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Reminder: Payroll Processing Day 1 on Saturday – 12/30/09

DOP Information Systems Communication – 12/30/09

What?
Reminder: Payroll Processing Day 1 on Saturday
Who?

HRMS HR and Payroll Offices
Why?
Remind agencies Day 1 is on Saturday, January 2
When?
Distribute immediately

Message:
DOP reminds agencies that Day 1 of the first payroll process in 2010 is on Saturday, January 2, 2010. HRMS will be available from 6:00 a.m. to 6:00 p.m., however the DOP Service Center won’t be staffed.

When the 2010 calendars were originally drafted, Day 1 for the January 11, 2010 pay date (for period worked December 16-31, 2009) fell on Thursday, December 31. Based on a review and input by agency Personnel/Payroll Association (PPA) Executive Committee members, Day 1 was moved to Saturday, January 2.

Click here to review the 9/1/09 HRMS Communication: 2010 Payroll Calendars
Questions? Contact:
DOP Service Center: (360) 664-6400

Email Contact: ServiceCenter@dop.wa.gov
HRMS December Release – 12/23/2009 

DOP Information Systems Communication – 12/23/2009
What?
Final HRMS December Release 
Who?

HRMS HR and Payroll Offices
Why?
Final list of Change Requests implemented in HRMS
When?
Distribute immediately
Message:
DOP has completed the December 22 Release. This represents a total of 14 Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. We implemented an additional 8 CRs in December on an exception schedule, including SAP Support Package Stack updates. We are providing the entire list of completed CRs, along with instructions for any that may impact your business practices or for which you may need additional information or instructions.

Click here for the December release and additional information: HRMS December Release 200912. Click on the links to review the HRMS Communications for changes that may impact your agency.

Reminder: We have created a new HRMS Communications page on the DOP website for the individual HRMS Communications, arranged by functional area or topic. 

Please see the HRMS Change/Release Management web page for information about DOP’s HRMS Release Management Process.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Code Title Updates – 12/23/09 CRs 12854, 12855, 12856, 12857

DOP Information Systems Communication – 12/22/09
What?
Code Title Updates 

Who?

HRMS HR and Payroll Offices
Why?

HRMS Data Definitions Project Changes
When?
Distribute immediately
Message:
DOP completed Change Requests in HRMS for the following code title updates to add “ZDNU” (Do Not Use), indicating the codes are no longer in use. These are part of the HRMS Data Definitions Project to provide more accurate data for statewide reporting. No agency action is required.

1. Update code titles in the Reason for Action field, on Actions Infotype 0000 as follows. 

U3 Appointment Change:

· 43 - ZDNU - Return fr GGTP Trans Appt
U5 Separation:

· 13 - ZDNU - Formal Union Layoff

· 22 - ZDNU - Resign with RIF Rights

· 24 - ZDNU - Retirement with RIF Rights

· 32 - ZDNU - Temporary Union Layoff
2. Update code title in the Employee Group field, on Actions Infotype 0000 as follows:

· 3 ZDNU-Volunteer

3. Update code titles in the Contract field on Organizational Assignment Infotype 0001 as follows:

· 11- ZDNU-Tran Intra

· 12- ZDNU-Tran Nonpr
4. Update code titles in the PS Area field on Basic Pay Infotype 0008 as follows:

· 33 - ZDNU-Volunteers

· 45 - ZDNU-Higher Ed Stude
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
2009 Year-End Processing and Sick Leave Buyout

Reminder for Manual YTD Adjustments – 12/30/09

DOP Information Systems Communication – 12/30/09
What?
Reminder for Manual YTD (Year to Date) Adjustments

Who?

HRMS HR and Payroll Offices

Why?
Prepare for W-2 processing
When?
For immediate distribution

Message: This is to remind you that manual adjustments need to be entered prior to W-2 forms being processed on January 11, 2010. For complete details and schedule, click here to review the original communication sent November 19: 11/19/2009 Year-End Processing.

Manual Adjustments:
You should enter all manual YTD adjustments that affect the 2009 Form W-2 Wage and Tax Statement by 6:00 p.m. January 8, 2010. Please review 11/29/09 Manual Adjustments in HRMS for manual adjustment communication with instructions.
PU19 Tax Reporter access:

We will suspend access to PU19 Tax Reporter at 6:00 p.m., January 8 until 6:00 a.m. January 21, 2010 to prevent any conflict with statewide W-2 processing. This means that all manual adjustments must be completed by 6:00 p.m. on January 8 to be included on the W-2 for 2009.

We will start processing W-2s on January 11, 2010. Any manual adjustments entered after this time will continue to affect the 4th Quarter IRS 941 Report but you will need to complete a Form W-2C and W-3C.
W-2 Distribution:

W-2s will be distributed by Consolidated Mail Services. Reference CMS email dated December 17: W-2 Distribution Follow Up Message.
Questions? Contact:

DOP Service Center: (360) 664-6400

Email Contact: ServiceCenter@DOP.WA.GOV
Employee Overpayments – 2009 Tax Adjustments – 12/29/09

DOP Information Systems Communication – 12/29/09

What?
Employee Overpayments – 2009 Tax Adjustments

Who?

HRMS Payroll Offices
Why?
Required adjustments to master data for employees with gross overpayments crossing calendar years
When?
Distribute immediately

Message:
Since you are no longer able to adjust 2009 taxes through the payroll process in HRMS, you will need to make master data changes to employees who will continue to make repayments in 2010 for overpayments that occurred in 2009 or earlier. Employees who have any Wage Type (WT) 3223-RepayPlan Deduction payments on Infotype (IT) 0014-Recurring Payments/Deductions, and WT3224-Repay Balance on IT0015-Additional Payments will need their master data adjusted to net payment deductions.
This procedure is for any active repayment plans that started in 2009 and continue in 2010 for gross overpayments that employees are paying back to agencies.
You should use the following procedure to make the necessary adjustments:

1. Using Wage Type Reporter PC00_M99_CWTR, locate any employees with an existing WT3223 and WT3224 (3223 is the monthly payment and 3224 is the declining balance).

2. On the Display payroll results table PC_PAYRESULT, locate each employee’s 24th payroll and record the amounts displayed as WT3224 and WT3225-Repay Total. WT3224 in the results table will reflect the remaining balance and WT3225 will reflect the total payments made to date.

3. Access the employee’s record in PA30, and on IT0014 use the edit button (pencil) to change the end date of the WT3223 payment to 12/15/2009. Save. The WT3224 balance will be presented and the amount should be changed to match the WT3225 amount that was recorded in step 2 from the payroll results table. Do not change the date.

4. Take the remaining balance amount from WT3224 that was recorded in step 2 from the payroll results table and calculate the net amount to be repaid in 2010.

5. This new net amount needs to be set up in IT0014 with WT3101-DB: Agency Reimbursement. Once saved, it will trigger a WT3111-Agency Reim Bal on IT0015. The start date should be 12/16/09 to the estimated end date. Unlike the WT3223/3224, the declining balance will function as designed for WT3101/3111 so there is no need to be period-specific with the deduction and balance amounts. (Helpful reminder – amounts entered with WT3101 are posted to GL1324.)

6. Run a pay simulation for period 01/2010 (transaction PC_M10_CALC_SIMU). 

7. Review the results table from this pay simulation for period 24/2009 and verify that there is a WT3223 deduction, a WT3225 repay total, but no WT3224 balance. This will verify that the WT3223/3224 have been properly ended. A remaining WT3224 balance will result in an error and you should contact the DOP Service Center for assistance.

8. Review the results table from period 1/2010 to validate the correct amount is being deducted with WT3101. You should also see a WT3111-Agency Reim Bal and a WT3121-Agency Reimb Total.

You can also find more information for collecting overpayments from a prior year on the OFM Website: Accounting > Administrative and Accounting Resources > 6. Payroll > 19. Overpayments – HRMS and Accounting Examples. http://www.ofm.wa.gov/resources/payroll.asp.

Questions? Contact:
DOP Service Center: (360) 664-6400

Email Contact: ServiceCenter@dop.wa.gov
2009 W-2 Reporting Changes – 12/22/09

DOP Information Systems Communication 12/22/2009

What?
2009 W-2 Reporting Changes and PU19 Tax Reporter
Who?
HRMS Payroll Offices

Why?
HRMS Year End Reporting Changes 
When?
Distribute immediately

Message:
DOP has completed all changes for W-2 reporting for 2009. Also, please be aware that we will be limiting access to PU19 Tax Reporter in January.

W-2 Reporting Changes

The W-2 changes were originally communicated to you on November 25 in the HRMS November 24, 2009: Final Release:
DOP implemented a Change Request in HRMS to update Form W-2 Wage and Tax Statement and Form 1099-R Distributions From Pensions, Annuities, Retirement or Profit-Sharing Plans, IRAs, Insurance Contracts, etc. No agency action is required.

The following changes were made, and have no impact to year end processing:

· Form W-2 was updated to remove the employee portion of Washington State Supplemental Workmens Compensation Fund deductions /442 TX EE Suplmtal Pension Tx (Sup P EE) from displaying in Boxes 18, 19, and 20, because it was not compatible with tax preparation software. This deduction amount is now available on the employees’ Earnings and Deductions Statements.

· W-2 Notice to Employee and 1099-R Notice to Recipient were updated per the requirements of the IRS for standard annual revisions to dates and figures.

· W-2 and Form 1099-R Transmitter Report and Summary of Magnetic Media reflects the new DOP Service Center’s email address (internal system requirement).

PU19 Tax Reporter - Access
To prevent access issues with W-2 processing, you will not have access to PU19 Tax Reporter from 6:00 p.m., January 8, through 6:00 a.m., January 21. Please plan your work accordingly.

Questions? Contact:

DOP Service Center: (360) 664-6400

Email Contact: ServiceCenter@DOP.WA.GOV
Annual Sick Leave Buyout Processing Information & Reports – 12/23/09

DOP Information Systems Communication – 12/23/09

What?
Annual Sick Leave Buyout Processing Information and Reports

Who?

HRMS HR and Payroll Offices

Why?
First test run available

When?
Distribute immediately

Message:
DOP has prepared the first test run of the Sick Leave Buyout reports and the spool reports are now available for review. Agency action may be required.
We will be running a second test after 6:00 p.m. on Tuesday, January 7, 2010 and spool reports will be available the next morning. This will provide you with a second opportunity to review results before the final processing begins after 6:00 p.m. on Tuesday, January 13, 2010.

Understanding and Verifying Sick Leave Buyout Hours

To help you verify that the results shown on the Sick Leave Buyout reports represent the correct hours for your employees, we are providing a Sick Leave Buyout Adjustments and Returns spreadsheet with the following types of records. 

· Total Sick Leave Hour Adjustments for 2009
· Total Donated Sick Lv Hrs Returned in 2009
To view the data for your agency, click on the “+” to the left of your Personnel Area. Note: If there were multiple records for an employee in either column, the total hours are shown.
More information:

· Total Sick Leave Hour Adjustments for 2009 – these Hours could include either IT2013 Quota Corrections or IT0416 Time Quota Compensation with “Do Not Account” indicated
If the adjustments are Quota Correction records:

Quota corrections are regarded as adjustments to sick leave earned and will affect what is reported as sick leave earned on the Sick Leave Buyout reports and statements. Sick leave earned hours are used to determine buyout eligibility and the amount of payment. Quota corrections, like other types of records in HRMS, are date effective. If the quota correction is dated for 2009, it will be included in what is reported as sick leave earned for 2009.

Quota corrections that are effective dated in 2009, but are actually intended to correct prior year sick leave earned hours or balances, will incorrectly be reported as sick leave earned for 2009. Please see the 12/17/2009 Updating Prior Year Quota Corrections communication for adding a text note **YYYY to the IT2013 - quota correction records to prevent these records from adjusting the reported hours for Sick leave earned in 2009.
If the adjustments are Quota Compensation Records with “Do Not Account” to reduce sick leave quota for 2009:
Quota Compensation records (IT0416) with “Do Not Account” box checked that were not created using the shared leave transfers (IT0613) could either be donations to another agency or could be adjustments to reduce sick leave quota balances. These records will reduce the reported hours for Sick Leave earned for the year that it is effective dated. You will need to determine if they should reduce the reported hours for Sick Leave earned on the Buyout reports for 2009. If these records are adjustments for prior year accruals or are donations to an employee in another agency, you will need to determine how these records should be reported and ensure that these are reported correctly on the Sick Leave Buyout statement. A sample Sick Leave Buyout Statement form is included for your convenience.
· Total Donated Sick Lv Hrs Returned in 2009
Sick leave donations that are dated in 2009 are reported as Sick Leave used on the Buyout reports for 2009. Sick leave hours that are returned to the donor with an effective date in 2009 will reduce what is reported as sick leave used.  Returned Sick leave hours that are effective dated for 2009 but are being returned from a prior year donation will erroneously reduce the number of hours that are reported as sick leave used for 2009. Please see the 12/17/2009 Updating Prior Year Quota Corrections communication for adding a text note **YYYY to the IT2013 Quota Correction records to prevent these from reducing the year to date sick leave used/taken.
Again, you may make changes in HRMS for those records that impact eligible buyout hours, or manually calculate the eligible hours and create Sick Leave Buyout statements using the Sick Leave Buyout Statement form.
*****Agencies that are “Reporting Only” Agencies*****

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

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Annual Sick Leave Buyout Statements for Reporting-Only Agencies – 12/21/09

DOP Information Systems Communication – 12/21/09

What?
Annual Sick Leave Buyout Statements for Reporting-Only Agencies
Who?

Department of Labor and Industries



Department of Licensing



Liquor Control Board



Department of Revenue
Why?
To ensure employees of reporting-only agencies have the option to participate in the 2009 Annual Sick Leave Buyout

When?
Distribute immediately

Message: 
DOP will not be processing the Annual Sick Leave Buyout reports and statements for sick leave earned/taken in 2009 for your agency. Due to your agency having its own internal leave system and detailed leave activity not being available in HRMS, we are unable to process Sick Leave Buyout Statements for your employees.

Please ensure that your employees are provided the option to participate in the 2009 Annual Sick Leave Buyout program. Please contact the DOP Service Center for assistance, if needed.

Please read below for additional information to assist you in preparing your own sick leave buyout statements.
We are providing information about how sick leave buyout hours are determined and calculated in HRMS, and example of a sick leave buyout statement produced in HRMS. (Note: See WAC 357-31-150 for rules.)

An active employee may be eligible in January of each year, to buy out 25% of any accrued sick leave hours in excess of 480.0 that were accumulated during the prior year if:
· The employee’s sick leave balance at the end of the prior calendar year exceeded 480.0, and 

· The employee’s sick leave accrued was greater than the sick leave taken for the prior calendar year.
The maximum payment is 25% of 96.0 hours = 24.0 hours paid. Compensation for this program will be made at the employee’s rate of salary at the time of payment.

To calculate Sick Leave Buyout:

1. Determine available hours: end of buyout year sick leave balance minus 480 hours 

2. Determine available hours: buyout year sick leave earned minus buyout year sick leave taken/used (taken includes donations)
3. Eligible buyout hours = the lesser of the results from 1 or 2

Example:  Employee A has 547 sick leave balance as 12/31/2009, has earned 96 hours and taken 8.

· 1.  547 – 480 = 67 

· 2.  96 – 8 = 88 

· 3.  67 is less than 88; eligible buyout hours is 67

Example:  Employee B has 800 sick leave balance as 12/31/2009, has earned 96 hours and taken 8.

· 1.  800 – 480 = 320 

· 2.  96 – 8 = 88 

· 3.  88 is less than 320 so 88 are the eligible buyout hours

	Sick Leave Buyout Calculation

	Determine Available Hours

(
For Employee (

	Formula #1

End of buyout year (2009) sick leave balance minus 480 hours
	Formula #2

Buyout year (2009) sick leave earned minus buyout year sick leave taken/used (taken includes donations)
	Eligible buyout hours = the lesser of the results from Formula#1 or Formula #2

	Employee A has 547 sick leave balance as of 12/31/2009; has earned 96 hours and taken 8
	 547 hours

-480 hours

   67 hours
	96 hours

- 8 hours

88 hours
	67 is less than 88

67 = eligible buyout hours for Employee A

	Employee B has 800 sick leave balance as of 12/31/2009; has earned 96 hours and taken 8
	 800 hours

-480 hours

 320 hours
	96 hours

- 8 hours

88 hours
	88 is less than 320

88 = eligible buyout hours for Employee B


There is no rounding up. If the result of the eligible hours is not evenly divisible by 4 (25%) the calculated result beyond 2 decimal places is truncated.

All of the eligible Buyout hours are entered into HRMS using Quota Compensation type 9005. HRMS will deduct all eligible hours entered from the employee’s sick leave quota but will pay 25% of the hours.

The rate of pay is based upon the employee’s hourly rate if the employee is hourly. If the employee is salaried, the hourly rate is determined by dividing the period salary by 87 (2088 annual hours / 24 payroll periods).
Click here for a sample Sick Leave Buyout Statement form.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Annual Sick Leave Buyout Processing Information – 12/21/09
DOP Information Systems Communication – 12/21/09

What?
Annual Sick Leave Buyout Processing Information
Who?

HRMS HR and Payroll Offices
Why?
Instructions for Buyout Reports
When?
Distribute immediately

Message: 
DOP will be processing the Annual Sick Leave Buyout reports and statements for sick leave earned/taken in 2009 for agencies that maintain leave activity in HRMS. Please review the information, instructions, and schedules below. (This communication does not apply to agencies that do not maintain leave activity in HRMS.)
We will be providing two test runs for you to review and make corrections, and a final processing. The three reports will be available as spool files, and the statements will be centrally printed and distributed or you may pick them up.

Each test process will include:

· a spool file for employees who are eligible to participate in the buyout program (Report 681- Buyout eligible), and

· a spool file for employees who have sufficient quota balances but who used more sick leave than was earned in 2009 (Report007- Buyout Ineligible). 

You may access and save these spool file reports and sort or parse out as desired within your own agency to facilitate review.

The final processing will include both spool reports for Buyout eligible and Buyout Ineligible. You are advised to save these reports as your final record.
The Sick Leave Buyout statements will be printed centrally and available for distribution to you.
Key Dates to Note:

	Dec 22 - 6PM:  
	DOP will run Sick Leave Buyout reports – Test Run #1

Processing the reports for Report 681 and Report 007. Spool files for Report Gaps 681 and 007 will be available for you to review next morning



	Jan 07 - 6PM:
	DOP will run Sick Leave Buyout reports – Test Run # 2

Processing the reports for Report 681 and Report 007. Spool files for Report 681 and 007 will be available for you to review next morning.



	Jan 13 - 6PM:
	Final Processing: DOP will process final reports for Report 681 and Report 007 and the Sick Leave Buyout statements.



	Jan 14:
	Final spool files will be available for you to save.

Sick Leave Buyout statements will be available for distribution or pickup - you will be notified when statements are ready for pickup.
You are advised to save these reports as your final records.



	Jan 31:  
	Signed Sick Leave Buyout statements are due from employees to agency payroll offices.



	Feb 1:  
	Agencies to start processing quota buyouts for the Annual Sick Leave Buyout. (Specific Instructions will be provided later in January for creating quota compensation for the annual buyout.)


Understanding the Sick leave Buyout process:

We are providing the information below to assist you in understanding how employees are selected, how buyout eligibility is determined, and how buyouts are calculated for the Annual Sick Leave Buyout process.

Remember all quota records are effective dated.
· The Sick Leave Buyout reports extract and report hours that are effective dated in the year that is being reported.
· All accruals, quota corrections, quota compensation records, and absences that affect sick leave and have an effective date within the reporting year will be included in the Sick leave Buyout reports.
· Quota corrections are generally reported as adjustments to quota accruals and will be included in the reported summary for sick leave accruals unless indicated with a specific formatted text note. Please see the 12/17/2009 Updating Prior Year Quota Corrections communication for adding a text note to quota corrections.
Frequently Asked Questions

1. Who is reported on Report 681, Sick Leave Buyout Statements and List?
Employees who have at least 480 hours of remaining sick leave balance as of the last day of the calendar year and who have accrued more sick leave during the calendar year than they have taken.

2. Who is reported on Report 007, Sick Leave over 480 – Non Elig.?
Employees who have at least 480 hours of remaining sick leave balance as of the last day of the calendar year but who have used more sick leave during the calendar year than they have accrued.

3. What is reported as YTD sick leave accrued?
· Monthly accruals generated from the regular period time evaluation.

· Quota corrections (increases and decreases) are generally regarded as adjustments to accruals and included in the YTD sick leave accruals. Quota corrections with a start date within the 2009 reporting year will affect what is reported as sick leave accrued for 2009.

(Please note: When creating quota corrections to adjust sick leave that was earned in prior years, you should consider the impact to the annual sick leave buyout reporting)

You can exclude IT2013 Quota Corrections that are adjustments for prior years from what is reported for year to date sick leave accrual for 2009 by adding a text note **YYYY where YYYY indicates the prior year that the quota correction pertains. (Please see the 12/17/2009 Updating Prior Year Quota Corrections communication.)
4. What is reported as sick leave used?

· Sick Leave Absences with effective dates in 2009

· Donations to shared leave from Sick Leave that are effective dated in 2009. Sick leave donations create quota compensation records.

· Donations returned from Shared leave to Sick Leave that are effective dated in 2009 are considered as returning sick leave that was donated in 2009 and will reduce the amount for sick leave used for 2009.  

Returned sick leave that is for a prior year donation should not adjust what is reported as sick leave used for 2009.

Agencies can exclude IT2013 Quota Corrections that are sick leave returns for prior years’ donations from what is reported for year to date sick leave used for 2009 by adding a text note **YYYY where YYYY indicates the prior year that the returned sick leave quota correction pertains. (Please see the 12/17/2009 Updating Prior Year Quota Corrections communication.)
· All Quota compensation records (Infotype 0416) for sick leave that have an effective date in 2009.

Exception:

Quota compensation records with Comp Method 9005_Sick Leave Buyout Annual will not be reported as sick leave used. These records are prior year buyout records and are excluded from being reported as sick leave used for the current reporting period.

5. Can agencies run the annual sick leave buyout reports for individual employees to verify corrections?
Yes, you can run these reports for individual employees. We will provide specific instructions about how to run these reports in a later communication.
We will also include a Sick Leave Buyout form in a later communication for agencies that would prefer to manually calculate eligible hours for buyout.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Year-End Processing Communication #1 – 11/19/09

DOP Information Systems Communication – 11/19/09

What?
Year-End Processing

Who?

HRMS Payroll Offices

Why?
Inform agencies of important HRMS year-end processing information

When?
For immediate distribution

Message:
Please review this communication carefully for 2009 year-end processing information. DOP will be updating agencies as needed to ensure a smooth year-end process. 

Year-end processing tasks will start with final payroll processing and some testing in December. You can prepare for year-end processing by reconciling and correcting data that may impact 2009 wage and tax reporting information as early as possible. One of the most critical steps is preparing for an error-free final payroll of the year so that there are minimal manual adjustments or corrections that result in Form W-2C Corrected Wage and Tax Statements, Form W-3C Transmittal of Corrected Wage and Tax Statements, and/or Form 941-X Adjusted Employer's Quarterly Federal Tax Return or Claim for Refund.

The chart below reflects scheduled activities through final year-end processing: 

	Date
	Payroll Processing & Comments for Final 2009 Payroll – 12/24/09
	System Availability Hours
	DOP Service Center Support
Hours

	Tuesday,
December 15, 2009
	Day 1
Normal Schedule

Last day for Cancellations -

Final Off Cycle Workbench Cutoff for 2009
	6 a.m. to 6 p.m.
	8 a.m. to 5 p.m.

	Wednesday,
December 16, 2009
	Day 2
Normal Schedule
	6 a.m. to 6 p.m.
	8 a.m. to 5 p.m.

	Thursday,
December 17, 2009
	Day 3
Normal Schedule
	6 a.m. to 6 p.m.

	8 a.m. to 5 p.m.

	Friday,
December 18, 2009
	Day 4
Normal Schedule
	Normal Outage
	8 a.m. to 5 p.m.

	Date
	Other 2009 Year-End Activities
	Comments

	Tuesday,
December 22, 2009
	Sick Leave Buyout – 1st Test Reports
	DOP will create test reports for agencies beginning at 6 p.m.
Spool reports will be available Wednesday morning, 12/23/09

	Thursday,
January 7, 2010
	Sick Leave Buyout – 2nd Test Reports 
	DOP will create test reports for agencies beginning at 6 p.m.
Spool reports will be available Friday morning, 01/08/10

	Friday,
January 8, 2010
	Manual Year-To-Date (YTD) adjustments for 2009 for W-2s
	Completed by agencies by 6 p.m.

(Instructions forthcoming)

	Monday,
January 11, 2010
	Start Statewide W-2 Processing
	W-2s will be distributed by Consolidated Mail Services

	Wednesday,
January 13, 2010
	Sick Leave Buyout – Final Processing
	DOP will create final reports and statements beginning at 6 p.m.
Spool reports will be available Thursday morning, 01/14/10

DOP will contact agencies when Sick Leave Buyout statements are ready


What can you do to prepare?

Payroll Schedule:
Because you have greatly reduced the number of errors and lockouts this year, the payroll processing schedule for the 12/24/2009 payroll will be the normal process. We won’t lock users out in the afternoon on Day 3 and call you with remaining errors as we have done in previous years. Of course, it is highly desirable to have no errors on the last payroll of the year to prevent manual year-to-date adjustments. You are encouraged to resolve known problems as soon as possible and strive for zero errors. 

Social Security Number (SSN) Verification Report:
We sent the first SSN Verification Errors hardcopy report to you in September. We ran and distributed a second report on November 13th. You should verify and correct any identified errors in HRMS as soon as possible to ensure accurate reporting of employee wages and taxes.

Tax Reporter manual entries:
You should enter all manual adjustments that affect the 2009 Form W-2 Wage and Tax Statement by 6:00 p.m. January 8, 2010. We will be sending instructions for entering manual adjustments separately from this communication.
· Any manual adjustments entered by 6:00 p.m., January 8, 2010, will be included on the W-2 and your IRS Form 941 Employer's Quarterly Federal Tax Return (4th Quarter IRS 941 Report).

· Any manual adjustments entered after January 8 but before you execute your agency’s IRS 941 production run for the 2009 tax year will be included on your 4th Quarter IRS 941 Report, but you will need to complete a Form W-2C and W-3C.

· Any manual adjustments entered after January 8 and after you execute your agency’s IRS 941 production run for 2009 will not be included on your 4th Quarter IRS 941 Report or W-2. You will need to complete a Form W-2C and W-3C, and a 941 X.
	Manual Adjustments Entered:
	Manual Adjustments Entered:
	Will Be Included On:
	Will Require:

	By 1/8/2010, 6 p.m.
	
	Form W-2

4th Quarter IRS 941 Report
	N/A

	After 1/8/2010, 6 p.m.
	But prior to executing your agency’s IRS 941 2009 production run
	4th Quarter IRS 941 Report
	W-2C

W-3C

	After 1/8/2010, 6 p.m.
	And after executing your agency’s IRS 941 2009 production run
	N/A
	W-2C
W-3C

941-X


Federal Reporting:

W-2 Distribution:
W-2s will be distributed by Consolidated Mail Services. Agencies should ensure that employees’ mailing addresses are current and updated as necessary by January 8th.

4th Quarter IRS 941 Report:
We recommend you run this in test mode after each payroll (or at least monthly) to verify your deposits and liabilities are in balance.
You should be completing this process as usual, along with filing the IRS official hardcopy reports to the IRS by the January 31 deadline. However, executing the production run early and filing early for the last quarter of the year is not recommended. You may need to make adjustments reported by employees once they receive their printed W-2s.

· If you have no manual adjustments in tax reporter, you can execute a test run and balance any time after the December 24, 2009 pay date.
· If you have manual adjustments in tax reporter, you should complete all year-to-date adjustments and manual tax deposit entries prior to the January 8, 2010 W-2 print deadline. Execute a test run and balance any time after the December 24, 2009 pay date.

· The execution in production should be executed and filed prior to the January 31 deadline.
· Enter the filing date on the Generation/Filing Dates tab in tax reporter the same date you physically mail the hardcopy report to the IRS.
· Manual adjustments completed after the mailing of the 4th Quarter IRS 941 Report may require a correction using Form 941-X.
OFM Payroll Resources:

The following important items will be discussed at the November 20, 2009 PPA Year-End Meeting.
· Key Dates: End 2009 – Beginning 2010 

· Federal Requirements

· EFTPS Deposits through the OST

· Rates/Limits for 2010

· Tax Deposit Reconciliation/941 to W-2 Reconciliation

· Duplicate Forms W-2

· Emergency Payroll Payments

· Deceased Employee Payments

· Cross-Calendar Year Overpayments

· And more!!

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: ServiceCenter@dop.wa.gov
Payroll Processing – 12/24/2009 Payroll – 12/18/09

DOP Information Systems Communication – 12/18/09
What?
Payroll Processing – 12/24/2009 Payroll

Who?

HRMS HR and Payroll Offices

Why?
Congratulations on final 2009 payroll!

When?
For immediate distribution

Message:
The final payroll of 2009 is processing. Your amazing efforts to enter data and make necessary corrections prior to 6:00 p.m. yesterday has resulted in an almost error free final payroll, with just one lockout in more than 60,000 paychecks processed!

We would like to express our thanks to all of you for making 2009 so successful. Congratulations, and please take a well-earned rest before heading into year end and the first payroll of 2010.

2010 will bring new rewards and challenges as our collective knowledge and understanding of the HRMS system continues. Thanks again for your tremendous efforts this payroll, and all year long.

Questions? Contact:

DOP Service Center: (360) 664-6400

Email Contact: ServiceCenter@DOP.WA.GOV
Email from CMS (GA) re: W-2 Distribution – 12/17/09
From: Miller, John S. (GA) 
Sent: Thursday, December 17, 2009 4:18 PM
Cc: Jenkins, Todd (DOP); Wilkinson, Diane M. (GA); Jackson, Linda (DOP); Paterson, Kathy (PRT); Bowman, Gordon (DIS); Miller, John S. (GA); Paulsen, Daniel J. (GA); Lasky, John (DIS); Tarricone, Cathy (DOP); Shea, Kathy (DOP); Conley, John M. (GA); Cummings, Nadine (DOP); Wyckoff, Carol (DOP); Abear, Jubel F. (GA); McDaniel, Cliff R. (GA); McComb, Kathy (GA); Lawrence, Greg E. (GA)
Subject: W-2 Distribution Follow-up Message

December 17, 2009

To:

HRMS HR and Payroll Offices

From:

John Miller



Consolidated Mail Services (CMS)

Subject:
W-2 Distribution

This message is follow-up to the correspondence sent from the Department of Personnel on November 19, 2009.

2009 Form W-2 Wage and Tax Statements will be distributed by Consolidated Mail Services (CMS) to ensure timely delivery to employees by January 31, 2010.  CMS will be mailing the statements directly to the employees.  

The cost to process is $0.517 per piece and includes inserting, envelope, postage, and delivery to the USPS.  The charges will be reflected on an invoice from CMS addressed to your agency’s billing contact.

There is no need to respond to this email unless you have questions.  Questions can be directed to CMS.

Consolidated Mail Services contact information:

John Miller (john.s.miller@ga.w.agov), 360-664-9618 or

Diane Wilkinson (diane.wilkinson@ga.wa.gov), 360-664-9506

Thank you.

Updating Prior Year Quota Corrections for Sick Leave Buyout Reports and Statements Processing – 12/17/09 CR12816, 12898

DOP Information Systems Communication – 12/17/2009

What?
Updating Prior Year Quota Corrections for Sick Leave Buyout Reports and Statements Processing

Who?

HRMS HR and Payroll Offices

Why?
Annual Sick Leave Buyout Processing Preparation

When?
Distribute immediately

Message:
DOP has started the 2009 Annual Sick Leave Buyout process for agencies that maintain leave activity in HRMS and will run the first Sick Leave Buyout test reports on December 22. Please review this communication for a new procedure and spreadsheet.

Only sick leave earned and taken in the current year shall be considered for the annual buyout process, according to WAC 357-31-150. We have implemented a Change Request to provide better reporting by improving the process for entering quota corrections to distinguish changes affecting the current year from updates for prior years.

Effective with 2009, you may now add a “text note” using the Maintain Text feature on Infotype 2013 Quota Corrections to exclude quota correction records that should not be considered for the current year’s YTD (year to date) earned and taken hours for sick leave buyout. Important: The text note must have a specific format, as described below. (Previously, you needed to change the quota correction effective date or manually calculate the buyout for each affected employee.)
In this communication, you will find:

· Example scenarios - adding a text note to affect Sick Leave Buyout reporting
· Instructions for adding the specifically formatted text note
· Reviewing/updating created quota corrections
· Sick Leave Buyout Analysis spreadsheet
Example scenarios - adding a text note to affect Sick Leave Buyout reporting

Example scenario #1:

You determine a quota correction is necessary to change an employee’s available sick leave. The change is from activity that occurred in a prior year but you have determined it is appropriate to create the quota correction with a current year effective date. For this example, let’s say that the quota correction is adding 10 hours to the employee’s balance, effective dated as 12/1/2009, but it is actually correcting activity from 2008.

The employee has earned 96 hours sick leave YTD for 2009.

If you don’t add the text note, the Sick Leave Buyout Reports will report the 10 hours as an adjustment to 2009 YTD sick leave earned so the employee’s YTD sick leave earned for 2009 would be 106. (This would be incorrect because the quota correction was not earned in 2009.)

If you add the text note, the 10 hour quota correction will be included in the employee’s reported sick leave balance but won’t be included in the YTD sick leave earned for 2009 on the sick leave buyout reports.

Example scenario #2:

You need to process a shared leave return that will return sick leave to an employee who donated sick leave in 2008.

You create an IT0613 Absence Donation Admin record for the employee returning the sick leave with an effective date of 12/1/2009. The recipient is the employee who donated sick leave in 2008. You are returning 10 hours sick leave to the recipient. The recipient has taken 40 hours sick leave in 2009 and has at least 480 hours sick leave balance.

The IT0613 record you just created also creates a secondary IT2013 Quota Correction record in the background that adds sick leave to the recipient’s available sick leave with an effective date that is the same date as the IT0613 record that you created.

If you don’t add the text note to the IT2013 record, the Sick Leave Buyout Reports will report the 10 hours as an adjustment to the 2009 YTD sick leave taken. The employee’s sick leave taken will actually be reduced by 10 hours so that only 30 hours would be reported as taken in 2009. (This would be incorrect because the 10 hours that is returned was donated in a prior year.)

If you add the text note to the IT2013 record, the returned sick leave will be included in the employee’s sick leave balance but the employee’s 2009 YTD Sick Leave Taken will not be impacted.

Instructions for adding the specifically formatted text note

Add a text note to exclude an IT2013 Quota Corrections record from the YTD sick leave earned or taken for the Sick Leave Buyout Reports. The text note must be formatted according to the instructions.
1. Identify any employees with sick leave returned that was for prior year sick leave donations or quota corrections for a prior year (review the Sick Leave Buyout Analysis spreadsheet)

2. Go to PA30 - Maintain master data

3. Select IT2013 Quota Corrections
4. Find the quota corrections for sick leave that pertain to prior year activity (donation return or quota correction)

· Select the affected Quota Correction record(s) using “pencil”

· Select “Edit” at top of screen (you can also “right click” in the screen)

· Select “Maintain Text”

· Enter **YYYY, where YYYY is the four digit year that the quota corrections pertained to (if multiple years, enter one of the prior years). Important: This needs to be entered exactly as **YYYY (asterisk asterisk then the four digit year) and it should be in the first line of the text note. The Sick Leave Buyout Reports programs will be specifically looking for this format, so it must be precise.
· Save Text record

· Save Quota Correction Record

Example of text note indicating the quota correction was to correct a prior year balance or accrual: 
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Important Considerations:

· Adding this text note affects only what is reported on the Sick Leave Buyout reports. It does not affect the availability or effective date of the quota that was created by the quota correction.

· When you create quota corrections or shared leave returns for sick leave, you should consider how the records will affect annual sick leave buyout reporting.

· If you create quota corrections for sick leave in the current year that are for prior year activity you can add the text note using **YYYY (where the YYYY is the four digit calendar year that the record is intended to pertain.

· If the quota correction for sick leave is for the current year, you don’t need to add the text note.

· Again, you must enter this text note precisely with the **YYYY (no spaces). For example: **2008 would be entered in a text note if you created a quota correction with an effective date of 11/30/2009 but the correction was for 2008.

Reviewing/updating previously created quota corrections with 2009 effective dates:

To assist you in preparation for this year’s annual sick leave buyout reporting, we are providing you with a list of employees who are anticipated to have at least 480 hours sick leave hours balance at the end of December and have quota corrections that may need some attention. These records are as of 12/7/2009, and will not reflect any records created after 12/7/2009.

Click here for the Sick Leave Buyout Analysis spreadsheet. To view the data for your agency, click on the “+” to the left of your Personnel Area.

There are two columns for each employee (A and B) with numbers of hours in one or both columns for each employee. These numbers are a summary of hours and may represent multiple quota correction records. You will need to review each employee’s record to determine how it should be reported for sick leave buyout.

Column A - donated sick leave that was returned with an effective date in 2009:

These records represent sick leave received from another employee returning shared leave. Determine if the returned sick leave was donated in a prior year, and add the text note as indicated earlier in this communication for the record to be reported correctly on the Sick Leave Buyout reports.

Column B - quota corrections with effective dates in 2009:

Review the records and if any are, in fact, adjustments for a prior year, you must add the text note as indicated earlier in this communication for quota corrections records that should not be reported as YTD sick leave earned or taken on the 2009 Sick Leave Buyout reports. 

Questions? Contact:

DOP Service Center: (360) 664-6400

Email Contact: ServiceCenter@DOP.WA.GOV
HRMS BI Workshop Schedules – 12/15/09

DOP Information Systems Communication – 12/15/2009

What?  HRMS BI (Business Intelligence) Workshop Schedules 
             January through June 2010 
             HRMS BI Power User Reporting, 01-04-BI01 
             HRMS BI Custom Reports via the HRMS Portal, 01-04-BI02 

Who?   All HRMS BI Users 

Why?   Training schedules are now available 

When? Distribute immediately 

Message: The January through June 2010 Workshop Schedules for HRMS BI End Users and HRMS BI Power Users are now available. 

For information on HRMS BI Power User Reporting and HRMS BI Custom Reports via the HRMS Portal – visit the Business Intelligence Training site. 

Registration Information 


To register for either of the above training, contact your agency Training Manager and/or Training Representative. 

Registration is completed through HRDIS (DOP’s online training registration system).

Questions? Contact: 
DOP Service Center: (360) 664-6400 
Email Contact: Servicecenter@dop.wa.gov 
SAP Support Package Stack Updates to HRMS – STATUS 12/14/09 CRs 
DOP Information Systems Communication – 12/14/2009

What?
SAP Support Package Stack Updates to HRMS - Complete
Who?

HRMS HR and Payroll Offices

Why?
Status and Impacts 
When?
Distribute immediately

Message:
DOP implemented SAP Support Package Stack updates to HRMS on the weekend of December 12-13. We previously notified you of these activities on November 30 and sent a reminder on December 11. This communication provides you with the implementation status and any impacts.

The SAP vendor support package is a collection of enhancements and fixes intended to increase the performance and functionality of SAP products, including HRMS applications. After extensive analysis and testing by DOP staff, the updates were successfully completed on schedule.

We will continue to keep you informed of enhancements or changes to HRMS.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Reminder: SAP Support Stacks this weekend – 12/11/09

REMINDER: HRMS will be unavailable this weekend due to SAP Support Package Stack Updates. We will provide you with a status and impacts, if any, on Monday.

DOP Information Systems Communication – 11/30/2009

What?
SAP Support Package Stack Updates to HRMS
Who?

HRMS HR and Payroll Offices
Why?
Details and Agency Impact

When?

Distribute immediately

Message:
DOP is applying SAP Support Package Stack updates to HRMS. HRMS will be unavailable to users on the weekend of December 12-13, 2009. We will provide a status of the updates on Monday, December 14.

These updates are a collection of fixes to known problems and bugs, and enhancements that SAP has made to their software applications. Twice a year, DOP implements these updates which are packaged in “stacks” and sent to companies who use SAP technology.

Similar to the support packs and patches that Microsoft provides for Windows and Office products, these stacks are intended to increase the performance and functionality of SAP products. We will implement the current Support Package Stack on the weekend of December 12-13.

Prior to implementation, we will have conducted extensive analysis and testing to understand what the updates include and to ensure they do not impact HRMS.

What you can expect:

· DOP resources will be focused on the Support Package Stack implementation, as well as the normal, ongoing activities required for payroll. You may notice delays in responses to Incidents called in to the DOP Service Center. 
· HRMS will not be available on Saturday, December 12, or Sunday, December 13.

· We will notify you on Monday, December 14 of system status and any impacts.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Payroll Posting Report ZHR_RPTPY126 Display Issue 12/11/09 CR12791

DOP Information Systems Communication – 12/11/2009

What?
Payroll Posting Report ZHR_RPTPY126 Display Issue
Who?

HRMS HR and Payroll Offices

Why?
Report has additional line entries

When?
Distribute immediately

Message:
DOP is working to resolve a display issue on the Payroll Posting Report ZHR_RPTPY126. Employee records and pay are correct, and no agency action is required.
For pay period 23 (November 16-30, paid on December 10, 2009), all wage types display as multiple lines on the Payroll Posting Report for those employees who have cost distribution on Infotype 0027 Cost Distribution, and the distribution is split between two or more cost centers.

The employee in the example below has a 20%/80% split between two cost centers.
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Normally, the Payroll Posting Report for this employee would show the percentage split only for “expenditure” wage types such as gross pay, absence, or overtime wage types. For pay period 22, the sample report below shows normal entries.
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For pay period 23, all wage types are displayed as multiple entries, including “liability” wage types such as the /4xx tax series.
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Note:

· The issue affected only the Payroll Posting Report ZHR_RPTPY126
· You will see more records than normal, but all records, including employees’ net pay, are correct
· We anticipate the issue will be resolved for pay period 24 (December 1-15, paid on December 24, 2009)

· No agency action is required

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
New Field “CFDA Number” added to AFRS Payroll Accounting Data in Financial Cube – 12/02/09

DOP Information Systems Communication – 12/02/2009

What?          New field “CFDA Number” added to the AFRS Payroll Accounting Data in the Financial Cube (ZPY_C51)
Who?             SAP HRMS Business Intelligence (BI) application users (End Users and Power Users)

                    HRMS Financial Managers
Why?             Inform agencies of new field

When?           Distribute immediately

Message:     As part of the November Release for HRMS, DOP added a new field CFDA Number to the AFRS Payroll Accounting Data in the Financial Cube (ZPY_C51). The values in the Catalog of Federal Domestic Assistance (CFDA) are used to track categories of appropriations (some are funded by the American Recovery and Reinvestment Act [ARRA]).

We updated the following BI Custom Reports to include this new field:
1. Distribution of Payroll and Related Costs (ZZPY_C51_Q180)

2. Monthly Position Cost Report (ZZPY_C51_Q450)

3. Who Charged Report – Detail (ZZPY_C51_Q901)

For more information about HRMS Release Management, please reference http://www.dop.wa.gov/payroll/HRMS/HRMSSupport/Pages/Change-ReleaseManagement.aspx).

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
SAP Support Package Stack Updates to HRMS – 11/30/09 CRs 12863, 12877, 12866, 12879, 12886

DOP Information Systems Communication – 11/30/2009

What?
SAP Support Package Stack Updates to HRMS
Who?

HRMS HR and Payroll Offices
Why?
Details and Agency Impact

When?
Distribute immediately

Message:
DOP is applying SAP Support Package Stack updates to HRMS. HRMS will be unavailable to users on the weekend of December 12-13, 2009. We will provide a status of the updates on Monday, December 14.

These updates are a collection of fixes to known problems and bugs, and enhancements that SAP has made to their software applications. Twice a year, DOP implements these updates which are packaged in “stacks” and sent to companies who use SAP technology.

Similar to the support packs and patches that Microsoft provides for Windows and Office products, these stacks are intended to increase the performance and functionality of SAP products. We will implement the current Support Package Stack on the weekend of December 12-13.

Prior to implementation, we will have conducted extensive analysis and testing to understand what the updates include and to ensure they do not impact HRMS.

What you can expect:

· DOP resources will be focused on the Support Package Stack implementation, as well as the normal, ongoing activities required for payroll. You may notice delays in responses to Incidents called in to the DOP Service Center. 
· HRMS will not be available on Saturday, December 12, or Sunday, December 13.
· We will notify you on Monday, December 14 of system status and any impacts.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HRMS November Release – 11/25/2009 

DOP Information Systems Communication – 11/25/2009
What?
Final HRMS November Release 
Who?

HRMS HR and Payroll Offices
Why?
Final list of Change Requests implemented in HRMS
When?
Distribute immediately
Message:
DOP has completed the November 24 Release. This represents a total of 23 Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. We are providing the entire list of completed CRs, along with instructions for any that may impact your business practices or for which you may need additional information or instructions.

Click here for the HRMS November Release 200911 and additional information: HRMS November Release 200911. Click on the links to review the HRMS Communications for changes that may impact your agency. Note: some of the CRs were for wage type changes – the Wage Type Index has been updated accordingly and is available on the HRMS Resources web page.
For your convenience, we have created a new HRMS Communications page on the DOP website for the individual HRMS Communications for releases, arranged by functional area or topic. In the coming months, we will be updating this page with all prior HRMS Communications as well.

Please see the HRMS Change/Release Management web page for information about DOP’s new HRMS Release Management Process.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Exempt Management Service (EMS) Report – 11/25/09 CR 12516

DOP Information Systems Communication – 11/25/09
What?
Exempt Management Service (EMS) Report
Who?

HRMS HR and Payroll Offices
Why?

Report have been updated
When?
Distribute immediately
Message:
DOP has implemented a Change Request in HRMS to improve the Washington Management Services Report ZHR_RPTPA802, and we are providing instructions for running the new EMS Report within this transaction.

You may use the temporary instructions below for running the reports, and we will be updating the OLQR (On-Line Quick Reference) in the near future.

· Exempt Management Service (EMS) Report -This report identifies EMS employees in the agency. The report displays the employee’s name, personnel number, position and salary information along with other pertinent information. Click here for the instructions: EMS Report 

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Overpayment Recovery by Cash Payment – 11/25/09 CR 12835 

DOP Information Systems Communication – 11/25/2009
What?
Overpayment Recovery by Cash Payment
Who?

HRMS Payroll Offices
Why?

WT3226 is permissible on IT0014 Recurring Payments/Deductions 
When?
Distribute immediately
Message:
DOP has implemented a Change Request in HRMS to improve the Overpayment Recovery by Cash Payment process, and we are providing instructions for running this transaction.

Prior to this Change Request, Wage Type (WT) 3226 Cash Payment Ovrpmt Recov was permissible only on Infotype 0015 Additional Payments, and did not prompt the user to create a WT 3224 RePay Balance. You may now enter WT3226 on IT0014 Recurring Payments/Deductions, and it will prompt you to enter the WT3224 balance amount on IT0015.

WT 3226 is used when the employee pays back the gross overpayment amount with a personal check. It decreases the year-to-date totals, retirement earnings, and tax amounts paid on the Form W-2 Wage and Tax Statement and the Form 941 Employer’s Quarterly Federal Tax Return with each payment.

Note:  If WT 3224 is not created in conjunction with WT 3226, it will not process.

You may use the temporary instructions below when recovering an overpayment by cash payment, and we will be updating the OLQR (On-Line Quick Reference) in the near future. Also review the recently updated Overpayment Recovery Wage Types spreadsheet on the DOP website for additional help.
· Using transaction PA30 (Maintain HR Master Data), access IT0014 Recurring Payments/Deductions
· Enter WT3226 and the amount
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· Upon saving the entry, you will be prompted to create a WT3224 balance amount on IT0015
[image: image6.png]_a 18 008 LHB LOLD BE @

Create Additional Payments
28
ruscmare [T7F]yome FE77 ]

Puskes 322 G5 RRgn e
Poubaea 006 EconSocitis  EESuts 6 IOTElghrha S A

Saspamens

e Tin Erre—
smant C mem
e———





Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Form W-2 and 1099R – 11/25/09 CR 12708/CR12836

DOP Information Systems Communication – 11/25/09
What?
Form W-2 and 1099-R
Who?

HRMS Payroll Offices
Why?

Updates to notices and contact information
When?
Distribute immediately (No Action Required)
Message:
DOP has implemented a Change Request in HRMS to update Form W-2 Wage and Tax Statement and Form 1099-R Distributions From Pensions, Annuities, Retirement or Profit-Sharing Plans, IRAs, Insurance Contracts, etc. No agency action is required.

The following changes were made, and have no impact to Year-End processing:

· Form W-2 was updated to remove the employee portion of Washington State Supplemental Workmens Compensation Fund deductions /442 TX EE Suplmtal Pension Tx (Sup P EE) from displaying in Boxes 18, 19, and 20, where it was not compatible with tax preparation software. This deduction amount is now available on the employees’ Earnings and Deductions Statements.

· W-2 Notice to Employee and 1099-R Notice to Recipient were updated per the requirements of the IRS for standard annual revisions to dates and figures.

· W-2 and Form 1099-R Transmitter Report and Summary of Magnetic Media reflects the new DOP Service Center’s email address (internal system requirement).

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
2010 PEBB Rate Changes in HRMS – 11/25/09 CR 12769

DOP Information Systems Communication – 11/25/09

What?
2010 PEBB Rate Changes in HRMS

Who?

HRMS HR and Payroll Offices
Why?
Medical and Dental Rate changes in HRMS
When?
Distribute immediately

Message:
DOP has updated HRMS to reflect Public Employee Benefits Board (PEBB) 2010 employee medical and dental rates. These rates are effective January 1, 2010 for the January 11 pay date.

For more information on 2010 PEBB benefits, go to the Health Care Authority Web site.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Manual Adjustments – 11/24/09

DOP Information Systems Communication – 11/24/09

What?
Manual Adjustments in HRMS
Who?

HRMS Payroll and Financial Offices

Why?
Agencies are responsible for year-to-date manual adjustments
When?
For immediate distribution

Message:
Agencies are now responsible for entering year-to-date manual adjustments in HRMS. You should complete any adjustments for your agency in Tax Reporter PU19 by 6:00 p.m. January 8, 2010. We are providing instructions for making manual adjustments: Manual Adjustment Instructions.
Manual adjustments may be required for over or under payments for prior calendar years. In addition to entering manual adjustments, you may also make adjustment corrections (modify or delete entries), and enter manual deposits.

Tax Reporter PU19 manual entries:
Using the instructions provided, enter all manual adjustments that affect the 2009 Form W-2 Wage and Tax Statement by 6:00 p.m. January 8, 2010.

· Any manual adjustments entered by 6:00 p.m., January 8, 2010, will be included on the W-2 and your IRS Form 941 Employer's Quarterly Federal Tax Return (4th Quarter IRS 941 Report).

· Any manual adjustments entered after January 8 but before you execute your agency’s IRS 941 production run for the 2009 tax year will be included on your 4th Quarter IRS 941 Report, but you will need to complete a Form W-2C and W-3C.

· Any manual adjustments entered after January 8 and after you execute your agency’s IRS 941 production run for 2009 will not be included on your 4th Quarter IRS 941 Report or W-2. You will need to complete a Form W-2C and W-3C, and a 941 X.
	Manual Adjustments Entered:
	Manual Adjustments Entered:
	Will Be Included On:
	Will Require:

	By 1/8/2010, 6 p.m.
	
	Form W-2

4th Quarter IRS 941 Report
	N/A

	After 1/8/2010, 6 p.m.
	But prior to executing your agency’s IRS 941 2009 production run
	4th Quarter IRS 941 Report
	W-2C

W-3C

	After 1/8/2010, 6 p.m.
	And after executing your agency’s IRS 941 2009 production run
	N/A
	W-2C
W-3C

941-X


Important Reminder:
Review the 11/09/2009 HRMS Communication New Role for PU19 Tax Reporter. Identify your staff who should have access to this new role, and have your agency security administrator assign the role as soon as possible, but before December 22.

As always, the DOP Service Center will be available if you need assistance with this new process.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: ServiceCenter@dop.wa.gov
PPA Meeting November 20, 2009 – 11/19/09

DOP Information Systems Communication – 11/19/09

What?
PPA Meeting November 20, 2009


9:00 a.m. to noon


OB-2 Auditorium
Who?

HRMS HR and Payroll Offices

Why?
Agenda
When?
For immediate distribution

Message:
The PPA meeting for November is from 9:00 a.m. to noon Thursday in the OB-2 Auditorium. It will cover important year-end information, so please plan on attending. The agenda is as follows:

PEBB Employee Eligibility Project and the Appeals Process (HCA)
HRMS Year-End Processing:

· Review day’s agenda and briefly discuss handouts

· Key Dates for Ending 2009 and beginning 2009

· Internal Revenue Service and Social Security

· Taxable Fringe Benefits

· Deceased Employees – Reporting Rules

· Forms and Instructions

· Overpayments Collected for Prior Years

· Social Security Administration

· Other State Withholding Tax (as provided by Social Security Administration)
· Off Payroll System Procedures for Making Tax Deposits - OST

· Manual Processing Tasks – OFM

· Rates/Limits for 2009

· HRMS Year-End Processing Activities

· 4th Quarter 941 Processing

· Medical Aid Rates

· Sick Leave Buyout

· W-2 Forms and Envelopes

· YTD Manual Adjustments

· IRS Form 941-X

· Contacts

Handouts will be provided this month.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Social Security Number (SSN) Verification Failure Report – 11/10/2009

DOP Information Systems Communication – 11/10/2009
What?
Social Security Number (SSN) Verification Failure Report 
Who?

HRMS HR and Payroll Offices
Why?

Ensure all state employees have a correct W-2
When?
Distribute immediately
Message: DOP has completed running the 2nd SSN Verification Failure Report for agencies with employees who have rejected from the Social Security Name and SSN Verification process. Agency action may be required.
A hardcopy report is being mailed to agencies today, using the contact information (mailing labels) for “Payroll Reports.” This is to protect employees’ SSNs as Personally Identifiable Information (PII) which can potentially be used to uniquely identify, contact, or locate a person. Please safeguard these reports containing employees’ PII.
Not all agencies will receive a report. Reports are created only for those employees who have data discrepancies which need to be verified.
Instructions for resolving the SSN discrepancies will be included with each report. Please review and verify the information in the report as soon as possible to ensure employees’ W-2s will be correct.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
New Role for Tax Reporter PU19 - 11/09/2009 CR12489 (Reminder 12/15/09)

Reminder sent 12/15/09:

REMINDER:  

If you haven’t already done so, please make sure you have assigned the new Tax Reporter role. The PU19 Tax Reporter transaction will be removed from all other roles on December 22, 2009.

DOP Information Systems Communication – 11/09/2009
What?
New Role for PU19 Tax Reporter



SR3P_DE_TAX_REPORTER - Decentralized Tax Reporter
Who?

HRMS HR and Payroll Offices
Why?
New Tax Reporter role / changes in payroll roles
When?
Distribute immediately
Message:
DOP has implemented a new Tax Reporter role and will be making a change to the payroll roles. Agency action is required prior to December 22, 2009.
Important: 
Effective December 22, 2009, transaction PU19 Tax Reporter will be removed from the following HRMS roles:

· Payroll Processor

· Payroll Analyst
· Payroll Supervisor
· Payroll Inquirer
After December 22, 2009, only users who are assigned the new Tax Reporter role will have access to the transaction PU19 Tax Reporter.
The Tax Reporter role can perform the following transactions:

· PU19 Tax Reporter
· PC00_M99_URMR 3PR Remittance Detail Report
· PC00_M99_CWTR Wage Type Reporter
· ZHR_RPTPY126 Payroll Posting Report
· ZHR_RPTPYU26 Movement/Turnover Report
· ZHR_RPTPAN02 Flexible Employee Data
· ZHR_RPTPY061 Report 61 Federal EIN Numbers
· ZHR_RPTPY646 Employee YTD Payroll Register
· ZHR_RPTPY632 Wages not subject to Social Security
· PA20
· ZHR_RPTPY661 Tax Exempt Status Report
· ZHR_RPTPY675 – Appointments with EIC at the Year End
· ZHR_RPTPY376 Payroll Journal Voucher Report
· ZHR_RPTPY600 Negative Tax per Federal EIN Report
· ZHR_RPTPYN33 Payroll Journal
· SP01 Output Controller
· S_AHR_61016380 Logged Changes in Infotype Data
You will need to assign this role only to your staff who have tax reporting responsibilities. At this time, these transactions can also be performed by the payroll roles. After December 22, 2009, payroll roles won’t be able to access transaction PU19 Tax Reporter but will be able to continue to access the other transactions listed above. 

Transaction PU19 Tax Reporter allows you to verify your federal deposits and liabilities are in balance after each payroll, create production runs and generation dates at the end of each quarter for your IRS Federal Form 941/Schedule B Quarterly Reports, and make manual year-to-date and deposit adjustments. It also allows you to review and rerun the Form W-2 Wage and Tax Statement for employees.

Creating the Tax Reporter role allows agencies to assign this transaction only to those staff members who have this responsibility and decreases the number of users who can and should perform PU19 Tax Reporter functions and reduces the potential for errors that could impact all users.

The new Tax Reporter role is in HRMS Production now, and your agency security administrators can begin assigning the SR3P_DE_TAX_REPORTER - Decentralized Tax Reporter role to your designated staff immediately.

The training for this role is currently being developed. We will be sending more information and reminders about this important transition.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Military Time Calculation - Update – 11/06/09 CR12746

DOP Information Systems Communication – 11/06/09
This is a reminder to review the 09/02/2009 HRMS Communication below about Military Time Calculation, and compare the data for your agency on the Military Service List 08/31/09 spreadsheet to your employees’ DD Form 214s.

Please review and update any discrepancies. OLQR (On-Line Quick Reference) User Procedures are now available for Military Service – Maintain and Military Service – Create. It is important that your employees’ military service records in HRMS are consistent with those of the US Department of Defense, and are reported accordingly in BI (Business Intelligence).

DOP Information Systems Communication – 09/02/09
What?
Military Time Calculation
Who?

HRMS HR and Payroll Offices
Why?
New procedure for entering/validating military time in HRMS
When?
Distribute immediately

Message:
DOP has completed a Change Request (CR) in HRMS to change the way military leave is entered and calculated. Agency review / action is required for employees who have military service records in HRMS.

Military Service Records in HRMS – Old and New Process
Military service records are created / updated on Infotype 0081 Create Military Service and Infotype 0552 Time Specification/Employ. Period. Prior to implementing this CR, the years, months, and days for each Duration of validity period (length of service period) in HRMS were automatically calculated and displayed by the system based on the start and end dates entered. 

The system calculation used a 30-day month, but the US Department of Defense military calculation considers the actual days in each month, such as 28 or 29 days in February, 30 days in June, 31 days in August, etc. The difference in the way the time was calculated sometimes created inconsistencies between the system and military net active service.

We have added an Imputable Period section on IT0552 so you can enter the actual years, months, and days from the employee’s DD Form 214 Certificate of Release or Discharge From Active Duty. Going forward, this will ensure the military service in HRMS is consistent with the DD Form 214, particularly for seniority purposes.
In the Duration of validity period section, the Years, Months, and Days may not match the years, months, and days from the DD Form 214. This is ok. The actual years, months, and days from the DD Form 214 that you entered in the Imputable period section is what will be displayed on reports.
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In the future, to create new military service records for employees, use the Military Service - Create user procedure in the OLQR (On-Line Quick Reference). (See below for updating existing records.)
What Agency Action is Required and Why?

In addition to the calculation differences described above, during the conversion from PAY1 to HRMS in 2006, the military service date information was transferred using the conversion date for each group of agencies at go-live (January, March or June 16, 2006) minus the PAY1 years, months, and days to come up with the Start date on IT0552. 

Example:
Group 1 Conversion Date

03/16/2006



PAY1 military service data
         - 3 YRS 9 MOS 17 DAYS


Start date in HRMS


05/30/2002

Again, since the system and military calculations work differently, you will need to review the records for your employees with military service and update as needed to ensure the data matches the DD Form 214s.

Please review the Military Service List 08/31/09. Click on the + to the left of your Personnel Area to view your records. If an employee has more than one service period or deployment, there will be a record for each.

For each employee shown, compare the dates and times with the employee’s DD Form 214, and use this procedure to correct the information to match the form: Military Service - Maintain. This procedure also includes instructions for deleting incorrect and conversion records. 

Creating, reviewing, and updating your employees’ records following these procedures will ensure their military service records in HRMS will be consistent with those of the US Department of Defense.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Request for Agency Contact List Changes – 11/05/09

DOP Information Systems Communication – 11/05/09

What?          Request for Agency Contact List changes

Who?             HRMS HR and Payroll Offices

Why?             Keeping Agency Contact List current

                   
When?           Distribute immediately

Message:    The Agency Contact List provides names, email addresses, and phone numbers for HR and Payroll offices so you can contact other agencies, such as when you need to coordinate when an employee is moving between agencies. 

Please review your agency’s information and provide updates if needed. If there are changes, you may copy the format used in the list and paste it into your email with the corrections.  Remember to provide telephone numbers, including area codes and email addresses.  Send the updates to the DOP Service Center, servicecenter@dop.wa.gov.  

Thank you in advance for helping us maintain this important list.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@DOP.WA.GOV
November HRMS Instructor-Led & WebEx Courses 11/4/2009

Updated:  The HRMS Payroll and Reports class scheduled on 11/20/09 has been rescheduled to 11/24/09.

DOP Information Systems Communication – 11/4/2009

What?          November HRMS Instructor-led and WebEx courses
Who?           HRMS HR and Payroll Offices
Why?           Inform agencies of HRMS courses offered for the month of November

When?         HRMS Garnishments 11/12 (8 – 12:00 p.m.)
                    HRMS Basics 11/13 (8 – 12:00 p.m.)
                    HRMS Personnel Time Recording 11/13 (1 – 5:00 p.m.)

HRMS Payroll & Reports  11/24 (8 – 4:30 p.m.)

Message:     DOP is offering HRMS courses that will be taught in a classroom by an Instructor as well as offering the WebEx option during the same session so that participants can elect to attend in person or participate via WebEx.

The WebEx option allows you to attend the course from your desk/office conference room by using a computer and telephone. WebEx will provide an open forum for questions and dialogue with the HRMS Trainer.

 
If you choose the WebEx option: 

· There is no charge for this training alternative; however your agency will receive scan charges for using the call conference feature.

· You will need to print the course materials at your location.

· You will not have access to the HRMS Training Environment, but you will be able to view the activities performed by the instructor.


For full course descriptions, please visit the DOP Website Home page > Training > Training Programs and Events > HRMS Training. The instructor will provide specific instructions for the WebEx conferencing option to those who are interested. This will be offered on a first come, first served basis.

How to register: If you would like to attend via the WebEx option, please follow your agency training process and then contact Kelly Welsh to register kellyw@dop.wa.gov. Please indicate the full course name and date (ex: HRMS Garnishments 11/12) in the subject of your email. Then include your name, agency #, your full email address and telephone number in the body of your email. Thank you! We look forward to your participation!
HRMS October Release – 11/02/2009 

DOP Information Systems Communication – 11/02/2009
What?
Final HRMS October Release 
Who?

HRMS HR and Payroll Offices
Why?
Final list of Change Requests implemented in HRMS
When?
Distribute immediately
Message:
DOP has completed the October 29 Release. This represents a total of eighteen Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. We are providing the entire list of completed CRs, along with instructions for any that may impact your business practices or for which you may need additional information or instructions.

Click here for the HRMS October Release 200910 and additional information: HRMS October Release 200910. Click on the links to review the HRMS Communications for changes that may impact your agency. Note: some of the CRs were for wage type changes – the Wage Type Index has been updated accordingly and is available on the HRMS Resources web page.
For your convenience, we have created a new HRMS Communications page on the DOP website for the individual HRMS Communications for the October release, arranged by functional area or topic. In the coming months, we will be updating this page with all prior HRMS Communications as well.

Please see the HRMS Change/Release Management web page for information about DOP’s new HRMS Release Management Process.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Corrections and Returns for Agency Action – 10/29/2009 CR12437
DOP Information Systems Communication – 10/29/2009
What?
Corrections and Returns for Agency Action 

Who?

HRMS HR and Payroll Offices
Why?
Interface 53 and report updated for enhancements and to correct defects
When?
Distribute immediately
Message:
DOP has completed Change Request 12437 in HRMS to make enhancements and correct defects to Interface (GAP) 53 ACH Reversal (Corrections and Returns) and update how the changes are reflected on report Corrections and Returns for Agency Action ZHR_RPTPY151.

The interface and report reflect information from Infotype 0009 Bank Details and displays any pre-note corrections and rejects for direct deposit to ensure automatic deposits are processed accurately. 

We have made the following changes:

· The Audit Log Details from Interface Gap 53 on the Corrections and Returns for Agency Action ZHR_RPTPY151 report are more descriptive for correction code changes on IT0009, and now include bank routing and checking/savings account numbers.

· We are ensuring that bank routing numbers and bank types (checking/savings) all match when making changes.

· When processing corrections and returns, all IT0009 records will be considered, including future dated entries. A return on a future-dated entry will result in a warrant, rather than the monies being sent to an incorrect account which could delay access by the employee and require the involvement of the Office of the State Treasurer.

· We have made systems changes to ensure that re-entering the same wrong information on IT0009 when making updates for corrections and returns will result in another pre-note.

· Report now runs faster and more efficiently.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Annual Sick Leave Buyout Statement ZHR_RTPY007 – 10/29/2009 CR12550

DOP Information Systems Communication – 10/29/2009
What?
Annual Sick Leave Buyout Statement ZHR_RPTPY681
Who?

HRMS HR and Payroll Offices
Why?
Report has been updated to consider all base pay
When?
Distribute immediately
Message:
DOP has completed Change Request 12550 in HRMS to update the hourly rate calculation for the Annual Sick Leave Buyout Statement ZHR_RPTPY681 to consider all base pay records. This was a display issue only. All sick leave buyout and payroll calculations were correct. No agency action is required.
All types of base pay on Infotype 0008 Basic Pay for salaried and hourly employees should be considered in the hourly amount displayed on the Annual Sick Leave Buyout Statement report. Prior to implementing the Change Request, only Wage Types 1001 Base Rate/Hourly Wage and 1003 Pay Period Salary on IT0008 were included in the hourly rate calculation. Other types of base pay, such as assignment pay, were not included.

In the example below, Wage Types 1001 Base Rate/Hourly Wage and 1045 Hrly Var Assignment Pay on IT0008 total $61.71.
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The $61.71 total of base wage types now appears on the Annual Sick Leave Buyout Statement report.
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Again, this was a display issue only, and all calculations for buyout and payroll amounts were not affected.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
New Red Error for Retroactive Absences– 10/29/2009 CR12800

DOP Information Systems Communication – 10/29/2009
What?
New Red Error for Retroactive Absences
Who?

HRMS HR and Payroll Offices
Why?
Red error implemented when retro absences predate Earl.pers. RA date on IT0003 Payroll Status
When?
Distribute immediately
Message:
DOP has completed Change Request 12800 in HRMS to add a new red error when retroactive absences predating the Earl.pers. RA date on Infotype 0003 Payroll Status are entered in CATS, and then transferred to HR.

Before implementing the Change Request, entering an absence dated prior to the Earl.pers. RA date was accepted without an error, did not cause a retroactive recalculation, and had the potential to cause inaccurate payroll calculations.

Effective 10/29/2009, you will receive a red error when attempting to enter and transfer prior absence dates. In the example below, 8 hours of 9003 Vacation absence was entered in CATS using a date of 01/02/2009. The employee’s Earl.pers RA date on IT0003 is 02/16/2009, which is after the absence date entered. 
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When transferring the entry from CATS to HR, the following error message appears. If you want to complete the absence entry using the 01/02/2009 date, you must first change the Earl.pers. RA date on IT0003 to a date equal to or prior to the absence entry date. Be aware that this will now result in a payroll retroactive recalculation.
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Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Infotype 0019 Monitoring of Tasks– 10/29/2009 CR12745

DOP Information Systems Communication – 10/29/2009
What?
Infotype 0019 Monitoring of Tasks
Who?

HRMS HR and Payroll Offices
Why?

New task types have been added
When?
Distribute immediately
Message:
DOP has completed Change Request 12745 in HRMS to add new task types to Infotype 0019 Monitoring of Tasks to allow you to track more date types relating to your employees. No agency action is required.

You may use Infotype 0019 Monitoring of Tasks as a “tickler” file to remind you of tasks that need to be completed for an employee within a specific period of time or that are due to expire. Instead of maintaining various spreadsheets to remind you of things like probation or trial service periods due to expire, run the Task Monitoring S_PH0_48000450 report each pay period to see a list of due dates. 

In addition to the existing task types on Infotype 0019 Monitoring of Tasks, we have added the following new ones:

· 12 Transition Review Ex (expires)
· 13 End WMS Acting Appt
· 14 End Exempt Act Appt
· 15 In-Training Step Com (complete)
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Wage Type 3231 Gross Offset/Ovrpmt– 10/29/2009 CR12794

DOP Information Systems Communication – 10/29/2009
What?
Wage Type 3231 Gross Offset/Ovrpmt
Who?

HRMS HR and Payroll Offices
Why?

Wage Type title has been updated
When?
Distribute immediately
Message:
DOP has completed Change Request 12794 in HRMS to change the title of Wage Type 3231 from Gross Adjustment to Gross Offset/Ovrpmt. No agency action is required.

Wage Type 3231 Gross Offset/Ovrpmt is used on Infotype 0015 Additional Payments to offset an overpayment to an employee, and is reported (posted) to General Ledger (GL) 1324 as a receivable.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Retro Date Exception Report ZHR_RPTPYN36– 10/29/2009 CR11778
DOP Information Systems Communication – 10/29/2009
What?
Retro Date Exception Report ZHR_RPTPYN36
Who?

HRMS HR and Payroll Offices
Why?

New report in preparation for Retroactive Solution
When?
Distribute immediately
Message:
DOP has implemented a new Retro Date Exception Report ZHR_RPTPYN36 in HRMS in preparation for a retroactive solution to prevent excessive accidental retroactive payroll recalculations (reference Change Request 11778). No agency action is required at this time.

You may notice this new report on your SAP Easy Access menu if you have a Payroll Supervisor or Payroll Analyst role in HRMS, however you won’t see any data on the report until the retroactive solution has been implemented. 

When implemented, the retroactive solution will set a new Earl. Pers. RA Date on Infotype 0003 Payroll Status on Day 4 of each payroll (except where an entry in this field already exists and is the same as or after the new date). The date will be a specific, rolling date in the past that would trigger a new red error if you attempt any Master Data updates that would cause payroll recalculations in payroll periods prior to that date. You will be able to override the error if you determine the updates that will cause the retro calculations are valid and necessary.
The retroactive solution will be a safeguard to protect both you and the system from unwanted actions which could potentially retro all the way back to HRMS go-live in 2006, resulting in unnecessary processing which uses a lot of system resources as well as creating unnecessary payroll results.

This new report, which will be available after each Day 4, will list any actions that did not trigger the red error due to the following reasons:

· The employee was locked out on Day 3 of the payroll just ended

· The Earl. Pers. RA Date on Infotype 0003 Payroll Status displays a date more recent than the rolling automatic date

Again, this report currently has no data, but has been implemented in preparation for the retroactive solution targeted for early next year. We will provide more information and instructions regarding this report and the retroactive solution in the coming months.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Wage Type 1136 Uniform/Tool Adjustment – 10/29/2009 CR12738

DOP Information Systems Communication – 10/29/2009
What?
Wage Type 1136 Uniform/Tool Adjustment
Who?

HRMS HR and Payroll Offices
Why?
Wage Type title has been updated and review of allowance wage types is now complete
When?
Distribute immediately
Message:
Earlier this year, we notified you of several Allowance Code updates we made in HRMS. These were due to a DOP/OFM review of all Allowance wage types in HRMS in order to comply with state policy. 

All of the updates from the review have now been completed (reference Change Request 12738). We had previously notified you that a title update for Wage Type 1136 to change the title from Misc Allow-4051 & 4050 to Uniform/Tool Adjustment would be effective for the 9/10 pay date. The change request for this title change was delayed, but has now been completed, effective for the 11/10 pay date. The delay in implementation has no impact on agencies since it is a title change only.

The table below shows the completed updates resulting from the review:

· Changes effective for the 7/25 pay date are in red
· Changes effective for the 8/25 pay date are in blue
· Changes effective for the 11/10 pay date are in green
	Wage Type
	Action
	Prior Wage Type Text
	Prior Sub Object / Sub-Sub Object

Codes
	Prior Sub Object Text
	New Wage Type Text
	New Sub Object / Sub-Sub Object

Codes
	New Sub Object Text
	Pay Date Effective 2009

	1136
	Change Title & Sub Object
	Misc Allow-4051 & 4050 
	EA
	SUPPLIES & MATERIALS
	Uniform/Tool Adjustment
	EZ
	OTHER GOODS & SRVS
	8/25

11/10

	1137
	Change Sub Object
	Uniform Fit
	EA
	SUPPLIES & MATERIALS
	
	EZ
	OTHER GOODS & SRVS
	7/25

	1138
	Change Sub Object
	Uniform Maintain $13
	ER
	OTHER PURCHASES SURVICES
	
	EZ
	OTHER GOODS & SRVS
	7/25

	1140
	Change Sub Object
	Navigation Equip Allowana
	EA
	SUPPLIES & MATERIALS
	
	BE
	ALLOWANCES
	8/25

	1142
	Change Title, Sub Object & Sub-sub Object
	Commute incentive $35
	ER
	OTHER PURCHASES SURVICES
	Comm Trp Red (CTR) $35
	BE SW21
	ALLOWANCES: COMMUTE TRIP REDUCTION
	7/25

8/25

	1144
	DELIMITED IN HRMS
	On-Call allowance
	
	
	
	
	
	8/25

	1145
	Change Sub Object
	Commute incentive
	ER
	OTHER PURCHASES SURVICES
	
	EZ
	OTHER GOODS & SRVS
	7/25

	1147
	Title Change
	Comm Trp Red(CTR) Perdiem
	
	
	CTR daily/taxable
	
	
	8/25

	1159
	Change Title & Sub Object & remove Sub-sub Object
	Transit pass Cashout(CRT)
	BE SW21
	ALLOWANCES COMMUTE TRIP REDUCTION
	Transit pass Reimb (CTR)
	EZ
	OTHER GOODS & SRVS
	7/25

8/25

	1161
	Change Sub Object
	Clothing no tax
	BE
	ALLOWANCES
	
	EZ
	OTHER GOODS & SRVS
	8/25

	1162
	Change Sub Object
	Uniform allow $350
	EA
	SUPPLIES & MATERIALS
	
	BE
	ALLOWANCES
	7/25

	1163
	Change Title & Sub Object
	Uniform Maintainance $20
	ER
	OTHER PURCHASES SURVICES
	Uniform Maintenance $20 
	EZ
	OTHER GOODS & SRVS
	7/25

8/25


For more information, visit SAAM Section 75.70 at http://ofm.wa.gov/policy/75.70.htm.

Questions: Contact

OFM Statewide Accounting: 

· Steve Nielson (360) 725-0226 steve.nielson@ofm.wa.gov 

· Steven Ketelsen (360) 725-0222 steven.ketelsen@ofm.wa.gov
Organizational Management Transaction Reports – 10/29/2009 CR12256

DOP Information Systems Communication – 10/29/2009
What?
Organizational Management Transaction Reports
Who?

HRMS HR and Payroll Offices
Why?

Reports have been updated
When?
Distribute immediately
Message:
DOP has implemented Change Request 12256 in HRMS to improve the Organizational Management Transaction Reports ZHR_RPTOMN01, and we are providing instructions for running the six reports within this transaction.

We have made improvements to this report to remove unused fields and options, provide better reporting results, and reduce the run time.

You may use the temporary instructions below for running the reports, and we will be updating the OLQR (On-Line Quick Reference) in the near future.

· All Position, Org, and Job Changes - This report shows all position, org unit, and job changes that were recorded on org management infotypes, such as 1000 Objects, 1001 Relationships, 1011 Work Schedule, and others. The report shows the infotype where the change was made, who made the change, and the date the change was made in HRMS. This report can be used for auditing purposes. Click here for the instructions: All Position, Org, and Job Changes
· Vacant Positions - Use this report to see the Vacant Positions within an Organizational Unit or specific position. The vacancy information comes from the position’s Infotype 1007 Vacancy. If the position’s Infotype 1007 Vacancy) has not been maintained then the report will display inaccurate results. Click here for the instructions: Vacant Positions
· Abolished Positions - Use this report to see Positions that have been abolished (Delimited). Click here for the instructions: Abolished Positions
· New Positions - Use this report to see Positions that have been created within a certain time period. Click here for the instructions: New Positions
· Positions transferred - Use this report to see Positions that have transferred to another Organizational Unit within a certain time period. Click here for the instructions: Positions transferred
· Positions reallocated - Use this report to see Positions that have been reallocated to another job class within a certain time period. Click here for the instructions: Positions reallocated
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
PPA Meeting Agenda October 28 – 10/27/09

DOP Information Systems Communication – 10/27/09
What?
PPA Meeting October 28, 2009


9:00 a.m. to 10:30 a.m.


OB-2 Auditorium
Who?

HRMS HR and Payroll Offices
Why?
Agenda
When?
Distribute immediately

Message:
The October 28 PPA Meeting Agenda has been published on the Personnel/Payroll Association page on the DOP Website.
The PPA meeting for October is from 9:00 a.m. to approximately 10:30 a.m. Wednesday in the OB-2 Auditorium. 

Handouts are not yet available for printing and will be provided this month.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
DOP Information Systems Communication – 10/12/2009

	What? 
	
	HRMS Payroll and Reports Course via WebEx Only


	Who?
	
	HRMS HR and Payroll Offices


	Why?
	
	Inform agencies of new training option


	When?
	
	Monday, October 19th 8:00 a.m. – 4:30 p.m. 


Message:
DOP is offering the HRMS Payroll and Reports course via WebEx only this month. There will be no classroom participants for this course.

Participants will have the ability to attend this course from their own office location by using their computer and phone. WebEx will provide an open forum for questions and dialogue with the HRMS Trainer via the Chat feature and typing messages.

If you register to attend, please know that: 

· There is no charge for this training alternative; however your agency will receive scan charges for using the call conference feature

· You will need to print the course materials at your location

· You will not have access to the HRMS Training Environment, but will be able to view the activities performed by the instructor

We have provided the course details below with the date and time. We will provide specific information and instructions for the WebEx conferencing option to those who are interested via direct email. This will be offered on a first come, first served basis. If you are interested, please contact Kelly Welsh at 360-664-6794 or KellyW@dop.wa.gov by Thursday, October 15 at 4:30 p.m.

	WebEx HRMS Payroll & Reports (1 Day)


	01-04-H003


	This course gives you an overview of how an agency prepares and processes payroll in HRMS. You will learn both your agency’s role and the role of the central processing agencies (Department of Personnel, Office of Financial Management and the Office of the State Treasurer) as it relates to a payroll cycle. 

Performance Objectives: Upon completion of this course you should be able to:
· Describe the functions you will perform as a Payroll Analyst
· Complete the pre-payroll analysis, including simulations and reports
· Become familiar with the release of payroll and how agencies are involved in correcting errors and viewing payroll results
· Run HRMS reports

Competencies covered in this course: Payroll processing in HRMS

Intended Audience: HRMS end users mapped to the Payroll Analyst and Payroll Supervisor roles.



	


Questions? Contact:
Email Contact: KellyW@dop.wa.gov
DOP Information Systems Communication – 10/12/2009

	What?
	
	HRMS Maintain Payroll Master Data Course via WebEx


	Who?
	
	HRMS HR and Payroll Offices


	Why?
	
	Inform agencies of new training option


	When?
	
	Wednesday, October 21st 8:00 a.m. – 4:30 p.m. 
Thursday, October 22nd 8:00 a.m. – 4:30 p.m. 




Message:
DOP is offering the WebEx conferencing option in conjunction with this month’s HRMS Maintain Payroll Master Data course. This will allow end-users the ability to attend the course, from their own office location by using their computer and phone. WebEx will provide an open forum for questions and dialogue with the HRMS Trainer via the Chat feature and typing messages.

If you register to attend, please know that: 

· There is no charge for this training alternative; however your agency will receive scan charges for using the call conference feature

· You will need to print the course materials at your location

· You will not have access to the HRMS Training Environment, but you will be able to view the activities performed by the instructor

We have provided the course details below with the date and time. We will provide specific information and instructions for the WebEx conferencing option to those who are interested via direct email. This will be offered on a first come, first served basis. If you are interested, please contact Janet Pasion at 360-664-6214 or JanetP@dop.wa.gov by Tuesday, October 20th at 12:00 p.m.

	HRMS Maintaining Payroll Master Data (2 Days)

	01-04-H010

	This course gives you an overview of how to create and maintain employee payroll master data. For example, base pay, bank, Federal taxes, and other employee information specific to payroll processing. You will perform hands on activities for hiring, rehiring, transferring and separating an employee’s record. 
Performance Objectives: Upon completion of this course you should be able to:

· Identify new terms and key components of payroll master data creation and maintenance in HRMS. 

· Create and maintain employee’s payroll master data. 

· Understand the benefits process. 

· Assign recurring and single payments and deductions. 

· Demonstrate how to access and run HRMS reports. 

· Access and navigate the Online Quick Reference (OLQR). 

Competencies covered in this course: HRMS payroll processing

Intended Audience: HRMS end users mapped to the Payroll Processor, Benefits Process and Leave Corrections Processor roles.


Questions? Contact:
Email Contact: JanetP@dop.wa.gov
Microsoft Security Patch KB974455 – 10/20/09

HRMS Technical Communication 10/20/09

What?
Microsoft Security Patch KB974455
Who?

Agency Technical Staff



Please route to appropriate staff
Why?
Issue with Professional Users accessing the HRMS Portal using Single Sign On (SSO)
When?
Distribute immediately

Message:
Please review this communication for important security information – agency action may be required. If you are not your agency’s technical/network/security contact, please forward this important information to the appropriate person immediately.
Microsoft recently released Security Patch KB974455. A few agencies that installed the patch have discovered that their professional users who access the HRMS Portal using Single Sign On (SSO) are now prompted to enter a User ID and Password when trying to connect to https://myhrms.wa.gov/irj/portal. 

Microsoft has provided a workaround which allows the SSO functionality to work with the patch installed. If you are considering Microsoft’s workaround, you should evaluate the impact on your individual environments prior to implementation. 

If you have installed Security Patch KB974455 (or intend to in the future), and wish to apply Microsoft’s workaround, your technical staff responsible for these types of updates can access the HRMS Technical Resources site. Click on the FAQs for the instructions to make the registry entry change so professional users can continue to use SSO when accessing the Portal.

Please note that if you chose not to use the Microsoft workaround, or your technical staff is delayed in making this registry entry change, your professional users may still access the system by entering their state email address and network password when prompted.

No further information is available at this time.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HRMS Release Management 10/16/2009

DOP Information Systems Communication – 10/16/2009
What?
HRMS Release Management
Who?

HRMS HR and Payroll Offices
Why?

Inform agencies of new Release Management Process
When?
Distribute immediately
Message:
DOP has implemented a new HRMS Release Management Process, and we are providing you with information about the new process, as well as the October HRMS Release details. No agency action is required.
Release Management “bundles” several approved changes (Change Requests) in one release, similar to the updates that Microsoft provides for Windows and Office products. This process coordinates the changes we must make to HRMS to keep it current and running well, and lets you know what changes to expect and when. To read more about the HRMS Release Management Process, please visit the DOP website Change/Release Management page. You’ll find information on:

· Implementing the new Release Management Process
· HRMS Release Schedule
· Details of the October 29 Release
· Emergencies and Exceptions to the Release Management Process
Prior to Release Management, we communicated to you only those changes that might affect your business processes. We may have created a new report, updated a tax rate, or fixed a problem that reduced your work effort. A separate HRMS Communication was sent for each change. 

We make many more updates each month that affect the system behind the scenes, and beginning with the first release for October, we are providing a list of all changes we plan to make by the October 29 release date. When the changes have been completed, we will follow up with the more detailed information for those Change Requests that may directly affect your business processes. Rather than separate emails for each change, you’ll receive one communication with all the details. 

We recognize there will be emergencies and exceptions to the once monthly release process and have developed criteria for those situations.

If you have questions or feedback about this new process, please contact the DOP Service Center. We are confident the HRMS Release Management Process will benefit everyone involved in collecting, distributing, and reporting HR and payroll information and producing paychecks for Washington State general government employees.

Note: If you track the status of specific Change Requests using the All Open Change Requests report on the Change/Release Management page, you may notice a difference between the often technical text in the Title in that report, and the plain-talked Description of Work on the October 29, 2009 release details mentioned above. The Change Request numbers are included on both reports for cross reference, and we hope the plain talk description will be helpful as a translation from the technical language.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HRMS Maintain Payroll Master Data Course via WebEx – 10-12-09

DOP Information Systems Communication – 10/12/2009

	What?
	
	HRMS Maintain Payroll Master Data Course via WebEx


	Who?
	
	HRMS HR and Payroll Offices


	Why?
	
	Inform agencies of new training option


	When?
	
	Wednesday, October 21st 8:00 a.m. – 4:30 p.m. 
Thursday, October 22nd 8:00 a.m. – 4:30 p.m. 




Message:
DOP is offering the WebEx conferencing option in conjunction with this month’s HRMS Maintain Payroll Master Data course. This will allow end-users the ability to attend the course, from their own office location by using their computer and phone. WebEx will provide an open forum for questions and dialogue with the HRMS Trainer via the Chat feature and typing messages.

If you register to attend, please know that: 

· There is no charge for this training alternative; however your agency will receive scan charges for using the call conference feature

· You will need to print the course materials at your location

· You will not have access to the HRMS Training Environment, but you will be able to view the activities performed by the instructor

We have provided the course details below with the date and time. We will provide specific information and instructions for the WebEx conferencing option to those who are interested via direct email. This will be offered on a first come, first served basis. If you are interested, please contact Janet Pasion at 360-664-6214 or JanetP@dop.wa.gov by Tuesday, October 20th at 12:00 p.m.

	HRMS Maintaining Payroll Master Data (2 Days)

	01-04-H010

	This course gives you an overview of how to create and maintain employee payroll master data. For example, base pay, bank, Federal taxes, and other employee information specific to payroll processing. You will perform hands on activities for hiring, rehiring, transferring and separating an employee’s record. 
Performance Objectives: Upon completion of this course you should be able to:

· Identify new terms and key components of payroll master data creation and maintenance in HRMS. 

· Create and maintain employee’s payroll master data. 

· Understand the benefits process. 

· Assign recurring and single payments and deductions. 

· Demonstrate how to access and run HRMS reports. 

· Access and navigate the Online Quick Reference (OLQR). 

Competencies covered in this course: HRMS payroll processing

Intended Audience: HRMS end users mapped to the Payroll Processor, Benefits Process and Leave Corrections Processor roles.


Questions? Contact:
Email Contact: JanetP@dop.wa.gov
HRMS Quotas Course via WebEx – 10/08/09

DOP Information Systems Communication – 10/8/2009

What?
HRMS Quotas Course via WebEx

Who?

HRMS HR and Payroll Offices
Why?
Inform agencies of new training option
When?
Thursday, October 15, 8:00 a.m. –  4:30 p.m.

Message:
DOP is offering the WebEx conferencing option in conjunction with this month’s HRMS Quotas course. This will allow end-users the ability to attend the course right from their office desk location by using their computer and phone. WebEx will provide an open forum for questions and dialogue with the HRMS Trainer.

If you choose the WebEx option: 

· There is no charge for this training alternative; however your agency will receive scan charges for using the call conference feature

· You will need to print the course materials at your location

· You will not have access to the HRMS Training Environment, but you will be able to view the activities performed by the instructor

We have provided the course details below with the date and time. We will provide specific information and instructions for the WebEx conferencing option to those who are interested. This will be offered on a first come, first served basis. If you are interested, please contact Kelly Welsh at 360-664-6794 or KellyW@dop.wa.gov by Wednesday, October 14 at 4:30 p.m.
	HRMS Quotas (1 Day)

	01-04-H037

	This course gives you an overview of how to efficiently work with employee quota accruals. We will discuss when you should create manual adjustments and provide resources for identifying current balances for employees. 
Performance Objectives:

Upon completion of this course you should be able to:
· Create and maintain shared leave quota for inter and intra-agency donations and recipients
· Explain the process of quota corrections and when they should be made
· Run HRMS reports

Competencies covered in this class: Maintenance of employee quota balances
Intended Audience: HRMS end users mapped to the Payroll Processor and Leave Correction Processor roles.


Questions? Contact:
Email Contact: KellyW@dop.wa.gov
HRMS Organizational Management Course via WebEx – 10/08/09

DOP Information Systems Communication – 10/8/2009

	What?
	
	HRMS Organizational Management Course via WebEx


	Who?
	
	HRMS HR and Payroll Offices


	Why?
	
	Inform agencies of new training option


	When?
	
	Tuesday, October 13th 8:00 a.m. – 4:30 p.m. 
Wednesday, October 14th 8:00 a.m. – 4:30 p.m. 




Message:
DOP is offering the WebEx conferencing option in conjunction with this month’s HRMS Organizational Management course. This will allow end-users the ability to attend the course, from their own office location by using their computer and phone. WebEx will provide an open forum for questions and dialogue with the HRMS Trainer via the Chat feature and typing messages.

If you register to attend, please know that: 

· There is no charge for this training alternative; however your agency will receive scan charges for using the call conference feature

· You will need to print the course materials at your location

· You will not have access to the HRMS Training Environment, but you will be able to view the activities performed by the instructor

We have provided the course details below with the date and time. We will provide specific information and instructions for the WebEx conferencing option to those who are interested via direct email. This will be offered on a first come, first served basis. If you are interested, please contact Janet Pasion at 360-664-6214 or JanetP@dop.wa.gov by Monday, October 12th at 4:30 p.m.

	HRMS Organizational Management (2 Days)

	01-04-H011

	This course gives you an overview of how to create and maintain the organizational structure and positions within the agency. You will perform hands-on activities related to maintaining organizational units and position, creating reporting relationships, and accessing reports in a training environment.

Performance Objectives: Upon completion of this course you should be able to:

· Identify new terms and key components of organizational management

· Create and maintain organizational units and relationships

· Create and maintain positions

· Describe the integration with Personnel Administration processing

· Run HRMS reports

· Access and navigate the Online Quick Reference (OLQR)

Competencies covered in this course: HRMS organizational management

Intended Audience: HRMS end users mapped to the Organizational Management Processor role



	

	

	


Questions? Contact:
Email Contact: JanetP@dop.wa.gov
HRMS Employee Hiring & Processing Course via WebEx Only – 10/02/2009

DOP Information Systems Communication – 10/2/2009

	What?        
	
	HRMS Employee Hiring and Processing Course via WebEx Only


	Who?         
	
	HRMS HR and Payroll Offices


	Why?          
	
	Inform agencies of new training option


	When?        
	
	Thursday, October 8th 8:00 a.m. – 4:30 p.m. 
 Friday, October 9th 8:00 a.m. –12:00 p.m. 




Message:     DOP is offering the WebEx conferencing option this month for the HRMS Employee Hiring and Processing course. This will allow end-users the ability to attend the course, from their own office location by using their computer and phone. WebEx will provide an open forum for questions and dialogue with the HRMS Trainer via the Chat feature and typing messages.

If you register to attend, please know that: 

· There is no charge for this training alternative; however your agency will receive scan charges for using the call conference feature.

· You will need to print the course materials at your location. 

· You will not have access to the HRMS Training Environment, but you will be able to view the activities performed by the instructor.

We have provided the course details below with the date and time. We will provide specific information and instructions for the WebEx conferencing option to those who are interested via direct email. This will be offered on a first come, first served basis. If you are interested, please contact Patty Peterson at 360-664-6440 or PattyP@dop.wa.gov by Wednesday, October 7 at 4:30 p.m.

	WebEx of HRMS Employee Hiring, and Processing (1 ½ Days) 

01-04-H008

	This course will give you an overview of how to record and maintain newly hired or re-hired employees in HRMS. You will see demonstrations of activities related to hiring and separation actions, maintenance of employee master data, and accessing reports in a training environment.
Performance Objectives: Upon completion of this course you should be able to:

· Identify terms and key components of employee hiring. 

· Hire and rehire employees in HRMS. 

· Display and update employee master data. 

· Process an employee appointment change and leave of absence. 

· Process an employee separation. 

· Run HRMS reports. 

· Access and navigate the Online Quick Reference (OLQR).  

Competencies covered in this course: Ability to maintain HRMS maintenance of employee master data

Intended Audience: HRMS end users mapped to the Personnel Administration Processor role.


Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
SSN Verification Failure Report (1st) – 09/29/2009

DOP Information Systems Communication – 9/29/2009
What?    Social Security Number (SSN) Verification Failure Report 
Who?     HRMS HR and Payroll Offices
Why?     Ensure all state employees have a correct W-2
When?  Distribute immediately
Message: DOP has completed running the SSN Verification Failure Report for agencies with employees who have rejected from the Social Security Name and SSN Verification process. Agency action may be required.
A hardcopy report is being mailed to agencies today, using the contact information (mailing labels) for “Payroll Reports.” This is to protect employees’ SSNs as Personally Identifiable Information (PII) which can potentially be used to uniquely identify, contact, or locate a person. Please safeguard these reports containing employees’ PII.
Not all agencies will receive a report. Reports are created only for those employees who have data discrepancies which need to be verified.
Instructions for resolving the SSN discrepancies will be included with each report. Please review and verify the information in the report as soon as possible to ensure employees’ W-2s will be correct.
Questions? Contact:
DOP Service Center: (360) 664-6400

Email Contact: ServiceCenter@DOP.WA.GOV
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DOP Information Systems Communication – 09/22/2008

What?
Social Security Number (SSN) Verification Failure Report 
Who?

HRMS HR and Payroll Offices

Why?
Ensure all state employees have a correct W-2
When?
Distribute immediately
Message:
Enclosed is the SSN Verification Failure Report for your agency. This report is a list of employees rejected from the Social Security Name and SSN Verification process. Social Security wage and tax information will not be posted for employees whose Name and SSN don’t match the records at the Social Security Administration (SSA). 

The report is being mailed or distributed with payroll documents to agencies to protect employees’ SSNs as Personally Identifiable Information (PII) which can potentially be used to uniquely identify, contact, or locate a person. Please safeguard these reports containing employees’ PII. (Note: not all agencies will receive a report. Reports are created only for those employees who have data discrepancies which need to be verified.)
The report shows employees in your agency who have an SSN discrepancy and includes the reason for the rejection. The EVS Ver Cd column lists the rejection code for each employee. Codes are described as:

1 SSN not in file (never issued to anyone)

2 Name and DOB match; gender code does not

3 Name and gender code match; DOB does not

4 Name matches; DOB and gender code do not

5 Name does not match; DOB and gender code not checked

(
Input SSN did not verify. Social Security located and verified a different SSN

Codes 1 and ( should be dealt with immediately - these involve incorrect SSNs.

Codes 1, 5 and ( display the entire SSN in the SSN column.

Codes 2, 3 and 4 display only the last four digits of the SSN, preceded by XXXXX.

Agency Action:
Please review and verify the information in the report (especially Codes 1 and () by December 9, 2008. DOP will review any remaining errors after the December 10 pay date and, if necessary, distribute an additional report to agencies for final cleanup.

Follow these steps for each SSN on the report:

· Compare the failed values to your employment records, such as Social Security cards. If you made a typographical error, correct the error in HRMS.

· If your employment records match HRMS, ask your employee to check their Social Security card and inform you of any name or SSN difference between your records and their card. Make corrections in HRMS as needed.

· If your employment records and the name and SSN shown on the Social Security card match, ask the employee to check with any local Social Security Office to determine and resolve the issue. Tell the employee that once they have visited the Social Security Office, they should inform you of any changes. You should correct your records accordingly.

· If the employee is unable to provide a valid SSN, you are encouraged to document your efforts to obtain the corrected information. Documentation should be retained consistent with the payroll records for a period of three (3) years.

· If the employee no longer works for you, try to obtain the corrected information from the former employee.

· If you are unable to contact the employee, you are encouraged to document your efforts.

Death Indicator Field:
If the SSA reports an employee as deceased, there will be a “Y” in the Death Indicator field. Added by the SSA in 2004, this field is provided to help increase the integrity of the wage and tax information reported at the Federal level. 

If a “Y” appears in the Death Ind. field for an employee who is not deceased, check the employment records against HRMS to ensure the correct employee information was submitted. If you confirm the employee’s identity and the employment records are correct, the employee will need to visit their local Social Security Office to have the apparent error on their SSN record fixed.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
IT0008 Warning Message: “Annual Salary Not Within Range” – 09/28/2009

DOP Information Systems Communication – 9/28/2009
What?
HRMS Info Type 0008 Warning Message: “Annual Salary Not Within Range”
Who?

HRMS HR and Payroll Offices
Why?

Incorrect warning message on Info Type 0008 (Basic Pay)
When?
Distribute immediately
Agencies have reported receiving a warning message of “Annual salary not within range” on IT0008, Basic Pay. ISD staff is researching the cause and will notify you when this has been resolved.
If you see this message in transaction PA20, please ignore. If you are working in PA30, on IT0008, Basic Pay and receive this warning message, please “green check” to complete your entry.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
PPA Meeting Agenda September 29 – 09/25/09

DOP Information Systems Communication – 09/25/09
What?
PPA Meeting September 29, 2009


9:00 a.m. to noon

OB-2 Auditorium
Who?

HRMS HR and Payroll Offices
Why?
Agenda
When?
Distribute immediately

Message:
The September 29 PPA Meeting Agenda has been published on the Personnel/Payroll Association page on the DOP Website. The meeting is from 9-noon in the OB-2 Auditorium. 

Please print and bring copies of the following materials to the meeting: 
Open Enrollment 2010
HRMS – Release Management
Note: Beginning with the July PPA Meeting, we asked attendees to start printing and bringing their own copies of presentation materials in order to save time and paper. 
Following the meeting please fill out an electronic copy of the September 29 PPA Meeting Evaluation, save it to your desired location, and either email it or print a hardcopy and send to:
Nadine Cummings, DOP/ISD
nadinec@dop.wa.gov
4224 6th Avenue SE, Lacey
Mailstop: 47580
Thank you for your cooperation.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
SAP Support Package Stack – STATUS 9/28/09 CRs 12566, 12798, 12802, 12803, 12766
DOP Information Systems Communication – 9/28/2009

What?
SAP Support Package Stack Updates to HRMS - Complete
Who?

HRMS HR and Payroll Offices

Why?
Status and Impacts 
When?
Distribute immediately

Message:
DOP implemented SAP Support Package Stack updates to HRMS on the weekend of September 26-27. We previously notified you of these activities on September 18, and this communication provides you with the implementation status and any impacts.

The SAP vendor support package is a collection of enhancements and fixes intended to increase the performance and functionality of SAP products, including HRMS applications. After extensive analysis and testing by DOP staff, the updates were successfully completed on schedule.

Impact:

To ensure that there are no impacts from the Support Stacks on payroll processing in production, DOP/ISD will be running a special payroll the evening of September 29th. DOP/ISD will not be distributing payroll errors from this special payroll.

The impact to HRMS Payroll End Users is that the Off Cycle Workbench will be locked a day early on Wednesday, September 30th for this payroll cycle. 

We will continue to keep you informed of enhancements or changes to HRMS.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
SAP Support Package Stack Updates to HRMS – 09/18/09 CRs 12566, 12798, 12802, 12803, 12766
DOP Information Systems Communication – 09/18/2009

What?
SAP Support Package Stack Updates to HRMS
Who?

HRMS HR and Payroll Offices
Why?
Details and Agency Impact

When?
Distribute immediately

Message:
DOP is applying SAP Support Package Stack updates to HRMS. HRMS will be unavailable to users on the weekend of September 26-27, 2009. We will provide a status of the updates on Monday, September 28.

These updates are a collection of fixes to known problems and bugs, and enhancements that SAP has made to their software applications. Approximately twice a year, these updates are packaged in “stacks” and sent to companies who use SAP technology. 

Similar to the support packs and patches that Microsoft provides for Windows and Office products, these stacks are intended to increase the performance and functionality of SAP products. We will implement the current Support Package Stack on the weekend of September 26-27.

Prior to implementation, we will have conducted extensive analysis and testing to understand what the updates include and to ensure they do not impact HRMS.

What you can expect:

· DOP resources will be focused on the Support Package Stack implementation, as well as the normal, ongoing activities required for payroll. You may notice delays in responses to Incidents called in to the DOP Service Center. 
· HRMS will not be available on Saturday, September 26 or Sunday, September 27.

· We will notify you on Monday, September 28 of system status and any impacts.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HRMS Savings Bond Purchase Process Change – 09/18/09 CR12780

DOP Information Systems Communication – 09/18/09
What?
HRMS Savings Bond Purchase Process Change
Who?

Agency Fiscal and HRMS Payroll Offices
Why?
Inform agencies of change
When?
Distribute immediately

Message:
New requirements from the U.S. Department of the Treasury Savings Bond program have prompted a change in the Savings Bond purchase process. This was effective in HRMS for the September 10 pay date. No agency action is required, however you will need to enter the new vendor number when running the PC00_M99_URMR Remittance Detail Report (3rd Party Reconciliation).
Why the Change?

Effective October 1, 2009, the Federal Reserve System will no longer allow entities to send money directly to the Federal Reserve Bank to purchase Savings Bonds. Instead, they will debit a state bank account.

Therefore, a new local bank account has been set up by the Office of the State Treasurer in conjunction with the Office of Financial Management and the Department of Personnel.

Each pay period, the bond purchase amount will be transferred from the Agencies’ State Payroll Revolving Account (035) General Ledger 5188 (Savings Bond Payable) and deposited into the new local bank account. The Federal Reserve Bank will access the account directly to execute an Automated Clearing House (ACH) debit transaction for all savings bonds purchases. Please note: Reserve balances will remain in GL 5188 until the balance is sufficient to purchase a bond and then it will be transferred to the local account. 
Old Process:

Deductions were taken each pay period and accrued in Account 035, GL 5188. Payments were sent through the AFRS vendor payment system to the Federal Reserve account at the end of each month.

Agencies saw two transactions with their GL 5188 which supported the purchase process. The entries processed after each payroll, but did not clear the AFRS Unbalanced In-Process report until the end of the month.

New Process:
Deductions are taken each pay period and accrue in Account 035, GL 5188 (no change from the old process).

Payments are sent through the AFRS vendor payment system to the local bank account each pay period. The AFRS transactions will clear the AFRS Unbalanced In-Process report each payday.

The Federal Reserve Bank will execute an ACH debit transaction at the end of each month to purchase bonds on behalf of agencies.

To accommodate this change, we created a new vendor number in HRMS. Effective immediately, enter the new number when running the PC00_M99_URMR Remittance Detail Report. The table below shows the new and old HRMS and AFRS vendor numbers.

	HRMS:

New Vendor Number
	4561000 Washington State Treasurer / OFM
	HRMS:

Old Vendor Number
	2181600 FEDERAL RESERVE BANK-MINNEAPOLIS

	AFRS:

New Vendor Number
	SWV0041560-00 State Treasurer / OFM
	AFRS:

Old Vendor Number
	SWV0021816-00 FEDERAL RESERVE BANK MINNEAPOLIS


Questions about 3rd Party Remittance or Vendor Numbers? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
For questions about AFRS Transactions, contact:

OFM -Steve Nielson, 360-725-0226 or Steve Ketelsen 360-725-0222

Steve.Nielson@OFM.WA.GOV or Steven.Ketelsen@OFM.WA.GOV
HRMS Financial Reporting Course via WebEx – 09-16-09

DOP Information Systems Communication – 09/16/09

What?
HRMS Financial Reporting Course via WebEx

Who?

HRMS HR and Payroll Offices
Why?
Inform agencies of new training option
When?
Thursday, September 24, 8:00 a.m. – 4:30 p.m.

Message:
DOP is offering the WebEx conferencing option in conjunction with this month’s HRMS Financial Reporting course. This will allow end-users the ability to attend the course right from their office desk location by using their computer and phone. WebEx will provide an open forum for questions and dialogue with the HRMS Trainer.

If you choose the WebEx option: 


· There is no charge for this training alternative; however your agency will receive scan charges for using the call conference feature.
· You will need to print the course materials at your location. 

· You will not have access to the HRMS Training Environment, and won’t be able to go through the activities with the class.

We have provided the course details below with the date and time. We will provide specific information and instructions for the WebEx conferencing option to those who are interested. This will be offered on a first come, first served basis. If you are interested, please contact Kelly Welsh at 360-664-6794 or KellyW@dop.wa.gov by Wednesday, September 23rd.

	HRMS Financial Reporting (1 Day)

	01-04-H020

	This one-day course gives end-users an overview of how to access and generate financial reports in HRMS. This course touches on basic points of the Business Intelligence and reporting out of the HRMS Portal.

Performance Objectives: Upon completion of this course you should be able to:

· Identify the types of financial reports available to interpret details and expenses

· Run reports, set and retrieve variants, export report data, use the Automated List Viewer (ALV), and print results

· Identify Business Intelligence reports that contain financial data

Competencies covered in this class: HRMS financial reporting
Intended Audience: HRMS End Users mapped to the Financial Reporting Processor role.


For more HRMS courses visit the Department of Personnel’s Training and Development site and select HRMS Training.

Questions? Contact:
Email Contact: KellyW@dop.wa.gov
Maintain Employer Report Summary (DRS) – 09/14/09 Incident # 146587

DOP Information Systems Communication – 09/14/09
What?
Maintain Employer Report Summary (DRS)
Who?

HRMS HR and Payroll Offices
Why?
Inaccurate number of records reported – no action required
When?
Distribute immediately

Message:
The Maintain Employer Report Summary sent by DRS (Department of Retirement Systems) to end users late last week has incorrect record counts. No agency action is required and all contribution rate information was accurately reported to DRS.

The inflated record count (Rec Cnt column on the report) was a result of a cleanup in HRMS to remove some erroneous end dates from Interface (GAP) 46 Retirement Transmittal. The cleanup entries were inadvertently included in the record count. You may have received the report either electronically or in hardcopy, according to your normal preference for receiving this report from DRS.

The report is just a warning, and the Status: OUT OF BALANCE on the report relates only to the incorrect number of records reported for Pay Period 17 for each Personnel Area. All other rate contribution rate information is accurate. 

We’re sorry for any inconvenience this has caused and again, no agency action is required.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Wage Type 4532 Updated– 09/11/09 CR 12770

DOP Information Systems Communication – 09/11/09
What?
Wage Type 4532 Rate and Title Change
Who?

HRMS HR and Payroll Offices
Why?
Rate and Title have been updated in HRMS
When?
Distribute immediately

Message:
DOP has completed a Change Request in HRMS to update the representation fee rate, monthly maximum, and title for Wage Type 4532 for SEIU (Service Employees International Union) deductions. No agency action is required.

At the request of SEIU and the OFM Office of Labor Relations, we changed the title from SEIU Dist 1199 NW 1.34% to SEIU Dist 1199 NW 1.26%. This change represents a new Representation Fee rate of 1.26%, with a monthly maximum of $63.00. The new rate is effective for Pay Period 18 for the September 25 pay date.

We will update the Wage Types Index on the DOP website with this information soon.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
National Payroll Week (Friday) – 09/11/09

DOP Information Systems Communication – 09/11/09
What?
National Payroll Week

Who?

HRMS HR, Payroll, and Financial Offices
Why?
Inform agencies of efforts by workers and payroll professionals
When?
Distribute immediately

Message:
Today wraps up National Payroll Week, the celebration of America’s workers, payroll professionals, and the government programs supported by workers’ contributions. 

Together with their agency HR partners and the central support agencies, the men and women who process our Washington State general government payroll work hard every day (not just on Payroll Day 3!) to make sure we get paid.

Jointly, the dedicated professionals responsible for getting our pay to us on payday:

Save us from financial disaster – for workers who live “paycheck to paycheck,” even a one-day delay in getting paid might mean bounced checks, late fees, or even eviction for families living on the edge.

Save us time – with help from payroll departments, employees can have their paychecks directly deposited in their checking or saving accounts on payday, saving the time and gas it takes to run to the bank or credit union to make that deposit.

Answer our questions – employees have lots of them, from “How do I change my name when I get married?” to “How do I enroll my new baby in our insurance plan?” And of course, on April 14, the payroll office is the prime resource for “I can’t find my W-2. Can you give me another copy…like, today?”
Check their work – thanks to modern technology, business best practices, and trained payroll workers, paychecks are more accurate and timely than ever. Employees can and should review their Earnings & Deductions Statements, but many are so confident they will be paid what they’ve earned, they sometimes go several pay periods without checking.

So next time you see any of those very important people who keep our paychecks coming - on time and on-the-penny - give a wave and say “Thank you!” They’ll appreciate it!

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
National Payroll Week (Thursday) – 09/10/09

DOP Information Systems Communication – 09/10/09
What?
National Payroll Week

Who?

HRMS HR, Payroll, and Financial Offices
Why?
Inform agencies of efforts by workers and payroll professionals
When?
Distribute immediately

Message:
In addition to celebrating the efforts of workers and the payroll professionals who pay them, National Payroll Week (September 7-11) also recognizes the critical government programs supported by our taxes, such as social security and Medicare.
Previously this week, we shared information from HRMS reporting. Today’s metrics are about the taxes we pay to support our government programs, and come from OFM (Office of Financial Management).

In the calendar year 2008, the following payroll taxes were sent to the IRS from HRMS:

· 1st quarter:


$221,653,371.23

· 2nd quarter:


$222,092,582.46

· 3rd quarter:


$230,609,152.91

· 4th quarter:


$226,427,914.88
Total sent to the IRS from HRMS for 2008: 
$900,783,021.48.

That’s 900 million dollars!

Visit the National Payroll Week website for more information. Learn about the programs mentioned above on the Educational Resources tab. Also, take a minute to check out the 2009 National Payroll Week artwork: View the 2009 NPW Artwork .
Tomorrow, we celebrate the hard-working payroll professionals who, along with their HR counterparts, make sure paychecks are accurate and on time.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
National Payroll Week (Wednesday) – 09/09/09

DOP Information Systems Communication – 09/09/09
What?
National Payroll Week

Who?

HRMS HR, Payroll, and Financial Offices
Why?
Inform agencies of efforts by workers and payroll professionals
When?
Distribute immediately

Message:
Today, we are sharing more payroll data in recognition of National Payroll Week (NPW). The September 7-11 celebration focuses public attention on America’s workers and the payroll professionals who make sure they receive their paychecks

Many things are important to each of us who works. National Payroll Week is a celebration of the economic, cultural, and social achievement of workers. The NPW slogan, American Works Because We’re Working for America, highlights the significance of “an honest day’s work for an honest day’s pay.” 

Today’s information is about the number of HRMS payroll errors and lockouts in 2008. The consistently low number of lockouts reflects the outstanding work our State of Washington agency payroll professionals achieve each and every pay period!

· Total paychecks in 2008 in HRMS: 1,601,259

· Total lockouts in 2008 in HRMS: 221 (average 9 per pay period)

· Percentage of employees paid within HRMS: 99.986%

· Percentage of employees paid outside HRMS: 0.014%

Visit the National Payroll Week website for more information. Take a few minutes to check out the Educational Resources and Calculator tabs – you’ll find helpful information and tools related to a number of payroll and paycheck topics.

Tomorrow, we’ll share some metrics regarding the amount of payroll taxes paid in 2008.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
National Payroll Week (Tuesday) – 09/08/09

DOP Information Systems Communication – 09/08/09
What?
National Payroll Week

Who?

HRMS HR, Payroll, and Financial Offices
Why?
Inform agencies of efforts by workers and payroll professionals
When?
Distribute immediately

Message:
September 7 – 11, 2009 is National Payroll Week, a national awareness which coincides with the celebration of Labor Day and focuses public attention on America’s workers and the payroll professionals who make sure they receive their paychecks.

Each day this week, we will be sharing some interesting payroll data from DOP, OFM, and HRMS. 

Today’s information provides the total number and dollar amount of paychecks paid through HRMS in 2008: 

· HRMS produced 1,601,259 paychecks:

· 1,439,378 ACH payments

· 161,881 warrants

· The paychecks consisted of:

· $2,283,757,566.58 - Net pay

· $2,240,604.240.26 - Other deductions your payroll offices managed, reconciled, input, and distributed on behalf of state employees

· This represented a total of $4,524,361,806.84 - that’s 4.5 billion dollars!
Visit the National Payroll Week website for more information. There’s even a song created especially for this celebration: America Works.

Tomorrow, we’ll provide information on HRMS payroll errors and lockouts in 2008.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Part Time Employees on 24/7 Schedule – 09/10/09 CR12762

DOP Information Systems Communication – 09/10/09
What?
Part Time Employees on 24/7 Schedule

Who?

HRMS HR and Payroll Offices
Why?
Inform agencies of new error
When?
Distribute immediately

Message:
DOP has completed a Change Request in HRMS to add a payroll redline for salaried, part time employees on a 24/7 work schedule when Wage Type (WT) 1223 Salary Hours Override is not entered in CATS (Cross Application Time Sheet).

Properly recorded work hours are required for L&I, SUI (State Unemployment Insurance), and retirement and tax reporting. Users must enter WT1223 Salary Hours Override for salaried employees on a 24/7 work schedule R030 in order to define the actual hours available for the pay period, and ensure accurate reporting.

Currently, a redline results when no WT1223 entry exists for fulltime employees on a 24/7 schedule. This Change Request implements the payroll redline for part time employees as well.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Absence Types Remapped to Wage Types – 09/10/09 CR12735

DOP Information Systems Communication – 09/10/09
What?
Absence Types Remapped To Wage Types


New Wage Type Created
Who?

HRMS HR and Payroll Offices
Why?
Inform agencies of changes to absence type mapping and new Wage Type
When?
Distribute immediately

Message:
DOP has completed a Change Request in HRMS to remap several absence types to different wage types, and add a new wage type 1350 Recognition LV Lieu Sick. The changes were effective September 1, 2009 and no agency action is required.

This change aligns absences to more appropriate wage types to comply with the State Unemployment Insurance process.
Entries made prior to the September 1 effective date will not be retroactively updated. 

Agencies will not have to manually correct the UI reporting for EEs using these absence types.

	A/AType
	Att./abs. type text
	New Wage Type
	Wage Type Text
	Previous Wage Type
	Wage Type Text

	9010
	Assault Lv On Time Loss U
	1337
	Time loss injury-all
	1321
	Misc Paid Absence-all

	9217
	Comp Time Child/Eld Cre U
	1339
	Comp Time - Family Care
	1338
	Comp Time taken-all

	9017
	Comp Time Child/Elder Cre
	1339
	Comp Time - Family Care
	1338
	Comp Time taken-all

	9227
	Exchang Tm Fam Care Act U
	1308
	Exch Time in lieu of Sick
	1321
	Misc Paid Absence-all

	9118
	Exchange Time FMLA
	1308
	Exch Time in lieu of Sick
	1321
	Misc Paid Absence-all

	9218
	Exchange Time FMLA     U
	1308
	Exch Time in lieu of Sick
	1321
	Misc Paid Absence-all

	9117
	Exchange Tm Fam Care Act
	1308
	Exch Time in lieu of Sick
	1321
	Misc Paid Absence-all

	9020
	Exchange Tm Union Neg/Bus
	1307
	Exchange Time Taken
	1321
	Misc Paid Absence-all

	9116
	Exchng Tm FMLA SrvcMmCare
	1308
	Exch Time in lieu of Sick
	1321
	Misc Paid Absence-all

	9115
	Exchng Tm Mil Spouse Lv
	1307
	Exchange Time Taken
	1321
	Misc Paid Absence-all

	9074
	Pers Hol FMLA
	1318
	Pers. Hol. - Family Care
	1315
	Pers Holiday pay-all agys

	9274
	Pers Hol FMLA     U
	1318
	Pers. Hol. - Family Care
	1315
	Pers Holiday pay-all agys

	9125
	Pers Hol FMLA SrvcMemCare
	1318
	Pers. Hol. - Family Care
	1315
	Pers Holiday pay-all agys

	9073
	Pers Hol On Time Loss   U
	1337
	Time loss injury-all
	1315
	Pers Holiday pay-all agys

	9109
	Recog LvFMLA SrvcMmCar NR
	1350
	Recognition Lv Lieu of Sick
	1325
	Recognition Leave Nrep.

	9211
	Recogn Lv NRep FMLA    U
	1350
	Recognition Lv Lieu of Sick
	1325
	Recognition Leave Nrep.

	9111
	Recognition Lv NRep FMLA
	1350
	Recognition Lv Lieu of Sick
	1325
	Recognition Leave Nrep.

	9076
	Temp Disability (WSP)
	1337
	Time loss injury-all
	1321
	Misc Paid Absence-all

	9276
	Temp Disability (WSP)   U
	1337
	Time loss injury-all
	1321
	Misc Paid Absence-all

	9009
	Vac Lv Child/Elder Care
	1312
	Vac. Lv. - Family Care
	1305
	annual leave for all agys

	9209
	Vac Lv Child/Elder Care U
	1312
	Vac. Lv. - Family Care
	1305
	annual leave for all agys

	9011
	Vac Lv FMLA SrvcMem Care
	1312
	Vac. Lv. - Family Care
	1305
	annual leave for all agys

	9008
	Vac Lv On Time Loss     U
	1337
	Time loss injury-all
	1305
	annual leave for all agys

	9004
	Vacation Leave FMLA
	1314
	Vac Time in lieu of Sick
	1305
	annual leave for all agys

	9204
	Vacation Leave FMLA     U
	1314
	Vac Time in lieu of Sick
	1305
	annual leave for all agys


Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Medical Aid Rates Codes – 09/09/09 CR12711-12713-12714

DOP Information Systems Communication – 09/09/09
What?
Medical Aid Rate Codes

Who?

HRMS HR and Payroll Offices
Why?
Codes changing from four characters to seven characters
When?
Distribute immediately

Message:
DOP has completed a Change Request in HRMS to change the field length for Medical Aid Class codes from four characters to seven characters to allow better reporting of medical aid and other actuarial information to Labor and Industries. No agency action is required.

Medical Aid Class codes are comprised of a four character code and a two character sub code, separated by a dash (example: 5300-00 Admin Field Personnel). Previously, HRMS was configured to display only the four character code. This change will allow the full seven characters, including the sub code, to display on the following Infotype and reports in HRMS:

· Infotype 0234 Display Add. Withh. Info. US (matchcode)

· Accrued and Mandatory Payroll Deduction Report ZHR_RPTPY010
· Medical Aid Detail Report ZHR_RPTPY394
· Medical Aid Rates by Override Group ZHR_RPTPYU05
You may also notice some slight differences in the text of some of the Group Names, but the rates remain the same.

[image: image13.png]0120-4302-00 Admin & clerical

0200-4902-00 Admin & clerical
0350-4902-00 Admin & clerical
0380-4902-00 Admin & clerical
0400-4902-00 Admin & clerical
0450-4902-00 Admin & clerical
0460-4902-00 Admin & clerical
0480-4902-00 Admin & clerical
0500-4902-00 Admin & clerical
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Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Creating and Delimiting Vacancies – 09/08/09 CR12345

DOP Information Systems Communication – 09/08/09
What?
Creating and Delimiting Vacancies in HRMS
Who?

HRMS HR and Payroll Offices
Why?
Reminder to follow processes to maintain accurate reporting
When?
Distribute immediately

Message:
DOP is reminding agencies to follow the processes for creating and delimiting vacancies in HRMS in order to maintain accurate reporting.

Reporting in BI (Business Intelligence) for vacancies reflects data from Infotype (IT) 1007 Vacancy in HRMS. IT1007 Vacancy is usually maintained indirectly during the various actions for hiring, transferring, and separating employees by pop-up boxes which prompt you to perform an action relating to vacancies.

If “No” or “Cancel” is selected in the Create Vacancy or Delimit Vacancy pop-up boxes when a position is vacated or filled, inconsistencies may occur between BI and HRMS. Please refer to Creating and Delimiting Vacancies in HRMS (attached) for some helpful tips to ensure accurate processing and reporting on position vacancy status. If you choose, you may wish to manually update IT1007 Vacancy if your find your BI reporting is out of step with your actual position status on IT1001 Relationships. 

You may also wish to review the New Hire, Rehire, Appointment Change Transfer, and Separation user procedures in the OLQR (On-Line Quick Reference).

Note: our website publishing is currently preventing us from providing the instructions above as a link. If you do not receive the attachment with this communication, please contact the DOP Service Center and they can copy the instructions into an email for you.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Personal Leave Day Error – 09/02/09

DOP Information Systems Communication – 09/02/09
What?
Personal Leave Day – Error Entering Absences
Who?

HRMS HR and Payroll Offices
Why?
Error when entering absences for employees whose status has changed to ineligible for Personal Leave Day
When?
Distribute immediately

Message:
DOP has identified an error when attempting to enter absences in CATS (Cross Application Time Sheet) for employees whose eligibility for the new Personal Leave Day has changed from eligible to ineligible since July 1, 2009. We are working to resolve this issue. Until it’s been resolved, we are providing instructions for end-dating the Personal Leave Day quota for ineligible employees so absences can be entered.

Several end users reported receiving the error message “No absence quota type 2/15/48 on xx/xx/2009” when attempting to enter any type of absence (such as vacation or sick) in CATS on some employees. After researching the issue, we found the error occurs on employees whose status changed from being eligible to ineligible for the new Personal Leave Day after the July 1 effective date. Employees would become ineligible for the new type of leave when they move from a Represented to a Non Represented position.

While we are working to resolve the issue, you will need to end-date the Absence Quota 48 Personal Leave Day on Infotype 2006 Absence Quotas for these employees before you can enter any absences. 

Please refer to End Date Personal Leave Day instructions for end dating the current IT2006 Personal Leave Day quota for when the employee became ineligible.

Since the employee is no longer eligible, the current Infotype 0041 Date Specifications record for Date Type 26 Prsnl Lv Day Elgblty will need to be delimited and a new record created with a start date of when the employee became ineligible. These steps are also included in the instructions above.

Interface (GAP) 1 Agencies: This error message will appear on your GAP 1 error files.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Military Time Calculation – 09/02/09 CR12746

DOP Information Systems Communication – 09/02/09
What?
Military Time Calculation
Who?

HRMS HR and Payroll Offices
Why?
New procedure for entering/validating military time in HRMS
When?
Distribute immediately

Message:
DOP has completed a Change Request (CR) in HRMS to change the way military leave is entered and calculated. Agency review / action is required for employees who have military service records in HRMS.

Military Service Records in HRMS – Old and New Process
Military service records are created / updated on Infotype 0081 Create Military Service and Infotype 0552 Time Specification/Employ. Period. Prior to implementing this CR, the years, months, and days for each Duration of validity period (length of service period) in HRMS were automatically calculated and displayed by the system based on the start and end dates entered. 

The system calculation used a 30-day month, but the US Department of Defense military calculation considers the actual days in each month, such as 28 or 29 days in February, 30 days in June, 31 days in August, etc. The difference in the way the time was calculated sometimes created inconsistencies between the system and military net active service.

We have added an Imputable Period section on IT0552 so you can enter the actual years, months, and days from the employee’s DD Form 214 Certificate of Release or Discharge From Active Duty. Going forward, this will ensure the military service in HRMS is consistent with the DD Form 214, particularly for seniority purposes.
In the Duration of validity period section, the Years, Months, and Days may not match the years, months, and days from the DD Form 214. This is ok. The actual years, months, and days from the DD Form 214 that you entered in the Imputable period section is what will be displayed on reports.
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In the future, to create new military service records for employees, use the temporary user procedure: Creating Military Service. We will let you know when this procedure has been added to the OLQR (On-Line Quick Reference). (See below for updating existing records.)
What Agency Action is Required and Why?

In addition to the calculation differences described above, during the conversion from PAY1 to HRMS in 2006, the military service date information was transferred using the conversion date for each group of agencies at go-live (January, March or June 16, 2006) minus the PAY1 years, months, and days to come up with the Start date on IT0552. 

Example:
Group 1 Conversion Date

03/16/2006



PAY1 military service data
         - 3 YRS 9 MOS 17 DAYS


Start date in HRMS


05/30/2002

Again, since the system and military calculations work differently, you will need to review the records for your employees with military service and update as needed to ensure the data matches the DD Form 214s.

Please review the Military Service List 08/31/09. Click on the + to the left of your Personnel Area to view your records. If an employee has more than one service period or deployment, there will be a record for each.

For each employee shown, compare the dates and times with the employee’s DD Form 214, and use this procedure to correct the information to match the form: Updating Military Service. This procedure also includes instructions for deleting incorrect and conversion records. 

Creating, reviewing, and updating your employees’ records following these procedures will ensure their military service records in HRMS will be consistent with those of the US Department of Defense.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
2010 HRMS Payroll Calendars – 09/01/09

DOP Information Systems Communication – 09/01/09
What?
2010 HRMS Payroll Calendars
Who?

HRMS HR and Payroll Offices
Why?

Calendars have been published!
When?
Distribute immediately
Message:
DOP has published the 2010 HRMS Payroll Calendars.
The formula for creating the calendars is based on state paydays, state and federal holidays, payroll processing, and electronic banking timelines. After establishing the calendar according to the formula, we adjust the schedule for payroll processing that starts more than one day back into a previous pay period. We adjust the calendar forward by one day by scheduling the distribution of payroll documents to agencies on the same day they mail warrants and earnings statements to employees.
After the 2010 preliminary adjustments were made, the DRAFT calendars were reviewed by agency Personnel/Payroll Association (PPA) Executive Committee members. Based on their recommendations, we made additional changes to the calendars, resulting in payroll processing on Saturday, January 2.
Thanks to everyone who helped with the calendar, and we will continue to involve agencies in HRMS planning activities.
The 2010 January-June HRMS Payroll Calendar and the 2010 July-December HRMS Payroll Calendar are available on the HRMS Support Web site on the Payroll Calendars & Schedules page.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
DRS September 1, 2009 Rate Changes – 09/01/09 CR12761

DOP Information Systems Communication – 09/01/09
What?
DRS September 1, 2009 Rate Changes Updated on IT0169 Savings Plan
Who?

HRMS HR and Payroll Offices
Why?
IT0169 updated for employees impacted by the September 1, 2009 DRS rate changes
When?
Distribute immediately

Message:
DOP has completed a Change Request in HRMS for the September 1, 2009 DRS (Department of Retirement Systems) rate changes. Agency action may be required.

We have updated Infotype (IT) 0169 Savings Plans for employees in the following plans, effective September 1, 2009:

· PERS (Public Employees’ Retirement System) Plan 2

· TRS (Teachers’ Retirement System) Plan 2

· SERS (School Employees’ Retirement System) Plan 2

· WSPRS (Washington State Patrol Retirement System) Plans 1 and 2

Note: IT0169 was updated the evening of August 31. Beginning today (September 1), if you hire or rehire any employees in HRMS with a start date prior to September 1, you will need to manually enter the 09/01/2009 retirement record.

You may access the new rates on the DRS website:

http://www.drs.wa.gov/
http://osa.leg.wa.gov/Actuarial_Services/Funding/contribution_rates.htm
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
HRMS Basics & Personnel Time Recording via WebEx 08/31/09

DOP Information Systems Communication – 08/31/09
What?
HRMS Basics and Personnel Time Recording via WebEx 

Who?

HRMS HR and Payroll Offices
Why?
Inform agencies of new training option
When?
Wednesday, September 9th 

HRMS Basics 8:00 a.m. – 12:00 p.m.

Personnel Time Recording 1:00 p.m. – 4:30 p.m.

Message:
DOP will be offering the WebEx conferencing option in conjunction with this month’s HRMS Basics and Personnel Time Recording courses. This will allow end-users the ability to attend the course right from their office desk location by using their computer and phone. WebEx will provide an open forum for questions and dialogue with the HRMS Trainer.
If you choose the WebEx option: 

· There is no charge for this new training alternative

· You will need to print the course materials at your location

· You will not have access to the HRMS Training Environment, and won’t be able to go through the activities with the class

We have provided the course details below with the date and time. We will provide specific information and instructions for the WebEx conferencing option to those who are interested. This will be offered on a first come, first served basis for each course. If you are interested, please contact Janet Pasion at JanetP@dop.wa.gov by Tuesday, September 8th with the course of interest.

	HRMS Basics (1/2 Day)

	01-04-H019

	This course is designed to introduce end users to HRMS functionality through a comprehensive, hands-on learning experience with realistic business scenarios. End users will navigate HRMS using learning key terminology, short-cuts and common strokes for completing an action. General guidance will be provided for running reports and accessing on-line help documentation.
Performance Objectives: Upon completion of this course you should be able to:
· Log on/log off HRMS

· Use different HRMS screen elements

· Describe the organization of functional areas in HRMS

· Identify the different types of HRMS fields

· Customize the appearance of HRMS

· Describe HRMS system messages

· Run HRMS reports

· Access and navigate the On-line Quick Reference (OLQR)

Competencies covered in this course: HRMS navigation and capabilities

Intended Audience: All HRMS end users.


	

	

	

	HRMS Personnel Time Recording (1/2 Day)
01-04-H013
This course gives you an overview of how to manage work schedules and enter time worked in HRMS. You will learn how to enter wage types, absences, and labor distribution changes into the Cross Application Time Sheet (CATS). You will perform hands-on activities and access HRMS reports in a training environment.
Performance Objectives: Upon completion of this course you should be able to:

· Identify new terms and concepts for Personnel Time Recording

· Distinguish where time recording fits into the payroll processing cycle

· Complete short-term changes to an employee’s work schedule

· Enter wage types (i.e., overtime), absences, labor distribution changes

· Run HRMS reports

· Access and navigate the On-line Quick Reference (OLQR)

Competencies covered in this course: Maintenance of time recording

Intended Audience: HRMS end users mapped to the Time and Attendance Processor role.


	


For more HRMS courses visit the Department of Personnel’s Training and Development site and click on the letter “H” for HRMS listings.
Questions? Contact:
Email Contact: JanetP@dop.wa.gov
Absence Types Updates – 08/31/09 CR12739 CR12712

DOP Information Systems Communication – 08/31/09
What?
Absence Types Updates
Who?

HRMS HR and Payroll Offices
Why?
Inform agencies of new absence type and title changes
When?
Distribute immediately

Message:
DOP completed Change Requests in HRMS to add a new Absence Type, and change the titles of five others. The Leave Request form will be updated for these and other changes on September 1, 2009.

· We have added new Absence Type 9014 Comp Time-FMLA (Family and Medical Leave Act) to comply with the Federal FMLA law, effective January 16, 2009 which allows compensatory time to be counted concurrently as FMLA leave if used for a FMLA qualifying reason. You may review the Final Regulations on the Department of Labor’s website, FMLA page, for additional information on this rule.

· We also changed the titles of the following Recognition Leave Absence Types to reflect usage by both represented and non-represented employees in agencies who have received Performance Management Confirmation (PMC).

	Absence Type
	Previous Title
	New Title

	9108
	Recog Lv Mil Spouse Lv NR
	Recog Lv Mil Spouse PMC

	9109
	Recog LvFMLA SrvcMmCar NR
	Recog LvFMLA SrvcMmCar PMC

	9110
	Recognition Leave NonRep
	Recognition Leave PMC

	9111
	Recognition Lv NRep FMLA
	Recognition Lv FMLA PMC

	9211
	Recogn Lv NRep FMLA     U
	Recogn Lv FMLA PMC     U


The new and changed Absence Types will be reflected on the Leave Request form on the DOP website Forms page on September 1, 2009, except for 9211 since the Leave Request form does not include codes for unplanned absences. 

The updated Leave Request form will also include the new 9079 Personal Leave Day (Rep). Please make sure you refer to the appropriate Collective Bargaining Agreements for rules and unions impacted. For more information on the Personal Leave Day, click here: August 26 Personal Leave Day & Leave Accrual Rate Changes.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Absence Hours in CATS – 08/28/09 CR12744

DOP Information Systems Communication – 08/28/09
What?
Absence Hours Exceeding Scheduled Working Hours in CATS 
Who?

HRMS HR and Payroll Offices
Why?
New red error when absence hours exceed work schedule
When?
Distribute immediately

Message:
DOP has completed a Change Request in HRMS to implement a new red error when attempting to enter absence hours into CATS (Cross Application Time Sheet) that exceed scheduled working hours. No agency action is required unless we contact you directly.

Effective immediately, if you attempt to enter absences that exceed the actual work schedule for a day, you’ll receive a red error and you won’t be allowed to continue unless you revise the absence to be equal to or less than the scheduled work hours. This affects the CATS profiles SOW-1 State Of Washington - with Financial Distribution, and SOW-2 State Of Washington - W/Out Financial Distribution.

Here’s an example of the new red error, where 10.00 = the absence hours entered, and 8.00 = the scheduled work hours:

“Number of hours recorded 10.00 exceeds target hours 8.00”

Prior to implementing this change, you received a yellow warning message when entering absence hours that surpassed the work schedule. Bypassing the warning and continuing with the action created inconsistencies between the Time and HR modules in HRMS. Using the example above, the system transferred only the 8.00 scheduled work hours to HR, while CATS continued to reflect the 10.00 hours entered. The State Auditor’s Office identified this issue as a concern. 

This change is effective going forward. We may contact you directly as we identify existing inconsistencies for cleanup.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Absence Type 9019 Exchange Time – 08/28/09 CR11776

DOP Information Systems Communication – 08/28/09
What?
Absence Type 9019 Exchange Time 
Who?

HRMS HR and Payroll Offices
Why?
Absence Type 9019 has been remapped to Wage Type 1307
When?
Distribute immediately

Message:
DOP has completed a Change Request in HRMS to remap Absence Type 9019 Exchange Time to Wage Type 1307 Exchange time Taken in order to improve agency reporting. The change is effective September 1, 2009 and no agency action is required.

Absence Type 9019 was previously mapped to Wage Type 1321 Misc Paid Absence-all. This change will improve agency payroll and financial reporting, such as Wage Type Reporter PC00_M99_CWTR, since Wage Type 1307 is exchange time specific.
Absence Type 9019 entries made prior to the September 1 effective date will not be retroactively updated.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Wage Type 4507 Updated– 08/28/09 CR 12748

DOP Information Systems Communication – 08/28/09
What?
Wage Type 4507 Rate and Title Change
Who?

HRMS HR and Payroll Offices
Why?
Rate and Title have been updated in HRMS
When?
Distribute immediately

Message:
DOP has completed a Change Request in HRMS to update the representation fee rate, monthly maximum, and title for Wage Type 4507 for WFSE (Washington State Federation of State Employees) deductions. No agency action is required.

At the request of WFSE and the OFM Office of Labor Relations, we changed the title from WSFE Non-member Fee 1.13% to WSFE Non-member Fee 1.09%. This change represents a new Representation Fee rate of 1.09%, with a monthly maximum of $55.70. The new rate is effective for Pay Period 14 for the July 24 pay date.

We have updated the Wage Types Index on the DOP website with this information.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Wage Type Default on IT0008 – 08/28/09 CR10188

DOP Information Systems Communication – 08/28/09
What?
Wage Type Default on Infotype 0008 Basic Pay
Who?

HRMS HR and Payroll Offices
Why?
Wage Type default has been corrected
When?
Distribute immediately

Message:
DOP completed a Change Request in HRMS to apply wage type defaults on Infotype 0008 Basic Pay for Employee Group H Non-Perm. Limited and Employee Group 6 Non-Perm. On Call. No agency action is required.

Previously, when creating a record on IT0008 for an employee assigned to Employee Group H or 6, you would need to manually enter the appropriate wage type:

· 1001 Base Rate / Hourly Wage
· 1003 Pay Period Salary
· 1006 Base Rate / Daily Wage
Now, these wage types will default in automatically based on the Employee Group and Sub Group combination similar to the way the action works for all other Employee Group and Sub Group combinations.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Personal Leave Day &Leave Accrual Rate Changes – 08/26/09 CR12665

DOP Information Systems Communication – 08/26/09
What?
Personal Leave Day & Leave Accrual Rate Changes
Who?

HRMS HR and Payroll Offices
Why?
Inform agencies of updates to HRMS
When?
Distribute immediately

Message:
DOP has completed more updates in HRMS to reflect the 2009-2011 Collective Bargaining Agreements (CBAs) for the new Personal Leave Day and Leave Accrual Rate. Please review this communication for important information about these processes, including the deadline to complete any necessary updates for the Personal Leave Day eligibility and instructions for updating employees who may have used their Personal Leave Day since July 1.

Complete details and history of the changes necessary for implementation are available in the following previous communications:

June 22 Collective Bargaining Changes
June 25 Personal Leave Day Conversion
August 17 Personal Leave Day - Reminder
Personal Leave Day

We updated HRMS the evening of August 25 to add Absence Type 9079 Personal Leave Day and Quota Type 48 Personal Leave Day. The statewide Leave Request form will be updated to show the new Absence Type 9079 and will be available on the Forms page on the DOP website on September 1.

As the final step in the new Personal Leave Day process, we will be running a special time evaluation during the evening of August 27 that will create the Personal Leave Day quota for those employees who have Date Type 26. 
The Personal Leave Day will be created at the beginning of each fiscal year for employees who have the Date Type 26 Prsnl Lv Day Elig on Infotype 0041 Date Specifications, and will expire at the end of each fiscal year if not used. You still have until 6:00 p.m. August 27 to finish making any updates for eligibility – refer to the June 25 communication for spreadsheet and instructions.

For temporary instructions on creating quota for employees who have or may become eligible for the Personal Leave Day after July 1, 2009 see Quota Correction for Personal Leave Day. 

If you have eligible employees who used their Personal Leave Day between July 1 and August 25, you will need to update or enter records for those employees, using the new Absence Type 9079. Keep in mind, this will trigger a multi-period retroactive payroll.

As a reminder, the new Personal Leave Day process works similar to the Personal Holiday, however it is on a fiscal year basis (July 1 through June 30) instead of a calendar year basis. Also, the CBAs state the new leave type will expire on June 30, 2011. We will make any necessary updates to the system at that time if the 2011-2013 CBAs change or remove the Personal Leave Day provision.

Vacation Leave Accrual Rate for WFSE and IFTPE Local 17

We also completed the change to correct accrual rates to comply with the new rule to use Anniversary Date for 5th, 6th, and 7th year vacation accrual entitlements effective July 1 of 2009. The August 27 time evaluation for the Personal Leave Day will also retroactively update the vacation leave quota accruals for July and August for affected employees.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Allowance Code Updates - New – 08/26/09 CR12738

DOP Information Systems Communication 08/26/09

What?
Allowance Code Updates – NEW



General Ledger Update

Who?

HRMS HR, Payroll, and Fiscal Offices
Why?
Additional Production Changes in HRMS
When

Distribute immediately
Message:
On August 20, we notified you of several Allowance Code updates we made in HRMS. These updates were due to a DOP/OFM review of all Allowance wage types in HRMS in order to comply with state policy. (You can review the 8/20/09 HRMS Communication here: Allowance Code Updates.) We have made some additional updates, as well as a general ledger update to Wage Type 3101 DB: Agency Reimbursment. No agency action is required. 
Since some of the codes reflected in the August 20 HRMS Communication have now been updated to change other elements, we have included both the previous and current changes in the table below. 

· Changes reflected in the August 20 communication, effective for the 7/25 pay date are in red.

· Changes we recently made, effective for the 8/25 pay date, are in blue.

· A change we will make next week, effective for the 9/10 pay date, is in green.

Note: If there are prior period changes to an employee’s Master Data, and these wage types are in the recalculation of that prior period, the original costing will be reassigned to the new Sub Object or General Ledger.

	Wage Type
	Action
	Prior Wage Type Text
	Prior Sub Object / Sub-Sub Object

Codes
	Prior Sub Object Text
	New Wage Type Text
	New Sub Object / Sub-Sub Object

Codes
	New Sub Object Text
	Pay Date Effective 2009

	1136
	Change Title & Sub Object
	Misc Allow-4051 & 4050 
	EA
	SUPPLIES & MATERIALS
	Uniform/Tool Adjustment
	EZ
	OTHER GOODS & SRVS
	8/25

9/10

	1137
	Change Sub Object
	Uniform Fit
	EA
	SUPPLIES & MATERIALS
	
	EZ
	OTHER GOODS & SRVS
	7/25

	1138
	Change Sub Object
	Uniform Maintain $13
	ER
	OTHER PURCHASES SURVICES
	
	EZ
	OTHER GOODS & SRVS
	7/25

	1140
	Change Sub Object
	Navigation Equip Allowana
	EA
	SUPPLIES & MATERIALS
	
	BE
	ALLOWANCES
	8/25

	1142
	Change Title, Sub Object & Sub-sub Object
	Commute incentive $35
	ER
	OTHER PURCHASES SURVICES
	Comm Trp Red (CTR) $35
	BE SW21
	ALLOWANCES: COMMUTE TRIP REDUCTION
	7/25

8/25

	1144
	DELIMITED IN HRMS
	On-Call allowance
	
	
	
	
	
	8/25

	1145
	Change Sub Object
	Commute incentive
	ER
	OTHER PURCHASES SURVICES
	
	EZ
	OTHER GOODS & SRVS
	7/25

	1147
	Title Change
	Comm Trp Red(CTR) Perdiem
	
	
	CTR daily/taxable
	
	
	8/25

	1159
	Change Title & Sub Object & remove Sub-sub Object
	Transit pass Cashout(CRT)
	BE SW21
	ALLOWANCES COMMUTE TRIP REDUCTION
	Transit pass Reimb (CTR)
	EZ
	OTHER GOODS & SRVS
	7/25

8/25

	1161
	Change Sub Object
	Clothing no tax
	BE
	ALLOWANCES
	
	EZ
	OTHER GOODS & SRVS
	8/25

	1162
	Change Sub Object
	Uniform allow $350
	EA
	SUPPLIES & MATERIALS
	
	BE
	ALLOWANCES
	7/25

	1163
	Change Title & Sub Object
	Uniform Maintainance $20
	ER
	OTHER PURCHASES SURVICES
	Uniform Maintenance $20 
	EZ
	OTHER GOODS & SRVS
	7/25

8/25


We also made the following update to Wage Type 3101 to change the general ledger to support the Overpayment process. This update was reviewed and approved by OFM.

	Wage Type
	Action
	Wage Type Text
	Prior General Ledger Code
	Prior General Ledger Text
	New General Ledger Code
	New General Ledger Text
	Pay Date Effective 2009

	3101
	Change General Ledger
	DB: Agency Reimbursment
	5199
	OTHER LIABILITIES
	1324
	SALARIES AND FRINGE BENEFITS RECEIVABLE
	8/25


Again, no agency action is required.

For more information, visit SAAM Section 75.70 at http://ofm.wa.gov/policy/75.70.htm.

Questions: Contact OFM Statewide Accounting: 
· Steve Nielson (360) 725-0226 steve.nielson@ofm.wa.gov 

· Steven Ketelsen (360) 725-0222 steven.ketelsen@ofm.wa.gov 

PPA Meeting August 26 Cancelled – 08/20/09

DOP Information Systems Communication – 08/20/09
What?
August 26 PPA Meeting - Cancelled
Who?

HRMS HR and Payroll Offices
Why?
Meeting has been cancelled
When?
Distribute immediately

Message:
The August 26 PPA Meeting has been cancelled. Also note that the September PPA Meeting date has been corrected on the Personnel/Payroll Association page on the DOP website.

While there won’t be an August meeting, be sure to mark your calendars for the September PPA Meeting on Tuesday, September 29 in the OB2 Auditorium. The PEBB (Public Employees Benefit Board) will provide important information on Annual Open Enrollment. 

The date of the September meeting was inadvertently published on the DOP website as September 23 – this has been corrected and the actual meeting date is Tuesday, September 29.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Excess Vacation Accrual – 08/18/09

DOP Information Systems Communication – 08/18/09

What?
Excess Vacation Accrual Transfer
Who?

HRMS HR and Payroll Offices

Why?
Issue regarding EVA end deduction date has been resolved
When?
Distribute immediately

Message:
DOP completed a Change Request in HRMS to correct an issue with the End ded. date on Infotype (IT) 2006 Absence Quotas when the transfer of Excess Vacation Accrual (EVA) is the same date as the employee’s Anniversary Date. No agency action is required, unless DOP contacts you directly.
HRMS transfers annual leave hours in excess of 240 hours from Quota Type 31 Annual Leave/Vacation to Quota Type 40 Excess Vacation Accrual each pay period, with an end deduction date after which the quota is no longer available for the employee to use. If the transfer date to EVA happened to be the same date (day and month) as the employee’s Anniversary Date, the End ded. on IT2006 was incorrectly set to 12/31/9999. The correct End ded. should be the day before the employee’s Anniversary Date (WAC 357-31-215). 
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This has now been resolved going forward. Because the quotas are used in the order of the accrual dates (from the earliest to the latest), the possibility of the impact from the EVA with the wrong deduction date is very small – in the majority of cases, the quotas would have already been used. For the very few employees who would see a difference in their leave balance on their Earnings and Deductions Statement, the HRMS Functional Team will contact you directly with instructions to correct the records. Again, no agency action is required unless we contact you directly.

Questions? Contact:
DOP Service Center: (360) 664-6400

Email Contact: HelpDesk@DOP.WA.GOV
Personal Leave Day – Reminder – 08/17/09

DOP Information Systems Communication – 08/17/09
What?
Personal Leave Day – Reminder to Agencies
Who?

HRMS HR and Payroll Offices
Why?
Agency review/action by August 27, 2009
When?
Distribute immediately

Message:
In June, DOP began implementing changes in HRMS to reflect the 2009-2011 collective bargaining agreements, including the new Personal Leave Day. We are reminding you to review your employees for eligibility, and take action as necessary by 6:00 p.m., August 27, 2009.

DOP completed an initial conversion in HRMS to populate the new Date type 26 Prsnl Lv Day Elgbity on Infotype 0041 Date Specifications. On June 25, we sent you a spreadsheet reflecting the conversion results, and instructions to review and update employees’ IT0041 as necessary. 

We will be running a special time evaluation the evening of August 27 to create the new quota 48 Personal Leave Day (the availability date of the quota will be 07/01/09 through 06/30/10). Please complete your review and make any updates by 6:00 p.m., August 27.
For complete details, instructions, and spreadsheet, review the June 22 and June 25 HRMS Communications. Note: the deadline for completing any necessary updates to IT0041 in HRMS has been extended to August 27 (from the August 21 date mentioned in the communications below).
June 22 Collective Bargaining Changes
June 25 Personal Leave Day Conversion
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
HRMS Benefits via WebEx 08/12/09

Update to HRMS Benefits via WebEx 08/12/09:

Thank you everyone for your interest in our first HRMS Benefits Course via WebEx.  At this time, we have met the maximum capacity allotted for next week’s course and apologize to those who were not able to participate. With the huge interest in this type of training, the Training Team plans to hold additional future HRMS WebEx courses.  

DOP Information Systems Communication – 08/12/09

What?
HRMS Benefits Course via WebEx

Who?

HRMS HR and Payroll Offices
Why?
Inform agencies of new training option
When?
Thursday, August 20, 8:00 a.m. – 4:30 p.m.
Message:
DOP will be offering its first WebEx video conferencing option in conjunction with this month’s HRMS Benefits course. This will allow end-users the ability to attend the course right from their office desk location by using their computer and phone. WebEx will provide an open forum for questions and dialogue with the HRMS Trainer.

If you choose the WebEx option: 

· There is no charge for this new training alternative.

· You will need to print the course materials at your location. 

· You will not have access to the HRMS Training Environment, and won’t be able to go through the activities with the class.
We have provided the course details below with the date and time. We will provide specific information and instructions for the WebEx video conferencing option to those who are interested. This will be offered on a first come, first served basis. If you are interested, please contact Janet Pasion at 360-664-6214 or JanetP@dop.wa.gov by Wednesday, August 19th.

	HRMS Benefits (1 Day)

	01-04-H036

	This course gives you an overview of how to create and maintain employee benefits in HRMS. You will learn how HRMS works with other agencies (e.g., Department of Retirement Systems, Health Care Authority, etc.) to process enrollments or separations of employee benefits. You will perform hands-on activities and access HRMS reports in a training environment.

Performance Objectives: Upon completion of this course you should be able to:
· Identify new terms and key components of HRMS Benefits. 

· Subscribe and maintain employee benefits. 

· Manage employee retirement plans. 

· View optional benefits plans (Life, Deferred Compensation, Long-term Disability). 

· Run HRMS reports. 

· Access and navigate the Online Quick Reference (OLQR). 

Competencies covered in this course: Maintenance of employee benefits

Intended Audience: HRMS End Users mapped to the Benefits Processor role


For more HRMS courses visit the Department of Personnel’s Training and Development site and click on the letter “H” for HRMS listings.

Questions? Contact:
Email Contact: JanetP@dop.wa.gov
WT 1270, 1613, and 1620 Updated – 7/31/09

DOP Information Systems Communication – 07/31/09
What?
Wage Types 1270, 1613, and 1620 Updated 

Who?

HRMS HR and Payroll Offices
Why?
Wage Types have been updated
When?
Distribute immediately

Message:
DOP has completed a Change Request to correct some display issues regarding certain wage types on the Payroll Results Table PC_PAYRESULT and employee Earnings and Deductions Statement. Additional display issues were identified and will be corrected as soon as possible. These are display issues only, and no agency action is required.
Wage types 1270 Standby $25/day, 1620 Days Worked, and 1613 Assignment Pay $35.72day are “daily rate” wage types which are converted from days to hours in HRMS in order to accommodate L&I (Labor & Industries) Medical Aid Tax and SUI (state unemployment insurance) reporting.
Display Issues Resolved:

When these wage types were used in a pay period where an employee had a mid-period pay change, the pay appeared to be doubled on the Payroll Results Table and Earnings Statement, although the actual pay, and reporting to L&I, were accurate. We have now corrected this issue.
Incorrect:
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Correct:
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The Earnings & Deductions Statement displayed the hours as 26.00 on the Normal view statement ,(and as two lines each with 13.00 on the Extended view statement, like the Payroll Results Table), however the Amount and actual pay was correct. Normal view:

[image: image18.png]Incorrect:

Position Title | Earnings Type Hrs/Unit | Rate Amount YD
ITSPEC3 1270 Standby $25/day 26.00«—— | 9.62 325.00 7,125.00
Correct:

Position Title | Earnings Type Hrs/Unit | Rate Amount YD
TTSPEC3 1270 Standby $25/day 13.00 <— | 9.62 325.00 1,125.00





Display Issue Not Yet Resolved:

If the Rate for Wage Type 1620 Days Worked is more than 100.00, the first digit is truncated on the Earnings & Deduction Statement. 
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Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Allowance Code Updates – 07/30/09

DOP Information Systems Communication 07/30/09

What?
Allowance Code Updates

Who?

HRMS HR, Payroll, and Fiscal Offices
Why?
Production Changes in HRMS
When

Distribute immediately
Message:
DOP and OFM jointly conducted a review of all Allowance wage types in HRMS. As a result of that analysis, updates in HRMS will be made to come into compliance with state policy. No agency action is required.

On July14, we made the following updates to the Sub Object and Sub-sub Object Codes. The code updates (in red below) were required for the July 25 payroll to ensure accurate coding for the 2009-11 biennium. At the time, we were unable to complete some non-critical changes to the Wage Type Text for these codes, as well as updates to a few lesser-used codes. We will be making those updates in the near future, and will let you know when they have been completed.

	Wage Type
	Wage Type Text
	Action
	Prior Sub Object / Sub-Sub Object

Codes
	Prior Sub Object Text
	-NEW- Sub Object / Sub-Sub Object

Codes
	New Sub Object Text
	Pay Date Effective

	1137
	Uniform Fit
	Change Sub Object
	EA
	SUPPLIES & MATERIALS
	EZ
	OTHER GOODS & SRVS
	7/25/2009

	1138
	Uniform Maintain $13
	Change Sub Object
	ER
	OTHER PURCHASES SURVICES
	EZ
	OTHER GOODS & SRVS
	7/25/2009

	1142
	Commute incentive $35
	Change Sub Object and Sub-sub Object
	ER
	OTHER PURCHASES SURVICES
	BE SW21
	ALLOWANCES: COMMUTE TRIP REDUCTION
	7/25/2009

	1145
	Commute incentive
	Change Sub Object
	ER
	OTHER PURCHASES SURVICES
	EZ
	OTHER GOODS & SRVS
	7/25/2009

	1159
	Transit pass Cashout(CRT)
	Change Sub Object and Sub-sub Object
	BE SW21
	ALLOWANCES COMMUTE TRIP REDUCTION
	EZ
	OTHER GOODS & SRVS
	7/25/2009

	1162
	Uniform allow $350
	Change Sub Object
	EA
	SUPPLIES & MATERIALS
	BE
	ALLOWANCES
	7/25/2009

	1163
	Uniform Maintenance $20
	Change Sub Object
	ER
	OTHER PURCHASES SURVICES
	EZ
	OTHER GOODS & SRVS
	7/25/2009


These updates are approved by OFM.

No agency action is required.

For more information, visit SAAM Section 75.70 at http://ofm.wa.gov/policy/75.70.htm.

Questions: Contact OFM Statewide Accounting: 
· Steve Nielson (360) 725-0226 steve.nielson@ofm.wa.gov 

· Steven Ketelsen (360) 725-0222 steven.ketelsen@ofm.wa.gov 

PPA Meeting Agenda July 29 – 07/28/09

DOP Information Systems Communication – 07/28/09
What?
PPA Meeting July 29, 2009


9:00 a.m. to noon

OB-2 Auditorium
Who?

HRMS HR and Payroll Offices
Why?
Agenda
When?
Distribute immediately

Message:
The July 29 PPA Meeting Agenda has been published on the Personnel/Payroll Association page on the DOP Website. The PPA is asking attendees to print and bring one handout for this meeting.
The PPA meeting is from 9:00 a.m. to noon Wednesday in the OB-2 Auditorium. There will be topics of interest to both HR and payroll staff.

When we sent the communication about the June PPA Meeting, we included the following message. 

Note: beginning in July, we will be asking attendees to print out and bring their own copies of some of the presentation materials in order to save time and paper. We will send the Agenda out several days prior to the July 29 meeting, including links to the presentation materials you’ll need to copy. We will continue to provide copies of the “main” PowerPoint, as well as any vendor presentations. Thank you for your cooperation.

For the July 29 meeting, we are asking that you print one of the handouts, if you wish, and bring it to the meeting (the other handouts will be available at the meeting). We realize this is short notice and hope you will be able to print this short PowerPoint. We are trying to have the handouts available for printing sooner, but in a “volunteer” organization, it is sometimes difficult to get all tasks completed earlier. Please print and bring the Dependent Verification handout.
Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Security Administration Handbook Has Been Updated – 07/24/09

DOP Information Systems Communication 07/24/09

What?
Security Administration Handbook Has Been Updated
Who?

HRMS Auth and User Administrators
Why?
New procedures and a review of the handbook
When?
Distribute immediately
Message:
The Security Administration Handbook has been updated with new important information and new procedures for Security Administrators. This handbook provides step-by-step instructions for agency security administrators for maintaining user ID accounts in HRMS.

A summary of the major changes to the handbook is available on the DOP Security web page.

The new Security Administration Handbook is located at: http://www.dop.wa.gov/payroll/HRMS/HRMSSupport/Pages/Security.aspx
Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Affirmative Action By Job Group Report – 08/07/09

DOP Information Systems Communication – 08/07/09

What?
- New Affirmative Action by Job Group Report Added to Business Intelligence on HRMS Portal

- Report Descriptions Added to Existing Affirmative Action Reports

- Special Disabled Veteran Fields in HRMS
Who?

HRMS HR Offices

Why? 
Give agencies the ability to perform additional affirmative action analysis
When?
Distribute immediately

Message:
A new affirmative action (AA) custom report has been added to the Business Intelligence (BI) on the HRMS Portal for AA reporting purposes. Also see information below on Job Groups, and Special Disabled Veteran codes in HRMS.
The new report has been added to the BI Reports ( Personnel Administration ( Affirmative Action. The following AA reports are now available:

· - New- Affirmative Action by Job Group – developed specifically for agencies to run reports on job groups for additional affirmative action analysis required for affirmative action planning
· Affirmative Action Flexible Reporting - developed to give agencies the flexibility to “slice and dice” affirmative action data in many different ways.
· Workforce Distribution for Affirmative Action – developed specifically for agencies completing their state Affirmative Action plans.
A brief description of each report has been added to the beginning of all three Affirmative Action reports, as well as a description of how race/ethnicity is pulled into the reports.

If your agency has not established Job Groups in Organizational Management, the AA reports will not capture pertinent information. For help in creating Job Groups, see the OLQR User Procedure the Job to Job Group Relationship – Create.
Continue to use the Special Disabled Veteran field in HRMS for disabled veteran employees. If employees are coded as Disabled Veteran in HRMS, they will not be counted. The reports pull only from the Special Disabled Veteran field.
Questions? Contact:
DOP Service Center: (360) 664-6400

Email Contact: HelpDesk@DOP.WA.GOV
UPDATE: IT 0207 Residence Tax Area – Payroll Redlines 07/22/09

UPDATE: Infotype 0207 Residence Tax Area - 07/22/09

The security update for the Personnel Administration Processor role has now been completed to allow Write (update) access. IT0207 Residence Tax Area will be dynamically created when the Personnel Administration Processor saves IT0000 Actions during a hire or rehire action.

Thank you for your efforts in correcting any Pay Period 14 redlines resulting from this issue, and avoiding lockouts. 

Note: this update was completed in HRMS at 3:20 p.m. on Tuesday, July 21 - if you hired or rehired an employee yesterday (July 21) prior to 3:20 p.m., the Personnel Administration Processor (or the Payroll Processor) will need to manually create IT0207 using PA30 for that employee(s).
Infotype 0207 Residence Tax Area – Payroll Redlines 07/17/09

DOP Information Systems Communication – 07/17/09

What?
Infotype 0207 Residence Tax Area – Payroll Redlines
Who?
HRMS HR and Payroll offices

Why?
IT0207 causing redlines on hire and rehire actions

When?
Distribute immediately

Message:
DOP updated security for the Personnel Administration Processor role to provide Read (view) access only on July 9, 2009. Due to dynamic action, this caused a number of payroll redlines for the current payroll process (Pay Period 14). Agency action is required on hire and rehire actions.  Review the July 10, 2009 HRMS Communication: New Reports in HRMS.
When the Personnel Administration Processor saves IT0000 Actions during a hire or rehire action, IT0207 Residence Tax Area is created dynamically (behind the scenes). Removing Write (update) access from the Personnel Administration Processor role for IT0207 caused payroll redlines with the message “Infotype 0207: W-4 for federal tax authority is missing.”
We are working on restoring the Write (update) access to the Personnel Administration Processor role as soon as possible. In the meantime, the Payroll Processor will need to manually create IT0207 using PA30 for those employees who were hired or rehired for Pay Period 14 forward, until we have resolved the problem. Please make sure this is completed today (Day 3) to avoid lockouts.

We apologize for any inconvenience, and will let you know when we have added Write (update) access back to the Personnel Administration Processor role.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
DRS July 1, 2009 Rate Changes Updated on IT0169 Savings Plan 07/10/09

DOP Information Systems Communication – 07/10/09
What?
DRS July 1, 2009 Rate Changes Updated on IT0169 Savings Plan


DRS Transmittal Edit Messages Report – Error / Warning Messages
Who?

HRMS HR and Payroll Offices
Why?
IT0169 updated for employees impacted by the July 1, 2009 DRS rate changes

When?
Distribute immediately

Message:
DOP has completed a Change Request in HRMS for the July 1, 2009 DRS (Department of Retirement System) rate changes. Note: You may receive error / warning messages on the July 10, 2009 DRS Transmittal Edit Messages report.

We have updated Infotype (IT) 0169 Savings Plans for the following plans, effective July 1, 2009:

· PERS (Public Employees’ Retirement System) Plan 2

· PSERS (Public Safety Employees’ Retirement System) Plan 2

· LEOFF (Law Enforcement Officers’ and Fire Fighters’ Retirement System) Plan 2

· WSPRS (Washington State Patrol Retirement System) Plans 1 and 2

Note: When the new IT0169 records were created, an end date of 06/30/09 for the previous record was inadvertently sent to DRS. DOP and DRS are working together to correct the records. DRS will remove the end date sent for active employees. As a result, you may receive a larger than normal DRS Transmittal Edit Messages report. 

The error / warning message for these employees is:

“There were no dates reported therefore this information is not necessary.”

You do not need to do anything for those employees with the above error / warning message. However, please review all other error / warning messages and take any necessary action as usual.

You may access the new rates on the DRS website:

http://www.drs.wa.gov/
Contribution Rates Chart
Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Shared Leave Donation Process – 07/20/09

DOP Information Systems Communication – 07/20/09

What?
Shared Leave Donation– Excess Vacation Accrual (EVA)
Who?
HRMS HR and Payroll offices

Why?
Shared Leave Donation – EVA process has been corrected 
When?
Distribute immediately

Message:
DOP has completed a Change Request in HRMS to correct how Shared Leave Donations of Quota Type 40 Excess Vacation Accrual are processed. Agency action may be required – please review this communication carefully.
As a result of system upgrades, when shared leave donation records were entered on Infotype 0613 Absence Donation Administration US, the automated generated Infotype 0416 Time Quota Compensation record sometimes incorrectly processed the deduction from the oldest dated Quota Type 40, if present, including expired Quota Type 40. This has now been resolved, but existing records that were created between December 2006 and June 2009 (some of which are the result of retroactive actions) need to be corrected. See an example of an incorrect record: Shared Leave Donation Example.
Correcting these errors will require expertise and the ability to redistribute the donated leave to the appropriate available quota. DOP will correct the inconsistencies for you, but we ask that you request an Incident through the DOP Help Desk granting us permission to update your records. Please review the Shared Leave Donation spreadsheet. Click on the + to the left of your Personnel Area to review the specific data for your agency. If you want us to make the corrections, e-mail or call the DOP Help Desk – you can request one Incident for all records for your agency. Please include your Personnel Area when requesting the Incident.

After you have requested an Incident, HRMS Functional Team members will contact you by phone or e-mail to review each affected record before taking any corrective action and to discuss any impacts. Due to the volume, we ask for your patience. We will respond to these requests in the order received.

Note: The spreadsheet includes some employees who are currently in Withdrawn status. These are indicated by a Comment (hover over the cells with the red triangle in the upper right corner to see the Comment). Withdrawn employees are shown under the last employing agency, although the record may have been created at a previous agency.

[image: image20.png]123456  |withdrawn





Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
BI Layoff Activity Rpts; Location Chg for Baseline for Layoff Seniority Calculations Rpt – 07/14/09
DOP Information Systems Communication – 07/14/09

What?
New Business Intelligence (BI) layoff activity reports now available on the HRMS Portal


Location change for the Baseline for Layoff Seniority Calculations Report
Who?
HR and Payroll Offices / BI End Users and BI Power Users

Why?
Inform agencies of new reports and location change of existing report
When?
Distribute immediately

Message:
Two new BI layoff reports to monitor layoff activity are available on the HRMS Portal. In addition, the Baseline for Layoff Seniority Calculations report has been moved to a new location on the HRMS Portal.

The new reports available from the HRMS portal under BI Reports > Layoff Data are:

· Layoff Activity Report - allows agencies to view layoff activities by action reason for their own agency or statewide
· LWOP Reduction In Force Activity Report - allows agencies to view LWOP Reduction in Force time taken for their own agency or statewide

Both reports provide statistics by Personnel Area and month/year when first run. Additional fields such as Duty Station County and Organizational Unit are available as Free Characteristics (optional fields) in the report for further analysis. For more information on BI report navigation, refer to the BI Self-Paced Learning Materials located on the Business Intelligence Training website.
Definitions for layoff-related Action Reason codes are available on the new HRMS Data Definitions Project page on the DOP On-Line Quick Reference.

The Baseline for Layoff Seniority Calculations report has been moved from the BI Reports > Personnel Administration folder to the BI Reports > Layoff Data folder to keep all layoff resources in one location.
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Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
DRS July 1, 2009 Rate Changes Updated on IT0169 Savings Plan 07/10/09

DOP Information Systems Communication – 07/10/09
What?
DRS July 1, 2009 Rate Changes Updated on IT0169 Savings Plan

Who?

HRMS HR and Payroll Offices
Why?
IT0169 updated for employees impacted by the July 1, 2009 DRS rate changes
Message:
DOP has completed a Change Request in HRMS for the July 1, 2009 Department of Retirement System rate changes. 

We have updated the Employer (ER) and Employee (EE) rate tables on Infotype 0169 Savings Plans for Plan 2 PERS, PSERS, and WSPRS rates. The rate changes will be effective for Pay Period 14 (July 1-15) for the July 24 pay date.

We will send you another communication when we have completed the September 1, 2009 rate changes for Plan 2 TRS and SERS.

You may access the new rates on the DRS website:

http://www.drs.wa.gov/
Contribution Rates Chart
Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
New Reports in HRMS 07/10/09

DOP Information Systems Communication – 07/10/09

What?
New Reports In HRMS


Security Access Updates

Who?

HRMS HR and Payroll Offices

Why?
New reports available in HRMS; security updates applied
When?
Distribute immediately

Message:
DOP has completed a Change Request in HRMS to add five new reports, and to adjust the security access for three Infotypes. The HRMS Role Definition Handbook – Decentralized has been updated for the items in this communication (only).

The new reports are shown below. Please click on the links in the Report Name column to view instructions for running these reports; more formal procedures will be created and published to the OLQR (On-Line Quick Reference) soon.

	Report Name:
	Transaction:
	Use This Report To:
	Role:

	List Employees Related by Reference Personnel Number
	ZHR_RPTPYU38
	· Identify concurrent employees in your Personnel Area on a specific reference date.

· Identify DRS out-of-balance issues
	Personnel Administration Processor

Personnel Administration Inquirer

Personnel Administration Supervisor

	Employee Basic Pay IT 8 History Report
	ZHR_RPTPAIT08
	· Review employee current basic pay

· Review basic pay for a specific timeframe

· Review history of all updates to an EE’s basic pay
	Personnel Administration Processor

Personnel Administration Inquirer

Personnel Administration Supervisor

	Existing Positions Report
	S_AHR_61016502
	· Display all positions for your agency
	Personnel Administration Processor

Personnel Administration Inquirer

Personnel Administration Supervisor

	Vacant Positions Report
	S_AHR_61016509
	· Find vacant position within an org unit
	Personnel Administration Processor

Personnel Administration Inquirer

Personnel Administration Supervisor

	Existing Organizational Units
	S_AHR_61016491
	· Find existing org units in your agency
	Personnel Administration Processor

Personnel Administration Inquirer

Personnel Administration Supervisor


Additionally, HRMS security has been adjusted / established for Read (view) access only for the following Roles on these Infotypes / Transactions:

	Infotype
	Transaction
	Role

	Infotype 0234 Add. Withh. Info. US
	PA20

PA30
	Personnel Administration Processor

	Infotype 0207 Residence Tax Area
	PA20

PA30
	Personnel Administration Processor

	Infotype 1001 Relationships

· Object Type 04 Management Type

· Object Type 05 Market Segment
	PO13D
	Personnel Administration Processor

Personnel Administration Inquirer

Personnel Administration Supervisor


Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
HRMS Data Cleanup – EE Group, Contract, Contract Type, Pay Scale/Pay Grade Area – 07/09/09

DOP Information Systems Communication – 07/09/09

What?
HRMS Data Cleanup – Employee Group, Contract, Contract Type, Pay Scale/Pay Grade Area
Who?
HR and Payroll offices

Why?
Ensure HRMS data consistency and accuracy

When?
Distribute immediately

Message: 

HRMS Data Cleanup

The HRMS Data Definitions Project Team asks agencies to identify and correct improper entries in the following HRMS fields for the 1st phase of the HRMS Data Definitions Project (for information on the HRMS Data Definitions Project, see the July 6, 2009 HRMS Data Definitions Project communication).
· Employee Group (position status)

· Contract (appointment status)

· Contract Type (permanent state status)

· Pay Scale Area / Pay Grade Area (such as Standard Progression, WMS, Legislative, etc)

To help agencies identify improper entries, the HRMS Data Definitions Project Team has put together tools to assist in HRMS data cleanup efforts:
· HRMS Agency Cleanup – Employee Group, Contract, Contract Type, Pay Scale Area – MS Excel file that includes all employees in the agency and pertinent information such as Org Unit, Job, Position, Employee Group, Contract, Contract Type, Pay Grade Area/Pay Scale Area. Use this document to identify improperly coded individuals. Click on the + to the left of your Personnel Area to view the information for your agency.

The following resources are available on the new HRMS Data Definitions page on the DOP OLQR (On-Line Quick Reference):

· Common HRMS Data Entry Issues - Employee Group, Contract, Contract Type, Pay Scale Area – List of common data entry errors found in HRMS for Phase 1 of the HRMS cleanup activities.  

· Employee Group Definitions – Employee Group (position status) options with definitions and examples.

· Contract Definitions – Contract (appointment status) options with definitions and examples.

· Contract Type Definitions – Contract Type (permanent state status) options with definitions and examples.

· Pay Scale Area Definitions – Pay Scale Area/Pay Grade Area options with definitions.

Please correct improper entries in HRMS.
IMPORTANT: DO NOT MAKE RETROACTIVE CHANGES. Use Copy action and use the current date as the effective date when making corrections. Retroactive changes will trigger payroll runs for each payroll from the time the updates were made.

Deadline
All phase 1 HRMS Data Definitions Project cleanup activities to be complete by August 31, 2009 - no later than September 30, 2009.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
HRMS Data Definitions Project 07/06/09

DOP Information Systems Communication – 07/06/09

What?
HRMS Data Definitions Project
Who?
HRMS HR and Payroll Offices

Why?
Help to ensure HRMS data is consistent, accurate, and complete across all agencies for reporting purposes.
When?
Distribute immediately

Message:
DOP has launched the HRMS Data Definitions Project to provide you with standard definitions of HRMS field names and dropdown list options and begin HRMS data cleanup activities going forward.

The purpose of the Data Definitions Project is to:
· Define HRMS data fields and define dropdown options where applicable

· Identify erroneous data entry/coding practices

· Work with agencies to begin cleanup efforts in HRMS

DOP has formed a team of DOP and agency representatives to serve on the HRMS Data Definitions Project team. The ultimate outcome of this project is to ensure HRMS data is consistent, accurate, and complete across agencies for agency-specific or statewide reporting purposes.

Due to the large number of HRMS data fields, the HRMS Data Definition Project will be conducted in phases. The first phase of HRMS definitions will relate to:
· Employee Group (position status)

· Contract (appointment status)

· Contract Type (state status)

· Pay Grade Area / Pay Scale Area (such as Standard Progression, WMS, Legislative, etc.)

These fields were selected for the first phase of activities because they are used regularly to identify specific groups of employees (permanent vs. non-permanent, appointed vs. elected, etc.) for reporting purposes.

A communication will soon be sent to agencies providing a link to definitions for the first phase of HRMS Data Definitions listed above. With that communication, we will provide a file agencies can use to review current coding practices and identify erroneous data entered for their own agency.
Once agencies have identified erroneous HRMS data, we will request these errors are fixed going forward, rather than retroactively (retroactive changes may trigger payroll runs for each payroll from the time the update was made).

Thank you for your participation.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
HRMS Decentralized Role Definition Handbook Has Been Updated – 07/02/09

DOP Information Systems Communication
 
What?
HRMS Decentralized Role Definition Handbook Has Been Updated
 
Who?

HRMS Agency Security Administrators, HR and Payroll Offices
 
Why?
Inform agencies of updates made to the Role Definition Handbook
 
When?
Distribute immediately
 

Message:
DOP made a quick review of the Decentralized roles and updated the Decentralized Role Definition Handbook. The updates were only made for known issues, and recent role changes. All of the updates are marked in RED.

DOP will be reviewing the roles in more detail in the near future and will update the handbook accordingly in conjunction with any new changes to the roles themselves.

The Decentralized Role Definition Handbook can be found at the following link: http://www.dop.wa.gov/payroll/HRMS/HRMSSupport/Pages/Security.aspx
 
Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Wage Type 4101 Bond Purchase Correction Delimited – 07/01/09

DOP Information Systems Communication – 07/01/09

What?
Wage Type 4101 Bond Purchase Correction Delimited
Who?
HRMS HR and Payroll offices

Why?
Wage Type has been delimited

When?
Distribute immediately

Message:
DOP has completed a Change Request in HRMS to delimit Wage Type (WT) 4101 Bond Purchase Correction, effective 06/16/2009.
WT4101 was created to correct savings bonds reserve balances that did not convert from PAY1 correctly when HRMS went live in 2006, and is no longer necessary. Some agencies have been using this wage type, with the intention of adjusting the employee’s savings bond reserve balance. WT4101 takes the (positive) dollar amount entered from the employee and deposits it to the agency’s savings bond GL (general ledger) 5188. WT4101 does not adjust the employee’s reserve balance. 

If you need to adjust an employee’s savings bond reserve balance (such as when an employee requests a change to their Bond denomination amount or their Bond deduction amt. that results in a continuous reserve balance), you could end date the current bond record, and create a new record. The reserve balance would be automatically refunded to the employee by the system.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Wage Type 2653 Puget Sound CU – 07/01/09

DOP Information Systems Communication – 07/01/09

What?
Wage Type 2653 Puget Sound CU
Who?
HRMS HR and Payroll offices

Why?
Name has changed from E.M.E. Credit Union to Puget Sound CU 
When?
Distribute immediately

Message:
DOP has completed a Change Request in HRMS to change the title of Wage Type 2653 from E.M.E. CREDIT UNION to Puget Sound CU. This change was at the request of the vendor, and is effective July 1, 2009.
This communication is informational only for those agencies that have employees using WT 2653. You may wish to let your employees who use this wage type know that the name has changed.

Note: the OFM statewide vendor number has also changed to SWV43978-00 (formerly SWV21632-00).

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