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December 2011 Final Release – 1/4/2012

DES Information Systems Communication – 1/4/2012
What?            Final HRMS December 2011 Release 
Who?             HRMS HR and Payroll Offices
Why?             Final list of Change Requests implemented in HRMS
When?           Distribute immediately
Message:      DES has completed the December 27 Release. This represents a total of 21 Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. 
                                                                                                           

Most of the CRs were internal (did not affect agency business processes), but were necessary to update various system functions or improve payroll processing.  Also, one more agency elected “no print” of Earnings and Deductions Statements, effective with the December 10 pay date.
Click here for the December Release and additional information:  December 27, 2011:  Final HRMS Release.  Click on the links to review the HRMS Communications for changes that may impact your agency (or just scroll down through the Release document).

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

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

Email Contact: servicecenter@dop.wa.gov
Social Security employee rate reduction extended --12/29/2011
DES Information Systems Communication – 12/29/11

What?            Social Security employee rate reduction extended 
Who?             HRMS HR and Payroll Offices
Why?             Update payroll staff effect of this legislation 
When?           Distribute immediately

Message:  Federal Payroll Tax Relief legislation has been extended to 02/29/2012. This means:
· The employee tax rate for Social Security stays at 4.2 percent 

· The employer rate remains at 6.2 percent

· The Social Security wage base limit for 2012 changes to $110,100.00

Notice:  Because of the delay in enacting the reduction extension, the updated HRMS Tax Table that was loaded earlier this week increased the employee Social Security rate to 6.2 percent. The table is scheduled to be changed back to the 4.2 percent employee Social Security rate by January 4th 2012 (day 3 payroll processing).  We will send out a ZAlert when the change is implemented.  Be aware, any employee payroll calculation run Dec 27th until the change is implemented will reflect the 6.2 percent rate for employees.

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

Email Contact: servicecenter@dop.wa.gov
Employee Overpayments – 2011 Tax Adjustments – 12/29/2011
DES Information Systems Communication – 12/29/11

What?          Employee Overpayments – 2011 Tax Adjustments
Who?           HRMS Payroll Offices
Why?           Required adjustments to master data for employees with gross overpayments crossing calendar years
When?         Distribute immediately
Message:     You are no longer able to adjust 2011 taxes through the payroll process in HRMS. Master data changes will need to be made to employees who continue repayment in 2012 for overpayments that occurred in 2011 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.
Use the following procedure to make the necessary adjustments for active repayment plans that started in 2011 and continue in 2012 (for gross overpayments that employees are paying back to agencies).

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

2. On the Display payroll results table PC_PAYRESULT, locate each employee’s December 23 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 12/15/2011. 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 2012.

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 12/16/11 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 01/2012 (transaction PC_M10_CALC_SIMU). 

7. Review the results table from this pay simulation for period 24/2011 and verify that there is a WT3223 deduction, a WT3225 repay total, but no WT3224 balance. This will verify that the WT3223/3224 has been properly ended. A remaining WT3224 balance will cause problems if future overpayment recoveries are attempted, so you should contact the DOP Service Center for assistance if one remains. 

8. Review the results table from period 1/2012 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 > Payroll > Related Topics> Garnishments & Overpayments > Salary Overpayments > http://www.ofm.wa.gov/resources/payroll/garnish_and_overpymts.asp 

New Consumer-Directed health plans, and changes for reporting dental coverage -- 12/28/2011

DES Information Systems Communication – 12/28/11

What?          New Consumer-Directed health plans, and changes for reporting dental coverage
Who?           HRMS HR and Payroll Offices
Why?           Provide information about how HRMS will process new coverage options
When?         Distribute immediately
Message:  The Health Care Authority is offering new coverage options that include Health Savings Accounts (HSAs) for employees.  In addition, four new dependent codes for dental coverage have been created for non-domestic partners.
Consumer Directed Health Plans and Health Savings Accounts
In 2012, the Health Care Authority (HCA) is offering three new Consumer Directed Health Plans (CDHPs) to employees.
GHCD - Group Health CDHP
KACD - Kaiser CDHP

UMCD - Uniform CDHP

When an employee enrolls in a CDHP, a Health Savings Account (HSA) record is automatically created on IT0169 with a zero amount.  For 2012 open enrollment, these records will be created on 1/3/2012.  The HSA plan is based on the employee’s dependent coverage as follows:

· HSAF - for employees enrolled in a CDHP plan with family coverage.

· HSAS - for employees enrolled in a CDHP plan with self only coverage.

Employee contributions to their HSA account are voluntary. If an employee elects to contribute, agencies will use PA30, Maintain Master Data, to update the per pay period contribution amount on the HSA record.  No action is needed if the employee chooses not to contribute to their HSA.

Attachment:  Please review the attached CDHP Fact Sheet, Consumer Directed Health Plans and Health Savings Accounts in HRMS, for important details.

New dependent coverage codes for non-domestic partnership dental plans

As with medical, the Employer Sponsored Health Care Cost (ESHCC) for dental is based on the Dependent Coverage. Therefore, four new Dependent Coverage codes have been created for non-domestic partnership dependent coverage.  Formerly, all non-domestic partnership dental plans were coded DEN0.  Beginning in January 2012, HCA will provide one of the following non-domestic partnership dental plan dependent coverage codes:

· DNT1 – Dental Employee

· DNT2 – Dental Employee + Spouse 

· DNT3 – Dental Employee + Children

· DNT4 – Dental Employee + Family

No agency action is required for these new non-domestic partnership dental dependent coverage codes.

The domestic partnership dependent coverage codes will remain the same (DEN1-4) and the agency manual adjustments to correctly code the medical and dental Dependent Coverage in HRMS is still needed.

Employer sponsored health care cost will be reported on Form W2
Beginning with the 2012 Tax Year, ESHCC will be reported on employee Form W2. The ESHCC for medical and dental coverage will be provided by the Health Care Authority (HCA) and will be displayed in HRMS on IT0167 in the Provider Cost field. This field was formerly the sum of the Employee Cost, Additional Post Tax, and Employer Credit amounts. 
Questions? Contact:
Service Center: (360) 664-6400, 

Email Contact: servicecenter@dop.wa.gov
Annual Sick Leave Buyout Processing Information and Reports – 12/23/2011
DES Information Systems Communication – 12/23/11

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

A second test will be run after 6:00 p.m. on Friday, January 6, 2012 with spool reports available the next morning. This provides a second opportunity to review results. Final processing begins after 6:00 p.m. on Thursday, January 12, 2012.

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

· Total Sick Leave Hour Adjustments for 2011

· Total Donated Sick Lv Hrs Returned in 2011

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

Quota adjustments and donated sick leave
· IT2013 Quota corrections are regarded as adjustments to sick leave earned and will affect what is reported as sick leave earned on the Sick Leave Buyout reports and statements. Sick leave earned hours are used to determine buyout eligibility and the amount of payment. Quota corrections, like other types of records in HRMS, are date effective. If the quota correction is dated for 2011, it will be included in what is reported as sick leave earned for 2011.

Quota corrections that are effective dated in 2011, but are actually intended to correct prior year sick leave earned hours or balances, will incorrectly be reported as sick leave earned for 2011. 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 2011.

· IT0416 Quota Compensation records with “Do Not Account” box checked that were not created using the shared leave transfers (IT0613) could be either donations to another agency, or adjustments to reduce sick leave quota balances. These records will reduce the reported hours for Sick Leave earned for the year that it is effective dated. You will need to determine whether they should reduce the reported hours for Sick Leave earned on the Buyout reports for 2011. If these records are adjustments for a prior year accruals or are donations to an employee in another agency, you will need to determine how these records should be reported and ensure that these are reported correctly on the Sick Leave Buyout statement. A sample Sick Leave Buyout Statement form is included for your convenience.

· Sick leave donations that are dated in 2011 are reported as Sick Leave used on the Buyout reports for 2011. Sick leave hours that are returned to the donor with an effective date in 2011 will reduce what is reported as sick leave used.  Returned Sick leave hours that are effective dated for 2011 but are being returned from a prior year donation will erroneously reduce the number of hours that are reported as sick leave used for 2011 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:
DES Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
2012 Tax Changes and W-2 mailing costs – 12/22/2011

DES Information Systems Communication – 12/22/2011
What?            2012 Tax-Related Changes and W-2 mailing costs from Consolidated Mail Services (CMS)

Who?             HRMS HR and Payroll Offices
Why?             2012 Tax Related Changes and W-2 mailing costs
When?           Distribute immediately

Message: Information relating to changes to processing payroll taxes              

2012 tax changes from Social Security, the Internal Revenue Service (IRS) and WA State’s Employment Security, and Labor and Industries.
· As of today the 2011 Federal Payroll Tax Relief legislation will expire on December 31, 2011. Please refer to the HRMS Year End Home Page for the most current updates as this situation evolves.  If the legislation expires:
· The employee tax rate for Social Security returns to 6.2% 

· The employer rate remains at 6.2% 

· The Social Security wage base limit for 2012 changes to $110,100.00

· Updates to withholding tax table will be applied Tuesday, December 27, 2011.

· The state unemployment maximum wage base is $38,200.00. 

· 2012 Medical Aid and Industrial Insurance rate changes will be in HRMS on January 12, 2012 for the January 25, 2012 pay date.
W2 form will look different this year.  This year’s form will be divided into 4 quadrants, each contains identical information.  This will provide the employee with additional copies that can be used for filing taxes in other states, or for financial purposes. 
Distribution of state agency 2011 Form W-2 and the 1099R Wage and Tax Statements 

· The 2011 cost to process is $0.523 per piece which 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.  Questions can be directed to CMS.

· DES Consolidated Mail Services will mail statements directly to employees by January 31, 2012.

· CMS contact information:

Diane Wilkinson (diane.wilkinson@des.wa.gov ), (360) 664-9506
Jim Bradley (james.bradley@des.wa.gov), (360) 664-9507

John Conley (john.conley@des.wa.gov), (360) 664-9618

Reminders:

· Access the Year End webpage for the most current information related to yearend processing and changes. Year End Home Page
· Manual adjustments for other state taxes can be created in Tax Reporter module using transaction PU19.  The Procedure is available on the Year End web page. The deadline date for these adjustments is noon, Monday, January 9, 2012. Note: This new process eliminates the need for agencies to pull W-2’s to add other state income taxes.
· State employees who work for agencies that merged in the last year will receive two W-2’s for 2011.
Resources:

Year End Home Page
2012 Early Release of Withholding Tax tables 

2012 Year End Schedule 

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

Email Contact: servicecenter@dop.wa.gov
Yellow warning message “Inconsistency in T750x for position XXXXXXXX.” – 12/22/2011

DES Information Systems Communication – 12/22/11

What?          Yellow warning message “Inconsistency in T750x for position XXXXXXXX.” 
Who?           HRMS HR and Payroll Offices
Why?            Master Data discrepancies are happening in HRMS when users do not click the Enter button [image: image1.jpg]


 or Enter key on the keyboard when they receive the Yellow warning message “Inconsistency in T750x for position XXXXXXXX.”

When?          Distribute immediately

Message:  Since September, agencies have received the yellow warning message “Inconsistency in T750x for position XXXXXXXX.” when performing Personnel Actions or Organizational Management Updates. 

T750x is a table in HRMS. The warning message pops up when a position reports to another position, or there is a change in the org structure, and the table does not adjust the new data to the lower level positions .

If you receive this message, click the “Enter button [image: image2.jpg]


” or hit the Enter key to acknowledge this message.  The Personnel Action or Organizational Management update will continue and the position to person relationships will update as expected.

If you select the back exit, or cancel button when you see the warning message: [image: image3.jpg]cae




· During the separation action the position’s relationship with the employee is not delimited during the action and the employee’s position number is not changed to 99999999.

· During appointment change actions within an agency, when the Back, Exit, or Cancel buttons are selected – An “Exit current screen” pop-up box will display the message – “Data will be lost. Do you still want to exit the current screen?

[image: image4.jpg]Data wil be lost.
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If No is selected– the action will continue but the former position to person relationship is not delimited and the new position to person relationship may not be there. However there will be a new Organizational Assignment infotype 0001 that displays the new position number.  The position relationships will need to be manually corrected.

If Yes is selected- the action will be canceled. The user will be returned to the Personal Action PA40 screen to restart the action and update the position relationships properly.

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

Email Contact: servicecenter@dop.wa.gov
Employee Employment and Training Histories – 12/20/2011
DES Information Systems Communication – 12/20/11

What?          Employee Employment and Training Histories 

Who?           HRMS HR and Payroll Offices
Why?           Providing Social Security Numbers
When?         Distribute immediately

Message:     Effective today, Agencies requesting employment or training histories for the entire agency  will need to provide Social Security numbers 
Agencies already supply Social Security numbers when requesting individual employment or training histories.  In the past when an agency needed employee and or training histories for an entire agency, DES would run a report out of the PAY1 system to obtain the SSNs. Since PAY1 is not the system of record, this practice is no longer in effect. 

Questions? Contact:
DES Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Annual Sick Leave Buyout Processing Information – 12/14/2011
DES Information Systems Communication – 12/14/11

What?          Annual Sick Leave Buyout Processing Information
Who?           HRMS HR and Payroll Offices
Why?           Instructions for Buyout Reports
When?         Distribute immediately

Message:     If your agency maintains leave activity in HRMS, DES will process Annual Sick Leave Buyout reports and statements for sick leave earned/taken in 2011. Please review the information, instructions, and schedules below. 

NOTE:  This communication does not apply to agencies that do not maintain leave activity in HRMS:  Labor and Industries, Revenue, Liquor Control Board and Licensing.

We will provide two test runs for you to review and make corrections, and a final processing. The statements will be centrally printed and distributed, or you may pick them up.  This information is also available on the Year end Website.

Each test 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 2011 (Report007- Buyout Ineligible). 

You can access and save these spool file reports and sort or parse out as desired.

The final processing will include 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. 

The following information is added to the statements to further explain the sick leave buyout calculation.. 

NOTE: If you received a temporary salary reduction on or after July 1, 2011, your estimate is based on your salary including the temporary salary reduction. Because sick leave buyout is not affected by the temporary salary reduction, the actual payout will be calculated on your unreduced salary. 

Key Dates to Note:

	Dec 22 - 6PM:  
	DES will run Sick Leave Buyout reports – Test Run #1
Processing the reports for Report 681 and Report 007. These reports will be available for review next morning



	Jan 06 - 6PM:
	DES will run Sick Leave Buyout reports – Test Run # 2
Processing the reports for Report 681 and Report 007.  These reports will be available for review next morning.



	Jan 12 - 6PM:
	Final Processing: DES will process final reports for Report 681 and Report 007 and the Sick Leave Buyout statements.


	Jan 13:
	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 from employees are due at agency payroll offices.


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


Understanding the Sick leave Buyout process:

The information below outlines 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 are included in the Sick leave Buyout reports. 

· A change was made to sick leave buyout reports during the November 2011 release. The reports now read the accrual start date instead of start deduction date for December sick leave accrual to differentiate whether the December accrual should be/not be included as earned in the current year.

For example, the changes in employment status from salaried to hourly, or full time to part time during 2011 could cause an employee’s December of 2011 accrual to be effective on 01/01/2012. The sick leave buyout reports take the December 2011 sick leave accrual in the total sick leave earned for 2011 even it's effective on 01/01/2012. This is consistent with how sick leave earned was reported in the Pay1 system and the WAC for this provision.

· Quota corrections are generally reported as adjustments to quota accruals and are included in reported summary for sick leave accruals unless indicated otherwise with a specific formatted text note (See12/17/2009 Updating Prior Year Quota Corrections ).These instructions are also included in the OLQR for returning donated shared leave and creating quota corrections. If an employee has more hours reported as sick leave accrual on the Sick Leave Buyout reports than is allowed, it is likely due to quota corrections for a prior year.  Adding the text note as instructed will exclude these records from the accrual column on the report.

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 Eligible?

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?

3.1. Monthly accruals generated from the regular period time evaluation.

3.2. 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 2011 reporting year will affect what is reported as sick leave accrued for 2011.

(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 2011 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?

4.1. Sick Leave Absences with effective dates in 2011.

4.2. Donations to shared leave from Sick Leave that are effective dated in 2011 Sick leave donations create quota compensation records.

4.3. Donations returned from Shared leave to Sick Leave that are effective dated in 2011 are considered as returning sick leave that was donated in 2011 and will reduce the amount for sick leave used for 2011.  

Returned sick leave that is for a prior year donation should not adjust what is reported as sick leave used for 2011.

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 2011 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.)
4.4. All Time Quota compensation records (Infotype 0416) for sick leave that have an effective date in 2011.

Exception:

a. 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.
You can also identify which of the employees on the sick leave buyout reports have quota corrections or donated sick leave that is returned to the employee by running the ZHR_RPTTM084-Attendance system Change Report for these employees.  You should verify what is reported for “Adjustments” or “Returned” and then check the employee’s quota corrections dated for the buyout year to make sure that they are correctly reported for the buyout year.  If the quota corrections should not be considered in the buyout year, you will need to add the specified text note (see referenced communication above) to exclude these records.

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:
DES Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
SAP Support Stack Updates completed on schedule – 12/12/2011
HRMS Communication to Professional Users (Dec. 12, 2011) 

What?             SAP Support Stack updates to the Human Resource Management System (HRMS) – system were completed on schedule 

Who?                  HRMS HR and Payroll Offices, state employees
Why?                   Provide standard, periodic maintenance to HRMS

When?                Distribute immediately

Message:      The Department of Enterprise Services applied an SAP Support Stack to the Human Resource Management System (HRMS) over the weekend. This is a periodic maintenance procedure that required that the system be off line from Dec 9, at 12:00 noon until Dec 12 at 6:00 am. The maintenance was completed successfully and on schedule.

This maintenance outage was reported in advance to professional users via this listserv on Nov. 10.  State employees were notified via Payday FYI on November 23 and December 9.  

Thanks for your patience, and your support

Questions? Contact:
Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Final HRMS November Release – 12/01/2011
DES Information Systems Communication – 12/1/2011
What?            Final HRMS November Release 
Who?             HRMS HR and Payroll Offices
Why?             Final list of Change Requests implemented in HRMS
When?           Distribute immediately
Message:      DES has completed the November 22 Release. This represents a total of 23 Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. 
                                                                                                           

Most of the CRs were internal (did not affect agency business processes), but were necessary to update various system functions or improve payroll processing.  Also, one more agency elected “no print” of Earnings and Deductions Statements, effective with the December 10 pay date.
Click here for the November Release and additional information:  November 22, 2011:  Final HRMS Release.  Click on the links to review the HRMS Communications for changes that may impact your agency (or just scroll down through the Release document).

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

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

Email Contact: servicecenter@dop.wa.gov
  

Final HRMS October Release – 10/31/2011
DOP Information Systems Communication – 10/31/11

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 25 Release. This represents a total of 22 Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. 

Most of the CRs were internal (did not affect agency business processes), but were necessary to update various system functions or improve payroll processing.

Click here for the October Release and additional information:  October 25, 2011 Final HRMS Release.  Click on the links to review the HRMS Communications for changes that may impact your agency (or just scroll down through the Release document).

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

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

Email Contact: servicecenter@dop.wa.gov
Message sent to HRMS listserv is fraud attempt – 10/05/2011
DES Information Systems Communication – 10/05/11

What?         Message sent HRMS listserv at 8:47 a.m. is a fraud attempt
Who?             HRMS HR and Payroll Offices

Why?             Opening links could cause problems

When?           Please distribute immediately

Message:  A personal account on HRMS Listserv was compromised resulting in the distribution of a fraudulent email.  This situation has since been corrected.   Please carry out the action below.
Action Required:  Please notify your agency payroll, security, and HR staff about the following issue. 

Earlier today, the message below was distributed via the HRMS Listserv.  It is not an official communication and contains a dangerous link.  Do not open any of the links and delete the email from your email box.   DES security is investigating the source of this email.  If you have already opened the highlighted link, contact the Service Center for further information. 
Questions? Contact:
Service Center: (360) 664-6400

Email Contact: servicecenter@dop.wa.gov
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[image: image5.jpg]From: HRMS Communications [mailto: HRMSCOMMUNICATIONS@LISTSERV.WA.GOV] On Behalf Of information@NACHA.ORG
Sent: Wednesday, October 05, 2011 8:47 AM

To: HRMSCOMMUNICATIONS@LISTSERV.WA.GOV
Subject: ACH Payment Canceled

The ACH transaction (ID: 9250688975863),
recently initiated from your checking account (by you or any other person), was canceled by the other financial institution

Rejected transaction
Transaction ID: 8250633875563
Reason for rejection: See details in the report below

Transaction Report: teport 9250688975663.puf (self-extracting archive, Adobe PDF)

13450 Suniss Vatiey Drve, Sute 100 Hemdon, VA 20171 (703) 561-1100
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HRMS September Release – 09/30/2011 

DOP Information Systems Communication – 09/30/2011
What?
Final HRMS September Release 
Who?

HRMS HR and Payroll Offices
Why?
Final list of Change Requests implemented in HRMS
When?
Distribute immediately
Message:
DOP has completed the September 27 Release. This represents a total of 23 Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. We implemented an additional CR since the August Release on an exception schedule. Additionally, we implemented 9 CRs as part of the 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.

The 23 CRs for September include updating BI (Business Intelligence) and HRMS to  provide updates for reporting. We also added additional Time administrator codes, and added the new absence/wage type for TSR FMLA.
Some of the CRs were internal (did not affect agency business processes), but were necessary to update various system functions or improve payroll processing.  Also, two more agencies elected “no print” of Earnings and Deductions Statements, effective with the October 7th pay date.
Click here for the September Release and additional information:  September 27, 2011:  Final HRMS Release.  Click on the links to review the HRMS Communications for changes that may impact your agency (or just scroll down through the Release document).

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
  

HRMS Part-Time Employee Indicator – 09/30/11
DOP Information Systems Communication – 09/30/11

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

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

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

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

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

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


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



Reporting:

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

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

Email Contact: servicecenter@dop.wa.gov
Social Security Number (SSN) Verification Failure Report – 09/29/11  

DOP Information Systems Communication – 09/29/11
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 the process with the Social Security Administration that identifies employees who have been rejected from the Social Security Name and SSN Verification.  Agency action is required.  

This year, a new transaction has been created, ZHR_RPTPY033_SSN_VER, which will enable agencies to run the EVS Verification Failure Report themselves, rather than receiving a hardcopy from DOP.  

The procedure for running the report and resolving the SSN discrepancies can be accessed on the DOP Year End website.

Please execute the report and verify the information as soon as possible to ensure employees’ W-2’s will be correct. 
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Report Earnings by Position and Job Class Report – 09/30/11  

DOP Information Systems Communication – 09/30/11
What?
Report Earnings by Position and Job Class Report 

Who?

HRMS HR and Payroll Offices
Why?
Inform agencies of new report 
When?
Distribute immediately
Message:
DOP completed a Change Request in HRMS to implement a new report, ZHR_RPTPYU23 Report Earnings by Position and Job Class that displays hours and wages by employee, within a selected pay period, by position and job class (examples included below). 

Agency employees with any of the following roles will be able to run this report: 
· Payroll Processor or Inquirer

· Personnel Administration Processor or Inquirer 
Example No. 1 - Selection Screen
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Example No. 2 – Report Layout
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Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
New Absence and Wage Type for Temporary Salary Reduction Leave – 09/30/2011 

DOP Information Systems Communication – 09/30/2011
What?
New Absence and Wage Type for Temporary Salary Reduction Leave 
Who?

HRMS HR and Payroll Offices
Why?
New Absence and Wage Type for use by agencies in tracking TSR leave used towards FMLA 
When?
Distribute immediately
Message:
DOP has created a new absence and wage type to be used by agencies to track the use of paid Temporary Salary Reduction (TSR) leave while an employee is on leave designated as an absence under the Family Medical Leave Act (FMLA).   

New Code

· Absence Type:
9402 Temp Sal Reduc Lv - FMLA
· Wage Type:

1355 Temp Sal Reduc Lv - FMLA  

Currently, under the collective bargaining agreements agencies must count the use of TSR towards FMLA entitlement when the leave is used for a FMLA qualifying condition. For non-represented employees, agencies may start counting the use of TSR leave towards the FMLA leave entitlement effective October 24, 2011.
The new 1355 Temp Sal Reduc Lv – FMLA wage type has been included in the Wage Type Reporter PC00_M99_CWTR statewide variants titled SWV HRS PT 1 and SWV HRS PT 2 used to determine part time hours for seniority purposes.

We have updated the documentation below to include the new wage type:

Part-Time Hours for Seniority Purposes
Absence Types for Seniority
The Wage Type Reporter PC00_M99_CWTR statewide variants will reflect the new wage type after Payroll Day 1 of the October 25 payroll.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Validate Employees Eligible to Receive 3 Percent Reduction and TSR Leave – 09/23/2011 

DOP Information Systems Communication – 09/23/2011
What?
Validate Employees Eligible to receive 3 Percent Reduction and TSR Leave

Who?
HRMS HR and Payroll Offices
Why?
Employees missing date type 27 for TSR Leave Accrual 
When?
Distribute immediately
Message:
DOP has reviewed HRMS to determine employees (who are not exempted by statute) who do not have the new Date type 27 TSR LV Eligibility on Infotype 0041 Date Specifications date assigned. Agencies should review the attached Excel spreadsheet (Agency Validation EEs Missing TSR Date) to verify which of these employees are receiving the 3 percent salary reduction, and therefore should be eligible for TSR Leave. 

Action Required:  If you determine that an employee is eligible to receive the 3 percent reduction, add the Date type 27 TSR LV Eligibility date in HRMS.

See the User Procedure on the OLQR (On-Line Quick Reference) Date Specifications for updating IT0041. 

There are several employees listed in the attached spreadsheet without TSR dates. In our assessment these employees meet the criteria to receive the 3 percent reduction and need a TSR Leave Eligibility Date. We believe dates are missing most likely due to one of the following reasons:

· New Hires/Rehires – Entered into HRMS after June 21, 2011 will need to have date specification record created if employee is eligible for TSR leave.
· Other Employees – There are some employees that may have been inadvertently missed when DOP entered TSR dates. Agencies will need to manually enter the TSR leave eligibility date field in HRMS.

The HRMS Flexible Employee Data report (ZHR_RPTPAN02) is available on our website for your review to ensure future data integrity and accuracy. You can run this report to get a list of employees missing the TSR Leave Eligibility Date. 

Please remember to check eligibility for all new hires, employees who have appointment changes, or step increases to determine if they are entitled to receive the TSR leave. If an employee currently under the $2500 threshold ($14.37 for hourly) has a change in appointment that puts their salary above the $2500, the agency needs to manually enter the Date type 27 TSR LV Eligibility date on Infotype 0041 Date Specifications.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
2012 HRMS Payroll Calendars – 9/23/11

DOP Information Systems Communication – 9/23/11
What?
2012 HRMS Payroll Calendars
Who?

HRMS HR and Payroll Offices
Why?

Calendars have been published
When?
Distribute immediately
Message:
DOP has published the 2012 HRMS Payroll Calendars. 

The formula for creating the calendars is based on state paydays, state and federal holidays, payroll processing requirements, and electronic banking timelines. After establishing the calendar according to the formula, we make adjustments where possible for periods where payroll processing starts more than one day back into a previous pay period. We adjust the processing timetable forward by scheduling distribution of payroll documents to you on the same day you mail warrants and earnings statements to your employees.

After we make any preliminary adjustments, Personnel/Payroll Association (PPA) Executive Committee members review the DRAFT calendars and provide recommendations for additional changes, if any.
Thanks to everyone who helped with the calendar, and we will continue to involve agencies in HRMS planning activities.

The 2012 January-June and July-December HRMS Payroll Calendars are available on the Payroll Calendars & Schedules page on the DOP website. The 2012 Pay Periods Guide, which you may use as a reference to enter the appropriate pay period in HRMS for reports, is also available.  

Please note – The 2011 July-December HRMS Payroll Calendar was updated to reflect December 30 as Payroll Day 1and is also available on the DOP website.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
New and Improved Year End Web Page – 9/21/2011 

DOP Information Systems Communication – 9/21/2011
What?
New and Improved Year End Web Page
Who?

HRMS HR and Payroll Offices
Why?
DOP has updated and improved the Year End web page
When?
Distribute immediately
Message:
The Department of Personnel created a new web page last year to act as the primary data source for Year End updates and developments. We have improved the web page to assist you in navigating to the most updated information for Year End processing. We recommend you visit the site on a weekly basis to review the updates and keep apprised of new developments.  

The new web page is located at:
http://www.dop.wa.gov/payroll/HRMS/YearEnd/Pages/default.aspx
The pages include the following:

· Year End Home
· Year End 2011
· Year End Troubleshooting/Resources  
· Year End Related Links
· Year End Sick Leave Buyout

· Year End Social Security Verification

· Year End Archive
The DOP Service Center will be the first point of contact in assisting your organization with Year End 2011 and the HRMS Tax Reporter Year End processing.  

We look forward to supporting you and your organization through another successful Year End!

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
PPA Meeting September 22, 2011 – 09/20/11
DOP Information Systems Communication – 09/20/11

What?
PPA Meeting September 22, 2011


9:00 a.m. to noon


LNI Auditorium
Who?

HRMS HR and Payroll Offices

Why?
Agenda
When?
For immediate distribution

Message:
The next PPA meeting is Thursday, September 22 from 9:00 a.m. to noon in the Labor and Industries (LNI) Auditorium located at 7273 Linderson Way SW in Tumwater.
The PPA meeting information, including meeting dates, agenda and minutes, are available on Office of Financial Management’s website located at http://www.ofm.wa.gov/accounting/ppa.asp.

This month’s meeting agenda includes information related to Open Enrollment 2012.

See you Thursday at the PPA Meeting!

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

SAP Support Package Stack Updates to HRMS – 09/12/11  

DOP Information Systems Communication – 09/12/11
What?
SAP Support Package Stack Updates to HRMS
Who?

HRMS HR and Payroll Offices
Why?
Details and Agency Impact
When?
Distribute immediately

Message:
DOP implemented SAP Support Stack updates to HRMS beginning at 12:00 noon on Friday, September 9 through the weekend of September 10 - 11. We previously notified you of these activities on August 11 and sent a reminder on August 25. This communication provides you with the implementation status, as well as any impacts.
The SAP vendor support stack 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 with the following impacts:
Impact #1 

SAP has updated the data statistics portion of reports run in HRMS. More information is being provided in this section which might include record counts, the selection screen parameter information, and other information about the report. The data statistics information may also display on reports run in the foreground. Most reports run in the background will display at least some data statistics information. You may see something similar to the examples below at either the top or bottom of the reports.  
Example No. 1 – The data statistics show at the top of the report.
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Example No. 2 – The data statistics show at the bottom of the report.
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Impact #2

With the implementation of support stacks there are a couple of cosmetic differences on Infotype 0210 Withholding Info W4/W5 US. There are no impacts to the functionality of IT0210. See before and after examples below. 

Example No. 1 – Before Support Stacks
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Example No. 2 – After Support Stacks
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Example No. 3 – If a user copies current IT0210 record and there is a value (not blank) in the EIC status, they will receive error message “As of January 1st, 2011 EIC is no longer valid. Do not maintain EIC.”  User will need to delete the value in the EIC status to save record.  Any new records created will no longer include the W-5 filing status box.
[image: image12.png]Persomeitio NI tome NS
Persiea (111 tamston Serces Owsion _EGrovp 0] et
Poubarea 0661 tonRepesered.EESubgroup 61 on ) OT Exom._ St _Acve

s e [z

S
Toxanaay 50 |faget Tatent N fese
3| msns o1 anea
engions
TacErenptog | Noteeret 5] CRsmnises
Vimotang ssmers
e E T Y —
Dentomds TPCTUDORES Y Atemshe s
[Fer—"
Boman [ cmpicae
Hasmoan
[ | T R ——————

0.0 s

[ 0975 raanuary 512077 51 nofonporvat Do nt e €.





Impact #3 
SAP has added description subtypes to the position Description infotype in HRMS. The extra subtypes are: 

6031
Activity

6032
Responsibility

6033
Competence
DOP is notifying agencies that these will now appear in the drop down but are asking that agencies do not use them.  
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Impact #4
SAP updated the Code field in the Organizational Management Free Search to display the Object Abbreviation instead of the Object ID. Click on the column configuration icon to add the Object ID field to the report. See before and after examples below.
Example No. 1 – Before Support Stacks the code displays as the position Object ID.
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Example No. 2 – After Support Stacks the code displays as the position Object Abbreviation.
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Impact #5
With the implementation of support stacks there is a change to the Organizational Management Object ID field when moving between maintain/display or between Organizational Management Objects. The Object ID field will now appear blank. See examples below.

Example No. 1 – Before Support Stacks Switching from Maintain to Display.
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Once it switches to Display Position the Position Object ID is still in field.
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Example No. 2 – After Support Stacks Switching from Maintain to Display.
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Once it switches to Display Position the Position Object ID is blank.
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Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Reminder: SAP Support Package Stack Updates to HRMS – 08/25/11

DOP Information Systems Communication – 08/25/11
REMINDER: HRMS will be unavailable beginning at noon on Friday, September 9 through the weekend of September 10-11, 2011 due to SAP Support Package Stack Updates. We will provide you with a status and impacts, if any, on Monday, September 12.
Note to BI Power Users and End Users: Due to updates to HRMS, the BI data loads for Friday (September 9, 2011) through Sunday (September 11, 2011) have been rescheduled. The updated schedule is:
	Area
	InfoProvider
	Data Load Schedule - Updated due to SAP Support Package Stack Updates to HRMS
	Data Load Schedule - Regular Schedule (occurs 6:00 p.m. – 6:00 a.m.)

	OM/PA
	Staffing Assignments
	No data load on Friday September 9, 2011.
	Weekly (Friday/Saturday)

	OM/PA
	Headcount and Personnel Actions with Military Service Data 
	· No data load for Military Service data on Friday September 9, 2011.
· No data load for Headcount and Personnel Actions on Sunday September 11, 2011.
	Daily (Sunday through Thursday).  Note:  Military Service data loaded Weekly (Friday/Saturday)

	OM/PA
	Headcount and Personnel Actions with Education Data
	No data load for Headcount and Personnel Actions on Sunday September 11, 2011.
	Daily (Sunday through Thursday).  Note:  Education data loaded Monthly (1st Friday of the month).

	OM/PA
	Headcount and Personnel Actions
	No data load on Sunday September 11, 2011.
	Daily (Sunday through Thursday)

	Security
	N/A (structural authorizations for security)
	No data load on Sunday September 11, 2011.
	Daily (Sunday through Thursday)

	Payroll/Finance
	AFRS Payroll (Financial)
	No data load on Friday September 9 and Saturday September 10.
	Daily (Tuesday through Saturday)


SAP Support Stack to HRMS – 08/11/11 
DOP Information Systems Communication – 08/11/11

What?
SAP Support Stack to HRMS 
Who?

HRMS HR and Payroll Offices
Why?
To provide standard, periodic maintenance to HRMS the system will be unavailable from 12:00 Noon on Friday, September 9 until 6:00 am on Monday, September 12
When?
Distribute immediately

Message:
The Department of Personnel (DOP) will apply an SAP Support Stack to the Human Resource Management System (HRMS) in September. This is a periodic maintenance procedure that requires the system be unavailable for a period of time. 

What is a Support Stack?
A Support Stack is a collection of fixes to known SAP problems and bugs, and enhancements to SAP software applications. Twice a year, SAP packages these updates in “stacks” and distributes them to businesses and government agencies that use their technology. Support stacks are similar to the support packs and patches that Microsoft provides for Windows and Office products and are intended to improve performance and functionality. 

Prior to applying a Support Stack, DOP conducts extensive analysis and testing to gain understanding of the changes and ensure there are no negative impacts to HRMS.
When will the Support Stack be applied?
DOP will apply the current Support Stack beginning at 12:00 noon on Friday, September 9.  The Human Resource Management System (HRMS), including Employee Self Service (ESS) and Business Intelligence (BI) will be unavailable to users from 12:00 noon on Friday, September 9 through the weekend of September 10-11.  

How will the Support Stack impact HRMS professional users and state employees in general?
· HRMS will be unavailable to users from 12:00 noon on Friday, September 9 through Sunday, September 11. 
· We expect HRMS to be available for access by 6 a.m. on Monday, September 12. DOP will distribute notification of system status at that time.
· During August, DOP resources will be focused on the Support Stack implementation, as well as the normal activities required for payroll. You may notice delays in responses to Incidents called in to the DOP Service Center. 
· State employees will be able to access their September 9 earnings statements through ESS on Thursday, September 8 through 12:00 noon on Friday, September 9, and after the system becomes available on September 12th.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
SAP Support Stack to HRMS Impact – 09/08/11 
DOP Information Systems Communication – 09/08/11

What?
SAP Support Stack to HRMS Impact 
Who?

HRMS HR and Payroll Offices
Why?
Impact to some users who have a Windows 7 operating system 

When?
Distribute immediately

Message:
As previously notified, on August 11 and August 25, the Department of Personnel (DOP) will be applying an SAP Support Stack to the Human Resource Management System (HRMS) and the system will be unavailable beginning at noon on Friday, September 9 through the weekend of September 10-11, 2011. 

After the updates have been installed in HRMS, beginning September 12, there will be an impact to some users who have a Windows 7 operating system when trying to access Employee Self Service (ESS). 

If you get an error message when trying to access ESS you will need to use the https://wahrms.wa.gov/irj/portal link. This link is also provided on the DOP website at http://www.dop.wa.gov/payroll/ESS/Pages/default.aspx. 

We will provide you with an updated status and any additional impacts on Monday, September 12.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Final HRMS August Release – 08/25/11

DOP Information Systems Communication – 08/25/11

What?
Final HRMS August Release 
Who?

HRMS HR and Payroll Offices
Why?
Final list of Change Requests implemented in HRMS
When?
Distribute immediately
Message:
DOP has completed the August 23 Release. This represents a total of 47 Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. We implemented an additional 4 CRs in August on an exception schedule. 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.

The 51 CRs for August include a number of updates to BI (Business Intelligence) and HRMS to provide new information for reporting. There were also updates to twelve Absence Type Texts and the creation of three agencies effective 10/1/11: 1790 Department of Enterprise Services (DES), 1630 Consolidated Technology Services (CTS) and 1350 Innovate Washington (IWA).  
Some of the CRs were internal (did not affect agency business processes), but were necessary to update various system functions or improve payroll processing.

Click here for the August Release and additional information:  August 23, 2011:  Final HRMS Release.  Click on the links to review the HRMS Communications for changes that may impact your agency (or just scroll down through the Release document).

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

Updates to Absence Type Texts – 08/23/11

DOP Information Systems Communication – 08/23/11

What?
Updates to Absence Type Texts

Who?

HRMS HR and Payroll Offices

Why?
Inform agencies of updates to HRMS
When?
Distribute immediately
Message:
DOP recently updated HRMS, changing the text of twelve Absence Types. They will now display as stated in the below table. 

	A/A Type
	Current Absence Type Text
	New Absence Type Text

	9000
	Shared Lv Other
	Shared Lv

	9001
	Shared Lv FMLA
	Shrd Lv FMLA

	9004
	Vacation Leave FMLA
	Vac Lv FMLA

	9014
	Comp Time – FMLA
	Comp Time FMLA

	9033
	LWOP Other
	LWOP

	9045
	Misc Lv Civ Duty NonRep
	Miscellaneous Lv

	9049
	Sick Leave FMLA
	Sick Lv FMLA

	9050
	Sick Leave Bereavement U
	Sick Lv Bereavement

	9078
	Shared Lv Military
	Shrd Lv Military

	9111
	Recognition Lv FMLA PMC
	Recog Lv FMLA PMC

	9118
	Exchange Time FMLA
	Exchng Tm FMLA

	9399
	Shared Lv Temp Layoff
	Shrd Lv Temp Layoff


Agencies that track leave outside of the HRMS system may need to update their programs with the new Absence Type texts. 

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Update: Infotype 0027 Cost Distribution Issue – 08/23/11
Update 08/23/11:
The Infotype 0027 Cost Distribution issue previously communicated has been resolved. Agencies can execute the ZHR_RPTFI0027 Employee Cost Distribution report to review IT0027 records for potential clean-up of any records that may have been missed. We apologize for any inconvenience this may have caused and appreciate your patience.  

Infotype 0027 Cost Distribution Issue – 04/28/11

DOP Information Systems Communication – 04/28/11

What?
Infotype 0027 Cost Distribution Issue
Who?

HRMS HR, Payroll, and Financial Offices
Why?
The PA40 Appointment Change transaction may not delimit Infotype 0027 Cost Distribution

When?
Distribute immediately
Message:
Users need to validate that the Infotype 0027 Cost Distribution delimits successfully during an appointment change to transfer an employee to a new Business Area. If the employee has a current Infotype 0027, the following message will appear during the PA40 action.
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Use transaction PA30 (Maintain HR Master Data) to validate that Infotype 0027 was successfully end dated, and if not, manually change the end date.

We apologize for any inconvenience this may cause and will communicate immediately when the issue is resolved.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Final HRMS July Release – 07/28/11

DOP Information Systems Communication – 07/28/11

What?
Final HRMS July Release 
Who?

HRMS HR and Payroll Offices
Why?
Final list of Change Requests implemented in HRMS
When?
Distribute immediately
Message:
DOP has completed the July 26 Release. This represents a total of 14 Change Requests (CRs) bundled into one monthly implementation to the HRMS Production environment. We implemented an additional 6 CRs in July on an exception schedule. 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.

The 20 CRs for July include updates to BI (Business Intelligence) and HRMS to provide updates for reporting. We also began the creation of agency 1630 Consolidated Technology Services (CTS). 

Some of the CRs were internal (did not affect agency business processes), but were necessary to update various system functions or improve payroll processing.

Click here for the July Release and additional information:  July 26, 2011:  Final HRMS Release.  Click on the links to review the HRMS Communications for changes that may impact your agency (or just scroll down through the Release document).

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

 Assignment Pay for Employees that are Exempt from Temporary Salary Reduction (TSR) – 07/15/11
DOP Information Systems Communication – 07/15/11

What?
Assignment Pay for Employees that are Exempt from Temporary Salary Reduction (TSR)
Who?

Department of General Administration


Department of Labor and Industries



Department of Licensing



Department of Social and Health Services

Why?
Manual updates need to be made to Infotype 0008 Basic Pay for employees that have Assignment Pay Wage Types based on ranges and exempt from TSR
When?
Distribute immediately

Message:
Assignment Pay will not be impacted for employees with a base salary of less than $2500 (monthly full-time) and exempt from the 3 percent Temporary Salary Reduction (TSR).

When these employees receive a Periodic Increment Date (PID) increase the Assignment Pay amount will need to be reviewed for possible manual updates.
Please review the attached spreadsheet. Click on the + to the left of your Business Area to view the information for your agency.
This is a list of employees that had Assignment Pay set up by pay ranges on their Basic Pay at the end of June and are exempt from the TSR. The salary tables were reduced the end of June effective July 1, 2011. Using Wage Type 1007 Assignment Pay by Range the employees’ Assignment Pay amount is reduced because it is based on the rate from the salary tables in HRMS.

Agencies will need to manually update the employee’s Infotype 0008 Basic Pay effective 7/1/2011.

1. Copy the Infotype 0008 Basic Pay.
2. Change the Start Date to 07/01/2011.
3. Remove Wage Type 1007 from Wage Type field.
4. Remove the number from the Number/Unit field.
5.
Remove Ranges from the Unit field.
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6.
Click enter to remove the amount.
7.
Enter Wage Type 1046-Salaried Var Assign Pay.
8.
Enter the rate that was valid on June 30 for the Assignment Pay amount. (See spreadsheet for the amount).
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9.
Click Enter.
10.
Click Save.

This update needs to be completed by July 19, 2011 in order for the employees to be paid correctly on July 25.

Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
DOP Service Center Availability on July 18 – 07/13/11
DOP Information Systems Communication – 07/13/11

What?
DOP Service Center Availability on July 18  

Who?

HRMS HR and Payroll Offices

Why?
The Service Center at DOP will have limited availability on July 18 due to relocation to a new building 
When?
Distribute immediately
Message:
On July 18, 2011 (Day 2 of Payroll Processing) the Department of Personnel’s Service Center team is moving to our new location at 1500 Jefferson Street. During the transition that morning, there will be reduced coverage on the phone (360-664-6400) and email box (servicecenter@dop.wa.gov). Customers may experience a slower response time in the morning while we attend mandatory building training and unpack. We plan to be fully staffed in the afternoon.

In an effort to eliminate delayed responses, we encourage HR/Payroll staff to maximize support requests on Day 1 of Payroll Processing (July 15). 
Thank you for your patience as we transition to our new location.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Using Quota Type 49 in GAP 23 for Temporary Salary Reduction Leave – 07/13/11
DOP Information Systems Communication – 07/13/11

What?
Using Quota Type 49 in GAP 23 for Temporary Salary Reduction Leave 
Who?

Department of Labor and Industries



Department of Licensing



Liquor Control Board



Department of Revenue
Why?
To ensure reporting-only agencies can load Temporary Salary Reduction Leave balances in GAP 23 inbound interface
When?
Distribute immediately
Message:
For fiscal year 2011-13, ESSB 5860 was passed by the Legislature and signed by the Governor on June 15, 2011. This legislation reduces base salary by 3 percent for most state employees of the executive, legislative, and judicial branches whose monthly full-time equivalent base salary is $2,500 or greater. The bill also provides that qualified employees who are subject to the temporary salary reduction would accrue additional Temporary Salary Reduction (TSR) leave at the rate of up to 5.2 hours per month. 

DOP has completed the updates in GAP 23 inbound interface to ensure reporting-only agencies can load Temporary Salary Reduction Leave (Quota Type 49) balances. Similar to other quota types that are reported in the GAP 23 file, use the pay period begin and end dates in the interface record for Quota Type 49. When Quota Type 49 balance is sent through GAP 23 inbound file, HRMS automatically generates an Infotype 2006 Absence Quotas record on the affected employees with dates specified as below:

Start date / Start deduction date is the pay period begin date from the interface record.
End date / End deduction date is defaulted to 06/30/2013.
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The Quota number is updated based on the value from the input record for Temporary Salary Reduction Leave, which is the current process for existing quotas.
Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
Organizational Management Structure Searches – 07/05/11
DOP Information Systems Communication – 07/05/11

What?
Organizational Management Structure Searches
Who?

HRMS HR and Payroll Offices

Why?
Discontinue the ability to show future and delimited org units in HRMS
When?
Distribute immediately

Message:
DOP has implemented a change in HRMS to discontinue the ability to view all past, present and future Organizational Units and Positions when utilizing the Organizational Management structure search. You will now be able to view only current Organizational Units and Positions. 

The below screen print is an example of how the Organizational Management structure search will look with current Organizational Units.
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Questions? Contact:
DOP Service Center: (360) 664-6400
Email Contact: servicecenter@dop.wa.gov
New Date Type 27 - TSR LV Eligibility for WPEA Employees – 07/01/11
DOP Information Systems Communication – 07/01/11

What?
New Date Type 27 - TSR LV Eligibility for WPEA Employees

Who?

HRMS HR and Payroll Offices

Why?
The new date type 27 is for leave accrual of the Temporary Salary Reduction (TSR) Leave 
When?
Distribute immediately
Message:
DOP has updated HRMS to populate the new Date type 27 TSR LV Eligibility on Infotype 0041 Date Specifications to record the eligibility for the new Temporary Salary Reduction (TSR) Leave. 

For fiscal year 2011-13, ESSB 5860 was passed by the Legislature and signed by the Governor on June 15, 2011. This legislation reduces base salary by 3% for most state employees of the executive, legislative, and judicial branches whose monthly full-time equivalent base salary is $2,500 or greater. The bill also provides that qualified employees who are subject to the temporary salary reduction would accrue additional Temporary Salary Reduction (TSR) leave at the rate of up to 5.2 hours per month. Because the savings comes from the actual reduction to salary, not from a reduction in time worked, TSR leave will be a form of paid leave. More information on Temporary Salary Reduction and TSR leave may be found on DOP’s website.
Agencies need to review the Updated and Exception tabs on the IT0041NewDateType27.xls spreadsheet. Click on the + to the left of your Personnel Area to view the information for your agency. 

· Updated - The employees listed on this tab have had Date Type 27 added to their IT0041 Date Specifications effective July 1, 2011. If there are employees listed on this tab that are not eligible for TSR leave, your Agency will need to remove the Date Type 27 record from IT0041.

· Exception – The employees listed on this tab will need to be reviewed and IT0041 updated, by your Agency, as appropriate for the TSR Leave eligibility. If a future dated record exists on an employee’s IT0041, the new Date Type 27 was not created because it would have delimited the future dated record. For employees with message 07 who are eligible for the TSR Leave Eligibility, click here for instructions to add Date Type 27: Update IT0041 for Date Type 27 - Future Dated Records. 

Please complete your updates by 6:00 p.m., July 15, 2011. 

New Hires/Rehires

· New Hires/Rehires entered into HRMS after June 28, with a start date prior to July 1, will need to have a new date specification record created effective July 1 if the employee is eligible for TSR Leave. See the User Procedure on the OLQR (On-Line Quick Reference) Date Specifications for updating IT0041. 

· While completing the hire action for New Hires/Rehires with a start date on or after July 1 you will need to add Date Type 27 on IT00041 Date Specifications if the employee is eligible for TSR Leave. The TSR LV Eligibility date will be the same as the hire/rehire date. 

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