DES Enterprise Technology Solutions Communication – 8/3/2012

What?            Change in Payroll Processing Schedule

Who?             HR/Payroll Staff
Why?             To increase HRMS system availability
When?           Distribute immediately

Message:      In response to requests from agencies, Enterprise Services is currently considering how we can reduce the number of lockout days during payroll processing.  An immediate change we are considering is to the current schedule, where Day 4 processes on Monday to process on Saturday instead.  This change would allow the system to be available for users at 6 a.m. Monday morning. 

We would like to hear from you on the impacts, if any, to your agency.  Enterprise Services would like to implement this change effective for the Day 4 processing that would occur on August 18. 

Action Required:   Please provide your feedback to the Service Center (ServiceCenter@dop.wa.gov) by end of day August 10.

Here’s what will happen:

· When Payroll Day 3 falls on a Friday, Payroll Day 4 will be scheduled on Saturday (rather than on Monday, as is the case now).   

· This will give you access to HRMS at 6 a.m. Monday, putting you ahead of schedule if you choose to use the access. The “lockout” days will be limited to Saturday and Sunday.

· Outbound interfaces will be available on the secure file transfer (SFT) site by Saturday evening, and ready for you Monday morning instead of Tuesday. You still can process on your normal schedule, but can access the information earlier.

· The HRMS Payroll Calendar will be updated to reflect this change for the two impacted payrolls in 2012.

Here’s what won’t change:

· Payroll Distribution activities will remain as currently scheduled (warrants will not be available early).

· Employee paydays will remain the same. Please make sure any changes you make do not allow for warrants going out early.

Here’s what you need to do:

· If you currently receive an interface with HRMS data, please check with your technical staff regarding the impact of this change. Note: We also are sending this e-mail to the technical contacts to help evaluate the impact to your agency.

· Look at any other internal process for possible impacts.

More good news! We also are looking at making HRMS available on Sundays, where possible. This, too, will increase the days HRMS is available to end users. Watch for more details on this change.

Questions? Contact:

DES Service Center: (360) 664-6400

Email Contact: servicecenter@dop.wa.gov
