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Personal Leave Day Conversion 06/25/09 /09

DOP Information Systems Communication – 06/25/09
What?
Personal Leave Day Conversion

Who?

HRMS HR and Payroll Offices
Why?
Agency review of PERNRs for new Date Type 26 Prsnl Lv Day Elgbity
When?
Distribute immediately

Message:
DOP has completed an initial conversion in HRMS to populate the new Date type 26 Prsnl Lv Day Elgbity on Infotype 0041 Date Specifications to record the eligibility for the new Personal Leave Day as a result of the 2009-11 Collective Bargaining Agreements. Agency action required by 6:00 p.m., August 21, 2009. Review June 22 Collective Bargaining Changes communication.

Please review the IT0041NewDateType26.xls spreadsheet. Click on the + to the left of your Personnel Area to view the information for your agency. The following four messages and descriptions are displayed in the Message column.


01 Insufficient Service Length (Less Than 4 months of Service)


07 Infotype 41 has future dated record(s) – PERNR SKIPPED


08 No Infotype 41 – PERNR SKIPPED


41 Update – Successful

· The new date type was converted for employees with message 41.

· The new date type was not converted for employees with messages 01, 07, and 08.

· Review the spreadsheet and update HRMS to add or delete PERNRs as needed by 6:00 p.m. August 21, 2009. See the User Procedure on the OLQR (On-Line Quick Reference) Date Specifications for updating IT0041.

· If a future dated record exists on an employee’s IT0041, the new Date Type 26 was not created because it would have delimited the future dated record. For employees with message 07 who are eligible for the Personal Leave Day, click here for instructions to add Date Type 26: Update IT0041 for Date Type 26 - Future Dated Records. Please complete your updates by 6:00 p.m., August 21, 2009. 
· We will run a special time evaluation the last week of August to create the new quota 48 Personal Leave Day.
Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Questions about contracts or eligibility? 

See the contact information for

Labor Relations Office 

http://www.ofm.wa.gov/labor/contact.asp
Insurance Reconciliation Report HRISD-PAY001P1-R01 06/24/09

DOP Information Systems Communication – 06/24/09
What?
Insurance Reconciliation Report HRISD-PAY001P1-R01

Who?

HRMS HR and Payroll Offices
Why?
Field has been added to PAY1 report for HRMS Personnel Number
When?
Distribute immediately

Message:
The PAY1 Insurance Reconciliation Report HRISD-PAY001P1-R01 has been updated to add a field for employee Personnel Number. The new field is designated PERS ID on the report.

This report reflects the A.23 and A.24 screens in the PAY1 system and helps agencies with out-of-balances between what is owed and paid for insurance premiums. Adding the Personnel Number field will help you reconcile to the HRMS Payroll Posting Report ZHR_RPTPY126. 

This enhancement resulted from a request by the HRMS Cross Agency Functional Team earlier this year. The new field is effective for the June 23, 2009 report, which is available to you by the normal hardcopy or EOS electronic distribution process for your agency.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Retroactive OT on Earnings Statement ZHR_RPTPY711 Update 06/24/09

DOP Information Systems Communication – 06/24/09
What?
Retroactive Overtime on Earnings and Deductions Statement ZHR_RPTPY711 - Update

Who?

HRMS HR and Payroll Offices
Why?
Display of hours on report has been corrected
When?
Distribute immediately

Message:
DOP has completed a Change Request in HRMS to correct a display issue on the Earnings and Deductions Statement ZHR_RPTPY711 when overtime hours are entered retroactively in HRMS using certain wage types. No agency action is required.

We notified you about this issue in an HRMS Communication dated February 25, 2009. As stated in the communication, this was a display issue only, where Retroactive Adjustments for some wage types were showing as doubled – employee pay and history were not affected.

The issue has now been resolved. Review the February 25 communication for complete details: Retroactive Overtime on Earning and Deductions Statement ZHR_RPTPY711.

The Normal and Extended statement layouts below show the corrected display:

[image: image1.png]Normal Layout HrsUnitare now shown as 0.00; see Extended Statement for detai

Position Title Earnings Type FrsiUnit__Rate Amount V1D

DATA COMPILERT

1216 Overtime Premium 0.00 0.00 0.00 31.51
1232 OT FLSA1.5 All Agy 0.00 0.00 0.00 62.98
Retroactive Adjustment 0.0 [ 9449 0.00

Extended Statement 949 Amountis accurate, representing total of Amounts as shown on the Extended Statement)

Position Title Earnings Type FrsiUnit__Rate Amount V1D
DATA COMPILER1

200718 1216 Overtime Premium 150 835 [ 1253 0.00
200720 1216 Overtime Premium 250 759 N[ 18.98 3151
200718 1232 OT FLSA1.5 All Agy 1.50 16.69 25.04 0.00
200720 1232 OT FLSA 1.5 All Agy 250 5.18 3794 62.98





Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
PPA Meeting Agenda June 24 – 06/22/09

DOP Information Systems Communication – 06/22/09
What?
PPA Meeting June 24, 2009


9:00 a.m. to noon

OB-2 Auditorium
Who?

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

Message:
The June 24 PPA Meeting Agenda has been published on the Personnel/Payroll Association page on the DOP Website. 

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.

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.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Agency Contact List on DOP Website 06/18/09

DOP Information Systems Communication – 06/18/09
What?
Agency Contact List on DOP Website

Who?

HRMS HR and Payroll Offices
Why?
Changes to Agency Contact List


Please review your agency’s data
When?
Distribute immediately

Message:
DOP has published the Agency Contact List on the DOP website as an Excel spreadsheet to allow sorting; please review and send changes to the DOP Help Desk.

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. 

We recently received a suggestion to improve this resource so it could be sorted by Business/Personnel Area, or “agency name,” since many of you may not be familiar with other agencies’ Business Area codes. You will now be able to use the sorting and filtering features in Excel to find information more easily. Also see the Personnel Area Cross Reference which is a simple alphabetic list of Personnel Areas and corresponding agency codes.

When you review the new format, please take a few minutes to check 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. Please remember to provide telephone numbers, including area codes and email addresses. Send the updates to the Help Desk, helpdesk@dop.wa.gov. Thank you in advance for helping us maintain this important list.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
UPDATE 06/15/09 (SAP GUI Updates Available on 06/15/09 - 06/11/09)

From: HRMS Communications [mailto:HRMSCOMMUNICATIONS@LISTSERV.WA.GOV] On Behalf Of McCord, Robin (DOP)
Sent: Monday, June 15, 2009 11:34 AM
To: HRMSCOMMUNICATIONS@LISTSERV.WA.GOV
Subject: Updated Information! HRMS - SAP GUI Updates Available on 06/15/09

Good morning, 

Please ensure you are updating using the downloads indicated by the red arrows.  Unless you are performing a new install of the SAP GUI, please only download and install the patches indicated.  
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SAP GUI Updates Available on 06/15/09 – 06/11/09

HRMS Technical Communication 06/11/09

What?
SAP GUI Updates Available on 06/15/09
Who?

Agency Technical Staff
Why?
Inform agencies patches will be available on HRMS Technical Support site
When?
Distribute immediately

Message:
Please review this communication for security information – agency action is required. If you are not your agency’s technical/network/security contact, please forward this important information to the appropriate person immediately.
DIS and DOP will make the latest SAP GUI update available on Monday June 15, 2009 and will include SAP GUI patch 12 and BI patch 900. These updates will include some of the functionality fixes and security patches for the SAP GUI since the last update. 

Among the list of known fixes the update provides, DOP has verified the updates resolve issues currently seen in BEX after agencies patched to Microsoft Office 2007 SP2. It also eliminates the security vulnerabilities of SAP AG SAP GUI EAI WebViewer3D ActiveX control stack buffer overflow exploit. 
Please access the HRMS Technical Support site on Monday, June 15 at: https://fortress.wa.gov/dop/hrms/TechInfo/index.htm for additional information and to download the latest SAP GUI patches.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Infotype 0009 Bank Detail /EFT Employee Letter ZHR_RPTPY713 06/11/09

DOP Information Systems Communication – 06/11/09
What?
Infotype 0009 Bank Detail / EFT Employee Letter ZHR_RPTPY713

Who?

HRMS HR and Payroll Offices
Why?
Reminder when updating IT0009 to follow instructions
When?
Distribute immediately

Message:
DOP is reminding agencies to follow the correct procedures when creating or updating (delimiting) IT0009 Bank Detail in order to produce EFT Employee Letters as expected.

Some agencies have reported they aren’t getting an EFT Employee Letter after making changes on IT0009. 

· If you are making changes on IT0009 to details for the Bank transfer (ACH), it is important to make the change using valid dates and either Copy or Create as appropriate, and Save the transaction. 

· Avoid making multiple changes to an employee’s IT0009 on the same day.

· The last action performed must be to the Bank transfer (ACH) in order for the EFT Employee Letter to be produced.

· Do not try to “clean up” previous records after making current changes to Bank transfer (ACH). Deleting or changing previous records after making your changes to the Bank transfer (ACH) can result in the EFT Employee Letter not being produced when you run the ZHR_RPTPY713 transaction.

Please review Bank Details for Warrant or Bank Transfer (ACH) user procedure, and the EFT Employee Letter ZHR_RPTPY713 report procedure in the On-Line Quick Reference for detailed instructions. 

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Contract Elements Infotype (0016) Added to Quick Hire and Rehire - Quick Hire actions – 6/11/09 
DOP Information Systems Communication – 6/11/09

 

What?          The Contract Elements infotype (0016) has been added to the Quick Hire and Rehire - Quick Hire actions

 

Who?           Washington State Patrol, Department of Natural Resources, House of Representatives, Senate, and Military Department HR and Payroll Offices
 

Why?           Employee’s Missing Contract Elements infotype (0016)

 

When?         Distribute immediately
 

Message      There has been an update to the Quick Hire and Rehire – Quick Hire action.

During the Quick Hire and Rehire - Quick Hire action the Contract Elements infotype (0016) will now come up during the action after saving the Organizational Assignment Infotype (0001).

The Contract Elements infotype (0016) displays the employee’s state status as permanent or non-permanent.  It is important to complete this infotype for agency and statewide reporting purposes. 

This change was implemented to eliminate the manual process of updating the infotype by going through Maintain HR Master Data (PA30) and creating the infotype after performing a Quick Hire and/or Rehire – Quick Hire action.  

There are a number of employee records that do not have the Contract Elements infotype (0016) created.  The majority of the employee’s that do not have the Contract Elements infotype (0016) created were hired from Quick Hire and Rehire – Quick Hire actions.  This change will help reduce the number of missing records for future Quick Hire and Rehire – Quick Hire actions.

A spreadsheet is attached that has a list of employee’s for your agency that are missing the Contract Elements infotype (0016).  Please create the infotype as time allows.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Concurrent Employment Action Infotype 0105 Communication 06/11/09

DOP Information Systems Communication – 06/11/09
What?
Concurrent Employment Action - Infotype (IT) 0105 Communication

Who?

HRMS HR and Payroll Offices
Why?
Error message no longer generated
When?
Distribute immediately

Message:
DOP has completed an update in HRMS to remove IT0105 Communication from the PA40 transaction for Concurrent Employment Action. No agency action is required.

Previously, during the PA40 transaction workflow for concurrent employment, IT0105 would appear with an error message stating “ID/number already used for Person Number XXXXXXXX.” You were instructed to click on the [image: image3.jpg]


 (Next Record) to advance to the next record. 

Each Personnel Number needs to match its IT0105 Communication, Subtype 0001 in order for employees to be able to access their Earnings & Deductions Statements in Employee Self Service (ESS) correctly. Having IT0105 in the workflow for concurrent employment would sometimes cause incorrect records to be saved and prevent employees from accessing their statements. Removing this infotype will resolve this issue.

The Concurrent Employment Action user procedure in the OLQR (On-Line Quick Reference) on the DOP website will be updated in the near future to reflect the change.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Collective Bargaining Changes 06/22/09

DOP Information Systems Communication – 06/22/09
What?
Collective Bargaining Changes

Who?

HRMS HR and Payroll Offices
Why?
Inform agencies of changes and timing
When?
Distribute immediately

Message:
DOP will be implementing changes in HRMS to reflect the 2009-2011 collective bargaining agreements. Please review this communication to understand the impacts and timelines. Agency action may be required.
The OFM Labor Relations Office (LRO) has completed negotiations for the 2009-2011 collective bargaining agreements with all general government unions. Please refer to the agreements for specific language and unions impacted – it is anticipated the agreements will be available on the LRO website by the end of June. The following items impact HRMS and end users. Some of the required configuration will be completed by July 1, but most of the configuration will not be completed until September 1.

1. New Personal Leave Day – agency action may be required
· The new Personal Leave Day process will work similar to how Personal Holiday works. If an employee is eligible for the leave type, a date type for eligibility is entered and the quota is created on an annual basis. (Personal holiday is created on a calendar year basis but the Personal Leave Day will be created on a fiscal year basis.)

· DOP will create a new date type 26 Prsnl Lv Day Elig on Infotype 0041 Date Specifications to record the eligibility for the new Personal Leave Day. Again, the new date type works similar to the existing Personal Holiday, although it records eligibility on a fiscal year basis according to the collective bargaining agreements. Employees with this new date type that is effective dated before the accrual date of July 1 each year will accrue the quota for Personal Leave Day for July 1.

· We will perform an initial conversion in HRMS on June 24, 2009 to populate the date type for employees who appear to meet eligibility according to the collective bargaining agreements. We will also provide you with a list of those PERNRs that will have the new date type record created for your review.

· You should review the list to determine PERNRs that should be added or removed, and update HRMS as needed by August 21, 2009. If you add PERNRs not on the list, the Start date must be June 30, 2009 (prior to the fiscal year period 07/01/09 to 06/30/10). 

· We will run a special time evaluation the last week of August to create the new quota 48 Personal Leave Day. However, the availability date of the quota will be July 1, 2009 through June 30, 2010.

· DOP will create a new absence type 9079 - Personal Leave Day in HRMS. The rule is effective July 1, 2009, however the configuration for the quota and the absence type in HRMS won’t be completed until September. 

· If eligible employees are allowed to use their Personal Leave Day between July 1 and September 1, 2009 you may either temporarily enter the leave as vacation leave, or track the leave separately.

· When the configuration has been completed, you will need to update or enter records for employees who have been allowed to use the Personal Leave Day to the new absence type 9079. Keep in mind, this will trigger a multi-period retroactive payroll.

· Similar to the Personal Holiday, the new Personal Leave Day will be in increments of one shift and will be automatically accrued in HRMS each year for employees who have that Personal Leave Day eligibility date type. It is your responsibility to update employees’ records if they become ineligible for the Personal Leave Day.

· The new Personal Leave Day will appear on the employees’ Earnings & Deductions Statements as Personal Leave Day in the Leave / Quota Balances window on Page 1, and as Misc. Leave in the detail of the Total Earnings area on Page 2.
2. Update Vacation Leave Accrual Rate Schedule for WFSE and IFTPE Local 17 employees – scheduled to be completed September 1, 2009. No agency action is required
· DOP will update HRMS to use Anniversary Date in place of Unbroken Service Date for 5th, 6th, and 7th year vacation accrual entitlement. This is to satisfy the new rule to reflect the accrual rate be based on total years of employment (rather than current continuous years of employment) during the 5th-7th year timeframe.

· The rule is effective July 1, 2009 but we will not implement the change in the accrual until September 1, 2009.

· We will run a special time evaluation the last week of August to correct the accrual rates for July and August.

We will be sending more information on these items in the coming months.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
PPA Meeting Agenda May 28 – 05/26/09

DOP Information Systems Communication – 05/26/09
What?
PPA Meeting May 28, 2009


9:00 a.m. to noon

OB-2 Auditorium
Who?

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

Message:
The May 28 PPA Meeting Agenda has been published on the Personnel/Payroll Association page on the DOP Website. 

The PPA meeting is from 9:00 a.m. to noon Thursday in the OB-2 Auditorium. There will topics of interest to both HR and payroll staff.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Earnings Statements in ESS 05/22/09
DOP Information Systems Communication – 05/22/09
What?
Earnings and Deductions Statements – Archive Schedule

Who?

HRMS HR and Payroll Offices

Why?
Remind agencies of archive schedule in ESS
When?
Distribute immediately
Message:
This is a reminder that the December 24, 2008 employee Earnings and Deductions Statement in Employee Self Service (ESS) will be archived as of June 1, 2009. The archive schedule is available on the ESS Welcome screen, and separate notification won’t be sent to state employees.

As of Monday, June 1, employees will be able to view only 2009 statements. You may choose to notify your employees so they can print or save the statement that will be archived. If your employees have questions or concerns, you may refer them to the ESS Welcome Screen:

My Earnings Statement − Select this option to view and print any earnings statement from the current year. ESS also retains the final earnings statement of the previous calendar year until May of the current year. The list is refreshed in January. If you need a specific earning statement that is not available on the list, contact your payroll office. 

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@dop.wa.gov
DOP Website Usability Study – 05/18/09
DOP Information Systems Communication – 05/18/09

What?
DOP Website Usability Study

Who?

HRMS HR and Payroll Offices

Please help us get the word out by distributing this message to managers, supervisors, HR professionals, and payroll staff within your agency.

Why?
Volunteers needed for study

When?
Distribute immediately

Message:
In March, the Department of Personnel launched our redesigned website at www.dop.wa.gov. Many of the changes made to our website were based on usability studies that we conducted in July and November of last year. Now we are preparing to conduct a follow-up study to verify if these changes have improved the usability of our website and to find opportunities for further improvement.

We are looking for volunteers to participate in this usability study. Our target user groups for the study are:

· Manager or supervisor of state employees 

· HR professional for a state agency or institution 

· Payroll professional for a state agency or institution 

 

This study will take place from June 3-9, 2009 at the DIS Usability Lab in Lacey. Each session will last approximately one hour.

As a participant, you will be asked to find information using the DOP website and to give us ideas about how to make the information on the website easier to find. All information is kept confidential and anonymous. The sessions will be videotaped, but the tapes are used only for training purposes and for record keeping.
If you think you might be interested, we’d like to hear from you. It is important that we get a good mix of participants, so we ask that you take a few minutes to answer a brief online survey at https://www.surveymonkey.com/s.aspx?sm=uyocjl1sUrTfLhzI22D_2fvQ_3d_3d.
Those who have participated in our previous studies are not eligible to participate in this study. However, we encourage you to share this email with coworkers who may be interested. 

If you have questions about the usability study, please contact Donna Bogumill at donnab@dop.wa.gov or 360-664-6221.

Writs of Garnishment Service Charge 05/15/09

DOP Information Systems Communication – 05/15/09

What?
Writ of Garnishment Service Charge 

Who?

HRMS HR and Payroll Offices

Why?
New Service Charge Codes have been established
When?
Distribute immediately

Message:
DOP has completed a Change Request in HRMS to add three new service charge codes which will allow agencies to collect a writ of garnishment processing fee in a pay period other than the first occurrence of the garnishment deduction.

Agencies are allowed to deduct a processing fee for writs of garnishment (Infotype 0194 Garnishment Document, field Category = W-Writ). Previously, if the employee’s disposable earnings were not enough to allow the service charge to be collected along with the first garnishment deduction amount, the system was not configured to collect the fee in a subsequent pay period. 

Now, the system will continue to attempt to collect the fee as entered on IT0194 in subsequent periods where the writ of garnishment deduction is taken. The Attorney General’s Office reviewed the statute that allows for the collection of garnishment processing fees and has determined it is appropriate to continue to attempt collection until either the amount is satisfied or the writ ends.

The three new service charge codes are 5, 6, and 7 as shown below:
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Things to remember:

· If you are certain the employee will have enough disposable earnings for the first deduction amount and the service charge, you should use Service Charge codes 2, 3, or 4.

· If you know the employee will not have enough disposable earnings for the first deduction amount and the service charge (or are unsure), you should use Service Charge codes 5, 6, or 7.
· The Service Charge will be deducted only in pay periods where a writ of garnishment deduction is taken. If the garnishment balance is $500 and the Service Charge is $30 (for a total of $530), but the employee’s disposable earnings are only $510, the $500 garnishment deduction will be taken, and $10 of the $30 Service Charge. The system will not collect the remaining $20 of the Service Charge in a subsequent pay period because there is no garnishment balancing owing.

· If you have employees with existing writs of garnishment with service charge codes of 2, 3, or 4 where the fee was not initially collected due to insufficient disposable earnings, you have the option to end date the current garnishment document, copy it with new dates, and add one of the new service charge codes.

For more information on garnishments or disposable earnings calculations, see the OFM Website Payroll Resources page: http://www.ofm.wa.gov/resources/payroll.asp, Item 9 Garnishments.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Payroll Journal ZHR_RPTPYN33 05/01/09

DOP Information Systems Communication – 05/01/09

What?
Payroll Journal ZHR_RPTPYN33 

Who?

HRMS HR and Payroll Offices

Why?
Report has been updated 
When?
Distribute immediately

Message:
DOP has completed a Change Request in HRMS to correct a display issue with the Payroll Journal ZHR_RPTPYN33 report.

When employees have an Infotype 0008 Basic Pay mid-period change in wages, such as a pay raise or late PID, HRMS generates “technical” (behind the scenes) wage types /851 Actual hrs. worked by PWS (Period Work Schedule) for each different pay amount. 

These display as separate entries on the Payroll Results PC_PAYRESULT report, but the Payroll Journal ZHR_RPTPYN33 report total for the Hours field was considering only the first entry, so the hours were underreported.
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The Change Request modified the Payroll Journal ZHR_RPTPYN33 report to roll up all /851 hours into the total for the Hours field, and make balancing easier each pay period.
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Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
WT 2649 American Lake CR UN - Reinstated 04/30/09

DOP Information Systems Communication – 04/30/09
What?
Wage Type 2649 American Lake CR UN - Reinstated

Who?

HRMS HR and Payroll Offices
Why?
Inform agencies wage type has been reinstated
When?
Distribute immediately

Message:
DOP has updated HRMS to reinstate Wage Type 2649 American Lake CR UN. This was previously delimited effective 12/15/2008 and only those agencies that had employees using this wage type were notified.

At the request of the vendor, the wage type has been reinstated, and is available for use. 

The Wage Type Index has been updated and is available on the DOP Website on the HRMS Support Resources page.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
New Wage Types 2698/2699 for State Withholding Tax 05/01/09

DOP Information Systems Communication – 05/01/09

What?
New Wage Types 2698 and 2699 for State Withholding Tax

Who?

HRMS HR and Payroll Offices

Why?
Report has been updated 
When?
Distribute immediately

Message:
DOP has completed an update in HRMS to add two new wage types for state withholding tax. The two new wage types are:

	Wage Type
	Wage Type Text
	G/L Account

	2698
	Colorado St W/H Tax
	5124000000

	2699
	New York St W/H Tax
	5124000000


These wage types are now available for use for creates/updates on Infotypes 0014 Recurring Payments/Deductions and 0015 Additional Payments.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Preemptive Basic Data Check ZHR_RPTPYN06 05/01/09

DOP Information Systems Communication – 05/01/09

What?
Preemptive Basic Data Check ZHR_RPTPYN06

Who?

HRMS HR and Payroll Offices

Why?
Report has been updated 
When?
Distribute immediately

Message:
DOP has completed a Change Request in HRMS to improve the way the Preemptive Basic Data Check ZHR_RPTPYN06 report identifies employees who have missing or delimited Master Data.

Agencies run the report to help reduce payroll errors by finding Master Data infotypes that may be missing for their employees.

Prior to implementing the Change Request, some infotypes were not showing up on the report during certain actions, most typically rehire action types, although some status change actions were also affected. If an infotype had been delimited as part of a previous action, such as a separation, the report results did not include that infotype as missing because a record existed, even though it was no longer active. 

The Change Request modified the report to now consider infotypes with effective dates that are active during the specific pay period you are requesting, as entered in the Selection window for Current period, or other pay period entered in Other period.
For more information on running the report, see the Preemptive Basic Data Check report instructions on the On-Line Quick Reference (OLQR). Note: these instructions were updated and reposted to the OLQR recently.
Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Movement / Turnover Report ZHR_RPTYPYU26 04/28/09

DOP Information Systems Communication – 4/28/09

What?
Movement / Turnover Report ZHR_RPTPYU26

Who?

HRMS HR and Payroll Offices

Why?
New fields have been added to the report
When?
Distribute immediately

Message:
DOP has updated HRMS to add new fields to the Movement / Turnover Report ZHR_RPTPYU26.

The following fields have been added. These fields may be helpful in monitoring job class turnover in your agency within a specified time frame.

Job Class

Job Class Short Text

Job Class Long Text

Old Job Class

Old Job Class Short

Old Job Class T

Report example showing the new fields:
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Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Additional Guidance in Determining Part Time for Seniority 04/27/09

DOP Information Systems Communication – 4/27/09

What?
Guidance in Determining Part-Time Hours for Seniority Purposes – Additional Instructions and Statewide Variants

Who?

HRMS HR and Payroll Offices

Why?
Provide instructions for determining actual hours worked and/or in paid status for part time hourly and salaried employees in HRMS
When?
Distribute immediately

Message:
The documentation below provides additional guidance on the use of the wage type reporter and CATS_DA to determine actual hours worked and/or in paid status for part-time employees. We have created statewide variants for you to use when running these reports.


Part Time Hours for Seniority Purposes

Absence Types for Seniority
Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
System Issues UPDATE 04/24/09

DOP Information Systems Communication – 4/24/09
What?
System Issues - UPDATE
Who?

HRMS HR and Payroll Offices

Why?
Inform agencies of delays, outages, occasional locking issues
When?
Distribute immediately

Message:
Due to network circumstances outside of the Department of Personnel, users may continue to experience periodic delays or outages, or occasional locking issues today due to increased network traffic. This affects agency users, employees, and internal job seekers accessing all HRMS components: HCM, BI, and Portal (ESS, E-Recruiting, and HCM and BI outside the SGN).

Every effort is being made to resolve this issue as soon as possible. We appreciate your patience! We will keep you informed of the status until all connections have been completely restored.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
SAP BI Headcount and Personnel Actions InfoProvider (ZPA_C01) 04/22/09 and Update for 4/24/09

From: HRMS Communications [mailto:HRMSCOMMUNICATIONS@LISTSERV.WA.GOV] On Behalf Of DOP MI ISD Customer Support
Sent: Friday, April 24, 2009 11:25 AM
To: HRMSCOMMUNICATIONS@LISTSERV.WA.GOV
Subject: HRMS - UPDATE - SAP BI Headcount and Personnel Actions InfoProvider (ZPA_C01)

UPDATE for 04/24/2009:

The data loads for Headcount and Personnel Actions InfoProvider (ZPA_C01) are processing again as expected.  Data is current as of April 23, 2009. Data is currently scheduled to be loaded Sunday through Thursday. 

DOP Information Systems Communication – 04/22/09
What?
SAP Business Intelligence (BI) Headcount and Personnel Actions InfoProvider (ZPA_C01)

Who?

SAP BI Users
Why?
Inform agencies that the data loads for Headcount and Personnel Actions are not processing as expected this week
When?
Distribute immediately

Message:
The data loads for Headcount and Personnel Actions InfoProvider (ZPA_C01) are not processing as expected this week.

Data is current as of April 16, 2009 (the data loads were processing as expected last week). Data is currently scheduled to be loaded Sunday through Thursday. 
Technical staff are working to resolve issues that prevent this data from loading as expected. 

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Personnel Payroll Meeting Cancelled 04/22/09

DOP Information Systems Communication – 04/22/09
What?
04/29/2009 PPA Meeting - CANCELLED
Who?

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

Message:
The April 29 PPA (Personnel/Payroll Association) Meeting has been cancelled. The next meeting will be Thursday, May 28 from 9:00 a.m. to noon in the OB2 Auditorium. We will provide an agenda prior to the meeting.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Personnel Administration Processor Role Adjustments 04/30/09

DOP Information Systems Communication – 04/30/09
What?
Personnel Administration Processor Role Adjustments

Who?

HRMS HR and Payroll Offices
Why?
Inform agencies of Infotype and Report access
When?
Distribute immediately

Message:
DOP has implemented updates in HRMS to adjust the security for the Personnel Administration Processor role. 

· As a result of the Upgrade, we found that the Personnel Administration Processor role did not have access to view Infotype 1610 US Job Attributes which allows you to see the EEOC (Equal Employment Opportunity Commission) code assigned to the Job Class. This has been corrected to allow “display” access.

· Infotype 0103 Bond Purchases and Infotype 0171 General Benefits Information were also adjusted to allow “display” only; they had previously allowed “create” actions.

· Two reports have also been added to the role. These standard SAP reports provide Pay Scale and Pay Grade information. OLQR procedures for running these two reports will be created as soon as possible. In the meantime, please use the instructions provided in the links below.

S_AHR_61015554 Display Pay Grade Structure
S_AHR_61015556 Display Pay Scale Structure
Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Retro Cross-Calendar Year Medical Aid Adjustments 05/06/09

DOP Information Systems Communication – 05/06/09
What?
Retro Cross-Calendar Year Medical Aid Adjustments

Who?

HRMS HR and Payroll Offices:




2150 Utilities & Transportation Commission




2250 Washington State Patrol




3000 DSHS




4610 Dept. of Ecology




4650 Parks & Recreation




5400 Employment Security

Why?
Medical Aid adjustment issue has been corrected; agency action required
When?
Distribute immediately

Message:
DOP has completed updates in HRMS to resolve an issue involving cross-calendar year retroactive actions where medical aid tax adjustment wage types exist. While this will prevent the problem ongoing, agency action is required to correct existing records.

The issue is specific to a cross-calendar year retro of a pay period where any of the five medical aid tax adjustment wage types were entered to adjust medical aid tax. The result was a doubling of the adjustment amount. This affected the following EE (employer) and ER (employer) share wage types:

	WT
	Wage Type Long Text
	Wage Type Short Text

	
	
	

	7432
	Accident Fund Tax-Adj
	AccERAd

	7433
	Medical Aid Fund-Adj
	MedERAdj

	7434
	Suplmtal Pens Tx-Adj
	SupERAdj

	7442
	Suplmtal Pens Tx-Adj
	SupEEAdj

	7443
	Medical Aid Fund Tx-Adj
	MedEEAdj


Previously as a workaround, we could lock Infotype 0015 Additional Payments, preventing the doubling of the adjustment amount. However, the agency first needed to identify there was an issue, and if there were other changes in pay involved, it was easy to overlook.

Effective April 29, 2009 the doubling issue will no longer occur, but there are existing records that you will need to correct. Please review the Medical Aid Adjustments spreadsheet. Click on the + to the left of your Pers Area to display the corrections for your agency.

For each PRNR shown, you will need to make an offsetting adjustment on Infotype 0015 Additional Payments. Please use the current period when making the adjustment. Most employees have had extra dollar amounts deducted and this action will return the money to them; ones that show negative amounts received additional money which will need to be returned.

· Go to PA30
· Enter Personnel no
· Click the Payroll tab

· Select Additional Payments and click on Overview
· Select the appropriate medical aid tax adjustment wage type

· Click Copy
· Change the Date of origin to the current period
· Change the sign on the dollar amount (add or remove a minus sign)

· Click Enter and Save
· Continue as above for any other affected medical aid adjustment wage types

Labor & Industries has instructed agencies to report and pay or recover corrections on their current quarter returns.

Before you make a correction for a prior biennium or fiscal year, make sure you talk to your agency’s OFM accounting consultant so that the proper belated claim or prior-period expenditure recovery accounting entries can be made after the steps above are completed.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
HRMS BI Workshop Schedules 04/15/09

DOP Information Systems Communication – 04/15/09
What?
HRMS BI (Business Intelligence) Workshop Schedules


May through September 2009


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 May through September 2009 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 Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Employee YTD Payroll Register Report ZHR_RPTPY646 04/15/09

DOP Information Systems Communication – 04/15/09
What?
Employee YTD Payroll Register Report ZHR_RPTPY646

Who?

HRMS HR and Payroll Offices
Why?
Inform agencies of corrected reporting errors
When?
Distribute immediately

Message:
DOP has implemented a Change Request in HRMS to correct four known reporting errors on the Employee YTD Payroll Register Report ZHR_RPTPY646. These changes will help you with your quarterly and year-end balancing processes.

1. Amounts for retroactive Medicare and OASI changes now reflect appropriately in the quarters where the action took place. 

Previous:
Now:
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2. Employees’ contributions to 401K are now displaying as a positive amount on the report, and were previously displaying incorrectly as a negative. Note: amounts for 403B have always displayed correctly.
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3. Employees’ contributions to 401K and 403B are now included in the totals for W/H Not Subj Paid and Total Deferred.
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4. Wage Type 3223 RepayPlan deduction is now reflected in the YTD Gross amount. 
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Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Outages, Delays, Locking 04/10/09 and Update – 04/10/09

From: HRMS Communications [mailto:HRMSCOMMUNICATIONS@LISTSERV.WA.GOV] On Behalf Of McCord, Robin (DOP)
Sent: Friday, April 10, 2009 2:01 PM
To: HRMSCOMMUNICATIONS@LISTSERV.WA.GOV
Subject: HRMS - System Issues Update

Good Afternoon, 

We are working with our vendors on the issues noted below.  

Unfortunately the locking problems continue to occur intermittently.  We ask that you continue to keep trying the ESS password updates.  

This network issue is being worked as the highest priority.  We appreciate your patience.

DOP Information Systems Communication – 04/10/09
What?
System Issues

Who?

HRMS HR and Payroll Offices
Why?
Inform agencies of delays, outages, occasional locking issues
When?
Distribute immediately

Message:
Due to network circumstances outside of the Department of Personnel, users may experience periodic delays or outages, or occasional locking issues. This affects agency users, employees, and Internal job seekers accessing all HRMS components: HCM, BI, and Portal (ESS, E-Recruiting, and HCM and BI outside the SGN).

Every effort is being made to resolve this issue as soon as possible. We appreciate your patience and will keep you informed of the status until all connections have been completely restored. 

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Employee Basic Pay IT 8 History Report 03/31/09

DOP Information Systems Communication – 03/31/09
What?
Employee Basic Pay IT 8 History Report ZHR_RPTPAIT08

Who?

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

Message:
DOP has implemented a new report, Employee Basic Pay IT 8 History report ZHR_RPTPAIT08, to provide agencies with employee basic pay history.
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While most basic pay history can be viewed on the IT0008 Basic Pay screen, some automatic updates, such as Cost of Living Adjustments (COLAs), are not included in the Overview on this Infotype. These updates must be viewed by using the “IV” bar arrows at the bottom of the main display screen to scroll through the actions. With the new report, you will be able to review all history, including automatic updates, in one place.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
List Employees Related by Reference Personnel Number ZHR_RPTPYU38 03/31/09

DOP Information Systems Communication – 03/31/09
What?
List Employees Related by Reference Personnel Number ZHR_RPTPYU38 

Who?

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

Message:
DOP has implemented a new report, List Employees Related by Reference Personnel Number ZHR_RPTPYU38, to provide agencies with a way to identify concurrent employees (employees that are active in more than one agency).

The report defaults with the current date (you can use other dates, but the results will reflect history based on whatever date is entered). The Program Mode defaults to View by Central Person, but the results are the same if you select View by Employee.  Note: “Central Person” is an internal SAP ID that provides a constant, unique number for employees who have more than one Personnel Number.
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You might find this new report helpful for:

· Identifying your concurrent employees

· Researching Interface (GAP) 46 Retirement Transmittal amounts

· Troubleshooting Employee Self Service (ESS) questions where concurrent employees may be using multiple Personnel Numbers to view their Earnings & Deductions Statements

· Researching actions on Infotype 0009 Bank Details entered by a subsequent employing agency (IT0009 should be maintained by the Home Agency) 

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Flexible EE Data Report ZHR_RPTPAN02 03/30/09

DOP Information Systems Communication – 03/31/09
What?
Flexible Employee Data Report ZHR_RPTPAN02

Who?

HRMS HR and Payroll Offices
Why?
Org Key and Mailing Address fields added to report


New Statewide Variant
When?
Distribute immediately

Message:
DOP has added the Organizational Key and mailing address fields to the Flexible Employee Data Report ZHR_RPTPAN02 and created a statewide variant to help agencies get the information they need more quickly and easily.

The following have been added to the Selectable fields for the report:

· Organizational Key
· Street/House – Type 5
· 2nd Address Line – Type 5
· Postal Code – Type 5
· City – Type 5
· Office/region – Type 5
· County – Type 5
· Country Key – Type 5
The added fields will allow you to sort reports for different locations in your agency. Also, some agencies use the mailing address rather than the permanent address for security reasons.

The new statewide variant, SWV Mail Addr, includes Full Name, Personnel Number, and the mailing address fields above, designated with “Type 5”.
The Statewide Variant List has been updated and is available on the Resources page on the new DOP Website.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
New Task Types for IT0019 Monitoring of Tasks 03/30/09

DOP Information Systems Communication – 03/31/09
What?
New Task Types for IT0019 Monitoring of Tasks

Who?

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

Message:
DOP has implemented new task types for Infotype (IT) 0019 Monitoring of Tasks in HRMS. 

IT0019 can be used to identify and track tasks created for employees for a specific period, or when due to expire. The following task types have been added:


09
Non-Perm End Date


10
WMS Review Period


11
Project End Date
To add a task:

· Go to PA30
· Enter Personnel no
· Click the Addt’l. Personal Data tab

· Select Monitoring of Tasks
· Click Create
· Complete the Task Type, Date of Task, and Processing indicator fields.

· Click Enter and Save
Also see the report instructions: Task Monitoring S_PH0_488000450.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Reminder for IT0041 Date Specs CLEAN UP 03/27/09

DOP is encouraged by the quick response of agencies in getting the records for IT0041 cleaned up in such a timely manner.  Thank you! 

Attached is an updated IT0041 Date Specification Spreadsheet which requires agency action to complete the clean-up.  

Again, we apologize for the inconvenience and appreciate timely updates.    

DOP Information Systems Communication – 03/19/09

What?          Infotype (IT) 0041 Date Specifications

Who?             HRMS HR and Payroll Offices

Why?             Inform agencies of clean-up needed on IT0041

When?           Distribute immediately

Etc……..

Inability to reset Portal Passwords, Deadlock Error Message 03/25/09

DOP Information Systems Communication 03/25/09 

What?            Inability to reset Portal Passwords, Deadlock Error message.

Who?             HRMS Security Administrators (Please forward to any Security Administrators that are not on this distribution list)
Why?             Too many people are trying to reset ESS passwords at the same time
When?           Distribute immediately

Message:     DOP has received multiple incidents regarding User Administrators not being able to reset ESS passwords. While resetting a user’s passwords they get the following error message:

[image: image15.png]1© An error occurred in the persistence. The original message (possibly not transiated) was: TNWMss][SQLServer JDBC Driver|[SQLServer[Transaction
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DOP Basis team is currently working directly with SAP to research this issue.  It appears that the application is not handling the number of concurrent changes appropriately, but we will know more once SAP has a chance to look at the errors.  

The initial workaround resolution is to wait a while and try to reset the password again.  Also, those employees who have an email address in the Portal, can reset their own password using the “Get Support” link on the HRMS Portal webpage.  The submit process might timeout but if they continue to click the submit button it will eventually go through and give a confirmation.

Questions? Contact:
DOP Help Desk: (360) 664-6400
PPA Meeting Agenda March 26 – 03/24/09

DOP Information Systems Communication – 03/24/09
What?
PPA Meeting March 26, 2009


9:00 a.m. to noon

OB-2 Auditorium
Who?

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

Message:
The March 26 PPA Meeting Agenda has been published on the Personnel/Payroll Association page on the (new( DOP Website. Reminder: if you have links or documents bookmarked from the old DOP Website, now is a good time to resave them!

The PPA meeting is from 9:00 a.m. to noon Thursday in the OB-2 Auditorium. There will topics of interest to both HR and payroll staff.

Good news! The Natural Resources Building parking lot, which had been under construction for the last couple of meetings, is now open! 

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
IRS 2009 New Withholding Tax Table Updates REMINDER 04/08/09
The IRS Tax Tables have been updated in HRMS with an effective date of 02/17/2009.  As stated in the 03/26/2009 HRMS Communication below, any employee who has retro activity in Pay Periods 4/2009, 5/2009, or 6/2009 may see changes in their net pay on their 04/10/09 paycheck, or thereafter, depending on when the retro is initiated.   

The tax obligation has been lowered and therefore employees affected by any type of retro activity going back to these three pay periods will have their taxes recalculated, resulting in slightly higher net pay. Within the three pay period window, the recalculation will affect the period involving the retro and any subsequent pay periods. Any subsequent, additional retro activity would have no effect, unless it applied to a previous pay period within that three pay period window. The examples below may help to explain this:

· During Pay Period 7 (for the 4/10/09 pay date), “Jane” had retro activity in Pay Period 4 – taxes will be recalculated for Pay Periods 4, 5, and 6 and be reflected on the 4/10/09 paycheck.

· During Pay Period 7 (for the 4/10/09 pay date), “Rob” had retro activity in Pay Period 6 – taxes will be recalculated for Pay Period 6 only, and be reflected on the 4/10/09 paycheck.

· In the future, during Pay Period 16 (for August 1-15), “Tim” has retro activity going back to Pay Period 5 – taxes will be recalculated for Pay Periods 5 and 6 and be reflected on the 08/25/09 paycheck.

· In the future, during Pay Period 18 (for September 1-16), “Tim” has another retro going back to Pay Period 6 – nothing will change, since the taxes were previously recalculated for Pay Period 6. If “Tim” has a retro going back to Pay Period 4 however, taxes would be recalculated for Pay Period 4 only.  

Employees should be directed to their tax professional for questions on the American Recovery and Reinvestment Act of 2009.   

IRS 2009 New Withholding Tax Table Updates 03/26/09

DOP Information Systems Communication – 03/26/09
What?
IRS 2009 Tax Table Updates in HRMS

Who?

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

Message:
DOP has updated HRMS for the IRS tax rate changes for Withholding, EIC, and Nonresident aliens according to the American Recovery and Reinvestment Act of 2009. This is effective for Pay Period 7 for the March 16-31 payroll period, paid on April 10. Agency action may be required for Nonresident aliens.
The act was signed into law on February 17, for implementation not later than April 1. Be aware that because the new tax tables are effective on February 17, any retro activity into Pay Periods 4, 5, or 6 will affect tax calculations for those employees. Any tax changes that are the result of retro activity will be passed forward via wage types /551 and /552.

Note: the Nonresident alien tax table uses a different calculation. An additional amount of $7,180 is added to the annual taxable wages prior to the tax calculation, and exemptions may vary depending on the Nonresident’s country. In order for HRMS to use the Nonresident tax table, you will need to update Infotype 0210 Withholding Info W4/W5 US for those employees who are Nonresident aliens by checking the Non-resident tax calculation box.
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For additional information, see the following links to IRS publications and tax topics:

Topic 851 - Resident and Non–Resident Aliens: http://www.irs.gov/taxtopics/tc851.html 
Aliens - How Many Exemptions Can Be Claimed?

http://www.irs.gov/businesses/small/international/article/0,,id=129233,00.html
Publication 519 (2007), U.S. Tax Guide for Aliens:
http://www.irs.gov/publications/p519/index.html 
Determining Nonresident or Resident Alien status (chart):

http://www.irs.gov/publications/p519/15023t02.html 

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
SAP BI Custom Report “Distribution of Payroll & Related Costs 03/20/09

DOP Information Systems Communication – 03/20/09
What?
SAP Business Intelligence (BI) Custom Report “Distribution of Payroll and Related Costs”
Who?

SAP BI Users
Why?
Inform agencies of updates to the Custom Report “Distribution of Payroll and Related Costs”
When?
Distribute immediately

Message:
The Distribution of Payroll and Related Costs custom report on the HRMS Portal has been updated to improve the response time. 
The result rows have been removed from the initial display of the report results. A user can add result rows back to the report after it has been generated by using the report context menu/properties option. 
For additional information on how to add a specific result row back to the report results, please reference the BI Self Paced Learning Materials: BI Report Context Menu from the Business Intelligence Training page on the DOP Website at http://www.dop.wa.gov/payroll/HRMS/Training/Pages/BusinessIntelligenceTraining.aspx
Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
BI Reporting Availability 03/17/09

DOP Information Systems Communication – 03/17/09
What?
Business Intelligence (BI) Reporting Availability

Who?

SAP BI Users
Why?
Inform agencies of schedule for March 23-31, 2009
When?
Distribute immediately

Message:
The BI Employee Specific Payroll Data Infocube (ZPY_M01) will be unavailable for reporting from March 23 through March 31, 2009. Other options for viewing data are described below.

The data load for the Employee Specific Payroll Data Infocube (ZPY_M01) did not process as expected for pay date March 10, 2009. Technical staff are working to resolve issues that prevent this process from completing as expected. The Employee Specific Payroll Data is usually loaded into BI from the HRMS application on a semi-monthly basis using SAP delivered "delta" processes (the delta process loads data that was changed during the current pay period). Due to the data load issues for pay date March 10, 2009, the BI Team will need to process additional data loads for the Employee Specific Payroll Data Infocube (ZPY_M01).

We will let you know when the Employee Specific Payroll Data loads are complete and the data is again available for reporting.

In the meantime, another option for viewing this kind of data would be to query/report directly from the HRMS application using reporting tools such as the following. Anyone with Payroll Processor, Payroll Analyst, Payroll Supervisor, or Payroll Inquirer roles can access these reports in HRMS.

· Payroll Posting Report ~ ZHR_RPTPY126
· Wage Type Reporter ~ PC00_M99_CWTR
· Payroll Results ~ PC_PAYRESULT
For additional information on how to use these HRMS application reporting tools, please reference the following resources from the DOP Website at http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference
[image: image17.png]Washington State

Contact DOP | AboutUs

Department of Personnel

ms | Pul

| — )

cations | Calondar

HRMS Support
Payroll Calendars & Schedules
Training

On-Line Quick Reference

Homs > Payroll > Human Resourcs ans

On-Line Quick Reference

The On-Line Quick Reference (OLQR) contains

t2m > On-Lins Quick Reference

Print Friendly

Related Documents

instructional materials to help you perform day-to-day

tasks in the Human Resource Management System

(HRMS).

HRMS Upgrade Impacts

Contact Us

Itis organized by functional areas and roles, job aids.

HRIIS reports, user procedures, course manuals, and

glossary.

360-664-6400 or E-Mail

® Functional Areas and Roles

Job Aids

HRMS Reports |

User Procedures

Course Manuals

Glossary

Click here to find out how
to run reports in HRMS,
including the Payroll
Posting Report, Wage
Type Reporter, and
Payroll Results

Updated: 3/9/09





Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Wage Types & Vendors Delimited 03/26/09

DOP Information Systems Communication – 03/26/09

What?
Wage Types Delimited in HRMS

New SOW Wage Types Index

Who?

HRMS HR and Payroll Offices

Why?
Wage Types no longer in use have been delimited and the Wage Types Index has been updated

When?
Distribute immediately

Message:
DOP has delimited a number of wage types and vendors in HRMS and updated the Wage Types Index on the DOP Website, HRMS Resources page.

On March 24, we delimited a group of vendor, benefit, or garnishment wage types which were outdated or no longer in use. The vendors had been blocked by OFM for 3rd party payments processing in AFRS. Delimiting the wage types will prevent them from being selected in error during creates or updates to Infotypes in HRMS.

The delimited wage types are listed on the Current WT Changes tab on the Wage Types Index.

In addition, we also blocked the following vendors. In HRMS, blocked vendors are indicated with ZDNU for “Do Not Use.”

	Vendor Number
	Vendor Name

	21734 00
	Capitol Shores Investments

	21616 00
	Child Care & Educational Srvcs

	21706 00
	DFW Captains Association

	21582 00
	Fringe Benefit Management Co

	21627 00
	Sound Community Bank

	32868 00
	Teamsters Local 252

	21790 00
	Columbia Credit Union

	21626 00
	1st Security Bank of Washington

	21791 00
	Evergreen Federal Credit Union

	21669 00
	Olympic Comm Fed Credit Union


We have also added additional information to the Wage Types Index:

· New! See the Legend for a description of what you will find on each worksheet

· New! Wage Type Priority worksheet - codes relating to the priority for taking deductions

· New! Wage Type Config Values worksheet - wage types that are “subject to” various taxes (withholding, OASI, Medicare) and accumulators

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
IT0041 Date Specifications 03/19/09

DOP Information Systems Communication – 03/19/09
What?
Infotype (IT) 0041 Date Specifications

Who?

HRMS HR and Payroll Offices
Why?
Inform agencies of clean-up needed on IT0041
When?
Distribute immediately

Message:
Due to an unintended scheduling error during the implementation of two Change Requests, a number of multiple IT0041 Date Specifications records were created in HRMS in error. Not all agencies are affected, but action is required if your agency appears on the IT0041 Date Specification spreadsheet.

Impacts: accurate leave accruals and service date reporting could be impacted, and Business Intelligence (BI) reporting will be impacted until all of the records are corrected.

Click on the + to the left of your Personnel Area to see the PERNRs with IT0041 entries that need to be reviewed. We identified all IT0041 entries that may be duplicates, based on multiple, identical From or To dates. 

In the first example below, using Overview, there are three identical entries, each with From = 03/09/2009 and To = 01/15/2007. To verify these are duplicate entries, you can select all three lines (click in the box to the left of the From column on all three), and click on Choose [image: image18.png]&



. Use the [image: image19.png]o B



 arrows to review each record. These three records are identical. In this case, you would delete (trashcan) two of the records, and Pencil change the To date of the remaining record to the From date, minus one day, or 03/08/2009.
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The next example shows two identical records, but notice they are not the most recent (as was the case in the first example). Upon review, the two records with 03/06/2009 From dates are identical; you would delete one of the records and change the To date of the remaining record to 03/05/2009.
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These are two examples, but there may be others. Not all of the entries shown on the spreadsheet are incorrect – you may need to review the records in question and determine if they are valid, or need to be deleted or changed. You can contact the DOP Help Desk if you need help determining if a record needs to be corrected.

We apologize for the inconvenience, and have put processes in place to prevent a recurrence.
Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
On-Line Quick Reference on New DOP Website 03/17/09

DOP Information Systems Communication – 03/17/09
What?
On-Line Quick Reference on New DOP Website

Who?

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

Message:
We hope you are enjoying DOP’s new Website at www.dop.wa.gov and find it helpful and easy to use. With the launch of the new site, we have also made some changes to the OLQR (On-Line Quick Reference).

How do I find the OLQR on the new site? You’ll find the OLQR at http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx, and links are conveniently located on many of the HRMS pages under the Payroll tab.
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What has changed? 

· We’ve grouped the HRMS instructional materials, including Course Manuals, on one page to help you find answers fast.
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· All the materials you need for your HRMS role are in one place, and the Transaction Codes and Infotypes are identified.
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· All documents are available in PDF and Word (or PowerPoint) formats. You can save a Word or PowerPoint document to your own drive or computer and update it for your agency’s business processes.

A few more changes due to new software

· The new DOP Website operates on Microsoft SharePoint. The new software will allow us to more quickly update and publish documents, however as a result, the “Other Formats” previously offered will no longer be available. The new User Procedure and Report format will be like “Work Instruction” with all steps and screenshots included.
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· You will now access the OLQR from the DOP Website, or save the new address to your Favorites or Bookmarks. You will no longer be able to access the OLQR directly from within an HRMS transaction (and agency surveys indicated very few of you used that feature). Also, you can easily add the OLQR URL to your SAP Favorites, if desired.
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Please add the new OLQR to your Favorites or Bookmarks immediately. The old OLQR resided on a separate server, hosted by DIS. The site currently has a “redirect” that will take you to the new location, but we will be closing the old site and removing the redirect by March 31, 2009.

Thank you for all your help and the great feedback you gave us during our project – we will continue to fine-tune the Website to provide you with the tools and information to help make your job easier.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Preview DOP’s New Website - 03/11/09
DOP Information Systems Communication – 03/11/09

What?
Preview DOP’s New Website

Who?

HRMS HR and Payroll Offices

Why?
Advanced Preview Opportunity Prior to Live Launch

When?
Distribute immediately

Message:
The Department of Personnel will soon be launching a new, totally redesigned Website. Before we open it up to the public, we invite you, our HR and Payroll partners, to preview the new site using this temporary URL: http://www-test.dop.wa.gov:8005/Pages/DOPHome.aspx. This preview is available now through Monday, March 16. Information about HRMS can be found by clicking on the “Payroll” tab.
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We’re offering this preview to give you a chance to become familiar with the new site before the official launch that is anticipated to be March 17. 

We’d like your feedback:

Once you’ve had a chance to check out the site, please take a few minutes to complete our short online survey. You are also welcome to send an email directly to the DOP Webmaster at webmaster@dop.wa.gov. Your feedback will be very helpful as we look for future opportunities to improve the usefulness of this tool. 

Many of you have already had a hand in shaping this new site by participating in usability testing, informational interviews, card sort exercises, and similar activities over the past eighteen months. We appreciate your support of this project and expect you will find that the new site better meets your needs as a result of these efforts. 

Known issues for the preview only:
· Training course schedules and descriptions are coming from a snapshot taken as of 2/23. The regular updates of this information will begin once the site goes live.
· Some links in documents (such as Word or Excel files) may not work until the site is live. Links that have www.dop.wa.gov at the beginning are pointing to where the pages will be after go-live. 
· The calendar list is not yet complete. We will be adding more events over the next several days.

Questions? Contact:
Email Contact: webmaster@dop.wa.gov
Display User-Generated Time Quota Comp. (IT0416) Records on Reports 03/13/09
DOP Information Systems Communication – 03/13/09
What?
Display User-Generated Time Quota Comp (IT0416) records on Reports

Who?

HRMS HR and Payroll Offices
Why?
Time Quota Comp (IT0416) records with “Do Not Account” will now be reported as adjustments
When?
Distribute immediately

Message:
DOP has implemented a Change Request to change the way that records for Infotype (IT) 0416 Time Quota Compensation, with compensation method 1000 Free Compensation are reported. No agency action is required.
These records are created by agencies to reduce available quota according to the instructions in the HRMS Communication we sent on September 12, 2008. These records were previously being reported in the Paid/Reported and Taken columns on various reports that display leave activity, such as the Attendance System Change Report ZHR_RPTTM084, and the Earnings and Deductions Statement ZHR_RPTPY711. These records will now appear in the Adjustment column.
This change was effective in HRMS on March 12, 2009. Most reports will reflect the adjustments in the appropriate columns for current as well as previous records. The exception is the Earnings and Deductions Statement – adjustments for records created from March 1 to current date will not display until after payroll for pay period 06 has completed.
Examples:

· IT0416 - User created adjustment to reduce sick leave quota with the amount 154.8 has been entered
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· Attendance System Change Report – the adjustment entered on IT0416 now displays in the Adjustment column
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· Earnings and Deductions Statement - the adjustment entered on IT0416 now displays in the Adjust column
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Note: this change affects user-created quota compensation on IT0416 for reducing quota only. System-generated quota compensation from shared leave donations will continue to be reported in the Donated column on the Attendance System Change Report.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Baseline for Layoff Seniority Calculations Report 03/09/09

DOP Information Systems Communication – 03/09/09
What?
Baseline for Layoff Seniority Calculations Report

Who?

HRMS HR and Payroll Offices
Why?
Inform agencies of new Business Intelligence (BI) report
When?
Distribute immediately

Message:
 The new Baseline for Layoff Seniority Calculations Report is available from the HRMS Portal under the Personnel Administration tab for BI Reports, effective March 6, 2009.
[image: image31.jpg]15 At Ak P e o -rom Fo—

Bl il e
- CossDouton- Py Cass) B S —
 Erplyee a0 oston S | Comneraan roge_snge voke
 Enpoyee oy Susness s Opora a
 EnlyesFraboton Ervoymet st Opora) n ) Acoe mocive
 Engyeesunrary Engoyes e Optons) a
itk Ergyes uncroup Opora) a
e Wk Convct Optons) o
i b Canrot Tyoe (Ot )

| ortai rovortes =D Personnel Area - Seiect Optonal o

Prsome Subares Optons 2
Orgmztanl e Ot a
22 Operan a
10 s o O Opra a
Foston Opora) a
OuySaton oty Opions) a
ey S Opions) )





Report Name: Baseline for Layoff Seniority Calculations Report 

Report Description: This report is a tool for your agency to view employee seniority date and military service. This baseline report, as is, does not provide a seniority date for layoff purposes. Your agency must perform further analysis to determine what adjustment, if any, must be made to an employee’s seniority date according to civil service rules and/or collective bargaining agreements such as layoff preference for military service, calculation of part-time seniority, and adjustment for leave without pay.

Additional fields have been included for informational purposes only.

Note:  Employee data in BI is updated nightly.

If you have questions or need more information about using this report, please contact DOP Helpdesk.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Questions regarding rules? Contact:

DOP Rules: (360) 664-6325

Email Contact: rules@dop.wa.gov
Affirmative Action BI Reports on the HRMS Portal 03/20/09

DOP Information Systems Communication – 03/20/09

What?
New Affirmative Action reports on the HRMS Portal
Who?

HRMS HR Offices

Why?

Streamlined and flexible new AA reports

When?
Distribute immediately

Message:
Two new and improved affirmative action reports have been added to the HRMS Portal under the BI Reports > Personnel Administration > Affirmative Action folder:
· Workforce Distribution for Affirmative Action – developed specifically for agencies completing their state Affirmative Action plans.

· Affirmative Action Flexible Reporting – developed to give agencies the flexibility to “slice and dice” affirmative action data in many different ways. 

The new reports replace the four affirmative action reports that were previously available on the Portal. With the exception of Employee Name, all fields that were available on the old affirmative action reports are available on the new reports, ** including some additional fields that were not previously available.

** Due to the sensitive nature of affirmative action data, Employee Name has been removed from the new affirmative action reports. If an agency deems it necessary to include names, they may request one of their own BI Power Users to make a copy of the existing affirmative action report and add employee name to their own copy.
If Employee Name is added to the report results, and you attempt to run the report for a previous calendar month/year, security will prevent any employee who has moved to another agency from showing up on your affirmative action report. This will skew your affirmative action counts. If you run the report for the current time period, it will include all active/inactive employees in your agency.

Please Note: 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. 
Questions? Contact:
La’Tonja Hunter (360) 664-6228

Email Contact: latonjah@dop.wa.gov
DOP Help Desk: (360) 664-6400

Email Contact: HelpDesk@DOP.WA.GOV
WT4125 Savings Bond Purchase 03/10/09

DOP Information Systems Communication – 03/10/09
What?
Wage Type 4125 Savings Bond Purchase

Who?

HRMS HR and Payroll Offices
Why?
Display issue on reports
When?
Distribute immediately

Message:
DOP is notifying agencies of a display issue for Wage Type 4125 Savings Bond Purchase on the 3rd Party Reconciliation PC00_M99_URMR and Negative Summary Records ZHR_RPTPY455 reports.

We created WT4125 in November, 2008 as a result of some changes to the 3rd party posting program due to the HRMS Upgrade. The new wage type should display on the 3rd Party Reconciliation PC00_M99_URMR report as a positive number, but erroneously shows up as a negative. It also erroneously appears on the Negative Summary Records ZHR_RPTPY455 report. 

This is a display issue only. We have a Change Request to resolve this issue, and we’ll notify you when it has been completed.
Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Infotypes for Military Service 03/09/09

DOP Information Systems Communication – 03/09/09
What?
Infotypes for Military Service
Who?

HRMS HR and Payroll Offices
Why?
Change in procedure for entering military service dates
When?
Distribute immediately

Message:
DOP is changing the procedure for creating military service in HRMS on Infotype 0081 Military Service: 

· Please begin entering the actual military Start and To dates on IT0081. You were previously instructed to use the hire date (Start) and 12/31/9999 (To).

· Create a separate record for each military service event. Some employees may have multiple deployments, or they may serve in more than one branch of the military. 

Capturing the actual dates and each separate military service event will be helpful when calculating military service for layoffs, and will assure that the information on IT0081 matches the records on IT0552 Time Specification/Employ. Period.

Corrections to existing records are not necessary; however if you should need to update this infotype in the future to enter additional military service events, or for any other reason, please update the Start and To dates for all records to reflect the actual military dates.

We will be creating a new User Procedure for creating military service in the near future, and adding it to the On-Line Quick Reference (OLQR). In the meantime, use the following Create Military Service instructions.

Note: reports on Military Service from Business Intelligence (BI) currently show only the most recent record. We are creating a Change Request to display all records, and we’ll notify you when this has been implemented. 

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
WT 2512/2513 for Noncash Dental/Medical Benefits 03/06/09

DOP Information Systems Communication – 03/06/09
What?
Wage Types 2512/2513 for Noncash Dental/Medical Benefits
Who?

HRMS HR and Payroll Offices
Why?
Wage types have been updated on Employee YTD Payroll Register Report ZHR_RPTPY646
When?
Distribute immediately

Message:
DOP has completed an update to HRMS to remove the following wage types from the Taxed Insurance field on the Employee YTD Payroll Register Report ZHR_RPTPY646. No agency action is required. 

WT
Long Text

Short Text

2512
Noncash Dental
DenDPImp

2513
Noncash Medical
MedDPImp

These wage types are noncash, but had been posting to both the Noncash and Taxed Insurance fields on the Employee YTD Payroll Register Report ZHR_RPTPY646, overstating the total taxable insurance amount. 

WT2512 and WT2513 are now posting to the Noncash field only. No corrections or adjustments are required – the Taxed Insurance field is not used for the Form W-2 Wage and Tax Statement, and has no effect on year-end reporting. If you use this report to balance to the reportable boxes on the W-2, and have been experiencing out-of-balances, the amounts will now be correct.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Flexible Spending Account (FSA) 03/03/09

DOP Information Systems Communication – 03/03/09
What?
Flexible Spending Account (FSA)
Who?

HRMS HR and Payroll Offices
Why?
Change in AFRS fund for WT2242 and WT2243
When?
Distribute immediately

Message:
DOP has completed an update to HRMS to change the fund into which Flexible Spending Account (FSA) monies are deposited. No agency action is required.

The wage types affected are WT2242 Medical FSA-pretax (2006) and WT2243 Medical FSA Pre Tax. You will see the fund change on the ZHR_RPTPY376 JV Payroll Journal Voucher Report, ID 16 on the AFRS Fund for HCA. The monies are now being deposited to AFRS Fund 165. The previous fund was 08G. 
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The change in funds was effective 1/1/2009, and implemented in HRMS for Pay Period 04, 2009 Prior to implementation in HRMS, HCA had been manually transferring the funds to the new account by journal voucher. This is for information only. Again, no agency action is required.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Maintain Text on IT0041 Date Specifications 03/04/09

DOP Information Systems Communication – 03/04/09
What?
Maintain Text on Infotype 0041 Date Specifications

Who?

HRMS HR and Payroll Offices
Why?
Maintain Text feature has been added to IT0041
When?
Distribute immediately

Message:
DOP has completed an update to HRMS to add the Maintain Text feature to Infotype (IT) 0041 Date Specifications.

You will now be able to enter information about adding or changing dates, such as 01 Anniversary Date, 03 Original Hire Date, and 07 Unbroken Service Date. This could be helpful to explain actions to both internal staff as well as when the employee moves on to another agency. 

For example, agencies may need to complete one or more date specifications for time periods when the employee was in a non leave eligible appointment at a prior agency so that HRMS will calculate leave accrual. Adding an explanation in Maintain Text will help clarify why the update was made.

For more information about Date Specifications and the Maintain Text feature:

· On-Line Quick Reference User Procedure: Date Specifications
· January 29, 2009 PPA Meeting Presentation: Maintain Text
Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Background Check Options 02/27/09 

DOP Information Systems Communication – 02/27/09
What?
Background Check Options

Who?

HRMS HR and Payroll Offices
Why?
New functionality in HRMS for adding/monitoring background checks
When?
Distribute immediately

Message:
DOP has completed updates in HRMS to allow you to indicate positions that require background checks, and to monitor completion of that task on the employee, if desired.

Training materials covering these functions will be created/updated in the near future, and we’ll let you know when they are available. In the meantime, you may use the following instructions if you wish to use the new background check features.

Background Check Required for Position

1. Go to PO13
2. Enter the position number in the Position field

3. Click Enter
4. Select the Job Attributes Infotype

5. Click Copy
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6. Change the Start date if the position now requires a background check, or 
Leave the Start date the same if the position has always required a background check

7. In the Security section, enter 1 in the Security Clearance field

8. Click Enter and Save
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Create Monitoring of Task – Background Check Complete

This procedure is used to reflect that a Background Check has been completed for an employee. You may run S_PH0_48000450 - Date Monitoring Report to see which employees have the background check completed.

1. Go to PA30
2. Enter Personnel no
3. Click the Addtl. Personal Data tab

4. Select Monitoring of Tasks
5. Click Create
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6. Complete the fields

	Task Type
	R
	The Type of Task.

Example: Backgrnd Ck Completed

	Date of Task
	R
	The date of the task.
Example: 2/18/08

	Processing indicator
	R
	The status of the task.

Example: Task completed
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7. Click Enter and Save
Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
PPA Meeting Agenda February 26 – 2/24/09

DOP Information Systems Communication – 02/24/09
What?
PPA Meeting February 26, 2009


9:00 a.m. to noon

OB-2 Auditorium
Who?

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

Message:
The February 26 PPA Meeting Agenda has been published on the HRMS Customer Support Web site on the PPA Page. 

The PPA meeting is from 9:00 a.m. to noon Thursday in the OB-2 Auditorium. 

Please check the General Administration Website for up-to-date information about parking. The Natural Resources Building parking lot, which has been closed for repairs, now has some spots available. Here's a link that gives the latest info as well as alternatives: http://www.ga.wa.gov/Park/NRBParking.htm, and you may also consider using the DASH service from Intercity Transit: http://www.intercitytransit.com/page.cfm?ID=0290
Note: the 1/29/09 PPA Meeting notes will be available later today on the Website.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
 Shared Leave Donation/Return Infotype 0613 03/02/09

DOP Information Systems Communication – 03/02/09
What?
Shared Leave Donation/Return Infotype (IT) 0613

Who?

HRMS HR and Payroll Offices
Why?
Reminder for checking the Amount Related box for shared leave donations and returns

When?
Distribute immediately

Message:
DOP is reminding agencies to always check the Amount Related box when processing employee-to-employee shared leave donations and returns on IT0613 Shared Leave Donation/Return. 
We have recently noticed situations where the Amount Related box is not being checked while agencies are processing EE to EE shared leave donation/return records, particularly when shared leave is being donated or returned to multiple donors. If the Amount Related box is not checked, HRMS does not calculate shared leave donations or returned hours based on each employee’s base rate. 

Checking the Amount Related box ensures that the base rate is taken into consideration while calculating the donation or return  of hours. For example, Linda donated 24.0 hours to Joe. Linda’s base rate is 10 and Joe’s base rate is 5 according to their Wage Type 1010 Base Rate for shared leav, set up on IT0014 Recurring Payments/Deductions. So HRMS calculates the hours that Joe should get from Linda’s donation as: 24 x 10 = 240; 240 ÷ 5 = 48. If the Amount Related box was not checked while creating the IT0613 record, Joe will get 24 hours from Linda, which is incorrect. The same logic applies to the return of shared leave process.

Possible Corrections:

If you have existing IT0613 EE to EE shared leave donation/return records that need to be corrected, do not “pencil” edit those records. You will need to delete (trash can) and recreate those IT0613 records. 

What existing records might you need to correct? If the Amount Related box was not checked, and the employees’ base rates were different, and absences were applied on the quota, you may need to request an Incident through the Help Desk for redistribution of those absences. 

For more information regarding the calculation of returning unused share leave, refer to:

· State Administrative & Accounting Manual (SAAM) at http://www.ofm.wa.gov/policy/default.asp
· Sample calculations - http://www.ofm.wa.gov/resources/payroll/prsharedsample_09_bien.pdf
· HRMS Quotas Course Manual
· HRMS On-Line Quick Reference User Procedure Shared Leave Returning Donation
Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Retro OT on Earnings and Deductions Statement ZHRPRPTPY711 02/25/09

DOP Information Systems Communication – 02/25/09
What?
Retroactive Overtime on Earnings and Deductions Statement ZHR_RPTPY711

Who?

HRMS HR and Payroll Offices
Why?
Display of hours on report

When?
Distribute immediately

Message:
DOP has created a Change Request to address a display issue on the Earnings and Deductions Statement ZHR_RPTPY711 when overtime hours are entered retroactively in HRMS using certain wage types. This communication is to alert you to the issue, and so you may assist employees who have concerns about the hours showing on their Earnings & Deductions Statement. This is an infrequent occurrence, and we will notify you when the Change Request has been implemented. No agency action is required.

When overtime is entered retroactively using certain wage types that “generate” other wage types, the hours shown on the Retroactive Adjustment line on the report and statement in normal mode are doubled. If you select Extended Statement in the ZHR_RPYPY711 transaction, you’ll see hours associated with both of the wage types, which is resulting in the doubled amount. This is a display issue only – the pay and history are accurate.
The table below lists the affected wage types entered, the wage types they generate, and titles. Also see the Wage Types Index on the Generated Wage Types tab on the DOP website.
	“Base” Wage Type Entered in HRMS 
	Generates Wage Type 
	Wage Type Long Text
	Wage Type Short Text

	1278
	1064
	shift 2-rate .10 - 4051
	swing sh

	1281
	1065
	shift 3-rate .20 - 4051
	grave sh

	1250 & 1280
	1066
	shift 2-rate .50 - 1300
	swing sh

	1086 & 1283
	1067
	shift 3-rate .65 - 1300
	grave sh

	1237
	1210
	Emer/Distr Ops OT Prem
	E/DotPrm

	1232, 1234 & 1241
	1216
	Overtime Premium
	OT .5x

	1246
	1217
	OT VOL Prem (225)
	OT VolPr

	1239
	1220
	Fire Duty OT Prem
	OT .5x

	1284
	1301
	Dbl time OT shft1 premium
	Db Shft1

	1285
	1302
	Dbl time OT shft2 premium
	Db Shft2


The employee can see the detail showing both wage types to better understand how the hours are “rolling up” as doubled by selecting the Display Extended Earnings Statement option on the Earnings Statement in ESS (Employee Self Service.)
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This is an example of what the statement looks like in the normal layout and the extended version. In the normal layout, the Retroactive Adjustment shows 8.00 hours; the actual amount is 4.00 hours. You can see on the extended version that the doubling occurs because the hours are shown for both the base (1232) and the generated (1216) wage types that make up the total amount of the overtime pay. The Change Request will modify the calculation to consider the hours on the base wage type only so the correct number of hours will display on the normal layout. Again, this is a display issue only. The pay and all other calculations are correct.

Normal Layout

	Position Title                   Earnings Type                           Hrs/Unit        Rate               Amount                        YTD

	DATA COMPILER 1

	
	1216 Overtime Premium
	0.00
	0.00
	0.00
	31.51

	
	1232 OT FLSA 1.5 All Agy
	0.00
	0.00
	0.00
	62.98

	
	Retroactive Adjustment
	8.00
	
	94.49
	0.00


Extended Statement

	Position Title                   Earnings Type                           Hrs/Unit        Rate               Amount                        YTD

	DATA COMPILER 1

	
	200718 1216 Overtime Premium
	1.50
	8.35
	12.53
	0.00

	
	200720 1216 Overtime Premium
	2.50
	7.59
	18.98
	31.51

	
	200718 1232 OT FLSA 1.5 All Agy
	1.50
	16.69
	25.04
	0.00

	
	200720 1232 OT FLSA 1.5 All Agy
	2.50
	15.18
	37.94
	62.98


Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Garnishment History in HRMS 02/03/09

DOP Information Systems Communication – 02/03/09
What?
Garnishment History in HRMS

Who?

HRMS HR and Payroll Offices
Why?
History Display Issue Resolved
When?
Distribute immediately

Message:
DOP has updated HRMS to resolve a garnishment display issue where you were unable to view garnishment history if there was no current year garnishment activity. This affected a small number of employees/agencies prior to the first payroll in January, 2009.

The History button on the Overview Garnishment Document Infotype 0194 was not working the same as it had before the HRMS Upgrade was completed in 2008. A change to using the ALV layout format for the report output resulted in an error message that didn’t allow the selection of other dates. 

The Garnishment History – Remittance Information screen now displays normally, and the New dates button allows you to view the selected prior history.
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Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
PPA Meeting Agenda January 29 – 1/28/09

DOP Information Systems Communication – 01/28/09
What?
PPA Meeting January 29, 2009


9:00 a.m. to noon

OB-2 Auditorium
Who?

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

Message:
The January 29 PPA Meeting Agenda has been published on the HRMS Customer Support Web site on the PPA Page. 

The PPA meeting is from 9:00 a.m. to noon tomorrow in the OB-2 Auditorium. 

Please check the General Administration Website for up-to-date information about parking. The Natural Resources Building parking lot is closed for repairs. The Website will give you information about other parking alternatives, and you may also consider using the DASH service from Intercity Transit: http://www.intercitytransit.com/page.cfm?ID=0290
Note: Olympia Fire Department firefighter rescue and survival training activities will be held at the Wheeler parking lot site tomorrow, however there is no impact to the portion of the lot where parking is currently available.

For more information about the PPA, visit the PPA page on the DOP website.
Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Annual Sick Leave Buyout - Final 1/15/09

DOP Information Systems Communication – 01/15/09
 

What?
Annual Sick Leave Buyout - Final
 

Who?

HRMS HR and Payroll Offices
 

Why?
Instructions for Annual Sick Leave Buyout 
 

When?
Distribute immediately
 

Message:
DOP completed the final Sick Leave Buyout process last night. The final Sick Leave Buyout Spool Reports are now available for your review. You may save these reports for your records of the final process.

We will print the Sick Leave Buyout Statements and mail them to you (using Payroll labels) in the next few days.

Agencies that need to make corrections or adjustments for eligible Sick Leave Buyout information that is not reflected in the final processing may create manual Sick Leave Buyout Statements using this blank electronic copy of the Sick Leave Buyout Statement. (See Sick Leave Buyout Calculation Instructions below.)

Signed Sick Leave Buyout Statements for employees who wish to participate in the annual sick leave buyout are due at the agency payroll offices by January 31st 
Instructions to process the annual sick leave buyout 
Use the Time Quota Compensation method 9005 Sick Leave Buyout–Annual:
 
	1. Transaction: 
	PA30

	2. Select: 
	Time Quota Compensation Infotype 0416

	3. Select: 
	“Create”

	4. Select: 
	Comp Method = 9005 Sick Leave Buyout–Annual

	5. Enter: 
	Start date for period that buyout will be processed

	6. Enter: 
	** No. to Compensate = total eligible hours (i.e., 96 if employee earned 96 hours and had no sick leave deductions or absences)

	7. Save Record 
	


**Enter total eligible hours. HRMS will pay eligible hours at 25% and will deduct all eligible hours from the employee’s sick leave balance. 
Sick Leave Buyout Calculation Instructions

We are providing information about how sick leave buyout hours are determined and calculated in HRMS if you need to create or make corrections to a Sick Leave Buyout Statement. (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 12/31/2008, has earned 96 hours and taken 8.

· 547 – 480 = 67 

· 96 – 8 = 88 

· 67 is less than 88; eligible buyout hours is 67 
Example: Employee B has 800 sick leave balance as 12/31/2008, has earned 96 hours and taken 8.

· 800 – 480 = 320 

· 96 – 8 = 88 

· 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 (2008) sick leave balance minus 480 hours
	Formula #2

Buyout year (2008) 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 12/31/2007; 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 12/31/2007; 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).
Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
New Absence Types for Leave-Related Laws 1/23/09

DOP Information Systems Communication – 1/23/09
What?
New Absence Types for Leave-Related Laws
Who?

HRMS HR and Payroll Offices
Why?
Inform agencies of new Absence Types 

When?
Distribute immediately

Message:
DOP has completed updates in HRMS for 15 new Absence Types for leave-related legislation from 2008. 

We notified you on May 12, 2008 of new laws and rule changes regarding leave for employees whose military spouses are being deployed or taking leave from deployment. At that time, we instructed you to manually track these absences until we could create new Absence Types.

Additional rules under HR 4986 amended the Family and Medical Leave Act (FMLA) for leave to care for service members. Click here to review Key News regarding the FMLA: https://www.dol.gov/esa/whd/fmla/index.htm
The Absence Types related to the rule changes have now been completed and are available in HRMS. The new Absence Types, and the authorities under which they were established, are:

	Absence Type
	Absence Type Text
	Authority

	9002
	Shrd Lv FMLA SrvcMem Care
	Fed Law HR 4986

	9011
	Vac Lv FMLA SrvcMem Care
	Fed Law HR 4986

	9012
	Vac Lv Mil Spouse Lv
	SB 6447

	9015
	Comp Time Mil Spouse Lv
	SB 6447

	9029
	LWOP Mil Spouse Lv
	SB 6447

	9042
	LWOP FMLA SrvcMem Care
	Fed Law HR 4986

	9052
	Sick Lv FMLA SrvcMem Care
	Fed Law HR 4986

	9053
	Sick Lv Mil Spouse Lv
	SB 6447

	9071
	Hol Cred Tkn Mil SpouseLv
	SB 6447

	9108
	Recog Lv Mil Spouse Lv NR
	SB 6447

	9109
	Recog LvFMLA SrvcMmCar NR
	Fed Law HR 4986

	9115
	Exchng Tm Mil Spouse Lv
	SB 6447

	9116
	Exchng Tm FMLA SrvcMmCare
	Fed Law HR 4986

	9125
	Pers Hol FMLA SrvcMemCare
	Fed Law HR 4986

	9126
	Pers Hol Mil Spouse Lv
	SB 6447


SrvcMem Care 
= 
Service Member Care

NR 

= 
Non Represented

Hol Cred Tkn
= 
Holiday Credit Taken – used by WSP and WSDOT Ferries only
Note: The employee Leave Request form has been updated with the new Codes and Leave Types, however we are currently experiencing a problem getting the new form posted on the DOP Internet site. We will notify you as soon as the form is available on the site.

If you have questions or need more information about using the new Absence Types, please contact DOP Rules.

Questions? Contact:
DOP Help Desk: (360) 664-6400

Email Contact: HelpDesk@DOP.WA.GOV
Questions regarding rules? Contact:

DOP Rules: (360) 664-6325

Email Contact: rules@dop.wa.gov
Form W-2 Wage & Tax Statement Info 01/16/09

DOP Information Systems Communication – 01/16/2009

What?
Form W-2 Wage and Tax Statement Information

Tax Reporter PU19 - Status

Who?

HRMS Payroll Offices
Why?
Explain the Form W-2 sort and print information and inform agencies of PU19 status
When?
Distribute immediately
Message:
All W-2s have now been printed and mailed to employees by CMS (Consolidated Mail Services). Also, please do not run any reports in Tax Reporter PU19 until we notify you and send instructions on Tuesday, January 20.

On Thursday, January 8, 2009 HRMS produced the employee W-2 files. They were printed at DIS (Dept. of Information Services), and CMS mailed all W-2s to employees this week.

The 2008 W2 print includes the mandatory copies, Copies B and C, without the State and Local copies. Also, the Notice to the Employee is printed below Copy B and C. 

If you determine that any W-2s are incorrect, you will need to create a manual (outside HRMS) W-2C and a W-3C. 
We will notify you on Tuesday, January 20 when you can resume using Tax Reporter PU19 for reports. Please do not use PU19 for any reason in any way until you receive a communication from us on Tuesday.
On Tuesday, we will also be sending information and instructions about the following:

· Reissuing Form W-2

· W-2 Audit Report

· 6559 Transmitter Report (Summary of Magnetic Media)

· W-3

Questions? Contact:
DOP Help Desk: (360) 664-6400

Email Contact: HelpDesk@DOP.WA.GOV
WT 2652 Walla Walla Fed CU now Gesa CU 1/21/09

DOP Information Systems Communication – 1/21/09
What?
Wage Type 2652 – Walla Walla Federal Credit Union now Gesa Credit Union
Who?

HRMS HR and Payroll Offices
Why?
Inform agencies of Wage Type Change 

When?
Distribute immediately

Message:
Walla Walla Valley Federal Credit Union has merged with Gesa Credit Union, and Wage Type (WT) 2652 has been updated in HRMS. No agency action is required.

WT 2652 has been updated in HRMS to change the name from Walla Walla Valley FCU to Gesa Credit Union. We have changed the configuration in HRMS to route payments/deductions to Gesa Credit Union. 

This communication is informational only for those agencies that have employees using WT 2652.
Questions? Contact:
DOP Help Desk: (360) 664-6400

Email Contact: HelpDesk@DOP.WA.GOV
Annual Sick Leave Buyout Processing Info/Rpts 1/09/09

DOP Information Systems Communication – 1/09/09
What?
Annual Sick Leave Buyout Processing Information and Reports

Who?

HRMS HR and Payroll Offices
Why?
Second test run 

When?
Distribute immediately

Message:
Agencies are reminded that the spools reports for the second test for the Sick Leave Buyout reports were created on January 7th and are available for review.

The final processing for Sick Leave Buyout statements and reports will begin after 6:00 p.m. on Wednesday, January 14, 2009.

Questions? Contact:
DOP Help Desk: (360) 664-6400

Email Contact: HelpDesk@DOP.WA.GOV
Level 5 Security Risk – Patch 01/13/09

Updates in BOLD and RED 

HRMS Technical Communication 01/13/09

 

What?
Level 5 Security Risk to HRMS Workstations Running Older Patches for SAPgui 
Who?

Agency Technical Staff
Why?
Resolve Security Issue
When?
Distribute immediately - URGENT
Message:
Please review this communication for urgent 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.
Issue Description: 
SAP has issued a high level alert concerning a security vulnerability for agencies running SAPgui software (BI 7.0 Patch level 400 or earlier). This version of the SAPgui software contains an unspecified vulnerability in the MDrmSap ActiveX Control (mdrmsap.dll) for versions that are less than 3.7.0.4 that could allow remote execution of arbitrary code with privileges of the logged in user.

Action required:

BI Patch 700 for SAP GUI 7.10 was made available to agencies for installation on 10/17/2008 (along with a patch for SAP GUI 7.10 Patch 9, where needed).
· If you have already installed the BI Patch 700 for SAP GUI 7.10, you don’t need to do anything further.
· If you have not installed this patch, we recommend you download and install it immediately to eliminate the vulnerability. To download the BI Patch, click here: BI Patch 700 for SAP GUI 7.10. More information and instructions are available at:  http://hrms.dop.wa.gov/TechInfo/SAPGUI710Update.htm. 

· Please check the version of your file MDrmSAP.dll and ensure it is equal to or above 3.7.0.4 so you are not susceptible to the vulnerability.
Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
2009 Medical Aid Rates 01/13/09

DOP Information Systems Communication – 01/13/09
What?
2009 Medical Aid Rates 
Who?

HRMS HR and Payroll Offices
Why?
2009 L&I Medical Aid Rates have been updated in HRMS
When?
Distribute immediately

Message:
DOP has updated HRMS for the 2009 L&I (Labor and Industries) Medical Aid rates effective for the 1/26/09 pay date. You will no longer get an error message when processing payroll simulations for pay period 2009 (as communicated to you on 1/7/09).

To view the new 2009 Medical Aid rates use report ZHR_RPYPYU05 Medical Aid Rates by Override Group. To run the report, use the Effective Date 01/16/2009, or use Statewide Variant SWV Med Aid and enter the Pers. Area (from OG Text).
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Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
HRMS Wage Types Catalog 01/07/09

DOP Information Systems Communication – 01/07/09
What?
HRMS Wage Types Catalog has been updated 
Who?

HRMS HR and Payroll Offices
Why?
Catalog has been published
When?
Distribute immediately

Message:
The HRMS Wage Types Index has been updated and posted on the DOP website.

Wage Type updates completed in November and December 2008 have been added. 

Also note: Wage Type 2541 Aetna Public EE PreTax was updated in HRMS and added to the Wage Type Catalog in November 2007. Although it was added more than a year ago, we didn’t communicate the update at that time since the current 2008 W-2s will be the first instance that this wage type will appear (on the W-2, in Box 14). 

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@DOP.WA.GOV
Tax Reporter PU19 UPDATE – 01/08/09

Attention HRMS HR and Payroll Offices:

This is an additional reminder for you to not use Tax Reporter PU19 for any reason in any way at this time. We have begun our W-2 processing, and activities in PU19 could potentially jeopardize the W-2 process. Again, if PU19 activities continue, we may need to lock users out of HRMS until January 15, 2009. Thank you for your cooperation.

Tax Reporter PU19 – 01/07/09

DOP Information Systems Communication – 01/07/09
What?
Tax Reporter PU19 – Please Do Not Execute Report
Who?

HRMS HR and Payroll Offices

Why?
Required for W-2 Processing
When?
Urgent - Distribute immediately

Message: 
Please do not run Tax Reporter PU19 from Thursday, January 8 through Thursday, January 15, 2009. This is required for W-2 processing activities.

This is a new request for the 2008 W-2 process. For the 2007 process, we experienced issues that required extra effort when agencies ran this report while we were processing the hardcopy W-2s and creating the Federal W-2 Magnetic Media files.

W-2 processing activities will begin tomorrow and are expected to conclude on January 15. If we finish processing before January 15, we’ll let you know and you can resume running PU19 at that time.

This is critical for successful W-2 processing. We ask that you not run PU19. We will provide you with daily ZAlert messages in HRMS as a reminder. If we find that agencies are still inadvertently running PU19, it may be necessary to lock all agencies out of HRMS until W-2 processing is complete.
Questions? Contact:

DOP Help Desk: (360) 664-6400

Email Contact: HelpDesk@DOP.WA.GOV
Earnings and Deductions Statements in ESS 01/06/09

DOP Information Systems Communication – 01/06/09
What?
Earnings and Deductions Statements – Archive Schedule

Who?

HRMS HR and Payroll Offices

Why?
Remind agencies of archive schedule in ESS
When?
Distribute immediately
Message:
This is a reminder that employee Earnings and Deductions Statements in Employee Self Service (ESS) will be archived as of January 9, 2009. The archive schedule is available on the ESS Welcome screen, and separate notification won’t be sent to state employees.

As of Friday, January 9, employees will be able to view only the last statement of 2008 (12/24/2008), and all 2009 statements. You may choose to notify your employees so they can print or save any statements that will be archived. If your employees have questions or concerns, you may refer them to the following resources:

· ESS Welcome Screen: 

My Earnings Statement − Select this option to view and print any earnings statement from the current year. ESS also retains the final earnings statement of the previous calendar year until May of the current year.  The list is refreshed in January. If you need a specific earning statement that is not available on the list, contact your payroll office. 

· Payday FYI – 11/26/07:

http://www.dop.wa.gov/Employees/PaydayFYI/Archives.htm  Scroll to 11/26/07 message “An improved version of Employee Self Service (ESS)…….

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@dop.wa.gov
Annual Sick Leave Buyout Processing Information and Reports – 01/06/09

DOP Information Systems Communication – 01/06/09
What?
Annual Sick Leave Buyout Processing Information and Reports

All corrections must be completed by 6:00 p.m. January 14

Who?

HRMS HR and Payroll Offices

Why?
Provide agencies with important information 
When?
Distribute immediately

Message: Please review this communication for important information about Annual Sick Leave Buyout including test run results, corrections, special information, and reports.

Second Test Run
Special Notes for YTD Sick Leave Earned
Employment Status Changes
Quota Corrections
Shared Leave Returns (Sick Leave)
Reports for Non-Eligible and Buyout Statements
“Reporting Only Agencies”
Second Test Run: ISD will be running a second test after 6:00 p.m. on Wednesday, January 7 and spool reports will be available the next morning. Hopefully you’ve been able to review results from the first test run from December 30th. Please review the results from the second test reports and make any necessary adjustments. Final processing for Sick Leave Buyout statements and reports begins after 6:00 p.m. on Wednesday, January 14, 2009.

Special Notes for Year to Date (YTD) Sick Leave Earned:

1. Changes in employment status may affect 2008 Sick Leave accruals reported on the Sick Leave buyout statements and reports. Sick leave accruals that are reported for the Sick Leave Buyout reports and statements are based upon the availability date of the accrual. Employees should have only 12 months of accruals, but sometimes a change in employment status (for example, part time to full time or salaried to hourly) can cause a change in the availability date of the sick leave accrual. This may affect in which month or year a sick leave accrual will be reported.

For instance, an hourly or part time salaried employee whose sick leave availability date is normally the 1st of the following month will have their December 2007 sick leave accrual available on January 1, 2008. If there is no employment status change, the employee will have 12 months of accruals in 2008. However, if the employee has a change in employment status to full time salaried in January 2008, the availability date will be the 16th of the accrual month. In this example, the employee will have December 2007 accrual posted on January 1, 2008 and their January 2008 accrual posted on January 16, 2008. This may cause an employee to appear to have more than 12 months of accruals in 2008. If agencies determine that this is affecting the sick leave buyout eligible hours for an employee, the agency should not adjust the date of the availability of the accrual in HRMS but instead, should make an adjustment on the employee’s Sick Leave Buyout Statement to reflect only the 12 months sick leave accruals for 2008. (ISD will be reviewing this for next year)  A blank electronic copy of the Sick Leave Buyout Statement is provided for your convenience, if needed.

2. Quota Corrections will affect what is reported as Sick Leave Earned for 2008. Quota corrections affect what is reported as sick leave accruals on Sick Leave Buyout reports, and sick leave accruals are used to determine the number of hours eligible for buyout.  Quota corrections, like other types of records in HRMS, are date effective. If the quota correction is dated for 2008, it will be reported as an adjustment to YTD sick leave accruals for 2008.

Employees who are reported with more than 96 hours of sick leave accrued for 2008 may have a quota correction dated for 2008 that is an adjustment for a date earlier than 1/1/2008.  Agencies should pay particular attention to these hours and determine whether or not quota corrections should be reported as adjustments to sick leave earned for 2008.  
3. Shared Leave (Sick Leave returned to donors): Effective dating in HRMS for returned sick leave can have an impact on the way HRMS calculates sick leave hours available for the Annual Sick Leave Buyout process. Please review the following information to understand the impact and determine whether or not you will need to take action to ensure your Annual Sick Leave Buyout calculations are accurate. This applies only to those employees who are eligible for Annual Sick Leave Buyout.

· Sick Leave that was donated in 2007 or prior, but was returned in 2008:

· If the returned sick leave was effective dated in HRMS not later than 12/31/07, the calculation for the 2008 Annual Sick Leave Buyout, paid in February 2009, won’t be impacted. The returned hours from a prior year will not be considered in the current year’s buyout calculation. No further action is required.

· If the returned leave was effective dated in HRMS 01/01/08 or later, the calculation for Annual Sick Leave Buyout, paid in February 2009, will be impacted because the returned leave will reduce the hours that are reported as sick leave used for 2008. If this is the case, we recommend you complete a manual Sick Leave Buyout Statement for the employee. Because multiple records are linked by a donation or return action, we also recommend that you not change the effective date on the shared leave returned record in HRMS by using the Pencil, or by changing or creating a quota correction. Either of these actions could have a downstream effect that could require extra effort to resolve.

· Sick Leave that was donated in 2008, but has been or will be returned in 2009:

· No matter what the actual date the sick leave is returned to the donor in 2009, use an effective date in 2008 to exclude the hours from the 2009 Sick Leave Buyout calculation, paid in February 2010.

Reporting: to check who will be reported for sick leave buyout or who will be reported as not eligible, you can run the two reports listed below for employees you wish to review.

ZHR_RPTPY007 – Sick Leave over 480 – Non Elig 

Selection Criteria:

Period: 1/1/2008 – 12/31/2008

Personnel Numbers: Enter up to 50 at a time

“Sick leave balance” is already defaulted at 480

ZHR_RPTPY681 – GAP 681 – BUYOUT STATEMENTS

Selection Criteria:

Period: 1/1/2008 – 12/31/2008

Personnel Numbers: Enter up to 50 at a time

From Return date: 1/31/2009

“Test run – List only” button should already be defaulted 

Agencies who 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 test runs to display employees who transferred to your agency from an agency that uses HRMS to process sick leave activity.

Questions? Contact:

DOP Help Desk: (360) 664-6400

Email Contact: HelpDesk@DOP.WA.GOV
Tax Reporter PU-19 Test Runs for W-2s and 941s 01/02/09

DOP Information Systems Communication – 01/02/09
What?
Tax Reporter PU-19 – Test Runs for W-2s and 941s

Who?

HRMS HR and Payroll Offices

Why?
Important Instructions
When?
Distribute immediately
Message:
We have recently found an issue regarding W-2 and 941 Test runs that is negatively impacting payroll processing time and data storage.
If you want to review W-2 or 941 data, please check the Tax Reporter Log Manager to see if spool files are still available from a previous Test run. Rerunning the job for review purposes only will cause unnecessary processing time and create unnecessary spool files. This is particularly an issue for W-2 processing since a file is created for each employee. Payroll processing could be impacted for the upcoming January 9, 2009 pay date if too many agencies are creating unnecessary processing activities and spool files. It is not necessary to rerun W-2s and 941s if previous spool files are already available.
If you need to review your Test W-2 or 941 data, please check the Tax Reporter Log Manager to see if a recent run with the same criteria is available. Select PDF based forms from the Selection criteria/Output under the Test folder. 
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Spool files for Test runs are deleted after seven days. If no previous spools are available, you may rerun the job, but please check the Log Manager as your first resource for this information. Thank you for your cooperation.

Questions? Contact:
DOP Help Desk: (360) 664-6400
Email Contact: HelpDesk@dop.wa.gov
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