16/2010 00
BRIAN 101772010 00
BRIAN 10/18/2010 B0
JESSICA 00/A0/6000 B0

o Date  Msg. Message Text

Il
/00/0000 E0185 Persannel number
f00/0000 E1137 Record was rejected during CATS processing.
f00/0000 E1137 Record was rejected during CATS processing.
fO0/0000 E1137 Record was rejected during CATS processing.
fon/

Q000 E0BD Attendance/sbsence 1072272010 - 10/22/2010 during non-working period |

ot active on 10/18/2810

ilage Abs. Hours
Type Type

.00

3033 10.00

3033 10.00

J033 10.00

0.00

B The Gap 1 Time and Attendance spool will only display if your
agency provides a Gapl file to HRMS.

B The message text will tell you what errors have occurred.
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Displaying more than 10 pages and

Prlntlng Spool

B Select the spool you wantto |¥

view by selecting the %
display button.

If your file is more than 10
pages, click settings.. .

Enter the number of pages
for your report in the Display

area.
Click & (Continue).

An information window will
pop up, click

Click & (Print), if you need to

print your report.

|E?f'

apool Request  Edit Goto  Utilities  Settings  System  Help

I H QO BREHE BDL8 HE QFE

Graphical display of spool request 247951 in system RP0

v (Continue).

O Hexadecimal

D...D I:I I:H:I DD m Graphical Graphic YWithout Structure
Number of unsuccessfu1 pust1ngs o
'E?’Settmgs for Spoal Hequest Dlsplaj,r 331
Dizplay hMode
@ Graphical Type
) Ram I—

Display area
® From page i To page
O The last 10 pages

10

mave settings
® Temp. for transaction

C Temp. for session

O Permanently even betw. logons
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Exporting Spool to Excel
| Edit Goaoto Utilities Settings Systemn  Help

| & DA H @@ DHE DY
Output Controller: List of Spool Requests

1. From the Menu Bar, click Spool Request/ I Save stin fie_
Forward/ Save to Iocal flle In which format should the list

be saved ?

2. A Save list in file window will pop up, click
the radio button by spreadsheet. @ soreadzhont |

O Rich text format

unconverted

O HTML Farmat

3. Click # (Continue). Olnthe chasrd

4. A window to Choose the Directory of where
you want to save your file will pop up. Enter a
File Name for your document.

. III:’ (Sraphical display of spoal request 248183 in systerm RPO
5' CIICk Generate' | Directary ChDocuments and SettingsikellywahSapyarkDir

File Mame HLE

| Replace || Extend |




Payroll Threshold Report

B Run the Payroll Threshold Report after
payroll has been run by DES.

B The report checks the accuracy of
payroll run by displaying issues that
have arisen after payroll has been
processed.

B Refer to the OLQR User Procedure:
Payroll Threshold Report

B To access this report, use the
transaction code: ZHR_RPTPYNO9
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Accessing the Payroll Threshold Report

=
| Erogram  Edit Goto System Help

1. C|iCk| —— |t0 access | & 2000 eaQ SHE DL AR om
Payroll Threshold Report

the screen shown to the right.

Further selections | & Org. structure

2. Enter the Payroll Area.

Payroll Area [ =
@ Current period

3 Choose to search by: O otter enoss o

@ In-period view

O For-period view

- Period
— Current period |
. Selections
—_ Other perIOdS Personnel number =
Personnel area
. . Personnel subarea E
- In'pe”Od VIeW Employee group
Employee subgroup E
— For-period view
Infatype Selections
— Enter values as 0 e
. O Clairmns
appropriate. D Nerpey o
0 GrossPay<0
O Working Hours = 0
O Deductions Mot Taken
O Cost Dist Hrs = Available Hrs
(| Met Pay Exceed Limit =
O Retroactive Pay Exceed Limit ]|
(| YWage Types Exceeding Limit | Wage Type Checks
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Accessing the Payroll Threshold Report cont'd.

|ED

|@

Program Edit Goto  System  Help
A ea@ SHE STO0 EE @

4 Choose a value to search by entering

Payroll Threshold Report

one of the following:

Further selections |

— Personnel number

5 Crg. structure

Ferinds

— Personnel area

Payrall Area
@gurrentperiod - Personnel SUbarea
S " — Employee group
|DF°“P9”°“';‘;'M — Employee Subgroup
5. Choose an area to validate by clicking
e the box:
Employes group . .
Empoyee subgroun — Arrears (created in current period)
— Claims
InfotvpeD'SeIectErr;:ars _ Net pay<0
= — Gross Pay <0
O GrossPay<0 — Deductions not Taken
[0  ‘waorking Hours = 0 . .
O Deduct?uns Not Taken — Cost Dist Hrs>Available Hrs
O Cost Dist Hrs = Avallable Hrs . .
[ MetPay Exceed Limit 2 — Net Pay _Exceed Limit o
B GendbsBhyBeslLil — Retroactive Pay Exceed Limit
[0  ‘Wage Types Exceeding Limit | Wage Type Checks

— Wage Types Exceeding Limit

80
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Viewing Results: Payroll Threshold Report

|II7

List Edit Goto ‘iews Settings System  Help

| & 200 @@ SHE Hnnn BE QB

Ew

Payroll Threshold Report

State of Washington
Payroll Threshold Check

Program: ZHR_RPTPYMOD

User: KELLYWY

Date: 121172008

Period:  12/16/2008 thru 12/31/2008

Pers..|Personnel Area Desc. | Haurs| Rate|  Amount|wWage Ty... [Wage Type Text Limit|essage

3000 |DSHS Headouarters 0.00 oo | 217945 |/560 Amaunt pai 1,800.00 |Net Amount Greater Than Acceptable Limit
3000 |DSHS Headouarters 0.00 0.00 0.00 Amaunt pai 0.00 Meg Met Amount - Check Misc/Mandatory Deductions
3000 |DSHS Headouarters 0.00 0.oo | 189335 Amaunt pai 1,800.00 |Met Amount Greater Than Acceptable Limit
3000 |DSHS Headguarters 0.00 oo 190575 Amaunt paid 1,800.00 |Met Amount Greater Than Acceptable Limit
3000 \DSHS Headguarters 0.o0 o.oo| 188959 Amount paid 1,800.00 |Met Amount Greater Than Acceptable Limit
3000 |DSHS Headguarters 0.00 oo 224813 Amount paid 1,800.00 |Met Amount Greater Than Acceptable Limit
3000 |DSHS Headouarters 0.00 o.oo | 2319.68 Amount pai 1,800.00 |Met Amount Greater Than Acceptable Limit
3000 |DSHS Headouarters 0.00 o.oo | 198357 Amaunt paic 1,800.00 |Met Amount Greater Than Acceptable Limit
3000 |DSHS Headouarters 0.00 o.oo | 229831 Amaunt pai 1,800.00 |Net Amount Greater Than Acceptable Limit
3000 |DSHS Headouarters 0.00 000 | 2468.65 Amaunt pai 1,800.00 |Met Amount Greater Than Acceptable Limit
3000 |DSHS Headouarters 0.00 ooo | 1827.02 Amaount paic 1,800.00 |Met Amount Greater Than Acceptable Limit
3000 \DSHS Headguarters 0.o0 oool 2118 Amount paid 1,800.00 |Met Amount Greater Than Acceptable Limit
3000 \DSHS Headguarters 0.o0 0oo | 244592 Amount paid 1,800.00 |Met Amount Greater Than Acceptable Limit
3000 |DSHS Headguarters 0.00 ooo | 239895 Amount paid 1,800.00 |Met Amount Greater Than Acceptable Limit
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HRMS Activity

Run and View Payroll Threshold Report
Exercise — Pg 14

82



Active Employee with No Retirement

Deductions Taken Report

B Use to identify employees who did
not have retirement subtracted
from their pay during a particular
payroll period.

B Run this report for a single pay
period to validate that retirement
deductions have been taken for all
eligible employees.

B Refer to OLQR User Procedure:
Active Employees with No
Retirement Deductions Taken

B Access this report using the
transaction code: ZHR_RPTPY024
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Active Employee with No Retirement
Deductions Taken Report

% o it o s e 1. Enter the Payroll area.
1€ 190/0@8 BER 0000 BE OB .
Active Employees With No Retirement Deductions Taken 2. Search by C.urrent perIOd
e or Other period.
‘ Further selections |‘E€> Search helps | ‘E€> Oy, structure 3 Choose a Value to SearCh
Payrall period .
Payrall area 11 from 10/81/2008  To  |10/15/2008 by entermg one or a
o = combination of the
following:
Selection
Fersannel Number E P I b
Personnel area 1110 2 - ersonnel number (S)
Personnel subarea 2 — Personnel area
Employee group &
il g UL B — Personnel subarea
— Employee group
Additional Selection - Employee SUng‘OUp
Retirement Plan =i El

4. Click @ (Execute) to
generate report. )



Viewing Results: Active Employee with No
Retirement Deductions Taken

[ [ B
List Edit Goto System Help

1@ 2 10060 SRR DDAD BN OF

Active Employees With No Retirement Deductions Taken

Report I0: ZHR_RPTFY024 State of Washington - HAMS
User o RELLYW Active Employees With No Retirement Deduction Taken
For the Pay Period 02,2010 81/01/2010 01/15/2010
Emnloyee Employee Retire  Current Tme  01d Taime  Warrant
Narme Number — Org Unit #  Org. Umt Title  Flan Worked Worked Reg. No.  Comment

300 sup of Pub Instruction

Alvarez, Felix 20000002 - 31000028 650 i i 1002 FPos. elig, EE anelig
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Understanding Results: Active Employee
with No Retirement Deductions Taken

Position | Employee | Enrolled | Deduction Comment on Report
Taken

Eligible Eligible Yes Yes Bypass employee

Eligible Eligible Yes No Pos. eligible, EE eligible, enrolled

Eligible Eligible No Yes Not possible; inconsistent

Eligible Eligible No No Pos. eligible, EE eligible, not

enrolled

Eligible Ineligible Yes Yes Not possible, inconsistent

Eligible Ineligible Yes No Not possible; inconsistent

Eligible Ineligible No Yes Not possible, inconsistent

Eligible Ineligible No No OK but inconsistent

Ineligible Eligible Yes Yes OK but inconsistent

Ineligible Eligible Yes No Pos. ineligible, EE eligible,

enrolled : inconsistent
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Payroll Posting Report

B The Payroll Posting Report
displays all General Ledgers and
the Cost Coding.

B This report reads payroll posting
data after it has been processed
through payroll.

B Refer to the OLQR User
Procedure: Payroll Posting Report

B Access this report using the
transaction code:
ZHR _RPTPY126




Accessing Variants

B To access a
variants:
_ Click B (Get
Variant).
— Clear the created
by field
— Click the Variant

name you are

[=
| Frogram

| &

Edit Goto System Help

ERREON 1= B R R 5

Payroll Posting Report

&l

SE|9Ct|ng. I ~5AF: Variant Directory of Program ZHR._RPTPY126

— Click ¥ (Choose).

Variant Sy ] o
Environment 5
Created by 5
Changed by =
Original language =
@x

S ] ER =Y

Yarfant catalog for program ZHRE_RPTRY 126

\ariant name |Short description [.|

vy DEF WWH Deferred deductions by WT A [«]

Sty DoC PA DOC Pers Area Selection A ]

oy’ OISHS PA D5HS Pers Area Generic A

oty EXP BYOWT salaries only sorted by WT A

oy’ GL 5124 Met pay and ded for GL 5124 A

oy GL 5181 Health Insurance deductions A

v GL 5187 Med Aid/nd Ins deductions &, ]

oy’ GL 5188 savings Bond deds and Purch A [=]

[l [ L[] g8




Payroll Posting Report

|II7

Program Edit Goto  System Help

B F|e|ds to Complete: |@ 100 eee DR Doon BE @@

Payroll Posting Report

- Pay periOd Payrall Period

Payroll Area

h1 [5)

182007 | to

— Business Area et

Select by Person
Personnel Number
Organizational Unit

to
to

[s]g]

B Click @ (Execute) t0  sgnms

Business Area

1110/ | to

generate the report, Remitting Business Area

Wage Type

Warrant / EFT #

[JDisplay all Data for EE
[JDisplay all Bus. Areas for EE

to
to
to

[s]e]<]g]

Document
Run 1D

Sequence
Sequential Mumber

ALY Variant
ALY Layout Variant
[v] Read only fields in layout

fGL 5187

Note:
If you are running this report for one employee, you
number.

must also include your business

89



Payroll Posting Report
|E7List Edit Goto ‘“iews Settings Systern Help Qw

1€ 100 @@Q BHE D00 R O
Payroll Posting Report

State of Washington - HRMS
Payroll Posting Report

Report ID: IHR_RPTPY 126

User: FELLYWY
Date: 100272008
Period: From 08/01/2007 To 08/15/2007

Payroll Peried: 18 . 2007
Payroll Area: 11
Run type: Production

Pay Peri...|BusA Bus area| PersNo [Last name|First name|GiL |Over. Gr§[Medical Aid Group T|Longtext J=  Mumber ofl= Amount|For-period|In-Period | Pt date|
1110-4902 Admin & clerical = sn 1548525 == 856.17-
1110-5300 Admin Field Personne & =n 2606124 == 1.441.03-
1110-5307 EMP N.O.C. E s 639.00 == 126.84-

Ih snn 4218549 === 2.424.04-

Select the roll-up icon to display each Medical Aid Group detailed
information
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Wage Type Assignment

= Run this report to view the list of all HRMS wage types and
view the General Ledger account the wage type will post
to in OFM’s Agency Financial Reporting System (AFRS)

» Refer to the OLQR User Procedure: Wage Type
Assignment - Display G/L Accounts

= Access this report using the transaction code:
PC0O0_M99 DKON
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Wage Type A

m Fields to complete: |©

Company Code

— Key Date

— Select Cost
Planning

— Select Display as
variable list

m Click @
(Execute) to
generate the
report.

ssignment

&
Program Edit Goto System Help

3 (HQea SEE D008 FHE @

Wage Type Assignment - Display G/L Accounts

election
Country Grouping 18\ i
Wage Type to
Company Code t
Key Date 10/23/ 2008

[ ]Waluate Add. Madification

onsider Business Processes
[v]Payroll Results Posting

Manth End Accruals Posting
[v] Cost Planning

Display as tree

Oisplay as vaniable list
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m This report displays:

— Wage Types

— Wage type name

— General Ledger
number and name

=

List

Wage Type Assignment

Edit Soto Settings System

m oA H &G  BEE BYaasn | E

Help

Wage Type Assignment - Display G/L Accounts

[ f[ > ]]w]

T WTvwpe text GfL Acct Short Text

£401 [ TE Withhaolding Tax 5124000000 HRE OMLY ACC SAL FAY
402 (TH Earned Income Credit F51Z24000000(HR OMLY ACC SAL PAY
FA403(TH EE Social Security Tax (5124000000 HR OMLY ACC SAL PAY
F404 (T ER Social Security Tax 5124000000 (HR OMLY ACC SAL PAY
F405(TH EE Medicare Tax 5124000000 HR OMLY ACC SAL PAY
4068 (TE ER Medicare Tax S51zZ4000000 | HRE OMLY ACC SAL FAY
FA432(TH ER Accident Fund Tax 5187000000 HR OMLY MMED IRD IMNS
F433 (T ER Medical Aid Fund Ta|51857000000(HRE OMLY MED IWND IMNS
F434 (T ER SupImtal Pension Tx |[5187000000(HR OMLY MED IRKD IMS
F442(TH EE SupIimtal Pension Tx 5187000000 (HR OMLY MMED IRKD IMS
F443 (T EE Medical Aid Fund Ta|(5187000000(HR OMLY MED IKD IMS
f551 [Retrocalc. difference 5959999595399 | HR ORMLY CLEARIMNG ACC
fEEZ[(Difference prew. FPeriod 5999999999 | HRE OMLY CLEARIMG ACC
FEE8 [ Fayment 5124000000 HR ORMLY ACC SAL PAY
FEE1T [ Claim 5999939339399 | HR OMLY CLEARIMNG ACC
fEE3[(Claim from prew. period 59599999999 | HR ORMLY CLEARIMNG ACC
1003 | Fay FPeriod Salarwy E510AMO000 | Initiative 732

1003 (FPay Period Salarwy s5510MUIOO000 | FEMNS BEME FPMTS

1003 Fay FPeriod Salary 5510A 0000 | 5STATE OTHER

1003 (Fay Period Salary E510ALSWAS | HIGH ED STUDTS WS
1003 Fay FPeriod Salarwy 551 0ARNOO000| JUSTCS & JUDGS

1003 (Fay Period Salary 5510AQ0000 | 5TA FERRY SYS

1003 (FPay Period Salarwy E510ARDOOO0| ELECTD OFFCLS

1003 Pay FPeriod Salarwy E510MWOO000 | MOR FTE COMF

1003 (FPay Period Salarwy 551 0MWO000 | MOM FTE COMP

1003 Fay FPeriod Salary 5510ALOO0O0 | HIGH ED STUDTS

1003 (Fay Period Salary E510AESKW1 4| STATE SPECIAL SFPEC
1003 Fay FPeriod Salarwy 551 08A5KWO1 | STATE CLASS REG

1003 (Fay Period Salary 5510ABOO000 | HIGH ED CLSF

1003 (FPay Period Salarwy E510ACSKO1 | STATE EXEMFPT REG
1003 (| FPay FPeriod Salarwy E510AD0O000 | HIGH ED EXEMPT

1003 (FPay Period Salarwy S5 10AESKW1 3| STATE SPECIAL BRD CoO
1003 Fay FPeriod Salary 551 0AG0000| COMH ST FTL OF

1005 | Base Rate S Dailwy kWage

1007 [ Assignment Fay by Range 551 08A5KWO4 | STATE CLASS ASSG PY
1008 | GrpC Loc AssignPy by Rng [BS510AASKOL | STATE CLASS ASSG PY

93




Wage Type Reporter

B Use Wage Type Reporter to run analysis on wage
types used in the payroll process.

B This report is used to identify transactions
automatically recorded in the Agency Sate payroll
Revolving Account 035 in General Ledger (GL)
5199- Other payables.

B Refer to the OLQR User Procedure: Wage Type
Reporter

B To access this report, use the transaction code:
PCO0_M99 CWTR
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Wage Type Reporter — Statewide
Variants

B The following Variants have been created for statewide
use:

— SWV GL 5199 — This report should be run each

payroll to determine if the agency has any
transactions that need to be transferred from the

Agency 035 GL 5199 for employee deductions. ltis
also used in 035 Reconciliation.

— SWV HI ERSHARE-Employer health insurance costs

— SWV DEF COMP- Deferred compensation deduction
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Wage Type Reporter

Further selections || = Search helps I 5 Org. structure

1. Enter the selection e @

=

. . . Company Code =

Crlte rl a I n th e FPersonnel area ;

FPersonnel subarea E

- Employee group o

Selectlon area- Employee subgroup E

Payroll area E

2. Enter the Payroll

Payrall [IPayroll Comparison

Interval. © Reter Faroll Fun

Payroll Area
Feriod Selection Other Period et Other Period

3. Identify the Wage S

Special Run

types to search.

Abs. Difference No. to
Abs. Difference Amnt to
Ferc. Difference No. to

4. Select the Output. o

| Payroll Interval

5. Click @ (Execute).

@ In-view payroll periods

O For-view payroll periods

Wage Type to I
[ Archived Payroll Resulis

[ Display recs with null values

| Object selection

QOutput
@ SAF List Wiewer Layout wariant
O ALY Grid Control Layout Wariant

O Microsoft Excel Template PC File



Viewing Results: Wage Type Reporter

||I='

| @

List Edit

Settings  System  Help

3 dHISCE@@ BHEB D0O8 EHE @

Wage Type Reporter

i

wage Type “wvage Type Long Text Pers Mo |Last name First name |For-per. |Payment date [= Arnount
3;:: DOC Weliness Assn Employee personnel numbers and 200302 |01/26/2003 : -gg‘
2957 Arrears to DRS subj WH names have been removed for 200902 |01/26/2009 774
Arrears to DRS subj WiH confidentiality 200902 01/26/2009 312
Arrears to DRS subj WiH 200902  01/26/2009 3.99
Arrears to DRS subj W/H 200902 01/26/2009 217.62
Arrears to DRS subj WiH 200902 01/26/2009 2.22
Arrears to DRS subj WiH 200902  01/26/2009 5.09
Arrears to DRS subj W/H 200902 01/26/2009 15.92
Arrears to DRS subj WiH 200902  01/26/2009 72.42
Arrears to DRS subj W/H 200902 01/26/2009 421 40-
Arrears to DRS subj WiH 200902 01/26/2009 6.76
Arrears to DRS subj WiH 200902  01/26/2009 1297

Use SWV GL5199 to determine if the agency has any transactions

that need to be transferred from the Agency 035 GL 5199 for
employee deductions. Itis also used in 035 Reconciliation.
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HRMS Activity

Run and View a Wage Type Reporter
Exercise— Pg. 16
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Remittance Detall Report

B |s used to provide a list of warrants that are not
mailed out centrally by OFM.

B This can act as the agencies Miscellaneous
Deduction Register (MDR).

B Refer to the OLQR User Procedure: 3rd Party
Reconciliation

B Access the Remittance Detail Report using the
transaction code PC00_M99 URMR
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Remittance Detall Report

=
| Frograrm Edit Goto Systermn Help

B Fields to complete: 2 I A L

Reconciliation of Remittance Posting Items

— HR payee itermn selection
Company Code

. |Business Area 1110 [
— B A “endor 2181700
USIneSS rea “endar subgroup

HR payee type
— Vendor HR payee number
Ewvaluation run no

Due date o1/1052008
- Due Date Posting run nurmber =
Acknowledgement run
HR document ref. no.

Remittance Status

[o]s]ols]ol%]a]s]cls]c]s]s]

. ClICk @ (EXeCute) tO Stopped payments

Control data

generate the report. S

O Include employee data

O Include symbolic account data

G| cantral
@ AL grid control
O ALY tree contral
AL Layout 1_SUBTOTALS
Sl header

Level of detail on double click
[*IHR pay iterm surmmary
[+ Employee details
[*]HR payee item status
[“*]HR payee item details
[«*] Fayroll data
[v] Additional information
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Remittance Detall Report

=
Eeconciliation  Edit Goto  Systern Help

& 2 dECEGR SEE B0OH8(HE @0

Remittance Detail - Overview

| [a[FIA[E[T] B[] [B]E a[@z]==] (] [H]

HR payee items

Co... |BusA |VEf‘|dDr THR PType | HR payeel EvalRun|. | Amuunthrcy |Payday [Due TranDate Pay. date

W...EQSﬁD 170900 1 1710 17 127.08 |UsD 01/11/2010 014112010 12222010
] 127.08 UsSD
2170900 dh 127.08 USD

2380 2181700 2 1 17 288092 UsD 011142010 0141142010 12422¢2010

2350 2 2 17 1,265.44 |USD 0141142010 0141142010 1242242010

2350 2 5 17 1,265.44 |USD 0141142010 0141142010 1242242010

2380 2 4 17 29596 |UsD 011172010 0141142010 120222010

2380 2 5 17 29596 |UsD 011142010 0141142010 12422¢2010
68,013.72 UsSD
2181700 dh ua 8,013.72 UsSD
WY 6,140.80 USD
o, mam 6,140.80 UsSD

Print this report by Vendor number to send as the MDR

with the warrant.

*To view the report detail double click on the dark yellow line

numbers.
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Remittance Detail Print Preview

Print Preview of LOCL Page 00001 of 00002

B Agencies can print the
remittance detail and
send to vendors along
with their payments

SAP System

Reconciliation of remittance posting items

Remittance summary

.
B Displays:
L] Company Code : Wa0l STATE OF WASHINGTON

Company MName : STATE OF WASHINGTON
Vendor : 2170900 W& FEDERATION OF STATE EMPLOYE
— Vendor Name
ame
. Street : 1212 JEFFERZON ST SE 3TE 200
— Amount being sent o
City : OLYMPIA
— Due Date Region : W
Fostal Code : 0%502

—_ N u m ber Of e m p I Oyees Vendar name : | :1:, FE;ZJDEII:DADTDIDCD)N OF STATE EMPLOYE

Reference Document
Business Area : 2350

)
— Employee’s personnel R r—
HF. pavyes number : 00000170 Wash Fed 5t Emploveel.37%
n u m ber HE. payee R Wash Fed 5t Employeel 374

Evralnation run no : ooooooooLy

—_— S S N Payraent amount : 127.08 USD

— Amount being paid by e
each employee

Employee Social Security No. Total Amount
40000181 RODRIGUEZ BARE 500-10-1131 3209
40000182 RODRIGUEZ ELSIE 500-10-1132 3209
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Step 5: Exit Payroll

B The final step in the processing of payroll is
exiting payroll.

B DES prepares the payroll data for printing of
warrants and ACH transmission.

B DES is responsible for exiting payroll. Exiting
of payroll occurs on the morning of Day 4 prior
to Day 4 activities starting.
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Review Questions.

B True or False?

ALAS errors are caused by claims from prior periods
that are not offset in the current period.

B \When do agencies need to check their spool file?
What is the transaction code to access the spool file?

On each of the payroll processing days to verify that they do not
have errors with the time transfer, payroll processing. SP01
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Reports to run after payroll
IS exited
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Reports to run after payroll is exited

B Upon completion of this section, you will be able to access
key HRMS payroll processing reports including:

— Payroll Journal (ZHR_RPTPPYNS33)

— Negative Summary Records (ZHR_RPTPY455)

— Wages Not Subject to OASI/Medicare (ZHR_RPTPY632)

— Payroll Results Table (PC_PAYRESULT)

— Accrued and Mandatory Deduction Reports (ZHR_RPTPY010)
— Warrant/ACH register and Summary (ZHR_RPTPYG635)

— Employee Year to Date (YTD) Payroll register
(ZHR_RPTPY646)

— Payroll Posting Report (ZHR_RPTPY126)
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Payroll Journal

B This report is used for Payroll certification based on
the State of Washington Office of Financial
Management State Administrative & Accounting
Manual (SAAM) Chapter 25.20.30.
http://www.ofm.wa.gov/policy/25.20.htm

B Before you can receive current results, DES must

execute a payroll run and have stored results during
a payroll cycle.

B Signatures for certification should not occur unti
DES has processed their final run for the payrol
cycle and DES has generated warrants and ACH.

B Access the Payroll Journal using the transaction code
ZHR _RPTPYNS3
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Payroll Journal

B Fields to complete:

Program Edit Goto System  Help
— Payroll area @ 398 ICee BRE SDL0 BE @E
_ Current Period Payroll Journal
) ] ) )=
— Other Period |
Further selections | & Org. structure
— Personnel Area Saints
— Personnel subarea Payrol Area |

@ Current period
QO Other periods Tao

@ In-perind wiew

| CIle @ (Execute) O Far-period view

to generate the B

report Personnel numhber E
Persannel area &
Personnel subarea E
Employee group E
Emplovee subgroup E

Additional Selections

Organizational Key
Business Area

[C1Ptint only Totals sheets
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Viewing Results: Payroll Journal
Screen 1 of 2

=

I List Edit Goto Systern Help

|e 700 e CHEB anLan DR QM
Payroll Journal

Report ID: ZHR_RPTPYN33 State of Washington - HRMS
User o KELLYW Fayroll Jdournal

Business Area: 1110 - Department of Personnel

Pay Period End Date : 12/15/2008 FPersonnel Area : 1110 - Dept of Personnel Org Key @ 1000
Fersonnel# Name ESG Warrant# Hours Gross Pay WiH Tax DASDT Medicare
40000012 DALLAS, ERIN ! a1 85,00 3,205 . 00 B398 186 . 41 45 83
400000013 OH, JACKIE a1 &g, oo 3,525 . 00 g20. 47 214 .52 8017
40000014 YATES, KYLE o1 88,00 2,869 50 445 07 173,01 4047
Sub Total for Personnel Area : 1110 285 .00 9, 599 50 1,672 52 583.94 136. 57

and Entire Org Key : 1000

"T hereby certify that to the best of my knowledge amounts listed in this payroll, associated with my agency, are ftrue and correct
charges and that employees holding a position covered by Chapter 41.06 RCW or other

applicabhle employment contract, hawve been employed in accordance with the rules, regulations,

and orders i1ssued thereunder. "

BY Title Date
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Viewing Results: Payroll Journal

Screen 2 of 2@

= [

Run Date: 0O1/21/2003

Fage i
Fay Date : 1272472008
Med Aid Retire Deductions Net Fay
§.83 180, 25 875 .89 1,812, 71
§.75 182 .11 171,96 Z,269.02
§.75 1586 39 421 .85 1,622 .36
20.33 505 . 75 1,272, 70 5,504 .59

Note:

If there are mid period transfers, the
transferring employees entire pay for
period will appear on both the gaining
and the losing agencies Payroll
Journal.
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HRMS Activity

Run and View the Payroll Journal
Exercise— pg. 18
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Negative Summary Records Report

B Use the Negative Summary Records report to identify any
negative third party remittances that may have been
generated from:

— Warrant cancellation
— Credit / Miscellaneous Deductions
— Retroactive Change

B Run this report for every payroll to have documentation of any
negative deductions and for fund reconciliation.

B Refer to the OLQR User Procedure: Negative Summary
Records

B Access the Negative Summary Records report using the
transaction code ZHR_RPTPY455.
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Negative Summary Records Report

B Fields to complete:

— Payroll Area
— Other Periods
— Business Area

B Click @ (Execute)
to generate the
report.

s

Program Edit Goto  System  Help

|G 298 ©@@ DHK DhL0 PR QR

Negative Summary Records Report

Further selections

¥

Org. structure

Petiods

Fayroll Area
@ Current period
O Other periads

Business Area Selections

Business Area

to

Note: If no records are found you will receive the message No
Negative 3@ Party Remittance Records Found
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Negative Summary Records

[ st Edit Goto Systern Help

v dH @@ CHER DDod BE @

Negative Surmimary Records Report

&

State of Washington - HEMSI

Pun Date: 06/20/2013

Report ID: ZHE RPTFY455 =z
TUser : KEELLYW Hegative Summary Fecords —ISummary View I I_Page
Busziness Area : 3000 - Dept of Social & Health Serw.
Payroll Period: 11 / 2013
Warrant Payee Payee
Fegister Vendor Name Vendor ID Amount
Plilz CONNECTICUT REVENUE SERVICES 2158300 38. 50—
' U (detall) for further detalil
Click on the | & (detail) for further detal
& Lst Edt Goto System  Help
& (H @@ EHE o8 BAE @
Negative Summary Records Report
&4
=
Feport ID: EZHR_RPTPY45S State of Washington - HERMS Pun Date: 0672072013
TU=ser : EELLYW Negative Summary Records Details View Fage 1
Business Area : 3000 - Dept of Social & Health Serv.
Pawroll Period: 11 / 2013 Payee Vendor MNawme : 2153300 - CONMECTICUT REVENUE SERVICES
Deduction Deduction
Persommel Persommel Personnel Personnel Wage Type Wage Type
Payee Type Area Code Area Code Text Amount
Connecticut 5t WAH Tax 38.50-

Bemqular Deductions 3000 DSHS Headmquarters 2683




Wages Not Subject to OASI/Medicare

B Displays employees who have wages not subject to OASI
and Medicare.

— Employees exempt from OASI.

— Employees over OASI maximum

— Sick leave buyout not subject due to death or disability
— Dependant care

— Pretax insurance

B Refer to the OLQR User Procedure: Wages Not Subject
to OASI/Medicare

B Access the Wages Not Subject to OASI/Medicare report
using the transaction code ZHR_RPTPYG632
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Wages Not Subject to OASI/Medicare

[ | FIeIdS to Complete Program Edit Goto System  Help
@ 1B Q@@ BHEE D000 HE QM

— Period to date Wages Not Subject to OASI/ Medicare

— Personnel area

Further selections % Org structure

B Click @ (Execute) to

generate the report. ;E;‘”“d
L]

Payroll type

Feriod

Selections
Personnel number

Personnel subarea
Employee group
Employee subgroup

[olol el ol <]
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Wages Not Subject to OASI/Medicare
Screen 1 of 2

=4
List Edit Goto System  Help

& 20 HIQ@E@ BRE 0o EE @ E
Wages Not Subject to OASI / Medicare

Report ID: ZHR_RPTPY¥E32 State of Washir

User o KELLYW Wages Mot Subject to 0ASI / Medicare for
Personnel Area: 1000 - Afttorney General
Fersonnel Total Gross
Employee Mame Mumber Organization Gross subject
Doe 01146857, John 01146857 30000401 5,877 00 5,752 50
Fersonnel Area Totals 5,877 .00 5,752 50
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Wages Not Subject to OASI/Medicare

Screen 2 of 2

9 804a8 EHE @

B SAPS

ington - HRMS Fun Date: O1/21/2011
ar Feriod From O1/01/2010 Ta O1/31/2010 Fage 1
social Security Medicare
Moncash Gross Gross Noncash Gross
Subject Mot Subject Subject Subject Mot Subject
0. oo 124 .50 5,752.50 o.oo 124 .50
0. oo 124 .50 5,752.50 o.oo 124 .50
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Payroll Results Table

B Used to view the stored payroll results for a
specific payroll run.

B Refer to the OLQR User Procedure: Payroll
Results

B Access the Payroll Results Table by using
the transaction code PC_ PAYRESULT

(%)



Payroll Results Table

E
| Enter the | Personnel number  Edit Goto Tables System  Help

Display payroll results

— To search for multiple
personnel numbers
use the [* (Multiple | gz
selection). Persannel number [ |

all results frarm

B Click g (Enter).

A Gl EE EBERNERLEEEEER|
Personnel numbers selected Overview of Payroll Results
Res|  Pers.No {Mame .|Payment date |...|For-Period|in-Period |Start/FP

120




Payroll Results Table

‘ Personnel number Edit Goto  Tables Systern  Help
@ 10E @ae SHE D000 BRI QB

B |n the Personnel Dispiay pavrol results
numbers selected
area, click the B
Pers.No. you wishto ==

. BEIEEEEE [=l[a]=[m[E]F] S]@a]E] [«]H]
VI eW . Personnel numbers selected Payrall Results PHILLIPS MICHAEL / USA
Res] Pers.No[name ..|Payment date |...|For-Period[in-Period [Start/FP [EncsFP [oc ..Joc .Jr..Jr..]
D 40000235 PHILLIPS MICHAEL A 02/11/2008 032008 (032008 | 01/16/2008  |01/31/2008 7 11
. Payro” results for the A |02/25/2008 042008 (042008 |02/01/2008  |02/15/2008 11 11
A 03/10/2008 052008 (052008 02/16/2008 | 02/29/2008 1 11
A |03/25/2008 062008 |06.2008 |03/01/2008  |03/15/2008 11 11
Chosen person are A 04/10/2008 07.2008 |07.2008 03/16/2008  |03/31/2008 11 11
. A | 04/25/2008 08.2008 |08.2008 |04/01/2008  |04/15/2008 11 11
Shown N the Payroll A 05/08/2008 09.2008 (092008 04/16/2008 | 04/30/2008 11 11
A | 05/23/2008 102008 |10.2008 |05/01/2008  |05/15/2008 11 11
A 061072008 112008 |11.2008 |05/16/2008 |0%/31/2008 11 11
ReSUItS area. A |D6/25/2008 122008 122008 |06/01/2008 |06/15/2008 11 1
A 07/10/2008 132008 13.2008 0GA16/2008 | 06/30/2008 11 11
A 07/25/2008 142008 |14.2008 |07/01/2008 |07/15/2008 11 11
. A 08/11/2008 152008 152008 07/16/2008 |07/31/2008 11 11
B DOUbIe-C“Ck on the A |08/25/2008 16,2008 |16.2008 |08/01/2008 | 08/15/2008 1
A 09/10/2008 172008 |17.2008 |08A6/2008  |08/31/2008 11 11
reCO rd you’d Ilke to P |D8/25/2008 18.2008 | 18.2008 |09/01/2008 |09/15/2008 171 1
A 09/25/2008 182008 19.2008 |09/01/2008  |09/15/2008 11 11
. . A 10/10/2008 192008 19.2008 |09/16/2008 |09/30/2008 11 11
V|eW |n the Paer” A 10/24/2008 202008 (202008 | 10/01/2008 | 10/15/2008 111
A 1141072008 212008 (212008 10/16/2008 | 10/31/2008 11 11
ReSUItS area A 12/10/2008 22,2008 |23.2008 | 11/01/2008 | 11/15/2008 11 11
. A 12/10/2008 232008 (232008 | 11/16/2008 | 11/30/2008 11 11
A 02/10/2009 242008 (032009 12/01/2008 | 12/15/2008 11 11
A 02/10/2009 01.2009 (032009 12/16/2008 | 12/31/2008 11 11
A 02/10/2009 022009 (032009 01/01/2009  |01/15/2009 11 11
A 02/10/2009 032009 (032009 01/16/2009  |01/31/2009 11 11
A 0202512010 242009 (042010 |12/01/2009 | 12/15/2009 11 11
A 022512010 012010 (042010 12/16/2009 | 12/31/2009 11 11
A 022512010 022010 (042010 |01/01/2010  |01/15/2010 11 11
A 022512010 032010 (042010 |01/16/2010  |01/31/2010 11 11
A 022512010 042010 (042010 |02/01/2010  |02A15/2010 11 11
A 03/10/2010 052010 052010 02/16/2010  02/28/2010 11 11
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Payroll Results Table

. A IISt Of paer” @Eersunnel number Edit Goto Tables System Help
: : & B A HICEa@ DHE SBDO0 EE @
|nf0rmat|0n for the Display payroll results
chosen employee
displays In the Selection
Personnel number =
Pa.er” ReSUItS all results from

Area.

BEEELEE R K 1 1 D = e =1 M

. Personnel numbers selected PHILLIPS MICHAEL /f Sec.nr. 00251 (02/16/2010 - 02/258/2010)
. TO VleW the paerI I Res| Pers.Mo|Name Marne [Mame [Murn...|
g @ 40000235 PHILLIPS MICHAEL i WPEP Work Center/Basic Pay 1
I f h RT Results Table 109
resu tS or t IS RT_ Results Table (Collapsed Display) 109

CRT Curmnulative Results Table 224
employee, dOUbIe- BT Payment Information
. . co Cost Distribution
CI IC k O n RT In th e C1 Cost Assignment from Different Infotypes

—_

1
1
%0 wWariable Assignment 8
N am e CO I u m n . PCALAC Status info. for subsequent programs 1
YERSICM Information on Creation 1
FCLZ Update information PCL2 1
YERSC Payroll Status Information 1
- YOU Can aISO . TAX Employee tax details 2
h|ghl|ght RT and C||Ck TARRE Residence and unemployment tax details 4
. TAHRPR Tax proration table 1

DIS p | ay TCRT Curmnulated tax results 417
MAME MNarme of Employee 1
ADR Address 1
PERM Personal Characteristics 1
MODIF todifiers 1

COSTS HR-PAY-US: table type for COSTS 30
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Display Payroll Results

=
‘ List Edit Goto System  Help

B This screen
@ 100 @ BHE 0o PR QB

Indicates that the

Tables / field strings of payroll result

payroll results for

the chosen
Payroll Results
EBrT]F)I())/EBEB r1€1\/63 Fersonnel Mo. 40000235 FHILLIPS MICHAEL - USA
Seq. number 00251 - accounted on 12/23/2010 - current result
E;LJ(:(:EBSSE;flJIIB/ For-Feriod 05,2010 (Q2/16/2010 - 02/728/2010)
been Captured. In-Period 05.2010 (Fin.: D2/28/2010)
. The report a.”OWS Takhle RT - Results Takle
1 . PReg WT  Wage Type Text WC  C1 C2 C3 Assign:AltFay CA BT Abs
)/()LJ t() \/IEE\AI' War To Unit Rate Mumber Amount
* M1 Total gross
— Total gross pay 4,867 0D
. . * 102 4601 (k) Wages
— Social Security 4,967.00
* M08 ER kbenefit contributions
TaX g§36. 25
* 110 Met payments/Deductions
518.51-
* 114 Base wage for BSI
4 967 .00
¥ 181 spcl Union Due [(Regular)
4 987 . 00
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HRMS Activity

Run and View the Payroll Results Table
Exercise — Pg. 20
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Accrued and Mandatory Payroll Deduction
Reports

B Used to show:

— Medical aid and industrial insurance
— Court payments

— Social Security and Medicare for both
employees and employer

— Retirement summaries by plan

B Refer to the OLQR User Procedure:
Accrued and Mandatory Payroll
Deductions

B Access this report by using the
transaction code ZHR_RPTPYO010.

e



Accrued and Mandatory Payroll Deduction

Reports

Org. structure

=
| Program  Edit Goto  Systern Help
| & 298/ €6e BHE o BRI QB
Accrued and Mandatory Payroll Deduction Reports
| Further selections | | &
Perinds
Payroll Area @)

@ Current period
O Cther periods
@ In-petiod view
OForperind view

Ta

| Period

Selections

Persannel number
Personnel area

Personnel subarea
Ermployves group
Employee subgroup

Select Report Type

Accrued Payroll Deduction Reports

hedical Aid ®

Court Payments O
handatory Deductions

Federal Tax O

Retirement Plans O

Click __ Pawoliperiod {0 access the
screen shown to the left.

Enter the Payroll Area.

Enter the Period to search by:

— Current period

— Other periods

— In-period view

— For-period view

— Enter values as appropriate.

Enter the appropriate selection in
the Selections field.

Select the Report Type.

Click @ (Execute). .



Viewing Results: Accrued and Mandatory
Payroll Deduction Reports — Medical Aid

= ]

List Edit Goto System Help
lo 2100 ©6Q SHE fhon B @

Accrued and Mandatory Payroll Deduction Reports

&

Report ID: ZHR_RFTFYO1D State of Washington - HRMS Run Date: O1/21/2003

User o KELLYW Accrued and Mandatory Payroll Deductions Fage : 1

Pay Date 01/26/2008 Medical Aid and Industrial Insurance Fay Period 01/01/2009 - 01/15/72009

Personnel Area 2250 Washington State Patrol

Warrant Register |POS0Z

Risk Employee Employee Employee state State State State Total

Class | Sup. Fension Medical Aid Total Accident Fund | Medical Aid Sup. Pension Total Deduction
4902 1,825, 28 1,748, 48 3,673.74 4,762 66 1,743, 46 1,925,258 g, 436. 40 12,110.14
5307 1,094 51 4, 80233 5, G696 84 14,421 56 4 602 33 1,094 51 20,118, 40 25,815 24
BE803 35.94 185.98 221.92 807 . 64 185. 98 35.94 1,029 56 1,251.48
B804 2.84 7.78 10.62 18. 60 7.78 2.84 28,22 39.84
7103 J,666.00 17,104.08 20,770.08 53,678 32 17,104.08 3,666. 00 74,448 41 95,218 .50

TOTALS 6,724 57 23,648.64 30, 373. 21 73,688. 78 23,648 .64 6,724 57 104,061 .88 134,435. 20
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Viewing Results: Accrued and Mandatory
Payroll Deduction Reports — Court Payment

= L]
List Edit Goto Systern Help

|@ 2100 ©ee CHE vnL0 BE QB

Accrued and Mandatory Payroll Deduction Reports
=
Report ID: ZHR_RFTRYO10 State of Washington - HRMS Run Date: 12/01/2003
User o KELLYW Accrued and Mandatory Fayroll Deductions Fage : 1
Pay Date 10/24/2005 Court Fayment Accruals Pay Feriod 10/01/2008 - 10/15/2008
FPersonnel Area 1950 Liguor Control Board

Warrant Register |PO320

Employee Court Payments Employee Total

3005 — GarniBh: Writs 1,600.93

TOTAL: 1,600.93
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Viewing Results: Accrued and Mandatory

Payroll Deduction Reports — Employee/State
Mandatory Deductions

= ]
List Edit Goto System Help
¢ 2 0H CAQICHRE D00 BR 06
Accrued and Mandatory Payroll Deduction Reports
&
Report ID: ZHR_RFTRYDIO otate of Washington - HRMS Run Date: 01/21/2009
User . KELLYW Employee [/ State Mandatory Deductions Fage ; 1
Pay Date 01/26/2009 Tax Pay Period 81/01/2008 - 01/15/2009

Fersonnel Area 2280 Washington State Patrol
Warrant Register [POJ0Z

EMPLOYEE STATE
TOTAL
W/H TAX 0451, MEDICARE | EMFLOYEE TOTAL 0451, MEDICARE STATE TOTAL DEDUCTION
g6, 513,72 154 6BE6. 00 g0, 6598, 48 504, 268, 20 154, 65G. 00 B0, 658, 48 235,354 . 48 1,138,622, 68
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Viewing Results: Accrued and Mandatory
Payroll Deduction Reports — Retirement

Plans

=B

IEw
List Edit Goto System  Help
|@ 10 e BHE DL RE @
Accrued and Mandatory Payroll Deduction Reports
=
Report ID: ZHR_RFTFYO10 State of Washington - HRMS Run Date: 01/21/20039
User o KELLYW Employee / State Mandatory Deductions Page 1
Pay Date 01/28/2009 Retirement Plans Pay Period 01/01/2009 - 01/15/2009
Personnel Area 2250 Washington State Patrol
larrant Register [POS0Z
Plan Employee Total State Total Total Deduction
M2 8,475.80 12,218.88 20,684 .65
P1 §,588. 11 11,685. 88 20, 484.99
P2 897,182.26 147,696 50 244 878 .16
P3 30,551 46 36,018.88 66,570.34
31 186,338, 13 222,606, 80 410,945.03
52 41,773.67 49,374.70 81,148.37
TOTALS 374,910 43 478,812 .14 854,722 57

m Only applicable plans will display on this report
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HRMS Activity

Run Accrued & Mandatory Payroll Deductions
Exercise — 22
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Warrant/ACH Register and Summary

B Displays both detail and summary information for
warrants and ACH.

B Refer to the OLQR User Procedure: Warrant/ACH
Register and Summary

B Access the Warrant/ACH Register and Summary by
using the transaction code ZHR_RPTPY635
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Warrant/ACH Register and Summary

=
Frogram Edit Goto Systern Help

B Fields to complete: & = - imiede il fehs 00 o

Warrant/ACH Register and Summary

— Payroll Area
— Period e |

Pay Period [JUse Current Period

— Personnel area

. Select either: Employee Selections

Personnel Mumber to E
Business Area to =
. Personnel Area to E
— Summarize by Personnel el SUbAres - —
Area Org Key o E
) Org Unit to =
— Summarize by Personnel -
SubArea Report Type .
. O Surmmatize by Personnel Area
—_ Summanze by Org Key O Summarize by Personnel SubArea
. O Summarize by Org Key
- Warrant RegIStel’ @ \Warrant Register
. O ACH Register
- ACH ReQISter O % Dlrect by Pers. Area

O % Dlrect by Pers. SubArea
O % Direct by Org. Unit

— % Direct by Pers. Area

— % Direct by Pers. SubArea —
ther Options
% Dlrect by Org Unlt Cinclude Signature Field

Include Report Totals

| CIle £ (ExeCUte) to [4] Enable Drilldowns

execute the report.

ALY wariant




Warrant/ACH Register and Summary

SEymmary by Personnel SubArea

List Edit Goto “iews Settings Systerm  Help
@ ndE @@ BEE DD O EE @

Warrant/ACH Register and Summary

State of Washington - HRMS
Warrant / ACH Register and Summary

Report ID: ZHR_RPTPYGB35_NEW

User: KELLYW

Date: 08/05/2010

Payroll Area: 11

Payroll Period: 06/2009 (03/01/2009 to 03/15/2009)
Check Date: 03/25/2009

Receords Reported: 6

Run Time: 00:00:04

SUMMARY BY PERSONNEL SUBAREA - DbIClick any line for detail drilldown

Type |Bus. Area|Bus. Area Text |Pers. arealPers. Area Text |Pers. Subarea|Pers. SubArea TextNumber Low|Number High Amount| Count|
ACH 1110 Departrnent of Personnel | 1110 Dept of Personnel oooM Mon Represented 9,7a0.94 4
WARRAMT 1110 Departrment of Persannel | 1110 Dept of Personnel noon Mon Represented  000448C 0o0486c 67 450 60 as
ACH 1110 Department of Personnel 1110 Dept of Personnel pooog Exempt 66,318.20 20
ACH 1110 Departrnent of Personnel | 1111 Information Services Division 0001 Mon Represented B 466.90 &)
WARRANT (1110 Department of Personnel | 1111 Information Services Division 0001 Mon Represented 000437C  000S11C 32,189 .57 25
WWARRAMT 1110 Departrnent of Personnel | 3500 Sup of Pub Instruction pooon Mon Represented 000621C 0o0g29c 1,6952.91 2
TOTAL ACH 78 536 04 29
TOTAL WARREANTS poog4ac poog29c 101,336.08 (]3]
TOTAL ALL 17987212 = 15]
TIp:
Double click on any line to access the employee level 134

detail in the Summary by Pers SubArea detail report



Warrant/ACH Register and Summary

Scymmary by Personnel SubArea cont’d.

=] = A
List Edit Goto “iews Settings System Help

] dH @@ SHE Snas BE @ 6
Warrant/ACH Register and Summary

State of Washington - HRMS
Warrant / ACH Register and Summary

Report ID: ZHR_RPTPYB35_NEW

User: KELLYW

Date: 08/05/2010

Payroll Area: 11

Payroll Period: 06/2009 (03/01/2009 to 03/15/2009)
Check Date: 03/25/2009

Records Reported: 20

SUMMARY BY PERS SUBAREA DETAIL - DbIClick any line for Pay Results

Type| Personnel Mumber|Mame [Bus. AreafBus. Ar. [Pers. A [Pers. Area Text [P [Pers. Sub...[Org. Unit [Org. Text [org. key{uumber | Amount
ACH 40000234 |IBACH, JOHRMIE 1110 Depart... 1110 Dept of Personnel |0, Exempt 30000492 DIRECTOR'S OFFICE 1000 A000673 3,315.91
ACH 40000235 PHILLIFS, MICHAEL 1110 Depart... 1110 Dept of Personnel |0... | Exempt 30000452 DIRECTOR'S OFFICE 1000 A000E74 0 3,319.91
ACH 40000236 | PAYSEUR, LLOYD 1110 Depart... 1110 Dept of Personnel |0... | Exempt 30000492 DIRECTOR'S OFFICE 1000 A000675| 3,315.91
ACH 40000237  HEMREY, JORGE 1110 Depart... 1110 Dept of Personnel |0, Exempt 30000492 DIRECTOR'S OFFICE 1000 A000675| 3,315.91
ACH 40000238 BOOMER, CURT 1110 Depart... 1110 Dept of Personnel |0... | Exempt 20000452 DIRECTOR'S OFFICE 1000 ADD0ETT ) 3,315.91
ACH 40000239 KANDA, JOHRMMIE 1110 Depart... 1110 Dept of Personnel |0... | Exempt 30000452 DIRECTOR'S OFFICE 1000 A0D0E7E, 3,319.91
ACH 40000240 |JAMES, TIk 1110 Depart... 1110 Dept of Personnel |0, Exempt 30000492 DIRECTOR'S OFFICE 1000 A000679 | 3,315.91
ACH 40000241 |[ELDRIDGE, BRUCE 1110 Depart... 1110 Dept of Personnel |0, Exempt 30000492 DIRECTOR'S OFFICE 1000 AD000680( 3,315.91
ACH 40000242 PEACOCK, CHRISTOPHER 1110 Depart... 1110 Dept of Personnel |0...|Exempt 30000452 DIRECTOR'S OFFICE 1000 A0D0EB1 ) 33,3159
ACH 40000243 SPADARO, SHAME 1110 Depart... 1110 Dept of Personnel |0... | Exempt 30000452 DIRECTOR'S OFFICE 1000 A000E82 3,3152.91
ACH 40000244 | BABER, DAMIEL 1110 Depart... 1110 Dept of Personnel |0, Exempt 30000492 DIRECTOR'S OFFICE 1000 A000683| 3,315.91
ACH 40000245 | MATHEWS, ROB 1110 Depart... 1110 Dept of Personnel |0, Exempt 30000492 DIRECTOR'S OFFICE 1000 A000684 | 3,315.91
ACH 40000246 | CLIFF, MELYIN 1110 Depart... 1110 Dept of Personnel |0... | Exempt 30000452 DIRECTOR'S OFFICE 1000 ADDDEBS ) 3,315.91
ACH 40000247 MARTIMNEZ, WIC 1110 Depart... 1110 Dept of Personnel |0... | Exempt 30000452 DIRECTOR'S OFFICE 1000 A0006E86, 3,3152.91
ACH 40000248 | GREEME, DANID 1110 Depart... 1110 Dept of Personnel |0, Exempt 30000492 DIRECTOR'S OFFICE 1000 A000687 3,315.91
ACH 40000249 | KIRK, ADAM 1110 Depart... 1110 Dept of Personnel |0, Exempt 30000492 DIRECTOR'S OFFICE 1000 A000688| 3,315.91
ACH 40000250 BREYARNT, RICHARD 1110 Depart... 1110 Dept of Personnel |0... | Exempt 30000452 DIRECTOR'S OFFICE 1000 A0DDEB9 ) 331591
ACH 40000251 EVERMAMN, JAMES 1110 Depart... 1110 Dept of Personnel |0... Exempt 30000452 DIRECTOR'S OFFICE 1000 A0006900 3,312.91
ACH 40000252 | MARTIMN, BILL 1110 Depart... 1110 Dept of Personnel |0, Exempt 30000492 DIRECTOR'S OFFICE 1000 A000691| 3,315.91
ACH 40000253 | GRAY, JAMES 1110 Depart... 1110 Dept of Personnel |0, Exempt 30000492 DIRECTOR'S OFFICE 1000 A000692| 3,315.91
TOTAL for 20 employees B6,318.20

TIp:
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Warrant/ACH Register and Summary

=4
Berzonnel number  Edit  Goto

& e

Tahles

oystern Help

JH ([¢@a  SHE D40 BE @M

Display payroll results

Selection
Personnel number

all results from

B EIRE R

FPersonnel numbers selected

Y

] = [E 0 S (R )

Payroll Results HENEY JORGE [/ USA,

Res| PersNo|name |Payment date | .. |For-Period|in-Period |StartFP |EndiFP loc ..o [p. [P |

D 40000237 HENRY JORGE A 12/10/2007 232007 232007 11/16/2007  11/30/2007 11 11
A 1212412007 242007 242007 12/01/2007  |12/15/2007 1 11
A D1/10/2008 012008 012008 12/16/2007  12/31/2007 1 11
A |D1/25/2008 022008 (022008 01/01/2008 |01/15/2008 11 11
A 02/11/2008 032008 032008 01/16/2008 01/31/2008 1 11
A |02/25/2008 042008 042008 02/01/2008 |02/15/2008 1 11
A 03/10/2008 0520058 052008 02/16/2008 | 02/29/2008 1 11
A |03/25/2008 062008 (062008 03/01/2008 |03/15/2008 11 11
A D4/10/2008 072008 072008 03/16/2008 | 03/31/2008 1 11
A |04/25/2008 05.2005 (082008 04/01/2008 |04/15/2008 1 11
A 05/08/2008 09.2008 092008 04/16/2008  04/30/2008 1 11
A |D5/23/2008 10.2008 |10.2008 | 05/01/2008  |05/15/2008 11 11
A DB/10/2008 11.2008 11.2008 05/16/2008  05/31/2008 1 11
A | DB/25/2008 12.2008 (12.2008 | 06/01/2008 | D6/15/2008 1 11
A 07/10/2008 13.2008 |13.2008 06/16/2008  06/30/2008 1 11
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Employee Year to Date (YTD) Payroll
Register

B Use to view detailed results of employee’s year to date
earnings totals.

B This report shows the year-to-date totals for Gross pay,
Withholding tax, Social Security, Medicare, Deferred
Compensation and Union Dues.

B This information is used to create an employee’s W-2
form and form 941 for IRS.

B Access the Employee Year to Date (YTD) Payroll
Register using the transaction code ZHR_RPTPY646.
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Employee Year to Date (YTD) Payroll

Register

1. Enter one of the following:

— Personnel number (s)
— Personnel area
— Personnel subarea

2. Click the
button.

Fayroll period

3. Enter the Payroll Area.

4. Select Current period or
Other Period, and In-period
view or For-period view.

5. Click @ (Execute).

[

4

Program  Edit Goto System  Help

2 0@ Cad BERE 9008 BR QN

Employee YTD Payroll Register Report

Further selections

o

Org. structure

Perinds

Payroll Are

@® Cunrent period
O Other periods
@ In-period view

O For-period view

To

Perind

Selactions

Personnel number
PErsonnel area
Personnel subarea

1109

Ermployee group
Employee subgroup

[l ol=]
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Viewing Results: Employee Year to Date
(YTD) Payroll Register

& ndH @  CHE Do FHE @
Employee YTD Payroll Register Report

sapd

Report ID: ZHR_RFTPYE46 State of Washington - HRMS Run Date: 10/16/2008
User KELLYW Employee ¥TD Payroll Register Report Page : 1
Period: 17/2008
Personnel Area: 1110 Dept of Personnel
Employee MName Medicare Qtr1 Medicare Qtr2 |Medicare Qtr3d |Medicare Qtrd |Medicare Gross Medicare Amount ([Medicare Trans/Dual
Total Paid Appointment
Personnel Mo. OAST Qtr1 0AST Qtr2 DASI Qtr3 OASI Qtrd OASI Gross OAST Amount OASI Trans/Dual
Total Paid Appointment
Org Code ¥TD Gross W/H Not Subj WiH Tax EIC Paid Def Retire Non Def Retire Def Comp
Paid
Pretax Taxed Depend Care Total Deferred |Union Dues Charity 401K
Insurance Insurance
Indicators 501C Allaw Total Qualified Medicare 0A5T Total 4036
Expense Noncash Noncash Noncash

Jones, Jessi 9.00 @00 1,872.80 9.00 1,872.00 27 .14 1,872.00
589783 .60 000 1,872.00 .60 1,872.80 11606 1,872.00
30000503 1,872.00 152.02 109. 98 o.oo 102. 02 o.og 50.00

o.oo 0.og o.og 152,02 o.og o.og 0.og
Death: H o.oo 0.og o.og o.oo o.og o.og 0.og
Retire: ¥
Def Comp: %
Yang, Joe o.oo 0.og 3o, 0a o.oo 300, 00 4.35 300. 00
123435 .60 000 300. 00 .60 300. 00 18. 60 36000
Joooan3z 300. 00 0.og o.og o.oo o.og o.og 0.og

o.oo 0.og o.0a o.oo o.0a o.0a 0.oa
Death: H o.oo 0.og o.og o.oo o.og o.og 0.og
Retire: N
Def Comp: N
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HRMS Activity

Run the Employee Year to Date (YTD)
Payroll Register
Exercise — Pg. 24
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Other Payroll Reports

B The following reports are also available to run for payroll
purposes.

— Medical Aid Detail Report (ZHR_RPTPY394) - Displays

guarterly gross salary (inclusive of wage types subject to Medical
Aid only) and work hours by medical aid risk class code for the
quarter

— Buyout Statements / Lag Leave (ZHR_RPTPY681) -
Form that is mailed to employees eligible and have been given the
option to buyout sick leave.

— Adjustments to Earnings Subject to Employment

Security (ZHR_RPTPY123) - Used to read payroll posting
data after it has been processed through ALAS. This report
displays all the posted entries affected by an employee with a
cancelled warrant.
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Year End Reports

B The following reports are available for year end reporting in HRMS

Form 1099R- (PU19)*
Displays information reported on the 1099R Tax Statement (organization
code, gross pension)

W-2 Wage and Tax Statement- (PU19)*

Displays employee’s wages and other information reported to IRS for calendar
year

W-2 Audit —(PU19)*

Displays employees who received wages during calendar year and will
receive a W-2 from the agency

Transmitter Report and Summary of Magnetic Media (PU19)*
Displays data transmitted to the Social Security Administration, summarizes
wages reported

Appointments with EIC at Year End - (ZHR_RPTPY675)
Displays active employees who have Earned Income Credits (EIC)

Sick Leave Over 480 — Non eligible report— (ZHR_RPTPYO007)
|dentifies employees with more than 480 hours of sick leave who are not
eligible for buyout.
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Business Intelligence Reports

B The following reports are available Business Intelligence
reporting in HRMS:

— Distribution of Payroll and Related Costs — Shows
employer costs by employee and by AFRS account
distribution

— Position Cost Report — Displays an audit for employer
costs, full-time costs, overtime hours, overtime amounts, and
shift differential amounts for each position and class title in
an agency

— “Who Charged” Reporting — Displays the AFRS account
code structure as to “who” is charged, hours worked, salary
used, and organization structure
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Review Questions

B \Which report must be run, printed and signed to certify
payroll each payroll ?

Payroll Journal (ZHR_RPTPYN33)

B \Which report shows the year-to-date totals for Gross pay,
Withholding tax, Social Security, Medicare, Deferred
Compensation and Union Dues?

Employee Year to Date Payroll Register
(ZHR_RPTPYG646)
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Payroll Outputs



HRMS Earning Statements

B \When the payroll process is complete, earnings
statements and warrants are distributed to agencies.

B HRMS earning statements are two-sided.

— Side 1 contains employee information and net pay.

— Side 2 contains a breakdown of earning types, allowances,
mandatory deductions, voluntary deductions, and employer
contributions.

B Refer to the OLQR User Procedure:
Earnings and Deductions Statement

B Access Earnings and Deductions Statement using the
transaction code ZHR_RPTPY711
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http://win-shrweb.dis.wa.gov/olqr/nav/index.htm

Reprint Earning
Statement

B Fields to complete:

— Enter the Payroll Area.

— Enter Pay Period.

— Enter the employee’s
Personnel number.

— In the Payment Type
Field select Both.

B Click @ (Execute).

=
Program Edit Goto  System  Help
V] o dEH @@ DEE ST O0 BE @
ZHR_RPTPY711XD - Select Earnings Statement
| Period
Payroll Area (=)
Pay Period [ Use Current Petiod
Fun F'aLrameters
Run Type Pl
Selection
Personnel Mumber to
Business Area to
Personnel Area to
Personnel Subarea to
Org Unit ta
Org Key to

| Set Sort Order

Statement Type

@ Normal Statement
O Extended Statement

Qutput Options
Display PDF Online @ Preview Smartform O Sawe PDF File to PC

Mormal {path & file name)
Extended (path & file name)

Payment Type
@ Both
O'Warrants
O ACH

Employee Mo-Print Option
[1Skip Mo-Print EEs
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eprint Earning Statement cont’d.

Text Edit Soto System Helgp

= o 2 e R & | S 0 G2 | = T oAa ogh | EE E] D G o,

=

Print Preview of LOCL Page 00001 of 00002

Archive ” Frint and Archive |

STATE OF WASHINGTOHN
Earning s an«d Deductions Statement

Emprlowerr

1110 Dept of Personnsl

Sullivan, James
5543 Lacey 5t
Oy mpia, WA 98501

Pagese 1 y o2

| Pawr oll I¥at <

| 091 052008

Locaticon

ZO00

Per sonnel =

Payvroll Area

12345

11 Semi-bMonthlw

Exemmptions = WH Stat
o1 =indle
Payw Pericad Anniversary Date
200&Z-17 ozZsMasyz2ool
F=y FPericd Bsgin F=y Feriod End

OSM &2005

OS5 2005

Earmin oas + Al owve al ce S - Mandatonrny DDeducticns — Deductions -+ Al ju st ent s = HET PAY
2,396 . 00 o.oo 53531 41 167 55 oo 1,697 .01
Pavimyent Typ e Payvimyent Humbenr Aot Pavimient Bank Arvyount
Diirect Depos=sit OC1z2sS59S Tl =T AR CL 1 ,697.01
Total Het Payiment 1. 69T.01
Leawe /! OQuota Balances Begin Earned Taken Adjust Balance
Sick Leave 272.80 .00 16.00 no.ao 264 .80
Annual LeaveMacation 181 .10 1067 G.00 0.00 19377
Fersonal Holiday - Shitt 1.00 0.ao no.ao no.ao 1.00 Use before 1253172003
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EFT Employee Letter

B Used to create letters for employees informing them of direct
deposit.

B The letter contains details of changes made to direct deposit
Including: -~

— Financial Institution Name and Number
— Type of Account
— Account Number

B Access EFT Employee Letter using transaction code
ZHR_RPTPY713.



EFT Employee Letter

B Click on Payroll period ¢
display screen to the
right.

B Fields to complete:

— Payroll Area
— Payroll period
— Personnel Number

B Click @ (Execute) to
generate the report.

|E7

g

Program  Edit Goto System  Help

2 dBC@e BRE D008 BE @E

EFT Employee Letter

SRl

Selections from

[®

Search helps

2

Org. structure

Payrall period

Payroll area
@ Current period
(O Cther period

)

| Period

Selection

Personnel Number
Personnel area

Persannel subarea
Business area
Payroll area

[olel=lo]l=]

Additional Selections
[]Errors Messages
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Printing the EFT Letter

B To preview the EFT
Letter prior to
printing, click Print
preview.

B |n the Spool Control
Field, click Print
Immediately.

B To Printthe EFT
Letter, click Print.

(= Print:
CutputDevice LocL Frunt—end printer Sapgui
Frontend Printer wdoppsoly00ADOP2-01 g
Page selection
Spool Reguest
Marme SMART |LOCL | KELLYMW
Title
Authorization
spool Control Mumber of Copies
[v] Print immediately rumber 1
[ Delete After Output [ Group (1-1-1, 222 3-3-3 )
_D Mew Spool Request
[ Cloze Spool Request Caover Page Settings
Spool retention pd g Day(s) SAP cover page Do Not Print g
Storage Mode 1 Print only Recipient
Department

[ & Print || G2 Print preview |
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EF1

Employee Letter

State of Washington

Agency: o110
Organization Code: 30000270

July 18, 2012
WALSH, MICHE AL
3230 FISHTRAP LOOP
OLYMPLA, WA 95506

Dear Emplovee:

According to our records you have authorized the State of Washington to automstically deposit vour net wages.
You wwill receive a warrant until the new information has heen recorded properly .

Pleaze verify the following information to ensure vour wages will be deposited to the proper financial institution
and account. If the information is correct, the avtomatic deposit of your wages will begin as so0on as the account
information iz confirmed by vour financial institution. This takes approximately 10 to 15 calendar days.

Financial Institution Mame: KE™ BAMNK

Financial Institution Mumber: 041200775

Type of Account: Checking or PAY CARD*
Account Mumber: BEST 7358215

*Mote for employees using PAY CARD: Pay cards are coded as a Checking account in the payroll system for the
purposes of automatic deposit of net wages. Your net pay will be directed to vour pay card as requested.

If any of the above information iz incarrect, please natify your payroll officer *** IMMEDIATELY *** =0 that the
information can be corrected. Incaorrect information may cause your wages to be directed to the wrong financial
institution or account and delay your pay. Moreover, vour correct automatic deposit may not be effective until the
following pay period.

If you have any gquestions, please contact your payroll officer.

152



Extended Payroll Scenarios
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Extended Payroll Scenarios

Upon completion of this section, you will be able to:

B Complete extended payroll scenarios including:

— Cancel a Warrant/ACH using the off-cycle
reversal

— Find Overpayments

— Offsetting overpayments

— Recover Overpayments

— Mid-Period Transfers

— Recover a Manual Warrant
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New Terms

B Off-Cycle Reversal: Two step process to cancel a Warrant/ACH
created in error.

— Step 1. Contact the DES Service Center (360)664.6400 or
ServiceCenter@des.wa.gov to process the ACH Reversal

— Step 2. Process the reversal

B Off-cycle workbench: Transaction that recovers money back in
HRMS

155



Scenario 1: Cancel a Warrant/ACH

1. To access the off-cycle
workbench use the
transaction code: PUOC 10
In the command field.

2. Enter the Personnel
Number.

3. Click on the Reverse
payment tab.

4. Click the grey box to the left
of the warrant/ACH you want
to cancel.

5. Enter a Reversal reason.
6. Click Reverse.

7. Accept the error. The
warrant is now cancelled.

Tip:

=
Offcycle Edit Goto  System  Help

V] A EHCEQ I EHR S04 RHE @

Off-Cycle Workbench

Personnel Number 40000179 SMITH, EMMETT

B History ll [ Payrall i SAGELERCENEN S © B Reverse payment &g Assign check number

Payroll history - Reverse
B\ Payment date |Re...[Re...[inf... [PM [Payment numper Reason

027252009 G

021102009 G

124102008 G

10/24/2008 G

104102008 C

09/26/2008 c [4]
Ny nnng [ Wi E
LD [ |[«][+]

Infarmation an payments to be reversed
Payment date |Payment number |

Amount|Crey  [Pm |Text

LDl (D]
Reversal reason e G Reverse I
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HRMS Activity

Run the Off-cycle Reversal for a Warrant
Exercise — Pg. 26
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Scenario 2: Identify Cost Distributions

B To identify Employees with a Cost Distribution Infotype
(0027)

— Employee Cost Distribution Report (ZHR_RPTFIO027)

B To identify the Cost Distribution Infotype (1018) by
Position

— Position Cost Distribution (ZHR_RPTFI1018)

B User Procedures on the OLOQR

— Cost Distribution- Employee (IT0027)
— Cost Distribution- Position (IT1018)
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Scenario 3: Find Overpayments

B Reports to run help identify overpayments:

— Payroll Simulation (PC00_M99 CALC_SIMU)
— Preemptive Compensation Data Check (ZHR_RPTPYNOS8)
= Run After Day 1 of payroll processing.
— Payroll Threshold Report (ZHR_RPTPYNOQ9)
= Run After Day 1 of payroll processing.
— Payroll Posting Report (ZHR_RPTPY126)
* Run After Day 1 through Day 3 of payroll processing
= Use the ALAS communication Run ID and Doc #.
— Payroll Journal (ZHR_RPTPYN33)
— Payroll Results (PC_PAYRESULT)

B \Wage Type Reporter (PC00_M99 CWTR)

— Use to ldentify new HR actions, catch overpayments before they occur.
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Scenario 4: Recover Overpayments

B Overpayments need to be recovered in HRMS.

B Since money can not be withheld from an employee’s check
without his/her approval, you and the Payroll Processor must
create a positive balancing adjustment that matches the
overpayment amount.

B If you have the employee’s permission to collect the entire
amount then you will not have to do anything in the system.
HRMS will automatically process the claim and recover the
overpayment.

B [f you have an employee’s permission to recover the
overpayment within an agreed amount of time use recurring
deduction (Infotype 0014). This must be completed by the
Payroll Processor.

— Itis your responsibility for informing the Payroll Processor of any necessary.
changes to master data (including setting up a recurring deduction). 160



Scenario 4A. Create a positive balancing
adjustment @

1. Enter Transaction code [ J18/C6e chkiananIEE Be

PA30 in the command field. 22 Maintain iR Hester Data

2. Enter themonnel Number L& | personneine. 2345679

Find by | Name  Powers, Austin

- 2 1

3. Click th Additional Payments ¥ | 4 Person | Persirea 1110 Dept of Personnel EEGroup B/ Permanent

B Collectie SEarchNelp | oo gt Non Represented EESubgyoup 1| Mrttiy) OT Eie. Staus Actie

Ml Search Term
4. SeleCt ¥ Free search
or type 15 in the dlrect EaswPersunalData‘MlI Bengfits | Time Recording | Addtl Personal Data |, DE
i~y e Infatype text E. Perind
select O - | Basi};pPay |V|E| ® Pariod
) El _Recurring Payments/Deductions 4 E From To
5. Click (Create) to create. |.. Addtonal Payments = OTtsy OCun.veek
Name | . Cost Distrinution Ol (O Current month
| Bank Detals v [ ||| OFtom cur date O Last week
| [Exteral Transfers OToCurent Date O Last manth
_Payrol\ Stalus v O Current Perind O Current Year
| Residence Tax Area v E ‘v_. Chose |
Wk Tax Area [+]

Direct selection
Infatype Adclitional Payments STy
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Scenario 4A. Create a positive balancing
adjustment contd.

1.

Fields to
complete

— Wage Type
— Amount
— Date of Origin

Click a‘z] (Enter)

to validate.

Click B (Save)
to save.

Infotype  Edit Goto Extras  System  Help

- qe@a ODME 8000 DR Q®

Create Additional Payments (0015)

EEH

|

vl | = cam | es | [ |1 | R

Personnel No. 23496789 Name Powers, Austin
PersArea [1110 Dept of Personnel EEGroup I Permanent
PSubarea @001 MNon Represented  EESUbgroup |01 MonthiyiM, OT Exe.. Status  Active

Additional Payments
Wane Type 3231 ﬁ (Gross Adjustment

Amount O0.00 |USD
Nurmberunit

Date of origin [01/15/2009

Default Date

Assignment Number

Reason for Change
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Scenario 4B Create a recurring payment
1.

Enter Transaction
code PA30 in the
command field.

Enter the Personnel
Number

. Click the gz tab.

SeleCt Recurring Payments/Deductions
or type 14 in the direct
selection.

. Click o (Create) to

create.

E

AR master data Edit Goto Extras Utilties Seftings System  Help

@ 2 0H/000 ik 2000 AR OF

Maintain HR Master Data

i A5 5

LB ersoreine. (23456700

Find by ‘ hame Powers, Austin
< @ Person ‘ Persirea 1110 Dept of Personnel EEGraup 0| Permanent
%ggm‘fﬁmh "R | ps.area 001 Non Represented - EESubgroup 31 Montol() OT Eve. Status  Acive
[H] Free search
Basic Personal Data" MI Benefits | Time Recording | Addil. Personal Data [ DE
Infotype text E. |_| Period
Basic Pay |V| || @Period
EE Recuing Payiments/Deductons w|@ Fram To
Hitlist - Accitional Paynents 7| | CTaday O Curr.wesk
Name |Cost Distribution Ol O Curent marth
| |Bank Detalls v ||| OFrom cumdate O Last week
| |Extemal Transfers OToCunert Date O Last month
_Payrnll Stalus 4 O Current Period O Current Year
_Reswdence TaxArea v @
\Wark Tax Area E

Direct selection
Infotype

Recurring PaymentsiDeducio. | STy
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Scenario 4B. Create a recurring payment
cont'd.

1.
2.

. Click &

Enter start date

Select wage type
3223 (repay/plan
deduction)

. Enter amount of

deduction.

. Select Payment

model

@|(Enter) to
check entries.

. Click @ (Save)to

save.

| @

=

Infotype  Edit Goto Extras System  Help
40 CaQ CHE DDL8 RE @

Create Recurring Payments/Deductions (0014)

E

U

=
i

| vl I 1 ] i =

L2V

Personnel No. | 23496789
Persdrea 1110 Dept of Personnel

'| PSubarea |0801 | Non Represented

Marme

Powers, Austin

EEGroup 0| Permanent
EESubgroup (U1 MonthiyiM) OT Exe..  Status  Active

Start 011672009 ﬁ’)tD

04 /15742008

Recurring Payments/Deductions

YWage Type 3223

RepayFlan deduction

Amount A

150,00 |UsD SEmi-ranthly

Mumberfunit
Assignment Mumber
Reason far Change

Payment dates

Fayment mode| lWAC 4

Evew Fay Period - Full Amt

4
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Scenario 4B. Create a recurring payment

cont'd.

=

1. Select the wage @

Infotype  Edit Goto Extras  Systerm Help

2 IH @@ ERE DDO0 HE QM

type 3224 (RePay Create Additional Payments (0015)

balance). EEH

2. Enter the Amount-
entire amount of
the claim.

3. Date of origin.

4. Click _&| (Enter) to
check entries.

5. Click (Save) to
save.

Personnel Mo, | 23456789 Name Powers, Austin
PersArea 1110 Dept of Personnel EEGroup O Permanent

'| PSubarea |B001| Non Represented  EESubgroup [81] Manthiyiv) OT Exe.. Status  Active

Additional Payments

Wage Type 3224 @ReF‘ay halance
Amount 200, 0e usD

- || Numberfunit

Oate of origin 01/16/2009 I

|| Default Date

Assignment Mumber
Reason for Change
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Scenario 4C. Overpayment pald with

personal check
B Enter Transaction code

PA30 in the command
field.

B Enter the Personnel
Number

B Click the &&EN tab.

. SeleCt Recurring Payments/Deductions

or type 14 in the direct
selection.

B Click © (Create) to
create.

E

g

HR master data Edit Goto Extras Utilities  Settings  System Help

Y dEQE@ cEE QD08 HE @

_ Maintain HR Master Data

0

b

Find by

< @ Persan

[ Callective search
[ search Term
[ Free search

o

/)]l

Personnel no. 40000235
Name  |PHILLIPS MICHAEL
PersArea |1110| Dent of Personnel EEGroup B| Civil Senvice Exempt

PSubarea | 0003 Exernpt EESubgroup 1| Morthiy(M) OT Exe.. Status  Active

Basic Personal Datal 4813 Bengfits | Time Recording  Addfl. Personal Data |}, OE
||nf0t3rpetext |E||_| Perind
ic Pay v [4]|| @Perin

Recurring Payments/Deductions W E From To

Additional Payments v ||| OToday O Currweek
| |cost Distroution v ||| oAl O Curtent marth
| [Bank Details v O From cur date O Last wesk
| [Btermal Transfers OTaCurentDate  OLast manth
| [Payroll Status 4 O Current Period O Current Year
| [Residence Tax Area 4 E ‘E Chose |

Wrk Tax Area [v]

Direct selection

Infotype Recurring Payments/Deductio. | STy
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Scenario 4C Overpayment paid with
personal check cont'd.

. Flelds to I:Ulnfntg,rpe Edit Goto Extras System  Help
Complete' 2 dH @@ SEHE SO0 HE @D

Create Recurring Payments/Deductions (
The to date must either be the

_ Start DD same as the Start date or the end

- of the current pay period.
* | Personnel Mo, | 40000235
- Wage Type Find by FersArea |1110|Dept of Personnel FEEGroup B Civil Service Exempt
= @ Person PSubarea BOEE3 | Exempt EESubgro 1|Monthiy(M) OT Exe..  Status  Active
— Amount [} Collective search | gy 12/16/2009[F)t0  [12/31/2009
) Search Term
fHl Free search
- Recurring Payments/iDeductions
. CIICk ‘ @ (enter) | S Wage Type 3226  Cash Payment Ovrpmt Recoy
to validate your———
. Amount A 500,00 |USD
entries Numberiunit
Assignment kurnber
- Reason for Change
B Click@ (save)
to save entries Payment dates
Payment model

167



Scenario 4C. Overpayment paid with

personal check cont'd.

dlnﬂ:utj,fpe Edit Goto Extras  System

Help

CE@ CRHES0LH8 | EE @

MICHAEL
roup B Civil Service Exempt

thiy(M) OT Exe.. Status  Active

B Verify Wage < 3 -
Type Amount Create Additional Payments (0015)
E|E=
B Enter the amount [ Thewagenpem
FPersonnel No. 4000023 autﬂmatica”y fill when
' & Persarea 1110 Dept of Pd wage type 3226 is used
- CIICk‘ (ent_er) to PSubarea 0003 Exempt on Infotype 14
validate entries
Additional Payments
B Click (Save) to Wage Type 3224)  RePay balance
Amount |

EOOfUSD Ind wal.

save entries

Mumberfunit
Date of origin 12416720039
Default Date

Assigrnment Mumber

Heason for Change
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Scenario 5: Mid Period Transfers

B Department of Personnel encourages managers to make hiring and
termination dates align with pay periods (15t or 16") when possible
due to the complicated involvement for payroll processors of the losing
& gaining agencies.

B In HRMS, when an employee transfers mid-period (Appointment
Change), a single warrant / EFT is processed for that period. The
agency that receives the transferring employee reports the entire pay
period taxes and most deductions.

— The monies are automatically transferred from the losing agency to the
gaining agency to cover their portion of the costs on the period

B After payroll is run, the losing agency no longer owns the employee.
Therefore they will not see payroll results, payroll register, mandatory
deductions, etc. All this will appear in the gaining agency.

— The losing agency will see transactions on the expenditure reports. The
losing and gaining agencies transfer Journal Vouchers (transfer of money
from losing agency to gaining agency).
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Scenario 5: Mid Period Transfers: W/H,
Social Security, Medicare

B |n a mid-period transfer, the applicable employer
share of expenditures are recorded in each
agency’s operating / capital accounts and 035
payroll revolving account GL 5124.

B A transfer is then recorded automatically. This
transfers the applicable employer share from the
losing agency GL5124 to the gaining agency
GL5124.

B Both the employer shares and employee shares
of withholding, Social Security, and Medicare are
paid and reported by the gaining agency.

— The gaining agency is responsible for reporting
tax information on the 941 and W-2 reports.
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Scenario 6: Recover A Manual Warrant

E

HE master data  Edit Goto Extras  Utilities Ssttings  System  Help

G 190 €68 SHE BNAD BR AR

Maintain HR Master Data

SB[ )4 | personneine, 23456788

Find by | Narme Powers, Austin
“ 4 Person . Persirea |1118) Dept of Persanngl EEGroup 3| Permanent
%gg!?ﬁ;’fﬁ?ﬁn&m &0 | pearea 3981 | Non Represented  EESubgroup 51| MonthiyM) OT e Status Active
(il Free search
Basic Personal Dataiwll Benefts | Time Recording  Addtl. Personal Data
""" Infotype text E. |_| Period
Basic Pay |¢| 4]/ | @Perod
El _Recurring Payments/Deductions v B Fram 0
Hit list Additional Payments | | OToday O Curr week
Name | | |Cost Distribution OAl O Current manth
_Bank Detals 4 (OFram curr date (O Last waek
_E}{temal Trangfers O To Current Date O Last month
| [Payrall Status 4 O Current Perind O Current Year
_Residence Tax Area 4 E ‘v_. Chaose |
Work Tax Area v
Direct selection
Infotype Additional Payments Ty

1.

3.

Enter the Personnel no.
for the employee that
needs a manual warrant.

Click '@ (Enter) to
validate personnel
number.

Choose Additional
Payments from the
Infotype field.

Click ‘B (Create).
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Scenario 6: Recover A Manual Warrant

Infotype  Edit Goto Extras System Help
|G 1B 0@ SHR D000 BR O

|E3'

Create Additional Payments (0015)

BRI

Fersannel No. | 23456789 Marme Powers, Austin
. FersArea 1110 Dept of Personnel EEGroup || Permanent
F5ubarea 0001 Non Represented  EESubgroup 01 Monthiy(W) OT Exe..  Status  Active

Additional Payments
Wage Type 3100 Agenw Reimburserment

AmoLnt A R0 UsD

Mumberfunit
Date af arigin (& /15/2008
Default Date

Assignment Number

Reason for Change

Enter the Wage
Type.

Enter the Amount.

Enter the Date of
origin.

Click '& (Enter)
to validate
information.

Click B (save)
to save.
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Summary

B Throughout the course, you have learned how to:

Explain the big picture (overview) of HRMS Payroll and Reports.

Explain the new terms and concepts associated with HRMS
Payroll and Reports.

Complete the Pre-Payroll Analysis, including simulations and
reports.

Discuss the release of payroll completed in Process Payroll and
how agencies are involved in correcting reports. View payroll
results.

Run and view payroll reports.
Complete extended payroll scenarios.
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Question and Answer




Resources

B The following resources are available for your use:

— DES Service Center
(360) 664-6400
ServiceCenter@dop.wa.goVv

— HRMS Resources
http://www.hr.wa.gov/payroll/HRMS/HRMSSupport/Pages/HRMSResources.aspx

— The On-Line Quick Reference (OLQR)
http://www.hr.wa.gov/payrol/HRMS/OnLineQuickReference/Pages/default.aspx

— The Office of Financial Management
http://www.ofm.wa.qgov/resources/payroll.asp



mailto:helpdesk@dop.wa.gov
http://www.dop.wa.gov/payroll/HRMS/HRMSSupport/Pages/HRMSResources.aspx
http://www.dop.wa.gov/payroll/HRMS/HRMSSupport/Pages/HRMSResources.aspx
http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx
http://www.ofm.wa.gov/resources/payroll.asp

Training Evaluation

B Please take a few minutes to complete the course
evaluation and participant assessment prior to
leaving.

Thank you for
your participation
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